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Welcome
Welcome to Quincy Community Theatre! We are delighted you have chosen to join our organization and hope you will enjoy a long and successful career with us. As you become familiar with our culture and mission, we hope you will take advantage of opportunities to enhance your career and further Quincy Community Theatre’s goals.

Quincy Community Theatre’s Mission Statement
The mission of Quincy Community Theatre is to offer and perpetuate quality theatre entertainment and education in the performing arts through community participation. Quincy Community Theatre is an expression of our community and our love of theatre as an art form.

Quincy Community Theatre’s Artistic Vision

Quincy Community Theatre will reflect the highest artistic standards in all areas of production which includes shows, education, and marketing. We will engage our participants in new ideas and new experiences. We will provide an environment for staff, volunteers, and audiences that fosters leadership, collaboration, and mutual respect. Through productions, outreach, and classes, Quincy Community Theatre will use theatre as a means to challenge, educate, and inspire.


ORGANIZATION DESCRIPTION (1.1)

The Quincy Community Theatre (QCT or the theatre) is a not-for-profit community theatre founded in 1923. QCT has a long-standing tradition of producing high-quality productions and successfully engages the community from young children through adulthood.

This handbook is to acquaint the employee with QCT and provide information about working conditions, employee benefits, and those policies affecting employment. The employee is expected to read, understand, and comply with the policies, procedures and requirements contained in the handbook. Included are the responsibilities of the employee and the policies developed by QCT to provide a work environment that is conducive to both personal and professional growth. The Board of Directors of QCT reserves the right to review for the purpose of revising, deleting, amending or adding to any policies or portion of the handbook at its sole and absolute discretion. Subsequent notification will be made of any Board-approved changes to the Employee Handbook and of the date when such changes will become effective.
NATURE OF EMPLOYMENT (1.2)

QCT is an “at-will” employer with both parties voluntarily entering into the relationship. The employee is free to resign, at will, at any time with or without cause. Similarly, QCT

may terminate the employment relationship, at will, at any time with or without notice or cause, so long as there is no violation of applicable federal or state law. This “Employment-at-will Policy” is not subject to change. Policies set forth in this handbook are not intended to create a contract, nor are they to be construed to constitute contractual obligations of any kind or a contract of employment between the theatre and the employee. This Handbook and the provisions herein supersede all previous policies and practices and may not be amended or added to without the express written approval of the QCT Board of Directors.

EMPLOYEE RELATIONS (1.3)
QCT offers work conditions, wages, and benefits to its employees reflecting current and expected future funding. A positive and professional workplace environment is vital to employee morale, and QCT will respond expeditiously and effectively to employee concerns about working conditions, wages, or benefits. Employees are expected to communicate such concerns openly and directly to their supervisor so the matter can be brought to the attention of the Executive Director and, if need be, to the Board of Directors to be addressed.


EQUAL OPPORTUNITY (2.1)

It is the policy of QCT to provide equal opportunity employment for all employees and applicants based on the necessary experience and skills needed without regard to race, religion, color, national origin, sex, age, sexual orientation or disability.
COMMITMENT TO DIVERSITY (2.2)

QCT is committed to creating and maintaining a workplace in which all employees have an opportunity to participate and contribute to the success of the business and are valued for their skills, experience, and unique perspectives.
DISCRIMINATION, HARASSMENT, AND RETALIATION (2.3)

QCT is committed to maintaining a work environment that fosters mutual Board member, employee and volunteer respect and working relationships free from discrimination, harassment or retaliation. In pursuit of these goals, QCT will not tolerate acts of discrimination based upon race, color, national origin, ancestry, age, gender, creed, religion, mental or physical disability, genetic information, sexual orientation, political affiliation, veteran status and/or union membership status or lack thereof; harassment, including sexual harassment; or retaliation for reporting such conduct.

Definitions:
Discrimination - Unfair or prejudicial treatment of a Board member, volunteer, or staff member based on that person’s race, color, ancestry, national origin, gender (including gender-specific conditions such as pregnancy and childbirth), age, creed, religion, physical disability or mental disability, genetic information, sexual orientation, veteran status or union membership status.


Harassment - Behavior or conduct that is verbally or physically abusive, insulting, hostile or intimidating toward an individual or group based on race, color, ancestry, national origin, gender (including gender-specific conditions such as pregnancy and childbirth), age, creed, religion, physical disability, mental disability, genetic information, sexual orientation, political affiliation, veteran status or union membership status.

Retaliation - In the context of this procedure, adverse action taken by a director, Board Member, volunteer or QCT staff person against an employee, Board member or volunteer based on a person's participation in an inquiry, investigation or proceedings involving charges of discrimination or harassment.

Any form of verbal or nonverbal discrimination, harassment or retaliation by staff members, volunteers or Board Members is prohibited.

