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About this Manual

The Personnel Standards for NASW Chapters contain an overview of the policies, practices, and work standard for employees at the local chapter of the National Association of Social Workers (NASW).

The contents are intended to establish personnel standards for both employees and management and not intended or written to be all-inclusive. The NASW National Office Chapter reserves the right to modify, revoke, suspend, terminate, or change any of its policies or procedures, in whole or in part, at any time, with or without notice.  The Personnel Standards for NASW Chapters provide a general articulation of the policies, practices and work standards for NASW Chapter offices. Chapters, in consultation with the National Office, may add to or modify provisions based on local needs and circumstances.   In addition, in consultation with the National Office, the Chapter, reserves the right to modify or terminate any of its health insurance, pensions or other benefit programs or to require or increase the premiums an employee may be required to contribute for these programs.

Nothing contained in this manual should be construed as creating a contract or a guarantee of employment for any specific duration.  Whereas it is hoped that the relationship with the Chapter will be mutually rewarding and long term, either an employee or the Chapter may terminate this relationship at any time.  

The personnel policies, practices and work standards contained within this Manual supersede all previous policies, January 2002, and the changes made with this distribution will take effect on the first day of July 1, 2004.

Introduction

The revised Personnel Standards for NASW Chapters were approved by the national Board of Directors at its October 26-27, 2001 meeting and are the result of a review and discussion of personnel practices and issues in NASW Chapters.  Chapter leadership and staff and appropriate National Office staff reviewed the proposed revisions and provided recommendations for changes.  The Personnel Policies Committee reviewed all the recommended revisions and presented a final revised version of the Personnel Standards to the national Board of Directors.

The personnel policies and practices contained in the Standards define the mutual responsibilities and obligations between the Association and chapter employees.  The revised Standards are intended to provide assistance to Chapter leadership and staff in establishing a common set of rules and overriding policies. The policies contained in this manual are subject to revision and/or addition as deemed advisable by the national Board of Directors, which has responsibility for formulating and adopting policies to govern personnel practices and conditions of employment for all staff positions in the Association.  The policies are not viewed as contractual but provide the framework for chapter personnel decisions.  They are changed from time to time according to Association needs.  The timeframes set in the standards are goals and may be extended by the chapter if necessary to complete the prescribed tasks.
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PART I - SECTION 1

Equal Employment Opportunity
AFFIRMATIVE ACTION* GENERAL POLICY
It is the policy of the National Association of Social Workers (hereinafter "the Association", or "NASW".)  to take affirmative action to ensure that women and racial and ethnic minorities** are represented and involved in all areas, including elected and appointed positions, personnel units, and fiscal/business transactions. To establish, implement, and maintain diversity throughout NASW, specific goals and activities apply to all levels in the Association, including national, state, and local offices as well as their subsidiaries.

Ultimate responsibility rests with the National Board of Directors to ensure that this policy is enforced. The National Committee on Women's Issues (NCOWI) and the National Committee on Racial and Ethnic Diversity (NCORED) are responsible for monitoring affirmative action.

The Executive Director is responsible for implementing this affirmative action mandate. An Affirmative Action Officer shall be appointed to administer the directive and to report to the Executive Director and to the National Board of Directors. Progress reports are to include a full report of activities and results, as well as recommendations for compliance and goal maintenance.

All National units and Chapters and all National Office and Chapter staff must comply with the Affirmative Action Program.*

SECTION II - NONDISCRIMINATION

STANDARD 1 - EQUAL EMPLOYMENT OPPORTUNITY

It is the policy of NASW to implement equal opportunity of employment for all qualified employees and applicants for employment in compliance with federal and state civil rights and equal opportunity laws and the Association’s commitment to equal opportunity and affirmative action.

1. Consideration will be given to all applicants without regard to race, religion, color, sex, sexual orientation, age, nationality, or physical or mental disability (visible or nonvisible). An applicant’s political beliefs, residence, or membership in a union or in an organization whose primary purpose is the protection of civil rights or the improvement of living conditions and/or human relations will not be considered in the selection process.

2. NASW will maintain a work environment free of harassment or intimidation based on any of the above reasons.  Employees who provide information about discrimination or violation of the Affirmative Action or Equal Employment Opportunity policies or who participate in an investigation of discriminatory practices will not be retaliated against in their conditions of employment.
3. The objective of NASW is to obtain individuals qualified and/or trainable for the position by virtue of job-related standards of education, training, experience, and personal qualifications.

*As referenced in the Affirmative Action Program of NASW. Amended and approved by the National Board of Directors, June 1992. **Racial and ethnic minorities are defined as blacks, Puerto Ricans, Chicanos, other Hispanics, Asian Americans/Pacific Islanders, American Indians, and Native Alaskans. These categories and designations may be modified to conform with changing designations promulgated by the U.S. Equal Employment Opportunity Commission (EEOC).

4. NASW will recruit, hire, and promote persons in all job positions without regard to race, color, religion, sex, nationality, age, sexual orientation, or physical or mental disability.

5. Promotion decisions will be in accord with the principles of equal employment

6. opportunity by imposing only valid requirements for promotional opportunities. 
7. All personnel actions such as compensation, benefits, transfers, layoffs, and training will be administered without regard to race, color, religion, sex, age, nationality, sexual orientation, or physical or mental disability. 

8. Any issues regarding the application of equal employment opportunity should be reviewed with the NASW Office of Human Resources.

STANDARD 2 - NONDISCRIMINATION: DISABILITY AND VETERAN'S STATUS
It is the policy of NASW to hire, promote, and advance in employment on a nondiscriminatory basis qualified Vietnam-era and special disabled veterans and persons with disabilities (visible or nonvisible).

NASW routinely reviews and will modify its personnel policies, practices, and procedures to ensure that they do not adversely affect the hiring and advancement of Vietnam-era and special disabled veterans and persons with disabilities. Reasonable accommodations will be provided in the hiring process or in employment for otherwise qualified persons with disabilities. As a government contractor and under its nondiscrimination policy, NASW will take appropriate action to employ and advance in employment qualified persons with disabilities. Any questions arising under the application of this Standard shall be reviewed with the NASW Office of Human Resources.
STANDARD 3  - SELECTION

The selection of personnel shall be on the basis of valid criteria and competence designed to ensure appointments of individuals best qualified to perform the Association’s functions.

Interpretation
Selection for a position shall take into consideration the individual’s qualifications, experience, training, education, and prior NASW employment. The Association shall not discriminate against any applicant because of the applicant’s residence, race, color, religion, sex, sexual orientation, marital status, age, nationality, ethnic origin, political belief, union affiliation, or disability (visible or nonvisible).

Guidelines for Administration

In recruiting personnel, the Association shall make known to prospective and current 

employees the following:

· specific requirements of vacant position

· qualifications sought in candidates for the position

· personnel practices and salary range applicable to position.

For positions such as word processors, clerks, and editors for which a test is required, the test will be approved in advance by the NASW Office of Human Resources and administered to all external and internal candidates.  Tests will be validated to determine whether they have an adverse impact on any particular groups of employees under the EEOC guidelines. Test scores will be considered in conjunction with information available from other sources on the applicant’s past performance, experience, education, self-sufficiency, dependability, leadership and other qualities important to success on the job.  Reasonable accommodations will be provided if appropriately required.

Applicants will be screened to determine who should become candidates for the position.

Job candidates may be interviewed by more than one person.  The interview process shall be conducted so as not to show bias in the selection on the basis of race, color, religion, sex, sexual orientation, nationality, disability, marital status, and age. Any condition under which an employee’s status is changed by the Association shall be stated in an exchange of letters between the employee and the Executive Director, or in the case of the Executive Director, from the President of the Chapter Board of Directors.

SECTION III – EMPLOYMENT CONDITIONS AND PROVISIONS

STANDARD 4 - EMPLOYMENT

An applicant selected to fill a position shall receive written confirmation of appointment,

title, salary and starting date, information regarding the Introductory Period, statement

that any job offer is contingent on production of required Immigration Reform, and

Control Act (IRCA) of 1986 documentation, and a description of duties.  

Guidelines for Implementation
The applicant shall indicate that the terms of the appointment letter are acceptable

by signing a copy of the letter. The appointment letter shall be made part of the 

employee’s personnel file. The appointment letter shall indicate that it is not a 

contract of employment. (See Appendix A for Sample Employment Letter. See 

Appendix C for contractual arrangements.)  Contracts for independent contractor/ 

consultants must be reviewed and approved by the NASW Office of Chapter 

Services.

STANDARD 5 - RELEASE OFEMPLOYEE INFORMATION

Disclosure of employee information to persons outside of NASW (verification of 

employment, salary, or other confidential information) will be permitted on written 

request and authorization by a current or former employee.

Guidelines for Implementation
Requests for factual information (dates of employment, salary, position held, and so

forth) about a current or former employee shall be referred to the Executive Director or 

his or her designee for response.  A response to a request for verification of employee 

information may not be provided without written authorization from the current or former 

employee detailing the information to be provided.  Only information that can be verified 

by documentation shall be released.

STANDARD 6 - PERSONNEL FILES

A personnel file is maintained for each employee.  The file is available for the employee’s 

examination.

Guidelines for Implementation

Each employee’s personnel file is regarded as confidential information and is treated as such. The only persons with access to the employee’s file shall be in the employee’s chain of supervision and individuals handling personnel files.  Staff personnel files shall contain: 

· application and resume 

· letters of appointment, agreement or contract, and acceptance

· job description

· copies of transcript, diplomas

· certificates and licenses

· ongoing performance evaluations

· warning letters and records of all disciplinary actions
· any memoranda or documents related to performance

· memoranda concerning unusual job changes

· warning letters and records of all disciplinary actions

· leave of absence information

· time sheets

· salary actions

· documentation required by state or private regulatory agencies

The Executive Director’s personnel file shall be confidentially maintained by the President of the Chapter Board of Directors.

STANDARD 7 - JOB DESCRIPTIONS

A written job description shall be maintained for each staff position. In the event that new 

positions are created through expansion or reorganization, written job descriptions will be 

prepared.

Job descriptions are formalized documents containing concise and factual information regarding the minimum requirements to perform a job satisfactorily (see Appendix B, model Job Description for Executive Director, for format and explanation of and examples of factors).

Guidelines for Implementation

Job descriptions identify the basic requirements of the job and not the various aptitudes and

abilities of persons performing the job. Job descriptions must be reviewed annually or during staff changes for validity that they reflect actual job content.

STANDARD 8 - NEPOTISM

Persons related to or living in a spousal/domestic partner relationship with a current employee at the time of employment will not be employed in the same Chapter office.

Guidelines for Implementation

Relatives are defined as those in the immediate family, mates (defined as a person with whom the employee is living on a continuous basis), parents, grandparents, siblings, and children.  When persons become related and work or volunteer for the Association, one relative may not supervise another relative. Related staff or volunteers will not be involved in evaluating each other’s job performance or in making recommendations for salary adjustments, promotions, or other budget recommendations.

STANDARD 9 - EMPLOYMENT STATUS

There shall be an Introductory Period for newly hired, newly promoted, or transferred employees. The status of each regular full-time or part-time employee will be classified in terms of hours worked and applicable federal and state laws.
Guidelines for Implementation

1.   Introductory Period

Unless otherwise stipulated in these Standards, the introductory period for all employees, exempt and nonexempt (see Appendix E for definition) shall be four (4) months (see Standard 38 for the Introductory Period for Executive Directors.)   The Introductory Period may be extended by the Association for an additional two (2) months for all positions. 

· During the introductory or extended period, employment may be terminated by the Association or by the employee without cause, without prejudice, and without recourse. Before completing the Introductory Period, the employee shall receive a performance evaluation. The review shall be conducted by the employee’s immediate supervisor. Successive appraisals will be given annually on the employee's anniversary date of hire.

· A current employee who is promoted to another position is subject to satisfactory completion of the Introductory Period. Employees shall accrual annual and sick leave but may not use annual leave until satisfactory completion of the Introductory Period unless other arrangements have been agreed to at the time of hire.

2.
Regular Full-Time Employees
A regular full-time employee has satisfactorily completed the Introductory Period and works a full basic workweek of no less than thirty-five (35) hours, with no prior agreed on time limit in the duration of employment.

3.
Regular Part-Time Employees
A regular part-time employee has satisfactorily completed the Introductory Period but works a workweek of less than thirty-five (35) hours, with no agreed on time limit in the duration of employment.

4.
Exempt Employees
Exempt employees are not subject to the overtime provisions defined by the Fair Labor Standards Act (FLSA) (see Appendix E).

5.
Nonexempt Employees
Nonexempt employees are subject to the overtime pay provisions of the FLSA regardless of individual titles or duties. Any employee who does not meet the qualifications of exemption is included in the term nonexempt.

6.  Temporary Employees
Temporary employees are engaged for a specified period of time. Length of employment, scope of the job, duties, and compensation are clearly defined. No benefits accrue to this category.

7.
Independent Contractors/Consultants
Contractors/consultants are contracted under a written agreement on a time-limited basis to fulfill the terms and obligations of a specific assignment. Contracts must be reviewed and approved by the Office of Chapter Services. The contractor/consultant is responsible for the details and methods of work performed, hires his or her own employees, provides his or her own office and tools, regulates his or her own hours, receives no benefits, has no taxes deducted and is responsible for paying his or her own taxes, and has proof of coverage of Workers Compensation insurance (see Appendix C for more information). A Form 1099 will be issued to for tax purposes.

8.
Secondary Employment
Employees shall have the right to engage in secondary employment as long as such employment does not interfere with their responsibilities to the Chapter or entail conflict of interest. A conflict of interest is defined as holding two positions in which decision making in one position can be considered influenced by the interests of the other position or when the demands of the second position interferes with the assignments of the first.

         When secondary employment is to take place during regular working hours, the employee must obtain advance approval from the Executive Director, or in the case of the Executive Director, from the President of the Chapter Board of Directors, who will consider job obligations and responsibilities and potential conflicts of interest. The employee may elect to charge approved time for secondary employment activities against either leave without pay or annual leave.

STANDARD 10 - ANNIVERSARY DATE
The employees anniversary date is the original date of hire.

Seniority status in the Chapter as applied to most benefits will be determined from the original date of hire and be based on continuous service.

STANDARD 11- SENIORITY
Seniority for the application of Association policies shall generally be based on length of service with the Association, recorded in months and years. If seniority is defined or applied differently in a benefit plan document, the document definition shall take precedence.
Seniority shall be computed from the first day of employment with the Chapter and shall not be considered interrupted by absences for paid or military leave. Seniority does not accrue when an employee is on leave without pay. Chapter and National Office pension plan documents may define length of service differently for the purpose of determining benefits or other coverage under the plan.
Guidelines for Implementation
1. Seniority is to be considered in all personnel decisions affecting employees as a means of recognizing and, where appropriate, giving preference to employees with longer periods of service with the Chapter. In promotions, consideration shall be given by the Chapter first to experience and needs of the Chapter, including affirmative action goals, skills, ability, and posted job qualifications, and second to length of service. It is understood, however, that the first factors being equal, seniority shall prevail.
2. Prior Association service is portable for staff moving from employment in a Chapter to the National Office, from the National Office to a Chapter, and from Chapter to Chapter. Service portability applies to the accrual rate of annual and sick leave and is considered for promotions as long as the employment is continuous. The employee's prior service qualifies as time served toward a waiting period for eligibility to enter the new retirement plan.  The pension plan documents definition of length of service for calculation of the benefit shall be controlling in the application of the pension plan.

STANDARD 12 - EMPLOYEE ORIENTATION

Employees will receive orientation to the Chapters policies and procedures, the position for which they have been hired, and to internal and external working relationships.
Orientation for all employees will include basic personnel orientation and introduction, an office/facility resources tour, an overview of the Association’s purpose, a review of the Personnel Standards for NASW Chapters and the Affirmative Action policy, National NASW and Chapter history, and program goals and objectives.

Guidelines For Implementation 
1. The Executive Director will coordinate orientation sessions. The new employee will learn about the Association, Chapter activities, compensation and benefits, and performance expectations. The employee will receive a copy of the Personnel Standards for NASW Chapters and will be asked to sign a document stating that he or she has received and understood the material contained in it.

2. Orientation for the new Chapter Executive Director is a responsibility shared among the Chapter President, the NASW Office of Chapter Services, and the Council of Chapter Executives.

STANDARD 13 - STAFF DEVELOPMENT AND TRAINING
Staff development and training programs shall be based first on the needs of the Chapter and the annual budgetary limitations, and second on the needs and potential contributions of the employee.
A staff development and training program should be developed to ensure that employees are managed, developed, and utilized to meet the Chapters goals.

Guidelines for Implementation
Staff development and training policies and practices will be coordinated, monitored, and evaluated by the Executive Director to ensure equitable distribution within the Chapter.

SECTION IV  - LEAVES AND HOLIDAYS
STANDARD 14 - ANNUAL LEAVE  (VACATION)
Regular full-time employees are entitled to vacation time off with pay at their prevailing compensation rate. The number of annual leave days earned each year shall be based on the Chapters pay periods. The minimum number of days provided are as follows:

· 1-2 years: 10 days

· 3-6 years (inclusive): 16 days

· 7th year and thereafter: 24 days

Regular part-time employees shall be eligible to receive the same amount of annual leave days as full-time employees on a pro rata basis.

The maximum number of annual leave days employees may carry over is the number of days earned each employment year.
Annual leave is to be provided equitably to all regular full-time and part-time employees. Annual leave accrues from date of hire and cannot be taken until successful completion of the Introductory Period.
Guidelines for Implementation
1. Chapters shall determine the carry-over date (either June 30, the end of the fiscal year, or December 31, the end of the calendar year) of annual leave.

2. Regular full-time or part-time employees who resign giving proper notice or who are dismissed for any cause shall receive annual leave earned but not taken during the period of employment. The last day of actual work shall determine the period for calculation of annual leave.

STANDARD 15 - HOLIDAYS

Regular full-time employees shall be granted a minimum of 11 paid holidays each calendar year.

In addition to regular holidays, Chapters may consider allowing regular employees to elect to take an additional special observance holiday or to establish five or six core holidays and a list of floating holidays from which they may choose in advance of use.
Guidelines for Implementation
1. If a holiday falls on a Sunday, Chapter offices are to be closed the following Monday. If a holiday falls on a Saturday, Chapter offices are to be closed the proceeding Friday.

2. When an authorized holiday falls on a workday within an employee's vacation period, the holiday will not be counted against annual leave.

3. Regular part-time employees are eligible to receive holiday leave if a holiday falls on their regularly scheduled workday.

4. Employees who are eligible for overtime pay and who are asked to work on a holiday shall receive an additional one (1) hour of pay for each hour worked.
STANDARD 16 - SICK LEAVE

Regular full-time employees shall be granted annual sick leave with pay at their prevailing compensation rate. The number of days earned per year shall be based on the Chapters pay period. Accrued but unused sick leave is not payable on termination.  The minimum number of days provided are as follows:

· 1-2 years: 10 days

· 3-6 years (inclusive): 16 days

· 7th year and thereafter: 24 days
Employees may carry over (at the end of the fiscal or calendar year) the number of days earned each year. Employees who currently have accrued more than the number of days earned each year will not lose or accrue additional days until their leave balance is reduced to the number of days earned per year.

Chapters shall provide sick leave with pay to be used when an employee is not able to work because of illness or when the employees presence is temporarily required to care for members of the immediate family.

Guidelines for Implementation
1. Sick leave shall accrue from date of employment.

2. Regular part-time employees shall be eligible to receive the same amount of sick leave as regular full-time employees but on a pro rata basis.

3. Chapters shall reserve the right to request medical certification of sickness or physical examination when it is necessary to determine whether the employee is able to perform the essential functions of the job with or without reasonable accommodations or without harm to himself or herself or to others; when it is in the employees best interest or for purposes of health, safety, or security in the office; or when such sickness constitutes a possible abuse of sick leave. Abuse of sick leave may result in appropriate personnel action being taken, to include written warning, suspension or termination. 

4. Absence due to Workers Compensation claims is not charged against sick leave.
STANDARD 17 - FAMILY AND MEDICAL LEAVE

Regular full-time and part-time employees shall be eligible for leave in accordance with the Federal  Family and Medical Leave Act (FMLA) of 1993 and its implementing regulations.

Chapters shall provide leave to employees who have worked for at least one (1) year at the time leave is requested and have completed at least 1,250 hours of service during the twelve (12) months preceding the leave request. 

Note: state or local laws may provide for additional leave.  Consult with the National Office regarding any variations.

Guidelines for Implementation
1.  Eligible employees may be granted up to twelve (12) weeks of unpaid leave in any twelve (12) month period for the following purposes:

· For the birth of a child, to care for a newborn child, or upon placement of a child with the employee for adoption or foster care. This leave will normally be taken in one block of time unless arrangements for intermittent or reduced work schedule are approved by the Executive Director, or in the case of the Executive Director, by the President of the Chapter Board of Directors.

· When the employee is needed to care for a child, spouse, or parent who has a serious health condition.

· When the employee is unable to perform his or her functions due to a serious health condition.

2.
Accrued annual and sick leave benefits must be substituted for all or part of any otherwise unpaid FMLA leave. The total of paid and unpaid FMLA leave is twelve (12) weeks in any twelve (12) month period prior to the date leave is to commence. For the purposes of this policy, the following definitions will serve:

· Child: Anyone younger than age 18 who is the employees biological, adopted or foster child, stepchild, legal ward, or a legally dependent adult child. This may include a child for whom the employee has day-to-day responsibility.

· Parent: Biological, foster or adoptive parents, stepparents, legal guardians, or any individual who stood in place of parents for the employee when he or she was a child.

· Spouse: A husband or wife as defined by applicable state law.

· Domestic partner: a person with whom the employee is living on a continuous basis

· Serious health condition: An illness, injury, impairment, or physical or mental condition that involves inpatient care or continuing treatment by a health care provider as outlined under FMLA regulations.

Issues under this section or questions involving the application of FMLA should be addressed to the NASW Office of Human Resources for review (see Appendix D for Procedures for Requesting FMLA).

STANDARD 18 - ADMINISTRATIVE LEAVE

Up to five (5) days of administrative leave per situation shall be granted for personal emergencies such as death or serious illness in the immediate family of the employee.

Administrative leave with pay up to a maximum of five (5) business days per calendar year may be granted at the discretion of the Executive Director for hazardous conditions such as severe weather.

Interpretation
Administrative leave is paid leave and is not charged against other leave accruals.
Guidelines for Implementation
The immediate family shall consist of spouse, parents (step and foster), grandparents, domestic partners (defined as a person with whom the employee is living on a continuous basis), brothers, sisters, children, or legal guardians. One (1) day shall be granted for death of relatives other than the immediate family.
STANDARD 19 - JURY DUTY

All regular full-time and part-time employees shall be on paid status while on jury duty.

Employees will be allowed to serve on federal or state juries and be reinstated after their service has ended without loss of pay, benefits, and seniority.
Guideline for Implementation
Where applicable, jury pay will be deducted from the employee's regular salary. A copy of  the jury summons and any other related documentation must be turned in order for employees to receive pay.
STANDARD 20 - MILITARY LEAVE
Military leave must be granted in accordance with applicable federal law.
Reservists and members of the National Guard who are deployed into active service and employees who are drafted into the military shall be treated the same as other employees on leave. The employee must be reinstated to his or her former position or to a position of the same status, pay, and benefits.

Employees who are members of the National Guard or Reserves and are directed to participate in periodic field training will receive unpaid military leave for a maximum period of fifteen (15) calendar days annually.
Guidelines for Implementation
Employees who are indefinitely deployed in active service via the draft or an act authorizing the President of the United States to order to active duty the National Guard and Reserve components of the Navy, Army, Air Force, or Marine Corps are entitled to military leave. Military leave is leave of absence without pay and terminates either ninety (90) days after the employees discharge from the service or one (1) year after the employee is released from hospitalization continuing after discharge. The employee will be reinstated to his or her former position or to a position of similar status and pay if the employee notifies the Chapter of discharge no fewer than sixty (60) days prior to the employees planned return.

STANDARD 21 - LEAVE WITHOUT PAY

All regular full-time and part-time employees shall be eligible to request leave without pay.

