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HANDBOOK DISCLAIMER 

We prepared this handbook to help Elk River Area Chamber of Commerce (Chamber) employees find the answers to many questions they may have regarding their employment with the Chamber. Please take the necessary time to read through the Handbook. We do not expect this handbook to answer all questions. The Executive Director of the Chamber also serves as a source of information. Neither this handbook nor any other verbal or written communication by a management representative as an agreement, contract of employment, express or implied, or a promise of treatment in any particular manner in any given situation, nor does it confer any contractual rights whatsoever. 

The Chamber adheres to the policy of employment at will, which permits the Chamber or the employee to end the employment relationship at any time, for any reason, with or without cause or notice. The Executive Director may modify at-will status and/or provide any special arrangement concerning terms or conditions of employment in an individual case. Many matters covered by this handbook are also described in separate Chamber documents. This handbook states only general Chamber guidelines. The Chamber may, at any time, in its sole discretion, modify or vary from anything stated in this handbook, with or without notice, except for the rights of the parties to end employment at will. 

This handbook supersedes all prior handbooks.
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[bookmark: _Toc157693642][bookmark: _Toc157695646][bookmark: _Toc157695833][bookmark: _Toc157696577][bookmark: _Toc158992483]Employment Status/Eligibility
Full-Time: Full-time employees are defined as those working 36 or more hours per week. Full-time employees are eligible for all benefits.

Part-Time: Part-time employees are defined as those regularly scheduled to work less than 36 hours per week. Part-time employees who are regularly scheduled to work a minimum of 20 hours but less than 36 hours per week are eligible for some benefits. See individual benefit policies. Part-time employees who work less than 20 hours per week are not eligible for any benefits except for those required by law.
Temporary: Temporary employees are employees who are employed for periods of a limited duration. Temporary employees are not eligible for any benefits while employed on a temporary basis except for those required by law. Temporary employees who are subsequently hired as regular Elk River Area Chamber of Commerce employees are eligible for benefits as described above.

[bookmark: _Toc157693643][bookmark: _Toc157695834][bookmark: _Toc157696578][bookmark: _Toc158992484]Working Remotely
All informal telecommuting arrangements are made on a case-by-case basis, focusing first on the business needs of the organization. Expectations such as hours worked remotely, responsiveness, time sheet submission, modes of communication and productivity measurements will be explained. The employee is solely responsible for determining if there may be local government restrictions or any tax or legal implications under IRS or state laws when working from home.
There may be occasions where an employee needs to temporarily telecommute and may be approved for circumstances such as inclement weather, special projects or business travel. These arrangements are approved on an as-needed basis with no expectation of ongoing continuance. A short-term arrangement may be made for employees on leave or medical leave to the extent practical for the employee and the Chamber, and with the consent of the employee’s health care provider, if appropriate.

[bookmark: _Toc157695835]Equipment
On a case-by-case basis, the Executive Director will determine, with information supplied by the employee, the appropriate equipment needs to include: hardware, software, modems, phone and data lines and other office equipment for each telecommuting arrangement, and can be subject to change. All equipment supplied by the Chamber will be maintained by the Chamber. Equipment supplied by the employee, if deemed appropriate, will be maintained by the employee. The Chamber accepts no responsibility for damage or repairs to employee-owned equipment.

The employee will establish an appropriate work environment within his or her home for work purposes. The Chamber will not be responsible for costs associated with the setup of the employee’s home office, such as remodeling, furniture or lighting, nor for repairs or modifications to the home space.

Security & Safety
Consistent with the Chamber’s expectations of information security for employees working at the office, telecommuting employees will be expected to ensure the protection of proprietary Chamber and customer information accessible from their home office.

Employees will be extremely careful when doing work in public places, for example, public WI-FI is not secure, a secure network is necessary. Employees must give the same consideration of protection as if they were in the office to all items when working away from the office.

The Chamber may confirm the home work environment is safe when an employee initiates a telecommuting arrangement. Should an employee be injured while telecommuting in conjunction with his or her regular work duties, is normally covered by the Chamber’s workers’ compensation policy. Any employee, telecommuting or not, is responsible for notifying the Chamber of such injuries as soon as practicable. The employee is liable for any injuries sustained by visitors to his or her home/remote worksite.

Any telecommuting arrangement/working remotely arrangement may be discontinued at any time at the request of either the telecommuter or the Chamber. Every effort will be made to provide 30 days’ notice of such changes to accommodate commuting, childcare and other issues that may arise from the termination of a telecommuting arrangement. There may be instances, however, when no notice is possible.
    
[bookmark: _Toc157693644]Time Off and Leaves of Absence
We are constantly studying and evaluating the benefits programs and policies to better meet present and future requirements. These policies have been developed over the years and continue to be refined to keep up with changing times and needs. 
 
[bookmark: _Toc157693652][bookmark: _Toc157695841][bookmark: _Toc157696582][bookmark: _Toc158992488]Paid Time Off / Employee Safe and Sick Time
An employee begins to accrue PTO/ESST on their first day of employment. PTO/ESST provides employees with the flexibility to use time off to meet personal needs. An employee may use accrued PTO/ESST for any reason including:
· the employee’s mental or physical illness, treatment or preventive care.   
· a family member’s mental or physical illness, treatment or preventive care.
· absence due to domestic abuse, sexual assault or stalking of the employee or a family member.
· closure of the employee’s workplace due to weather or public emergency or closure of a family member’s school or care facility due to weather or public emergency; and
· when determined by a health authority or health care professional that the employee or a family member is at risk of infecting others with a communicable disease.
Employees may use PTO/ESST for the following family members:
· their child, including foster child, adult child, legal ward, child for whom the employee is legal guardian or child to whom the employee stands or stood in loco parentis (in place of a parent);
· their spouse or registered domestic partner.
· their sibling, stepsibling or foster sibling.
· their biological, adoptive or foster parent, stepparent or a person who stood in loco parentis (in place of a parent) when the employee was a minor child.
· their grandchild, foster grandchild or step-grandchild.
· their grandparent or step-grandparent.
· a child of a sibling of the employee.
· a sibling of the parents of the employee.
· a child-in-law or sibling-in-law.
· any of the family members (1 through 9 above) of an employee’s spouse or registered domestic partner.
· any other individual related by blood or whose close association with the employee is the equivalent of a family relationship; and
· up to one individual annually designated by the employee.
Paid Time Off Accrual
PTO/ESST accrues on a monthly basis. For part-time employees who work more than 20 hours per week, PTO/ESST is pro-rated based on the number of hours they work. PTO/ESST will be accrued as follows for full-time employees:

	Years of Employment
	Hours Accrued per Month
	Total per Year

	0-8
	10 hours
	3 weeks or 120 Hours

	9 – 15
	13.33 hours
	4 weeks or 160 Hours

	16 and beyond
	16.66 hours
	5 weeks or 200 hours



PTO/ESST may be taken in hourly increments based on regular worked hours. Employees will receive (8) hours of pay on a day that PTO/ESST is used.  PTO/ESST may only be taken during the normal scheduled workweek.  Employees are not allowed to use hours that have not accrued or give hours to co-workers. PTO/ESST must be approved in advance by the Executive Director. In case of conflict, the most senior employee will be granted the time. To meet the commitments to our Chamber members and to maintain our efficient operation, the Elk River Area Chamber of Commerce must reserve the right to restrict the number of employees using PTO/ESST during any given week and the weeks available for PTO/ESST.