Examples of prohibited discrimination or harassing conduct for purposes of this procedure include, but are not limited to, any of the following:
· unwelcome sexual advances, requests for sexual favors, or other conduct of a sexual nature that: is an explicit or implicit condition of employment; is used to make a hiring or other employment decision; or unreasonably interferes with a person’s performance; or creates an intimidating, hostile, or offensive work environment;
· unwelcome physical contact of any kind, including hugging, touching, kissing, pinching or intentional brushing of the body;
· making, using, exhibiting, or sending explicit, suggestive, or insulting sexual comments, pictures, photographs, names, jokes, language, threats, innuendoes, written documents, recorded or electronic messages, sounds, and/or obscene gestures.
· indecent exposure;
· any conduct which creates an intimidating, hostile, or offensive working environment based on an individual’s race, color, ancestry, national origin, gender (including gender-specific conditions such as pregnancy and childbirth), age, creed, religion, physical disability or mental disability, genetic information, or sexual orientation.

As part of their job duties, staff members may be exposed to, read, display, and discuss materials and topics that would qualify as harassing or discriminatory. The procedure does not prevent staff members from discussing, reading, reviewing or displaying such topics or materials if it is part of the staff member’s authorized official duties for the Theatre. Staff members, volunteers or Board Members shall act professionally and responsibly when exposed to offensive materials and topics. Staff members, volunteers and Board Members will not discuss, show, reveal, or otherwise release such materials or topics to others not authorized to be involved as part of their official duties.
Staff, volunteers, and Board members shall not use QCT's computer system, including the internet, and/or other electronic media devices to display, read, publicize send or introduce any offensive, derogatory, or intimidating material related to race, color, ancestry, national origin, gender (including gender-specific conditions such as

pregnancy and childbirth), age, creed, religion and/or physical or mental disability, genetic information, sexual orientation, political affiliation, or labor organization membership status.

Staff members, volunteers, and Board Members are prohibited from sending or posting harassing and discriminatory messages via email, text messages, and social networking sites. This prohibition extends to off-duty or outside-of-work conduct that is unlawful and aimed at coworkers, co-volunteers or Board Members.
If staff members, volunteers, Board Members, or patrons feel they have been discriminated against, harassed, or retaliated against as per this policy, they are encouraged to contact the Executive Director. If the Executive Director is compromised in a complaint, the complaint shall be made to the President of the QCT Board of Directors.
EMPLOYEE CONDUCT (2.4)

A QCT employee holds a position of public trust. It is necessary that an employee’s conduct be that of a responsible, professional person, refraining from conduct which could adversely affect the confidence of the public in the theatre. An employee who violates the public's trust is subject to discipline up to and including discharge. The rules of personal conduct include, but are not limited to, the following:
· An employee shall not participate in or condone fraud, dishonesty, or misrepresentation in the performance of duties.
· An employee shall show respect for cultural styles and values of different groups and individuals within those groups.
· An employee shall not use vulgar, profane or loud/disruptive language in the workplace or while on work status in a manner directed at or which could disturb patrons, students, volunteers, and/or other staff. An employee also shall not violate office regulations regarding matters such as outside visitors, loud use of radios, use of cellular telephones, improper use of internet for personal reasons that could cause harm to server, etc. Employee found doing this will be held financially responsible.
· An employee’s conduct while off-duty may subject the employee to discipline up to and including discharge should such conduct raise reasonable doubt concerning the employee’s suitability for continued employment. QCT presumes certain acts such as domestic or interpersonal violence, sexual abuse, child/elder/disabled neglect or abuse, raise reasonable doubt concerning an employee’s suitability for continued employment.
· An employee shall not make direct or indirect threat of bodily harm to another employee and/or patron, student, or volunteer.
· An employee shall not demonstrate inappropriate behavior and/or discourteous treatment of the public, co-workers, patrons, students, and/or volunteers.
· An employee shall not refuse to follow appropriate supervisory instructions.

DRUG-FREE AND ALCOHOL-FREE WORKPLACE (2.5)

It is the policy of QCT to maintain a drug- and alcohol-free work environment that is safe and productive for employees and others having business with the company. Employees and volunteers shall not use alcohol, cannabis, or illegal drugs while conducting the business of QCT.

There may be social events held at the theatre or at cast parties where alcohol may be consumed by those having a legal right to do so. Alcohol may be sold to adult consumers prior or post production and possibly during an intermission. These activities do not run contrary to the policy.

The unlawful use, possession, purchase, sale, distribution, or being under the influence of cannabis or any illegal drug and/or the misuse of legal drugs while on QCT premises or at any off-premises QCT function is prohibited and may result in the termination of an employee and the termination of the services of a volunteer.


