SCA STAFF HANDBOOK INTRODUCTION

This Student Conservation Association, Inc. (SCA) handbook outlines the policies and practices that guide us in our daily work together.  We’d like you to know what you can expect from us and what we expect from you.

This handbook was created to serve three primary purposes:  (1) to present our policies and practices in one reference source, (2) to conform to certain state and federal laws and convey necessary legal information to our staff, and (3) to give a general description of SCA’s benefits.  Nothing contained in this handbook should be perceived as stating or implying a contract of employment.

Underlying what we are communicating in this handbook is SCA’s desire to support individual performance and development and to provide the information necessary for all of us to make good decisions as we go about our daily work.  

Please read this entire handbook and sign the acknowledgement at the back within your first five days of employment.  You are responsible for knowing its contents and using it as a guide.  Of course, you may ask questions about our policies and procedures; feel free to speak with your manager or any member of the human resources staff at any time.

Please keep this handbook.  The policies, procedures, benefits and practices described in this handbook should not be taken for granted and are subject to change.  We will attempt to give you ample notice when a policy or benefit change is made.

If you have any questions or comments please contact vvaldivia@thesca.org 

Print out the Acknowledgement of receipt and Reading of Staff Handbook ; send in signed copies to either Pam Bennett or Val Valdivia.