Upon the employee’s service date, the maximum PTO/ESST amount that can be retained shall be one hundred sixty (160) hours. Accumulated PTO/ESST in excess of such amounts shall be forfeited on the annual employee’s service date. Receiving pay for PTO/ESST not yet taken, in lieu of actual PTO/ESST days off, is not allowed.  If an employee voluntarily resigns from the Chamber, any unused accrued PTO/ESST will be paid to the employee.  PTO/ESST does not accumulate during a leave of absence.

Employees terminated for cause will not be eligible to receive any unused accrued PTO/ESST.

TYPES OF LEAVES
Leave of Absence
All regular full-time employees employed by the Elk River Area Chamber of Commerce for a minimum of 90 days may be eligible to apply for an unpaid personal leave of absence. Leave may be used for a minimum of one (1) week and up to a maximum of thirty (30) days. Requests for unpaid personal leave may be denied for any reason or no reason and are within the sole discretion of the Executive Director or Board Chair is required. If business requirements allow, leave of absence over 30 days may be granted.

Employees who want to request an unpaid leave of absence should submit a written request to the Executive Director or Board Chair as far in advance as possible. In cases where advance notification could not have been given, emergency approval will be considered. The Employee on an approved leave of absence shall not work at another business, company, or organization. Should the employee accept employment while on leave of absence, the Chamber will consider the employee to have voluntarily resigned their employment. Such resignation would be effective on the date the leave began.

The Elk River Area Chamber of Commerce will make every effort to return the employee to the same or comparable position, although such reinstatement cannot be guaranteed. If the employee does not return to work at the expiration of a leave, the Chamber will consider the employee to have voluntarily resigned their employment. Such resignation would be effective on the date the leave began.

[bookmark: _Toc157693654]School Conference and Activities Leave
The Elk River Area Chamber of Commerce will provide employees up to 16 hours of unpaid leave during any 12-month period to attend school conferences or school activities related to the employee’s child (including conferences related to a pre-kindergarten program or childcare services), provided the conferences or school-related activities cannot be scheduled during non-work hours. 

When leave cannot be scheduled during non-work hours and the need for leave is foreseeable, the employee must provide reasonable prior notice of the leave and make a reasonable effort to schedule the leave so as not to unduly disrupt the Company's operations. Leave under this policy is unpaid. However, the employee may substitute accrued PTO for leave under this policy.

[bookmark: _Toc157693655]Serve as Election Judge
This policy is intended to comply with Minnesota Statute #204B.195.  An Employee who is selected to serve as an election judge may, after giving a 20-day written notice, be absent from work for the purpose of serving as an election judge without penalty. The employee's wage will be reduced by the amount paid to the election judge by the appointing authority during the time the employee was absent.

The written request to be absent from work must be accompanied by a certification from the appointing authority stating the hourly compensation to be paid to the employee for service as an election judge and the hours during which the employee will serve.

[bookmark: _Toc157693656]Voting Leave
This policy is intended to comply with Minnesota Statute #204C.04.  In the event an employee does not have sufficient time outside of working hours to vote in a state or national election, if required by state law, the employee may take off enough working time to vote. This allowed absence will be paid and is for the time necessary to travel to the employee’s polling place, cast a ballot, and return to work. This time should be taken at the beginning or end of the regular work schedule. The Executive Director should be notified at least two days prior to the voting day.

[bookmark: _Toc157695836][bookmark: _Toc157696579][bookmark: _Toc158992485]Paid Holidays
All regularly scheduled full-time employees will receive holiday pay of eight hours at their regular rate of pay. Part-time employees, who are regularly scheduled to work a minimum of 20 hours per week, but less than 36 hours a week, will receive pro-rated hours of holiday pay.  Elk River Area Chamber of Commerce offers nine (9) paid holidays per year. Eligible employees will receive the following holidays as paid time off:

· 
· New Years Day
· Memorial Day
· Independence Day
· Labor Day
· Thanksgiving Day
· Day after Thanksgiving
· Christmas Eve Day
· Christmas Day
· New Year’s Eve Day

The Chamber Executive Director selects the days off for holidays. Employees on any kind of Leave of Absence are not eligible for holiday pay.  Due to the nature of the work, employees may substitute days off should it be necessary that an employee must work on a holiday.  If a holiday falls during a scheduled PTO usage, one less day of PTO will be removed.  If an employee has a religious holiday that is observed and not listed above, up to 16 hours unpaid time off for full-time employees and pro-rated time for part-time employees may be granted for religious observance.



[bookmark: _Toc157693645][bookmark: _Toc157695837]Bereavement Leave
The Elk River Area Chamber of Commerce provides employees time off with pay to grieve, make funeral arrangements and handle personal matters any time there is a death in the employee's immediate family.
We know the death of a family member is a time when employees wish to be with their families. Employees will be granted five (5) days of paid personal leave of absence in the event of the death of an immediate family member (employee’s spouse, child, stepchild, parent, stepparent, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother, or sister). Employees will be granted three (3) days of paid personal leave of absence in the event of an extended family member (employee’s brother-in-law, sister-in-law, grandchild, aunt, uncle, niece, nephew).  Employees will be granted two (2) days of paid personal leave of absence in the event of a grandparent. The hours to be paid for bereavement leave will be determined by what hours are or would have been normally scheduled for the employee.  Part-time employees who work less than 36 hours per week will receive prorated hours of pay per day of Bereavement Leave.