Requests for leave without pay shall be in writing, providing both the purpose of the leave and the length of time desired. The maximum amount of time allowed to be requested shall be six (6) months and will be subject to approval by the Executive Director, or in the case of the Executive Director, by the President of the Chapter. The Executive Director has discretion to grant or deny requests based on needs of the chapter, status and seniority of the staff person and any other relevant information. No benefits shall accrue while the employee is on leave without pay status. Leave without pay will be considered as a break in service when calculating seniority.

STANDARD 22 - COMPENSATORY TIME

Employees who are exempt (see Standard 9 for description of exempt status) from the FLSA shall be entitled to compensatory time off under certain circumstances as follows:

· Compensatory time will be granted to exempt employees with advance approval of their supervisor.

· Compensatory time will be used within thirty (30) days except under special circumstances and provided that responsibilities are properly discharged.

· Unused compensatory time is not payable upon termination.

Exempt employees who are required to work beyond regularly scheduled hours for special events, weekend meetings, and other Chapter activities shall be entitled to time off.

SECTION V  - COMPENSATION 

STANDARD 23 - SALARY ADMINISTRATION

Salary administration shall be in accordance with applicable laws and regulations.

Deductions from each employee's paycheck include mandatory and voluntary deductions. Mandatory deductions for Social Security, state and federal taxes, and garnishments by court order are made without written authorization of the employee. Voluntary deductions are made only with the written authorization of the employee.

Guidelines for Implementation
1. Pay periods must be established by the Chapter and made known to all employees in writing.

2. An itemized statement of all deductions from the employee's wages must accompany each paycheck.

3. The Chapter is authorized to deduct from any final wages, annual leave, or amounts due an employee upon termination, monies due the chapter in repayment for advances, overpayments, loans, or debts due and about which the employee has been previously apprised.

4. Salary schedules shall be made available to all employees. Salaries for newly hired Chapter Executive Directors shall be in accordance with the minimum hiring salary established by the National Board of Directors. Chapters with four (4) or more employees shall develop a salary classification plan that includes elements of job analysis, market pricing of positions, job ranking of positions, and a salary schedule.

5. Employee salaries are to be reviewed annually. These reviews take into account the employee's performance, the Chapter's ability to pay, national and local salary patterns, comparisons between similar types of positions, and contractual agreements.

STANDARD 24 - EXECUTIVE DIRECTOR HIRING SALARY

The Executive Director hiring salary schedule will be reviewed at annually by the Personnel Policies Committee of the National Board of Directors.

A review of the hiring salary schedule will occur periodically.   If a decision is made to adjust the hiring salary, the adjustment will become effective July 1 of the following fiscal year.  If the Executive Directors salary falls below the minimum of the hiring schedule the Chapter must take action to bring the salary up to the minimum.
STANDARD 25 - OVERTIME

Classification of exempt and nonexempt employees are determined by the FLSA (see Appendix E).  Exempt employees are those professional, administrative, and technical employees who, because of their training, the exercise of independent authority in their work, and their level of expertise, are not subject to the overtime requirements defined by the FLSA.  Nonexempt employees are subject to the overtime pay provisions of the FLSA regardless of individual titles or duties. Any employee who does not meet the qualifications for exemption is included in the term nonexempt.
Nonexempt employees are hourly wage earners or those who are paid for the number of hours they work in a pay period. Federal law requires these employees to be paid overtime when they work more than forty (40) hours in any one week. The law also restricts the use of compensatory time in lieu of overtime.

Exempt employees are usually salaried, and no federal or state law requires them to be paid for overtime. However, compensatory time is offered in certain situations (see Standard 22).
Guidelines for Implementation
1. All overtime for nonexempt employees should be approved in advance. Hours worked in excess of forty (40) in any workweek must be compensated at the rate of one and one-half (1½) times the hourly rate of pay. Overtime must be paid in the same pay period in which it is earned.

2. Nonexempt employees shall be paid for overtime in any one (1) week at the rate of time and one-half over the established workweek. Holidays and sick leave shall be considered as time worked for the purpose of calculating overtime.

3. Regular part-time nonexempt employees shall be paid overtime in the same manner consistent with full-time employees (at the rate of time and one-half) for hours in excess of forty (40).

4. Employees requested to work on Saturday, Sunday, or a holiday will be guaranteed a minimum of one-half (2) day worked or will be credited with having worked a minimum of one-half (2) day. All nonexempt employees shall receive double time for Sunday and holiday work.

5. Time spent by a nonexempt employee at the discretion of the Chapter in out-of-town travel before or after the employees normal workday schedule shall be considered as time worked. Such travel time shall be interpreted as that time to travel to and from the employee's home or to or from the destination.

SECTION VI - BENEFITS

STANDARD 26 - PROVISION OF BENEFITS

A health care plan that includes hospitalization, major medical, dental, prescription, vision coverage, life insurance; long-term disability; and a retirement program shall be provided for regular full-time and part-time (20 or more hours per week) employees. Retirement programs shall be in place by the beginning of the second year of employment.
No employee may engage in an intimidating or retaliatory act against chapter or national employees who file complaints or otherwise exercise their rights under the privacy regulations issued under the Health Insurance Portability and Accountability Act of 1996 (HIPAA).  No employee may condition treatment, payment, enrollment or eligibility for benefits on the provision of an authorization to disclose protected health information by a participant in a chapter or national sponsored group health plan.  No employee may permit or require a participant in a chapter or national group health plan to waive his or her rights under HIPAA.

Guidelines for Implementation
1. Through a written summary of plan benefits and other information, the Chapter shall make known to employees the types of insurance available, the family members eligible for coverage, the date coverage is effective, and the costs to the employee.

2. If an employee declines to join the group health insurance plan, he or she must sign a waiver (see Appendix F, Health Insurance Waiver Form).

3. Chapters shall provide terminating employees the option of continuing their health insurance in compliance with the Consolidated Omnibus Budget Reconciliation Act (COBRA) (see Appendix G, COBRA Form).
SECTION VII - PERFORMANCE AND DISCIPLINE
STANDARD 27 - PERFORMANCE APPRAISALS
Employees shall receive at least once per year a written performance appraisal that will objectively assess their performance and accomplishments relative to the job description and established work expectations, unless stipulated otherwise by contractual agreements.
Regular performance appraisals shall be conducted to provide useful and relevant information to supervisor and employee for assessing current job performance, sustaining good performance, and improving future performance; to provide information to support various personnel actions; and to facilitate and improve communication between supervisor and employee.
Guidelines for Implementation
1. Supervisors and employees shall meet annually to develop mutually agreed-on work expectations for the coming review period. Work expectations shall be documented.

2. Standards shall be reviewed to reassess and possibly modify the work expectations to meet new work priorities or changes in direction.

3. Employees shall have a written work evaluation at the conclusion of the Introductory Period, on promotion to a new position, at the annual review date, and at any other time at the request of the immediate supervisor.

4. The evaluation process involves both a written summary and a full discussion between employee and supervisor.

5. Employees shall sign the written work evaluation indicating acceptance, or in the case of disagreement with its content, signifying that the employee has read the evaluation. A copy of the evaluation is furnished to the employee. The employee shall have the opportunity to file a statement covering any points on which there is disagreement, and the statement shall be placed in the employees personnel file.
STANDARD 28 - PROGRESSIVE DISCIPLINE

The Chapter uses progressive discipline to ensure staff compliance with performance standards, ethics and conduct.  Except in cases of repeated willful or flagrant violations of these standards, formal disciplinary measures will not be taken until informal attempts to correct the problem have failed.  If it is found necessary to use formal disciplinary measures it is intended that the discipline be administered fairly, without prejudice and only for cause. Disciplinary actions are of several levels, including oral and written warnings, disciplinary probation, performance probation, suspension with and without pay; and termination. The frequency and/or severity of misconduct determines which level of disciplinary action is required.  

Progressive discipline is not required for all offenses.  The Chapter reserves the right to terminate employees for commission of serious or repeated infractions, without progressive discipline guidelines or counseling (see Standard 29 for guidance).

Documentation of both oral and written warnings will be signed by the supervisor and employee and kept in the employee’s personnel file.  The document should include identification of the date, violation, indication of necessary improvement, and information concerning further disciplinary action that could result from failure to show improvement. 

The Chapter must consult with National Office (Human Resources, Chapter Services or General Counsel) prior to implementing decisions on disciplinary actions or terminations.

Guidelines for Implementation

1. Employees may be placed on performance probation in order to allow for improvement of the problem identified at the time of probation. The employee will be provided with documentation that identifies the problem, indicates the necessary improvement, specifies the length of probation period, and informs the employee of further disciplinary action that could result from failure to show satisfactory improvement within the specified period.

2. Employees may be suspended for disciplinary reasons without pay. The employee will be given written notice of the reasons for the action, and a copy will be made a part of the employee’s personnel record.

3. Documentation of both oral and written warnings should be signed by the supervisor and employee and kept in the employee’s personnel file. If the employee refuses to sign, the supervisor should so note on the documentation. The employee’s signature indicates receipt of the document but not necessarily his or her agreement with it. This document should include identification of the date and violation, indication of necessary improvement along with a time frame, and information concerning further disciplinary action that could result from failure to show improvement.

SECTION VIII - TERMINATION
STANDARD 29 - TERMINATION BY EMPLOYER
In the event the Chapter gives notice of termination, the length of such notice, unless specified otherwise within these Standards, shall be two (2) weeks for nonexempt positions and three (3) weeks for exempt positions. Equivalent payment in lieu of notice may be given at the discretion of the Executive Director. No notice will be granted in the case of gross misconduct (see Standard 36 for guidance). National Office (Human Resources, Chapter Services or General Counsel) must be consulted to confirm misconduct as gross prior to taking action to dismiss an employee immediately.
STANDARD 30 - TERMINATION BY EMPLOYEE

Any employee who elects to terminate employment with the Association must submit in writing to the Executive Director two (2) weeks notice in advance of termination if the employee is nonexempt or three (3) weeks notice in advance of termination if the employee is exempt, unless stipulated otherwise within these Standards. Lack of notice equivalent to the above requirement is chargeable against annual leave.

Both NASW and the employee are free to terminate the employment relationship at their discretion. In the event either party elects to terminate employment, the above provisions relating to notice shall apply, unless stipulated otherwise in these Standards. Gross misconduct is a term with legal implications and consequences. 

Therefore, National Office (Human Resources, Chapter Services or General Counsel) should be consulted prior to taking action.
Guidelines for Implementation
· All dismissals must be stated in writing, setting forth the reasons for the actions.

· An employee may be dismissed without notice or pay in lieu thereof in cases of gross misconduct or illegal acts, in which the termination has been reviewed and approved by the NASW Office of Human Resources.

· Except as otherwise provided in these Standards, employees who resign giving proper notice or who are dismissed for any cause shall receive annual leave, or pay in lieu thereof, earned but not taken during the period of employment. The last day worked shall be considered the employees termination date for purposes of calculating earned annual leave.

· An employee whose services are terminated during the Introductory Period or who resigns before satisfactorily completing it is not eligible to receive pay for accrued annual leave.

· Whether voluntary or involuntary terminations, employees must be notified of his or her right under COBRA to continue group health insurance coverage.

STANDARD 31 – LAYOFFS

Layoffs shall be construed as removal from a position because of reorganization or reduction in force.
The Chapter will make every effort to minimize the negative impact on employees if a reduction in the work force becomes necessary. In some cases, a program may have to be reduced in size or terminated if funds for its operation are no longer available. If this type of cutback must occur, the Chapter will reduce staff progressively, using the following means:

· voluntary reductions in the workforce, including employees who may take early retirement, leaves of absence, or reduction in hours
· attrition

· elimination of part-time positions

· transferring the employee from a terminated position to a vacant position if he or she can meet the minimum qualifications of the position and has satisfactory performance evaluations

In determining which regular employees are laid off, the Executive Director shall consider

factors such as needs of the Chapter, breadth of skills, experience, and job qualifications,

and length of service.

      STANDARD 32 - SEVERANCE PAY

Unless otherwise stipulated in these Standards, severance pay shall be awarded as follows to employees who have completed the Introductory Period and have been laid off because of a reduction in staff positions or reorganization.  In addition to notice pay:

· Employees with less than six (6) months of service shall receive one (1) weeks salary at their current rate of pay.

· Employees with six (6) but not twelve (12) months shall receive two (2) weeks salary at their current rate of pay.

· Employees with twelve (12) months of service shall receive three (3) weeks salary at their current rate of pay.

· Each additional full six (6) months of service shall entitle an employee up to an additional half-week’s pay up to a total maximum severance pay of thirteen (13) weeks.

Guidelines for Implementation
1. Severance pay is payable to regular full-time and part-time employees on their last day worked.

2. An employee who has been discharged for cause has no right to severance pay.

3. Employees who have been laid off within the preceding twelve (12) months shall be informed of vacancies occurring in positions that require comparable skills and experience as that position to which the employee was last assigned, if the employee signs a request for such information and provides a current address.

4. No employee shall receive severance pay for a period for which severance pay has already been paid.

5. For an employee who has been laid off and then rehired, the layoff constitutes a break in service, and the employee’s status is that of a new hire.

SECTION IX - GRIEVANCE PROCEDURE
STANDARD 33 - GRIEVANCE PROCEDURE

Unless otherwise stipulated in these Standards, any employee who has a complaint concerning rates of pay, hours, conditions of employment, the application or interpretation of the terms of these Standards, disciplinary action, termination, demotion, denial of promotion, layoff, or discrimination based on those categories outlined in Standard 1 and its interpretation has the right to file a grievance according to procedures outlined in this policy. Employees may not file a grievance challenging the substance of a performance evaluation.

Interpretation
No employee will be discriminated against, harassed, intimidated, or suffer any reprisal as a result of filing a grievance or participating in the investigation of a grievance.

Guidelines for Implementation

1. Employees shall attempt to resolve the problem informally with their supervisor as soon as possible.  If a solution cannot be reached, the employee may present a formal grievance within 30 days of the occurrence.
2. The Executive Director will have ten (10) business days to consider and respond to the grievance.  If an extension of the time limit becomes necessary, all involved parties will be notified.
3. The decision of the Executive Director will be final and binding on all parties, except as provided in #4 below.
4. Where there is an alleged violation of established personnel policies and practices by the Executive Director, such violation will be reviewed by the Chapter Personnel or Executive Committee whose decision will be made in consultation with the National Office Human Resources Manager.  The decision will be final and binding on all parties, and a decision shall be issued within 30 days of the receipt of the complaint, absent extenuating circumstances requiring additional time.
SECTION X - WORKPLACE POLICIES

STANDARD 34 - ALCOHOL AND DRUG POLICY

NASW complies with all federal, state, and local laws that regulate or prohibit the possession, use, or distribution of alcohol or illegal drugs. All NASW employees are prohibited from possession, use, manufacture, distribution, or dispensing of nonprescribed controlled substances in the workplace. If a Chapter receives a federal contract or grant, it is also required to meet the conditions of the federal Drug-Free Workplace Act of 1988.

Guidelines for Implementation
1. All employees are expected and required to report to work whether on site at the NASW office or off site and remain at work in appropriate mental and physical condition. Employees who report to work exhibiting signs of alcohol or drug abuse are presumed to be unfit for duty and may be disciplined appropriately and/or referred for counseling.

2. If an employee violates the drug and alcohol policy, the employee will be disciplined under the progressive discipline policy. 
3. The use, sale, or possession of illegal drugs or alcohol or abuse by NASW staff  while on the job may also result in disciplinary actins up to and including termination and may also result the filing of a criminal report.

4. An employee is required to report within five (5) days any criminal drug statute conviction occurring in the workplace to his or her immediate supervisor.

5. All employees are expected to cooperate fully with law enforcement authorities in the investigation and prosecution of illegal use, possession, manufacture, distribution, or dispensing of controlled substances in the workplace.

6. Alcohol will not be served at NASW offices whether during or after business hours.

7. Chapter funds should not be used by chapter employees for the purchase of alcohol.

STANDARD 35 - SEXUAL HARASSMENT POLICY
NASW will not tolerate sexual harassment of its employees.  Any action taken to respond to allegations of sexual harassment must first be reviewed with National Office (Human Resources, Chapter Services, General Counsel or the Affirmative Action Officer). The following behaviors are grounds for disciplinary action up to and including termination:

· unwelcome sexual advances

· insulting or degrading sexual remarks or conduct directed against another employee

· requests for sexual acts or favors

· threats, demands, or suggestions that an employee’s work is contingent upon toleration of or acquiescence to sexual advances

· retaliation against an employee for complaining about such behavior

· any other unwelcome statements or actions of a sexual nature that are sufficiently severe or pervasive so as to unreasonably interfere with an employee’s work performance or that create an intimidating, hostile, or offensive working environment.

Guidelines for Implementation
1. Any person who has a complaint of sexual harassment against a superior, a coworker, a vendor, or a member should bring the problem to the attention of the Chapter. Complaints in writing may be raised with any of the following persons: Executive Director, Chair of the Personnel Policies Committee, President of the Board of Directors, or Vice President of the Board of Directors.  If the complaint is against the Executive Director the complainant should contact the President of the Chapter Board of Directors. National Office (Human Resources, Chapter Services or General Counsel) shall be notified regarding such complaints by the President.

2. The Association prohibits retaliation against anyone for having raised such a complaint in good faith or for cooperating with an investigation of a complaint. Complaints will be investigated within ten (10) business days after notification and handled as confidentially as possible in the manner described below.

· Complaints of sexual harassment will be investigated as promptly as possible by the Executive Director.  If the complaint is against the Executive Director the complainant should contact the President of the Board.  The allegations of the complaint and the identity of the persons involved shall remain confidential from those who have no need to know in order to conduct full and impartial investigation, remedy violations, monitor compliance, and administer the policy. Persons involved in the investigation will be requested and expected to maintain confidentiality.

· The investigation will include, but not be limited to, discussion with both parties and witnesses. Where appropriate, a report shall be forwarded to the President of the Chapter Board of Directors with recommendations concerning remedial action. The President will review the recommendation; determine the corrective action, if any; notify all parties of the decision; and implement the decision.

· The complaint process shall be completed within forty-five (45) calendar days. If additional time is needed, all parties shall be notified in writing.

STANDARD 36 - STANDARDS OF CONDUCT

The Association expects its staff members to observe certain standards of conduct and courtesy. Infractions of the Association’s Standards of Conduct (listed below) will be cause for progressive discipline and/or termination of employment:

1. breach of confidentiality of information concerning the affairs of the Association

2. falsification of employee application or other Association records

3. leaving work during working hours without appropriate notice
4. insubordination toward supervisor, including failing or refusing to follow directions or accept jobs as assigned

5. use of abusive language or displaying of disrespectful behavior such as fighting or inappropriate gestures toward any staff member or volunteer and displaying of inappropriate behavior on or off the job that could possibly damage the reputation of the Association

6. displaying racist, anti-Semitic, homophobic, or sexist behavior or disrespect of religious beliefs
7. violation of the Association’s policy on drug or alcohol use

8. violation of the Association’s policy on sexual harassment

9. possession of a weapon while on Association premises

10. creating or contributing to unsafe or unsanitary conditions by act or omission

11. destruction or misuse of Association records and unauthorized possession, reading, copying, or disclosing of information contained in such records to unauthorized persons

12. theft, fraud, or misappropriation of property belonging to the Association or to any employee, client, or visitor

13. soliciting tips or gratuities (money or gifts) for rendering services that are considered normal assigned duties

14. misusing the telephone (lengthy personal conversations and unauthorized long-distance calls), lack of courtesy when talking on the telephone, and failure to assist callers who are inappropriately transferred

15. misuse of Association computer equipment, e-mail, and Internet, improper installation of software or violation of Association policies regarding computer use.

16. failure to correct an inefficiency or behavior despite a warning and the opportunity to do so

17. threatening, intimidating, or coercing another employee or client by word or deed

18. engaging in criminal conduct while involved in work activities or the conviction of a crime
19. dress that is inappropriate for office environment

20. These infractions of the Association’s Standards of Conduct are not listed in order of importance.

STANDARD 37 - USE OF CHAPTER PROPERTY

Employees will not directly or indirectly use or allow the use of property, equipment, or supplies belonging to the chapter or located on the chapter’s premises for any purpose other than chapter business, unless special written permission is obtained from the Executive Director.  Furthermore, no staff member shall willfully alter, mutilate, abuse, or waste any property, equipment, or supplies belonging to the chapter or located on chapter premises. The improper, careless, negligent, destructive, or unsafe use or operation of equipment may result in disciplinary action, up to and including termination.

STANDARD 38 - SOFTWARE COMPLIANCE

Anyone using software on a chapter computer is responsible for complying with that software’s license agreement.  If an illegal copy of software is discovered, it will be removed and the offending employee may be subject to disciplinary action.

The purpose of this standard is to ensure compliance with license agreements and applicable copyright laws regarding the purchase and use of computer software.  This policy applies to all employees of the Chapter and any software purchased by the chapter for use with any of its computers.

PART II 

SECTION X - EXECUTIVE DIRECTOR EMPLOYMENT, EVALUATION, MEDIATION AND TERMINATION PROCEDURES

STANDARD 39 - EMPLOYMENT AGREEMENT

The Chapter Executive Director will operate under an Employment Agreement (see Appendix) signed by the executive director, president of the Chapter and NASW director of Chapter Services and Continuing Education.  Included with this agreement will be four attachments: a position description, a compensation/benefits/leave description, performance standards and an annual evaluation process. The proposed Agreement must be submitted to NASW Office of Chapter Services at least 30 days prior to the start date.  Failure to meet the deadline may delay the start date.

Employment agreements will ordinarily be for no more than a three (3) year period. Continuing employment agreements should be submitted to Chapter Services no later than 30 days prior to the end of the current contract.

STANDARD 40 - INTRODUCTORY PERIOD

The Introductory Period and initial contract for the position of Executive Director shall be one (1) year. The employee who satisfactorily completes the Introductory Period shall become a regular full-time or part-time employee subject to continued satisfactory work performance in the position. Upon satisfactory completion of the Introductory Period, the Executive Director may be offered an Employment Agreement for up to three (3) year period.

Notwithstanding the prior statement in the event the needs of the chapter change, the chapter has the discretion not to review or continue the agreement.  In the event not to renew, the Executive Director shall receive three weeks notice and at least four weeks of severance pay. The period of time may be extended for up to 60 days by the Chapter Board. The limited extension shall not constitute renewal or negotiation of a new agreement.

Interpretation
The Introductory Period will be used to determine whether the Executive Director has the skills to perform the job satisfactorily and or meets the needs of the chapter.

Guidelines for Implementation
1. The Chapter Board of Directors or designee will meet with the Executive Director to arrive at mutually agreeable work expectations for the Introductory Period. Work expectations will be detailed in writing. A copy of the work expectations shall be appended to and become a part of the Employment Agreement to be placed in the employee’s personnel file.

2. The Introductory Period should be used to monitor progress, provide appropriate feedback on strengths and weaknesses, and assist the new Executive Director in learning about the Association beyond the formal orientation.

STANDARD 41 - PERFORMANCE REVIEW

A committee shall be established to conduct the introductory and subsequent reviews of the Executive Director’s performance. The composition of the Committee shall be determined by the Chapter Board of Directors in advance of the period for which the Executive Director will be evaluated.

Interpretation
The purposes of the evaluation of the Executive Director’s performance are to help the Board of Directors fulfill its responsibility for ensuring that the Chapter is well managed; to guarantee that the mission and goals of the Chapter are being carried out; to strengthen and support the Executive Director to ensure that the work expectations for the position are being met; to strengthen and support the Chapter’s governance structure; and to allow for a review of the relationship between the Board of Directors and the Executive Director. If possible, the Board of Directors should establish a standing Evaluating Committee to evaluate the Executive Director, which may be the Executive Committee of the Board.

This process also uses the results of the performance evaluation to make decisions about the Executive Director’s salary and, in some instances, to decide continuation of employment.

The criteria for evaluation and composition of the Committee should be developed in advance and be based on the mutually agreed-upon performance objectives and on the Executive Director’s job description and contractual agreements. A fair and valid evaluation must measure performance in the context of reality, not against an ideal that may or may not be achievable.

