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Overview
1. This shall be the Operations and Office Policy Manual to guide the usual operating procedure of the New York State Academy of Family Physicians (Academy). 
2. All persons performing business of the Academy will follow inasmuch as possible the guidelines set forth in this manual.
3. Exceptions to the procedures require prior approval by the Executive Committee of the Board of Directors.
4. The Commission on Operations shall review the Operations and Office Policy Manual (Manual) annually and present recommendations for changes to the board or executive committee as necessary.  Any changes adopted by the Board or executive committee would become effective immediately or at a date specified by the board or executive committee.  The administrative calendar will be updated from year to year by the Commission on Operations and will include all major conferences, clusters and programs of the Academy including AAFP and STFM meetings.
5. Copies of the Manual shall be distributed to:
a. The Board of Directors

b. All Officers of the Academy

c. All commission Chairs

d. All staff of the Academy

The New York State Academy of Family Physicians

The New York State Academy of Family Physicians is the New York State chapter of the American Academy of Family Physicians (AAFP) and represents physicians engaged in family  medicine and medical students.  The Academy has several county chapters and family medicine residency program chapters throughout New York State.  

The Academy was established in 1948.

Membership requirements in the Academy are established in the Constitution & Bylaws  of the AAFP.  

The Academy was the first medical association to require continuing medical education of its members as a condition of membership.
The Academy is a nonprofit association.   Revenue is generated from dues, advertising, exhibit fees, educational grants, contracts and conference registration fees.
Mission Statement
The NYSAFP strives to improve the health of patients, families and communities by serving members of the Academy through education and advocacy.
The Academy’s Structure
1. Congress of Delegates

Overall policy is made by the Academy’s Congress of Delegates which meets at the time of the annual meeting.  Each county chapter elects two delegates to the Congress of delegates.

2. Board of Directors

Under the Congress of Delegates is the Board of Directors.  The Board may meet as often as necessary either in-person or by teleconference.   The Board is responsible for implementing policies of the Congress and is further authorized to manage the operations of the Academy.
3. Executive Committee

An Executive Committee composed of the President, who shall also be the chair, Vice President, Immediate Past President, the Chair of the Board, the President-Elect, the Secretary and one Elected Director appointed annually by the Board of Directors.  The Speaker of the Congress of Delegates is a non-voting member. The Executive Committee may meet as often as necessary between meetings of the Board of Directors and shall have authority to act on behalf of the Board.
4. Executive Vice President

The Executive Vice President is the chief executive officer and is responsible for interpreting and executing policies of the Congress of Delegates, the Board, and the executive committee.   The Executive Vice President shall hire and supervise such staff and consultants as are necessary to conduct the work of the Academy.
 Operations Commission
The Operations Commission has responsibility for monitoring the accounting activities at the headquarters office, arranging for an audit of the books, and preparing an annual budget with recommendations for the consideration and approval of the Board of Directors.   The Commission is also responsible for retaining and monitoring the work of a financial advisor to manage investments of the Academy.
Duties of Officers and Directors

1. Officers of the Academy will fulfill their duties as outlined in the Constitution and Bylaws and whatever other duties are required.
2.
Officers and Directors will, as their schedules permit, be available to represent the Academy.

3.
The President or his/her designee will act as spokesperson for the Academy and attend whatever meetings are required to fulfill this obligation.

4.
An allowance will be budgeted to defray the expense of the President and others delegated to represent the Academy.  No officer or representative of the Academy may exceed the budgeted amount without the approval of the Board of Directors.

5.
The President will have the authority to authorize staff and officers to attend meetings and Academy functions within limits of budgeted amounts.

6.
Rooms at the AAFP Congress of Delegates shall be as stated below unless otherwise authorized by the Board of Directors. 

a. The NYSAFP will budget up to $10,000 over a three-year period for campaign costs for a NYSAFP delegate to the AAFP Congress who declares that he/she will run for a national office within the AAFP. Such funds may only be used for a hospitality suite at the AAFP COD, mailings, and promotional items to distribute to delegates.

b. Delegates to the American Academy of Family Physicians Congress of Delegates are responsible for their own expenses to be vouchered in the usual fashion, subject to the reimbursement policies established by the Academy. 
7.
The President-Elect will serve as chair of the Commission on Operations, and the Immediate Past President and Vice President shall be Ex-Officio members of the Commission.

8.
Authorized use of Academy Stationery logo is limited to officers, officials, members of the Board of Directors, and chairpersons of commissions and committees and officers of county or regional chapters.
Delegates
1. Representatives of the New York State Academy of Family Physicians may attend certain meetings on behalf of the Academy.  Appropriate reimbursement for expenses will be provided to such representatives pursuant to the budget approved by the Board and a request for reimbursement procedure established by the Executive Vice President. Members who attend meetings to represent NYSAFP will provide a written report of their experience to the President.
2. These meetings shall include:

AAFP COD/SA


2 delegates, 2 alternate delegates,

NYSAFP President, NYSAFP EVP other staff members only if needed (i.e. when we are running a candidate for National office)

ALF
NYSAFP President, President-Elect, 2 Delegates or Alt. Delegates to AAFP, Executive VP, a representative from the Commission on Leadership Development and up to two staff.


Ten State


NYSAFP President, President-Elect, Executive VP

MSSNY



Delegate to MSSNY or Alt. Del.

NYSAFP Annual Mtg.
See section on Congress of Delegates and Scientific Assembly.

National Congress of 

Special Constituencies
The Chair of the Leadership Commission will prepare a slate of delegates for NCSC to be approved at the fall cluster. 