[bookmark: _Toc157693646]Jury Duty
[bookmark: _Toc157693647][bookmark: _Toc157695838][bookmark: _Toc158992893]The Chamber encourages employees to fulfill their civic responsibilities by serving jury duty when required. The Chamber will provide the employee's regular salary up to a maximum of 2 weeks per calendar year.  Employees also are expected to keep management informed of the expected length of jury duty service and to report to work for the major portion of the day if excused by the court. If the required absence presents a serious conflict for management, employees may be asked to try to postpone jury duty.
Employees on jury duty leave must present a statement of jury duty services and will be paid for time off serving on jury duty. Time off for jury duty is not included in hours worked for purposes of computing overtime.  

[bookmark: _Toc157693648]Military Leave
Employees who are called into or enlist in the United States Armed Services will be entitled to re-employment as specified by the Uniformed Services Employment and Re-employment Rights Act of 1994 (USERRA).  A leave of absence to attend military encampment, reserve training camps, or, entering the military service for extended active duty will be granted as required by Federal law.

The employee will not be paid for any time during the leave of absence.

[bookmark: _Toc157693649]Lactation Breaks
The Chamber will provide reasonable break times each day to employees who need to express milk.  These break times may run concurrently with other break times already provided to the employee.  The Chamber shall not reduce an employee’s compensation for time used for the purpose of expressing milk. The Chamber will make reasonable efforts to provide a clean, private, and secure room or location, in close proximity to the work area, other than a bathroom or a toilet stall, that is shielded from view and free from intrusion from coworkers and the public, and that includes access to an electrical outlet, where the employee can express milk in privacy.

The Chamber will not discharge, discipline, penalize, interfere with, threaten, restrain, coerce, or otherwise retaliate or discriminate against any employee for asserting rights or remedies under this section and applicable Minnesota law.

Employees who believe their rights have been violated under this law can contact the Minnesota Department of Labor and Industry’s Labor Standards Division at dli.laborstandards@state.mn.us or 651-284-5075 for help.  The Chamber would be held harmless if a reasonable effort was made.
[bookmark: _Toc157693651][bookmark: _Toc157695648][bookmark: _Toc157695840][bookmark: _Toc157696581][bookmark: _Toc158992487][bookmark: _Hlk158994703]
Paydays, Pay Periods and Time Recording
The Elk River Area Chamber of Commerce will pay all employees on a regular basis, and it is the employee's responsibility to provide accurate and timely time recording.
Paydays are bimonthly on the 15th and the 30th of the month.  In the event the pay day falls on a holiday or weekend, checks will be issued on the last working day prior to the holiday or weekend.
· Time sheets are to be kept by all employees including exempt employees. Employees should tum in their time sheets 7 days prior to the actual payday (on or about the 8th and 23rd of the month).
· Each employee is to record only his/her own time on the day it is worked. Any falsification of time records will be grounds for disciplinary action up to and including termination.
[bookmark: _Toc157693650][bookmark: _Toc157695647][bookmark: _Toc157695839][bookmark: _Toc157696580][bookmark: _Toc158992486]Overtime
To ensure business requirements continue to be met when regular working hours are not sufficient to meet customer needs, employees may be required to work additional hours.  Overtime compensation is paid to non-exempt hourly employees in accordance with federal and state wage and hour restrictions. Overtime is payable for all hours worked over 40 per week, at one and one-half times the non-exempt employee's regular hourly wage. For overtime purposes, the work week begins on Sunday and ends on Saturday. 

Paid time off, holidays, or any other non-work paid time, or any leave of absence will not be considered hours worked when calculating overtime.  Employees may be required to work overtime hours when business requirements cannot be met during regular working hours. All overtime work performed by a non-exempt hourly employee must receive prior authorization by the Executive Director. Working overtime without prior authorization from the Executive Director will be grounds for disciplinary action up to and including termination.  Failure to work requested overtime or failure to work overtime that was mutually agreed upon, will be grounds for disciplinary action up to and including termination.

[bookmark: _Toc157693657][bookmark: _Toc157695649][bookmark: _Toc157695843][bookmark: _Toc157696583][bookmark: _Toc158992489]Working Hours and Schedule
The Elk River Area Chamber of Commerce hours are dependent on the needs of the community. As a result, employees are expected to be flexible with their work hours. This flexibility goes both ways – employee to organization and organization to employee.  While the chamber office may be closed occasionally due to staff attending chamber events or meetings the general office hours and work shifts should be maintained unless a change in schedule is approved by the Executive Director.

Work schedules for non-exempt employees will be determined by management based on business necessity. Changes to established work schedules must be approved by the Executive Director.  Regular work schedules are subject to change as business circumstances change, and special hours may be required for some jobs due to the nature of the work.

Office hours will be determined by the Executive Director based on organizational and community needs and will be posted on the website, social media and near the primary entrance.   Employees will be provided with meals and rest periods as required by law. Employees are required to take a half (1/2) hour unpaid lunch period and two 15-minute paid breaks daily. The scheduling of breaks and lunch is determined based on the shift worked. Employees are not able to "work through lunch or break periods" in order to arrive late or to leave early, or to work/earn extra time. Observance of at least one 30-minute lunch break is mandatory if an employee works even one minute over six hours in a workday. Employees are expected to take the full allotted time for lunch.

[bookmark: _Toc157695650][bookmark: _Toc157695844][bookmark: _Toc157696584][bookmark: _Toc158992490]Performance and Salary Review
The performance review at Elk River Area Chamber of Commerce is used to formally rate each employee's performance based on the requirements and responsibilities of their position and forms the basis for merit increases. The appraisal process is a vital communication tool between managers and employees, as well as a basis for guiding, motivating, and counseling employees in their self-development.  A performance and salary review are conducted on an annual basis.
The performance review will be based on the employee’s performance as it relates to items within a job description. During the first year of employment the employee will also receive a performance review at three (3) months and six (6) months of employment.  There is no guarantee of a financial increase at review time(s).

The performance review is conducted every year. Completed performance reviews will be maintained in the employee's personnel file. Employees will receive a copy of their review.

Any salary increases would need to be reviewed and approved by the Executive Director and Board Chair.  Salary/compensation will be reviewed on an annual basis to ensure pay remains competitive based on external market.  

[bookmark: _Toc157691871][bookmark: _Toc157691917][bookmark: _Toc157693489][bookmark: _Toc157693658][bookmark: _Toc157695651][bookmark: _Toc157695845][bookmark: _Toc157696585][bookmark: _Toc158992491]Employment Practices
[bookmark: _Toc157693659][bookmark: _Toc157695846][bookmark: _Toc157696586][bookmark: _Toc158992492]Alcohol Use at Chamber Function
At the discretion of the Executive Director and the Board of Directors, reasonable and responsible consumption of alcohol at a Chamber sponsored social event is allowed.

