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Introductory Statement 

 
 

     
Welcome!  As an employee of Catholic Charities of Los Angeles, Inc. (“CCLA”), you are an 
important member of a team effort.  We hope that you will find your position with CCLA rewarding, 
challenging, and productive. 

Because our success depends upon the dedication of our employees, we are highly selective in 
choosing new members of our team. We look to you and the other employees to contribute to the 
success of CCLA. 

This employee handbook is intended to explain the terms and conditions of employment of all full- 
and part-time employees and supervisors. Written employment contracts between CCLA and some 
individuals may supersede some of the provisions of this handbook. 

This handbook summarizes the policies and practices in effect at the time of publication. This 
handbook supersedes all previously issued handbooks and any policy or benefit statements or 
memoranda that are inconsistent with the policies described here. Your supervisor or manager will 
be happy to answer any questions you may have. 

At-Will Employment Status 

CCLA personnel are employed on an at-will basis. Employment at-will may be terminated with or 
without cause and with or without notice at any time by the employee or CCLA. Nothing in this 
handbook shall limit the right to terminate at-will employment. No manager, supervisor, or employee 
of CCLA has any authority to enter into an agreement for employment for any specified period of 
time or to make an agreement for employment on other than at-will terms. Only the Executive 
Director of CCLA has the authority to make any such agreement, which is binding only if it is in 
writing. 

Right to Revise 

This employee handbook contains the employment policies and practices of CCLA in effect at the 
time of publication. All previously issued handbooks and any inconsistent policy statements or 
memoranda are superseded. 

CCLA reserves the right to revise, modify, delete, or add to any and all policies, procedures, work 
rules, or benefits stated in this handbook or in any other document, except for the policy of at-will 
employment. However, any such changes must be in writing and must be signed by the Executive 
Director/CEO of CCLA. 

Any written changes to this handbook will be made available to all employees so that employees 
will be aware of the new policies or procedures. No oral statements or representations can in any 
way alter the provisions of this handbook. 
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This handbook sets forth the entire agreement between you and CCLA as to the duration of 
employment and the circumstances under which employment may be terminated. Nothing in this 
employee handbook or in any other personnel document, including benefit plan descriptions, 
creates or is intended to create a promise or representation of continued employment for any 
employee. 

EEO with ADA Provision   

CCLA is an equal opportunity employer and makes employment decisions on the basis of merit. We 
want to have the best available persons in every job. CCLA policy prohibits unlawful discrimination 
based on race, color, creed, gender, religion, marital status, age, national origin or ancestry, 
physical or mental disability, and medical condition including genetic characteristics, sexual 
orientation, or any other consideration made unlawful by federal, state, or local laws. It also 
prohibits unlawful discrimination based on the perception that anyone has any of those 
characteristics, or is associated with a person who has or is perceived as having any of those 
characteristics. All such discrimination is unlawful. 

CCLA is committed to compliance with all applicable laws providing equal employment 
opportunities. This commitment applies to all persons involved in agency operations and prohibits 
unlawful discrimination by any employee of CCLA, including supervisors and coworkers. 

To comply with applicable laws ensuring equal employment opportunities to qualified individuals 
with a disability, CCLA will make reasonable accommodations for the known physical or mental 
limitations of an otherwise qualified individual with a disability who is an applicant or an employee 
unless undue hardship would result. 

Any applicant or employee who requires an accommodation in order to perform the essential 
functions of the job should contact the Human Resources Department and request such an 
accommodation. The individual with the disability should specify what accommodation he or she 
needs to perform the job. CCLA then will conduct an investigation to identify the barriers that 
interfere with the equal opportunity of the applicant or employee to perform his or her job. CCLA will 
identify possible accommodations, if any, that will help eliminate the limitation. If the 
accommodation is reasonable and will not impose an undue hardship, CCLA will make the 
accommodation. 

If you believe you have been subjected to any form of unlawful discrimination, submit a written 
complaint to the Human Resources Department.  Your complaint should be specific and should 
include the names of the individuals involved and the names of any witnesses. If you need 
assistance with your complaint, or if you prefer to make a complaint in person, contact the Human 
Resources Department.  CCLA will immediately undertake an effective, thorough, and objective 
investigation and attempt to resolve the situation.  

If CCLA determines that unlawful discrimination has occurred, effective remedial action will be 
taken commensurate with the severity of the offense.  Appropriate action also will be taken to deter 
any future discrimination. CCLA will not retaliate against you for filing a complaint and will not 
knowingly permit retaliation by management employees or your coworkers. 
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Unlawful Harassment   
CCLA is committed to providing a work environment free of unlawful harassment. CCLA policy 
prohibits sexual harassment and harassment based on pregnancy, childbirth or related medical 
conditions, race, religious creed, color, gender, national origin or ancestry, physical or mental 
disability, medical condition, marital status, age, sexual orientation, or any other basis protected by 
federal, state, or local law or ordinance or regulation. All such harassment is unlawful. CCLA’s anti-
harassment policy applies to all persons involved in the operation of CCLA and prohibits unlawful 
harassment by any employee of CCLA, including supervisors, coworkers and any other persons. It 
also prohibits unlawful harassment based on the perception that anyone has any of those 
characteristics, or is associated with a person who has or is perceived as having any of those 
characteristics.  

Prohibited unlawful harassment includes, but is not limited to, the following behavior: 

� Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual 
advances, invitations, or comments; 

� Visual displays such as derogatory and/or sexually-oriented posters, photography, cartoons, 
drawings, or gestures; 

� Physical conduct including assault, unwanted touching, intentionally blocking normal movement 
or interfering with work because of sex, race, or any other protected basis; 

� Threats and demands to submit to sexual requests as a condition of continued employment, or 
to avoid some other loss, and offers of employment benefits in return for sexual favors; and 

� Retaliation for reporting or threatening to report harassment. 

If you believe that you have been unlawfully harassed, first tell the individual who is causing you to 
be offended to stop.  If the objectionable behavior does not cease immediately, submit a written 
complaint to your own or any other CCLA supervisor, the Executive Director or CEO, or the Human 
Resources Department of CCLA as soon as possible after the incident.  If the complaint is against 
your immediate supervisor, report the harassment to the next higher supervisor or to the Human 
Resources Department.  You will be asked to provide details of the incident or incidents, names of 
individuals involved, and names of any witnesses. Supervisors will refer all harassment complaints 
to the Human Resources Department, investigative officer, or the Executive Director/CEO of CCLA.  
CCLA will immediately undertake an effective, thorough, and objective investigation of the 
harassment allegations. 

If CCLA determines that unlawful harassment has occurred, effective remedial action will be taken 
in accordance with the circumstances involved. Any employee determined by CCLA to be 
responsible for unlawful harassment will be subject to appropriate disciplinary action, up to, and 
including termination. A CCLA representative will advise all parties concerned of the results of the 
investigation. CCLA will not retaliate against you for filing a complaint and will not tolerate or permit 
retaliation by management, employees or co-workers. 
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CCLA encourages all employees to report any incidents of harassment forbidden by this policy 
immediately so that complaints can be quickly and fairly resolved. You also should be aware that 
the Federal Equal Employment Opportunity Commission and the California Department of Fair 
Employment and Housing investigate and prosecute complaints of prohibited harassment in 
employment. If you think you have been harassed or that you have been retaliated against for 
resisting or complaining, you may file a complaint with the appropriate agency. The nearest office is 
listed in the telephone book. 
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CQI CONTINUOUS QUALITY IMPROVEMENT 
 

Catholic Charities initiated a process in the early 1980s to become accredited by The 

Council on Accreditation (COA).  COA is an independent and not-for-profit organization 

that establishes and upholds nationally recognized best-practice standards for 

behavioral health care and social work service.   

 

Catholic Charities’ commitment to accreditation requires the agency to fully implement 

COA’s evolving best-practice standards that are directed at improving both management 

practices and program services.  Once implemented, the agency is required to assess 

and evaluate the quality of the services it provides and ensure the participation of all 

stakeholders.  Because accreditation does involve all stakeholders, management, board 

members, clients, volunteers and, most importantly, all line staff – each one has an 

investment in the process and each one has a role to play in focusing and maintaining 

attention on improving client outcomes and service delivery. 

 

To support the accreditation process, Catholic Charities recognized the importance of 

developing a Continuous Quality Improvement (CQI) Plan for the entire agency.  Today, 

the Continuous Quality Improvement (CQI) Plan encourages management and all 

programs of the agency to use data to identify areas that need improvement and to 

implement positive changes in support of achieving performance targets, program goals, 

client satisfaction, and desired client outcomes. 
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New Hires                                                                                  

                                                             
The first 180 days of continuous employment at CCLA is considered an introductory period. During 
this time you will learn your responsibilities, get acquainted with fellow employees, and determine 
whether or not you are happy with your job. Your supervisor will closely monitor your performance.  
If the agency finds your performance satisfactory and decides to continue your employment, it will 
advise you of any improvements expected from you.  Completion of the introductory period does 
not entitle you to remain employed by CCLA for any definite period of time, but rather allows both 
you and the agency to evaluate whether or not you are right for the position.    

During the initial introductory period, new employees are eligible for those benefits that are required 
by law, such as workers' compensation insurance and Social Security. They may also be eligible for 
other CCLA’s provided benefits, subject to the terms and conditions of each benefit program.  
Employees should read the information for each specific benefit program for eligibility requirement 
details.  Upon satisfactory completion of the initial introductory period, employees enter the "regular" 
employment classification.   

