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I. Introduction  
 
The North Carolina Early Childhood Foundation (NCECF) welcomes you as a new employee. Our mission 
is to marshal North Carolina’s great people, ideas and achievements to build a foundation of opportunity 
and success for every child by the end of third grade. The Board of Directors establishes NCECF’s mission 
and policies and hires the Executive Director to implement them. It is the Executive Director’s 
responsibility to hire, supervise and make personnel decisions regarding all additional employees, 
although the Executive Director may choose to delegate some of these responsibilities to other 
managerial staff within NCECF. We believe that NCECF employees have a special responsibility to adhere 
to the highest standards of ethics and professionalism in representing NCECF and carrying out our 
mission. 
 
 

II. Purpose of This Employee Handbook  
 
This Employee Handbook (the “Handbook”) is intended to serve as a guideline, describing the basic 
personnel policies and practices ordinarily applied by NCECF. NCECF reserves the right to alter 
established employment guidelines that may not be contained in the Handbook. It is not intended to 
create and is not a contract of employment. No contractual rights are conferred on the employee by this 
Employee Handbook; its provisions shall not constitute contractual obligations enforceable against 
NCECF. The employees of NCECF are terminable-at-will, meaning that either the employee or NCECF 
may terminate the employment relationship at any time, with or without cause. NCECF reserves the 
right to make changes, from time to time, with or without notice, to the guidelines described in this 
Handbook. Moreover, because it is impossible to anticipate every situation that may arise, NCECF 
reserves its right to address a situation in a manner different from that described in this Handbook. If 
you have questions about the policies and procedures described in this Handbook, or suggestions for 
improvement, please see the Executive Director. 
 
 

III. Equal Employment Opportunity  
 
NCECF is dedicated to providing equal employment opportunities to all individuals based on job-related 
qualifications and ability to perform a job, without regard to age, sex, race, color, veteran status, 
religion, disability, sexual orientation, marital status or national origin. It is our policy to maintain a 
non-discriminatory environment free from intimidation, harassment or bias based upon these grounds.  
Any employee who believes that s/he or any other employee of NCECF has been discriminated against is 
strongly encouraged to report this concern promptly to the Executive Director or Chair of the Board of 
Directors if the complaint is against the Executive Director. 
 
 

IV. Diversity Policy 
 
NCECF recognizes and honors diversity in race, ethnicity, culture, class, age, abilities, gender, sexual 
orientation, political affiliation and places where people live. We seek to reflect this diversity in all 
aspects of our work, including the composition of our membership, Board, committees, staff and 
volunteers. Further, NCECF seeks to be a culturally competent organization that works for equity of 

Page 3 of 17 
 



access to opportunities and resources that allow all young children, birth to age eight, to realize their full 
potential. 

 
V. Terms and Conditions of Employment 
 

A. At-Will Status  
 

Employees of NCECF are employed at-will, which means that they are not hired for any definite 
period of time and either the employee or NCECF may terminate the employment relationship 
at any time, with or without cause. If you believe that you have been made any promises 
regarding the duration of your employment and/or that affects your status as an at-will 
employee, please consult with the Executive Director immediately. 
 
B. Classification of Employees  

 
Full-time Employees: An employee who is normally scheduled to work at least forty (40) hours 
per week. Full-time employees are currently eligible for NCECF benefits as outlined in this 
Handbook.  
 
Part-time Employees: An employee who is normally scheduled to work less than a forty 
(40)-hour work week. Part-time employees working twenty (20) to forty (40) hours are currently 
eligible for Paid Time Off (PTO) on a prorated basis.  
 
Temporary Employees: An employee who is hired in a job established for a temporary period or 
for a specific assignment or group of assignments. Temporary employees normally are not 
eligible for participation in NCECF benefits.  
 
Independent Contractors: Those who are paid on a fee-for-service basis to perform certain 
specified services. Independent Contractors are not considered to be employees of NCECF and 
are not covered by Handbook. 
 