More specifically, the performance appraisal process should aim to:

· provide feedback on job performance, strengths, and weaknesses

· allow comment and evaluation of job objectives and criteria through two-way communication

· identify critical job elements, performance objectives, and job expectations

· reduce ambiguity regarding job performance and criteria

· identify training needs

· provide valid information related to personnel decisions affecting the employee.

Guidelines for Implementation
1. The Evaluating Committee will consider and decide on the methods of obtaining information needed to make accurate assessments, the manner of selecting respondents, the manner in which to handle conflicting reports, individual committee members roles, and time frame for completion of the process.

2. The Executive Director should complete a self-evaluation of his or her own work that can be used as a starting point that stimulates candid communication with the Evaluating Committee and Board of Directors about professional successes and problems. The Executive Director needs the opportunity to take stock of his or her own performance and measure it against performance objectives. The Executive Directors perspective on the Chapter and on the role of leadership can be valuable. Given the complexities of the daily management environment, the Evaluating Committee and the Board of Directors will be able to make a fairer judgment of the Executive Director’s performance if they understand more clearly the constraints and challenges.

3. The Evaluating Committee will base the evaluation on explicit expectations agreed on early in the Board of Directors relationship with the Executive Director. The Executive Director should be invited to contribute his or her perspective on the needs of the Chapter and how his or her leadership and management skills can be best applied.

4. The Executive Director with an Employment Agreement for a three (3) year period shall receive at least two (2) performance reviews. The final review shall occur no later than thirty (30) days prior to the expiration date of the Employment Agreement.  An agreement by the parties may extend this period for up to sixty (60) days in order to complete the performance review.  The limited extension shall not constitute a renewal or negotiation of a new agreement.  The extension shall not result in additional severance being paid as outlined in Standard 45.  If an extension is not agreed to a decision shall be made on the documentation available and a failure to complete a second evaluation shall not impede or effect a decision.

5. A written evaluation report shall be completed. The report provides closure to the process and is a forward-looking document as well. The Executive Director shall sign the report to indicate his or her agreement about the conclusions and recommendations, or in the case of disagreement, to acknowledge receipt of the document. The report shall include goals for the coming year. These goals give the Board of Directors and the Executive Director specific opportunities to build on strengths, be positive about areas of potential improvement, and review their vision for the Chapter.

6. The Executive Director shall be given the opportunity to review and comment on the evaluation report. The performance appraisal report and written comments shall be placed in the Executive Directors confidential personnel file.

4. Should the Evaluating Committees report identify less than satisfactory performance, an action plan identifying inadequate performance areas and measurable objectives shall be developed by the Evaluating Committee and presented in writing to the Executive Director, with a copy to NASW Office of Chapter Services.

5. Information obtained in the process shall be kept confidential. Written materials that support the evaluation process shall be maintained by the President of the Board of Directors. Committee members notes and unrelated items shall be destroyed at completion of the process by the President of the Board of Directors or Chair of the Evaluating Committee. Related documentation shall be maintained for a minimum of three (3) years.

STANDARD 42 - ADDRESSING PERFORMANCE ISSUES DURING THE TERM OF EMPLOYMENT

The position of Executive Director changes and frequently becomes more complex as the position takes on new dimensions to reflect the changes occurring in the Chapter, which can elevate or modify performance expectations. Concerns about the Executive Directors’ performance, must be stated in writing, specifying the performance areas that are of concern, and be presented to the Executive Director and President, or in the case of the President having serious concerns, to the Executive Director, the Board of Directors and Office of Chapter Services. If the concerns are adequately documented, the following process will occur:

1. A statement identifying inadequate performance areas and a plan to address those areas shall be developed by the President and Officers of the Board of Directors and presented in writing to the Executive Director.

2. The Executive Director shall be given a minimum of three (3) months and a maximum of six (6) months to improve in the areas identified.

3. An interim progress review shall be completed midway through the assessment period. This review shall be documented and placed in the Executive Director’s personnel file.

4. At the conclusion of the assessment period, the Officers of the Board of Directors shall present in writing to the Executive Director, the Board of Directors, and the NASW Office of Chapter Services, their evaluation of the Executive Directors progress.

Interpretation
It is important that a formal mechanism be established for Board members to make known concerns they may have about the performance of the Executive Director. This mechanism will allow for investigation of complaints and issues raised. In many instances the concerns may go no further than discussion with the Executive Director or the President of the Board of Directors. However, if there are substantive concerns, the Board of Directors will follow the process outlined above.

STANDARD 43 - MEDIATION

Both the Chapter Board of Directors and the Executive Director have the right to contact the NASW Office of Chapter Services to request mediation for a proposed termination or in instances where issues of performance cannot be resolved. The cost of mediation shall be shared by the Chapter and the National Office.

Interpretation
Mediation is a dispute resolution process in which a facilitator or neutral third party assists disputing parties to reach an agreement or resolution to their conflict. The mediation process is informal, and the mediator’s role is advisory. The mediator may offer suggestions and point out issues that the parties might have overlooked, but resolution of the dispute rests with the parties themselves. Mediation proceedings are confidential and private to help preserve goodwill and positive working relationships and to maintain the privacy of any agreement between the parties to resolve their differences.

Guidelines for Implementation
1. If either party desires mediation, the requests will be submitted to the NASW Office of Chapter Services.

2. Chapters may submit names of mediators for their use or the use of other Chapters. The NASW Office of Chapter Services will present a list of at least three (3) mediators.  The parties shall alternate striking names from the list until one name remains.

3. After a mediator has been selected and approved by the parties, the process will be set in consultation with the parties.

4. The mediation process shall be completed within thirty (30) calendar days of the request for mediation, unless all parties agree to continuation.
5. The mediator will prepare a written report of the mediation process and submit it to both parties, the Chair of the National Personnel Policies Committee, and the NASW Office of Chapter Services.
6. If mediation does not result in resolution of the conflict, either party may request the National Personnel Policies Committee to hear the case within thirty (30) calendar days of receiving the report of the mediator. The decision of the National Personnel Policies Committee shall be final and binding on all parties.

STANDARD 44 - RECOMMENDATION OF TERMINATION 

(OTHER THAN IMMEDIATE DISMISSAL)

Should a decision, in consultation with the Office of Chapter Services, be made by the Evaluating Committee or the Officers of the Board of Directors to recommend to the Chapter Board of Directors termination of the Executive Director, in considering the recommendation the Board has the following options:

1. Accept the recommendation to terminate employment and articulate grounds for the action. If termination is based upon unsatisfactory performance, the performance probation period must have been completed. Termination for cause is defined as willful, negligent, or repeated failure to perform essential requirements of the position.

2. Reject the recommendation to terminate employment.

3. Modify the recommendation to terminate employment.

4. Hold the recommendation in abeyance pending the outcome of the mediation process, if selected.

Interpretation
Any decision to terminate the employment of the Executive Director must be made in consultation with the National Office (Chapter Services, Human Resources or General Counsel) and shall be in compliance with all policies and applicable laws.

Guidelines for Implementation
1. The Executive Director shall be given an opportunity to address and respond to issues raised before the Chapter Board of Directors.

2. The meeting with the Executive Director shall be scheduled within ten (10) days of receiving the recommendation for termination. The time line may be extended by mutual agreement in writing.

3. The Executive Director at any step in this process has the right to be accompanied by a colleague (but not a lawyer or current member of the Board of Directors) or a member of the Chapter during meetings in which disciplinary action is to be discussed and considered.

4. If a decision is made to proceed with termination a minimum of thirty (30) days notice or payment in lieu of notice shall be given to the Executive Director.  Severance pay is not authorized or required for termination. Contractual arrangements must be reviewed for adherence to agreements.

STANDARD 45 - NON-RENEWAL OF AGREEMENT  

(OTHER THAN IMMEDIATE DISMISSAL) AND SEVERANCE PAY

If a decision is made by the Chapter to not renew the employment agreement, severance pay will be paid as outlined below: 

· 1year: 4 weeks pay

· 2-3 years of service (inclusive): 2 months of pay

· 4-5 years of service (inclusive): 3 months of pay

· 6-8 years of service (inclusive): 4 months of pay

· 8-10 years of service (inclusive): 5 months of pay 

· 11-15 years of service (inclusive): 6 months of pay

· 16-19 years of service (inclusive) 9 months of pay

· 20 or more years of service: 12 months of pay, except that:

Chapter Executives who have five (5) years of service as of January 1, 2002, will receive severance as outlined below:

· 5 years of service: 5 months of pay

· 6-10 years of service (inclusive): 6 months of pay

· 11-14 years of service (inclusive): 8 moths of pay

· 15-19 years of service (inclusive): 9 months of pay

· 20 or more years of service: 12 months of pay. 

If the Chapter chooses not to renew the Employment Agreement, the Executive Director will be entitled to severance pay according to the above Severance Schedule.  A minimum of thirty (30) days notice will be given for non-renewal of contract.

Interpretation
Severance pay is payable at the current salary rate on the last day worked or as negotiated with the Chapter Board of Directors. Standard 45 shall be made part of the Employment Agreement.

Guidelines for Implementation
Executive Directors whose agreements are not renewed may request one of the following options: (1) having severance compensation paid in a lump sum on the last day worked or (2) having severance compensation prorated over a period of up to twelve (12) months.

If the Executive Director requests to have the severance pay prorated, health benefits will ordinarily be continued for the designated period of time to the extent permitted by the health insurance program, unless the Executive Director begins work for another employer or as an independent contractor/consultant.

STANDARD 46 - DISMISSALS WITHOUT NOTICE
If termination of the Executive Director is proposed due to gross misconduct or unethical, illegal, or fraudulent conduct, dismissal will be without notice and without benefit of the mediation process. National Office must be consulted to confirm appropriateness of dismissal under this Standard.

Interpretation
Dismissal under this Standard requires legal review to ensure proper application to the situation at hand. NASW Office of Human Resources, Chapter Services or General Counsel must be consulted prior to taking any action. An executive director may be suspended or placed on leave pending completion of a review. The review shall be completed within thirty (30) calendar days and may be with or without pay.

Guidelines for Implementation

Unproved allegation of employee misconduct should be investigated so that the Chapter has all the facts before taking action. Investigations must be conducted with regard for an employee’s reputation and should be kept confidential.

PART III

SECTION XII - EXECUTIVE DIRECTOR TRANSITION GUIDELINES

STANDARD 47 - EXECUTIVE DIRECTOR RESIGNATION
When a Chapter Executive Director resigns or chooses not to renegotiate an Employment Agreement, the Chapter Board of Directors is to be notified in writing and a copy of the notification is to be sent to the NASW Office of Chapter Services.

Interpretation
In most instances the Executive Director has discussed the decision to end his or her employment with the Chapter President. However, the formal termination letter should be addressed to the Chapter Board of Directors and a copy sent to the NASW Office of Chapter Services.

Guidelines for Implementation
It is important to alert the NASW Office of Chapter Services through a copy of the termination letter so that Chapter files in the National Office remain current, National Office staff can be informed, and the initial consultation and technical assistance regarding the transition process can begin.

STANDARD 48 - NOTICE OF TERMINATION

When voluntarily terminating employment, the Executive Director should give at least forty-five (45) days notice, unless stipulated otherwise in an existing Employment Agreement. The notification period does not include use of any accrued leave due under these Standards or an Employment Agreement.

Interpretation
In the absence of a specific provision in these Standards or an Employment Agreement, the required notice of termination of employment is forty-five (45) days. This time period does not include use of accrued leave.

Guidelines for Implementation
Balancing the needs of a Chapter and an outgoing Executive Director during a transition period is always difficult. Although the outgoing Executive Director has no role in the search process, there are numerous significant tasks to complete. Rarely will an outgoing Executive Director give notice of termination far enough in advance for the search process to be completed. The Chapter Board of Directors needs time to develop with the outgoing Executive Director a plan for the departure process and an interim staffing plan for the duration of the transition process.

STANDARD 49 -TRANSITION PLAN

After the Executive Director has formally resigned in writing, the Chapter President and Executive Director, in consultation with the NASW Office of Chapter Services, shall develop a work plan for the remaining period of time. The elements of that plan should include but not be limited to the areas of:

· personnel

· fiscal and business operations

· legal issues

· programmatic activities

· interorganizational  issues

· executive director transition plan

Interpretation
The Chapter must have a plan for the part of the transition process that covers the outgoing Executive Director's remaining days. This plan is best negotiated between the President and the outgoing Executive Director because of the timing of Board of Directors meetings. The NASW Office of Chapter Services can provide assistance based on the experience of National Office staff with the transition process in numerous other Chapters. The Executive Director Transition Plan prepared by the outgoing Executive Director is a status report that brings the interim and/or new Executive Director up to date with critical issues, location of key financial and legal documents, and computer files.

Guidelines for Implementation
See Appendix K for an outline of the type of information to include under the topics identified in the Standard.

SECTION XII - INITIAL RESPONSIBILITIES OF THE BOARD OF DIRECTORS
STANDARD 50 - TRANSITION PLAN

The Chapter Board of Directors shall meet to review the Personnel Standards for NASW Chapters and develop a formal Transition Plan covering a one-year transition period, including the transition duties of the outgoing Executive Director; office coverage during any time that the Chapter will be without an Executive Director; and an introduction, orientation, and training schedule for the new Executive Director. The Transition Plan is to be submitted to the NASW Office of Chapter Services for review and approval prior to implementation. At this time, any Board member who wishes to become an applicant for the position of Executive Director may not continue on the Board of Directors and must submit a written resignation from the Board.

Board of Director members will, to the best of their ability, ensure confidentiality and privacy in regard to records and discussions about the search process and all prospective candidates.  A confidentiality statement should be signed by all members of the Board and Search Committee (see Appendix L for sample statement).
Interpretation
The Chapter Board of Directors must plan for an extended period of transition in order to continue essential member services and programs and to meet legal/financial deadlines such as audit and tax reports.

Guidelines for Implementation
Because the Executive Director search process typically takes six months and the new Executive Director needs at least an equal amount of time to learn the operations and culture of the Chapter, the Board of Directors must adjust expectations and programming to reflect this reality. Transition inevitably means that for a year Chapter operations will not be business as usual. Having the Transition Plan reviewed and approved by the NASW Office of Chapter Services gives the Chapter Board of Directors the advantage of receiving consultation and technical assistance on their Transition Plan, based on the experiences of other Chapters and sound association management practices.

STANDARD 51- SEARCH PREPARATIONS

The Board of Directors must review the Chapter’s personnel policies and the Executive Director position description to determine if changes are needed and receive approval for proposed changes from the NASW Office of Chapter Services prior to the initial meeting of the Search Committee.

Interpretation
The position description and personnel policies are crucial elements in the search process; they guide key activities such as advertising and contract negotiations. The Chapter Board of Directors is responsible for determining that both documents are up to date but may delegate initial review to the Personnel Committee or Executive Committee.

Guidelines for Implementation
It is strongly recommended that Chapters have a separate Personnel Committee with Board representation and that the Executive Committee not automatically serve in that capacity. When a Chapter is in transition, a heavy burden of responsibility for Chapter functioning inevitably falls on the President and Officers. Having a separate Personnel Committee appropriately eases the load of the Officers and yet provides the attention and expertise necessary to undertake this important task. If this is not possible, an option would be to form an Ad Hoc Task Force consisting of members of the Board and Officers.

To begin the search process without determining that these documents are in accord with current Personnel Standards for NASW Chapters and the Chapter’s own unique needs is to risk problems and delays at a later point in the process. The NASW Office of Chapter Services will solicit review and approval of proposed changes from the NASW Office of Human Resources and facilitate consultation as needed. During the review of these documents, Board members usually begin the critical process of identifying the knowledge, skills, and expertise necessary or desirable in the new Executive Director. This is a critical point in the Board’s role in the search process because it affords the opportunity for Board members to come to terms with the reality that the position of Executive Director is an association management position, requiring a different mix of knowledge, skills, and experience (see Appendix B) that are compensated accordingly.

STANDARD 52- ASSESSMENT OF CHAPTER NEED

The Chapter Board of Directors is to identify the knowledge, skills, and experience needed to compete successfully for the position of Executive Director keeping in mind that the position is an association management position, requiring a different mix of knowledge, skills and experience.

Interpretation
Board members need to spend time assessing the current level of office operations, member services and programs, and legislative activities in relation to their vision, goals, and priorities for the Chapter. The outcome of this assessment is to be an identification of the knowledge, skills, and experience needed in an Executive Director.

Guidelines for Implementation
It is essential that the Chapter Board of Directors engage in this process in order to charge the Search Committee properly. Without a clear charge, for example, Search Committees could raise or lower educational and experience requirements as needed to fit their assessment of the Chapter and the position, only to learn after their task was completed that the parameters used were not shared by the Board of Directors. Delegation of responsibility for complying with this Standard to any group other than the Board of Directors or to shorten the process by limiting the time needed for discussions to achieve consensus has been ultimately more time-consuming for many Chapters. During Board discussions, it is helpful to identify what knowledge, skills, and experience are essential for each applicant recommended to the Board as opposed to those that are desirable.

STANDARD 53 - SEARCH PROCESS BUDGET

The Chapter Board of Directors establishes a budget for the search process to provide for the work of the Search Committee and Board of Directors, such as meeting expenses, advertising, applicant travel expenses for interviews, a visit to the Chapter office, reference checks, and contract negotiations.

Interpretation
The timing of Executive Director departures and budget development is almost never in sync, leaving the Board of Directors, with assistance from the Chapter Treasurer and Finance Committee, to craft a budget for the search process from existing resources and set parameters for the Search Committee.

Guidelines for Implementation
The Search Committee needs to approach its work knowing what it can spend so that it develops a reasonable search process. The advertising budget, for example, can vary tremendously from Chapter to Chapter depending on Chapter size and geographical area and whether the position is full-time or part-time. Travel expenses for candidates are an unknown until the process is nearing completion. Some Chapters consider paying none or only partial travel expenses to save money. This practice sends a negative message to the applicants in which the Chapter is most interested. The search process works both ways; as a Chapter is evaluating an applicant, the applicant is evaluating the Association.

STANDARD 54 - SEARCH COMMITTEE CHARGE

The Chapter Board of Directors shall charge the Search Committee in writing to:

· conduct the search process in accordance with the Personnel Standards for NASW Chapters
· stay within its budget allocation

· provide progress reports to the Board of Directors on specified dates

· conclude the search process and submit recommendations to the Board of Directors within four to six (4-6) months

· keep all work and deliberations of the Search Committee  confidential

· not allow participation in the process by any Committee member for whom issues of nepotism (see Standard 8) or a dual relationship exists in which the Committee member may or appears to accrue personal advantage from the recommendation of a particular applicant

· not engage the outgoing Executive Director in the search process

· use a designated support staff member to refer interested persons making inquiries about the position to the Search Committee, process financial transactions relate to the Committee’s budget, handle logistics for Committee meetings, and arrange for distribution of advertisements as directed by the  Committee.

· recommend for interview by the Board of Directors no fewer than two (2) candidates, each possessing the knowledge, skills, and experience identified as essential by the Board.

Interpretation
The parameters of the Search Committees work must be unquestionably clear. The financial resources, confidentiality of the process, appropriate use of remaining staff members, and exclusion from the search process of any Committee member having a nepotistic or dual relationship with any applicant are essential components of a process that is in fact and in appearance fair and equitable to all applicants. The Chapter Board of Directors should specify its desire to have applicants either ranked so that the preferences of the Search Committee are known or pooled so that Board members can approach their interviews with the final candidates without knowing the preference. The Board of Directors must interview the final candidates and make the hiring decision.

Guidelines for Implementation
The Association seeks to ensure that the search process is fair and equitable for all applicants in order to obtain the best qualified candidate for the position of Executive Director. In addition, the Association must assume a risk management approach to the conduct of the search process. When questioned about the search process or when faced with issues affecting the decision of whether to interview or select a candidate, it is best to make a well-reasoned decision in order to avoid favoritism or discrimination. Keep in mind that this is an area in which appearances of favoritism and discrimination can be as damaging as actual favoritism or discrimination. Although the Board of Directors decides if the candidates are ranked or pooled, ranking is preferable because it allows Board members to know the opinion of the Search Committee at the conclusion of deliberations.

STANDARD 55   - SEARCH COMMITTEE COMPOSITION

The Search Committee shall consist of no fewer than five (5) members, including one current member of the Chapter Board of Directors, one member of the Personnel Committee, Chapter Services staff member, members of diverse racial and ethnic backgrounds, members who represent various special interest groups within the Chapter, and members with experience in personnel management.  One National Chapter Services staff member will be designated as full voting member.

Interpretation
The Board of Directors needs to appoint a Search Committee whose members collectively possess the particular expertise needed to carry out their charge successfully and reflect a cross-section of the Chapter membership to the greatest extent possible. Attention must be paid to the legalities of the hiring process.

Guidelines for Implementation

Having a Search Committee that reflects the Chapter’s diversity is desirable. However, each Chapter has a unique and dynamic blend of significant constituencies within its membership, making it unrealistic to require that all Chapter Search Committees have a set number of members representing its list of constituencies. If the Chapter has a President-Elect when the Search Committee is appointed, it is usually best for that person to chair or at least be on the Search Committee because his or her relationship with the new Executive Director will be a critical factor in the success of the Executive Director and the Chapter for several years. Once the Search Committee has been appointed and has begun its work, appointing any additional members is not recommended.

SECTION XIV - RESPONSIBILITIES OF THE SEARCH COMMITTEE

STANDARD 56 - SEARCH COMMITTEE PREPARATION

In preparation for writing the position announcement and advertisements, the Search Committee is to review its charge from the Chapter Board of Directors to ensure that the needed education, knowledge, skills, and experience are clearly conveyed to potential applicants, and that Committee members are prepared to evaluate applicants for overall fit with those criteria.

Interpretation
The Board of Director's charge to the Search Committee is to be clear and specific. In situations in which the Search Committee is unclear about any part of its charge or members strongly disagree with the charge, these problems must be worked out between the Committee and the Board prior to moving forward with the search process.

STANDARD 57 - RECEIPT OF APPLICATIONS

All applications and subsequent communications to applicants are to be sent to the Chair of the Search Committee or another member to whom the Search Committee has delegated this responsibility.

Interpretation
In order to preserve confidentiality of the process, all applications and communications must be sent directly to the Chair of the Search Committee or to another member to whom the Committee has delegated this responsibility.

Guidelines for Implementation
Applications and other applicant communications should not to be sent to the Chapter office. Members and others calling or sending inquiries to the Chapter office should be referred by staff to the Chair or another designated member of the Search Committee for information. Because Chapter Executive Director searches nearly always attract applications from current or former leaders (staff and volunteer) of the Chapter or other Chapter and National leaders, it is important to make every reasonable effort to keep the process confidential in fairness to all applicants.

STANDARD 58 - ACKNOWLEDGMENT OF APPLICATIONS

A written acknowledgment of receipt of applications and a timetable for the search process are to be sent to each applicant within seven (7) business days.

Interpretation
Because this acknowledgment is the first formal communication from the Chapter to the applicant, it should provide prompt and appropriate information about the search process.

Guidelines for Implementation
Providing a prompt and informative acknowledgment to applicants is the best way to make a good impression on applicants and at the same time reduce the need for subsequent inquiries regarding the status of an applicant’s application. A personal letter with standard language is best; however, a “Dear Applicant” form letter is better than not acknowledging receipt of applications.

STANDARD 59 - APPLICANT SCREENING

The Search Committee shall conduct the preliminary screening of applications based on the minimum requirements stated in the job description and vacancy announcements.

Interpretation
Initial screening is the responsibility of the Search Committee. Screening may be done by the Chair, another Committee member, some other mutually determined group of Committee members, or the full Committee.

Guidelines for Implementation
No matter how clearly worded the Search Committee makes the advertisement, some individuals will apply with the hope that something in their cover letter or resume will convince the Committee to make them an exception to the stated minimum requirements. It is the responsibility of the Search Committee to determine the process and to conduct the screening.