Employees who are promoted or transferred within CCLA must complete a secondary introductory 
period of the same length with each reassignment to a new position.   

Regular Employees 
Regular employees are those who are hired to work on a regular schedule. Regular employees may 
be classified as full-time or part-time. 

Regular Full-time Employees 
Regular full-time employees are those who are scheduled for and do work 40 hours per 
week.  Following the completion of the introductory period, regular full-time employees 
are eligible for most employee benefits described in this handbook. 

Regular Part-time Employees 
Part-time employees are those who are not assigned to a temporary or introductory 
status and who are regularly schedule to work fewer than 40 hours per week.  Regular 
part-time employees may be eligible for some Catholic Charities benefits subject to the 
terms, conditions, and limitations of each benefit program. 
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Temporary Employees 

Temporary employees are those employed for short-term assignments.  Short-term assignments 
generally are periods of three months or fewer; however, such assignments may be extended.  
Employment beyond any initially stated period does not in any way imply a change in employment 
status.  Temporary employees are not eligible for employee benefits except those mandated by 
applicable law. 

Inactive Status 
Employees who are on any type of leave of absence, work-related or non-work-related, that 
exceeds four months will be placed on inactive status.  During the time the employee is on inactive 
status, no benefits such as vacation, sick leave will be earned and seniority will not continue to 
accrue. 

Temporary Transfers 
Employees who request a temporary transfer for medical and/or family medical leave reasons will 
be considered for that transfer if a position exists at the time the transfer is requested and the 
employee is qualified to perform the job. The employee will be paid in accordance with the 
responsibilities and duties of the temporary job.   

   

Job Duties 
During the introductory period, your supervisor will explain your job responsibilities and the 
performance standards expected of you.  Be aware that your job responsibilities may change at any 
time during your employment.  From time to time, you may be asked to work on special projects, or 
to assist with other work necessary or important to the operation of your department or CCLA.  Your 
cooperation and assistance in performing such additional work is expected.  The agency reserves 
the right, at any time, with or without notice, to alter or change job responsibilities, reassign or 
transfer job positions, or assign additional job responsibilities. 
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Work Schedules 

                                                                     
CCLA business hours vary.  In general, however, CCLA Administrative offices and many services 
open for business between the hours of 8:30AM and 5PM Monday through Friday.  Your supervisor 
will assign your individual work schedule.  All employees are expected to be ready to work at the 
start of their scheduled shifts. 

Exchanging work schedules with other employees is discouraged. However, if you need to 
exchange schedules, notify your supervisor, who may authorize an exchange if possible.  Work 
schedule exchanges will not be approved for the mere convenience of an employee or if the 
exchange interferes with normal operations or results in excessive overtime. 

The workweek begins at 12:01 a.m. Monday and ends at midnight on Sunday.  The workday begins 
at 12:01 a.m. and ends at midnight. 

         

Meal and Rest Periods 
Rest and meal periods are intended to provide you with an opportunity for rest and relaxation during 
the course of the workday.  Since this time is counted and paid as time worked, do not be absent 
from beyond the allotted time.  Rest and meal periods will be scheduled and approved by your 
immediate supervisor to accommodate operating requirements.  Employees will be relieved of all 
work responsibilities and should not perform any work duties during these periods.   

Rest Periods:  You are entitled to one paid 10 minute rest period for each four hours worked per 
day.  To the extent possible, rest periods will be provided in the middle of work periods.  Those who 
work fewer than four hours per day are not entitled to a prorated rest period for time worked.  Rest 
periods cannot be added to or combined with the meal period.  Rest periods cannot be 
accumulated and taken on a day subsequent to the workday the rest period was given. 

Meal Periods:  Employees who work more than five hours per day will be provided with an unpaid 
meal period of thirty minutes.  This period must be taken within the first five hours of the employee's 
work shift.  A nonexempt employee who works six or fewer hours a day may waive the right to a 
meal period with the consent of his or her supervisor.  Your written request to waive the meal period 
must be approved by your supervisor and maintained in your personnel file prior to changing your 
work schedule.  
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Timekeeping Requirements 

                                                             
Federal and state laws require CCLA to keep an accurate record of time worked in order to 
calculate pay and benefits.  Record the actual time worked each day.  Accurate recording of time 
worked is your responsibility. 

The following must be observed regarding time records: 

 Nonexempt employees should accurately record the time they begin and end their work, as 
well as the beginning and ending time of each meal period on a daily basis.  Also record the 
beginning and ending time of any split shift or departure from work for personal reasons.  
Although Exempt employees are not paid on an hourly basis they are required to complete a 
timesheet for record purposes. 

 Each time card and/or time sheet must be completed and signed in ink by both yourself and 
your immediate supervisor. 

 Any corrections or modifications made to the time record must be initialed by both yourself  
and the supervisor in ink to verify the accuracy of the changes. 

 Any overtime must be pre-approved before being worked and must be initialed on the time 
card or time sheet by the immediate supervisor.  An employee who works unauthorized 
overtime may be subject to disciplinary action up to and including termination of 
employment. 

 Altering, falsifying, tampering with time records, or the recording time on another employee's 
time record, may result in disciplinary action, up to and including termination of employment. 

 Nonexempt employees should report to work no more than 15 minutes prior to their 
scheduled starting time nor stay more than 15 minutes after their scheduled stop time 
without expressed, prior authorization from their supervisor.   
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Payment of Wages 

 

 

Semi Monthly Payments 

Paydays are scheduled on the 10th and 25th of the month.  If a regular payday falls on a 
weekend or holiday, employees will be paid on the previous day or the previous Friday. 

Automatic Deposit 

CCLA recommends that all employees participate in the Automatic Payroll Deposit program, which 
deposits your pay directly into a designated bank account.  The Human Resources Department can 
provide the form required to set up automatic deposit.  Upon receipt of written authorization, the 
Payroll Department can set up the automatic deposit.  Employees will receive an itemized 
statement of wages when CCLA makes direct deposits.  It takes one to two pay periods for the 
direct deposit to take effect. 

Overtime for Non-exempt Employees 

      
Employees may be required to work overtime as necessary. Only actual hours worked in a given 
workday or workweek can apply in calculating overtime.  Sick time, vacation time or any leave of 
absence will not be considered hours worked for purposes of performing overtime calculations.  
CCLA will attempt to distribute overtime evenly and accommodate individual schedules. All 
overtime work must be previously authorized by a supervisor. CCLA provides compensation for all 
overtime hours worked by non-exempt employees in accordance with state and federal law as 
follows: 

� All hours worked in excess of eight hours in one workday or 40 hours in one workweek will be 
treated as overtime.  A workday begins at 12:01 a.m. and ends at midnight 24 hours later.  
Workweeks begin each Sunday at 12:01 a.m.; 

� Compensation for hours in excess of 40 for the workweek, or in excess of eight and not more 
than 12 for the workday, and for the first eight hours on the seventh consecutive day of work in 
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one workweek, shall be paid at a rate one and one-half times the employee's regular rate of 
pay; 

� Compensation for hours in excess of 12 in one workday and in excess of eight on the seventh 
consecutive workday in a workweek shall be paid at double the regular rate of pay; and 

� Exempt employees may have to work hours beyond their normal schedules as work demands 
require.  No overtime compensation will be paid to exempt employees. 

Advances                                                               
CCLA does not permit advances against paychecks.  

       

Personnel Records 
You have a right to inspect certain documents in your personnel file, as provided by law, in the 
presence of an HR CCLA representative at a mutually convenient time. No copies of documents in 
your file may be made, with the exception of documents that you have previously signed.  The 
agency will restrict disclosure of your personnel file to authorized individuals within CCLA.  Any 
request for information contained in personnel files must be directed to the Human Resources 
Department.  Disclosure of personnel information to outside sources will be limited.  However, 
CCLA will cooperate with requests from authorized law enforcement or local, state, or federal 
agencies conducting official investigations and as otherwise legally required.  

Employee References 
CCLA requires that all requests for verification of current employment be forwarded to the Human 
Resources Department for response.  No other manager, supervisor, or employee is authorized to 
release references for current or former employees.  The Human Resources Director will respond in 
writing only to those reference check inquiries that are submitted in writing with the employee's 
written authorization to release specific information.  Responses to such inquiries will confirm only 
dates of employment, wage rates, and positions held.  No employment data will be released without 
a written authorization and release signed by the individual employee who is the subject of the 
inquiry.  Under normal circumstances, the Human Resources Department will not provide 
information regarding an employee's job performance and/or probability of continued employment.  
An employee who provides verification of employment and/or fails to forward a request to the 
Human Resources Department may be subject to disciplinary action up to and including termination 
of employment.   
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Performance Evaluations 
Each employee will receive periodic performance reviews conducted by his or her supervisor. Your 
first performance evaluation will take place after completion of your Introductory Period. 
Subsequent performance evaluations will be conducted annually.  The frequency of performance 
evaluations may vary depending upon length of service, job position, past performance, changes in 
job duties, or recurring performance problems. 