C. Exempt/Non-exempt Employees/Overtime Pay  

 
When you were hired, your job description indicated whether your position is "exempt" 
(meaning, among other things, you are exempt from the overtime pay requirements of the Fair 
Labor Standards Act) or "non-exempt" (meaning you are covered by the overtime 
requirements.) Generally speaking, exempt employees are those whose jobs are primarily 
executive, administrative or professional in nature, as defined by federal regulations.  
 

1. Non-exempt employees and overtime 
If you are non-exempt, you will be paid overtime, at the rate of one and one half (1 and 
½) times your regular hourly rate of pay, for any hours worked beyond forty (40) hours 
in a given work week. However, non-exempt employees must obtain advance 
permission from the Executive Director before working more than forty (40) hours in a 
work week.  
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For overtime purposes, the work week begins on Sunday at 12:01 a.m. and ends on 
Saturday at midnight. Only those hours that are actually worked by the employee will be 
considered "hours worked" in computing whether overtime is due and, if so, how much. 
Scheduled and unscheduled absences and time off for holidays, annual leave, sickness, 
jury duty, bereavement leave or military leave, or absences for other reasons, do not 
count as hours worked for this purpose.  
 
Non-exempt employees may not take compensatory time in lieu of overtime pay; 
however, employees may be given time off within the same work week in which the 
extra hours were worked. For instance, if this week you work 12 hours on Monday, it is 
permissible (with the advance consent of your supervisor) to work only 4 hours on 
Tuesday, so that by the end of the week you will not have worked over 40 hours. In fact, 
your supervisor may require that you take such time off. However, you may not wait 
until next week to take the four hours off and use that in lieu of overtime pay. 
 

2. Exempt employees and overtime 
Exempt employees are responsible for working as many hours as necessary to get the 
job done and are not eligible for overtime pay. During extraordinarily busy times, 
exempt employees may check with the Executive Director to arrange for flexibility 
within their normally scheduled work hours, which may be approved when, in the 
Executive Director’s discretion, it is appropriate and circumstances permit. 

 
D. Time Sheets  

 
All employees (including full-time, part-time and temporary) are responsible for completing and 
submitting time sheets. If you are unaware of the procedures for doing so, please ask the 
Executive Director. 
 
Please see the NCECF Fiscal Policies and Procedures for additional information on submitting 
time sheets. 
 
E. Reporting to Work 

  
The regular, full-time workday is from 9:00 a.m. to 5:00 p.m., with a one hour (unpaid) lunch 
period. With the approval of the Executive Director, flexible hours may be allowed. If you are 
unable to come to work or will be late for any reason and have not received advance 
permission, please call your supervisor before 9:00 a.m. to report your absence or lateness. 
  
Except as provided in other policies, an employee who is absent from work for three (3) 
consecutive days without notification to his or her supervisor or the Executive Director will be 
considered to have voluntarily terminated his or her employment.  
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VI. Compensation and Benefits 
 

A. Pay  
 
Employees are paid every two (2) weeks on Friday. Notice of deposit will be distributed by 
email.  No loans or advances on payroll will be made to any employee. 
 

B. Expenses 
 
Employees must obtain the advance consent of their supervisor before incurring expenses 
for which they will seek reimbursement. NCECF will reimburse employees for reasonable 
expenses incurred in connection with the business of the organization that have been 
properly approved and are submitted for payment with receipts attached or proper 
documentation. 
 
Please see the NCECF Fiscal Policies and Procedures for additional information on submitting 
expenses reimbursements. 

 
C. Leave Time  

 
This section describes the leave time benefits currently offered to employees of NCECF. This 
section does not apply to temporary employees. 
 

1. Paid holidays  
NCECF observes eleven (11) holidays each year. A list of the paid holidays that will be 
recognized by NCECF is circulated to employees on an annual basis. Full-time employees 
are paid for each observed holiday. Part-time employees are paid a prorated amount 
based on the number of hours they are scheduled to work per week. For example, if the 
employee works four (4) hours on Monday and NCECF is closed in observance of 
Memorial Day, the employee will receive four (4) hours of holiday pay. Holidays are paid 
at the employee’s regular rate. 
 

