SCA WORK PRACTICES & ENVIRONMENT

Punctuality and Attendance

Staff members who are unable to report for work for any reason must notify their immediate manager before the start of your workday.

In general, all staff members are expected to be responsible and demonstrate respect for fellow staff by establishing a record of regular attendance.  This is a factor considered in evaluating overall job performance.

Frequent lateness or excessive absenteeism may result in the disciplinary action up to and including termination.

Use of Facilities and Property

Staff members are asked to treat organization property as they would their own.  Specifically, staff members are to keep their own work area and common areas clean and well maintained and limit their use of SCA equipment to work-related purposes.

Occasionally, staff members may need to enter organization premises after the offices are closed to retrieve personal items or complete projects.  Please provide your manager with advance notice if you intend to enter the premises after office hours.

SCA property may be borrowed by signing out equipment with the appropriate person.  Staff members who borrow SCA property are responsible for any damage done to the equipment while it is in their possession and/or replacing property if it is not returned to SCA.

Security

SCA strives to provide a secure work environment for out staff, volunteers, customers and visitors.  We provide for the security of our buildings and facilities by maintaining alarms.  We ask that you comply with all security procedures established in your work area and that you immediately report any breach of security to the Facilities Manager.

Immediately report lost or stolen keys or missing organization property to your manager.  Copying or giving keys or security codes to an unauthorized individual will be considered grounds for immediate dismissal.

Personal Use of Telephones

The telephone is one of our most important service tools.  Please be certain that your phone manner reflects the care and courtesy toward our customers and the public.  Except in cases of emergency, please keep personal phone calls brief and infrequent.

Use of Personal Automobile

Staff members who use their own automobiles for travel on authorized organization business will be reimbursed for mileage at the rate established by SCA.  Staff members must carry, at their own expense, the minimum insurance coverage for property damage and public liability.

Attire and Grooming

It is expected that staff members will maintain a clean and neat appearance and will project a professional and businesslike image in dealing with customers, volunteers and the general public.  SCA maintains a casual attire policy and reserves the right to define appropriate standards of appearance for the workplace.

Expense Reimbursement

Staff members are reimbursed for reasonable and customary expenses incurred in the performance of one’s job.  Staff members are asked to complete a record of all expenses for which they seek reimbursement and to submit receipts along with the expense record for reimbursement approved by your immediate manager.