Your performance evaluations may review factors such as the quality and quantity of the work you 
perform, your knowledge of the job, your initiative, your work attitude, and your attitude toward 
others.  The performance evaluations are intended to make you aware of your progress, areas for 
improvement, and objectives or goals for future work performance.  Favorable performance 
evaluations do not guarantee increases in salary or promotions.  Salary increases and promotions 
are solely within the discretion of CCLA and depend upon many factors in addition to performance.  
After the review, you will be required to sign the evaluation report simply to acknowledge that it has 
been presented to you, that you have discussed it with your supervisor, and that you are aware of 
its contents.   

Open-door       

                                                              
Suggestions for improving CCLA are always welcome.  At some time, you may have a complaint, 
suggestion, or question about your job, your working conditions, or the treatment you are receiving.  
Your good-faith complaints, questions, and suggestions also are of concern to CCLA.  We ask you 
to first discuss your concerns with your supervisor, following these steps: 

� Within a week of the occurrence, bring the situation to the attention of your immediate 
supervisor, who will then investigate and provide a solution or explanation; 

� If the problem persists, you may present it to the Regional/Program Director, who will 
investigate and provide a solution or explanation. We encourage you to bring the matter to the 
Regional/Program Director as soon as possible after you believe that your immediate supervisor 
has failed to resolve it; and 

� If the problem is not resolved, you may present the problem in writing to the Director of Human 
Resources of CCLA, who will attempt to reach a final resolution. If you need assistance with the 
written complaint, contact the Human Resources Department for help. 
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This procedure, which we believe is important for both you and CCLA, cannot guarantee that every 
problem will be resolved to your satisfaction. However, CCLA values your observations and you 
should feel free to raise issues of concern, in good faith, without the fear of retaliation.   

Employment of Relatives 

      
CCLA may refuse to hire relatives of present employees if doing so could result in actual or 
potential problems in supervision, security, safety, or morale, or if doing so could create potential 
conflicts of interest. For the purposes of this policy, a relative is any person who is related by blood 
or marriage or whose relationship with the employee is similar to that of persons who are related by 
blood or marriage.   

If two employees marry or become related, causing actual or potential problems such as those 
described above, only one of the employees will be retained with CCLA, unless reasonable 
accommodations can be made to eliminate the actual or potential problems. In 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.  

         

Conflicts of Interest      
All employees must avoid situations involving actual or potential conflict of interest. Personal or 
romantic involvement with a competitor, supplier, or subordinate employee of CCLA, which impairs 
an employee's ability to exercise good judgment on behalf of CCLA, creates an actual or potential 
conflict of interest.  Supervisor-subordinate romantic or personal relationships also can lead to 
supervisory problems, possible claims of sexual harassment, and morale problems.  Outside 
employment that constitutes a conflict of interest is prohibited.   

 

 
20 of 54 



Reductions in Force 

                                                                   
Under some circumstances, CCLA may need to restructure or reduce its workforce.  If restructuring 
our operations or reducing the number of employees becomes necessary, CCLA will attempt to 
provide advance notice, if possible, to help prepare affected individuals. If possible, employees 
subject to layoff will be informed of the nature of the layoff and the foreseeable duration of the 
layoff, whether short-term or indefinite. 

Once it is determined what the scope of the layoff will be (i.e., position, department, classification, 
work group, program, etc.), employees will be selected for layoff at the sole discretion of 
management according to a variety of factors including, but not limited to, general work 
performance, productivity, qualifications, experience, job classification or title, availability, seniority 
or other relevant factors.    

   

Involuntary Termination and Progressive Discipline   
Violation of CCLA policies and rules may warrant disciplinary action.  CCLA has established a 
system of progressive discipline that includes verbal warnings, written warnings, and suspension.    
Progressive discipline means that the following steps will normally be followed in the order stated 
for employee disciplinary actions up to and including termination:   

  1. First Offense:    Verbal warning 

  2. Second Offense:    First written warning 

  3. Third Offense:    Final Warning and/or 

Suspension of employment  

  4. Fourth Offense:    Termination of employment 

CCLA recognizes that there are certain types of employee problems that are serious enough to 
justify either a suspension of employment or, in extreme situations, termination of employment, 
without going through each of the steps set forth.  The agency’s policy of progressive discipline in 
no way limits or alters the at-will employment relationship. 
In the event that an employee's employment is involuntarily terminated, CCLA shall provide the 
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employee with his or her final wages and all accrued, unused vacation pay on the effective date of 
termination.  This payroll check will be given to the employee at his or her normal work site or the 
Human Resources Department on the last workday.    

 

Voluntary Termination 

 

      
Voluntary termination results when an employee voluntarily resigns his or her employment at CCLA, 
or fails to report to work for three consecutively scheduled workdays without notice to, or approval 
by, his or her supervisor. 
A regular full-time or part-time employee who voluntarily decides to terminate their employment with 
CCLA is expected to give as much notice as possible in order to ensure that there is no interruption 
in operations or service.  At the least, please give a minimum of two weeks written notice to your 
immediate supervisor.  We ask that Program or Department Directors and other employees with 
significant managerial responsibility give at least four weeks notice whenever possible. 
Notices should be in writing and contain a statement of the reason for resignation and the expected 
last day of work.  If you do not provide the requested written notice, you may not be eligible for 
rehire.   

All CCLA-owned property, including vehicles, keys, uniforms, identification badges, and credit cards 
must be returned immediately upon termination of employment. 
Any information contained on computers is considered CCLA property and is not provided to an 
employee at termination of employment.  Employees and supervisors are responsible for insuring 
that all CCLA property, materials, or written information issued to them or in their possession or 
control is returned on or before the employee's last workday to their immediate supervisor. 
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Prohibited Conduct  

 
CCLA’s rules of conduct exist to protect the interests and safety of all employees and the 
organization.  If you have any questions or concerns about any of the employee conduct and work 
rules, we encourage you to discuss your questions with your supervisor or, if the supervisor is 
unable to resolve a question or concern, you may contact the Human Resources Department for 
assistance.  Know that you can ask questions regarding these policies and/or issues in the 
workplace without fear of reprisal. 
CCLA expects you to follow rules of conduct that will protect the interests and safety of all 
employees and the agency.  It is not possible to list all the forms of behavior that are considered 
unacceptable in the workplace.  In order to offer the employee some guidance on these standards, 
the following lists examples of infractions of rules of conduct that may result in disciplinary action up 
to and including termination of employment.  

Unsatisfactory job performance. 
 
Theft of property that belongs to 
CCLA, its employees, volunteers 
and/or clients including inappropriate 
removal or Possession of property 
(including donated items) or 

unauthorized usage or possession of 
property. 
 
Falsification or making a material 
omission on forms, records, timekeeping 
records and/or other CCLA documents. 
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Possession of dangerous or 
unauthorized materials such as 
explosives or weapons in the 
workplace. 
 
Possessing, distributing selling, 
using or being under the influence of 
alcohol or an illegal drug during work 
hours whether on or off CCLA 
property. 
 
Carelessness or negligence in the 
performance of one's duties. 
 
Insubordination, rudeness or other 
disrespectful conduct. 
 
Smoking in prohibited areas. 
Excessive absenteeism or any 
absence without notice. 

 
Unauthorized absence from workstation 
during the workday.  
 
Unauthorized use of telephones, mail 
system, photocopiers, fax machines, 
computers or other employer-owned 
equipment. 
 
Violation of CCLA’s Ethical Norms and 
policies including the personnel policies.  
 
Harassing, threatening, intimidating or 
coercing another person contrary to 
these policies, the ethics of CCLA 
and/or the law. 
 
Releasing confidential information about 
CCLA, an employee, volunteer and/or 
client, including giving unauthorized 
employment or other references.

 
This statement of prohibited conduct does not alter CCLA’s policy of at-will employment.  Either you 
or the agency remain free to terminate the employment relationship at any time, with or without 
reason or advance notice. 

 

Off-Duty Conduct    

While CCLA does not seek to interfere with the off-duty and personal conduct of its employees, 
certain types of off-duty conduct may interfere with the agency’s legitimate business interests.  All 
employees will be judged by the same performance standards and will be subject to CCLA’s 
scheduling demands, regardless of any existing outside work requirements.   
Employees who wish to engage in additional employment must provide their supervisor with a 
written statement regarding the nature, workdays, and work hours of a secondary employer upon 
employment with CCLA or within five days of accepting a secondary position subject to the 
following guidelines: 

 Such employment shall not interfere with the efficient performance of your job’s duties. 

 Such employment shall not involve a conflict of interest or an appearance of conflict with 
your job’s duties in the program. 

 Such employment shall not involve the performance of the job’s duties that the employee 
should perform as part of your employment in the program. 

 Such employment shall not occur during the employee's regular or assigned working hours, 
unless, during the entire day on which such employment occurs, the employee is on 
vacation, compensatory leave, or leave without pay. 

If CCLA determines that an employee's outside work interferes with performance or the ability to 
meet the requirements of CCLA as they are modified from time to time, the employee may be 
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asked to terminate the outside employment if the employee wishes to remain with the agency.  
Employees may not receive any income or material gain from individuals outside CCLA for 
materials produced or services rendered while performing their jobs. 
 