2. Paid Time Off (PTO) 
Full-time employees earn PTO on the following schedule: 

PTO accrual rates for full-time employees Accrual per 
bi-weekly pay 

period* 

Annualized 
accrual rate 

Regular (non time-limited employment) 

Less than 2 years of service 7.39 hours 24 days 

After 2 years of continuous eligible service 8.31 hours 27 days 

After 5 years of continuous eligible service 9.23 hours 30 days 

After 10 years of continuous eligible service 10.16 hours 33 days 
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After 15 years of continuous eligible service 11.08 hours 36 days 

After 20 years of continuous eligible service 12.00 hours 39 days 

 
Bi-weekly rates are for employees regularly scheduled to work forty (40) hours per 
week.  Employees who are regularly scheduled to work less than forty (40) hours per 
week receive proportionately fewer hours in each pay period, so as to realize the same 
number of days per year.  
 
PTO does not accrue during unpaid leaves of absence, except for military duty. 
 
Up to eighty (80) hours of PTO can be accrued and carried forward from one year to the 
next. 
 
Requests to take PTO leave must be approved in advance by the employee's supervisor. 
A nonexempt employee may choose to take full or partial days as PTO, based on the 
number of hours earned by that employee. Employees are expected to plan their PTO 
leave with consideration to work schedules and the supervisor may withhold approval of 
PTO requests and request employees to reschedule if necessary to meet work demands. 
 
3. Bereavement leave  
Full-time employees who have completed at least three (3) months of continuous 
employment and who experience the death of a parent, grandparent, parent-in-law, 
spouse, domestic partner, sibling, child or grandchild, or a step-parent, step-sibling, 
step-child, or step-grandchild, may take up to three (3) days of paid bereavement leave. 
 
4. Jury duty 
If you are selected for jury duty, you will be placed on leave. NCECF will pay you the 
difference between your normal pay and the amount you are paid for serving as a juror, 
provided you give your supervisor notice of your selection for jury duty within three 
business days of receiving the notice.  
 
5. Military leave  
NCECF conforms to all state and federal statutes pertaining to military service. An 
employee who is a member of the active military reserves or active National Guard unit 
will be excused from work and given Military Leave. The absence will not be charged 
against annual leave and the employee will receive normal salary less the amount of 
base pay received from the military unit. The employee will give the Executive Director a 
copy of the official orders to qualify for this type of leave.  
 
6. Unpaid leave  
Full-time employees may request unpaid leave, not covered by any of the other policies 
included herein, by filing a written request with the Executive Director. The Executive 
Director may grant or deny the request, in his/her discretion, depending on the 
circumstances of the request and/or the needs of NCECF. An employee does not accrue 
PTO on unpaid leave. If a request for unpaid leave is granted, NCECF will, in its 
discretion, determine whether any benefits will continue through the leave, and at what 

Page 7 of 17 
 



cost, if any, to the employee. This will depend upon a number of factors, including the 
nature and extent of the leave.  
 
7. Parental Leave Policy 
NCECF will provide paid parental leave to employees following the birth of an 
employee’s child or the placement of a child with an employee in connection with 
adoption. The purpose of paid parental leave is to enable the employee to care for and 
bond with a newborn or a newly adopted child. Flexible and family-friendly policies are 
essential to cultivating an atmosphere where employees can thrive professionally 
without sacrificing essential family obligations. This policy will be in effect for births and 
adoptions occurring on or after January 1, 2018. 
 
Eligibility 
Eligible employees must meet the following criteria: 
▪ Have been employed with the company for at least 12 months (the 12 months do 

not need to be consecutive). 
▪ Have worked at least 1,040 hours during the 12 consecutive months immediately 

preceding the date the leave would begin. 
▪ Be a full- or part-time (20 hours per week or more), regular employee (temporary 

or intermittent employees and interns are not eligible for this benefit). 
In addition, employees must meet one of the following criteria: 

▪ Have given birth to a child. 
▪ Be a spouse or committed partner of a woman who has given birth to a child. 
▪ Have adopted a child age 17 or younger. The adoption of a child by a new spouse is 

excluded from this policy. 
 