3. The Academy may send a representative to certain meetings of appropriate organizations.  Such organizations may include, but are not limited to, neighboring state or regional chapter meetings, county and local chapter meetings, and student or resident group meetings.  Upon receipt of an invitation, the President may attend or designate an individual to attend such meetings.  Appropriate individuals would include Officers of the Academy, the Executive VP, and Chair of the Board or Commission Chairs. Reimbursement of expenses to attend such meetings shall be consistent with Academy policy regarding reimbursement of travel expenses.

4. Delegates and Alternate delegates of the AAFP will have four (4) days’ expenses paid by the Academy for the AAFP Congress of Delegates.

Policies

Reimbursement 
Members who incur costs to represent the Academy at meetings or to otherwise conduct Academy business shall be entitled to reimbursement of their reasonable and necessary expenses. Members may receive reimbursement for travel, lodging, registration fees, meals and other expenses necessary for their representation of the Academy. 
Requests for reimbursement must be made within 60 days of completing travel or incurring costs for which reimbursement is requested, and must include receipts for such costs incurred. A request submitted later than 60 days after costs have been incurred will be submitted to the board for consideration and will be subject to board approval or disapproval. 
Airfare will be reimbursed at coach class. Mileage reimbursement will be at a level determined by the Commission on Operations and disclosed on the Academy reimbursement request form. 
Meals will be reimbursed at actual cost up to:

$10 for breakfast ($15 in NYC)
$15 for lunch ($20 in NYC) 
$50 for dinner ($75 in NYC)

This policy will apply for all meetings, including NYSAFP commission meetings, NYSAFP board meetings, ALF, NCSC, NCRM, NCSM and any other meeting or travel authorized by the board of directors. A motion to approve the Commission’s recommendation was approved.

Event Expenses

1. Certain expenses for the New York State Academy Congress of Delegates shall be charged to the Academy.

a. Master bill charges will include all the legitimate hotel charges. Supervising this account will be the responsibility of the appropriate event chair in cooperation with the EVP.  Personnel authorized for inclusion in the Master bill will include the appropriate event chair, EVP, such other staff authorized by the EVP and the President.

b. Room and board will be provided for:

1) Staff necessary for performance of Academy business
2) President of the NYSAFP and guest
3) The President and President-Elect may each have up to ten (10) guests at meal functions
4) Two student members of the NYSAFP from each medical school as designated by the chair of the Department of FP or medical school dean.

5) Appropriate event chair and spouse
6) Two student delegates and two resident delegates to the Board of Directors
7) Guests from other chapters and from the AAFP will be responsible for their own costs.
8) An honorarium and expenses will be provided for speakers at the Congress of Delegates.
2. The appropriate event chair will attempt to provide alternative sources of payment for the speakers. 

3.  The Speaker is responsible for the Congress of Delegates budget. Whenever an educational or training program occurs in conjunction with the Congress of Delegates, the chair of that event shall be responsible for the budget for that event. The Academy will pay for the following to attend the Installation Dinner and reception:

a. Board of Directors

b. Officers

c. Past Presidents

d. VIP’s

e. Appropriate event chair if another program occurs in conjunction with the Congress

f. Executive Vice President

g. Others as designated by the Board of Directors or the appropriate event committee. All members present at the Congress will be invited to attend the Installation Diner and reception. If sufficient funding is available, no registration fee will be charged for members and guests to attend. If there is not sufficient funding available from sponsorships and other sources, the Speaker will establish a registration fee for members and guests to pay to attend the function.
4.  When another meeting occurs in conjunction with the Congress, Delegates to the Congress who do not also participate in the other meeting, will not be charged a registration fee for the other meeting.

Conflict of Interest

1.
Purpose

The purpose of the conflict of interest policy is to protect the Academy’s interest when it is contemplating entering into a transaction or arrangement that might benefit the private interest of an officer or director of the Academy or might result in a possible excess benefit transaction. This policy is intended to supplement but not replace any applicable state and federal laws governing conflict of interest applicable to nonprofit and charitable organizations.

2.
Definitions

a. Interested Person

Any Academy Board member, who has a direct or indirect financial interest, as defined below, is an interested person.
b. Conflicting Financial Interest

A person has a conflicting financial interest if the person has, directly or indirectly, through employment, business, investment, or family:

1. An ownership or investment interest or a salaried or paid consultant position  with any entity with which the  Academy purchases goods or services from  
c. Compensation includes direct and indirect remuneration as well as gifts or favors of greater than $100 in value. 
d. A financial interest is not necessarily a conflict of interest.  A person who has a financial interest may have a conflict of interest only if the Academy Board decides that a conflict of interest exists.

3.
Procedures

a. Duty to Disclose

In connection with any actual or possible conflict of interest, an interested person must disclose the existence of the financial interest and be given the opportunity to disclose all material facts to the Academy Board.
b. Determining Whether a Conflict of Interest Exists

After disclosure of the financial interest and all material facts, and after any discussion with the interested person, he/she shall leave the Academy Board meeting while the determination of a conflict of interest is discussed and voted upon. If the Academy Board determines that a conflict of interest exists and that the member determined to have the conflict would benefit from the transaction under consideration, then the Board shall refrain from consummating the transaction or, if it determines that the conflict is insignificant, shall require the member determined to have the conflict from participating in any discussion or vote regarding the transaction under consideration.
c.  Violations of the Conflicts of Interest Policy

1) If the Academy Board has reasonable cause to believe a member has failed to disclose actual or possible conflicts of interest, it shall inform the member of the basis for such belief and afford the member an opportunity to explain the alleged failure to disclose.

