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WELCOME TO VACREF EMPLOYMENT

It is my pleasure to welcome you to the VA Connecticut Research and Education Foundation (VACREF) where our mission is to facilitate research and education activities conducted at the VA Connecticut Healthcare System (VACHS). Through the research investigations of our Principal Investigators and their staffs our goal is to improve the health of our veterans, whether through advances in basic science, innovations in rehabilitation programs or improvements in systems for the delivery of health care. 

We consider it a privilege to be associated with the VACHS and to work collaboratively to create an outstanding research and education environment. We are pleased you will be joining our staff and look forward to a productive relationship.
The purpose of the VACREF Employee Handbook is to summarize the policies and procedures that affect you as an employee. Please take the time to read the handbook, and during the course of your employment, refer back to it when you have questions. 

This handbook is designed to be an evolving document that will be revised and updated as necessary. We will keep you advised of changes in policies and procedures through notices posted on the VACREF website and circulation of revised pages and/or newer editions. 
This handbook is not a contract of employment. We hope that our employment relationship with you will be ongoing and rewarding; however, your employment is “at will” and may be terminated at any time, with or without cause, by either you or us. No one at VACREF or the VACHS has the authority to enter into any agreement for employment for a specified period of time, or to make any other representations or agreement inconsistent with this policy, unless it is in writing and signed by the Executive Director.
Joseph Cardone 

Executive Director 

VACREF HISTORY AND PROFILE
The VA Connecticut Research and Education Foundation (VACREF) was incorporated in the State of Connecticut on January 7, 2005 and is a 501(c) (3) tax-exempt corporation. The United States Congress delegated to the Secretary of the Department of Veterans Affairs the authority to oversee the operations of the nonprofit corporations affiliated with VA medical centers. The congressional intent in enabling the creation of these corporations is to provide VA facilities with a flexible funding mechanism for the conduct of research as well as staff and patient education. 

The mission of VACREF is to facilitate research and education activities conducted at the VA Connecticut Healthcare System (VACHS). The range of research activities is broad and includes special emphasis on biomedical, health services, rehabilitation engineering, mental health and geriatric research endeavors. We also support various educational instruction and other learning experiences of benefit to employees and veterans. 

VACREF is subject to federal oversight by the VA Secretary, the Inspector General, the Internal Revenue Service, and the U.S. Comptroller General. Connecticut State law governs its day-to-day operations. VACREF is a member of the National Association of Veterans Research and Education Foundations (NAVREF). No action of the Corporation shall be knowingly carried out at variance to federal, state, or local authority, or to the common ethical principles of research medicine.

INTRODUCTORY STATEMENT

We are pleased that you have decided to join the VA Connecticut Research and 
Education Foundation (VACREF). We are confident that you will find VACREF a dynamic and rewarding place in which to work and we look forward to a productive and successful association. 

In general, you will work on the premises of the VACHS. In order to provide you with 

certain protections under the Federal Tort Claims Act (FTCA), you must have an approved Without Compensation (WOC) appointment with the VACHS. This establishes you as a Federal employee immune from suit under certain circumstances, with the Federal government acting as your primary insurer. A WOC appointment is a condition of employment and includes but is not limited to the following: background clearance, fingerprinting, TB test, standards of ethical conduct and mandatory training.
The date on the WOC appointment letter is not your VACREF start date, that date will be determined by the VACREF Executive Director once all employment forms are received and approved. 
We have developed this handbook to provide you with information concerning employment policies, working conditions and employee benefits. As a VACREF employee, it is expected that you read, understand, and comply with all the provisions of this handbook. 

Your employment with VACREF is at-will, and therefore, may be terminated by you or the company at any time and for any reason, with or without cause, and with or without notice. No supervisor or other representative of the organization (except the Executive Director) has the authority to enter into any agreement for employment for any specified period, or to make any agreement contrary to the above. 

Please note that the procedures, practices, policies, and benefits described here may be modified or discontinued from time to time. We will try to inform you of any changes as they occur; ultimately, however, it is your responsibility to check for any changes or updates to the information presented in this Handbook. 

GENERAL EMPLOYMENT POLICIES

EQUAL EMPLOYMENT OPPORTUNITY AND AFFIRMATIVE ACTION POLICY

As an equal opportunity employer, VACREF will always endeavor to select the best qualified individuals based on job-related qualifications, irrespective of such factors as race, color, national origin, religion, sex, gender identity, pregnancy, physical or mental disability, medical condition, e.g., cancer-related or genetic characteristics, ancestry, marital status, age, sexual orientation, citizenship, or status as a covered veteran or on any basis prohibited by federal, state or local law. 

This policy defines VACREF’s commitment to providing equal opportunity in all phases of employment including, but not limited to the following: 

• recruiting and soliciting for employment 

• hiring, placement, promotion, transfer and demotion 

• employment training or selection for training 

• rate of pay, compensation, and benefits 

• termination of employment 

VACREF will provide reasonable accommodation to otherwise qualified individuals with a known impairment as required by law. This organizational commitment to equal access for employment opportunities makes it imperative that all VACREF Principal Investigators, managers and supervisors comply with both the spirit and intent of federal and state laws and government regulations that relate to discrimination in the workplace. It is the responsibility of all Principal Investigators, managers and supervisors to ensure a work environment free of discrimination. 