 Drug and Alcohol Abuse CCLA requires and to commits to maintain a drug and alcohol-
free workplace.  The agency believes that substance abuse can affect an employee's 
productivity and efficiency; jeopardize the safety of the employee, coworkers and the public; 
impair the reputation of CCLA and/or its employees; and, violate state and federal statutes.   
The possession, consumption, purchase or sale of alcohol on CCLA’s premises is prohibited.  
Furthermore, no employee shall be under the influence of alcohol while on CCLA’s premises or 
while performing business off CCLA’s premises.  Any exception to this policy for special 
situations (e.g., religious services, fund raising events, etc.) must be approved in advance by 
the Executive Director and/or the Director of Human Resources and conducted in accordance 
with any limitations that accompany approval. 
If your job requires that you drive as a part of your regularly scheduled work, you may be 
removed from such position if found to have been driving under the influence of alcohol whether 
on duty or off duty. 
"Legal drugs" are those prescribed or over-the-counter drugs that are legally obtained by the 
employee and used for the purpose for which they were prescribed or sold.  Legal drugs may 
affect the safety of the employee or coworkers or members of the public.  Therefore, if you are 
taking any legal drug which might impair your safety or the safety of others, or impair your work 
performance or any motor functions, you must advise your supervisor before reporting to work 
under such medication.  If CCLA determines that such use poses any safety or quality risk, you 
will not be permitted to work. 
The use, purchase, sale, transfer, possession, being under the influence or the presence in 
one's system of a detectable amount of an illegal drug by any employee is prohibited. 

 On CCLA premises,  

 Where the employee is performing CCLA business off premises, or  

 Where such activity away from CCLA premises or business affects the employee's suitability 
for continued employment or may harm the reputation of the CCLA and/or its employees. 

A blood test, urinalysis or other drug and/or alcohol screening may be required: 

 Whenever an employee's job duties may pose a safety risk to himself, other CCLA 
employees, volunteers, clients or others. 

 Of any employee where management believes there is reason to believe that an employee 
is using drugs or may be under the influence of drugs and/or alcohol. 

 As part of occasional follow-up testing, if an employee is found to have breached these 
policies but has been permitted to remain employed. 

An employee's cooperation with such a drug or alcohol screening test is required as a condition of 
continued employment.  The employee's refusal to cooperate with such a request is grounds 
disciplinary action up to and including termination where there is reason to believe that the 
employee has violated this policy and the employee's refusal to cooperate has prevented a medical 
determination of your condition.  

 

 
26 of 54 



   

Punctuality and Attendance  

Punctual and consistent attendance is a condition of employment with CCLA.  Absenteeism and 
tardiness places a burden on other employees and on the agency’s operations.  Poor attendance, 
failure to report to work, arriving late, or leaving early in connection with scheduled work times, 
breaks or meal periods without approval may result in disciplinary action up to and including 
termination of employment.   
If you are unable to report to work or expect to be more than 30 minutes late, notify your supervisor 
as soon as possible but no later than the beginning of the shift for each day that he or she expects 
to be late or absent. 
If you are absent without approved leave or notification for a period of three work days, it will be 
assumed that you have voluntarily terminated your employment as of the end of the third day 
absent. 

   

Dress Code  

Employees are expected to present a professional, clean and neat appearance, and to dress 
according to the requirements of their positions.  Employees who report to work inappropriately 
dressed will be immediately directed to return to work in proper attire.  Under such circumstances, 
employees will not be compensated for the time away from work.  Specific programs may have 
additional dress code standards.  Consult your immediate supervisor or department head regarding 
questions as to what constitutes appropriate attire. 
 

Confidentiality   

Confidentiality is a trust between the agency and the client.  This implies that the information the 
client has shared will remain private.  Confidentiality is an agency-wide responsibility extending that 
includes all agency personnel.  In the course of your work, you may have access to confidential 
information regarding CCLA, its suppliers, its customers, or perhaps even fellow employees.  You 
have responsibility to prevent revealing or divulging any such information unless it is necessary for 
you to do so in the performance of your duties.  Access to confidential information should be on a 
"need-to-know" basis and must be authorized by your supervisor.  Any breach of this policy will not 
be tolerated and legal action may be taken by CCLA.  Clients and employees have additional 
privacy rights under the Health Insurance Portability and Accountability Act (HIPAA). 
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Business Conduct and Ethics 

                                                                                          

The agency expects every employee to conduct business in accordance with the letter, spirit, and 
intent of all relevant laws and to refrain from any illegal, dishonest or unethical conduct.  The 
successful business operation and reputation of Catholic Charities is built upon the principles of fair 
dealing and ethical conduct of our employees.  
In general, the use of good judgment, based on high ethical principles, will guide the agency’s 
employees with respect to lines of acceptable conduct.  No employee may accept a gift or gratuity 
from any customer, vendor, supplier, or other person doing business with CCLA because doing so 
may give the appearance of influencing business decisions, transactions, or service.  Please 
discuss expenses paid by such persons for business meals or trips with your supervisor in advance.  
If a situation arises where it is difficult to determine the proper course of action, the matter should 
be discussed with the employee's immediate supervisor and, if necessary, with the Human 
Resources Director, for advice and consultation. 
Disregarding or failing to comply with this standard of business ethics and conduct could lead to 
disciplinary action up to and including termination of employment.  
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Employer Property 

                                                                         
Employees are required to exercise care, perform required maintenance, and follow all operating 
instructions, safety standards, and guidelines when using CCLA property.  Employees are 
responsible for notifying their immediate supervisor if any equipment, machines, tools, or vehicles 
appear to be damaged, defective, or in need of repair.  Prompt reporting of damages, defects, and 
the need for repairs could prevent deterioration of equipment and possible injury to employees or 
others. Your supervisor can answer any questions about your responsibility for maintenance and 
care of equipment or vehicles used on the job.  

The improper, careless, negligent, destructive, or unsafe use or operation of equipment or vehicles, 
as well as excessive or avoidable traffic and parking violations, can result in disciplinary action up to 
and including termination of employment. 

   

Use of Electronic Media 
CCLA strives to maintain a workplace free of harassment and to be sensitive to the diversity of its 
employees.  Therefore, the agency prohibits the use of computers and its email system in ways that 
are disruptive, offensive to others, or harmful to morale.    

The agency’s computer and electronic mail systems are reserved for CCLA business purposes 
only.  The agency may monitor email systems to ensure compliance with this policy as well as for 
other business reasons. 

Catholic Charities purchases and licenses the use of various computer software for business 
purposes and does not own the copyright to this software or its related documentation.  Unless 
authorized by the software developer, Catholic Charities does not have the right to add or 
reproduce such software for use on more than one computer.  Employees may only use software 
on local area networks or on multiple machines according to the software license agreement. 
Catholic Charities prohibits the illegal duplication of software and its related documentation. 
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Telephone Usage     

 
The use of telephones while on the job must be limited to conduct CCLA business.  Telephone 
communication is to be conducted by employees in a courteous and professional manner.  An 
employee may not make or charge personal telephone calls to CCLA without the express 
permission of his or her supervisor.  Employees will be required to reimburse CCLA for any charges 
resulting from their personal use of the telephone.  Employees should not accept collect calls 
except in emergency circumstances only. 

CCLA may monitor telephone calls and/or voice mail messages to ensure compliance with this 
policy as well as for other business reasons, including the desire to ensure that calls are handled in 
a professional manner and to promote efficiently in the handling of calls and in the manner in which 
clients are treated.  Employees should not assume that calls made or received on CCLA's 
telephone lines are confidential.    

Off-duty Use of Facilities  
Employees are prohibited from remaining on CCLA premises or making use of CCLA facilities while 
not on duty.  Employees are expressly prohibited from using CCLA facilities, CCLA property, or 
CCLA equipment for personal use. 

 

Employee Property  
An employee’s personal property, including but not limited to lockers, packages, purses, and 
backpacks, may be inspected upon reasonable suspicion of unauthorized possession of CCLA 
property. 

 

Security/Workplace Violence 
CCLA is committed to preventing workplace violence and to maintaining a safe work environment.  
No weapon is permitted at any CCLA work sites or facilities.  CCLA strictly prohibits intimidation, 
harassment, or other threats of (or actual) violence that may occur during business hours or on the 
agency’s premises. 
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Health and Safety 
CCLA maintains a comprehensive safety program.  All CCLA employees are expected to abide by 
several safety practices  

CCLA has established an Injury and Illness Prevention Program in compliance with governmental 
laws, rules, regulations, and orders relating to health and safety.  The Human Resources 
Department implements, administers, monitors, and evaluates the safety program.  CCLA provides 
information to employees about workplace safety and health issues through regular internal 
communication channels such as supervisor and employee meetings, bulletin board postings, 
memos, or other written communications.  Also, employees and supervisors receive periodic 
workplace safety training.  The training covers potential safety and health hazards and safe work 
practices and procedures to eliminate or minimize hazards. 

No one at CCLA is excused from practicing safe work practices.  Each employee should 
understand that no employee and/or volunteer is expected to undertake a job until he or she 
receives instructions on how to perform a job safely.  No employee is to undertake a job that 
appears to be unsafe.  No employee will be penalized for reporting unsafe work conditions. 

Employees who violate safety standards, who cause hazardous or dangerous situations or who fail 
to report or, where appropriate, remedy unsafe situations, may be subject to disciplinary action up 
to and including termination of employment.  

Ergonomics  

  
CCLA is subject to Cal/OSHA ergonomics standards for minimizing workplace repetitive motion 
injuries. CCLA will make necessary adjustments to reduce exposure to ergonomic hazards through 
modifications to equipment and processes and employee training. CCLA encourages safe and 
proper work procedures and requires all employees to follow safety instructions and guidelines. 