2) If, after hearing the member’s response and after making further investigation as warranted by the circumstances, the  Academy Board determines the member has failed to disclose an actual or possible conflict of interest, it shall expel the member from the Academy Board.

5. Records of Proceedings

The minutes of the Academy Board shall contain:

a. The names of the persons who disclosed or otherwise were found to have a financial interest in connection with an actual or possible conflict of interest, the nature of the financial interest, any action taken to determine whether a conflict of interest was present, and the  Academy Board’s decision as to whether a conflict of interest in fact existed.

b. The names of the persons who were present for discussions and votes relating to the transaction or arrangement, the content of the discussion, including any alternatives to the proposed transaction or arrangement, and a record of any votes taken in connection with the proceedings.

6. Annual Statements

Each director, principal officer and member of a committee with governing board delegated powers shall annually sign a statement which affirms such person:

a. Has received a copy of the conflicts of interest policy,

b. Has read and understands the policy,

c. Has agreed to comply with the policy, and

d. Understands the Organization is charitable and in order to maintain its federal tax exemption it must engage primarily in activities which accomplish one or more of its tax-exempt purposes.

Teleconferencing and Video Conferencing for Commission Meetings

1. Purpose:

The Academy recognizes that it is beneficial to maximize the number of commission members able to attend commission meetings.  Maximum attendance is important in terms of leadership development as well as obtaining the broadest possible spectrum of opinions.  Because there are times when commission members find it impossible to physically attend commission meetings, it is preferable for members to have the ability to attend commission meetings by teleconference or videoconference.  Participation by teleconference or videoconference shall only be permitted if the cost of such participation does not exceed the cost of reimbursing that member pursuant to the Reimbursement Policy herein for attending the meeting in person.
2. Policy/procedure:


A teleconference may replace any meeting at the discretion of the commission chair and the Chair of the Board.

Commission members should attend a minimum of 50% of the commission meetings to maintain their seat on the commission.  

Endorsement Policy
April 2003

NYSAFP members often look to the Academy to provide advice or counsel on their planning decisions, both on what to buy and from whom to buy it. Members look to NYSAFP as a “one-stop shop” for identifying potential vendors – through Academy exhibit shows, advertisements in Academy publications and sponsorship of meetings.

In addition to identifying the range of vendors available to provide a specific product or service, however, members often seek help from the Academy in identifying the “best” in the business or help in sorting through the strengths and weaknesses of each of a class of vendors.

NYSAFP is able to help members leverage their buying power to create a new product or service – or to modify a product or service – that could provide significant benefit to family physicians. NYSAFP should realize royalty income by extending an endorsement to a particular vendor of a specific product or service.

NYSAFP should enjoy royalty income from these endorsed programs, but while royalty income is a consideration, it is never justification in itself to enter into an endorsed relationship. The NYSAFP endorsement to any vendor must be carefully screened and constantly monitored. NYSAFP’s reputation is at risk on each sponsored program.

1. A product or service is proposed for endorsement.

Considerations & Qualifications:

a. The product or service must have broad based appeal to Academy members and/or members’ patients.

b. It must be something members purchase frequently or be important to the Academy.

c. The product or service must be effectively promoted through established Academy distribution methods.

d. The Academy must be able to offer the best quality at a competitive price and/or with a product enhancement.

e. The product or service should be equally offered to all qualified members.

f. Members should be surveyed to determine their level of interest in the product or service.

g. The board should consider the economic impact of any program.

2. Evaluation

a. What need does the product or service meet?

b. Who has this need?

c. What is the competition for this product or service?

d. How will the product or service be delivered?

e. What external professional (legal & financial) review is required?

f. How much staff time is necessary to administer the program?

g. Does the activity fit with the Academy’s future plans?

h. What is the pricing strategy?

i. What is the anticipated demand for the product or service?

j. What are the expected expenses to the Academy?

k. What are the tax considerations?

l. What is the basis for fee payments to the Academy?

m. How will the program affect any existing Academy programs?

3. Due Diligence

a. Contact other product or service users, if available, to determine their satisfaction with the proposed program and the company providing the product or service.

b. Review financial statements from the company.

c. Review Dun & Bradstreet or comparable reports on the company.

d. Conduct an on-site inspection of the company headquarters and other appropriate facilities if possible.

e. Obtain A.M. Best rating if the company is an insurance company.

f. Determine whether the company is working with or servicing any other medical society.

g. Determine the extent to which the company may already do business with Academy members.

h. Consider competitive products

4. Request for Proposals

a. Issue a RFP to other vendors providing the proposed product or service to obtain competing proposals.

b. Consider whether to give preference to companies that support Academy programs through exhibits, advertising or sponsorships.

c. Do not share information from individual proposals with other vendors who have or are considering submitting a proposal.

5. Contract Considerations (All contracts should be reviewed by legal counsel.)

a. General Provisions:

1) Include statement, which defines the purpose of the contract.

2) Include a “hold harmless” clause by which the supplier of the product or service agrees to indemnify the Academy and its affiliates, members and employees against all damages and liabilities, including fees incurred to resolve problems regarding the company’s solicitations, sales or administrative practices.

3) Include a clause, which allows the Academy to examine and make copies of the supplier’s records regarding the sponsored program.

4) Include a provision for the supplier to report member participation and related financial data to the Academy and the deadline for making such reports.

5) Include details regarding any other required reports and the deadlines for submitting same.

6) Specify the basis upon which the supplier may use the Academy’s mailing list.

7) Require an annual marketing plan including a provision for a specified number of ads in the Academy’s publications and exhibits at Academy meetings.