STANDARD 60 - APPLICANT POOL AND RATING

The pool of qualified applicants must be evaluated on the stated criteria and skills they bring to the position. If the pool of applicants is too small, the search process and timetable will need to be extended to allow for additional advertising and recruiting. At least six to eight (6-8) qualified applicants are needed if the Search Committee is to recommend at least two (2) candidates to the Chapter Board of Directors.

If the Search Committee determines that the recruitment process has ended with an insufficient pool of qualified candidates, the Committee is to evaluate its recruitment activities to determine how potential qualified applicants can be reached more successfully.  A status report is to be made to the Chapter Board of Directors on actions to date and plans for extending the recruiting phase of the search process.

A rating system is to be developed to evaluate applicant’s strengths and weaknesses, knowledge, skills, and experience required for the position.

Guidelines for Implementation
Sample rating formats used by other Chapters in the screening process are available from the NASW Office of Chapter Services. If the Search Committee concludes its recruitment process only to find that the pool of qualified candidates is insufficient, the Committee needs to evaluate the recruitment process and determine how it might reach qualified potential applicants more successfully during the extended search.

The Search Committee is to evaluate the recruiting process when it is determined that it did not result in an adequate pool of qualified applicants. A status report to the Chapter Board of Directors is crucial because any delay in the original timetable is likely to affect the Chapter’s Transition Plan. The Board of Directors will need to review its plan in light of the Search Committee’s decision to extend the recruitment process.

Guidelines for Implementation
The decision to extend the recruitment period is often difficult, because the Search Committee desires to complete the search as quickly as possible. Many times the quickest way to complete the search process is to extend the initial recruitment phase so that an adequate pool of qualified applicants is available for interview.

 Applicants often withdraw for a variety of reasons between the time they apply or are recommended to the Chapter Board of Directors and the interviewing stage. Sometimes the Board of Directors is unable to negotiate an Employment Agreement with the applicants they have interviewed. Given the possible situations that may arise during the selection and negotiation process, having a large pool of qualified applicants gives the Chapter more options to consider in less time than a new search can be conducted.

STANDARD 61 - INTERVIEW PROCESS

The Search Committee is to determine the number of applicants to be interviewed, what information about the Chapter will be provided to applicants prior to an interview, what information will be provided by applicants (including the response to the request).  Please let us know if you require special accessibility or accommodations), and the number of votes an applicant must receive in order to be recommended to the Chapter Board of Directors.

Interpretation
The Search Committee decides how many candidates need to be interviewed in order to have at least two (2) applicants to recommend to the Board of Directors. After the initial screening of resumes to identify applicants meeting the stated minimum qualifications, Committee members decide if they will conduct one or more rounds of interviews. Prior to any round of interviews, the Committee needs to determine what information about the Chapter and Association will be provided to applicants in advance and what, if any information applicants are to be asked to provide the Committee at or before their interview.

Consensus among Search Committee members regarding which applicants most closely meet the parameters set by the Board of Directors is the ideal. However, the Search Committee needs to determine prior to the interviews the number of votes needed for an applicant to advance to the next round of interviews should the Committee not be able to achieve consensus. A vote of two-thirds (2/3) majority is highly recommended.

Applicants need to be informed that the Association supports the Americans with Disabilities Act (ADA) and will make reasonable accommodations as required and appropriate for the individual. Questions regarding compliance with such requests should be directed to the National Office (Chapter Services, Human Resources or General Counsel).

Guidelines for Implementation
On the basis of the experiences of many chapters, Search Committees need to interview at least six to eight (6-8) qualified applicants in order to identify at least two (2) applicants for recommendation to the Board of Directors. The size of the applicant pool is critical because many times the applicants interviewed by the Search Committee and recommended to the Board of Directors will withdraw prior to or after the Board interview, the applicants will not emerge from the Board interviews as viable candidates, or the Board may not be able to negotiate a contract with the candidate they select.

If the Search Committee has a sufficient pool of qualified candidates, the Chapter has more options available for consideration. Only one round of Search Committee interviews is necessary.

In order to give applicants the opportunity to respond to interview questions from a base of common information, the Search Committee should send each applicant the following Chapter materials in advance of the interview:

· annual report

· audit and budget

· strategic plan/program objectives

· National and Chapter bylaws

· personnel policies

· benefits summary

The cover letter to the materials should include the following:

· an interview time and location

· information on the interview format

· procedure for reimbursement

· identification of items the applicant is to provide before or bring to the interview (such as writing samples or reference letters)

· the timetable for the next steps in the search process after conclusion of the interview

When scheduling interviews, allow at least one to one and one-half (1 to 1.5) hours to conduct a thorough interview with additional time allotted for Committee discussion after each.   Arrange interview schedules to ensure that applicants do not encounter one another entering or leaving the interview site.  Schedule no more than four (4) interviews per day to manage the process appropriately and keep Committee members fresh and equally attentive to all applicants.

STANDARD 62 - NOTIFICATION OF STATUS

Once the Search Committee has scheduled the interviews, letters are to be sent to the remaining applicants notifying them of their status.

Interpretation
All applicants are to be informed of the status of their application at this point and at each step in the search process.

Guidelines for Implementation
Applicants should be treated with courtesy and respect throughout the process. The image of the Association in the minds of applicants will endure long after the search process is concluded. Because only one person can be hired, how the remaining applicants feel about the way the Chapter conducted the search process is critical. Status letters should identify the next steps in the process and the projected timetable for their completion. Applicants not selected for interviews should be thanked for their interest in the position.

STANDARD 63 - INTERVIEW QUESTIONS

The Search Committee is to develop interview questions that enable the Committee to assess an applicant’s knowledge, skill, and experience in those areas identified in the job description and by the Chapter Board of Directors as necessary and desirable. The final questions should be reviewed to be certain that they solicit the information the Committee seeks and are appropriate to ask in the context of an employment interview. All questions are to be asked of all applicants interviewed.

Interpretation
Considerable time is required to develop questions that are most likely to provide the information in which the Search Committee is interested.   Parameters are placed on the list by the length of time allotted for each interview and by legal constraints regarding the appropriateness of soliciting certain types of information.

Guidelines for Implementation
What a Chapter seeks in a new Executive Director depends on the state of its internal operations, external relationships, strategic plan goals, and political challenges. There are basic competencies needed by all Chapter Executive Directors. Questions in basic areas of association management are being collected by the NASW Office of Chapter Services so that future Search Committees may benefit from the past work of other Chapters. The NASW Office of Chapter Services can be a resource in evaluating questions and assisting the Search Committee in reforming risky questions to solicit the same information in a more appropriate way.

STANDARD 64 - SEARCH COMMITTEE REPORT

Upon completion of its work, the Search Committee is to make a written report to the Chapter Board of Directors that will include the following items:

· review of the search process

· demographics of the applicant pool and final candidates

· questions asked of candidates by the Search Committee

· questions recommended for use by the Board in conducting its interviews

· the list of recommended candidates with resumes (pooled or ranked)

· Search Committee meeting minutes

· an accounting of Committee expenditures.

Interpretation
The Search Committee Report is a key document that apprises Board members of the process and progress of the Committee and prepares the Chapter Board of Directors to proceed with the concluding stages of the search process.

Guidelines for Implementation

Much of the information included in the Search Committee Report, such as advertisements, letters, and demographics of the applicant pool and final candidates, will have been generated at different points throughout the process and is not created just for the report. The better the Search Committee organizes and manages its work from the beginning, the easier it will be to prepare a report at this point.

SECTION XV - RESPONSIBILITIES OF THE BOARD OF DIRECTORS

STANDARD 65 - REFERENCE CHECKING

References for candidates who will be interviewed by the Chapter Board of Directors should be checked by the President or other designee. At least three (3) persons identified by the candidate as references and the candidates current employer should be contacted by telephone and asked a list of appropriate questions. References are not to be solicited from anyone whom the candidate has not given the Chapter written permission to contact. The President is to work with the NASW Office of Chapter Services to ensure that the reference solicitation process is conducted in a manner that will not place the Association at risk.

Interpretation
References are an essential part of the hiring process, and it is important to obtain independent informed assessments regarding a candidate's work prior to making an offer of employment. The process of obtaining references is a sensitive area, and it is important that no actions are taken that would place the Association at risk for legal challenge.

Guidelines for Implementation
Assistance with questions that can be asked to solicit as much appropriate information as possible is available through the NASW Office of Chapter Services.

STANDARD 66-CANDIDATE INTERVIEWS

The Chapter Board of Directors is responsible for determining how the candidate interviews are to be conducted, what questions are to be asked and by whom, and what numbers of votes are required for selection of the person who will be offered the position (only Board members who were present for all interviews can vote) (see Standards 60, 61, and 62 and their Interpretation and Guidelines for Implementation).

Interpretation
Individual members of the Chapter Board of Directors must be informed participants in Board activities at this point in the search process. Depending on the size of the Board, the scheduling of Board meetings, and other practical considerations, the Board may choose to do this planning during a regular or special meeting or may ask the Executive Committee to consider and recommend options.

Guidelines for Implementation
Planning and preparation must be completed in advance of the meeting at which candidates are interviewed. Most Chapters will find it easier to convene the Executive Committee more frequently than the entire Board of Directors. The Executive Committee can prepare plans and options as a group and keep Board members informed and engaged through the mail, ensuring that by the time interviews begin, all Board members are informed participants in a process they designed. Standards 60, 61, and 62 provide guidance for the preparation and logistics of conducting interviews and should be reviewed and followed carefully. The issue of the number of votes a candidate must receive in order to be selected as the person to whom an offer will be made is important. If the Board cannot achieve unanimity about which candidate should be offered the position, at least three-fourths (3/4) of the voting members should be in agreement on one candidate.

STANDARD 67 - EMPLOYMENT OFFER

The Chapter Board of Directors is responsible for setting the salary and benefits, relocation expenses reimbursement, start date, quantifiable performance expectations, and evaluation process. The President is to negotiate terms with the candidate selected by the Board, using the Draft Employment Agreement for Executive Directors (see Appendix I). The President must ensure that the salary and benefits set forth in both the initial offer and the final employment agreement are reviewed to ensure all legal and personnel requirements of the Association are met. The agreement is signed by the Director of the NASW Office of Chapter Services or designee as required for the agreement to become effective.

Interpretation
The Board of Directors is responsible for hiring an Executive Director. The practical task of negotiating the terms of a mutually acceptable employment agreement is best left to one person. The NASW Office of Chapter Services will provide the President with a copy of the Draft Employment Agreement to be used in negotiations and will coordinate with the Association’s General Counsel the process of clarifying or modifying portions of the Draft Agreement as negotiations proceed. Chapters cannot retain outside attorneys for review and consultation regarding the contract (or any other purpose) without written authorization from the Association’s General Counsel.

Guidelines for Implementation
The Board of Directors exercises oversight of the hiring process by setting parameters within which the President can negotiate the Employment Agreement. The experiences with personnel issues and employment negotiations in many Chapters led National Office staff to develop a Draft Employment Agreement. This agreement is a draft because each Chapter has unique needs and certain sections may need to be modified to reflect that fact and because the final Employment Agreement must have specified schedules attached that will be different for each Chapter. The NASW Office of Chapter Services staff will provide the President with the Draft Employment Agreement, assist in the process of modifying the draft and preparing the required schedules, and consult with the Association’s General Counsel as appropriate.

STANDARD 68 - RETENTION OF SEARCH PROCESS MATERIALS

Upon conclusion of negotiations and the hiring of a new Executive Director, the following items are to be archived:

· the chronological log

· resumes with attachments

· applicant pool demographics

· Search Committee minutes

· reports to the Board of Directors

All other remaining documents are to be destroyed at this time.

Interpretation
Specified documents are to be kept so that the Chapter has a record of the process and procedures adopted for the selection process. This record is required by the Association in the event that questions are raised at a later time.

Guidelines for Implementation
It is critical that appropriate documents are developed and used throughout the search process and that those documents critical to the process are maintained. It is not necessary to keep documents other than those specified in the Standard.

STANDARD 69 - TRANSITION PLAN REVIEW
Before the start date for the new Executive Director, the Chapter Board of Directors is to review and revise as needed the Transition Plan (see Standard 45) developed at the beginning of the transition period, particularly the sections regarding the orientation and training of the new Executive Director and expectations for Chapter office operations and programming during the next six (6) months. When changes are necessary, the newly modified Transition Plan is to be submitted to the NASW Office of Chapter Services for review and approval.

Interpretation
The Transition Plan and any changes made as necessary to reflect the status of the Chapter's operations at this time are to be reviewed at this point, particularly the unique orientation and training needs of the person hired and the impact that person's knowledge, skills, and experience will have on the Chapter's operations and expectations for operations over the next six (6) months. The revised Transition Plan is to be submitted to the NASW Office of Chapter Services for review and approval.

Guidelines for Implementation
Many items in the Transition Plan will be appropriate without modification, such as plans for announcing the selection of and introducing the new Executive Director to the membership and various Chapter constituencies and outside organizations. Depending on the length of time the Chapter took to conclude the search and hiring process, expectations for certain programs and services may need to be modified to reflect the actual performance expectations contained in the Employment Agreement. The NASW Office of Chapter Services can provide consultation and technical assistance during their review and approval process and enable the Chapter to benefit from the experiences of other Chapters during this new phase of the transition process.
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APPENDIX A

SAMPLE EMPLOYMENT LETTER

Dear,

This is to notify you of your selection for the position of __________, effective __________.  This position is subject to the Chapter’s Personnel Standards.  A copy of the standards is enclosed.

Although the requirements of this position have been discussed with you during the interview, enclosed is a copy of the position description for your personal files.  As you have been advised, any job offer is contingent on production of required documentation pursuant to the Immigration and Reform Act of 1986 (see attached fact sheet).  

There will be a ________ month probationary period to give you and the Chapter the opportunity to be certain that this is a placement satisfactory to both.

Leave taken during said probationary period will be deducted from your final pay check if for any reason you fail to complete the probationary period.  Upon successful completion of the probationary period, all leave entitlements will become retroactive to your starting date.

Your starting salary is $__________ annualized.  Your first pay day will be__________.

The purpose of this letter is to merely confirm your appointment and starting date.  It is not a contract of employment and should not be interpreted as implying any sort of guarantee of continued employment.  Both you and the National Association of Social Workers (NASW) are free to terminate the employment relationship at any time upon notice to the other party.

Please sign as “Accepted” both copies of this letter and retain one copy for your personal files, and provide the other copy to me for the Chapter’s personnel files.

Welcome to the NASW staff!

Sincerely,

ACCEPTED: 
______________________________

DATE:

______________________________

Enclosures

cc: Personnel File

APPENDIX B
MODEL CHAPTER EXECUTIVE DIRECTOR JOB DESCRIPTION

Job Description for the Chapter Executive Director

Title:
Executive Director
Chapter:
Issue Date:
I.
Major Functions
Acts as Chief Executive, accountable to the Board of Directors through the Chapter President. Recommends and participates in formulation of policies and makes decisions within existing policies as approved by the Board of Directors. Plans, organizes, directs, and coordinates Chapter staff, programs, and activities to ensure that objectives are attained, plans are fulfilled, and member needs are met. Maintains effective internal and external relationships through management, leadership, and communication to achieve economical, productive performance, forward-looking programming, and constructive growth of the Chapter.
II.
Basic Duties and Responsibilities
Within the limits of the bylaws, policies, and national standards for Chapters, the Executive Director is responsible for and has authority to accomplish the duties set forth below.


Administrative and Management
A.
Ensures that the Board of Directors, Executive Committee, and officers are kept fully informed of the conditions and operations of the Chapter and of all important factors influencing them. Attends all meetings of the Board of Directors and Executive Committee.

B.
Recommends, for the approval of the Board of Directors, basic policies and programs that will further the objectives of the Chapter. Develops and administers, for purposes of day-to-day operations, specific policies, procedures, and programs to implement the general policies established by the Board of Directors.

C.
Implements decisions of the Board of Directors not delegated to committees, units, or volunteers.


Financial Management

D.
Plans and manages the Chapter budget, coordinating with the Board Finance Committee and the Treasurer. Administers Chapter funds under the direction of the President and Treasurer in accordance with National and Chapter fiscal policies.

E.
Is responsible for submitting all required reports to the National Office, including the annual report and audit.

F.
Prepares grant proposals to fund specific Chapter activities as directed by the Board of Directors.


Human Resources Management
G.
Establishes a sound organization structure for the Chapter office.

H.
Recruits, hires, trains, and supervises Chapter staff as authorized by the Board of Directors. Directs and coordinates staff.

I.
Identifies the potential voluntary person power of the Chapter through involvement of members on Chapter committees and task forces and in programs and social action.


Communications
J.
Maintains effective relationships with the National Office and keeps the Board and Chapter members and volunteers informed of materials and policies from the National Office.

K.
Plans and executes communications to the general membership that includes an annual report, newsletters, general mailings, news releases, and so forth.


Marketing
L.
Provides staff support to the planning, organizing, and directing of membership recruitment and retention programs, evaluates results, and recommends policies, procedures, and actions required to achieve membership goals.

M. Promotes interest and participation in Chapter activities on the part of the membership and local program units.

Legislative

N.
Provides staff support for legislative activities of the Chapter at both the state and national levels.


Education, Conventions, and Meetings

O.
Responsible for facilitating the planning, promotion, and administration of official Chapter meetings.

P.
Participates in the planning and conducting of workshops and educational programs related to the interest and purposes of NASW.

Local Program Units
Q.
Assists the President in developing liaisons between the Chapter and local program units.

R.
Provides special assistance to leadership of local program units helping to identify possible members and aiding in organization and development of programs.

S.
Visits local program units periodically to learn about their special interests and problems and to become acquainted with local leaders.

III.
Working Relationships
A.
Internal


1.
Interacts with Chapter staff and volunteers, Board of Directors, Executive Committee, National Office staff, and Regional Board Representatives.


2.
Serves as staff liaison to all committees and provides liaison between the committees and the Board of Directors.

B.
External

3.
Interacts with state and local governments when necessary.


4.
Establishes and maintains contacts with outside associations, social work education programs, organizations, and vendors, which will benefit and promote the interests of the Association.

IV.
Minimum Work Requirements
A.
Knowledge

1.
In-depth knowledge of Association policies, procedures, and operations.


2.
Knowledge of professional social work issues.


3.
Master’s degree or equivalent* relevant work experience. Professional degree in social work from a CSWE-accredited school is preferred.

B.
Experience

1.
Three to five years in administration, management, and policy in addition to educational requirement.


2.
Experience in working with volunteer associations.

C.
Skills and Abilities


1.
Demonstrated management and supervisory skills, analytical research skills, communication (both verbal and written) skills, interpersonal skills, computer literacy, and negotiation skills and experience.

V.
Dimensions
A.
Supervision

1.
Supervises staff and volunteers within the Chapter.

B.
Financial Scope

1.
Prepares budget, monitors expenditures, and reviews and controls Chapter expenses under the direction of the Board of Directors.

C.
Reporting Relationships
1. Reports directly to the Board of Directors, through the Chapter President.

_________     ________________

_____________     
__________

ED Initials
Date



President Initials
Date

APPENDIX C

INDEPENDENT CONTRACTORS

*For review of the status of individuals as an employee or independent contractor, contact NASW’s Human Resources Manager, Chapter Services or General Counsel

	Independent Contractor (Self-Employed) or Employee?

	It is critical that you, the employer, correctly determine whether the individuals providing services are employees or independent contractors. Generally, you must withhold income taxes, withhold and pay Social Security and Medicare taxes, and pay unemployment tax on wages paid to an employee. You do not generally have to withhold or pay any taxes on payments to independent contractors.

Before you can determine how to treat payments you make for services, you must first know the business relationship that exists between you and the person performing the services. The person performing the services may be -

· An independent contractor
· An employee (common-law employee)

· A statutory employee
· A statutory nonemployee
In determining whether the person providing service is an employee or an independent contractor, all information that provides evidence of the degree of control and independence must be considered.


	Common Law Rules
Facts that provide evidence of the degree of control and independence fall into three categories:

1. Behavioral: Does the company control or have the right to control what the worker does and how the worker does his or her job?

2. Financial: Are the business aspects of the worker’s job controlled by the payer? (these include things like how worker is paid, whether expenses are reimbursed, who provides tools/supplies, etc.)

3. Type of Relationship: Are there written contracts or employee type benefits (i.e. pension plan, insurance, vacation pay, etc.)? Will the relationship continue and is the work performed a key aspect of the business?

Businesses must weigh all these factors when determining whether a worker is an employee or independent contractor. Some factors may indicate that the worker is an employee, while other factors indicate that the worker is an independent contractor. There is no “magic” or set number of factors that “makes” the worker an employee or an independent contractor, and no one factor stands alone in making this determination. Also, factors which are relevant in one situation may not be relevant in another.

The keys are to look at the entire relationship, consider the degree or extent of the right to direct and control, and finally, to document each of the factors used in coming up with the determination.

Form SS-8
After reviewing the three categories of evidence, if you are still unsure if a worker is an employee or an independent contractor, the business can file Form SS-8, Determination of Worker Status for Purposes of Federal Employment Taxes and Income Tax Withholding (PDF) with the IRS. The form may be filed by either the business or the worker. The IRS will review the facts and circumstances and officially determine the worker’s status.

Be aware that it can take up to six months to get a determination, but a business that continually hires the same types of workers to perform particular services may want to consider filing the Form Form SS-8 (PDF).

Employment Tax Obligations
Once a determination is made (whether by the business or by the IRS), the next step is filing the appropriate forms and paying the associated taxes.

· Forms and associated taxes for independent contractors
· Forms and associated taxes for employees
Misclassification of Employees
Consequences of Treating an Employee as an Independent Contractor
If you classify an employee as an independent contractor and you have no reasonable basis for doing so, you may be held liable for employment taxes for that worker (the relief provisions, discussed below, will not apply). See Internal Revenue Code section 3509 for more information.

Relief Provisions
If you have a reasonable basis for not treating a worker as an employee, you may be relieved from having to pay employment taxes for that worker. To get this relief, you must file all required federal information returns on a basis consistent with your treatment of the worker. You (or your predecessor) must not have treated any worker holding a substantially similar position as an employee for any periods beginning after 1977. See Publication 1976, Section 530 Employment Tax Relief Requirements (PDF) for more information.

Misclassified Workers Can File Social Security Tax Form
Workers who believe they have been improperly classified as independent contractors by an employer can use Form 8919, Uncollected Social Security and Medicare Tax on Wages to figure and report the employee’s share of uncollected Social Security and Medicare taxes due on their compensation. See the full article Misclassified Workers to File New Social Security Tax Form for more information.

References/Related Topics
· Worker Classification Webcast
A critical issue for all businesses is properly classifying workers as employees or independent contractors. The IRS’s archived Tax Talk Today Webcast, “What’s Hot in Employment Taxes: Independent Contractor or Employee?,” focuses exclusively on worker classification issues.

· IRS Internal Training:  Employee/Independent Contractor (PDF)
This manual provides you with the tools to make correct determinations of worker classifications. It discusses facts that may indicate the existence of an independent contractor or an employer-employee relationship.  This training manual is a guide and is not legally binding. 

· Form SS-8 (PDF)
Determination of Worker Status for Purposes of Federal Employment Taxes and Income Tax Withholding

· Publication 15-A (PDF)
The Employer's Supplemental Tax Guide has detailed guidance including information for specific industries.

· Publication 15-B
The Employer’s Tax Guide to Fringe Benefits supplements Circular E (Pub. 15), Employer's Tax Guide, and Publication 15-A, Employer's Supplemental Tax Guide. It contains specialized and detailed information on the employment tax treatment of fringe benefits.

· Businesses with Employees
· Hiring Employees
· Online Classroom, Lesson 6 - What you need to know about federal taxes when hiring employees/contractors

· Who Is Considered Self-Employed?
For more information visit the Internal Revenue Service Web site at: http://www.irs.gov/businesses/small/article/0,,id=99921,00.html 



	


MODEL CONTRACT FOR INDEPENDENT CONTRACTORS

This agreement is entered into between the ___________Chapter, National Association of Social Workers (hereinafter referred to as “NASW________”) and ________(hereinafter referred to as “Contractor”). 

1. TERM

This agreement covers the period beginning ________ and ending ______, unless terminating in accordance with Section 5 prior to that time or renewed in writing for additional time.