Every employee has the right to work in surroundings that are free from all forms of unlawful discrimination. We will not engage in unlawful discrimination on any basis prohibited by local, state or federal law. 

To promote equal employment opportunity, prevent discrimination and ensure diversity, we support the principles of affirmative action. In that regard, we will be vigilant in our identification of potential problems in the recruitment and employment of women, minorities, veterans and persons with disabilities. Should such be discovered we will analyze the status of these groups throughout the organization to determine the cause of the problem. We would then take proactive measures, including targeted recruitment, training, outreach, and the expansion of mentoring programs to reach the qualified groups. 

RECRUITING AND HIRING POLICY

VACREF’s policy of equal employment is aimed at, and committed to, building and maintaining a diverse workforce with high standards and expectations for excellence. State and federal laws continue to require a commitment to equal employment opportunity and a workplace that is free from any form of unlawful discrimination. To assure that we adhere to our equal employment principles, all job openings will be publicized and statistics will be maintained on applicants and selections for appointment. As appropriate, VACREF will recruit both within and outside its work force to obtain qualified applicants. To support career progress of qualified internal candidates, internal recruitment may be utilized. Exceptions to recruiting 

may be made for employees whose responsibilities or titles have changed as a result of a reorganization or reassignment. 
EMPLOYMENT OF RELATIVES

A familiar relationship among employees can create an actual or at least a potential conflict of interest in the employment setting. VACREF will not hire or place a relative in a position where the potential for favoritism exists, specifically in a supervisory relationship. Under no circumstances may an individual supervise, evaluate the job performance, or approve compensation for any individual with whom she or he maintains a close relationship. In other cases where a conflict or the potential for conflict arises, even if there is no supervisory relationship involved, the parties may be separated by reassignment or terminated from employment, at VACREF’s discretion. 

For the purposes of this policy, a relative may include any individual related by blood, 

marriage, or affinity whose close relationship with the employee is similar to that of a family relationship. A close relationship is generally interpreted as spouse, life partner, parents, children, siblings, grandparents, in-laws, relatives through marriage, or members of the same household. Employees in a supervisory relationship who become related while working at VACREF must end the supervisory relationship by resigning or transferring to an open position in another department. 
DISCRIMINATION AND HARASSMENT POLICY

VACREF believes in respecting the dignity of every employee and expects every employee to show respect for all colleagues, clients and vendors. VACREF expects all employees to accomplish their work in a professional and businesslike manner. Harassment of employees by fellow employees or supervisors is a form of unlawful discriminatory behavior and is not permitted regardless of working relationship. In accordance with Connecticut’s Department of Labor policy, VACREF specifically forbids discrimination and harassment based on: 

• race 

• color 

• religion 

• sex (pregnancy or gender) 

• sexual orientation 

• marital status 

• national origin (including language use restrictions unless justified by business
  necessity) 

• ancestry 

• disability (mental and physical, including HIV and Aids) 

• medical condition (cancer/genetic characteristics) 

• age (40 and above) 

• denial of family and medical care leave 

Harassment includes unsolicited remarks, gestures, or physical contact; display or circulation of written materials, email or pictures derogatory to either gender or to racial, ethnic, or religious groups; or basing personnel decisions on an employee’s response to sexually oriented requests. This policy applies to all employees, applicants, and independent contractors. 

The definition of sexual harassment includes many forms of offensive behavior, including harassment of a person of the same gender as the harasser. Instances of harassment, including sexual harassment, include but are not limited to the following kinds of behavior: 

• unwanted sexual advances 

• offering employment benefits in exchange for sexual favors 

• actual or threatened retaliation 

• leering; making sexual gestures 

• displaying sexually suggestive objects, pictures, cartoons, or posters 

• making or using derogatory comments, epithets, slurs, or jokes 

• sexual comments including graphic comments about an individual’s body 

• sexually degrading words used to describe an individual 

• suggestive or obscene letters, notes, or invitations 

• physical touching or assault, as well as impeding or blocking movements 

Employees should be aware that VACREF has a zero tolerance of sexual harassment and that such behavior is prohibited both by law and by VACREF policy. These prohibitions apply to all supervisors, non-supervisory employees, vendors, and others that meet with VACREF employees. Sexual harassment is a form of illegal discrimination and will not be tolerated. 

VACREF protects employees, applicants, and independent contractors from unlawful harassment. VACREF will respond promptly and effectively to reports of sexual harassment, and will take appropriate action to prevent, to correct, and if necessary, to discipline behavior that violates this policy. 

Sexual harassment may include incidents between any employee, applicants or non-employee participants, such as vendors, contractors, visitors, and patients. Sexual harassment may occur in hierarchical relationships or between peers, or between persons of the same sex or opposite sex. 

Harassment that is not sexual in nature but is based on gender, sex stereotyping, or sexual orientation is also prohibited by our nondiscrimination policies if it is sufficiently severe to deny or limit a person’s ability to participate in or benefit from VACREF employment. While discrimination based on these factors may be distinguished from sexual harassment, these types of discrimination may contribute to the creation of a hostile work environment. Thus, in determining whether a hostile environment due to sexual harassment exists, VACREF may take into account acts of discrimination based on gender, sex stereotyping, or sexual orientation. 