Amount, Time Frame and Duration of Paid Parental Leave 
▪ NCECF provides 12 weeks of paid parental leave per year. 
▪ Eligible employees will receive a maximum of 12 weeks of paid parental leave per 

birth or adoption. The fact that a multiple birth or adoption occurs (e.g., the birth 
of twins or adoption of siblings) does not increase the 12-week total amount of 
paid parental leave granted for that event. In addition, in no case will an employee 
receive more than 12 weeks of paid parental leave in a rolling 12-month period, 
regardless of whether more than one birth or adoption occurs within that 
12-month time frame. 

▪ Each week of paid parental leave is compensated at 100 percent of the employee’s 
regular, straight-time weekly pay. Paid parental leave will be paid on a biweekly 
basis on regularly scheduled pay dates. 

▪ Approved paid parental leave may be taken at any time during the six-month 
period immediately following the birth or adoption. Paid parental leave may not be 
used or extended beyond this six-month time frame. 

▪ Employees must take paid parental leave in one continuous period of leave and 
must use all paid parental leave during the six-month time frame indicated above. 
Any unused paid parental leave will be forfeited at the end of the six-month time 
frame. 

▪ Upon termination of the individual’s employment at the company, he or she will 
not be paid for any unused paid parental leave for which he or she was eligible. 
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Coordination with Other Policies 
▪ In no case will the total amount of leave—whether paid or unpaid—granted to the 

employee exceed 12 weeks. Available paid time off (PTO) cannot be used to extend 
leave. Employees are not required to exhaust PTO before taking paid leave.  

▪ NCECF will maintain all benefits for employees during the paid parental leave period 
just as if they were taking any other paid leave such as paid holidays or PTO. PTO 
will not accrue during paid leave. 

▪ If an organizational holiday occurs while the employee is on paid parental leave, 
such day will be charged to holiday pay; however, such holiday pay will not extend 
the total paid parental leave entitlement period. 

 
Request for Paid Parental Leave 
▪ The employee will provide his or her supervisor with written notice of the request 

for leave at least 60 days prior to the proposed date of the leave (or if the leave was 
not foreseeable, as soon as possible). The employee must complete the necessary 
forms and provide all documentation as required by NCECF to substantiate the 
request. 

▪ The approval of the request for leave will be provided in writing by the employee’s 
supervisor within 15 days of the request.  

▪ As is the case with all company policies, the organization has the exclusive right to 
interpret this policy. 

 
D. Fringe Benefits  

 
This section describes the fringe benefits currently offered to NCECF employees. Except where 
indicated, these benefits are available only to full-time employees and part-time employees who 
are scheduled to work at least thirty (30) hours per week, depending on the specific benefit. This 
section does not apply to temporary employees.  
 
Some of these benefits are described in more detail in official plan documents, such as the 
certificates of coverage prepared by insurance companies. The official plan documents contain 
information about eligibility, coverage, deductibles and premiums. Please read these documents 
carefully; if there is a discrepancy between this Handbook and the official plan documents, the 
official plan documents will supersede.  
 
NCECF reserves the right, in its discretion, to change the nature of the benefits offered to 
employees, or to change insurance carriers, deductibles, premiums, or other features of any 
benefit. In addition, NCECF may decide to discontinue one or more benefits. Covered employees 
will be notified of such changes or discontinuations in writing. 
 

1. Health insurance  
All NCECF employees scheduled to work thirty (30) hours per week or more become 
eligible for the group health insurance plan the first day of the first full month of 
continuous employment. The benefits provided, as well as the exclusions, deductible 
amounts, requirements for eligibility and other terms and conditions of coverage, are 
more fully described in the certificate of coverage, which you should receive from the 
insurer when you enroll.  
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Under some circumstances, you and/or any members of your family who are covered 
under your group health insurance plan will have the right to continue coverage under 
the group plan for a temporary period, at your or your family member's expense, even 
after eligibility would otherwise terminate due to your death, termination of 
employment, divorce or various other qualifying events. For further information about 
the right to continued coverage, and any requirements you must fulfill to be eligible, 
please see the administrative manager. 
 