[bookmark: _Toc157693660][bookmark: _Toc157695847]Business Ethics and Expectations
The Elk River Area Chamber of Commerce will maintain the highest ethical standards in the conduct of Chamber affairs. The intent of this policy is each employee will conduct the Chamber's business with integrity and comply with all applicable laws in a manner that excludes considerations of personal advantage or gain.

The scope of this policy includes dealings with our employees, current or potential Chamber members, customers, suppliers, competitors, volunteers, and with all other persons with whom the Elk River Area chamber of Commerce employees come into contact.

[bookmark: _Toc157693661][bookmark: _Toc157695652][bookmark: _Toc157695848][bookmark: _Toc157696587][bookmark: _Toc158992493]Conflicts of Interest
All activities or decisions that potentially meet the definition of a conflict of interest must be brought to the attention of and reviewed by the Executive Director/Board Chair of the Chamber. Only the Executive Director/Board Chair of the Chamber has the authority to decide if an activity or decision, meeting the definition of a conflict of interest, is in the best interest of the Chamber and, therefore, may be permitted.

Any violation of this policy will subject the employee to disciplinary action or immediate discharge. Any Chamber employee having knowledge of any violation of this policy shall promptly report such violation to the Executive director/Board chair of the Chamber. When questions arise concerning any aspect of this policy, contact the Executive Director/Board Chair of the Chamber.

Following are examples of conflicts of interest:
1. Chamber sales to or purchases from organizations in which the employee has a material interest, or any situation in which an employee stands to gain by a Chamber sale or purchase.
2. Employee ownership or involvement with any concern or organization in direct or indirect competition with the Chamber.
3. Employee activities with business ventures or organizations which use the information, individual contacts, or business associations made while in the employment of Elk River Area Chamber of Commerce.
4. Employee activities with business ventures or organizations while on Chamber time which are not related to Chamber business. Employee activities with business ventures or organizations which influence, divert, or negatively affect performance while on Chamber time.
5. The revelation or use of any confidential Chamber information, data on decisions, plans, or any other information which might be contrary to the interest of the Chamber without prior authorization, is prohibited. The misuse, unauthorized access to, or mishandling of confidential information is strictly prohibited.
6. Gifts, meals, favors, or entertainment may not be given, solicited or received if valued at $100 or more without prior management notification and approval. Additionally, it may not appear to influence, or give the impression of influencing the recipient’s decision making or professional conduct and could not reasonably be construed as a bribe or payoff.

[bookmark: _Toc157693662][bookmark: _Toc157695653][bookmark: _Toc157695849][bookmark: _Toc157696588][bookmark: _Toc158992494]Expectations Of All Elk River Area Chamber Of Commerce Employees
1. Deal fairly and honestly with those whose interests we affect; and treat them as we would expect them to treat us if the situation were reversed.
2. Undertake only those business activities that easily withstand public ethical review and refrain from any act if we are in doubt regarding its legality or ethical appropriateness.
3. Disclose any conflict of interest we may have regarding our responsibilities to Elk River Area Chamber of Commerce and remove that conflict where required.
4. Comply with all laws and regulations, avoiding all appearances of impropriety.
5. Forego any business opportunity that requires a violation of the law or these principles.
6. Be truthful in all representations regarding Elk River Area Chamber of Commerce.
7. Be fair and impartial in our treatment and selection of suppliers.
8. Treat employees, Chamber Members, customers, participants and volunteers with dignity and respect; and expect honesty and integrity in return.

[bookmark: _Toc157693663][bookmark: _Toc157695850][bookmark: _Toc157696589][bookmark: _Toc158992495]Outside Employment
Employees are permitted to engage in outside work or hold other jobs, subject to certain restrictions as outlined below.  Activities and conduct away from the job must not compete, conflict with, or compromise the Chambers interests or adversely affect job performance and the ability to fulfill all responsibilities to the Elk River Area Chamber of Commerce. Employees are prohibited from performing any services for customers on non-working time that are normally performed by the Elk River Area Chamber of Commerce. This prohibition also extends to the unauthorized use of any Chamber resources or equipment and the unauthorized use or application of any confidential information. In addition, employees are not to solicit or conduct any outside business during paid working time.

If outside work activity causes or contributes to job-related problems, attendance, tardiness, leaving early, etc., it must be discontinued.  If an employee considers outside employment, employee must provide notice and obtain approval from the Executive Director prior to starting the outside employment.
[bookmark: _Toc157693664][bookmark: _Toc157695851]
ERACC Anti-Trust Policy
It is the policy of the Elk River Area Chamber of Commerce (the "Chamber") to comply in all respects with federal and State antitrust laws. To implement and adhere to this policy, the following will be observed at or in connection with any chamber activities, meetings, events or functions:

The Chamber, its board, employees, facilities, and any committees, meetings, functions or activities of the Chamber shall not be used in any way for the purpose of bringing about or attempting to bring about any understanding or agreement, written or oral, formal or informal, expressed or implied, among two or more members or other competitors with regard to prices or terms and conditions of contracts for services or products, that is or may be in violation of state or federal antitrust laws. Therefore, any discussions and exchanges of information about any such topics will not be permitted.

There will be no discussions: to (a) raise, lower, or stabilize prices; (b) regulate production;
(c) allocate markets; (d) encourage boycotts; (e) foster unfair trade practices; or (f) assist monopolization in any way.

No activities or discussions at any Chamber activity, event or function shall be permitted, held or engaged in for the purpose of bringing about or in any way related to any suspected or actual violations of federal or State antitrust laws.

Any questions regarding the meaning or applicability of this policy, as well as any concerns regarding activities or discussions at any chamber activity, event or meeting should be promptly brought to the attention of the Chamber's Board Chair or Executive Director.

[bookmark: _Toc157693665]Use of Communications and Computer Systems
All electronic communication systems that are purchased by the Chamber as well as all information transmitted, received, or stored in these systems, are the sole property of the Chamber.  All communications and messages are Chamber property and employees do not have a privacy right to the information on any of the Chamber systems.  Access to and use of these systems, which includes but is not limited to, computers, software, hardware, email, voicemail, cell phones, Internet, and phones are strictly for business use only and not for personal use.  Some privacy measures are in place (i.e. use of passwords) in order to limit the transmission of information to those on a need-to-know basis only.  However, ultimately, privacy of message is not assured to anyone, and employees are deemed to have waived their right to privacy in any information stored, prepared, and/or transmitted using the Chamber’s electronic and technology systems.  The Chamber reserves the right to monitor the use of its electronic and technology system.  Therefore, for example, it is possible for an email message to be retrieved and viewed by someone at the Chamber other than the intended recipient.  Furthermore, all passwords are known to the Chamber as the system may need to be accessed by the Chamber in the absence of an employee.