RETALIATION PREVENTION – This policy also prohibits retaliation against a person who reports sexual harassment, assists someone with a report of sexual harassment, or participates in any manner in an investigation or resolution of a sexual harassment report. Retaliation includes threats, intimidation, reprisals, and/or adverse actions related to employment. 

DISSEMINATION OF THE POLICY AND EMPLOYEE TRAINING – As part of the commitment to providing a harassment-free working environment, this policy shall be disseminated widely to all employees and distributed to new employees upon hiring. Supervisors and managers are responsible for taking whatever action is necessary to prevent sexual harassment, to correct it when it occurs, and to report it promptly to VACREF’s Executive Director for investigation. 

REPORTS OF SEXUAL HARASSMENT – Any employee, applicant or outside vendor may report conduct that may constitute sexual harassment under this policy. Report the facts of the incident(s) including what happened, how often, and where the incident(s) occurred, as well as the names of the individuals and witnesses involved. If your supervisor is unavailable, or if you believe it would be inappropriate or uncomfortable to report it to your supervisor, contact the Executive Director of VACREF for assistance. 

RESPONSE TO SEXUAL HARASSMENT – VACREF shall provide a prompt and effective response to reports of sexual harassment. VACREF will take appropriate action to stop the harassment and ensure it will not continue. A prompt and effective response may include early resolution, formal investigation, and/or targeted training or educational programs. Upon findings of sexual harassment, VACREF may offer remedies to the individual or individuals harmed by the harassment which may include counseling, or other appropriate interventions. Any VACREF employee who is found to have engaged in sexual harassment is subject to disciplinary action up to and including dismissal. 

Generally, disciplinary action will be recommended when the harassing conduct is 

sufficiently severe, persistent, or pervasive that it alters the conditions of employment. Any manager, supervisor, or designated employee responsible for reporting or responding to sexual harassment with knowledge of the harassment but took no action to stop it or failed to report the prohibited harassment also may be subject to disciplinary action. 

INTENTIONALLY FALSE REPORTS – Because sexual harassment frequently involves interactions between persons that are not witnessed by others, reports of sexual harassment cannot always be substantiated by additional evidence. Lack of supporting evidence should not discourage individuals from reporting sexual harassment under this policy. However, individuals who make reports that are later found to have been intentionally false or made maliciously without regard for truth may be subject to disciplinary action. This provision does not apply to reports made in good faith, even if the facts alleged in the report cannot be substantiated by an investigation. 

ADDITIONAL ENFORCEMENT INFORMATION – The federal Equal Employment Opportunity Commission (EEOC) and the Connecticut Department of Fair Employment and Housing also investigate complaints of unlawful harassment in employment. These agencies may serve as neutral fact finders and attempt to facilitate the voluntary resolution of disputes with the parties. 

WHISTLEBLOWER PROTECTION POLICY
VACREF encourages its employees to report suspected or actual illegal or improper activity, financial or otherwise.  VACREF will not condone any activity that is illegal or improper, whether done by a Board Member or employee.
Report to the Executive Director or President any activities that you believe to be illegal or improper.  Employees will be protected against retaliatory actions resulting from reporting unethical conduct.  Any employee who feels that adverse action has been taken toward him/her due to a report of improper activity should notify the Executive Director or the President as soon as possible.
General. VACREF requires directors, officers and employees to observe high standards of business and personal ethics in the conduct of their duties. Employees and representatives of VACREF must practice honesty and integrity in fulfilling their responsibilities and comply with all applicable laws and regulations.
Reporting Responsibility. It is the responsibility of all directors, officers and employees to comply with ethical standards and to report violations or suspected violations in accordance with this Whistleblower Policy.
No Retaliation. No director, officer or employee who in good faith reports a violation of ethical standards shall suffer harassment, retaliation or adverse employment consequence. 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. This Whistleblower Policy is intended to encourage and enable employees and others to raise serious concerns within VACREF prior to seeking resolution outside VACREF.
Reporting Violations. VACREF has an open door policy and encourages employees to share their questions, concerns, suggestions or complaints with someone who can address them properly.  In most cases, an employee’s supervisor is in the best position to address an area of concern.  However, if you are not comfortable speaking with your supervisor or you are not satisfied with your supervisor’s response, you are encouraged to speak with anyone in management whom you are comfortable in approaching. Supervisors and managers are required to report suspected violations of ethical standards to the Executive Director or the President, who have responsibility to investigate all reported violations. For suspected fraud, or when you are not satisfied or are uncomfortable with following VACREF’s open door policy, individuals should contact the President directly.
Reporting Individual. The President is responsible for investigating and resolving all reported complaints and allegations concerning violations of ethical standards and, at his discretion, shall advise the Executive Director and/or the audit committee. The President has direct access to the board of directors and is required to report to the board at least annually on compliance activity. 