2. Long-Term Disability Insurance  
All NCECF employees scheduled to work thirty (30) hours per week or more will be 
enrolled, if approved by the carrier, in the long-term disability insurance plan on the first 
day of the first full month of continuous employment. This insurance provides coverage 
for a disability resulting from a mental or physical sickness or injury that prevents an 
employee from performing the duties related to his/her occupation. Following a 
thirty-(30)-day wait after the initial injury, an employee may be eligible to receive 
sixty-six and two thirds percent (66⅔%) of his/her gross monthly salary. PTO will not be 
earned during the disability period. This plan is coordinated with Social Security. 
 

3. Term Life Insurance  
All NCECF employees scheduled to work thirty (30) hours per week or more will be 
enrolled in the term life insurance plan, if approved by the carrier, on the first day of the 
first full month of continuous employment.  
  

4. 401k Plan NCECF currently provides a 401(k) plan. All employees are eligible to 
participate. A description of this plan is available and describes, in general terms, 
eligibility requirements, benefits provided, and current costs to employees.  
NCECF contributes three percent (3%) of annual pay bi-weekly which is immediately 
vested at one hundred percent (100%).  NCECF may make an additional discretionary 
contribution of up to four (4)%. The discretionary contribution is subject to the following 
vesting schedule: 

a. After one (1) year of service  25% 
b. After two (2) years of service  50% 
c. After three (3) years of service     100% 

 
The discretionary contribution is reviewed annually and is subject to change. In addition 
to the total NCECF contribution, employees may also choose to make personal 
tax-deferred contributions. 
 

 

VII. Statutory Benefits  
 

A. Workers’ Compensation  
 
All paid employees of NCECF, regardless of classification, are covered by workers’ compensation 
insurance as required by law. Employees must report any work-related injury or illness 
immediately to the Executive Director. This insurance provides benefits, including medical 
expenses and lost wages, whenever an employee’s injury or illness arises out of, and in the 
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course of, his/her employment with NCECF.  Information is available from the N.C. Industrial 
Commission at http://www.comp.state.nc.us/.  
 
NCECF strives to provide safe working conditions for all employees. No employee should 
perform any task that he/she believes is unsafe. Employees should not take unnecessary risks. 
Each employee is responsible for his/her performance and adherence to the safety rules. It is 
each employee’s responsibility to report unsafe conditions immediately to the operations 
manager. 
 

B. Unemployment Insurance  
 
All paid employees, regardless of classification, are entitled to unemployment benefits if they 
become unemployed through no fault of their own. Information is available from North Carolina 
Division of Employment Security at https://desncc.com/deshome. 

 
 
VIII. Performance Evaluation  
 
Generally, performance reviews of employees will be conducted on an annual basis, and for new 
employees, will be conducted at the end of the first three months as well. Performance reviews are 
intended to identify both those aspects of the job that are being performed well and those aspects that 
need attention. They are also a formal opportunity for you to express any concerns you might have 
about the job or about your employment with NCECF. However, if you do have concerns, there is no 
need to wait until your next review to express them; your supervisor is available throughout the year to 
meet with you about issues, problems or questions related to your employment. 
 

IX. Workplace Conduct  
 
In addition to expecting employees to perform their jobs competently and reliably, NCECF expects 
employees to conduct themselves in a professional, ethical and responsible manner that reflects well 
upon NCECF, that promotes a spirit of cooperation and teamwork among employees, and that is 
respectful of the clients, volunteers, and members of the public with whom we interact. Failure to do so 
may lead to corrective action, including dismissal. No workplace conduct statement can possibly cover 
every circumstance that may arise. Employees are urged to use common sense and ask a supervisor for 
clarification of any questions in this area. 
 