8) Identify titles of Academy officers and company representatives who are authorized to modify the master agreement.

9) Delineate each party’s duties and responsibilities.

10) Identify methods to attach additional agreements to the contract.

11) Include a statement regarding applicability of national, state and local laws and government agency regulations.

12) Include a provision to allow unaffected portions of the contract to remain in effect if other provisions are determined to be illegal or unenforceable.

13) Stipulate how legal fees resulting from resolution of a dispute are to be paid. 

14) Include a clause establishing how disputes are to be resolved.

15) Establish that the contract represents the total agreement.

16) Indicate that duties, rights and obligations are not assignable to other parties without mutual written approval.

17) Include term and termination provisions:

(i) The initial term should be for a period that will encourage the supplier to spend sufficient time and money to adequately market the program (1 to 3 years).

(ii) Include a provision regarding termination procedures.

(iii) Include a provision regarding the continued payment of fees for products sold during the duration of the agreement if the agreement is canceled by the supplier.

(iv) Stipulate procedures for the Academy to notify affected members in the event sponsorship is terminated.

(v) There should be a viable bailout strategy for any new product or service and a known cost of exiting in dollars and/or reputation.

18) Include a remuneration clause setting the amount, any guaranteed minimum payment and the payment schedule for fees, royalties and/or commissions.

6. Evaluation Procedures

a. The contract must detail the evaluation criteria including but not limited to service criteria, remuneration criteria and membership penetration.

b. An agreement should be included to hold periodic meetings to discuss evaluation results, marketing results, patterns of complaints, product add-on features and other matters.

c. A system should be established for handling and tracking member complaints, product add-on features and other important matters.

d. An annual review of the program should be conducted by Academy staff to determine if the program should be continued or discontinued.

7.  Marketing & Sales

a. 
An agreement regarding the name to be used in promotions.

b.
 Guidelines for use of the Academy name & logo.

c.
 An agreement on approved methods for and timing of promotional activities.

d.
 Agreement on which party pays for promotional activities.

e.
 Agreement regarding timeframes for planning meetings.

f.   
Agreement whereby the Academy reserves authority to approve all promotional         materials.

g.
 Agreement that any logo developed for the program becomes the property of the Academy.

h. 
Understanding by the supplier that NYSAFP will retain exclusive control over its membership mailing list and database.

i. 
Provision that members have the right to cancel sales agreements without penalty for a specified time after the sale except in the case of earned premiums developed on insurance programs.
j. 
Understanding regarding special projects such as market research and tests and the responsibility of each party for related tasks and costs.

k. 
Provisions regarding exclusivity of the agreement and relationship between the parties.

Equipment
1. Use and Disposal of Equipment:

1. Equipment Leases

As leases expire, staff will evaluate the continuing need for the equipment and will present a proposal to the Operations Commission to either extend the lease or to replace it with a new lease.  Staff will consider any applicable buy-out options and will evaluate the purchase of any leased equipment for continued use against the replacement of that equipment with a new lease or a new purchased piece of equipment.

2. 
The EVP is authorized to spend up to a maximum of $3,000.00 for office equipment and supplies.  Items over $3,000.00 require review and approval by the   President and/or Treasurer.

3.
The Commission on Operations will oversee Headquarters operations and will report to the Board of Directors.

Credit Card Usage Policy 
The Academy may provide certain employees with individual credit cards to be used to pay expenses on behalf of the Academy or while traveling for the Academy. The employees are responsible for their cards' use and safekeeping while they are in the employees' possession. The EVP shall review charges on credit cards issued to and used by staff and shall assure that any personal charges are reimbursed by the employee. If the EVP determines that an employee regularly abuses his/her credit card privileges, then the EVP will take appropriate disciplinary action including cancelling the credit card, withholding salary to compensate the Academy for any personal use of the card not reimbursed by the employee, termination of employment and notification of the Academy’s legal counsel if such regular abuse of credit card privileges appears to constitute criminal conduct. The Academy treasurer shall review credit card use by the EVP.
Staff
The Academy strives to maintain a working force of well trained and efficient employees.  It is our hope that you will find in our organization the opportunity for interesting, satisfying, and permanent work.  We choose our employees with care and try to place them in a position where we feel they can succeed.

All positions are listed with the Executive Vice President and every attempt is made to fill job openings by promotions from within the company.  Any employee who feels that he or she is qualified to fill an opening should contact the Executive Vice President.

1. Staff Organization
a. The Executive VP (EVP) will be responsible for the operation of the Headquarters office.  All other employees are responsible to the EVP.

b. The Board of Directors or the Executive Committee will approve major changes in operations or equipment.
2. Headquarters Office

The main functions of the headquarters office are to:

a. Execute the policies and programs established by the Congress of Delegates, the Board of Directors and the Executive Vice President;
b. Collect and disseminate information on all activities that affect the family physician;
c. Maintain records of all members;
d. Organize and operate such meetings and conferences as necessary to implement the programs of the Academy and as approved by the Academy Board;
e. Produce a periodic membership newsletter (New York Family Practice).
3. Staff Meetings

 Staff meetings shall occur periodically. The purpose of the meeting is to update staff on activities and to iron out any difficulties which may occur within the office.  Any member of the staff is welcome to have a conference with the Executive Vice President at anytime, should a problem arise prior to the staff meeting.
4. At Will Employment
Employment with the Academy is “at will” which means that your employment can be terminated for any reason, with or without cause, and with or without notice, at any time, by you, or the Academy.  There is no contract of employment, either express or implied, other than “at will.”  No circumstances arising out of your employment will alter the “at will” employment relationship unless expressed in writing, approved by the Academy Board and signed by an officer of the Academy.
5. Equal Employment Opportunity
The Academy is committed to providing equal employment opportunity for all persons regardless of race, color, religion, sex, sexual orientation, age, marital status, national origin, citizenship status, disability, or veteran status.