Accounting and Auditing Matters. The board of directors shall address all reported concerns or complaints regarding corporate accounting practices, internal controls or auditing. The President shall immediately notify the board of any such complaint and work with the board until the matter is resolved.
Acting in Good Faith. Anyone filing a complaint concerning a violation or suspected violation of ethical standards must be acting in good faith and have reasonable grounds for believing the information disclosed indicates a violation. Any allegations that prove not to be substantiated and which prove to have been made maliciously or knowingly to be false will be viewed as a serious disciplinary offense.
Confidentiality. Violations or suspected violations may be submitted on a confidential basis by the complainant or may be submitted anonymously. Reports of violations or suspected violations will be kept confidential to the extent possible, consistent with the need to conduct an adequate investigation.
Handling of Reported Violations. The President will notify the sender and acknowledge receipt of the reported violation or suspected violation within five business days. All reports will be promptly investigated and appropriate corrective action will be taken if warranted by the investigation.

AMERICANS WITH DISABILITIES ACT

VACREF is committed to complying with all applicable provisions of the federal Americans with Disabilities Act (ADA). It is our policy not to discriminate against any qualified employee or applicant with regard to any terms, conditions or privileges of employment because of such individual’s disability or perceived disability so long as the employee can perform the essential functions of the job. Consistent with this policy of nondiscrimination, VACREF will provide reasonable accommodations to a qualified individual with a disability, as defined by the ADA and FEHA, who has made us aware of his or her disability, and provided that such accommodation does not constitute an undue hardship on the organization. Reasonable accommodation can include, but is not limited to, the following: 

• changing the job duties 

• changing the work shift 

• providing leave for medical care 

• accommodating work schedules 

• relocating the work area 

• providing mechanical or electrical aid

DRUG FREE WORKPLACE POLICY
VACREF strives to maintain worksites free from the illegal use, possession, or distribution of alcohol or of controlled substances, as defined in schedules I through V of the Controlled Substances Act, 21 United States Code section 812, and by regulation at 21 Code of Federal Regulations section 1308. In compliance with the federal Drug-Free Workplace Act of 1988 we do not allow the unlawful manufacture, distribution, dispensing, possession, use, or sale of alcohol or of controlled substances by VACREF employees in the workplace, on the premises, at official functions, or on VACREF business. In addition, employees shall not use illegal substances or abuse legal substances in a manner that impairs work performance. Employees found to be in violation of this policy, if the circumstances warrant, may be 

subject to corrective action up to and including dismissal. 
Employees working on Federal contracts and grants shall notify VACREF within five calendar days if they are convicted of any criminal drug statute violation occurring in the workplace or while on VACREF business. This requirement also applies to all indirect charge employees who perform support or overhead functions related to a Federal contract or grant and for which the Federal government pays its share of expenses, unless the employee's impact or involvement is insignificant to the performance of the contract or grant. VACREF is required to notify the Federal contracting or granting agency within ten calendar days of receiving notice of such conviction and to take appropriate corrective action or to require the employee to participate satisfactorily in available counseling, treatment, and approved substance-abuse assistance or rehabilitation programs within thirty calendar days of having received notice of such conviction. 

SMOKING POLICY

VACREF and the VACHS maintain a smoke-free work place. There is no smoking or vaping allowed on the campus. 
COMPUTER, EMAIL, PHONE, AND OTHER TECHNICAL USAGE

The computer, email, and phone systems are the property of the organization. These 

electronic communication services are provided for use in conducting company business. All communications received from or stored in these systems are our records and the property of VACREF and VACHS. E-mail is not considered private and there is zero tolerance for abuse of email. You should have no expectation of privacy when using email to transmit, store and communicate information. 

CONFLICT OF INTEREST 
VACREF expects employees to perform their jobs according to the highest ethical standards of conduct. Employees are expected to devote their best efforts to the interests of VACREF. Business dealings that appear to create a conflict between the interests of VACREF and an employee are unacceptable. VACREF recognizes the right of employees to engage in activities outside of their employment which are of a private nature and unrelated to the organization. However, the employee must disclose any possible conflicts so that VACREF may assess and prevent potential conflicts of interest from arising. A potential or actual conflict of interest 

occurs whenever an employee is in a position to influence a decision that may result in a personal gain for the employee or an immediate family member, i.e., spouse or significant other, children, parents, siblings, as a result of VACREF's business. All VACREF employees will receive the Conflict of Interest Policy at hiring and are required to sign the annual statement certifying compliance with the policy. Employees are discouraged from accepting meals or other gifts of more than a nominal value from salespeople, vendors, suppliers, or any other solicitors. Also refer to the separate section of this handbook on standards of conduct and discipline. 

CONFIDENTIAL INFORMATION
Employees are required to maintain the confidentiality of information obtained in the performance of their duties.  There are three main categories of confidential information that VACREF employees will encounter:  

1) VA Confidential Information. – VA is subject to various laws regarding confidentiality, including but not limited to the Privacy Act, the Health Insurance Portability and Accountability Act of 1996 (Public Law 104-191), the Freedom of Information Act, and 38 U.S.C. §§5701, 5705, and 7332.  VA may only use or disclose Confidential Information consistent with applicable legal authority. Examples of VA Confidential Information include Individually Identifiable Information contained in VA patient files, VA data, VA research and VA employee records including but not limited to licensure and credentialing. 