 

X. Corrective Action/ Dismissal  
 
When performance issues are identified with respect to an employee, when instances of unacceptable 
conduct occur, when violations of policy occur, or when for any reason the employment relationship has 
become problematic from the point of view of NCECF, any of a variety of steps might be taken, up to and 
including termination. In some cases, the employee will be given an oral or written warning. In other 
cases, suspension (with or without pay), demotion, or other corrective action could take place. NCECF 
reserves its right to determine what it believes is an appropriate response, and to implement it. The 
action taken in an individual case should not be assumed to establish precedent in other circumstances. 
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XI. Separation from Employment  
 
As stated above, all employees of NCECF are employed at-will, meaning that they or the employer may 
terminate the employment relationship at any time, with or without cause. The following policies apply 
to those who are separating from NCECF’s employment. 
 

A. Resignation  
 
Employees are asked to give at least two (2) weeks notice of resignation. Some employees, upon 
hiring, will be asked to give more notice than this, because of the nature of their employment. 
After an employee gives notice, a supervisor can arrange for payment of the final paycheck and 
earned PTO. On or before the last day of work, all NCECF property, such as keys, files, 
documents, equipment, and software must be returned to your supervisor. If NCECF property is 
not returned on or before the last day of work, the organization may seek any legal means to 
have its property returned. Accrued PTO (up to eighty (80) hours) will be paid in the final 
paycheck. 
 
NCECF reserves the right to pay a resigning employee for the notice period, but to prohibit the 
employee from working for NCECF during that time. At the request of their supervisor, 
employees may also be asked to participate in an exit interview. 
 

B. Lay-offs  
 
There may be times when NCECF determines that it is necessary to make cutbacks or reductions 
in staff, leading to the lay-off of one or more employees. In determining which employee(s) shall 
be laid off, NCECF may consider any and all factors that it deems relevant, including, without 
limitation: the needs of NCECF as a whole; the skills, qualifications and performance histories of 
individual employees; anticipated changes in services to be provided by NCECF; seniority; 
budgetary constraints; and any restrictions or guidelines imposed by law. 
 

C. Use of Grievance Procedures in Cases of Termination  
 
Employees (other than temporary employees) who are dismissed from employment may use the 
Grievance Procedures described in Section XII below. However, NCECF is not required to keep 
such employees on the payroll or enrolled in any benefits pending completion of the grievance 
process. 
 

D. Pay Upon Termination  
 
Upon termination of the employment relationship, the employee will be paid any wages earned 
but not yet paid, any earned but unused PTO and any outstanding, eligible expenses.  
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XII. Employee Problem Solving  
 
If an employee feels that inappropriate corrective action has been taken against him/her, and the 
employee has been unable to resolve the matter informally by speaking with the supervisor, the 
employee may file a written grievance with the Executive Director within ten (10) business days of the 
effective date of the corrective action. The Executive Director will conduct an investigation of the 
incident, where appropriate, and will provide a written response to the employee within twenty (20) 
business days. If more time is needed to respond to the complaint, the person filing the complaint will 
be so notified. The decision of the Executive Director is final. 
 
If the Executive Director is the employee’s immediate supervisor, the written complaint must be 
submitted to the Chair of the Board of Directors, who will follow the same procedures outlined above. In 
such cases, the decision of the Chair is final.  
 
The filing of a grievance does not operate to suspend the action(s) upon which the grievance is based. 
For instance, if the employee is complaining that he/she was unfairly suspended without pay, he/she 
will remain suspended without pay for the period initially determined, unless and until the Executive 
Director or Chair of the Board of Directors, as applicable, reverses the decision leading to the 
suspension. Similarly, NCECF has no obligation to keep a terminated employee on the payroll or enrolled 
in any benefits not ordinarily available to terminated employees, pending completion of the grievance 
process.  
 
 

XIII. Confidentiality  
 
It is forbidden for employees to discuss confidential matters related to co-workers, members or clients 
with anyone (including, but not limited to, friends, spouses, domestic partners, relatives, etc.) except as 
required in the course of the employee’s work or by court order or other legal mandate. Violations of 
confidentiality are considered very serious and will not be tolerated.  
 
 

XIV. Discriminatory Harassment  
 
It is a violation of NCECF policy to harass anyone at work because of his or her race, color, age, religion, 
veteran status, sex, disability, national origin, creed, sexual orientation or ancestry. NCECF is committed 
to maintaining a workplace that is free of any such harassment. 
 