2. SERVICES

(A) The duties performed under this agreement are set forth in attached Schedule A, which is made part of this agreement, but which may be changed from time to time in writing at the request of NASW___________ with the agreement of the Contractor.  A failure to agree on the scope or particulars of the work shall be treated as termination of the agreement under Section 5.  The Contractor is an agent only to the extent of authority as negotiated by the Board and as required to perform the duties outlined in Schedule A.  The Contractor has no independent authority to bind NASW __________to any contract or promise.

(B)  The Contractor shall provide periodic reports to the Executive Director of NASW ________ as scheduled or as requested by the Executive Director or the Board of Directors as established in Schedule A.

(C) The Contractor shall register as a lobbyist if required by state law and shall keep such registration current.

3. COMPENSATION/REIMBURSEMENT OF EXPENSES

(A) Compensation for services as described in this contract will be through a base fee plus reimbursement for expenses incurred by the Contractor on behalf of NASW__________.

(B) The base fee for the contract term is $________, payable in monthly /biweekly payments or as negotiated by the parties and set forth in Schedule A.  The Contractor shall be responsible for the payment of all taxes due on these payments, including federal or state withholding and FICA.

(C) Additional duties requested by NASW___________not covered in this agreement will be considered special projects and will be negotiated separately at a rate agreed upon by NASW________ and the Contractor prior to provision of the service and shall be described in writing and attached to Schedule A.

(D) Expenses that may be incurred by the Contractor on behalf of NASW__________ for necessary administrative support up to a total of $______________ during the term of the contract are to be reimbursed quarterly, upon submission of a statement with receipts, and up to $__________ total during the contract term for necessary and reasonable travel or entertainment expenses for which documentation and receipts shall be submitted.  Reimbursements shall be made within 30 days of receipt of documentation and receipts.

4. INDEPENDENT CONTRACTOR

(A.) It is expressly understood and agreed that the Contractor shall at all times work as and be deemed to be an independent contractor and shall not be considered an employee of NASW_____________ for any purpose, including but not limited to all payroll-related taxes and Workers’ Compensation coverage.  The Contractor acknowledges responsibility for all such applications.  The Contractor will provide a copy of a policy for Workers’ Compensation coverage or disability coverage if Workers’ Compensation coverage is not available.  NASW will provide an IRS-1099 Form for all earnings under this agreement at the end of the calendar year.

(B) The Contractor agrees not to serve other clients for the duration of this contract where the policies or best interest of NASW__________ are compromised or in conflict unless expressly agreed to in writing by the parties.  The Contractor shall personally discharge the major duties of this agreement and shall not delegate them to any other person without the consent of NASW__________.

(C) All work products or work in progress created by the Contractor under this contract during the term of this agreement shall constitute work for hire and shall be property of NASW______________.

(D) The Contractor acknowledges that in the course of the performance of services under this agreement, the Contractor may work with NASW policies, procedures, programs, or documentation not generally made available to the public.  The Contractor acknowledges that this information is confidential and proprietary to NASW and shall not without the express consent of NASW during the term of this agreement or subsequent to its termination, use, disclose, copy or make such information available to others.

5. TERMINATION

This contract may be terminated upon 30-days’ written notice by either party.  In the event of a breach of contract, violation of law, or serious breach of any NASW policy, the contract may be terminated by providing 24-hour written notice.  In the event of early termination by NASW_________________, the Contractor shall be paid a fee based on the day-to-day proration of the total contract up to the time of termination.  In the event of early termination by the Contractor, the Contractor will be required to complete all products deliverable during the timeframe in question.  All records and equipment belonging to NASW_________ shall be returned in the event the contract is terminated, and final payment shall not be due until completion of delivery of all NASW________ records, equipment, and other property.

6. MODIFICATION AND PREVIOUS AGREEMENTS

This contract and attached schedule contain the entire agreement between the parties, and no statements, promises, or inducements by either party or agents of either party that are not contained in this contract or attached schedules shall be binding or valid.  This contract shall not be enlarged, modified, or altered, except upon written agreement signed by both parties.  This agreement shall be interpreted under __________ law.

This agreement shall be effective upon signature of both parties and shall continue in effect until terminated.

The undersigned agree to the terms and conditions set forth in this document.
BY _____________________________________

__________________



Contractor





Date
BY ______________________________________

___________________


Executive Director, __________Chapter


Date


National Association of Social Workers
APPROVED BY NASW
________________________________________________________________________

SCHEDULE A

Duties

Independent Contractor  for  [insert position]
NASW-___________ CHapter

[Insert Dates]

I. Major Functions

II.
Basic Duties and Responsibilities
Within the limits of the bylaws, policies, and national standards for Chapters, the contractor is responsible for and has authority to accomplish the duties set forth below.


Examples of duties are: 

· provide support to the regional units as needed

· communicate with all chapter committees as needed to ensure active


      participation by the committees

· respond to all incoming requests regarding social work issues

· help plan and coordinate continuing education workshops

______________                   __________

___________      _________

Contractor Initials
           Date


Exec’s Initials
        Date

APPENDIX D

PROCEDURES FOR REQUESTING FAMILY OR MEDICAL LEAVE

* For review of an individual’s request for FMLA leave, contact NASW’s Human Resources Manager, Chapter Services or General Counsel

Procedures for requesting family or medical leave are as follows: 

1. A request for planned FMLA leave of absence or ·intermittent" or ·reduced work schedule" must be submitted by the employee requesting leave to the Executive Director 30 days before commencement date. If 30-days' notice is not possible, the FMLA leave request must be given as soon as possible. A request for FMLA by the Executive Director will be submitted to the President of the Board of Directors. If a request cannot be accommodated, the request should be reviewed by the NASW Office of Human Resources before a decision is communicated.  The request must be in writing and should state the reason for the absence and the expected date the leave will commence and expected date the employee would return to work. 

2. When the leave is needed because of the employee's or a family member's serious health condition, the employee must complete and provide a Certification of Health Care Provider form (see attached). 

3. Recertification of the serious health condition may be required during leave. 

4. While on leave (excluding pregnancy), employees are required to contact the Executive Director every 15 days to advise of any change or improvement in condition. 

5. When the leave is for planned medical treatment, the employee must attempt to schedule the treatment so as not to disrupt the Chapter's operations. 

6. During leave under this policy, the employee is responsible for any insurance payments normally deducted through payroll. Prior to leave, the Executive Director or designee will explain the payment obligations to the employee. 

7. If the employee fails to return to work at the end of the approved family or medical leave, the Chapter may recover from the employee its cost of any payments made to maintain insurance coverage, unless the failure to return was beyond the employee's control. 

8. An employee on leave will not lose any employment benefits accrued prior to leave, unless a benefit is used during the leave, such as accrued annual or sick leave. To the extent FMLA leave is unpaid leave, the employee will not earn or accrue sick leave, annual leave, or seniority. 

9. Before being permitted to return to work from a leave for the employee's own serious health condition, the employee will be required to provide certification from health care provider(s) stating that the employee is able to resume work and when the employee can return to work. 

10. Upon return from leave, the employee will be reinstated in the same position held before leave, if available, or reassigned to an equivalent position with equivalent pay, benefits, and other conditions of employment. Exceptions outlined by the FMLA regulations for the employees may be applicable in limited situations. 11. Failure to return from leave or failure to contact the Executive Director prior to the scheduled date of return may be considered voluntary termination of employment. 

Issues under this section or involving the application of FMLA should be addressed to the NASW Office of Human Resources for review. 

11. In addition to the Federal FMLA provisions, Chapters may be subject to state and local Family and Medical Leave laws. 
Charts Comparing FMLA to State Law Provisions
http://www.dol.gov/esa/whd/state/fmla/index.htm
State Specific Related Links
California – Paid Family Leave 

http://www.leginfo.ca.gov/cgi-bin/displaycode?section=uic&group=03001-04000&file=3300-3306
Connecticut – An Act to Coordinate the State Family and Medical Leave Laws with the Federal Family and Medical Leave Laws  

http://www.cslib.org/pa/pa140.htm
Hawaii – Family Leave Law 

http://www.capitol.hawaii.gov/hrscurrent/Vol07_Ch0346-0398/HRS0398/HRS_0398-0001.htm
Maine – Family Medical Leave Requirements http://janus.state.me.us/legis/statutes/26/title26sec843.html
Minnesota – Parental Leave Act 

https://www.revisor.leg.state.mn.us/statutes/?id=181.940
New Jersey – Family Leave Act

http://www.rutgersaaup.com/misc/NJ_Family_Leave_Act.pdf
Oregon – Family Leave Act

http://arcweb.sos.state.or.us/rules/OARS_800/OAR_839/839_009.html
Rhode Island – Parental and Family Medical Leave Act

http://www.rilin.state.ri.us/Statutes/TITLE28/28-48/INDEX.HTM
Vermont - Parental and Family Leave Act, §§470-474

http://www.leg.state.vt.us/statutes/sections.cfm?Title=21&Chapter=005
Washington – Family Leave Act

http://apps.leg.wa.gov/RCW/default.aspx?cite=49.78
Wisconsin – Family and Medical Leave Act

http://nxt.legis.state.wi.us/nxt/gateway.dll/Statutes%20Related/Wisconsin%20Statutes/5181/5190?f=templates$fn=document-frameset.htm$q=[field%20folio-destination-name:'103.10']$x=Advanced#0-0-0-52595
District of Columbia – Family and Medical Leave Act, See Chapter 5

http://weblinks.westlaw.com/toc/default.aspx?Abbr=dc%2Dst&Action=ExpandTree&AP=DC010397757&ItemKey=DC010397757&RP=%2Ftoc%2Fdefault%2Ewl&Service=TOC&RS=WEBL8.07&VR=2.0&SPa=DCC-1000&fragment#DC010397757
Appendix E
Fair Labor Standards Act 
What does the Fair Labor Standards Act require?

The Fair Labor Standards Act's (FLSA) basic requirements are: 

· Payment of the minimum wage; 

· Overtime pay for time worked over 40 hours in a workweek; 

· Restrictions on the employment of children; and 

· Recordkeeping. 

The FLSA has been amended on many occasions since 1938. Currently, workers covered by the FLSA are entitled to the minimum wage and overtime pay at a rate of not less than one and one-half times their regular rate of pay after 40 hours of work in a workweek. Various minimum wage exceptions apply under specific circumstances to workers with disabilities, full-time students, youth under age 20 in their first 90 days of employment, tipped employees and student-learners. Special rules apply to state and local government employment involving fire protection and law enforcement activities, volunteer services, and compensatory time off (instead of cash overtime pay). Employers are required to keep records on wages, hours, and other items which are generally maintained as an ordinary business practice. 

The FLSA child labor provisions are designed to protect the educational opportunities of youth and prohibit their employment in jobs and under conditions detrimental to their health or safety. The child labor provisions include some restrictions on hours of work for youth under 16 years of age and lists of hazardous occupations too dangerous for young workers to perform. See YouthRules! for additional information on child labor rules for teens, parents, educators and employers.

Wages required by the FLSA are due on the regular payday for the pay period covered. Deductions made from wages for such items as cash or merchandise shortages, employer-required uniforms, and tools of the trade, are not legal if they reduce the wages of employees below the minimum wage or reduce the amount of overtime pay due under the FLSA. 

In order for the FLSA to apply, there must be an employment relationship between an "employer" and an "employee." The FLSA also contains some exemptions from these basic rules. Some apply to specific types of businesses and others to specific kinds of work.

There are a number of employment practices which the FLSA does not regulate. For example, the FLSA does not require: 

(1) vacation, holiday, severance, or sick pay; 
(2) meal or rest periods, holidays off, or vacations; 
(3) premium pay for weekend or holiday work; 
(4) pay raises or fringe benefits; 
(5) a discharge notice, reason for discharge, or immediate payment of final wages to terminated employees; and 
(6) pay stubs or "W-2"s.

The FLSA does not provide wage payment or collection procedures for an employee's usual or promised wages or for commissions in excess of those required by the FLSA. Also, the FLSA does not limit the number of hours in a day, or days in a week, an employee may be required or scheduled to work, including overtime hours, if the employee is at least 16 years old. However, some states do have laws covering some of these issues, such as meal or rest periods, or discharge notices. 

The above matters, which are not covered by the FLSA, are generally for agreement between the employer and the employees or their authorized representatives.

For up to date information about the FSLA requirements visit the U. S. Department of Labor Web site at: http://www.dol.gov/elaws/esa/flsa/screen5.asp .

APPENDIX F
HEALTH INSURANCE WAIVER FOR CHAPTER STAFF
Please be advised that I do not wish to receive/continue enrollment with NASW                           Chapter’s health insurance plan.  I have medical coverage from another source.

I understand that by declining coverage through the Chapter’s health insurance plan, should I elect to enroll in the Chapter’s health insurance plan at a future date, my family and I may be subject to medical underwriting.   This means we may be subject to substantial waiting periods or permanent exclusion of preexisting conditions or complete denial of coverage for anyone attempting to enter the plan at a later date or other conditions for beginning participation in the plan.


Employee Name (please print)


Employee Signature


Date

APPENDIX G
Basic COBRA Administration

*For review of an employee’s COBRA application, contact NASW’s Human Resources Manager, Chapter Services or General Counsel

The following materials may assist you with the administration of COBRA continuation coverage:

· COBRA Overview & Checklist (pp. 2-3) - Provides general COBRA information and identifies the steps that an employer (who is also the plan administrator) must take to offer COBRA coverage to qualified beneficiaries.

· General Notice of COBRA Continuation Coverage Rights (pp. 4-6) – Must be mailed or distributed to all new employees and spouses.  The DOL model notice is attached and should be edited as necessary.  This sample has been edited to include health care flexible spending accounts.

· COBRA Continuation Election Notice and Election Form (pp. 7-12) – Must be sent to qualified beneficiaries to elect or decline COBRA coverage.  The DOL model election notice and election form are attached and should be edited as necessary. This sample has been edited to include health care flexible spending accounts.

· Notice of Unavailability of COBRA (p. 13): Must be sent if COBRA coverage is being denied.  A sample form is attached.

· Notice of Early Termination of COBRA (p. 14) – Must be sent if COBRA coverage is ending prior to the maximum period of coverage.  A sample form is attached.

· Notice of Conversion Rights (p. 15) – Must be sent to notify qualified beneficiaries of any conversion rights within 180 days prior to the end of the maximum period of COBRA coverage.  A sample form is attached.

· COBRA Qualifying Event and Continuation Duration Chart (p. 16) – For quick glance reference.

Please note that your insurance carrier or third-party administrator may have COBRA notices and forms for your use.

Detailed COBRA regulations and additional information can be found below and at www.dol.gov/ebsa
COBRA Overview & Checklist

Group health plan coverage subject to COBRA

The following employer health plans are subject to COBRA if in the preceding calendar year, the employer had at least 20 employees (including part-time) for the majority of the year:

· Medical, prescription drug, dental, and vision

· Employee Assistance Plan (EAP) if medical coverage provided, such as visits to a physician

· Health care flexible spending account, usually only if participant has a positive balance at termination

Group coverage NOT subject to COBRA

The following employer-sponsored plans are not subject to COBRA:

· Life/AD&D

· Short-term and long-term disability 

· Long-term care 

· Dependent care flexible spending account

· Health plans with less than 20 employees (including part-time) in the preceding calendar year
Qualified Beneficiaries

Qualified beneficiaries are the employee and his/her dependent(s) who are covered by the health plan at the time of a qualifying event. Once a qualified beneficiary is on cobra continuation, newly acquired dependents (spouse or child) may be added; however, newly acquired spouses are not considered qualified beneficiaries with their own cobra rights.  You may be able to offer cobra-equivalent coverage to covered domestic partners, but they also typically will not be considered qualified beneficiaries with their own cobra rights.  You should check with your insurance carrier before offering cobra-equivalent coverage to domestic partners.
Qualifying Events and Duration of Coverage

The following are qualifying events when they cause a loss of health plan coverage to the employee and his/her dependent(s): 

· Termination of employment – 18 months maximum for employees/dependent(s)

· Reduction in hours – 18 months maximum for employees/dependent(s)

The following are qualifying events when they cause a loss of health plan coverage to an employee’s dependents:
· Employee’s death – 36 months maximum for dependent(s)

· Employee’s divorce or legal separation – 36 months maximum for dependent(s)

· Employee’s entitlement to Medicare – 36 months maximum for dependent(s)

· Dependent loses dependent child status under the plan – 36 months maximum for dependent(s)

The above events can also be second qualifying events, which allow a dependent on COBRA during an 18 month period of coverage to extend COBRA to a 36 month period of coverage from the date of the initial qualifying event.  A second qualifying event can extend COBRA coverage only if the event would have caused a loss of coverage if the initial event had not occurred.  For example, if an employee’s Medicare entitlement would not cause the employee/dependent(s) to lose coverage, it cannot be considered a second qualifying event for the purposes of extending COBRA coverage.

An 18 month period of coverage may also be extended to a 29 month period of coverage from the date of the initial qualifying event if an employee/dependent is determined to be disabled by the Social Security Administration (SSA) at some time before the 60th day of COBRA continuation coverage.
Checklist - Steps to Offer COBRA
1. Distribute the “General Notice of COBRA Continuation Rights” to all new plan participants, including spouses, within 90 days of enrollment.  The General Notice can be included in the SPD.  If the SPD is not mailed to the home and/or the covered spouse does not reside with the employee, the General Notice should be mailed directly to the spouse. 

2. Include “reasonable procedures” for employees to notify employers of qualifying events in the General Notice, including who at the firm should be notified, how notification (e.g., by letter, email or by forms provided by the employer) should be made, where notification should be sent, and the time period for giving notice.  Sample reasonable procedures are included in the notices in this kit.
· Note:  Employees must notify the employer of certain events within 60 days after these events occur:

· For divorce/legal separation, loss of dependent status and second qualifying events, the 60-day period begins to run from the latest of: (1) the date of qualifying event; (2) the date on which there is a loss of coverage; (3) date on which the qualified beneficiary is informed through the plan’s SPD or General Notice of his or her obligation to provide notice and the procedures for providing such notice.

· For notification of Social Security determined disability, the 60-day period begins to run from the latest of:  (1) the date of the SSA’s disability determination; (2) the date of the qualifying event; (3) the date on which there is a loss of coverage or (4) the date on which the qualified beneficiary is informed of the obligation to provide the disability notice through the plan’s SPD or general notice. 

3. When plan eligibility is lost, terminate employee and/or dependents from coverage. 

4. Send the qualified beneficiaries the “COBRA Election Notice and Form” within 44 days from notification of the qualifying event.  This time period includes 30 days that an employer would typically have to notify the plan administrator (if not the employer) and 14 days from the date the plan administrator has been notified.

5. If COBRA will be denied, send a “Notice of Unavailability of COBRA” within 44 days of notification of the event.

· Note: The employee/dependent has 60 days from date of COBRA notification (or from date of loss of coverage, if later) to make an affirmative election.  The date of COBRA notification is the date the notice was mailed by the employer, if mailed first class, certified mail or Express Mail, or as of the date of electronic transmission, if transmitted electronically.
6. If affirmative election is made and payment is received, reinstate designated health plan coverage back to termination date. If no response within the 60-day election period, employee and/or dependents have lost COBRA rights.  Retain copy of dated notification for files.

7. If affirmative election is made, employee has 45 days from date of signed election form to pay premium to employer, including any past premium due.

8. Every month thereafter, employee has a 30-day grace period to pay premium to employer.  Employer has right to terminate COBRA coverage if payments are not timely. 

9. If COBRA will be terminated prior to the maximum period of coverage (18, 29 or 36 months), send a “Notice of Early Termination of COBRA” to the employee/dependent.

10. Within 180 days prior to the end of the maximum period of COBRA coverage, notify employees of any available conversion rights.

MODEL GENERAL NOTICE OF COBRA CONTINUATION COVERAGE RIGHTS

(For use by single-employer group health plans, modified with Health Care FSA information)

** CONTINUATION COVERAGE RIGHTS UNDER COBRA**

Introduction

You are receiving this notice because you have recently become covered under a group health plan (the Plan).  This notice contains important information about your right to COBRA continuation coverage, which is a temporary extension of coverage under the Plan.  This notice generally explains COBRA continuation coverage, when it may become available to you and your family, and what you need to do to protect the right to receive it.  

The right to COBRA continuation coverage was created by a federal law, the Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA).  COBRA continuation coverage can become available to you when you would otherwise lose your group health coverage.  It can also become available to other members of your family who are covered under the Plan when they would otherwise lose their group health coverage.  For additional information about your rights and obligations under the Plan and under federal law, you should review the Plan’s Summary Plan Description or contact [Employer Name or the Plan Administrator].
What is COBRA Continuation Coverage?

COBRA continuation coverage is a continuation of Plan coverage when coverage would otherwise end because of a life event known as a “qualifying event.”  Specific qualifying events are listed later in this notice.  After a qualifying event, COBRA continuation coverage must be offered to each person who is a “qualified beneficiary.”  You, your spouse, and your dependent children could become qualified beneficiaries if coverage under the Plan is lost because of the qualifying event.  Under the Plan, qualified beneficiaries who elect COBRA continuation coverage must pay for COBRA continuation coverage.  

If you are an employee, you will become a qualified beneficiary if you lose your coverage under the Plan because either one of the following qualifying events happens:

· Your hours of employment are reduced, or

· Your employment ends for any reason other than your gross misconduct.

If you are the spouse of an employee, you will become a qualified beneficiary if you lose your coverage under the Plan because any of the following qualifying events happens:

· Your spouse dies;

· Your spouse’s hours of employment are reduced;

· Your spouse’s employment ends for any reason other than his or her gross misconduct;


· Your spouse becomes entitled to Medicare benefits (under Part A, Part B, or both); or

· You become divorced or legally separated from your spouse.

Your dependent children will become qualified beneficiaries if they lose coverage under the Plan because any of the following qualifying events happens:

· The parent-employee dies;

· The parent-employee’s hours of employment are reduced;

· The parent-employee’s employment ends for any reason other than his or her gross misconduct;

· The parent-employee becomes entitled to Medicare benefits (Part A, Part B, or both);

· The parents become divorced or legally separated; or

· The child stops being eligible for coverage under the plan as a “dependent child.”

[If the Plan provides retiree health coverage, add the following paragraph:]

Sometimes, filing a proceeding in bankruptcy under title 11 of the United States Code can be a qualifying event.  If a proceeding in bankruptcy is filed with respect to [Employer Name], and that bankruptcy results in the loss of coverage of any retired employee covered under the Plan, the retired employee will become a qualified beneficiary with respect to the bankruptcy.  The retired employee’s spouse, surviving spouse, and dependent children will also become qualified beneficiaries if bankruptcy results in the loss of their coverage under the Plan.

When is COBRA Coverage Available?

The group health plan will offer COBRA continuation coverage to qualified beneficiaries only after[Employer Name or the Plan Administrator] has been notified that a qualifying event has occurred, including the end of employment or reduction of hours of employment, death of the employee, [add if Plan provides retiree health coverage: commencement of a proceeding in bankruptcy with respect to the employer,] commencement of a proceeding in bankruptcy with respect to the employer, or the employee's becoming entitled to Medicare benefits (under Part A, Part B, or both).

You Must Give Notice of Some Qualifying Events

For the other qualifying events (divorce or legal separation of the employee and spouse or a dependent child’s losing eligibility for coverage as a dependent child), you must notify the Plan Administrator within 60 days after the qualifying event occurs.  Sample reasonable procedures for notification: The 60-day period begins to run from the latest of: (1) the date of qualifying event; (2) the date on which there is a loss of coverage; (3) date on which the qualified beneficiary is informed through the plan’s SPD or General Notice of his or her obligation to provide notice and the procedures for providing such notice.

You must provide this notice to the company’s Human Resources Department, in writing.  In your dated notification, include your name, home address, the name of qualified beneficiary who is losing coverage, and the date of divorce or date of child’s loss of dependent status.

How is COBRA Coverage Provided?

Once [Employer Name or the Plan Administrator] receives notice that a qualifying event has occurred, COBRA continuation coverage will be offered to each of the qualified beneficiaries.  Each qualified beneficiary will have an independent right to elect COBRA continuation coverage.  Covered employees may elect COBRA continuation coverage on behalf of their spouses, and parents may elect COBRA continuation coverage on behalf of their children.  