2) Third Party Confidential Information. – Confidential Information obtained from federal or nonfederal sponsors and research collaborators in the context of potential and actual collaborative research and/or education.  This information includes, but is not limited to, trade secrets, commercial, financial information, protocols and data. 

3) VACREF Confidential Information. – Confidential information of NPCs, such as budget, personnel, and information pertaining to internal business operations matters.

For New Employees – New employees shall be provided a copy of this policy and shall be required to execute a nondisclosure agreement substantially equivalent to the attached sample template as part of their orientation process within 15 days of hiring.

For Existing Employees – Existing employees who have not executed a nondisclosure agreement shall be provided a copy of this policy and will be required to execute a nondisclosure agreement within 45 days of the effective date of this policy. 

For VA WOC Employees - NPC employees who hold a VA Without Compensation appointments are subject to various laws regarding confidentiality, including but not limited to the Privacy Act, Freedom of Information Act, 38 U.S.C. §§5701, 5705, and 7332.  VA WOC employees may only use or disclose confidential information consistent with applicable authorities.  Requests for disclosure of confidential information will be handled in accordance with 5 U.S.C. §552, E.O. 12600, and 38 C.F.R. 1.554a.  VA employees are bound by 18 U.S.C. § 1905, known as the Federal Trade Secrets Act, to not disclose confidential and proprietary information disclosed to them in the conduct of their official duties. Additionally, the Economic Espionage Act of 1996 makes the theft or misappropriation of a trade secret by VA employees a federal crime.  18 U.S.C. §§ 1831-1839.

THE FEDERAL STANDARDS OF ETHICAL CONDUCT

VACREF is a Connecticut non-profit corporation, governed by the corporation laws of Connecticut but established pursuant to federal law, 38 U.S.C. Section 7303(a) (1) and, as such, we are subject to federal laws and regulations applicable to Federal employees with respect to conflicts of interest in the performance of official functions. A synopsis has been prepared by the Office of Government Ethics to give you enough familiarity with the contents of the regulations to recognize ethical issues when they arise and to assist in looking up relevant provisions in the regulations. 

VACREF will refer all questions of ethical conduct impropriety to the VA Office of Regional Counsel for a legal opinion. 

SECURITY AND SAFETY POLICY

VACREF functions within the VACHS and all employees have an approved Without 

Compensation Appointment (WOC) with the VACHS. Employees are expected to take an active part in maintaining a hazard free environment. In addition, the list below states responsibilities in regards to safety compliance: 

• follow the safety rules applicable to work areas 

• immediately report any accidents or injuries 

• immediately report any unsafe equipment, working condition, process or 
  procedure to your supervisor 

• use necessary safety equipment 

SECURITY —To ensure the orderly and efficient operation of our organization and to provide the best possible work environment, VACREF requires that employees maintain proper standards of personal conduct. The VA maintains appropriate security systems which you are required to follow. The general provisions are set forth in 38 CFR 1.218, regarding all property under the charge and control of VA and to all persons entering in or on such property. The following are examples of infractions or rules that may result in disciplinary action, up to and including termination of employment. This list is not intended to be exhaustive: 

• theft or inappropriate removal or possession of VACREF/VA property 

• working under the influence of alcohol or illegal drugs 

• possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the 
  workplace, or while operating VACREF/VA vehicles or equipment 

• fighting or threatening violence in the workplace 

• sexual or other unlawful or unwelcome harassment 

• possession of dangerous or unauthorized materials, such as explosives
  or firearms, in the workplace unauthorized disclosure of research and/or
  confidential information 

The VA provides parking for VACREF employees; however, neither VACREF nor the VA assumes responsibility for loss through fire, theft, collision or otherwise to your car or its contents while it is parked on VA or other property. VA-issued identification badges will be worn and will be visible at all times by all VACREF employees while in the performance of their duties. 

EMPLOYMENT BASICS

It is important that you understand the terms of your employment. VACREF is a non-profit affiliate of the VA Connecticut Healthcare System (VACHS). You are considered an employee of the government for purposes of the Federal Tort Claims Act (FTCA), which lends protection to you while working in a federal agency. As a condition of employment, you are required to have a Without Compensation (WOC) appointment with the VACHS which includes, but is not limited to: 

• security background check 

• TB testing/physical (depending on position) 

• fingerprinting 

• verification of education 

• verification of licensure and/or certification 

• annual research trainings 

• intellectual property agreement 

• scope of practice (depending on job responsibilities) 

• reference checks 

• adherence to VA policies and regulations, especially those referencing a drug
 
  free workplace, anti-harassment rules of behavior for computer systems, and 
  ethical conduct
Finally, as a Connecticut non-profit, we follow the state’s regulations regarding working 

conditions, overtime, training, and other state mandated employment laws and regulations. Thus, all employment is at-will and is terminable at any time by you or VACREF with or without cause and with or without notice. No immediate supervisor, manager, Principal Investigator or employee has any authority to enter into any offer of employment – expressed or implied – with any person providing for employment other than at-will. Nothing in this handbook or in any oral statement shall limit the right to terminate employment at-will. Moreover, continued employment is conditional based on performance and availability of appropriate work and funds. 