Any use of the Chamber’s electronic and technology communications system for offensive or inappropriate messages or emails is strictly prohibited.  Offensive messages are those that include sexual implications, racial slurs, gender-stereotype comments, and any comment that offensively addresses a person’s age, sexual orientation, gender identity, religious or political beliefs, national origin, or disability.  Email and technology systems may not be used to solicit others for commercial ventures, religious or political causes, outside organizations, or other non-business-related matters.

Employees are expected to protect themselves by immediately deleting any offensive materials or communications they may receive electronically.  Employees are also expected to ask the sender to refrain from sending such communications in the future and inform the Executive Director of the situation.  Only hardware authorized by the Executive Director will be installed and used on Chamber computers.  In addition, only software licensed to the Chamber and authorized for use at a specific workstation or worksite is allowed to be installed and used on Chamber computers.  The Chamber strictly prohibits the illegal duplication of software and loading software on more computers than are authorized by the software license.  

Regarding Internet and e-mail access and usage, Chamber employees are advised that use of the Internet and e-mail provided by the Chamber expressly prohibits the following: 
· Dissemination or printing of copyrighted materials, including articles and software, in violation of copyright laws. 
· Offensive or harassing statements or language including disparagement of others based on their race, national origin, sex, sexual orientation, gender identity, age, disability, religious or political beliefs. 
· Sending or soliciting sexually oriented messages or images. 
· Operating a business, usurping business opportunities or soliciting money for personal gain, or searching for jobs.  
· Sending chain letters.  
· Gambling or engaging in any other activity in violation of local state or federal law. 
· The circulating of jokes, comics or non-job-related computer graphics. 

Violation of this policy may lead to discipline, up to and including termination. The measure of discipline will be at the sole discretion of the Chamber and will generally correspond to the gravity of the offense as weighed by its potential effect on the Chamber and fellow employees.

[bookmark: _Toc157695654][bookmark: _Toc157695852][bookmark: _Toc157696590][bookmark: _Toc158992496]Confidentiality and Personnel Information
Elk River Area Chamber of Commerce has very strict rules regarding employee and chamber information.

[bookmark: _Toc157695853][bookmark: _Toc157696591][bookmark: _Toc158992497]Confidentiality
During work, employees may become aware of confidential information about the Chamber's business, including but not limited to information regarding Chamber finances, pricing, marketing strategies, and customers. Any employee who improperly copies, removes (whether physically or electronically), uses, or discloses confidential information to anyone outside of the Chamber may be subject to disciplinary action up to and including termination. Employees may be required to sign an agreement reiterating these obligations.

[bookmark: _Toc157695854]Notice to Right to Access Personnel Records
[bookmark: _Hlk152176199][bookmark: _Hlk109059431][bookmark: _Hlk137886472]Minnesota employees have a legal right to review their personnel record, as defined by Minnesota Statute Section 181.960, subd. 4. Current employees, by written request, are allowed to review their personnel records once every six months. Former employees can request their personnel records once per year, for as long as the Chamber maintains their records and the Chamber will provide a free copy of the former employee’s personnel record upon the former employee’s written request.   

[bookmark: _Hlk134119013]If an employee disputes any specific information contained in their personnel record, the employee and Chamber may agree to revise or remove the disputed information.  If the Chamber does not agree, an employee may submit a written statement not to exceed five written pages which specifically identifies the disputed information and explains the employee’s position. The Chamber will retain the employee’s statement along with the disputed information and will provide a copy of the statement to any person to whom it provides a copy of the disputed information.

[bookmark: _Hlk150961484]The Chamber will not retaliate against any current or former employee who asserts any rights or remedies set forth in this Notice or pursuant to Minnesota law. If the Chamber violates this Statute, the employee may bring a civil action to compel compliance and seek relief as provided for in Minn. Stat. § 181.965.

Discipline
The Chamber applies a progressive discipline process to provide an environment where all employees can succeed by allowing the employee to correct the problem and prevent recurrence.  Note that all employees are employed at will, and the Chamber reserves the right to impose whatever discipline it chooses, or none, in a particular instance. The Chamber will deal with each situation individually and nothing in this handbook should be construed as a promise of specific treatment in each situation.
The progressive discipline process is outlined below:
For violations of chamber rules and regulations, or any other conduct that warrants disciplinary action, the following steps will be taken depending on the seriousness of the offense.
Disciplinary action may begin at any of the three (3) steps depending on the seriousness of the offense. In addition, management reserves the right to suspend employees without pay.
STEP 1 - The first employee improvement notice shall be issued to the employee. The improvement notice will clearly designate what the employee must do to meet acceptable behavior standards, what is the reasonable length of time to improve, and, what happens if the problem occurs again. 
If the first improvement notice is serious enough to warrant a suspension, it will clearly designate the number of suspension days, the calendar dates of suspension, and the date of return from suspension.

STEP2 - If no improvement is shown or unsatisfactory behavior continues, the employee shall receive a second written improvement notice. This improvement notice shall be the final written notice. The employee will be advised that a third offense within a rolling calendar year will result in immediate termination.

The improvement notice will clearly designate the violation, what the employee did wrong, what the employee must do to meet acceptable behavior standards, what is the reasonable length of time to improve, and, what happens if they do it again. The improvement notice will be signed by the manager and the employee. The improvement notice will be filed in the employee’s personnel file. Refusal by the employee to acknowledge the improvement notice will be noted and witnessed. A copy of the improvement notice will be given to the employee.

Final employee improvement notices should usually include a suspension. The duration of the suspension should range from the remainder of that workday to five (5) working days. It will clearly designate the number of suspension days, the calendar dates of suspension, and the date of return from suspension.
STEP3 - If a third offense occurs, the employee will be terminated. The Executive Director and employee will sign the termination notice. The termination papers will be filed in the employees personnel file. Refusal by the employee to acknowledge the termination will be noted and witnessed. A copy of the termination notice will be given to the employee.

[bookmark: _Toc157695655][bookmark: _Toc157695855][bookmark: _Toc157696592][bookmark: _Toc158992498]Workplace Conduct
The Chamber endeavors to maintain a positive work environment. Each employee plays a role in fostering this environment. Accordingly, we all must abide by certain rules of conduct, based on honesty, respect, professionalism and common sense.
Because everyone may not have the same idea about proper workplace conduct, it is helpful to adopt and enforce rules all can follow. Unacceptable conduct may subject the offender to disciplinary action, up to and including termination, in the Chamber’s sole discretion. The following are examples of some, but not all, conduct which can be considered unacceptable.  