COBRA continuation coverage is a temporary continuation of coverage.  When the qualifying event is the death of the employee, the employee's becoming entitled to Medicare benefits (under Part A, Part B, or both), your divorce or legal separation, or a dependent child's losing eligibility as a dependent child, COBRA continuation coverage lasts for up to a total of 36 months.  When the qualifying event is the end of employment or reduction of the employee's hours of employment, and the employee became entitled to Medicare benefits less than 18 months before the qualifying event, COBRA continuation coverage for qualified beneficiaries other than the employee lasts until 36 months after the date of Medicare entitlement.  For example, if a covered employee becomes entitled to Medicare 8 months before the date on which his employment terminates, COBRA continuation coverage for his spouse and children can last up to 36 months after the date of Medicare entitlement, which is equal to 28 months after the date of the qualifying event (36 months minus 8 months).  Otherwise, when the qualifying event is the end of employment or reduction of the employee’s hours of employment, COBRA continuation coverage generally lasts for only up to a total of 18 months.  There are two ways in which this 18-month period of COBRA continuation coverage can be extended.  

Disability extension of 18-month period of continuation coverage

If you or anyone in your family covered under the Plan is determined by the Social Security Administration to be disabled and you notify [Employer Name or the Plan Administrator] in a timely fashion, you and your entire family may be entitled to receive up to an additional 11 months of COBRA continuation coverage, for a total maximum of 29 months.  The disability would have to have started at some time before the 60th day of COBRA continuation coverage and must last at least until the end of the 18-month period of continuation coverage.  Sample reasonable procedures for notification:  You must provide notice within a 60-day period that begins from the latest of:  (1) the date of the SSA’s disability determination; (2) the date of the qualifying event; (3) the date on which there is a loss of coverage or (4) the date on which the qualified beneficiary is informed of the obligation to provide the disability notice through the plan’s SPD or general notice.  You must provide this notice to the company’s Human Resources Department, in writing.  You must also provide this notice within 18 months after the covered employee’s termination of employment or reduction in hours in order to be entitled to a disability extension.  If these procedures are not followed or if the notice is not provided during the 60 day notice period and within 18 months after the covered employee’s termination of employment or reduction in hours, then there will be no disability extension of COBRA coverage.  In your dated notification, include your name, home address, the name of the qualified beneficiary who has been determined disabled, the names and addresses of all qualified beneficiaries who are still receiving COBRA coverage, the date of the SSA determination, and a statement whether the Social Security Administration has subsequently determined that the disabled qualified beneficiary is no longer disabled.  You must also include a copy of the SSA determination in the notification. 

Second qualifying event extension of 18-month period of continuation coverage

If your family experiences another qualifying event while receiving 18 months of COBRA continuation coverage, the spouse and dependent children in your family can get up to 18 additional months of COBRA continuation coverage, for a maximum of 36 months, if notice of the second qualifying event is properly given to the Plan.  This extension may be available to the spouse and any dependent children receiving continuation coverage if the employee or former employee dies, becomes entitled to Medicare benefits (under Part A, Part B, or both), or gets divorced or legally separated, or if the dependent child stops being eligible under the Plan as a dependent child, but only if the event would have caused the spouse or dependent child to lose coverage under the Plan had the first qualifying event not occurred.   
Health Care Flexible Spending Account (FSA)

You may elect to continue your participation in the Health Care FSA for the remainder of the plan year if you have a balance remaining at the time of your termination of employment and have not incurred any eligible expenses to claim against the balance prior to your termination or by the end of the month in which you have terminated.  Under COBRA, you will pay the remaining contributions elected for the plan year on a monthly basis.  By electing COBRA, you will have access to the pre-tax contributions made prior to your termination as well as the after-tax contributions you make under COBRA

If You Have Questions

Questions concerning your Plan or your COBRA continuation coverage rights should be addressed to the contact or contacts identified below.  For more information about your rights under ERISA, including COBRA, the Health Insurance Portability and Accountability Act (HIPAA), and other laws affecting group health plans, contact the nearest Regional or District Office of the U.S. Department of Labor’s Employee Benefits Security Administration (EBSA) in your area or visit the EBSA website at www.dol.gov/ebsa.  (Addresses and phone numbers of Regional and District EBSA Offices are available through EBSA’s website.) 

Keep Your Plan Informed of Address Changes

In order to protect your family’s rights, you should keep [Employer Name or the Plan Administrator] informed of any changes in the addresses of family members.  You should also keep a copy, for your records, of any notices you send to the Plan Administrator.
Plan Contact Information
 [Enter name of group health plan and name (or position), address and phone number of party or parties from whom information about the plan and COBRA continuation coverage can be obtained on request.]

MODEL COBRA CONTINUATION COVERAGE ELECTION NOTICE

(For use by single-employer group health plans)

[Enter date of notice]

Dear: [Identify the qualified beneficiary(ies),by name or status]
This notice contains important information about your right to continue your health care coverage in the [enter name of group health plan] (the Plan).  Please read the information contained in this notice very carefully.  

To elect COBRA continuation coverage, follow the instructions on the next page to complete the enclosed Election Form and submit it to us.  

If you do not elect COBRA continuation coverage, your coverage under the Plan will end on [enter date] due to: 


( End of employment
( Reduction in hours of employment


( Death of employee

( Divorce or legal separation


( Entitlement to Medicare
( Loss of dependent child status
Each person (“qualified beneficiary”) in the category(ies) checked below is entitled to elect COBRA continuation coverage, which will continue group health care coverage under the Plan for up to ___ months  [enter 18 or 36, as appropriate and check appropriate box or boxes; names may be added]:


( Employee or former employee 


( Spouse or former spouse 

( Dependent child(ren) covered under the Plan on the day before the event that caused 

     the loss of coverage 

( Child who is losing coverage under the Plan because he or she is no 


     longer a dependent under the Plan 
If elected, COBRA continuation coverage will begin on [enter date] and can last until [enter date].  

You may elect any of the following checked options for COBRA continuation coverage, at the monthly cost shown: [list available coverage options, for example:]
MEDICAL/VISION

DENTAL

ABC Co.
POS
PPO
XYZ Co.
PPO

Indemnity

Single
[ ] $
[ ] $ 
Single
[ ] $

[ ] $ 

Employee + 1
[ ] $
[ ] $
Employee + 1
[ ] $

[ ] $ 

Family
[ ] $
[ ] $ 
Family
[ ] $

[ ] $ 

[ ] Employee Assistance Program (EAP)
$



[ ] Health Care Flexible Spending Account (FSA)
$            (your current monthly election)

You do not have to send any payment with the Election Form.  Important additional information about payment for COBRA continuation coverage is included in the pages following the Election Form.

If you have any questions about this notice or your rights to COBRA continuation coverage, you should contact [enter name of party responsible for COBRA administration for the Plan, with telephone number and address].
COBRA CONTINUATION COVERAGE ELECTION FORM
I/(We) elect COBRA continuation coverage in the [enter name of plan] (the Plan) as indicated below:

Name: _________________________________
Relationship to Employee: SELF

Date of Birth: ___________________________


SSN (or other identifier):__________________________

Coverage Option(s) Elected:

( Medical ( Dental  ( Vision ( EAP ( Health Care FSA

Name: _________________________________________


Relationship to Employee: SPOUSE (or DOMESTIC PARTNER)

Date of Birth: ____________________________________


SSN (or other identifier):___________________________

Coverage Option(s) Elected:

( Medical ( Dental  ( Vision ( EAP ( Health Care FSA

Name: ________________________________________


Relationship to Employee: _________________________

Date of Birth: ____________________________________


SSN (or other identifier):__________________________

Coverage Option(s) Elected:

( Medical ( Dental  ( Vision ( EAP 

Name: _________________________________________


Relationship to Employee: _________________________

Date of Birth: ____________________________________


SSN (or other identifier):__________________________

Coverage Option(s) Elected:

( Medical ( Dental  ( Vision ( EAP 

Name: _________________________________________


Relationship to Employee: _________________________

Date of Birth: ____________________________________


SSN (or other identifier):__________________________

Coverage Option(s) Elected:

( Medical ( Dental  ( Vision ( EAP 

___________________________________________     _____________________________

Signature







Date

_____________________________ 


______________________________

Print Name





Relationship to individual(s) listed above

______________________________________

______________________________________

______________________________________

______________________________

Print Address






Telephone number

IMPORTANT Information About Your COBRA continuation coverage Rights

What is continuation coverage?
Federal law requires that most group health plans (including this Plan) give employees and their families the opportunity to continue their health care coverage when there is a “qualifying event” that would result in a loss of coverage under an employer’s plan.  Depending on the type of qualifying event, “qualified beneficiaries” can include the employee (or retired employee) covered under the group health plan, the covered employee’s spouse, and the dependent children of the covered employee.

Continuation coverage is the same coverage that the Plan gives to other participants or beneficiaries under the Plan who are not receiving continuation coverage.  Each qualified beneficiary who elects continuation coverage will have the same rights under the Plan as other participants or beneficiaries covered under the Plan, including [add if applicable: open enrollment and] special enrollment rights.  


How long will continuation coverage last?

In the case of a loss of coverage due to end of employment or reduction in hours of employment, coverage generally may be continued only for up to a total of 18 months.  In the case of losses of coverage due to an employee’s death, divorce or legal separation, the employee’s becoming entitled to Medicare benefits or a dependent child ceasing to be a dependent under the terms of the plan, coverage may be continued for up to a total of 36 months.  When the qualifying event is the end of employment or reduction of the employee's hours of employment, and the employee became entitled to Medicare benefits less than 18 months before the qualifying event, COBRA continuation coverage for qualified beneficiaries other than the employee lasts until 36 months after the date of Medicare entitlement.  This notice shows the maximum period of continuation coverage available to the qualified beneficiaries.

Continuation coverage will be terminated before the end of the maximum period if:

· any required premium is not paid in full on time, 

· a qualified beneficiary becomes covered, after electing continuation coverage, under another group health plan that does not impose any pre-existing condition exclusion for a pre-existing condition of the qualified beneficiary, 

· a covered employee becomes entitled to Medicare benefits (under Part A, Part B, or both) after electing continuation coverage, or 

· the employer ceases to provide any group health plan for its employees.  

Continuation coverage may also be terminated for any reason the Plan would terminate coverage of a participant or beneficiary not receiving continuation coverage (such as fraud).

[If the maximum period shown on page 1 of this notice is 18 months, add the following three paragraphs:]

How can you extend the length of COBRA continuation coverage?
If you elect continuation coverage, an extension of the maximum period of coverage may be available if a qualified beneficiary is disabled or a second qualifying event occurs.  You must notify [enter name of party responsible for COBRA administration] of a disability or a second qualifying event in order to extend the period of continuation coverage.  Failure to provide notice of a disability or second qualifying event may affect the right to extend the period of continuation coverage.
Disability
An 11-month extension of coverage may be available if any of the qualified beneficiaries is determined by the Social Security Administration (SSA) to be disabled.  The disability has to have started at some time before the 60th day of COBRA continuation coverage and must last at least until the end of the 18-month period of continuation coverage.  Sample reasonable procedures for notification: You must provide notice within a 60-day period that begins from the latest of:  (1) the date of the SSA’s disability determination; (2) the date of the qualifying event; (3) the date on which there is a loss of coverage or (4) the date on which the qualified beneficiary is informed of the obligation to provide the disability notice through the plan’s SPD or general notice.  You must provide this notice to the company’s Human Resources Department, in writing.  You must also provide this notice within 18 months after the covered employee’s termination of employment or reduction in hours in order to be entitled to a disability extension.  If these procedures are not followed or if the notice is not provided during the 60 day notice period and within 18 months after the covered employee’s termination of employment or reduction in hours, then there will be no disability extension of COBRA coverage.  In your dated notification, include your name, home address, the name of the qualified beneficiary who has been determined disabled, the names and addresses of all qualified beneficiaries who are still receiving COBRA coverage, the date of the SSA determination, and a statement whether the Social Security Administration has subsequently determined that the disabled qualified beneficiary is no longer disabled.  You must also include a copy of the SSA determination in the notification. 

Each qualified beneficiary who has elected continuation coverage will be entitled to the 11-month disability extension if one of them qualifies.  If the qualified beneficiary is determined by SSA to no longer be disabled, you must notify the Plan of that fact within 30 days after SSA’s determination.
Second Qualifying Event
An 18-month extension of coverage will be available to spouses and dependent children who elect continuation coverage if a second qualifying event occurs during the first 18 months of continuation coverage.  The maximum amount of continuation coverage available when a second qualifying event occurs is 36 months.  Such second qualifying events may include the death of a covered employee, divorce or separation from the covered employee, the covered employee’s becoming entitled to Medicare benefits (under Part A, Part B, or both), or a dependent child’s ceasing to be eligible for coverage as a dependent under the Plan.  These events can be a second qualifying event only if they would have caused the qualified beneficiary to lose coverage under the Plan if the first qualifying event had not occurred.  Sample reasonable procedures for notification: You must provide notice of a second qualifying event within a 60-day period that begins from the latest of:  (1) the date of the qualifying event; (2) the date on which there is a loss of coverage or (3) the date on which the qualified beneficiary is informed of the obligation to provide notice through the plan’s SPD or general notice and the procedures for providing such notice.  You must provide this notice to the company’s Human Resources Department, in writing.  In your dated notification, include your name, home address, the name of qualified beneficiary who would have lost coverage if the first event had not occurred, and the date of divorce or the date of child’s loss of dependent status.

Health Care Flexible Spending Account (FSA)

You may elect to continue your participation in the Health Care FSA for the remainder of the plan year if you have a balance remaining at the time of your termination of employment and have not incurred any eligible expenses to claim against the balance prior to your termination or by the end of the month in which you have terminated.  Under COBRA, you will pay the remaining contributions elected for the plan year on a monthly basis.  By electing COBRA, you will have access to the pre-tax contributions made prior to your termination as well as the after-tax contributions you make under COBRA

How can you elect COBRA continuation coverage?
To elect continuation coverage, you must complete the Election Form and furnish it according to the directions on the form.  Each qualified beneficiary has a separate right to elect continuation coverage.  For example, the employee’s spouse may elect continuation coverage even if the employee does not.  Continuation coverage may be elected for only one, several, or for all dependent children who are qualified beneficiaries.  A parent may elect to continue coverage on behalf of any dependent children.  The employee or the employee's spouse can elect continuation coverage on behalf of all of the qualified beneficiaries.  

In considering whether to elect continuation coverage, you should take into account that a failure to continue your group health coverage will affect your future rights under federal law.  First, you can lose the right to avoid having pre-existing condition exclusions applied to you by other group health plans if you have more than a 63-day gap in health coverage, and election of continuation coverage may help you not have such a gap.  Second, you will lose the guaranteed right to purchase individual health insurance policies that do not impose such pre-existing condition exclusions if you do not get continuation coverage for the maximum time available to you.  Finally, you should take into account that you have special enrollment rights under federal law.  You have the right to request special enrollment in another group health plan for which you are otherwise eligible (such as a plan sponsored by your spouse’s employer) within 30 days after your group health coverage ends because of the qualifying event listed above.  You will also have the same special enrollment right at the end of continuation coverage if you get continuation coverage for the maximum time available to you.

How much does COBRA continuation coverage cost?
Generally, each qualified beneficiary may be required to pay the entire cost of continuation coverage.  The amount a qualified beneficiary may be required to pay may not exceed 102 percent (or, in the case of an extension of continuation coverage due to a disability, 150 percent) of the cost to the group health plan (including both employer and employee contributions) for coverage of a similarly situated plan participant or beneficiary who is not receiving continuation coverage.  The required payment for each continuation coverage period for each option is described in this notice.

[If employees might be eligible for trade adjustment assistance, the following information may be added: The Trade Act of 2002 created a new tax credit for certain individuals who become eligible for trade adjustment assistance and for certain retired employees who are receiving pension payments from the Pension Benefit Guaranty Corporation (PBGC) (eligible individuals).  Under the new tax provisions, eligible individuals can either take a tax credit or get advance payment of 65% of premiums paid for qualified health insurance, including continuation coverage.  

If you have questions about these new tax provisions, you may call the Health Coverage Tax Credit Customer Contact Center toll-free at 1-866-628-4282.  TTD/TTY callers may call toll-free at 1-866-626-4282.  More information about the Trade Act is also available at www.doleta.gov/tradeact/2002act_index.asp.

When and how must payment for COBRA continuation coverage be made?
First payment for continuation coverage

If you elect continuation coverage, you do not have to send any payment with the Election Form.  However, you must make your first payment for continuation coverage not later than 45 days after the date of your election.  (This is the date the Election Notice is post-marked, if mailed.)  If you do not make your first payment for continuation coverage in full not later than 45 days after the date of your election, you will lose all continuation coverage rights under the Plan.  You are responsible for making sure that the amount of your first payment is correct.  You may contact [enter appropriate contact information, e.g., the Plan Administrator or other party responsible for COBRA administration under the Plan] to confirm the correct amount of your first payment.
Periodic payments for continuation coverage

After you make your first payment for continuation coverage, you will be required to make periodic payments for each subsequent coverage period.  The amount due for each coverage period for each qualified beneficiary is shown in this notice.  The periodic payments can be made on a monthly basis.  Under the Plan, each of these periodic payments for continuation coverage is due on the [enter due day for each monthly payment] for that coverage period.  [If Plan offers other payment schedules, enter with appropriate dates:  You may instead make payments for continuation coverage for the following coverage periods, due on the following dates:].  If you make a periodic payment on or before the first day of the coverage period to which it applies, your coverage under the Plan will continue for that coverage period without any break.  The Plan [select one:  will or will not] send periodic notices of payments due for these coverage periods.  

Grace periods for periodic payments

Although periodic payments are due on the dates shown above, you will be given a grace period of 30 days after the first day of the coverage period to make each periodic payment.  Your continuation coverage will be provided for each coverage period as long as payment for that coverage period is made before the end of the grace period for that payment.  [If Plan suspends coverage during grace period for nonpayment, enter and modify as necessary:  However, if you pay a periodic payment later than the first day of the coverage period to which it applies, but before the end of the grace period for the coverage period, your coverage under the Plan will be suspended as of the first day of the coverage period and then retroactively reinstated (going back to the first day of the coverage period) when the periodic payment is received.  This means that any claim you submit for benefits while your coverage is suspended may be denied and may have to be resubmitted once your coverage is reinstated.]

If you fail to make a periodic payment before the end of the grace period for that coverage period, you will lose all rights to continuation coverage under the Plan.

Your first payment and all periodic payments for continuation coverage should be sent to:

[enter appropriate payment address]

 For more information
This notice does not fully describe continuation coverage or other rights under the Plan.  More information about continuation coverage and your rights under the Plan is available in your summary plan description or from the Plan Administrator.  
If you have any questions concerning the information in this notice, your rights to coverage, or if you want a copy of your summary plan description, you should contact [enter name of party responsible for COBRA administration for the Plan, with telephone number and address].

For more information about your rights under ERISA, including COBRA, the Health Insurance Portability and Accountability Act (HIPAA), and other laws affecting group health plans, contact the U.S. Department of Labor’s Employee Benefits Security Administration (EBSA) in your area or visit the EBSA website at www.dol.gov/ebsa.  (Addresses and phone numbers of Regional and District EBSA Offices are available through EBSA’s website.)
Keep Your Plan Informed of Address Changes

In order to protect your and your family’s rights, you should keep [Employer Name or the Plan Administrator] informed of any changes in your address and the addresses of family members.  You should also keep a copy, for your records, of any notices you send to [Employer Name or the Plan Administrator]. 

Sample - Notice of Unavailability of COBRA Coverage

[Date]

[Employee and/or Dependent Name]

[Address]

Dear [Employee and/or Dependent Name]:

On [date], [Employer Name/Contact] received your notice of the occurrence of a [qualifying event or second qualifying event] for COBRA coverage under the [Employer Name] group health insurance plan.  Your notice requested [COBRA coverage or extension of COBRA coverage] for the following individual(s):

[list individual(s) and health policies by contract number]
We have reviewed your notice and determined that [COBRA coverage or extension of COBRA coverage] is not available to the individuals because [insert reason *].
* Possible reasons for denial of COBRA coverage 

· Event is not a COBRA qualifying event under COBRA regulations

· Individual was not covered under the plan at the time of qualifying event

· Timely notice of the event was not given

· Individual has other coverage without a pre-existing condition limitation

· Affected coverage is health care FSA but there is no positive balance

* Possible reasons for denial of extension of COBRA coverage (in addition to the above):

· Event does not qualify because it would not have initially caused a loss of coverage (e.g., Medicare entitlement)

· Event is disability but individual not deemed disabled (or did not provide necessary proof of disability) by the Social Security Administration

Since we are unable to offer [COBRA coverage or extension of COBRA coverage], the individual(s)’ coverage under the ABC Company group health plan will terminate/has terminated on [date].

If you disagree with this determination, please contact [HR Director Name, Employer Name, Address] within 30 days of receipt of this notice.  Please include an explanation of why you believe that the individual(s) should have [COBRA coverage or extended COBRA coverage] and include all information you wish to be reviewed.  [Employer Name] will respond within [days] of receiving your appeal.
If you have any questions regarding this notice, you should contact [HR Director Name, Employer Name, Address, Phone Number, Email].

Sincerely,

Name/Title

Sample - Notice of Early Termination of COBRA Continuation Coverage

[Date]

[Employee and/or Dependent(s) Name]

[Address]

Dear [Employee and/or Dependent(s)]:

This is notice that COBRA coverage under the [Employer Name] group health insurance plan has terminated on [date] for the following individual(s):

[list individuals and policies]

COBRA coverage is terminating before the maximum period of coverage ends, for the following reason:

· Required premium was not paid on time

· Individual(s) named above became covered under another group health plan that does not limit or exclude pre-existing conditions

· Individual(s) named above became entitled to Medicare

· Individual(s) named above became entitled to a 29-month maximum coverage period due to disability of a family member and the SSA has made the determination that the family member is no longer disabled

· Termination of the company’s group health plans

· Other: ____________________________________________________________________

Any claims incurred after the date of termination of COBRA coverage will not be paid by the plan.  If any claims incurred after the termination date shown above were paid on behalf of the individual(s) named above, reimbursement of benefits paid for claims incurred after the termination date will be required.  If premiums have been paid for periods after the termination date, premiums will be refunded, but only after all required reimbursements of benefits have been received.

If conversion available: The individual(s) named above may have the right to enroll in an individual conversion policy.  There is a limited time period for enrolling in a conversion policy.  You must contact [Name of Insurance Company, Address, Phone Number] for eligibility and how to enroll. 

If you believe that the termination date of COBRA coverage for the individual(s) named above is incorrect, please contact [Employer Name, Address] within 30 days of this notice. You should explain why you believe the COBRA coverage was improperly terminated and include all information you wish to be reviewed.  [Employer Name] will respond within [days] of receiving your appeal.
If you have any questions regarding this notice, you should contact [HR Director Name, Employer Name, Address, Phone Number, Email].
Sincerely,

Name

Title 
Sample - Notice of Conversion Rights

[Date]

[Employee and/or Dependent Name]

[Address]

Dear [Employee and/or Dependent Name]:

On [date], the COBRA coverage of the following individual(s) will terminate due to the end of the maximum period of coverage of [18, 29 or 36 months]:

[list individuals and policies]
Any claims incurred after the date of termination of COBRA coverage will not be paid by the plan.  If any claims incurred after the termination date shown above were paid on behalf of the individual(s) named above, reimbursement of benefits paid for claims incurred after the termination date will be required.  If premiums have been paid for periods after the termination date, premiums will be refunded, but only after all required reimbursements of benefits have been received.
The individual(s) named above may have the right to enroll in an individual conversion policy.  There is a limited time period for enrolling in a conversion policy.  You must contact [Name of Insurance Company, Address, Phone Number] for eligibility and how to enroll. If you qualify for the conversion policy, once your continuation coverage ends you have______ days to submit your application and first premium payment for the conversion policy.
If you believe that the termination date of COBRA coverage for the individual(s) named above is incorrect, please contact [Employer Name, Address] within 30 days of this notice. You should explain why you believe the COBRA coverage was improperly terminated and include all information you wish to be reviewed.  [Employer Name] will respond within [days] of receiving your appeal.
If you have any questions regarding this notice, you should contact [HR Director Name, Employer Name, Address, Phone Number, Email].