CCLA believes that reduction of ergonomic risk is instrumental in maintaining an environment of 
personal safety and well-being, and is essential to our business. We intend to provide appropriate 
resources to create a risk-free environment.  

If you have any questions about ergonomics, please contact the Health and Safety Manager in the 
Human Resources Department. 
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Smoking 

 
CCLA’s offices and facilities are smoke-free.  Smoking is strictly prohibited throughout all CCLA 
office buildings and work areas.  This policy applies equally to all employees, volunteers, clients 
and visitors. 

    

Housekeeping   
All employees are expected to keep their work areas clean and organized. People using common 
areas such as lunchrooms, locker rooms, and restrooms are expected to keep them sanitary.  
Please clean up after meals and dispose of trash properly. 

Solicitation and Distribution of Literature 

                              
In order to ensure efficient operation of CCLA’s business and to prevent disruption to employees, 
you may not solicit or promote support for any cause or organization during his or her working time 
or during the working time of the employee or employees at whom such activity is directed.  

No employee shall distribute or circulate any written or printed material in work areas at any time, or 
during his or her working time or during the working time of the employee or employees at whom 
such activity is directed.  

Under no circumstances will non-employees be permitted to solicit or to distribute written material 
for any purpose on CCLA property. 
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Conducting Personal Business  

Employees are to conduct only CCLA business while at work. Employees may not conduct personal 
business or business for another employer during their scheduled working hours.   

Bulletin Boards 
CCLA maintains bulletin boards located at various locations. 

Bulletin boards are used to provide information to employees concerning CCLA business. 

Employees may not post items on CCLA bulletin boards unless the following conditions are met: 

� Postings may be made by CCLA employees only;

� The information to be posted must first be approved by the ranking Director/Manager for the site. ;

� Postings are limited to 4” x 6” in size;

� Bulletin boards will be updated periodically; and

� Posted items will be dated and will be removed after 10 days.
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Holidays    

CCLA observes the following paid holidays:  

(January 1) 

(Third Monday in January) 

(Third Monday in February) 

(Friday before Easter) 

(Last Monday in May) 

(July 4) 

(First Monday in September) 

(Fourth Thursday in November) 

(December 8) 

(December 25)

1. New Year's Day

2. Martin Luther King, Jr., Day

3. Presidents' Day

4. Good Friday

5. Memorial Day

6. Independence Day

7. Labor Day

8. Thanksgiving

9. Friday after Thanksgiving

10. Feast of the Immaculate Conception*

11. Christmas Day

12. Employee Floating Holiday

A recognized holiday that falls on Saturday will be observed on the preceding Friday.  A recognized 
holiday that falls on Sunday will be observed on the following Monday.   

Feast of the Immaculate Conception is observed only if it falls on an employee's regularly 
scheduled workday. 

Employees must have successfully completed the introductory period of 180 calendar days of 
service to be eligible for one floating holiday in each anniversary year.  Personal holidays must be 
scheduled with the prior approval of your supervisor. 
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Vacation  
Vacation time benefits accrue for all eligible employees as of the day of hire.  The rate of accrual is 
determined by the employee's length of service, exemption status, and hours regularly scheduled to 
work.  Regular part-time employees accrue vacation benefits prorated to correspond to the number 
of hours worked.  Temporary employees are not eligible to accrue vacation time off benefits. 

Employees are encouraged to utilize all accrued vacation benefits each year.  An employee may 
accrue a maximum vacation benefit of 200 hours at any time.  The maximum vacation benefit a 
part-time employee may accrue at any time is 200 hours prorated to correspond to the number of 
hours worked.  Vacation must be taken in increments of at least four hours.  Employees may not 
schedule more than three consecutive weeks of vacation at one time.  The employee must have 
successfully completed the Introductory Period of one hundred eighty (180) calendar days.   

Requests for vacation time should be made in writing to the employee's immediate supervisor at 
least two weeks in advance of the requested time off.  Although every effort will be made to 
accommodate requests to take vacation at a specified time, consideration will be given to the 
staffing and service needs of the department or program.  The employee's supervisor may, 
therefore, approve, delay, or deny any request for vacation time off given these considerations.  

Vacation time may be used during an extended illness, injury or disability in coordination with 
Worker's Compensation or State Disability Insurance benefits. 

 

Vacation Accrual Schedule for Full-Time Employees Hired on or after January 1, 1989 

Years of Eligible Service      Days/Month  Days/Month 

Nonexempt Employees at Hire 1.000 days  12 days 

After 5 Years  1.167 days  14 days 

After 10 Years  1.333 days  16 days 

Exempt Employees at Hire 1.250 days  15 days 

After 5 Years  1.500 days  18 days 

After 10 Years  1.666 days  20 days 

 

For employees hired prior to January 1, 1989, with at least one year of service as of January 1, 
1989, contact Human Resources for accrual rates. 
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Sick Time 

CCLA provides paid sick time benefits to all eligible employees for periods of temporary 
absence due to illness or injury of an employee or an employee’s immediate family member. 
This benefit is intended to minimize the economic hardship that may result from an 
unexpected short term illness or injury to an eligible employee or an immediate family 
member. All Regular and Temporary employees are eligible for paid sick time off. “Covered 
family member” is defined as a parent, sibling, spouse, child, registered domestic partner, 
grandparent and grandchild.

1. Absenteeism and Sick Time Pay:
Employees should not automatically assume that absenteeism is permissible merely 
because they have sufficient sick time pay benefits available to cover all or a portion 
of their time off.  CCLA may determine that absenteeism is excessive if it is found 
that an employee’s absence is disruptive to CCLA’s coworkers or clients.  Each case 
must be evaluated based on the surrounding facts and circumstances.  Excessive 
absenteeism may lead to disciplinary action up to and including termination of 
employment.

2. Accrual of Sick Time:
Regular full-time employees accrue sick time benefits at the rate of ten (10) days per 
year starting on their date of hire.  Regular part-time employees accrue sick time 
benefits prorated to correspond to the number of hours worked. Temporary 
employees will accrue one (1) hour of paid sick time for every 30 hours worked.

3. Payment of Sick Time Benefits:
An employee may only be paid sick time which the employee has already accrued. 
Sick time benefits are calculated based on an employee’s base payroll rate at the 
time of the absence.

If a reduction in work hours has been recommended by an employee’s physician, the 
employee may request any accrued sick time benefits to be used to supplement the 
employee’s pay to the amount of the employee’s current straight time rate of 
compensation.  If an employee does not request utilization of their accrued sick time 
benefits, the employee’s salary will be reduced to commensurate with the reduction 
in work hours.

If an employee is absent from work as a result of an on-the-job injury or illness and is 
not eligible to receive Workers’ Compensation benefits for the initial waiting period, 
the employee may make written request for payment of sick time benefits during the 
waiting period. 

38 of 54 



CCLA recommends that an employee apply for State Disability Insurance 
(hereinafter “SDI”) benefits if an employee will be absent from work as the result of 
an extended illness or injury.  If an employee is not eligible for SDI benefits during 
the initial waiting period, the employee may make written request for payment of sick 
time and/or vacation time benefits during the waiting period.  If an employee is 
receiving SDI benefits and makes written request that he or she be paid integrated 
sick time and/or vacation time pay, the employee will receive pay only to the extent 
necessary to provide a combination of benefits equal to the employee’s current 
straight time base payroll rate.  An employee may request that accrued sick time be 
integrated with SDI benefits to the extent necessary to provide a combination of 
benefits equal to his or her base payroll rate at the beginning of the illness or injury. 

Written verification of Workers’ Compensation and/or SDI payments must be 
provided to the Human Resources Department prior to payment of accrued sick time 
and/or vacation time benefits will be paid. 

5. Maximum Sick Time Benefit Accrual:
Full time employees may accrue sick time benefits to a maximum of sixty (60) days or 
(480 hours).  The maximum benefit accrual for part time employees is prorated to the 
number of hours regularly worked.  If the accrued, unused sick time reaches the 
employee's maximum, further accrual of sick time benefits will be suspended until the 
employee has reduced the balance below the maximum accrual limit. Temporary 
employees can accrue up to six (6) days or 48 hours in a year and carryover is 
limited to a maximum three (3) days or 72 hours into the following year.

6. Notification of Illness and/or Absence from Work:
Employees who are unable to report to work due to personal or family illness or injury 
must notify their direct supervisor before the employee expects to be out or no later 
than one (1) hour after the normal starting time.  If an employee becomes sick during 
the work day, the employee must notify the immediate supervisor before leaving the 
work site.  The employee is responsible for contacting their direct supervisor at the 
beginning of each additional day of absence unless a written, extended medical leave 
of absence is provided by a licensed physician.  The employee is responsible for 
providing extensions of medical leaves of absence to their immediate supervisor prior 
to the end of the currently approved leave of absence.  Failure to follow these 
procedures will be an unexcused absence and may result in disciplinary action up to 
and including termination.

7. Verification of Illness and/or Disability:
It is expected that sick time will only be used in the event of a qualifying illness, injury 
or disability or for health maintenance reasons (doctor and/or medical appointments). 