· Theft or inappropriate removal of personal/Chamber property
· Falsification of timekeeping/Chamber records
· Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace. Note this applies to possession, distribution, sale, transfer or use of alcohol not at an approved Chamber event or function.
· Boisterous or disruptive activity in the workplace
· Negligence or improper conduct leading to damage of Chamber property
· Violation of safety or health rules
· Smoking in the workplace not in designated areas on designated breaks
· Sexual or other unlawful or unwelcome harassment
· Unauthorized use of telephones, or other organization-owned equipment
· Using Chamber equipment for purposes other than business (i.e. playing games on computers or personal Internet usage)
· Unauthorized disclosure of business "secrets" or confidential information
· Unsatisfactory performance or conduct
· Failure to report accidents
· Conviction of felonious crime
· Violence (physical or verbal) on Chamber property
· Possession of weapons on Chamber property
[bookmark: _Toc157696593][bookmark: _Toc158992499]
Overall Workplace Policies
To help ensure a safe, healthy, and productive work environment for our employees and others, to protect Chamber property, and to ensure efficient operations, Chamber has adopted a policy of maintaining a workplace free of illegal drugs and alcohol. This policy applies to all employees and other individuals who perform work for the Company.

The unlawful or unauthorized use, abuse, solicitation, theft, possession, transfer, purchase, sale or distribution of controlled substances, drug paraphernalia or alcohol by an individual anywhere on Chamber premises, while on Chamber business (whether on Chamber premises) or while representing the Chamber, is strictly prohibited. Employees and other individuals who work for the Chamber also are prohibited from reporting to work or working while they are using or under the influence of alcohol or any unlawful controlled substances, which may impact the employee's ability to perform their job or otherwise pose safety concerns. Violation of this policy will result in disciplinary action, up to and including termination.
 
The Chamber recognizes that employees may occasionally attend Chamber‑sponsored social events or other business‑related activities where alcohol is served.  Consumption of alcohol is permitted at these events only to the extent it does not lead to impaired performance, inappropriate behavior, endangerment to the safety of the employee or others, or the violation of any law, including, without limitation, underage drinking or driving under the influence.

[bookmark: _Hlk136861376]While the use of cannabis has been legalized under the laws of certain states for medicinal and/or recreational uses, its use as it impacts the workplace is prohibited by the Chamber’s policy. 
No employee may use, possess, be impaired by, sell, or transfer any cannabis flower, cannabis product, lower-potency hemp edible, or hemp-derived consumer product during working hours, on Chamber premises, or while operating the Chamber’s vehicle, machinery, or equipment.

The Chamber also recognizes that some employees must take physician‑prescribed medications.  It is each employee’s responsibility to report any use of such potentially impairing prescription drugs to the employee’s manager.  If these medications pose a direct threat to the employee’s safety or health or the safety or health of others in the workplace, the employee will not be allowed to work.  

The Company maintains a policy of non-discrimination and will endeavor to make reasonable accommodations to assist individuals recovering from substance and alcohol dependencies, and those who have a medical history which reflects treatment for substance abuse conditions. However, employees may not request accommodation to avoid discipline for a policy violation. We encourage employees to seek assistance before their substance abuse or alcohol misuse renders them unable to perform the essential functions of their jobs or jeopardizes the health and safety of any Chamber employee, including themselves. 

Employees must notify the Chamber within five (5) calendar days if they are convicted of a criminal drug violation committed in the workplace. All employees are hereby advised that full compliance with the foregoing policy shall be a condition of employment at the Company. Any employee who violates the foregoing drug-free workplace policy described above shall be subject to discipline up to and including immediate discharge.
 
In the discretion of the Chamber, any employee who violates the drug-free workplace policy may be required, in connection with or in lieu of disciplinary sanctions, to participate to the Chamber’s satisfaction in an approved drug assistance or rehabilitation program. 

[bookmark: _Toc157693666][bookmark: _Toc157695857][bookmark: _Toc157696594][bookmark: _Toc158992500]Harassment and Offensive Behavior
The Elk River Area Chamber of Commerce is committed to providing a workplace that is free of discrimination, harassment, and offensive behavior. It is Chamber policy that employees are entitled to respectful treatment in the workplace. Being respectful means being treated honestly and professionally, and everyone’s unique talents and perspectives are valued.

This policy applies to employees, applicants for employment, and temporary or contract workers, as well as chamber officers, directors, clients, suppliers, vendors, visitors, volunteers, or any other person associated with Elk River Area Chamber of Commerce.

One specific kind of unlawful harassment is sexual harassment.  Sexual harassment can be difficult to define.  As of the date on which ERACC adopted this policy, sexual harassment has been defined as any harassment based on someone’s sex or gender, including unwelcome sexual advances, requests for sexual favors, sexually motivated physical contact, or other verbal or physical conduct or communication of a sexual nature when:
· Submission to that conduct or communication is made a term or condition, either explicitly or implicitly, of obtaining employment.
· Submission to or rejection of that conduct or communication by an individual is used as a factor in decisions affecting that individual’s employment; or
· That conduct or communication has the purpose or effect of substantially interfering with an individual’s employment or creating intimidating, hostile, or offensive employment.

Normal, mutually respectful, non‑coercive interaction between individuals that is acceptable to both parties generally is not considered sexual harassment.

The Chamber will not tolerate any form of sexual harassment, regardless of whether it is:
· Verbal (for example, epithets, derogatory statements, slurs, sexually related comments or jokes, unwelcome sexual advances, or requests for sexual favors).
· Physical (for example, assault or inappropriate physical contact).
· Visual (for example, displaying sexually suggestive posters, cartoons, or drawings, sending inappropriate adult-themed gifts, leering, or making sexual gestures).
· Online (for example, derogatory statements or sexually suggestive postings in any social media platform including Facebook, Twitter, Instagram, Snapchat, etc.).

This list is illustrative only, and not exhaustive, and is intended to provide clarification. No form of harassment will be tolerated.  Any employee found to be in violation of this policy will be subject to appropriate disciplinary action up to and including termination of employment.  Any individual who believes they have experienced or observed sexual harassment, hostile or offensive behavior contrary to this policy should feel free to object to the behavior and should immediately report the behavior to the Executive Director.