If you believe that you have been subject to discriminatory harassment by a co-worker, supervisor, 
volunteer, client or vendor, or by anyone else during the course of your employment, please report your 
concerns immediately to the Executive Director or the Chair of the Board of Directors if the complaint is 
against the Executive Director. Retaliation against an employee by any person under NCECF’s control for 
opposing such harassment, for filing a bona fide complaint of discriminatory harassment or for providing 
information in good faith regarding another employee's complaint, will not be tolerated.  
 
Once a complaint of discriminatory harassment has been filed, an investigation will be conducted. The 
nature and extent of the investigation will depend upon the complaint. The intent is to obtain further 
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information about the events/conduct complained of, to enable the person(s) named in the complaint 
to tell their side of the story, to determine whether discriminatory harassment has in fact occurred, and 
to develop an appropriate resolution. You may be asked to put your complaint in writing, or the person 
with whom you discuss your complaint might take notes and ask you to sign them. All employees are 
expected to cooperate with any NCECF-sponsored investigation of a complaint of discriminatory 
harassment, upon the request of the Executive Director or the Chair of the Board of Directors.  
 
Any employee who is determined to have committed discriminatory harassment or retaliation or who 
fails to cooperate with a NCECF-sponsored investigation of discriminatory harassment or retaliation will 
be subject to disciplinary action, up to and including termination. 
 

XV. Sexual Harassment 
 
NCECF is firmly committed to maintaining a positive working environment and a workplace that is free 
of inappropriate conduct, including offensive verbal and written communication of a sexual nature. 
Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other 
verbal or physical conduct of a sexual nature constitute sexual harassment when:  
 

1) Submission to such conduct is made (explicitly or implicitly) a term or condition of the 
individual's employment;  

2) Submission to or rejection of such conduct is used as the basis for employment decisions 
affecting the individual; or  

3) Such conduct has the purpose or effect of creating an intimidating, hostile, or offensive working 
environment.  
 

Any employee who feels he/she may have been subject to sexual harassment or inappropriate sexual 
conduct should take the complaint directly to the Executive Director or to the Chair of the Board of 
Directors if the complaint is against the Executive Director. Complaints will be promptly investigated and 
appropriate action will be taken against the offender. 
 

XVI. Smoking Policy  
 
Because we wish to provide a healthy environment for all of our staff, volunteers, visitors and clients, 
smoking is prohibited throughout our offices and at any NCECF-sponsored event or activity. 
 
 

XVII. Alcohol & Drugs  
 
NCECF is committed to the well-being of our employees, to the safety of the workplace, and to the 
provision of high-quality services to our clients. For all of these reasons, we cannot tolerate the unlawful 
possession, use, manufacture, distribution, or dispensation of controlled substances in the workplace or 
during work time. Moreover, employees must come to work free from the influence of alcohol, illegal 
drugs, and unlawfully used prescription medications. Any employee who violates this restriction will be 
subject to disciplinary action, up to and including termination. Under federal law, any employee who is 
convicted of a criminal drug statute violation occurring in the workplace must notify his/her employer of 
the conviction within five (5) days of the date of the conviction.  
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XVIII. Software Piracy Policy  
 
It is the policy of NCECF to utilize all commercially purchased software in accordance with its individual 
licensing agreement. Unless otherwise provided in the license, any duplication of copyrighted software, 
except for backup and archival purposes, is in violation of NCECF’s policy. 
 
 

XIX. Internet Use  
 
Access to the Internet is provided to all employees. No use of the Internet should conflict with the 

primary purpose of NCECF, its ethical responsibilities or with applicable laws and regulations. Each user 
is personally responsible to ensure that these guidelines are followed. Serious repercussions, including 
termination, may result if the guidelines are not followed.  
 
NCECF may monitor usage of the Internet by employees, including reviewing a list of sites accessed by 
an individual. No employee should have any expectation of privacy in terms of his or her usage of the 
Internet while conducting NCECF business. In addition, NCECF may restrict access to certain sites that it 
deems are not necessary for business purposes.  
 