Sincerely,

Name

Title 
COBRA Qualifying Event and Continuation Duration Guide

	Qualifying

Event


	Eligible

Individual

(Qualified beneficiaries)


	Maximum

Length

Of

Coverage


	Individual

Notification

To Company


	Employer Notification to Beneficiary of COBRA Rights
	Employer

Notification

To Plan

Administrator

(if applicable)*



	Termination

or Reduction

in hours


	Employee, spouse and/or

dependents


	18 months or

29 months if SSA disabled*
	N/A
	Within 44 days of event
	Within 30 days after notified of event

	Death of Employee


	Spouse and/or dependents
	36 months
	N/A
	Within 44 days of event
	Within 30 days after notified of event

	Divorce or

Legal separation


	Spouse and/or dependents
	36 months
	Within 60 days of event
	Within 44 days after notified of event
	Within 30 days after notified of event

	Loss of dependent status


	Dependents
	36 months
	Within 60 days of event
	Within 44 days after notified of event
	Within 30 days after notified of event

	Employee entitlement to Medicare


	Spouse and/or dependents
	36 months
	Within 60 days of event
	Within 44 days after notified of event
	Within 30 days after notified of event

	2nd qualifying event that would have caused loss of coverage
	Spouse and/or dependents
	36 months
	Within 60 days of event
	Within 44 days after notified of event
	Within 30 days after notified of event


* 29 months following the termination of employment/reduction in hours if determined disabled under the Social Security Act within the 1st 60 days of COBRA coverage.

* Employer has 30 days to notify the Plan Administrator, if applicable, who then has 14 days to notify qualified beneficiaries of their COBRA rights (Election Notice and Election Form).

APPENDIX H

FEDERAL FORM I-9

*For review of an employee’s Form I-9, contact NASW’s Human Resources Manager, Chapter Services or General Counsel.  Please send a copy of all employees’ I-9 forms to Chapter Services.
Department of Homeland Security U.S. Citizenship and Immigration Services

Form I-9, Employment Eligibility Verification
Instructions
Please read all instructions carefully before completing this form. 
Anti-Discrimination Notice. It is illegal to discriminate against any individual (other than an alien not authorized to work in the U.S.) in hiring, discharging, or recruiting or referring for a fee because of that individual's national origin or citizenship status. It is illegal to discriminate against work eligible individuals. Employers CANNOT specify which document(s) they will accept from an employee. The refusal to hire an individual because the documents presented have a future expiration date may also constitute illegal discrimination.

What Is the Purpose of This Form?
The purpose of this form is to document that each new employee (both citizen and non-citizen) hired after November 6, 1986 is authorized to work in the United States.

When Should the Form I-9 Be Used?
All employees, citizens and noncitizens, hired after November 6, 1986 and working in the United States must complete a Form I-9.

Filling Out the Form I-9
Section 1, Employee: This part of the form must be completed at the time of hire, which is the actual beginning of employment. Providing the Social Security number is voluntary, except for employees hired by employers participating in the USCIS Electronic Employment Eligibility Verification Program (E-Verify). The employer is responsible for ensuring that Section 1 is timely and properly completed.
Preparer/Translator Certification. The Preparer/Translator Certification must be completed if Section 1 is prepared by a person other than the employee. A preparer/translator may be used only when the employee is unable to complete Section 1 on his/her own. However, the employee must still sign Section 1 personally.

Section 2, Employer: For the purpose of completing this form, the term "employer" means all employers including those recruiters and referrers for a fee who are agricultural associations, agricultural employers or farm labor contractors. 

Employers must complete Section 2 by examining evidence of identity and employment eligibility within three (3) business days of the date employment begins. If employees are authorized to work, but are unable to present the required

document(s) within three business days, they must present a receipt for the application of the document(s) within three business days and the actual document(s) within ninety (90) days. However, if employers hire individuals for a duration of less than three business days, Section 2 must be completed at the time employment begins. Employers must record: 
1. Document title;

2. Issuing authority;

3. Document number;

4. Expiration date, if any; and 

5. The date employment begins. 

Employers must sign and date the certification. Employees must present original documents. Employers may, but are not required to, photocopy the document(s) presented. These photocopies may only be used for the verification process and must be retained with the Form I-9. However, employers are still responsible for completing and retaining the Form I-9.
Section 3, Updating and Reverification: Employers must complete Section 3 when updating and/or reverifying the Form I-9. Employers must reverify employment eligibility of their employees on or before the expiration date recorded in Section 1. Employers CANNOT specify which document(s) they will accept from an employee.

A. If an employee's name has changed at the time this form is being updated/reverified, complete Block A.

B. If an employee is rehired within three (3) years of the date this form was originally completed and the employee is still eligible to be employed on the same basis as previously indicated on this form (updating), complete Block B and the signature block.

C. If an employee is rehired within three (3) years of the date this form was originally completed and the employee's work authorization has expired or if a current employee's work authorization is about to expire (reverification), complete Block B and:

1. Examine any document that reflects that the employee is authorized to work in the U.S. (see List A or C);

2. Record the document title, document number and expiration date (if any) in Block C, and

3. Complete the signature block.

Form I-9 (Rev. 06/05/07) N

What Is the Filing Fee?
There is no associated filing fee for completing the Form I-9. This form is not filed with USCIS or any government agency. The Form I-9 must be retained by the employer and made available for inspection by U.S. Government officials as specified in the Privacy Act Notice below. 

USCIS Forms and Information
To order USCIS forms, call our toll-free number at 1-800-870- 3676. Individuals can also get USCIS forms and information on immigration laws, regulations and procedures by telephoning our National Customer Service Center at 1-800- 375-5283 or visiting our internet website at www.uscis.gov .

Photocopying and Retaining the Form I-9
A blank Form I-9 may be reproduced, provided both sides are copied. The Instructions must be available to all employees completing this form. Employers must retain completed Forms I-9 for three (3) years after the date of hire or one (1) year after the date employment ends, whichever is later.

The Form I-9 may be signed and retained electronically, as authorized in Department of Homeland Security regulations at 8 CFR 274a.2.

Privacy Act Notice
The authority for collecting this information is the Immigration Reform and Control Act of 1986, Pub. L. 99-603 (8 USC 1324a). 

This information is for employers to verify the eligibility of individuals for employment to preclude the unlawful hiring, or recruiting or referring for a fee, of aliens who are not authorized to work in the United States. 

This information will be used by employers as a record of their basis for determining eligibility of an employee to work in the United States. The form will be kept by the employer and made available for inspection by officials of U.S. Immigration and Customs Enforcement, Department of Labor and Office of Special Counsel for Immigration Related Unfair Employment Practices.

Submission of the information required in this form is voluntary. However, an individual may not begin employment unless this form is completed, since employers are subject to civil or criminal penalties if they do not comply with the Immigration Reform and Control Act of 1986.

Paperwork Reduction Act
We try to create forms and instructions that are accurate, can be easily understood and which impose the least possible burden on you to provide us with information. Often this is difficult because some immigration laws are very complex. Accordingly, the reporting burden for this collection of information is computed as follows: 1) learning about this form, and completing the form, 9 minutes; 2) assembling and filing (recordkeeping) the form, 3 minutes, for an average of 12 minutes per response. If you have comments regarding the accuracy of this burden estimate, or suggestions for making this form simpler, you can write to: U.S. Citizenship and Immigration Services, Regulatory Management Division, 111 Massachusetts Avenue, N.W., 3rd Floor, Suite 3008, Washington, DC 20529. OMB No. 1615-0047. 

EMPLOYERS MUST RETAIN COMPLETED FORM I-9 PLEASE DO NOT MAIL COMPLETED FORM I-9 TO ICE OR USCIS
Form I-9 (Rev. 06/05/07) N Page 2

Department of Homeland Security U.S. Citizenship and Immigration Services

Form I-9, Employment Eligibility Verification
OMB No. 1615-0047; Expires 06/30/08

Please read instructions carefully before completing this form. The instructions must be available during completion of this form. ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work eligible individuals. Employers CANNOT specify which document(s) they will accept from an employee. The refusal to hire an individual because the documents have a future expiration date may also constitute illegal discrimination.
Section 1. Employee Information and Verification. To be completed and signed by employee at the time employment begins.

Print Name: Last

First

Middle Initial

Maiden Name

Address (Street Name and Number)
Apt. #

Date of Birth (month/day/year)
City

State

Zip Code

Social Security #

I am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in connection with the completion of this form.
I attest, under penalty of perjury, that I am (check one of the following): 

A citizen or national of the United States 

A lawful permanent resident (Alien #) A

An alien authorized to work until

(Alien # or Admission #)

Employee's Signature

Date (month/day/year)
Preparer and/or Translator Certification. (To be completed and signed if Section 1 is prepared by a person other than the employee.) I attest, under penalty of perjury, that I have assisted in the completion of this form and that to the best of my knowledge the information is true and correct.
Preparer's/Translator's Signature

Print Name

Address (Street Name and Number, City, State, Zip Code)
Date (month/day/year)
Section 2. Employer Review and Verification. To be completed and signed by employer. Examine one document from List A OR examine one document from List B and one from List C, as listed on the reverse of this form, and record the title, number and expiration date, if any, of the document(s).

List A
Document title:

Issuing authority:

Document #:

Expiration Date (if any):
Document #:

Expiration Date (if any):
OR
List B
AND
List C
CERTIFICATION - I attest, under penalty of perjury, that I have examined the document(s) presented by the above-named employee, that the above-listed document(s) appear to be genuine and to relate to the employee named, that the employee began employment on (month/day/year) and that to the best of my knowledge the employee is eligible to work in the United States. (State employment agencies may omit the date the employee began employment.)
Signature of Employer or Authorized Representative

Print Name

Title

Business or Organization Name and Address (Street Name and Number, City, State, Zip Code)
Date (month/day/year)
Section 3. Updating and Reverification. To be completed and signed by employer. 

A. New Name (if applicable)
B. Date of Rehire (month/day/year) (if applicable)
C. If employee's previous grant of work authorization has expired, provide the information below for the document that establishes current employment eligibility.

Document Title:

Document #:

Expiration Date (if any):

l attest, under penalty of perjury, that to the best of my knowledge, this employee is eligible to work in the United States, and if the employee presented document(s), the document(s) l have examined appear to be genuine and to relate to the individual.
Signature of Employer or Authorized Representative

Date (month/day/year)
Form I-9 (Rev. 06/05/07) N
LISTS OF ACCEPTABLE DOCUMENTS
LIST A
Documents that Establish Both Identity and Employment Eligibility
1. U.S. Passport (unexpired or expired)

2. Permanent Resident Card or Alien Registration Receipt Card (Form I-551)

3. An unexpired foreign passport with a temporary I-551 stamp 

4. An unexpired Employment Authorization Document that contains a photograph (Form I-766, I-688, I-688A, I-688B) 

5. An unexpired foreign passport with an unexpired Arrival-Departure Record, Form I-94, bearing the same name as the passport and containing an endorsement of the alien's nonimmigrant status, if that status authorizes the alien to work for the employer

OR
LIST B
Documents that Establish Identity 
1. Driver's license or ID card issued by a state or outlying possession of the United States provided it contains a photograph or information such as name, date of birth, gender, height, eye color and address

2. ID card issued by federal, state or local government agencies or entities, provided it contains a photograph or information such as name, date of birth, gender, height, eye color and address

3. School ID card with a photograph

4. Voter's registration card

5. U.S. Military card or draft record

6. Military dependent's ID card

7. U.S. Coast Guard Merchant Mariner Card

8. Native American tribal document

9. Driver's license issued by a Canadian government authority

For persons under age 18 who are unable to present a document listed above: 
10. School record or report card

11. Clinic, doctor or hospital record

12. Day-care or nursery school record

AND
LIST C
Documents that Establish Employment Eligibility
1. U.S. Social Security card issued by the Social Security Administration (other than a card stating it is not valid for employment)
2. Certification of Birth Abroad issued by the Department of State (Form FS-545 or Form DS-1350)
3. Original or certified copy of a birth certificate issued by a state, county, municipal authority or outlying possession of the United States bearing an official seal

4. Native American tribal document

5. U.S. Citizen ID Card (Form I-197)
6. ID Card for use of Resident Citizen in the United States (Form I-179)
7. Unexpired employment authorization document issued by DHS (other than those listed under List A)
Illustrations of many of these documents appear in Part 8 of the Handbook for Employers (M-274)
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APPENDIX I

 CHAPTER EXECUTIVE CONTRACTS

EMPLOYMENT AGREEMENT FOR NEW 
CHAPTER EXECUTIVE DIRECTORS

(First -Year Agreement, Probationary Period)
This Employment Agreement (hereinafter referred to as “Agreement”) is entered into between the National Association of Social Workers (hereinafter referred to as “NASW”) through its



 Chapter (hereinafter referred to as “Chapter”) and 


 (hereinafter referred to as “Ms./Mr. /Dr._________”).
WHEREAS, the Chapter is authorized by NASW to hire an Executive Director to administer and manage the affairs of the Chapter under the direction of the Chapter’s Board of Directors and the National Board of Directors, and
WHEREAS, Ms./ Mr./Dr. 


 has satisfactorily completed the application and interview process for the position of Executive Director, and
WHEREAS, the parties are entering into this Agreement to establish the terms of their employment arrangement,
NOW, THEREFORE, the parties agree as follows:
1.
TERM

Unless terminated during the term of this Agreement by Ms./ Mr./Dr. 


 or by NASW as outlined in Paragraph 9, the term of this Agreement shall be for a period of one year, the specific dates of which are set out in Attachment A.

Comment:  This agreement is for the first year of a new Executive Director contract.  The first year is considered an Introductory Period, the period used to determine whether the Executive Director has the skills to perform the job satisfactorily.
2.
QUALIFICATIONS

As a part of the original hiring process, Ms./ Mr./Dr. 


 presented a resume, references, and other information establishing her/his qualifications and experience as suitable for the position of Executive Director of the 


 Chapter.  Further, Ms./ Mr./Dr. 


 represented that she/he has no criminal record or employment history that would interfere with her/his ability to be bonded or to serve as Chapter Executive Director. 
As it is essential to travel throughout the State of 


 on a regular basis and driving is the only feasible means of transportation in many sections of the state, Ms. /Mr./Dr. 



 has submitted proof of a valid 


 driver’s license, has established access to an automobile and will carry appropriate auto insurance.
3.
DUTIES

The duties to be performed under this Agreement are set forth in Attachment A, which is initialed by the parties and made a part of this Agreement.  The duties outlined in Attachment A provide a general description of the functions of the Executive Director as Chief Executive Officer of the Chapter and may be modified as necessary to meet the requirements of the position.
Comment:  It is possible to add that modifications in functions of any significant nature should also be put in writing.
4.
WORK PRODUCT/CONFIDENTIAL MATERIAL

All work products or work in progress created by the Executive Director under this contract during the term of this Agreement shall constitute work for hire and shall be the property of NASW.  All documents, records, computer systems, programs, technologies, models, forms, instruction, strategies, and other information prepared as work product or provided by NASW during the performance of the duties under this Agreement shall remain the property of NASW and may not be duplicated or distributed for use outside of NASW except as required in the performance of duties as a Executive Director.
5.
AUTHORITY

The Executive Director of the Chapter is authorized to act on behalf of the Chapter as designated by the Chapter Board of Directors and/or the National Board of Directors as required to carry out the normal business of the Chapter or to protect the interest of the Chapter and NASW.  The Executive Director shall follow the Bylaws and policies of the National and Chapter organizations in performing the duties of the position.
6.
COMPENSATION

The compensation and benefits payable under this Agreement are outlined in Attachment B, which is initialed by the parties and made a part of this Agreement.  Termination of the employment relationship while the Agreement is in effect by the Chapter shall result in the payment of the sums outlined in Paragraph 9 of this Agreement.  The salary paid as indicated in Attachment B shall be paid on a (biweekly, monthly, semi-monthly) basis.  The Chapter shall provide access to participation in those benefit programs outlined in Attachment B according to the terms of each benefit programs as set out more fully in the plan agreement.
Comments:  This paragraph should describe how often the person will be paid -- pick one offered or insert another choice.  The amount of the salary and specific benefits are described in Attachment B.  The hiring salary schedule for the position of Executive Director is set forth in the Personnel Standards for NASW Chapters.
7.
REIMBURSEMENT OF EXPENSES

Upon submission of documentation or receipts, Ms./ Mr./Dr. 


 shall be reimbursed for travel and business expenses outlined in Attachment B to the extent such expenditures are necessary, reasonable, and authorized under NASW policy or practice to fulfill the responsibilities of the position of Chapter Executive Director.
8.
VACATION AND SICK LEAVE

Vacation, sick, and any other paid or unpaid leave will be earned and made available for use as set forth in Attachment B.
Comment:  Leave will be described in Attachment B as authorized by the Personnel Standards for NASW Chapters.
9.
TERMINATION

In the event that the Agreement is terminated by Ms./ Mr./Dr. 


 , there shall be no termination compensation other than accrued compensation earned prior to the effective date of termination minus any payments due and owing to the Chapter.  In the event that this Agreement is terminated by the Chapter for cause defined as willful, negligent, or repeated failure to perform the essential requirements of the position or for unethical, illegal, or fraudulent conduct, there shall be no notice required and no severance pay or termination compensation other than the payment of compensation remaining after deduction of any amounts due and owing to the Chapter.  The Chapter shall provide thirty days’ notice or pay in lieu of notice if the Chapter terminates the Agreement for reasons other than those defined as for cause, or illegal, unethical, or fraudulent conduct, or if the chapter decides not to renew the agreement.
10.
DEATH / TOTAL DISABILITY

If Ms./ Mr./Dr. 


 dies during the term of this Agreement, her/his employment and all obligations of the Chapter under this Agreement shall cease except those related to any insurance or retirement programs, unpaid salary obligations, or reimbursable expenses.
In the event that Ms./ Mr./Dr. 


 becomes unable, based upon appropriate medical verification, to perform the essential function of her/ his job as defined under applicable federal/state laws, her/his salary and those benefits unrelated to any applicable accrued sick leave, annual leave, or health or disability insurance coverage shall cease, and she/he may be replaced as required to carry on the functions of the Chapter.
11.
PERFORMANCE EVALUATION

A performance evaluation shall be conducted in compliance with the applicable Personnel Standards for NASW Chapters.
12. CONFLICT OF INTEREST

During the term of this Agreement, Ms./Mr./Dr. ____________________ shall not engage in any activities which could or do constitute a conflict with the performance of the duties required under this Agreement.  If a conflict may or does occur, Ms./Mr./Dr. ____________________ shall notify the Chapter leadership.  In the event that the matter cannot be satisfactorily reconciled, Ms./Mr./Dr. ____________________ shall offer his/her resignation.
13.
MISCELLANEOUS

Except as otherwise provided in this Agreement, the provisions of the Chapter’s personnel policies and the Personnel Standards for NASW Chapters in effect at the time  an incident occurs apply to Ms./ Mr./Dr. 



 .  In the event of a conflict between the Agreement and the Personnel Standards for NASW Chapters or the Chapter policies, this Agreement shall govern.  This Agreement and Attachments represent the entire agreement between the parties and supersede any prior oral or written agreements between the parties.  Any modification of this Agreement must be in writing and signed by the parties.  In the event that any provision of this Agreement is held to be invalid or unenforceable, the remaining provisions shall remain in full force and effect.  Prior to signing this Agreement, Ms./ Mr./Dr. 


  has been provided an opportunity to have this Agreement reviewed by an attorney and/or advisor.  This Agreement shall be interpreted under the laws of 


.  This Agreement will not take effect until it has been reviewed and approved by an authorized representative of NASW’s National Office staff. 
If the contract is approved by the National Office, any time worked in the Executive Director position from the date of hire will count under the contract for all purposes whether the contract has been fully executed by all parties or not.  The original date of hire will be considered as the starting date for the Executive Director’s employment agreement.
IN WITNESS WHEREOF the parties have executed this Agreement.

Dated 



By: 




_______

Dated 



By: 




_______




       President,_________  Chapter 





       National Association of Social Workers

APPROVED

Dated 



By: 




_______




       National Association of Social Workers
FIRST DAY OF EMPLOYMENT: ____________________________

Attachments:
A - Duties



B - Compensation / Benefits/ Leave



C - Evaluation Standards

Chapter Executive Director Employment Agreement 

(2-3 years -- for Continuing Executive Directors hired after January, 1997)
This Employment Agreement (hereinafter referred to as “Agreement”) is entered into between the National Association of Social Workers (hereinafter referred to as “NASW”) through its __________ Chapter (hereinafter referred to as “Chapter”) and ________ (hereinafter referred to as Ms./Mr./Dr. __________ ).
WHEREAS, the Chapter is authorized by NASW to hire an Executive Director to administer and manage the affairs of the Chapter under the direction of the Chapter’s Board of Directors and the National Board of Directors, and 
WHEREAS, Ms./Mr./Dr. __________ has satisfactorily completed one or more years of service as Executive Director, and
WHEREAS, the parties are entering into this Agreement to establish the terms of their employment arrangement,
NOW, THEREFORE, the parties agree as follows:
1. TERM

Unless terminated during the term of this Agreement by Ms./Mr./Dr. __________ or by NASW as outlined in Paragraph 9, the term of this Agreement shall be for a period of ____ years, the specific dates of which are set out in Attachment A.
Comment: This agreement is for two to three years unless terminated by the individual serving as Executive Director or for those limited reasons set forth in Paragraph 9 and further described in the Personnel Standards for NASW Chapters.
2.
QUALIFICATIONS

As a part of the original hiring process, Ms./Mr./Dr. __________ presented a resume, references, and other information establishing her/his qualifications and experience as suitable for the position of Executive Director of the __________ Chapter.  Further, Ms./Mr./Dr. __________ represented that she/he has no criminal record or employment history that would interfere with her/his ability to be bonded or to serve as Chapter Executive Director.  Ms./Mr./Dr. __________ confirms as a part of this Agreement that there are no modifications regarding her/his qualifications in the information and documentation previously provided.
As it is essential to travel throughout the State of __________ on a regular basis and driving is the only feasible means of transportation in many sections of the state, Ms./Mr./Dr. __________ has submitted proof of a valid __________ driver’s license and has established access to an automobile and will carry appropriate auto insurance.

3. 
DUTIES

The duties to be performed under this Agreement are set forth in Attachment A, which is initialed by the parties and made a part of this Agreement.  The duties outlined in Attachment A provide a general description of the functions of the Executive Director as Chief Executive Officer of the Chapter and may be modified as necessary to meet the requirements of the position.

Comment: It is possible to add that modifications in functions of any significant nature should also be put in writing.

4.
WORK PRODUCT/CONFIDENTIAL MATERIAL
All work products or work in progress created by the Executive Director under this contract during the term of this Agreement shall constitute work for hire and shall be the property of NASW.  All documents, records, computer systems, programs, technologies, models, forms, instruction, strategies, and other information prepared as work product or provided by NASW during the performance of the duties under this Agreement shall remain the property of NASW and may not be duplicated or distributed for use outside of NASW except as required in the performance of duties as Executive Director.
5.
AUTHORITY

The Executive Director of the Chapter is authorized to act on behalf of the Chapter as designated by the Chapter Board of Directors and/or the National Board of Directors as required to carry out the normal business of the Chapter or to protect the interest of the Chapter and NASW. The Executive Director shall follow the Bylaws and policies of the National and Chapter organizations in performing the duties of the position.
6. COMPENSATION

The compensation and benefits payable under this Agreement are outlined in 

Attachment B, which is initialed by the parties and made a part of this Agreement.  Termination of the employment relationship while the Agreement is in effect by the Chapter shall result in the payment of the sums outlined in Paragraph 9 of this Agreement.  The salary paid as indicated in Attachment B shall be paid on a (bi-weekly, monthly, semi-monthly) basis.  The Chapter shall provide access to participation in those benefit programs outlined in Attachment B according to the terms of each benefit program as set out more fully in the plan agreement.
Comment: This paragraph should describe how often the person will be paid -- pick one offered or insert another choice.  The amount of the salary and specific benefits are described in Attachment B.  The hiring salary schedule for the position of Executive Director is set forth in the Personnel Standards for NASW Chapters.
7. REIMBURSEMENT OF EXPENSES

Upon submission of documentation or receipts, Ms./Mr./Dr. __________  shall be reimbursed for travel and business expenses outlined in Attachment B to the extent such expenditures are necessary, reasonable, and authorized under NASW policy or practice to fulfill the responsibilities of the position of Chapter Executive Director.
8. VACATION AND SICK LEAVE

Vacation, sick and any other paid or unpaid leave will be earned and made available for use as set forth in Attachment B.