We seek applicants for job openings from various sources to provide applicants with varied backgrounds.

Equal opportunity extends to all aspects of the employment relationship, including hiring, transfers, promotions, training, terminations, working conditions, compensation, benefits, and all other terms and conditions of employment.
Employees who have been subject to prohibited discrimination or harassment should immediately report the incident to their supervisor or an Academy representative.  Complaints are investigated immediately and handled as confidentiality as possible.  The Academy ensures that employees following this complaint procedure are protected against illegal retaliation.
6. Immigration and Employment Eligibility

In compliance with the Immigration Reform and Control Act of 1986, we will hire only those individuals who are authorized to work in the United States.  All individuals will be required to submit documentary proof of their identity and employment authorization.  Employees will also be required to sign under oath the Immigration and Naturalization Service Form I-9.  Form I-9 requires you to attest that you are authorized to work in the job you are hired for and that the documents you submit are genuine.  If you are authorized to work in this country for a limited period of time, before the expiration of that period, you will be required to submit proof of your employment authorization and sign another Form I-9 in order to remain employed by the Academy.

7. Employment Agency Fees

If a new employee is obligated for an employment agency fee, the Academy will reimburse the employee in full for the actual fee paid after they are employed three years.    

8. Eligibility  for Benefits
 All employees are eligible for employee benefits including health insurance, vacation time, and paid leave for other-than vacation time, life insurance, workman’s compensation insurance and disability insurance. 
9. Employment Status
1. Full-time employees regularly work 35 hours per week.
2. Part-time employees regularly work less than 20 hours per week.
3. Contract Employees – All policies set forth will apply to any employee hired for work on a specific contract unless otherwise specified or provided for in the contract.

10. Workweek / Pay Dates

1. The Academy’s workweek begins on Sunday and ends on Saturday covering a two week period.

2. Paychecks are dispersed on the Wednesday following the end of the pay period.

11. Office Hours
Normal office hours at the Academy are from 8:00 a.m. to 4:30 p.m. Monday through Friday.  
12. Lunch 

Lunch may be taken at your convenience not to exceed one hour.   When possible, all employees should be covered during lunch hour.  
13. Break-Time

You may take a 15 minute break in the morning and another in the afternoon if you desire.  We suggest that you take this time to relax.  At this time it is suggested that you make your personal calls instead of during work hours.  Break time is not mandatory.

14. Overtime
It is the policy of the Academy to compensate employees who work more than 35 hours in any work week. This policy will only apply to actual hours worked e.g., If an employee takes Monday off as a day of paid vacation and works 35 hours on Tuesday through Friday, the employee will be considered to have worked 35 hours during that week. Exempt employees are not entitled to overtime pay but may receive compensatory time as permitted by the Executive Vice President. Exempt employees are the Executive Vice President and other employees with “director” titles. All overtime worked must be approved in advance by the Executive Vice President.

Compensation for overtime is as follows: 

a. The Academy is required to provide compensation for hours worked in excess of 35 hours. If an employee works more than 35 hours in a single week, that employee will be paid one hour’s wages for each such hour worked.  If an employee works over 40 hours in one given week they will be reimbursed at time and ½ half for the hours worked over 40 hours.

b. All employees who will accumulate overtime, will be paid overtime for Commission and Committee meetings, Annual Meetings, educational meetings and any other meetings or conferences they are required to attend, if they have worked a 35 hour week prior to these meetings.

c. If an employee is required to work overtime for Commissions/committee meetings or any meeting at a location other than the headquarters office, only the time spent performing Academy duties may be counted as overtime. Time spent commuting to and from work will not be considered.

d. Travel time to an airport, train station or other source of public transportation from home, the office or a hotel, and any waiting time for departure on such public transportation is included as work time.

e. Hours worked at the office with the exception of the lunch hour are included as work time.
15. Probationary Period
As a new employee, you will need some time to become acquainted with your job and your associates, and we will need time to know you.  Therefore, there will be a probationary period not to exceed three months for new employees.  At the end of this period, you will become a regular employee (unless you were hired specifically for a temporary job) upon demonstrating the ability to handle your assigned job.  Although the Academy provides medical insurance, an employee will not be eligible for this until the end of the probationary period.

16. Performance Reviews

1. After 90 days of employment

2. Annually  during the fourth quarter
17. Salaries

a. The Commission on Operations will determine the salary of the EVP with the approval of the Board of Directors.  The Commission on Operations guided by the recommendation of the EVP and approved by the Board of Directors will determine the salary of the other office employees.

b. A Pension Plan has been provided for the EVP and the eligible office staff. 
Benefits and Leave
1. Personal Time off  

The Academy has a paid time off (PTO) policy that combines vacation, sick time and personal time into a single bank of days for employee paid time off. This policy creates a pool of days that an employee may use at their discretion. Employees must request PTO, with two days prior notice, unless the employee is sick.  Please provide at least 30 days notice if requesting more than two consecutive days.  

Part-time staff members who work at least 1,000 hours per year will earn one-half of PTO days. Part-time staff may not use any PTO until after they have been employed for at least 90 days.
Unused PTO time will not be paid upon termination of employment except for unused vacation time accrued during the year in which termination occurs.
Up to ten (10) days of unused PTO may be carried over to the next year to be banked for use in the event of a catastrophic illness or injury to an employee or for time off by the employee to care for a member of the employee’s immediate family. Such unused PTO may not be added to PTO in the year after such unused PTO was accrued. Banked but unused PTO will not be paid upon termination.
No PTO is earned while an employee is on leave of absence. 