All such reports of action contrary to this policy will be taken seriously and investigated appropriately and in as confidential a manner as possible. All employees are expected to cooperate with investigations. Individuals found to have violated Elk River Area Chamber of Commerce harassment and offensive behavior policy will be subject to appropriate corrective action, up to and including termination of employment.

Retaliation against any individual for making a complaint under this policy, for opposing harassment or for participating in an investigation of any claim of harassment or inappropriate behavior is strictly prohibited.

Performance feedback is not harassment or inappropriate behavior. Effective leadership requires that management talk with their employees about their job performance.  Management should be clear about how each employee is performing and how the employee's overall behavior contributes to the workgroup’s ability to deliver results consistent with the Chamber's values. Such discussions may be difficult, and they always should be done professionally and respectfully. However, constructive criticism and supervisory actions regarding performance deficiencies or other workplace issues are not harassment or retaliation.

Every employee of Elk River Area Chamber of Commerce must support this commitment to a workplace free from harassment and offensive behavior by conducting themselves in a manner that is consistent with the intent and spirit of this policy.

[bookmark: _Toc157693667][bookmark: _Toc157695858]Employee Dress and Personal Appearance
The Chamber strives to promote a professional image.  All employees are expected to dress in a business-like, professional manner.  The Executive Director has the discretion to determine the appropriate dress code within the Chamber. The primary objective must be to project a professional image while recognizing the practical implications of the work being done and community standards.

Traditional business attire remains the favored option in office environments; however, the Executive Director will determine the frequency and application of approved casual business attire. 

[bookmark: _Toc157693668][bookmark: _Toc157695859][bookmark: _Toc158992915][bookmark: _Toc8978034][bookmark: _Toc65677383]If the Executive Director feels the attire is out of place, the employee may be asked to leave until they are properly attired.  The employees will not be paid for the time they are off the job for this purpose.  The Executive Director has the authorization to determine an appropriate dress code, and anyone who violates this standard will be subject to appropriate disciplinary action, up to and including discharge. 

[bookmark: _Toc157693669]Smoke- and Tobacco-Free Environment
The Elk River Area Chamber of Commerce maintains a smoke- and tobacco-free work environment and tobacco use including cigarettes, cigars, pipes, smokeless tobacco, and vaping devices is allowed in designated areas.  Employees who desire to take a smoke or tobacco break must do so as part of their regularly scheduled work and lunch breaks.  Violation of this policy will result in disciplinary action up to and including discharge. Visitors, volunteers, and customers will be asked to comply with this policy.

[bookmark: _Toc157693670]Social Media
At Elk River Area Chamber of Commerce, we believe emerging social media platforms for online collaboration are fundamentally changing the way we engage with members. Social computing can help us build a stronger, more successful business community, and it's a way for members and the public to have conversations about matters important to our community. Social media is not private communication and should not be considered as confidential. This policy applies to all employees who work for Elk River Area Chamber of Commerce.

The same principles and guidelines found in Elk River Area Chamber of Commerce policies and three basic beliefs apply to the activities online. All rules regarding confidential and proprietary business information apply in full to blogs, web pages and social networking platforms, such as X, Facebook, LinkedIn or similar sites. Any information that cannot be disclosed through a conversation, a note or an e-mail also cannot be disclosed in a blog, web page or social networking site.

Those assigned to use social media on behalf of the Chamber should be aware of best practices of social media and use it as a tool for marketing and communication and not as an end to itself. 

Carefully read these guidelines, the Elk River Area Chamber of Commerce Statement of Ethics Policy, and Offensive Behavior Policy, and ensure your postings are consistent with these policies. Inappropriate postings that may include discriminatory remarks, harassment, and threats of violence or similar inappropriate or unlawful conduct will not be tolerated, and you may be subject to disciplinary action up to and including termination. Always be fair and courteous to fellow employees, Chamber members, customers, suppliers, volunteers, or people who work on behalf of Elk River Area Chamber of Commerce.

Make sure you are always honest and accurate when posting information or news, and if you make a mistake, correct it quickly. Never post any information or rumors that you know to be false about Elk River Area Chamber of Commerce, fellow employees, customers, suppliers, and people working on behalf of Elk River Area Chamber of Commerce or competitors.

Anti-Retaliation 
[bookmark: _Toc157693671][bookmark: _Toc157695860][bookmark: _Toc158992916]The Chamber strictly prohibits and does not tolerate unlawful retaliation against any employee. All forms of unlawful retaliation are prohibited, including any form of discipline, reprisal, intimidation, or other form of retaliation for participating in any activity protected by law.
[bookmark: _Toc157693672][bookmark: _Toc157695861][bookmark: _Toc158992917]Any employee, regardless of position or title, whom the Chamber determines has engaged in retaliation in violation of this policy, will be subject to discipline, up to and including termination of employment.
Media contacts
Employees should not speak to the media (reporters, journalists, etc.) on behalf of the Chamber; all media inquiries should be directed to the Executive Director.

[bookmark: _Toc157693673][bookmark: _Toc157695657][bookmark: _Toc157695862][bookmark: _Toc157696595][bookmark: _Toc158992501]Operation of Vehicles
The Chamber authorizes employees to drive personal vehicles while conducting Chamber business and must possess a current, valid driver’s license and an acceptable driving record.  Any change in license status or driving record must be reported to the Executive Director, or Board Chair.   Employees must have a valid driver’s license in their possession while operating a vehicle off or on Company property. It is the responsibility of every employee to drive safely and obey all traffic, vehicle safety, and parking laws or regulations. Drivers must always demonstrate safe driving habits.  The following are expectations a driver must adhere to when operating a vehicle:
· Seat belts must be worn at all times when the vehicle is in motion.
· Defects and needed repairs of any Company vehicle will be reported to maintenance and ownership so repairs can be made.
· Cargo must be secured, and doors locked while driving and when Chamber vehicles are parked.
· All accidents must be reported to the Executive Director within 24 hours of an accident.  The employee would be responsible for reimbursing the Chamber for all damage to the vehicle(s) not covered by insurance, provided the Chamber’s accident review shows a preventable type accident.
· All traffic violations received will be paid by the employee.
· The use of radar detectors is forbidden in all vehicles owned or used by the Chamber.  Use of a radar detector will result in revoked driving privileges.
· Hitchhikers and passengers, other than Chamber employees or authorized persons, are not permitted in Chamber vehicles.

The Chamber insists all employees who operate any vehicle owned by or used by the Chamber operate in a safe and economical manner.  The following summarizes additional guidelines to adhere to:
· Vehicles are not to be operated unless in a safe operating condition.
· Drivers must be physically and mentally able to drive safely.
· Drivers must conform to all traffic laws and allowances made for adverse weather and traffic conditions.
· Respect the rights of other drivers and pedestrians.
· Drivers may not use drugs or alcohol, or be under the influence of drugs or alcohol, while operating a vehicle.