If an employee exhausts their accrued sick time to cover their sick absence, their 
supervisor may request a written physician's statement verifying that the employee 
may safely return to work.  The written statement must verify the beginning and 
ending dates, the employee's ability to return to work and any work restrictions that 
the employee must adhere to when returning to work. 
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The physician's statement is a condition of return to work and must be provided to 
the employee's immediate supervisor before the employee will be permitted to 
commence working following a medical leave of absence.  Employees are not 
permitted to return to work without a licensed physician's statement regarding the 
employee's ability to return to work without presenting an immediate and significant 
risk to his or her own health or safety or the health or safety of others. 

An employee's refusal to comply with a request for a written release to return to 
work may result in disciplinary action up to and including termination. 

8. Extended Leaves of Absence:
As an additional condition of eligibility for sick time benefits, an employee is advised
to apply for any other available compensation and benefits such as SDI.

9. Termination of Employment:
Accrued, unused sick time benefits will not be paid upon termination of employment.

Insurance Benefits 

Disability Insurance 

CCLA administers State Disability Insurance ("SDI") premium payments by deducting the premium 
from your payroll check and forwarding it to the appropriate SDI office. 

You may make a written request that any accrued sick time and/or vacation time be paid to you at 
the time of the disability.  Additional information and claims forms are available from your physician 
and/or your nearest Employment Development Department office. 

CCLA also provides long-term disability ("LTD") benefits to eligible employees in the event of a 
long-term absence from employment once short-term disability (“STD”) is exhausted and LTD is 
certified.  LTD is designed to ensure a continuing income for employees who are disabled and 
unable to work. 

Eligible employees may begin participating in LTD coverage only after successful completion of the 
Introductory Period of 180 calendar days of service. 

Contact Human Resources for more information about LTD benefits. 

Unemployment Compensation 

CCLA contributes thousands of dollars each year to the California Unemployment Insurance Fund 
on behalf of its employees.  Unemployment compensation is available to involuntarily terminated 
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employees, except those terminated for gross misconduct.  Unemployment compensation can be 
obtained by applying with the California Employment Development Department. 

Workers' Compensation 

You are protected by CCLA’s workers’ compensation insurance policy while employed by CCLA, at 
no cost to you. The policy covers you in case of occupational injury or illness.  For further 
information, see the Worker’s Compensation section in the Employee Handbook. 

 

Social Security 

 
CCLA pays a matching contribution to each employee’s Social Security taxes. Your contributions 
are deducted from your paycheck each pay period. 

Retirement Plan 

 
CCLA provides eligible employees with two types of a retirement plans. 

401a – Employer Funded Retirement Plan: 

Once you have met eligibility (one year of service, 1,000 worked hours, and be age 21) to enroll, 
you may begin participation in this plan as of January 1st or July 1st.  You will remain a participant of 
the plan until termination of employment.  The plan is annually funded for all eligible participants 
and the amounts are determined based on age, service, and gross wages. 

403b – Employee Funded Retirement Plan: 

All employees are eligible for this plan.  You can designate a pre-tax amount up to the IRS allowed 
limit in the tax year.  You can choose to be a participant of the plan anytime during your 
employment at CCLA. 

For further information regarding the retirement plans, please contact Human Resources. 
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Leaves of Absence 

     
 

CCLA complies with all regulatory requirements regarding leaves of absence.  The agency reserves 
the right to deny requests for unpaid time off which are not required by law.  Requests for leaves of 
absence will be evaluated based on a number of factors including length of service, performance, 
responsibility level, anticipated workload requirements and staffing considerations during the 
proposed period of absence. 

Benefits for leave of absence under both the Family Medical Leave Act and the California Family 
Rights Act begin automatically after the employee's third day of absence.  You are eligible to 
request a leave of absence so long you comply with all leave of absence requirements.  An 
employee must provide both his or her immediate supervisor and the Human Resources 
Department with a written request for leave of absence as soon as the employee has knowledge of 
the need to take a leave of absence.   Failure to comply with these notification rules may result in a 
denial or postponement of the requested leave until the employee complies with these rules.  If an 
employee's request for leave results from an emergency or is otherwise unforeseeable, the leave 
will not be denied simply because an employee fails to provide advance notice. 

Written requests for a leave of absence should include the following information: 

 The reason for the leave of absence. 

 The anticipated beginning and ending date of the leave. 

Notify your supervisor every thirty (30) days of the status of the leave, the expected date of return, 
and your intent to return to work.  If there is a need to change the duration of the leave, notify your 
supervisor in writing immediately.  If you fail to comply with any of the notification requirements or 
other specific requirements, this may result in denial of your request for leave or in the cancellation 
of approval of an existing leave.  Contact your immediate supervisor at least one week prior to the 
expected date of return to work to confirm the return to work date, time and location.  If you do not 
return to work on the next regularly scheduled work day following the expiration of the approved 
leave, it will be assumed that you have voluntarily terminated your employment with the agency.  
Leaves of absence are unpaid unless the employee requests in writing that wages be integrated 
with accrued, unused sick and/or vacation time eligible to be paid. 

Written Release to Return to Work 

Absence from work for three or more days due to an illness or injury requires a satisfactory doctor's 
statement before returning to work and resuming your duties.  The doctor's statement must verify 
that you are able to return to work without presenting an immediate and significant risk to your 
personal health or safety or to the health or safety of others.   

Before returning from medical leave, you must submit a written release to return to work from a 
licensed physician verifying your fitness to return to work prior to your first day back at work.  An 
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employee may not be allowed to return to work without authorization from his or her attending 
licensed physician. 

Every effort will be made to insure that an employee is returned to a position of similar status and 
location following the return from a leave of absence.  CCLA does not guarantee that an employee's 
exact position will be held during a leave of absence. 

Health Insurance Premium 

Health insurance benefits will be provided by CCLA subject to the terms, conditions and limitations 
of the applicable insurance plans.  You will continue to be responsible for paying your portion of the 
premium for medical or other benefits during this time. Payments should be made payable to 
Catholic Charities of Los Angeles, Inc., and mailed to the Human Resources Department.  If your 
medical leave of absence exceeds one hundred twenty (120) days, you are responsible for 
payment of the full insurance premium payment if you wish to continue insurance benefits for the 
duration of the leave of absence. 

Family/Medical Leave 

Any leave taken under this provision that qualifies as leave under the state and/or federal Family 
and Medical Leave Acts will be counted as family/medical leave and charged to your entitlement of 
12 workweeks of family/medical leave in a 12-month period. 

    

Pregnancy-Related Leaves of Absences    
The agency provides pregnancy-related leaves of absence and will not discriminate against any 
employee who requests a leave of absence associated with pregnancy.  Leave requests will be 
evaluated in accordance with the medical leave policy provisions and in accordance with all 
applicable federal and state laws.  Requests for time off associated with pregnancy and/or childbirth 
(apart from medical disabilities associated with these conditions) will be considered in the same 
manner as any other request for a medical or family leave.  If you are taking a medical leave as a 
result of a pregnancy related disability, you can request additional time off beyond that authorized 
by the physician for a total parenting leave of up to one hundred twenty (120) days.  A father and/or 
husband may also take a parenting leave of absence as described in the Family Leave of Absence 
policies.   
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Family/Medical Leave 

                                                   
The agency provides family leaves of absence as required by law.  An employee must have 
completed one year of continuous employment and worked a minimum of at least 1,250 hours of 
work to request a leave of absence consistent with the Family Medical Leave Act ("FMLA") and, 
thereafter, the California Family Rights Act ("CFRA"). 

Under FMLA, CCLA provides family leaves of absence without pay to eligible employees who wish 
to take time off from work duties to fulfill family obligations relating directly to childbirth, adoption, or 
placement of a foster child; or to care for a child, spouse, or parent with a serious health condition. 
A serious health condition means an illness, injury, impairment, or physical or mental condition that 
involves inpatient care in a hospital, hospice, or residential medical care facility; or continuing 
treatment by a health care provider.   

The agency provides medical leaves of absence to eligible employees who are temporarily unable 
to work due to a serious health condition or disability.  Serious employee health conditions or 
disabilities include inpatient care in a hospital, hospice or residential medical care facility; continuing 
treatment by a health care provider; and temporary disabilities associated with pregnancy, childbirth 
and related medical conditions.  Employees who meet legal eligibility requirements should make a 
written request for medical leave to their supervisors as soon as the employee has knowledge of 
the need for the leave.  If an employee voluntarily enrolls in an alcohol or drug rehabilitation 
program, he or she may request a medical leave in order to participate in the program.  CCLA will 
make a reasonable effort to keep the employee's enrollment in such a program confidential. 

Under most circumstances, leave under federal and state law will run at the same time and the 
eligible employee will be entitled to a total of 12 weeks of family and medical leave in the 
designated 12-month period.   

However, leave because of the employee’s disability for pregnancy, childbirth or related medical 
condition is not counted as time used under California law (the California Family Rights Act). Time 
off because of pregnancy disability, childbirth or related medical condition does count as family and 
medical leave under federal law (the Family and Medical Leave Act). Employees who take time off 
for pregnancy disability and who are eligible for family and medical leave will also be placed on 
family and medical leave that runs at the same time as their pregnancy disability leave.  Once the 
pregnant employee is no longer disabled, she may apply for leave under the California Family 
Rights Act, for purposes of baby bonding.  