CITIZENSHIP AND IMMIGRATION REQUIREMENTS
Under Federal law, we may employ only individuals who are legally eligible to work in the United States as established by providing documents specified in the Immigration Reform and Control Act of 1986 (Publication L 99-603 (8 USC 1324a). As required by law, you must have a completed Verification of Employment Eligibility- I-9 form on file. Section 1 of the I-9 form must be completed prior to the first day of employment for all new employees. VACREF does not sponsor non-citizen work visas. 
EMPLOYMENT CATEGORIES

Employment categories define employment status and clarify benefit requirements. All 

employees are classified in one of the following categories: 

FULL-TIME PERMAMENT EMPLOYEES are those scheduled to consistently work 40 hours a week for 12 months or more. If you are in this category you are eligible for leave, holiday, healthcare benefits and jury duty pay as prescribed.
PART-TIME EMPLOYEES are those who are scheduled to work less than 40 hours per week or employees who may intermittently work 40 hours, but not have a permanent set schedule of 40 hours per week. These employees are not eligible for leave benefits. If part time employees have a set work schedule, established and approved by VACREF at the time of employment, holidays falling on their workday will be compensated for the hours that would normally be worked that day. Part time employees with floating schedules are not eligible for holiday pay. Part-time employees who consistently work 30 or more hours per week are eligible for healthcare benefits. Please discuss this with the Executive Director.
EXEMPT AND NON-EXEMPT DEFINED

VACREF complies with federal and state regulations in the classification of individuals as exempt, i.e., overtime not paid, or non-exempt, i.e., overtime paid, from overtime pay rules . In accordance with the Federal Labor Standards Act (FLSA) it is 

our policy to exempt only those individuals whose duties, responsibilities, and salary clearly meet all statutory requirements. Determination of exemption is not based on job titles or salary levels. In order for an exemption to apply, your job duties and salary must meet all the requirements of the federal and state regulations. Your VACREF offer letter specifies your FLSA status. 

NON-EXEMPT STATUS — As a non-exempt employee, you are covered under the provisions of the federal Fair Labor Standards Act (FLSA) regarding overtime pay. As a non-exempt employee, you are required to submit a timesheet each pay period; you are paid on an hourly basis and are compensated for all hours worked. All hours in excess of 40 hours in any workweek will be paid as overtime at 1.5 regular rate. You must have prior approval from your supervisor for any overtime hours. 

EXEMPT STATUS — As an exempt employee you are not covered by the provisions of the Federal and State Wage and Hour Laws as established by the Fair Labor Standards Act (FLSA). In general, the position is considered exempt when it is in an executive, administrative, or professional category and meets the above requirements. A leave report is due when you take a full day off work. Federal and state regulations require that exempt employees be paid on a salaried basis and, by definition, may not be paid for overtime. 

SEPARATE EMPLOYERS

VACREF employees are not Yale University or Federal Government employees, but may work side by side with employees of the Yale University and the VACHS. Work policies of these employers differ slightly from VACREF policies. All persons who are paid wages and salary directly from VACREF are employees of VACREF. If questions arise in the course of your employment because of differences in benefits of employees, please refer these questions to the VACREF Administrative Office. VACREF employment policies will apply to your appointment, not the policies of the VACHS or Yale University. Only the VACREF Executive Director can approve changes in work schedule, leave and other benefit categories, not the VA supervisor. 
HOURS OF WORK
Regular work hours are from 8:00 a.m. to 4:30 p.m. Monday through Friday. Your position may require a different schedule with supervisory and VACREF approval. Your supervisor determines your work schedule and it is your responsibility to understand your schedule. Employees working an eight-hour day are entitled to an unpaid half-hour lunch break. Per Connecticut Labor law all employees working 7 or more hours per day must include a 30 minute lunch break on their timesheet. All non-exempt employees are provided a timesheet for completion on a daily basis. 

For purposes of calculating overtime, the workweek begins at 12:01 a.m. on Sunday and ends at midnight on Saturday. You must receive authorization by your supervisor prior to working overtime. Failure to receive authorization prior to working overtime may result in discipline with possible termination. 

TIMESHEET FOR NON-EXEMPT EMPLOYEES — Federal and state laws require non-exempt employees to keep an accurate daily record of hours actually worked, including actual start and stop times. As a non-exempt employee, you must record all time worked and meal periods taken each workday. Your timesheet should show: 

• the time work began 

• the time reported out to meal break 

• the time reported in from meal break 

• the time reported out from work 

You are encouraged to complete your timesheet on the actual day of work. Your supervisor must approve your timesheet each pay period. 

LEAVE REPORT FOR EXEMPT EMPLOYEES — Records of vacation, sick and Leave of Absence (LOA) time must be maintained for all exempt employees. Your time off is reported in hourly increments.

EXCEPTIONS FOR EXEMPT EMPLOYEES’ LEAVE REPORT — As an exempt/salaried employee you are required to be paid on a salaried basis, except in the following situations: 

• if you have not worked a full work week in the initial week of employment 

• if you have not worked a full work week in the final week of employment 

• if you are on a Leave of Absence (LOA) taken under the Family and Medical
  Leave Act 
MEAL PERIODS

Non-exempt employees are allowed a 30 minute unpaid lunch break. If you work more than 7 hours in a workday, you must have a meal period of at least 30 minutes. Meal periods, which should be substantially duty-free, are neither time worked nor time on pay status, but must be accounted for on your timesheet. 