Available time is accrued as follows:

a. 18 days per year the first year of employment (10 days vacation & 8 other days)
b. 25 days per year after five (5) years of employment (15 days vacation & 10 other days)
c. 30 days per year after ten (10) years of employment (20 days vacation & 10 other days)
d. 35 days per year after fifteen (15) years of employment (25 days vacation & 10 other days)
2. Worker’s Compensation


The Academy is fully covered by the standard Worker’s Compensation and Employer’s Liability policy.  It is, therefore, necessary that any time an employee sustains an injury (no matter how minor) or witnesses an injury to another employee while in the office or any Academy property, it should be reported immediately to the Executive Vice President.  The Executive Vice President will  submit, if necessary, the “Report of Injury” form required by the New York State Department of Labor and Industrial Relations.  Failure to make a timely report of the accident could result in disqualification of a later claim.

3. Unemployment Insurance

Employees are also covered under the Unemployment Insurance Act.  In this case, there is no contribution by the employee.  The Academy contributes to a state fund to provide this insurance.

4. Social Security


So that you can benefit at age 65 under the Federal Social Security program, the government requires us to make a deduction from your pay.  This money, with an equal contribution by the Academy, is sent to the U.S. Government and applied to your Social Security account.

5. Hospitalization and Medical Care Insurance

 The Academy participates in the health insurance program of the Albany County Chamber of Commerce.  All employees are eligible for health and dental insurance after they have been employed ninety (90) days.  If the employee desires to apply for a family plan they are required to pay the difference between individual coverage and family coverage.  The Academy will only pay the premium for the Employee. The Academy shall pay the full premium for health insurance and dental insurance for full-time employees and one-half of the premiums for health insurance and dental insurance for part-time employees.
It is very important to note that upon your hire-date you have until the 1st of the month following your hire date to decide if you wish to participate in a health or dental plan.  Your coverage would begin on the 1st of the following month.  You will be responsible for your insurance coverage until after the 90-day probationary period.

 

If you elect not to participate at this time you may wait until the next “Open Enrollment” period to sign up for health insurance or dental insurance.

 

Employees with a qualifying event such as but not limited to; marriage, divorce, death of dependent, birth of child, adoption, etc. may sign up for health or dental immediately following the event.

There are restrictions to covered services for open enrollment for dental coverage.  A lengthy waiting period for certain services apply.

6. Disability Insurance

The Academy’s Disability Insurance is with the State Insurance Fund.  Disability benefits are temporary cash benefits payable to an eligible wage earner when he/she is disabled by an off-the-job injury or illness.


Supplementing the Worker’s Compensation Law, the Disability Benefits Law insures protection for wage earners by providing for weekly cash benefits to replace, in part, wages lost due to injuries or illnesses that do not arise out of and in the course of employment.  The Academy pays the Disability Benefits premium.  We do not ask the employee to contribute.

7. Life Insurance

a) Non-contributory Group Term Life Insurance is purchased for all employees working 20 hours or more.  There is a 21 day waiting period from date of hire and the insurance is effective 30 days later. 
b) Employees who are eligible for participation in the Academy pension plan may elect to have additional life insurance added to their account in the pension plan. Premiums for such life insurance shall be paid from the Academy contribution to the pension plan for the employee who elects to have the life insurance policy included in their account in the pension plan.
8. Pension Plan

The Academy shall contribute ten percent (10%) of salary to the Academy pension plan for each eligible employee.
9. Leave of Absence

Leaves of absence may be granted under extraordinary circumstances.  Such leaves of absence shall be granted under conditions mutually agreed upon by the Executive Vice President and the employee involved, and upon the mutual understanding that on a specific, future date the employee will return to the Academy.  There will be no pay for a leave of absence.
10. Jury Duty

If you receive a jury duty summons, discuss it with the Executive Vice President so he/she can make immediate plans to cover your work.  Absences for this reason are excused; they won’t be counted against your record.  The Academy will continue your regular salary (unless you are a part-time employee) while you serve on jury duty.  We ask you to make every effort to keep up with your work whenever your schedule makes it possible for you to come in to the office for a few hours.  Since the Academy will pay your salary for the time spent on jury duty, you are required to give the Academy any jury duty pay which you receive excluding travel expense.  

11. Family and Medical Leave Act of 1993 (FMLA) 
The Academy also complies with the Family and Medical Leave Act of 1993 (FMLA) that applies to an employer that has at least 50 employees working 20 or more weeks a year on a daily basis. 
Eligible employees can take 12 weeks of unpaid leave in a 12-month period.  In order to qualify as eligible, an employee must have worked for at least 12 months, which don't have to be consecutive, and at least 1,250 hours during those 12 months. Another limitation is that the FMLA permits a leave only for one of the following reasons: 

a. Birth of a child to the employee and in order to care for that son or daughter. 

b. Placement of a child with the employee for adoption or foster care. 

c. Need to care for a spouse, child or parent, if that spouse, child or parent has a serious health condition. 

d. Serious health condition that makes the employee unable to perform his or her job. 

Employers are required to maintain group health benefits at the same level as if the employee had continued to work during FMLA leave.   The employee is required to take accrued paid leave (vacation, sick, personal) for periods of unpaid FMLA leave. FMLA leave may also be taken in blocks of time less than the full 12 weeks. 