Any leave taken for the birth, adoption, or foster care placement of a child does not have to be 
taken in one continuous period of time. California Family Rights Act leave taken for the birth or 
placement of a child will be granted in minimum amounts of two weeks. However, CCLA will grant a 
request for a California Family Rights Act leave (for birth/placement of a child) of less than two 
weeks’ duration on any two occasions. Any leave taken must be concluded within one year of the 
birth or placement of the child with the employee. 

Please contact Human Resources as soon as you realize the need for family/medical leave. 

 

 
44 of 54 



If the leave is based on the expected birth, placement for adoption or foster care, or planned 
medical treatment for a serious health condition of the employee or a family member, the employee 
must notify CCLA at least 30 days before leave is to begin. The employee must consult with his or 
her supervisor regarding scheduling of any planned medical treatment or supervision in order to 
minimize disruption to CCLA operations. Any such scheduling is subject to the approval of the 
health care provider of the employee or the health care provider of the employee’s child, parent, or 
spouse. 

If the employee cannot provide 30 days’ notice, CCLA must be informed as soon as is practical. 

If the Family and Medical Leave Act/California Family Rights Act request is made because of the 
employee’s own serious health condition, CCLA may require, at its expense, a second opinion from 
a health care provider that CCLA chooses. The health care provider designated to give a second 
opinion will not be one who is employed on a regular basis by CCLA. 

If the second opinion differs from the first opinion, CCLA may require, at its expense, the employee 
to obtain the opinion of a third health care provider designated or approved jointly by the employer 
and the employee. The opinion of the third health care provider shall be considered final and 
binding on CCLA and the employee. 

CCLA requires the employee to provide certification within 15 days of any request for family and 
medical leave under state and federal law, unless it is not practicable to do so. CCLA may require 
recertification from the health care provider if additional leave is required. 

When both parents are employed by CCLA, and request simultaneous leave for the birth or 
placement for adoption or foster care of a child, CCLA will not grant more than 12 workweeks total 
of family/medical leave for each employee. 

CCLA will require certification by the employee’s health care provider that the employee is fit to 
return to his or her job. 

Failure to provide certification by the health care provider of the employee’s fitness to return to work 
will result in denial of reinstatement for the employee until the certificate is obtained. 

An employee taking family medical leave will be allowed to continue participating in any health and 
welfare benefit plans in which he/she was enrolled before the first day of the leave (for a maximum 
of 12 workweeks) at the level and under the conditions of coverage as if the employee had 
continued in employment for the duration of such leave. CCLA will continue to make the same 
premium contribution as if the employee had continued working. The continued participation in 
health benefits begins on the date leave first begins under Family and Medical Leave Act (e.g., for 
pregnancy disability leaves) or under the Family and Medical Leave Act/California Family Rights Act 
(e.g., for all other family care and medical leaves). In some instances, CCLA may recover from an 
employee premiums paid to maintain health coverage if the employee fails to return to work 
following family/medical leave. 

Employees on family/medical leave who are not eligible for continued paid coverage may continue 
their group health insurance coverage through CCLA in conjunction with the federal COBRA 
guidelines by making monthly payments to CCLA for the account of the applicable premium. 
Employees should contact their supervisor for further information.  

Under most circumstances, upon return from family/medical leave, an employee will be reinstated 
to his or her original job or to an equivalent job with equivalent pay, benefits, and other employment 
terms and conditions. However, an employee has no greater right to reinstatement than if he or she 
had been continuously employed rather than on leave. For example, if an employee on 
family/medical leave would have been laid off had he or she not gone on leave, or if the employee’s 
job is eliminated during the leave and no equivalent or comparable job is available, then the 
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employee would not be entitled to reinstatement. In addition, an employee’s use of family/medical 
leave will not result in the loss of any employment benefit that the employee earned before using 
family/medical leave.  

For additional information about eligibility for family/medical leave, contact the Human Resources 
Department. 

Time Accrual 

Employees on Family and Medical Leave Act/California Family Rights Act leave will not continue to 
accrue vacation or sick leave during unpaid Family and Medical Leave Act/California Family Rights 
Act leave. 

Carryover 

Leave granted under any of the reasons provided by state and federal law will be counted as 
family/medical leave and will be considered as part of the 12-workweek entitlement in a rolling 12-
month period. The rolling 12-month period is measured forward from the date any employee’s first 
Family and Medical Leave Act leave begins. Successive 12-month periods commence on the date 
of an employee’s first use of such leave after the preceding 12-month period has ended. No 
carryover of unused leave from one rolling 12-month period to the next rolling 12-month period is 
permitted. 

Intermittent Leave 

Employees may take Family and Medical Leave Act (FMLA)/California Family Rights Act (CFRA) 
leave intermittently (in blocks of time, or by reducing their normal weekly or daily work schedule) if 
the leave is for the serious health condition of the employee’s child, parent, or spouse, or of the 
employee, and the reduced leave schedule is medically necessary as determined by the health 
care provider of the person with the serious health condition.  

 

       

Bereavement Leave   
CCLA allows you to take up to five (5) days of accrued, unused sick, or vacation time as paid 
bereavement time off from work in the event of the death of an immediate family member (parent or 
spouse's parent, spouse, sibling or child, grandparents and/or grandchildren).  Bereavement time 
off is calculated based on your base payroll rate, regularly scheduled hours at the time of absence 
and number of accrued, unused sick time hours.  You must request bereavement time off from work 
from your immediate supervisor.  Your supervisor may approve bereavement time off based on 
operating requirements at the time that the time off is requested.  You may, with your supervisor 
approval, use any available paid time off for additional paid time off as necessary.  Written 
verification of bereavement time off may be required.   
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Personal Leave 

 
CCLA provides leaves of absence without pay to employees who wish to take time off from work 
duties to fulfill personal obligations.  Approval of requests will be at the sole discretion of CCLA 
management.  Introductory and temporary employees are not eligible for personal leaves of 
absence.  Eligible employees may request a maximum of 40 hours per year as an unpaid personal 
leave.  An eligible employee should request a leave in writing as soon as eligible employees 
become aware of the need for a personal leave of absence. 

 

Military Leave 

    
Employees who wish to serve in the military and take military leave should contact Human 
Resources for information about their rights before and after such leave.  You are entitled to 
reinstatement upon completion of military service, provided you return or apply for reinstatement 
within the time allowed by law. 

Jury Duty and Witness Leave 

          
CCLA encourages employees to fulfill their civic responsibilities by serving jury duty when required.  
Employees in an eligible classification will receive full pay for regular hours worked up to a 
maximum of five (5) days of paid jury duty time off over any one year period.   
 
If an employee is called to serve on jury duty, the immediate supervisor should be notified in writing 
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as soon as the employee becomes aware that he or she will be required to serve as a juror.   
 
Jury duty pay is calculated on the employee's base pay rate times the number of hours the 
employee would otherwise have regularly worked on the day of absence.  If an employee is 
required to serve jury duty beyond the period of paid jury duty, the employee may use any available 
paid time off or may request unpaid jury duty time off from work.   
 
Employees must provide a copy of the written jury duty summons to their supervisor on a weekly 
basis so that the supervisor may make arrangements to accommodate their absence.  Any amount 
paid to the employee by the court for each day served must be reimbursed to CCLA or the 
employee's wages will be reduced by the amount paid to the employee by the court.  The employee 
may keep any mileage payment or other payment made to the employee by the court. 
 
Employees are expected to report for work whenever the time not actually serving as a juror 
exceeds two (2) hours. 
 
Either CCLA or the employee may request to be excused from jury duty if, in CCLA’s judgment, the 
employee's absence would create serious operational difficulties. 
 
All benefits and benefit deductions will be retained during paid jury duty time off.  If an employee 
takes unpaid time off to serve on jury duty, CCLA will continue to provide health insurance benefits 
until the end of the month in which the unpaid jury duty leave begins.  At that time, employees will 
become responsible for the full costs of these benefits if the employee wishes coverage to continue.  
When the employee returns from jury duty, benefits will again be provided by Catholic Charities 
according to the applicable plans.   
 
Benefit accruals, such as vacation time, sick time or holiday benefits, will continue during paid jury 
duty time off and will be suspended during any unpaid jury duty time off.  Benefit accruals will 
resume upon return to active employment. 

 

 

Time Off to Vote 
CCLA grants up to two hours of paid time off to vote if you are unable to vote in an election during 
your non-working hours.  Two working days advance notice is required and must be approved by 
the immediate supervisor so that the necessary time off can be scheduled at the beginning or end 
of the work shift, whichever provides the least disruption to the normal work schedule as 
determined by the supervisor.  You must submit a voter's receipt on the first working day following 
the election to qualify for paid time off. 
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Volunteer Firefighters and Peace Officers 
No employee shall be disciplined for taking time off to perform emergency duty as a volunteer 
firefighter, peace officer, or emergency rescue personnel. You are also eligible for unpaid leave for 
required training. If you are an official volunteer firefighter, please alert your supervisor that you may 
have to take time off for emergency duty. When taking time off for emergency duty, please alert 
your supervisor before doing so when possible. 