Employees’ connection to the Internet may not be used for any of the following activities:  

● Accessing, creating, transmitting, printing or downloading material that is derogatory, 
defamatory, obscene, or offensive, such as slurs, epithets, or anything that may be construed as 
harassment or disparagement based on race, color, national origin, sex, sexual orientation, age, 
disability, medical condition, marital status, or religious or political beliefs.  

● Accessing, transmitting, receiving or soliciting sexually-oriented messages or images.  
● Transmitting personal comments or statements through e-mail or otherwise via social media 

that may be mistaken as the position of NCECF.  
● Disclosing confidential information.  
● Transmitting or otherwise participating in chain letters, pyramid schemes or other illegal 

schemes.  
● Soliciting or proselytizing others for commercial purposes, causes, outside organizations, chain 

messages or other non-job related purposes.  
● Endorsing political candidates or campaigns. 

 
The Internet provides access to many sites that charge a subscription or usage fee to access and use the 
information on the site. Requests for approval of the use of such sites must be submitted to your 
supervisor.  
 
If you have any questions regarding any of the policy guidelines listed above, please contact your 
supervisor, or the Executive Director. 
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XIX. E-Mail and Voice Mail Access Policy  
 
NCECF utilizes systems where employees receive and send messages through e-mail and voice mail. 
Although employees are able to use personal access codes, NCECF maintains the ability to access any 
messages left on or transmitted over the systems. Employees should not assume that messages are 
confidential or that access by NCECF will not occur. Employees may not attempt to gain access to 
another employee’s e-mail or voice mail without the latter’s permission. 
 
 

XX.  Whistleblower Policy 

No Retaliation 

No director, officer or employee who in good faith reports a potential violation of any applicable law, 

regulation or required accounting principle, shall suffer harassment, retaliation or adverse employment 

consequence. All directors, officers, employees or agents of NCECF are prohibited from engaging in any 

such retaliatory action.  An employee who retaliates against someone who has reported a violation in 

good faith is subject to discipline up to and including termination of employment.  If an employee 

believes that he or she has been the subject of retaliatory action, the employee should immediately 

report those facts to the Executive Director of NCECF, or if he or she is not comfortable speaking with 

the Executive Director, with NCECF’s Board Chair. 

  

Reporting Violations 

This Whistleblower Protection Policy is intended to encourage and enable employees and others to raise 

serious concerns within our Organization prior to seeking resolution outside our Organization. 

Employees should share their questions, concerns, suggestions or complaints with someone who can 

address them properly.  In most cases, the Executive Director is in the best position to address an area 

of concern.  However, if you are not comfortable speaking with the Executive Director or you are not 

satisfied with the Executive Director’s response, you are encouraged to speak with the Board Chair or 

anyone on the Executive Committee whom you are comfortable approaching.  All such reports will be 

kept confidential to the extent possible, consistent with the need to conduct an adequate investigation.  
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ACKNOWLEDGMENT  
 
I have received a copy of the North Carolina Early Childhood Foundation Employee Handbook, have 
reviewed it and had the opportunity to ask my supervisor questions about it. I understand the policies 
described in the Handbook and agree to abide by them.  
 
I understand that this Handbook does not represent a contract of employment, but rather serves as a 
guideline.  
 
I acknowledge that no representative of North Carolina Early Childhood Foundation has promised me 
employment for any definite period of time, and that no one is authorized to make such promises to me 
unless they are in writing signed by the Executive Director. I understand that as an employee of North 
Carolina Early Childhood Foundation, I am employed at will, meaning that either I or North Carolina Early 
Childhood Foundation may terminate my employment at any time, with or without cause.  
I understand that this Employee Handbook, and the policies and benefits described in it, may be 
changed from time to time, with or without advance notice, in North Carolina Early Childhood 
Foundation’s discretion.  
 
 
Signed _______________________________________________________________________  
 
 
Please Print Name ______________________________________________________________  
 
 
Date ________________________

 

Page 17 of 17 
 