Comment: Leave will be described in Attachment B as authorized by the Personnel Standards for NASW Chapters.
9. TERMINATION

In the event that the Agreement is terminated by Ms./Mr./Dr. __________, there shall be no termination compensation other than accrued compensation earned prior to the effective date of termination minus any payments due and owing to the Chapter.  In the event that the Agreement is terminated by the Chapter for cause defined as willful, negligent, or repeated failure to perform the essential requirements of the position or for unethical, illegal, or fraudulent conduct, there shall be no notice required and no severance pay or termination compensation other than the payment of compensation remaining after deduction of any amounts due and owing to the Chapter. If the decision is made by the Chapter to terminate the Agreement for reasons other than those defined as for cause, or illegal, unethical, or fraudulent conduct, the following severance arrangements (minus any amounts due and owing to the Chapter) shall apply.

A. Termination during the second through third year of service as Executive Director shall result in two months of severance pay.

B. Termination during the fourth through fifth year of service as Executive Director shall result in three months of severance pay.

C. Termination during the sixth through eighth year of service as Executive Director shall result in four months of severance pay.

D. Termination during the ninth through tenth year of service as Executive Director shall result in five months of severance pay.

E. Termination during the eleventh through fifteenth years of service as Executive Director shall result in six months of severance pay.

F. Termination during the sixteenth through nineteenth years of service as Executive Director shall result in 9 months of severance pay.

G. Termination during the twentieth or more years of service as Executive Director shall result in twelve months of severance pay.

Comment: In addition to severance pay, health insurance may also be continued during the severance period if severance is paid out over a period of months rather than in a lump sum.
10. DEATH / TOTAL DISABILITY

If Ms./Mr./Dr. __________ dies during the term of this Agreement, her/his employment and all obligations of the Chapter under this Agreement shall cease except those related to any insurance or retirement programs, unpaid salary obligations, or reimbursable expenses.

In the event that Ms./Mr./Dr. __________ becomes unable, based upon appropriate medical verification, to perform the essential function of her/his job as defined under applicable federal/state laws, her/his salary and those benefits unrelated to any applicable accrued sick leave, annual leave, or health or disability insurance coverage shall cease, and she/he may be replaced as required to carry on the functions of the Chapter.
11. PERFORMANCE REVIEWS

Annual performance reviews shall be conducted during the term of this Agreement.   Measurable performance expectations upon which the evaluation shall be conducted, and the process the Board of Directors will use to conduct the evaluation (see Standard 41) must be included in Attachment C.  Evaluations shall be conducted in compliance with the applicable Personnel Standards for NASW Chapters and shall be based on performance duties and responsibilities outlined in Attachment A.  The process the Board of Directors will use to conduct the evaluation is outlined in Attachment C.
12. CONFLICT OF INTEREST

During the term of this Agreement, Ms./Mr./Dr. ____________________ shall not engage in any activities which could or do constitute a conflict with the performance of the duties required under this Agreement.  If a conflict may or does occur, Ms./Mr./Dr. ____________________ shall notify the Chapter leadership.  In the event that the matter cannot be satisfactorily reconciled, Ms./Mr./Dr. ____________________ shall offer his/her resignation.

13. DISCIPLINE POLICIES AND APPEAL PROCEDURES

 In the event that termination for unsatisfactory performance is instituted under the Personnel Standards for NASW Chapters, a proposed termination shall be held in abeyance until completion of the mediation process, if mediation is requested by Ms./Mr./Dr. __________.  During any mediation process, the duties required under the Agreement shall continue to be performed unless the chapter makes an alternative arrangement.

14. MISCELLANEOUS

Except as otherwise provided in this Agreement, the provisions of the Chapter’s personnel policies and the Personnel Standards for NASW Chapters in effect at the time an incident occurs apply to Ms./Mr./Dr. __________.  In the event of a conflict between this Agreement and the Personnel Standards for NASW Chapters or the Chapter policies, this Agreement shall govern.  This Agreement and Attachments represent the entire agreement between the parties and supersede any prior oral or written agreements between the parties.  Any modification of this Agreement must be in writing and signed by the parties.  In the event that any provision of this Agreement is held to be invalid or unenforceable, the remaining provisions shall remain in full force and effect.  Prior to signing this Agreement, Ms./Mr./Dr. __________ has been provided an opportunity to have this Agreement reviewed by an attorney and/or advisor.  This Agreement shall be interpreted under the laws of the State of __________.  This Agreement will not take effect until it has been reviewed and approved by an authorized representative of NASW’s National Office Staff.
If the contract is approved by the National Office, any time worked in the Executive Director position from the date of hire or expiration of last agreement will count under the contract for all purposes whether the contract has been fully executed by all parties or not.  The original date of hire or expiration of last agreement will be considered as the starting date for the Executive Director’s employment agreement.

IN WITNESS THEREOF, the parties have executed this Agreement.

Dated 



By: 








  



Executive Director

Dated 



By: 









       President, NASW, __________ Chapter
APPROVED

Dated 



By: 









       National Association of Social Workers

FIRST DAY OF EMPLOYMENT: ____________________________

EXPIRATION OF LAST CONTRACT: ________________________

Attachments:
A -- Duties/Responsibilities of the Executive Director



B -- Compensation /Benefits/Leave



C -- Performance Evaluation Standards/Process

ATTACHMENT A

 Job Description  For Executive Director

Title:
Executive Director
Chapter:
Issue Date:
I.
Major Functions
Acts as Chief Executive, accountable to the Board of Directors through the Chapter President. Recommends and participates in formulation of policies and makes decisions within existing policies as approved by the Board of Directors. Plans, organizes, directs, and coordinates Chapter staff, programs, and activities to ensure that objectives are attained, plans are fulfilled, and member needs are met. Maintains effective internal and external relationships through management, leadership, and communication to achieve economical, productive performance, forward-looking programming, and constructive growth of the Chapter.
II.
Basic Duties and Responsibilities
Within the limits of the bylaws, policies, and national standards for Chapters, the Executive Director is responsible for and has authority to accomplish the duties set forth below.


Administrative and Management
A.
Ensures that the Board of Directors, Executive Committee, and officers are kept fully informed of the conditions and operations of the Chapter and of all important factors influencing them. Attends all meetings of the Board of Directors and Executive Committee.

B.
Recommends, for the approval of the Board of Directors, basic policies and programs that will further the objectives of the Chapter. Develops and administers, for purposes of day-to-day operations, specific policies, procedures, and programs to implement the general policies established by the Board of Directors.

C.
Implements decisions of the Board of Directors not delegated to committees, units, or volunteers.


Financial Management

D.
Plans and manages the Chapter budget, coordinating with the Board Finance Committee and the Treasurer. Administers Chapter funds under the direction of the President and Treasurer in accordance with National and Chapter fiscal policies.

E.
Is responsible for submitting all required reports to the National Office, including the annual report and audit.

F.
Prepares grant proposals to fund specific Chapter activities as directed by the Board of Directors.


Human Resources Management
G.
Establishes a sound organization structure for the Chapter office.

H.
Recruits, hires, trains, and supervises Chapter staff as authorized by the Board of Directors. Directs and coordinates staff.

I.
Identifies the potential voluntary person power of the Chapter through involvement of members on Chapter committees and task forces and in programs and social action.


Communications
J.
Maintains effective relationships with the National Office and keeps the Board and Chapter members and volunteers informed of materials and policies from the National Office.

K.
Plans and executes communications to the general membership that includes an annual report, newsletters, general mailings, news releases, and so forth.


Marketing
L.
Provides staff support to the planning, organizing, and directing of membership recruitment and retention programs, evaluates results, and recommends policies, procedures, and actions required to achieve membership goals.

N. Promotes interest and participation in Chapter activities on the part of the membership and local program units.

Legislative

N.
Provides staff support for legislative activities of the Chapter at both the state and national levels.


Education, Conventions, and Meetings

O.
Responsible for facilitating the planning, promotion, and administration of official Chapter meetings.

P.
Participates in the planning and conducting of workshops and educational programs related to the interest and purposes of NASW.


Local Program Units
Q.
Assists the President in developing liaisons between the Chapter and local program units.

R.
Provides special assistance to leadership of local program units helping to identify possible members and aiding in organization and development of programs.

S.
Visits local program units periodically to learn about their special interests and problems and to become acquainted with local leaders.
III.
Working Relationships

A.
Internal


1.
Interacts with Chapter staff and volunteers, Board of Directors, Executive Committee, National Office staff, and Regional Board Representatives.


2.
Serves as staff liaison to all committees and provides liaison between the committees and the Board of Directors.

B.
External

3.
Interacts with state and local governments when necessary.


4.
Establishes and maintains contacts with outside associations, social work education programs, organizations, and vendors, which will benefit and promote the interests of the Association.
IV.
Minimum Work Requirements
A.
Knowledge

1.
In-depth knowledge of Association policies, procedures, and operations.


2.
Knowledge of professional social work issues.


3.
Master’s degree or equivalent* relevant work experience. Professional degree in social work from a CSWE-accredited school is preferred.

B.
Experience

1.
Three to five years in administration, management, and policy in addition to educational requirement.


2.
Experience in working with volunteer associations.


     C.
Skills and Abilities


1.
Demonstrated management and supervisory skills, analytical research skills, communication (both verbal and written) skills, interpersonal skills, computer literacy, and negotiation skills and experience.
V.
Dimensions
A.
Supervision

1.
Supervises staff and volunteers within the Chapter.

B.
Financial Scope

1.
Prepares budget, monitors expenditures, and reviews and controls Chapter expenses under the direction of the Board of Directors.

C.
Reporting Relationships
2. Reports directly to the Board of Directors, through the Chapter President.
_________     ________________

______________
 _________

ED Initials

Date


President Initials
Date


ATTACHMENT B

Compensation/Benefits/Leave

Executive Director

Following is a schedule of terms of compensation, benefits provided and leave available under the terms of the Employment Contract between the _______ Chapter of NASW and ___________, Executive Director.  This schedule will conform to Personnel Standards for NASW Chapters published by NASW and any specific policies not enumerated in this Attachment are addressed in that publication.
A. Compensation

1. Salary:  The salary shall be $_______ per year, payable in ___ installments of ____ on the ___ day and ___ day of each month.  Regular working hours will be ______

(example, 37.5 hours/week)

2. Expenses:  The Association shall reimburse the Executive Director for expenses, reasonable and necessary, incurred in the performance of his/her duties under budgeted guidelines.  Mileage for use of a personal automobile for travel on behalf of the Association will be reimbursed at a rate specified.  Expenses will be submitted for approval and reimbursed within the month following the submission of an expense report and supporting receipts.

3. Moving Expense Reimbursement (if applicable):  The Association will provide an allowance of _____ toward expenses related to moving from ________ to ________ payable on the first day of employment.  (For Chapters hiring someone from out of their area it is expected that a contribution towards moving expenses will be made.)

B. Employee Benefits

1. Insurance:  The Association will provide medical, dental, vision and life insurance benefits.  Association-funded long term disability income protection is provided through ________ (insurance company).  Waiting periods for each of the covered insurance benefits is specified under the terms of each policy.

2. Retirement:  An employer-funded retirement program is provided through __________ (insurance company).  The current funding rate is ___ percent of annual salary.  

(Optional)Additionally, an employee-funded pre-tax savings plan is available through _________ (insurance company).
C. Leave

Employee shall be entitled to ___ vacation days per year and ___ days of sick leave per year.  Other annual leave – including administrative leave, jury duty, leave without pay and compensatory time – will adhere to the minimum number of days provided according to the Personnel Standards for NASW Chapters which shall also be followed in regard to the application of the leave provisions in this attachment.  The employee is entitled to eleven (11) paid holidays per year.  Paid holidays will include New Year’s Day, Martin Luther King Day, President’s Day, Memorial Day, Independence Day, Labor Day, Veteran’s Day, Thanksgiving, the day after Thanksgiving and Christmas plus one (1) floating holiday that shall be scheduled by arrangement with the Chapter President.

_________    ________________

______________     ________________

ED Initials
Date



President Initials 
Date



MODEL

ATTACHMENT C

EXECUTIVE DIRECTOR PERFORMANCE STANDARDS

The process for evaluating the executive director will be: (attach evaluation tool if available and describe the evaluation process).  The following goals and objectives will be used as the performance criteria by which the evaluation of the Executive Director for the __________ Chapter of NASW will take place.  These standards will be completed between __________ (beginning date) and __________ (ending date) (a one-year time span).
GOAL 1:


Objectives:


1.


2.


3.

Outcome Measures:


1.


2.

GOAL 2:



Objectives:

1.


2.


Outcome Measures:


1.


2.


3.

GOAL 3:

Objectives:


1.


2.

3.

Outcome Measures:


1.


2.

(etc.)

_________     ________________

__________     

___________

ED Initials

Date


President Initials
Date


Performance Standards Setting Guidelines 

Performance standards complement the executive director’s job description.  These are the executive director’s priorities for the coming year.  Remember that “goals” are where you want to end up and “objectives” are how you will meet the goals.  Goals are a bit more general than are objectives.  Objectives need to be specific, clear, reasonable and measurable with assigned time frames.  “Outcomes” are how you will know that the goal and objectives were met.  These may include participant surveys, reports (written or oral), or proof that target goals are met.  

Example:

Goal 1: Increase new chapter membership by 3% (75 members)


Objectives:

1. Update outreach materials

2. Schedule and conduct presentations at all schools of social work and relevant agencies (at least 5)

3. Acquire prospect lists and send to the national office for the mailing campaign


Outcomes:

1. There are at least 75 new members 

2. Regular reports at board meeting regarding school and agency visits

3. All prospects are sent to the national office and a copy is kept in the chapter office for tracking purposes.

Optional Areas for Goal-setting

Financial management

Continuing education programming/annual conference

Non-dues revenue-raising

Membership recruitment

Membership retention

Personnel management

Administrative systems

Communication & Coordination – members, board, committees, local units, staff, national

Professional development

Web site development and maintenance

Legislative and/or electoral programming

Coalition-building efforts

Schools of social work, licensing board and social work agencies outreach 

Media outreach/public affairs

Other

APPENDIX J

SAMPLE EXECUTIVE DIRECTOR PERFORMANCE APPRAISAL

 CHECK ALL THAT APPLY: I AM NOW A
_____Board Member

_____Executive Committee Member

_____Committee Chair

Rating Instructions

Please rate each of the following areas of performance using the following scale:

E
4  (Excellent)

G
3  (Good)

S
2  (Satisfactory)

N
1  (Needs Improvement)

I
0  Insufficient information on which to base rating

Use the space provided for comments to give examples or make suggestions.

Rating

_____GENERAL ADMINISTRATION

Chapter Office is managed effectively and efficiently; it meets the needs of the membership, and it meets the needs of the volunteer leadership.

 Comments:
Rating

_____FISCAL PLANNING

Plans fiscal spending well. Collaborates with the Finance Committee and Treasurer in managing regular fiscal affairs. Identifies financial problems and opportunities and recommends appropriate actions to the Finance Committee and the Board.

 Comments:
Rating

_____EXECUTION

Effectively and efficiently implements Board decisions in line with Chapter goals and objectives. 

 Comments:
Rating

_____FISCAL MANAGEMENT

Manages the fiscal affairs of the Chapter responsibly. Given NASW’s budget constraints, uses resources effectively. Prevents budget overruns except in unavoidable circumstances, and saves money when possible.

 Comments:
Rating

_____MEMBERSHIP AFFAIRS

Manages the Chapter Office to ensure that members’ requests for information and assistance are handled courteously and efficiently.

 Comments:




Rating

_____LEADERSHIP DEVELOPMENT

With the Chapter President, facilitates the development of the Board and Executive Committee; provides leadership and direction to ensure they function optimally.

 Comments:
Rating

COMMITTEE INTERACTION

Rate each statement separately.
_____
Maintains open communication with the Committee.

_____
Provides adequate resources for the group to accomplish its goals.

_____
Attends meetings as requested and needed.

_____
Keeps the Committee informed of issues pertinent to its purpose.

_____
Follows through on Committee requests and decisions.

 Comments:
Rating

_____LEADERSHIP INTERACTION

Is accessible to and approachable by the volunteer leaders of the Chapter. 

 Comments:
Rating

_____LEADERSHIP OF VOLUNTEERS

Manages volunteers effectively; provides direction and leadership and prioritizes conflicting demands.

 Comments:
Rating

_____NETWORKING

Establishes and maintains programmatic and action linkages with other associations, organizations, and relevant coalitions within the state.

 Comments:
Rating

_____REPRESENTATION

Demonstrates leadership in the social action field. Represents NASW and the profession appropriately and effectively.

 Comments:
Rating

_____SUPERVISORY SKILLS

Recruits, hires, trains, and motivates staff personnel and determines whether workloads are commensurate with expectations and best capacities.

 Comments:
Rating

_____PERSONNEL MANAGEMENT

Determines appropriate staffing needs, ensures compliance with all employment regulations and standards, and promotes staff development and training activities.

 Comments:
Rating

_____PUBLIC RELATIONS

Maintains the positive public image of NASW through public speaking and/or publications of the Chapter.

 Comments:
SUMMARY
Rating

_____OVERALL RATING 

Overall rating of the Executive Director’s performance during this evaluation period.

 Comments:




AREAS OF GREATEST STRENGTH:









AREAS FOR IMPROVEMENT:









OTHER COMMENTS:

APPENDIX K

ELEMENTS OF AN EXECUTIVE DIRECTOR TRANSITION PLAN

The following is an outline of the type of information to include in n executive director transition plan, under the topics identified in Standard 49.  The current chapter executive director and chapter board should develop and complete a transition plan, before the chapter search committee starts its work.
Every transition plan needs to include:

1. A 12-month time frame

2. A design based on a Board review of organizational strengths and challenges. 

3. The outgoing executive director’s work plan and detailed description of the status of continuing education, legislative and/or electoral programs, and legal/financial deadlines.

4. Office coverage during the period between executive directors.

5. The search committee’s charge and time table

6. Orientation and training plan for the new executive director 

7. Approval by the chapter board and Chapter Services

Sample Outline for a Transition Plan

I. Introduction/background

II. Personnel

· A complete assessment of all personnel actions

· Completed staff evaluations for the current year

· All personnel records are current and in order

III. Fiscal/Business

· Status of any grants

· Documentation of chapter’s budget process

· Financial statements done for month prior to departure

· Review and note location and status of bank signature cards, postal accounts, inventory of equipment, publications, products, leases, vendor contracts, insurance, office maintenance arrangements, credit accounts, accounts receivable, and all bank accounts (including for PACE)

· Web site and database pass words and procedures

· Regulatory reporting, such as payroll taxes, IRS 990 reports, and any mandatory state reporting requirements applicable to PACE

· Chapter annual report and audit

IV. Legal/Business Issues

· Professional review cases in progress

· Contracted services, office equipment, office lease, contract employees, etc.

· Lawsuits

· Amicus curiae briefs

· IRS penalties/wage garnishments

· Office keys

· Document archives

· Rent/mortgage (date due, amount, payee)

V. Program/Member Services

· Newsletter timetable, postal account, layout, advertisements and printing arrangements

VI. Conferences/continuing education events and special events timetable; co-sponsorship agreements, conference-related contracts (speakers, hotel); and other business relationships
VII. Program planning

· Chapter program-planning process

· Strategic planning and chapter committee work

VIII. Legislative and electoral program  (“Advocacy Agenda”)

IX. Inter-organizational relationships

· Participation agreements

· Social work regulatory board relationships and meeting schedule

· Schools of Social Work and status of the Chapter’s relationships with schools and students

· Pending government affairs issues

X. Media/public relations

XI. Status of chapter elections, appointments and orientations

XII. Outgoing executive director’s transition/work plan

XIII. Charge to the search committee, search committee members and committee timeline

XIII.
Orientation and training plan for the new executive director

APPENDIX L
CHAPTER CONFIDENTIALITY STATEMENT

Members of NASW must abide by the NASW Code of Ethics; therefore, as chapter employees it is our responsibility to model the NASW Code of Ethics.  Even though not all employees are social workers, employees must maintain confidentiality of the Association as it relates to all affairs of NASW. Employees must sign the NASW Confidentiality Pledge / Statement of Understanding annually.  Confidentiality refers to internal and external issues.  

The subject of confidentiality entails the protection of identities of individuals and of substantive information that come before persons doing supportive work for NASW (such as word processing, filing, duplication, archiving, etc.), management information services activities, professional review processes, maintenance of membership records, payroll production, chapter election processes and more.   Information is confidential within an individual job description.  This means that unless the individual needs the information to complete a job function, the person should not be privy to the information.  Also, just because an employee has access to salary information, it does not mean she / he can look up someone’s salary unless it is needed for that job function.  Further, an individual with access to confidential information within one area/department may not divulge that information to anyone in another area/department unless the disclosure is necessary for completion of an assigned task and is approved by the appropriate supervisor(s) of both departments.

Procedures
1. Employees will sign a NASW Confidentiality Pledge / Statement of Understanding at the time employment begins and annually at the start of each fiscal year.

2. The signed NASW Confidentiality Pledge / Statement of Understanding is kept on file in the employee’s Personnel Record.

Confidentiality Form -- attached

National Association of Social Workers
NASW Confidentiality Pledge / Statement of Understanding
I have read the Association’s Confidentiality Policy, received a copy and understand the following:

· I will not disclose confidential information concerning the affairs of NASW or the chapter office unless there is an identified reason and permission is granted from a Manager or the Executive Director.


· I will treat all correspondence and all documentation of Association business that is not publicly distributed by NASW as confidential both within the organization and in communicating with entities outside the organization.  Confidential information may include and is not limited to:

· Membership election information;

· Ethics and professional review information;

· Financial and other business information;

· NASW Board of Directors issues;

· NASW membership data base;

· Personnel issues;

· Staff salary information.

· If I find confidential written materials or receive misdirected confidential mail, I will review information briefly to determine to whom the information belongs and then read no further.  Once I have identified the owner or the intended recipient, I will return or redirect the material / mail to the appropriate person immediately.  I understand I am to keep the information I saw confidential.  If I do not know to whom the information belongs or if I am concerned about what I have seen, I understand I may contact a Manager or the Executive Director.

· I will refer all inquiries about the NASW Procedures for Professional Review and the NASW Code of Ethics to the Office of Ethics and Professional Review.

· I will refer all legal matters to the Executive Director, unless the matter clearly belongs in another area of the chapter office.

· I further understand a breach of any of the above may subject me to disciplinary action, up to and including termination of employment.

________________________________________________
___________________

Employee Signature






Date

File Original in Employee’s Personnel Record

INSTRUCTIONS:  To elect COBRA continuation coverage, complete this Election Form and return it to us.  Under federal law, you must have 60 days after the date of this notice to decide whether you want to elect COBRA continuation coverage under the Plan.  





Send completed Election Form to:  [Enter Name and Address]





This Election Form must be completed and returned by mail [or describe other means of submission and due date].  If mailed, it must be post-marked no later than [enter date].  





If you do not submit a completed Election Form by the due date shown above, you will lose your right to elect COBRA continuation coverage.  If you reject COBRA continuation coverage before the due date, you may change your mind as long as you furnish a completed Election Form before the due date.  However, if you change your mind after first rejecting COBRA continuation coverage, your COBRA continuation coverage will begin on the date you furnish the completed Election Form.  





Read the important information about your rights included in the pages after the Election Form.
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