OVERTIME

EMPLOYEES EXEMPT FROM OVERTIME COMPENSATION 

DEFINITION OF EXEMPT EMPLOYEE — Certain employees are exempt from governmental regulations regarding compensation for overtime work. Check your offer letter to verify your classification. In general, your position is exempt when you are employed on a full-time basis in an executive, administrative, or professional position as defined by the federal Fair Labor Standards Act. Employees classified as exempt are not entitled to receive overtime pay. 

OVERTIME ENTITLEMENT — As a non-exempt VACREF employee, if you are required to work more than 40 hours in a week, you are entitled to be paid compensation for all hours worked. Our policy provides for overtime payment for hours worked in excess of 40 in one week in accordance with federal, state, and local regulations. Overtime policies are applicable to all non-exempt employees. Our own requirements and government regulations make it mandatory that overtime hours worked by non-exempt employees be accurately recorded on timesheets and compensated. Compensatory time in lieu of overtime payment is not allowed. All hours worked must be officially recorded on the VACREF timesheet and turned into the VACREF administrative office every two weeks for payroll purposes. Employees should not be keeping separate logs of hours worked for the purpose of claiming compensatory time in the future. 
APPROVAL OF OVERTIME WORK — Scheduling of overtime hours of work requires advance approval by supervisors and VACREF management. 

OVERTIME HOURS — Overtime pay is calculated on 40 hours of being in a paid status. Vacation, holidays, and sick time are not excluded in calculating hours towards overtime. 

LEAVE ADMINISTRATION

It is our hope that you maintain a balance between work and your personal life. To assist you with that goal, leave options are provided for you. There are two basic types of leave – leave with pay and leave without pay. 

To request time off for vacation, sick, or other types of leave, notify your supervisor as far ahead of time as possible. As a reminder: all time off should be recorded on your 

timesheet/leave report. 

LEAVE WITH PAY CATEGORIES 

If you work 40 hours or more per week as a permanent full time employee you are eligible to receive vacation, sick, and holiday hours. You should give advance notification to your supervisor when requesting any time off from work, whenever possible

VACATION 

Employees are encouraged to schedule their vacation in advance with their supervisor’s approval. Although vacation leave is provided for your rest and relaxation, you may request to use vacation time for illness, disability, and personal reasons. Eligible employees earn vacation hours according to the total hours paid (excluding overtime and leave without pay hours) each pay period. “Pay” for this purpose includes all hours worked, pay for sick leave, vacation, and holidays. Vacation leave will not be advanced. Vacation leave must be available at the end of the previous pay period if used the next pay period. Vacation hours can not be accrued and used within the same pay period if the previous pay period had a zero leave balance. Forty hours must be worked before leave accrues. 
EARNING VACATION – Vacation is accrued according to the following schedule: 

Employment Year          Rate of Vacation Accrual Annual Vacation @ 40 hrs./wk 

1st – 3rd  year  

4 hours every pay period (13 days) 

4th- 10th year   

6 hours every pay period (19.5 days) 

 Over 10 years 

8 hours every pay period (26 days) 

VACATION ACCRUAL RATE — Vacation accrual rate starts from VACREF date of hire for all eligible employees.
VACATION ACCUMULATION CAP — Vacation can be accumulated and carried forward from year to year, with a cap of twice the annual rate of accrual carried over to January 1st each year.  
1st – 3rd  year
26 days/208 hours can be carried over each year
4th- 10th year  
39 days/312 hours can be carried over each year
 
Over 10 years 
52 days/416 hours can be carried over each year
VACATION PAYOUT — Upon separation of employment or a change from full-time to part-time status you will receive payment for all unused accrued vacation hours. Vacation hours can’t be carried forward or applied to a part-time work schedule. It is important to note that a leave of absence without pay is not a separation of employment and lump sum payment of accumulated vacation is not provided if you take leave without pay. 

SICK/PERSONAL LEAVE 

If you work 40 hours or more per week as a permanent full time employee you are eligible to accrue sick/personal leave according to the total hours paid (excluding overtime and leave without pay hours) each pay period. Employees must be in a full-time paid status to accrue sick leave. Sick/personal leave accrues at a rate of 4 hours per pay period or 13 days per year. Sick/personal leave will not be advanced or paid out upon separation. Sick/personal leave must be available at the end of the previous pay period to be used the next pay period. Sick/personal hours can not be accrued and used within the same pay period if the previous pay period had a zero leave balance. Forty hours must be worked or noted as leave before sick/personal leave accrues.
Sick/personal leave is provided in order that you may continue to receive salary when you are absent from work because of illness, disability, injury, and appointments. 