[bookmark: _Toc157695658][bookmark: _Toc157695863][bookmark: _Toc157696596][bookmark: _Toc158992502]Voluntary Resignation
Should an employee choose to terminate their employment with the Elk River Area Chamber of Commerce, it is expected they give a two week notice to the Executive Director and continue to do their work effectively during that period.  The notice to terminate must be put in writing and include the employee's name, date of notice to terminate employment, reason for termination, last day of work and the employee's signature.

The Elk River Area Chamber of Commerce is an employer-at-will, which means employees have the right to terminate the employment relationship with the Chamber, with or without notice, for any reason, and, the Chamber has the same right to terminate the employment relationship at any time, with or without notice, for any reason not prohibited by law.
· Employees are responsible for all property, materials, or written information issued to them or in their possession or control. Employees must return all Elk River Area Chamber of Commerce property immediately upon request or upon termination of employment. Employees resigning will receive their final paycheck on the next regularly scheduled payday. Final paychecks will include compensation earned per our policies and pay through the employee’s last day.
· An exit interview may be conducted with every departing employee. We strongly encourage employees to attend exit interviews. During the interview, the employee will have the opportunity to discuss with us about your employment experience here, what you liked, what you didn't like, and where you think we can improve. We greatly value these comments.
[bookmark: _Toc157695864][bookmark: _Toc157696597][bookmark: _Toc158992503]Whistleblower
A whistleblower as defined by this policy is an employee of Elk River Area Chamber of Commerce who reports an activity that he/she considers to be illegal or dishonest to one or more of the parties specified in this policy.  The whistleblower is not responsible for investigating the activity or for determining fault or corrective measures; appropriate management officials are charged with these responsibilities.  Examples of illegal or dishonest activities are violations of federal, state, or local laws; billing for services not performed or for goods not delivered; and other fraudulent financial reporting.

If an employee has knowledge of or a concern for illegal or dishonest fraudulent activity, the employee is to contact the Executive Director. The employee must exercise sound judgment to avoid baseless allegations. An employee who intentionally files a false report of wrongdoing will be subject to discipline up to and including termination.

Whistleblower protections are provided in two important areas-confidentiality and against retaliation. Where possible, the confidentiality of the whistleblower will be maintained. However, identity may have to be disclosed to conduct a thorough investigation, to comply with the law and to provide accused individuals their legal rights of defense. The Chamber will not retaliate against a whistleblower. This includes, but is not limited to, protection from retaliation in the form of an adverse employment action such as termination, compensation decreases, or poor work assignments, and threats of physical harm. Any whistleblower who believes he/she is being retaliated against must contact the Executive Director immediately. The right of a whistleblower for protection against retaliation does not include immunity for any personal wrongdoing that is alleged and investigated.

Employees with any questions regarding this policy should contact the Executive Director.

[bookmark: _Toc157693674][bookmark: _Toc157695865]Workers Compensation
Employees injured at work must report the injury to the Executive Director immediately. The Chamber is supportive of providing light duty work when appropriate for the Chamber and the employee.  

Any accidents causing damage to Chamber property must be reported immediately so that proper insurance forms can be completed. Failure to report damages could result in discipline up to and including termination. 

[bookmark: _Toc157693675]Employment Dispute Resolution Procedure
To provide a process to resolve disputes between the employee and the Chamber if they cannot be resolved in- house.

Any dispute between employee and Elk River Area Chamber of Commerce arising out of or related to employee's recruitment, employment, or the termination of employee's employment with the Chamber, and except as stated below, shall be determined not in a court of law, but instead mediation.  

Prior to resorting to binding arbitration as required herein, the parties to such dispute shall first seek in good faith to resolve such dispute by mediation as set forth in this paragraph. The dispute shall be first referred to in writing by either the employee or the Chamber to a Law Office selected by the Chamber Board for one or more of its Senior Attorneys to serve as mediator. If the selected Law Office is not able to serve as mediator for any reason, selection of the mediator shall be made by the selected Law Office in consultation with and by agreement of the employee and the Chamber; however, the final decision and selection of the mediator shall be determined by the selected Law Office. Mediation shall be conducted in one day (and with such extended sessions as may be determined by the mediator) according to mediation procedures as determined by the mediator. No legal advice will be provided by the facilitator, as parties shall rely solely on the advice of their own council.

Employee Handbook Acknowledgment Form

I have received a copy of the Elk River Area Chamber of Commerce Employee Handbook, (“Handbook”) and I have read and understand the information outlined in the Handbook.  I understand it is my responsibility to consult with the Executive Director regarding any questions I may have about Elk River Area Chamber of Commerce’s policies. I consent to and will comply with all policies and procedures contained in the Handbook.

The statements contained in the Handbook are intended to serve as general information concerning Elk River Area Chamber of Commerce and its existing policies, procedures, practices of employment and employee benefits. The Elk River Area Chamber of Commerce's Handbook may be changed at any time and without warning.

Employment at Elk River Area Chamber of Commerce is at-will. Either the Executive Director or Board of Elk River Area Chamber of Commerce can terminate the employment relationship at any time, with or without reason or notice. No one other than Executive Director has the authority to alter at-will employment, to enter into an agreement for employment for a specified period of time, or to make any agreement contrary to this policy, and any such agreement must be in writing and must be signed by both Executive Director and Employee.
I am aware that during the course of employment confidential and/or proprietary information will be made available. I understand this information is confidential and/or proprietary and must not be given out or used outside of Elk River Area Chamber of Commerce premises or with Elk River Area Chamber of Commerce employees. In the event of termination of employment, whether voluntary or involuntary, I hereby agree not to divulge this information with any other individual as required by law.

I understand nothing contained herein shall preclude an Employee from engaging in conduct protected by Section 7 of the National Labor Relations Act or the Women’s Economic Security Act (WESA).  Nothing contained in the Handbook is intended to create, nor shall be construed as creating, a contract of employment, either express or implied, or a guaranteed employment for a definite or indefinite term.



Elk River Area Chamber of Commerce reserves the right to clarify, modify, amend and/or supplement the information contained in the Handbook and the Chamber will inform employees when changes occur. I understand that, should the content be changed in any way, Elk River Area Chamber of Commerce may require an additional signature from an employee.

______________________________		___________
Employee Signature					Date

______________________________		___________
Executive Director					Date
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