APPENDI X 5
SAVPLE QUTLI NE: PERSONNEL PCLI CY

General Statenent: Sunmmarizes the general principles of the
personnel policy. For exanple, it states the authority of the
personnel nmanager to administer the policy, gives ultimte
authority to the executive director, states enployees' rights to
join a union and states that there will be no discrimnation

Amendnent of Policies: Explains procedures for changi ng personnel
polici es.

Classification/Job Descriptions: States that the personnel manager
will keep job descriptions and add to them or anend them as
necessary. These descriptions include duties and qualifications of
each position. This section also describes procedures for changing
an enpl oyee's responsibilities.

Conpensation: Explains the pay plan, including pay range and
i ncreases, probationary conpensation, nerit conpensation, pronotion
pay, overtinme pay, holiday pay, standby pay, etc.

Enpl oyment: Describes policies for hiring and pronotion, such as
nondi scrimnation, recruitnent, application, preferences,

transfers, nepotism denotions, full and part-tine enpl oynent, etc.
It al so describes the conditions of enploynent, such as hours of
work, flex tine, holidays, sick | eave, vacation tine, work attire,
health and safety, etc. It should also include an expl anati on of

I ndi an preference in enploynent and training, in accordance with 24
CFR 950. 175.

Di sci pline: Explains causes for disciplinary action and provides
exanpl es of m sconduct. Al so outlines disciplinary actions such as
probation, suspension, denotion, disnissal, etc. Qutlines

enpl oyees' grievance procedure.

Harassment: Defines practices related to harassnent and conpl ai nt
pr ocedures.

Wor kpl ace | ssues: Addresses issues, which m ght include snoking
policy or workplace safety issues, for exanple.
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