School Activities 

Employees are encouraged to participate in the school activities of their child(ren). The absence is 
subject to all of the following conditions: 

� Parents, guardians, or grandparents having custody of one or more children in kindergarten or 
grades one to 12 may take time off for a school activity;

� The time off for school activity participation cannot exceed eight hours in any calendar month, or 
a total of 40 hours each school year;

� Employees planning to take time off for school visitations must provide as much advance notice 
as possible to their supervisor;

� If both parents are employed by CCLA, the first employee to request such leave will receive the 
time off. The other parent will receive the time off only if the leave is approved by his or her 
supervisor;

� Employees must use vacation time in order to receive compensation for this time off;

� Employees who do not have paid time off available will take the time off without pay, and

� Employees must provide their supervisor with documentation from the school verifying that the 
employee participated in a school activity on the day of the absence for that purpose. 
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Suspension 

If an employee who is the parent or guardian of a child facing suspension from school is summoned 
to the school to discuss the matter, the employee should alert his or her supervisor as soon as 
possible before leaving work. In agreement with California Labor Code Section 230.7, no 
discriminatory action will be taken against an employee who takes time off for this purpose. 

 

Educational Leaves of Absences 
It is the policy of CCLA, to review all requests for unpaid educational leaves of absence to all 
eligible employees who wish to take time off from work duties to pursue educational goals.  
Approval of requests will be at the sole discretion of CCLA management.   
 
Requests for educational leave must be made in writing, include a specified return to work 
date and be approved by an employee's supervisor prior to commencement of the 
educational leave of absence. 
 
Eligible employees who have completed one hundred eighty (180) calendar days of service 
may request educational leave.  Temporary and Introductory employees are not eligible for 
educational leaves of absence.  Requests will be evaluated based on a number of factors 
including anticipated work load requirements and staffing considerations during the 
proposed period of absence. 
 
Subject to the terms, conditions, and limitations of the applicable plans, health insurance benefits 
will be provided by CCLA until the end of the month in which the approved educational leave 
begins. At that time, employees will become responsible for the full costs of these benefits if they 
wish coverage to continue. When the employee returns from educational leave, benefits will again 
be provided by CCLA according to the applicable plans. 
 
Benefit accruals, such as vacation, sick time, or holiday benefits, will be suspended during an 
unpaid leave of absence and will resume upon return to active employment. 
 
When an educational leave ends, every reasonable effort will be made to return the employee to 
the same position, if it is available, or to a similar available position for which the employee is 
qualified. However, CCLA cannot guarantee reinstatement in all cases.  If an employee fails to 
report to work at the end of the approved leave period, CCLA will assume that the employee has 
voluntarily resigned. 
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Recreational Activities and Programs 
CCLA or its insurer will not be liable for payment of workers’ compensation benefits for any injury 
that arises out of an employee’s voluntary participation in any off-duty recreational, social, or 
athletic activity that is not part of the employee’s work-related duties. 

 

 

Workers' Compensation 
The agency provides workers' compensation insurance at no cost to employees. This program 
covers injury or illness sustained during the course of employment or which occurs on CCLA 
property.  Workers' compensation insurance provides benefits subject to applicable legal 
requirements.   

All work-related injuries and/or illnesses must be reported immediately to both the site supervisor 
where the accident and/or injury occurred and to the Human Resources Department. Any delay in 
reporting an injury may delay Workers' Compensation benefits payments to the employee.  The 
report should state the date, time, location, how the injury occurred, the kind of medical treatment 
required, if any, and, if applicable, any witnesses to an accident. 

Appropriate medical attention should be sought for any work-related injury or illness.  If an 
employee's injury requires medical attention, the supervisor will send the employee to the nearest 
clinic that is accepted by CCLA workers' compensation carrier. If this information is not available, 
the employee should go to or be taken to the nearest hospital emergency room for treatment. 

Neither CCLA nor the insurance carrier is liable for the payment of workers' compensation benefits 
for injuries that occur during an employee's voluntary participation in any off duty recreational, 
social, or athletic activity. 

An employee may make a written request to integrate any accrued sick time and/or vacation time 
for payment at the time of the disability.  Accrued sick time and/or vacation time will be paid in 
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addition to Workers' Compensation benefits to the extent necessary to provide the employee with a 
combination of benefits equal to their normal straight time base payroll rate. 
Upon submission of a medical certification that an employee is able to return to work after a 
workers’ compensation leave, the employee under most circumstances will be reinstated to his or 
her same position held at the time the leave began, or to an equivalent position, if available. An 
employee returning from a workers’ compensation leave has no greater right to reinstatement than 
if the employee had been continuously employed rather than on leave. For example, if the 
employee on workers’ compensation leave would have been laid off had he or she not gone on 
leave, or if the employee’s position has been eliminated or filled in order to avoid undermining 
CCLA’s ability to operate safely and efficiently during the leave, and no equivalent or comparable 
positions are available, then the employee would not be entitled to reinstatement. 

An employee’s return depends on his or her qualifications for any existing openings. If, after 
returning from a workers’ compensation disability leave, an employee is unable to perform the 
essential functions of his or her job because of a physical or mental disability, CCLA’s obligations to 
the employee may include reasonable accommodation, as governed by the Americans with 
Disabilities Act. 

Company Provided Physician 

CCLA provides medical treatment for work-related injuries.  Employees who are injured in a work-
related incident will be referred to our carrier for medical treatment for up to 30 days, unless prior to 
a work-related injury, CCLA has received from the employee a written notice that the employee 
wishes to be treated by his or her own physician. In all cases, employees may seek treatment from 
their own physician after 30 days, should they so desire. 

The law requires CCLA to notify the workers’ compensation insurance carrier of any concerns of 
false or fraudulent claims. 

Any person who makes or causes to be made any knowingly false or fraudulent material statement 
or material misrepresentation for the purpose of obtaining or denying workers’ compensation 
benefits or payments is guilty of a felony. A violation of this law is punishable by imprisonment for 
one to five years, or by a fine not exceeding $50,000 or double the value of the fraud, whichever is 
greater, or both. Additional civil penalties may also apply. 

Workers' Compensation and FMLA/CFRA 

Employees who are ill or injured as a result of a work-related incident, and who are eligible for 
family and medical leave under state and federal law (Family Medical Leave Act (FMLA) and the 
California Family Rights Act (CFRA)), will be placed on FMLA/CFRA during the time they are 
disabled and not released to return to work. The leave under these laws runs concurrently, and 
eligible employees will be on FMLA/CFRA for a maximum of 12 weeks in a rolling 12-month period. 

Paid Sick Leave and Workers' Compensation Benefits 

Paid sick leave is a benefit that also covers absences for work-related illness or injury. Employees 
who have a work-related illness or injury are covered by workers' compensation insurance. 
However, workers' compensation benefits usually do not cover absences for medical treatment. 
When you report a work-related illness or injury, you will be sent for medical treatment, if treatment 
is necessary. You will be paid your regular wages for the time you spend seeking initial medical 
treatment. 

Any further medical treatment will be under the direction of the health care provider. Any absences 
from work for follow-up treatment, physical therapy or other prescribed appointments will not be 
paid as time worked. If you have accrued and unused sick leave, the additional absences from work 
will be paid with the use of sick leave. 
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If you do not have accrued, paid sick leave, or if you have used all of your sick leave, you may 
choose to substitute vacation/paid time off for further absences from worked, related to your illness 
or injury. 

Inclement Weather/Natural Disasters 

It is the policy of CCLA, that its Executive Director, or his designee, may provide specific 
supervisory staff with the authority to declare emergency work site closings.   

At times, emergencies such as severe weather, fires, power failures, or earthquakes, can disrupt 
CCLA operations.  In extreme cases, these circumstances may require the closing of a work facility.  
In the event that such an emergency occurs during non-working hours, employees may call the 
Employee Emergency Hotline Telephone number at (213) 251-3456 to obtain pre-recorded 
information regarding office closures, report for work instructions, and instructions to report to work, 
etc. 

If an employee's specific work site has been closed, the employee may be instructed to report to 
work at another work site.  If an employee's specific work office has not been closed, the employee 
is expected to report for work.  If an employee chooses to take time off under these circumstances, 
they must do so without pay or use vacation time off. 

Each work site supervisor is responsible for contacting Human Resources and completing an 
Emergency Hazard Assessment form for all damages to CCLA properties.  The completed 
Emergency Hazard Assessment form is to be sent to Human Resources for processing. 
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Confirmation of Receipt Including At-Will Language 

I have received my copy of CCLA’s employee handbook.  I understand and agree that it is 
my responsibility to read and familiarize myself with the policies and procedures contained 
in the handbook. 

I understand that except for employment at-will status, any and all policies or practices can 
be changed at any time by CCLA. CCLA reserves the right to change my hours, wages, 
and working conditions at any time. I understand and agree that other than the Executive 
Director/CEO of CCLA, no manager, supervisor, or representative of CCLA has authority to 
enter into any agreement, express or implied, for employment for any specific period of 
time, or to make any agreement for employment other than at-will; only the Executive 
Director/CEO has the authority to make any such agreement and then only in writing, 
signed by the Executive Director/CEO. 

I understand and agree that nothing in the employee handbook creates or is intended to 
create a promise or representation of continued employment and that employment at CCLA 
is employment at-will; employment may be terminated at the will of either CCLA or myself. 
My signature certifies that I understand that the foregoing agreement on at-will status is the 
sole and entire agreement between CCLA and myself concerning the duration of my 
employment and the circumstances under which my employment may be terminated. It 
supersedes all prior agreements, understandings, and representations concerning my 
employment with CCLA. 

 

Employee’s Signature________________________ Date ________________ 
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