Paid sick/personal leave may also be used in the following situations: 

• care for a sick family member; including your child, parent, spouse, registered 

  
  domestic partner, or the child of a registered domestic partner 

• during a pregnancy disability leave 

• for family and medical leave 

In conjunction with extended sick leave, you may be requested to: 

• give at least 30 days’ advance notice of foreseeable medical needs whenever

 
  possible or reasonable notice when advance notice is not possible.
SICK/PERSONAL LEAVE ACCUMULATION — Any unused sick leave may be carried forward from one year to the next without limitation. No payment for unused accumulated sick leave is made upon separation of employment. 

TRANSFER OF VACATION/ SICK/PERSONAL LEAVE (Part-Time) — If you have transferred from a full time paid leave category to one in which sick leave no longer accrues (less than 40 hours), your previously earned sick leave can only be used within the agreed upon work schedule, it will not be paid out as additional hours added to your part-time schedule. Sick leave hours can not be used to meet benefit thresholds if your agreed upon work hours do not meet that threshold.   If you later transfer back to full time status the sick leave balance will be reinstated. 
Previously accrued vacation leave will be paid out in a lump sum when changing to part-time status. 
PAY DAYS

All VACREF employees are paid on a bi-weekly basis. When a payday falls on a non-

workday, deposits will be made on the last working day preceding the payday. 

HOLIDAYS

HOLIDAY PAY — Regular employees working 40 hours or more hours per week are eligible for pay on designated holidays. Part-time employees are only eligible to receive holiday pay if they work a set schedule that has been approved in writing by the Executive Director and that holiday falls within their regular work schedule. Part-time employees will only be paid for the number of hours regularly scheduled on that day. 
SCHEDULED HOLIDAYS — VACREF observes the following holiday schedule and any additional federal holidays as mandated by decree during the year (Christmas Eve, former president funerals, etc.) :
Paid holidays: 

New Year's Day 


Labor Day 

Martin Luther King, Jr. Day 
Columbus Day 

Presidents’ Day 


Veterans Day 

Memorial Day 


Thanksgiving

Juneteenth



Christmas Day 
Independence Day 


 

Performance and Compensation Reviews
Principal Investigators regularly evaluate the performance of their research staff and discuss, with each employee, both superior performance and inadequate performance or problems as they occur. Pay increases for work may be considered but are not assumed and are strongly determined by availability of individual project funds. The Executive Director evaluates the performance of support personnel. VACREF requires Principal Investigators and supervisors to review the performance of each of their employees on the employee’s anniversary date. Salary adjustments can be made at this time or whenever job responsibilities change to justify a salary increase. 
Cost of Living Adjustment (COLA)
As an employee of VACREF, you may receive, in January of each year, a COLA that is determined by the VACREF Board of Directors. This adjustment is effective in the first pay period of each year.  
JURY DUTY

VACREF recognizes that serving on jury duty is a civic responsibility for all citizens of the United States. VACREF also recognizes that you may at times be summoned or subpoenaed for a court appearance as a state’s witness. In accordance with Connecticut law payment during this service covers employees regularly working more than 30 hours per week. Notices of jury duty must be provided to VACREF’s administrative office prior to the court date. Employees who consistently work 30 hours or more per week will be paid their regular salary for the first 5 days of jury duty. After 5 days the State of the Connecticut will reimburse the juror $50 per day. If you are not employed by VACREF at least 30 hours per week refer to the out of pocket reimbursement by the state on the Connecticut jury duty website. 
RECORDING JURY DUTY — Hours for jury duty should be recorded as regular time, without any time in/time out entries, accompanied by a written “jury duty” notation on the timesheet. You must provide verification from the court or jury commissioner of time spent on required jury duty. Attach the court summons to the timesheet. 
TEMPORARY MILITARY LEAVE AND/OR RESERVE DUTY

The Federal Uniformed Services Employment and Reemployment Rights Act (USERRA) provides reemployment rights for veterans and members of the National Guard and Reserve following qualifying military service. Federal and state law entitles such employees to leave without pay to serve in the uniformed services of the United States on a voluntary or involuntary basis including absence for a fitness exam. In order to be eligible for reemployment rights under USERRA, all of the following conditions apply: 

• you provide a copy of advance written or verbal notice for all military service
unless giving notice is impossible, unreasonable, or precluded by military
             necessity 

• you have 5 years or less of cumulative service in the uniformed services
  while employed by VACREF 

• you return to work or apply for reemployment in a timely manner 
  after conclusion of service 

• you have not been separated from service with a disqualifying discharge
or under other than honorable conditions USERRA requires that service

members who conclude their tours of duty and have met the above
  conditions have job retention rights and retain full seniority benefits for
  all prior service. 
SEPARATION FROM EMPLOYMENT

EMPLOYEE SEPARATION — Every employee has employment-at-will status, meaning that no one has a contractual right, express or implied, to remain in VACREF’s employment. VACREF may terminate your employment, or you may terminate your employment, without cause, and with or without notice, at any time for any reason. No supervisor or other representative of the organization, except the Executive Director, has the authority to enter into any agreement for employment for any specified period of time, or to make any agreement contrary to these terms. 

INVOLUNTARY SEPARATION — You may be terminated by VACREF due to reorganization, a reduction in project support funds, or the elimination or redistribution of work duties. Connecticut law requires that an employee receive all wages owed, including vacation pay, when separated. This will be made available in the next regular payroll deposit unless otherwise agreed. 
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