The employee does not accrue benefits during FMLA leave, but will be provided with the same benefits at the same levels upon return. And when the employee returns, he or she is entitled to the same or an equivalent job (a job with equivalent pay, benefits, and responsibilities). 
Finally, FMLA does not preempt state or local laws that provide more generous benefits to the employee. 

12. Observed Holidays

The Academy will reasonably accommodate the religious practices of employees who wish to substitute a religious holiday for any of the following holidays observed by the Academy except for New Year’s Day, the Fourth of July or Thanksgiving Day.  Please give advanced notice.
The following legal holidays are observed by the Academy:

a. New Year’s Day, and the day before or the day after

b. Martin Luther King Day

c. Presidents’ Day

d. Good Friday

e. Memorial Day

f. Fourth of July

g. Labor Day

h. Columbus Day

i. Veterans Day

j. Thanksgiving Day and the Friday after

k. Christmas Day and the day before or the day after

When a paid holiday falls on a Sunday, it will be observed on the following Monday.  When a paid holiday falls on a Saturday, it will be observed on the preceding Friday. 


If an employee works on a designated holiday:  You will receive a ‘floater’ holiday to be used within 30 days with management approval. If an employee substitutes a religious holiday for a designated holiday that employee will not receive a “floater” holiday since the religious holiday they chose would replace the designated holiday.
 

Employees are required to work their scheduled work-day the day before and after any holiday (if normally scheduled for these days) in order to receive Holiday pay.  Employees may utilize vacation time to take these days off with their supervisor’s permission.

13. Resignations and Discharges

An employee who is discharged from employment will not receive any severance compensation. An employee who retires or resigns will receive compensation for any unused vacation time earned in the calendar year in which the employee retired or resigned.
Workplace Guidelines
1.  Anti-Harassment Policy

The Academy endeavors to maintain a work environment free from intimidation, discrimination, hostility, or any unlawful activities designed to affect employee work performance.  

Harassment Defined

Harassment consists of unwelcome conduct, whether verbal, physical, or visual that is based upon a person’s protected status, such as color, disability, gender, national origin, race, religion, sexual orientation, or other legally protected status.  We will not tolerate harassing conduct that affects tangible job benefits, that interferes unreasonably with an individual’s work performance, or that creates an intimidating, hostile, or offensive working environment.  Harassment can take many forms, including, but not limited to:  words, signs, jokes, pranks, intimidation, physical contact, or violence.
It is Academy policy that all employees are responsible for assuring that the workplace is free from sexual harassment.  The Academy strongly disapproves of offensive or inappropriate sexual behavior at work.  It is expected that all employees will avoid any action or conduct that could be viewed as sexual harassment.

Sexual harassment has been defined by federal and state law as a form of sex discrimination that is illegal.  It can consist of unwelcome sexual advances, requests for sexual acts or favors or other harassing physical or verbal conduct whether by supervisors or others.

Sexual harassment exists when:

· Supervisors or managers make submission to sexual harassment an explicit or implicit term of condition of employment including hiring, compensation, promotion, or continued employment.

· Submission to or rejection of such conduct is used by supervisors or managers as a basis for employment decisions.

· Sexual harassment may also exist when conduct by supervisors, any other employee, or people who are not employees (physicians,  vendors, etc.) unreasonably interfere with an employee’s work environment.
Examples of this conduct include the following, but are not limited to:

· Verbal - Sexual innuendoes, suggestive comments, jokes of a sexual nature, sexual propositions, threats.

· Nonverbal - Display of sexually suggestive objects or pictures, suggestive or insulting sounds, obscene gestures.

· Physical - Unwanted physical contact, including touching, pinching brushing the body, coerced sexual contact, assault.

Procedure for Reporting/Investigating Complaints

a. Any employee who has a complaint of sexual harassment at work by anyone, including supervisors, co-workers, or visitors should immediately bring the problem to the attention of his/her supervisor or a member of the Executive Committee of the Academy.
b. Inquiries or complaints will be immediately investigated by the Executive Vice President and/or the Executive Committee.  All complaints will be handled in a timely and confidential manner.  The purpose of this provision is to protect the confidentiality of the employee who makes a complaint, to encourage the reporting of sexual harassment incidents, and to protect the reputation of any employee wrongfully charged with sexual harassment.

c. Investigation of a complaint will normally include a conference with the parties involved and any named or apparent witnesses.  All employees will be protected from coercion, intimidation, retaliation, interference or discrimination for filing a complaint or assisting in an investigation.

d. Any employee determined by impartial investigation to have harassed another employee will be subject to appropriate disciplinary action up to and including discharge.

e.  Sexual harassment by a non-employee will be reported to the appropriate law enforcement official.
2.  Whistleblower Policy

New York state law provides that: 
a. Public and private employers cannot discipline or take retaliatory action against employees who disclose or threaten to disclose activities, policies or practices that violate laws or regulations or threaten public health or safety.  The protections extend to public employees who disclose to a governmental body information that they reasonably believe to be an improper governmental action.  
b. Aggrieved employees can sue for reinstatement, back-pay and benefits and may be entitled to courts costs and attorney fees.  A prevailing employer may recover court costs and attorney fees if the suit is not based on law or fact.
NYSAFP strives to maintain high standards of conduct and ethics among its employees, officers and members. All officers, board members, committee members, and staff are encouraged to report fraudulent or dishonest conduct (i.e., to act as a “whistleblower”) pursuant to those procedures set forth in the next section. 

3.  Attendance In order to maintain high standards of service, it is necessary that all employees come to work regularly and on time.  Late arrival or absence causes your fellow employees to become over-burdened and, therefore, affects the quality of our service.  If you are ill or know that you will be late, please notify the Executive Vice President.

4.  Monitoring System

Any employee, leaving the building for any reason other than lunch or previously arranged absence will be expected to report their departure to the Executive Vice

President or secretary and inform the Executive Vice President or secretary of their expected return.  This will apply to absence for emergency or business reasons which require an employee to leave the office before their regular quitting time.

The Executive Vice President will inform another staff person when he/she leaves the office during regular hours of work.

5.  Recording of Absence

Although a record of absence is kept by the bookkeeper, any employee who is absent from the office for any reason which cannot be anticipated prior to the absence (such as illness or emergency) must report the time off to the Executive Vice President on the day of the absence.  Absences for vacation should be approved in advance by the Executive Vice President and submitted to the bookkeeper prior to the start of vacation.  Apparent abuses of the privilege will be investigated and may be cause for dismissal.  All employees who are entitled to a vacation must check with all other employees who have more time to make sure they are not taking the same time for vacation.  

6.  Courtesy

Courtesy and enthusiasm are prime ingredients of business success.  It is very important not only to our members, who have a right to expect prompt, courteous service, but it is also important to all of us as employees of the Academy who spend so much of our time working together.  A courteous, pleasant manner will pay dividends.

7.  Conduct On The Job

The ability to get along with others and work harmoniously with a group is important to everyone.  Although you should always be congenial, you should also be conscious of other people’s job responsibilities and not distract them by unnecessary conversation.

8.  Smoking       

Smoking is not permitted on the premises.

9.  Telephone Manners

Your voice and manner on the telephone should give Academy members or your fellow employees the same impression of a friendliness and helpfulness they would have from a personal contact.  Since much of our business is transacted by telephone, you should answer the telephone promptly and pleasantly, identifying yourself.  If you cannot furnish the information requested, refer the caller to the proper person.  A call should not be transferred more than one time.  Rather than transfer the call the second time, ask if you may get the information and call back or have the proper person call back.  If there is a call for the Executive Vice President, ask what the call pertains to.  There is a possibility that someone else could answer the question.  If the caller insists on talking to the Executive Vice President and she/he is on the telephone, tell the caller that she/he is on the telephone and ask if they would like her/him to call them back.  Make sure you get their name and telephone number.

10.  Personal Telephone Calls

The telephones in the office are for business use and lines should be kept free for incoming calls.  Personal telephone calls must be kept brief.  Please use your break time for personal phone calls.

11.  Personal Mail

It is quite acceptable to mail personal mail at the Academy but postage must be purchased and affixed by the individual.  No personal mail can be typed on Academy stationery.  You must use Academy stationery for Academy business only.

12.  Outside Business Interests

Your employer, the New York State Academy of Family Physicians, does not object to your having outside business interests so long as they do not interfere with the proper disposition of your duties and responsibilities to your employer.  In this regard, the Academy expects that outside business interests will not be conducted during office hours.  Any outside business activity which results in a conflict of interest to the extent that the Academy or its members could reasonably be placed at a disadvantage would constitute a breach of your employment contract, whether oral or written, and would be grounds for dismissal.

13.  Honoraria

On occasion, an Academy employee will receive funds (honoraria, expenses, etc.) from an organization other than the Academy for an Academy-related trip.  Any such funds should be remitted to the Academy and the employee should submit a standard Academy expense voucher to the bookkeeper so it in turn can be sent to the Treasurer for approval and payment.  Such expense voucher should itemize all actual, necessary and reasonable expenses incurred in connection with the trip in the same manner such expenses would be itemized for an Academy-related trip for which reimbursement is not received from an outside source.

14.  Dress Code

The Academy is an organization representing professionals.  In general, Academy members maintain personal high standards of attire.  Many of them expect members of the Academy staff to maintain similar standards.  We ask that all employees observe and practice good taste in dress and appearance.  In general, this should be interpreted to mean that attire reflects the substance and image appropriate to your position.  Jeans are specifically forbidden unless you are asked by the Executive Vice President to wear them for cleaning purposes or packing of convention material.

15.  Employment of Relatives
Blood relatives, spouses, siblings or children of employees who are either members of the management staff or who hold the position of Administrative Assistant, staff assistant or secretary may not be employed as a full time member of the Academy staff unless approved by the Board of Directors.  We do, however, hire relatives on a part time basis at the discretion of the Executive Vice President for special mailings and other projects.

16.  Equipment

The Academy office is set up to provide the best working conditions.  Equipment necessary will be on hand, but if an employee finds a need for other equipment or supplies that will make his/her work easier or more productive, the employee should discuss this with the Executive Vice President.

17.  Employee Pension Plan
The Academy has a pension plan which covers all employees who work more than 1,000 hours in a year.  A new employee will become eligible after six (6) months of employment.
Signature Page
Operations and Policy Manual Acknowledgment

New York State Academy of Family Physicians, Inc.

I acknowledge having received a copy of NYSAFP’s Operations and Policy Manual, and I have read and understand its contents.  I understand that this Manual is not a contract of employment and that it does not create any rights in the nature of an employment contract.  Rather, this Manual is an overview of Human Resources policies related to my employment.  Nothing shall restrict my right to terminate my employment at any time.  I also understand that all policies, rules, and regulations in the Manual may be changed from time to time by NYSAFP at their sole discretion and without prior notice.
___________________________________ 




Employee Name (Please Print)
____________________________



__________________
Employee Signature





Date
As a new employee, we welcome you.  If you should have any questions after reading the general information, please do not hesitate to ask the Executive Vice President to help you.
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