WORK HOURS (3.1)

The core business hours of QCT are 9:00 a.m. to 5:00 pm; Monday through Friday.
· The Box Office is open 10:00 am to 5:00 pm Monday through Friday.
· Adult Theatre production rehearsals and performances are 6:00 pm to 10:00 pm.
· Student theatre classes, production rehearsals, and performances are 4:00 pm - 10:00 pm.
EVALUATIONS (3.2)

The purposes of the performance evaluation process are to promote communication, provide useful feedback about job performance, to facilitate better working relationships, to provide an historical record of performance, and to contribute to professional development.
During a probationary period and throughout employment, employees will be evaluated on:
· Ability to meet or exceed job expectations and goals as determined by the supervisor and employee.
· Ability to work with fellow employees.
· Ability to work with QCT volunteers.
· The public image you project for QCT.

The Executive Director's annual evaluation is conducted by a process approved by the Board of Directors.
In the event that an employee’s evaluation indicates unsatisfactory performance, the supervisor and employee shall develop a plan for improvement. This plan shall include specific actions to be taken and a timeline for implementation. All plans will be

documented and retained pending completion of a plan, or if necessary to support further disciplinary action.

ATTENDANCE AND ABSENCES (3.3)

All employees should report to work on time as agreed to by the supervisor or Executive Director. If an employee needs to leave the premises or otherwise be absent from the agreed upon work schedule, that employee should notify their supervisor. If agreed upon by the supervisor or Executive Director, an interim flexible schedule can be used to make up the hours missed if it is within the employee’s pay period. If not, those hours missed will be deducted from the employee’s Paid Time Off (PTO) balance.

DRESS CODE (3.4)
Because the nature of this business is multi-faceted, there is no one set criteria for appropriate dress. Those employees who are working in schools should adhere to the same code as each institution they teach in. Those employees who work in the scenery shop should wear clothes normally accepted for the profession keeping in mind comfort, flexibility, and safety. Safety shoes and safety glasses shall be worn at all times for those employees and volunteers working in the scene shop. Those employees working in positions where they meet customers should wear appropriate professional clothing. There are various causal settings where it is perfectly acceptable for employees to wear casual clothing.

CONFLICTS OF INTEREST (3.5)

Individuals employed by QCT may hold outside jobs as long as they meet the performance standards of their job with the theatre. Employees should consider the impact that outside employment may have on their ability to perform their duties at QCT. All employees will be evaluated by the same performance standards and will be subject to QCT’s scheduling demands, regardless of any outside work requirements.
If QCT determines that an employee’s outside work interferes with their job performance or their ability to meet the requirements of the theatre, as they are modified from time to time, the employee may be asked to terminate the outside employment if he or she wishes to remain employed with QCT.

Permission to work with another theatre must first be obtained from the Executive Director.

If a situation arises where there is a potential conflict of interest, the employee should discuss this with the Executive Director for advice and guidance on how to proceed.
The list below suggests some of the types of activity that may indicate improper behavior, unacceptable personal integrity, or unacceptable ethics:
· Simultaneous employment by another theatre will be considered by the Executive Director.

· Carrying on QCT business with a firm in which the employee, or a close relative of the employee, has a substantial ownership or interest.
· Holding a substantial interest in, or participating in the management of, a firm to which the company makes sales or from which it makes purchases.
· Borrowing money from customers or firms, other than recognized loan institutions, from which our company buys services, materials, equipment, or supplies.
· Accepting substantial gifts or excessive entertainment from an outside organization or agency.
· Speculating or dealing in materials, equipment, supplies, services, or property purchased by the company.
· Participating in civic or professional organization activities in a manner that divulges confidential company information.
· Misusing privileged information or revealing confidential data to outsiders.
· Using one’s position in the company or knowledge of its affairs for personal gains.

CONFIDENTIAL INFORMATION (3.6)

Any information that an employee learns about QCT, its members, or its donors, as a result of working for QCT that is not otherwise publicly available, constitutes confidential information. Employees may not disclose confidential information to anyone who is not employed by QCT or to other persons employed by QCT who do not need to know such information to assist in rendering services.
Such information includes, but is not limited to, the following examples:
· Compensation data.
· Program and financial information, including information related to donors, and pending projects and proposals.
Any employee who discloses confidential QCT information will be subject to disciplinary action (including possible termination), even if he or she does not actually benefit from the disclosure of such information. Discussions involving sensitive information should always be held in confidential settings to safeguard the confidentiality of the information. Conversations regarding confidential information generally should not be conducted on cellular phones, or in elevators, restrooms, restaurants, or other places where conversations might be overheard.

ASSETS AND PROPERTY (3.7)
This policy applies to all QCT Employees, contract workers, and volunteers. Definitions:
Cash: May be comprised of coin, currency, checks, money orders, credit card
transactions, and electronic funds transfers.

Cash Collection Points: Two Box Office Window drawers and Box Office Manager’s drawer.

Company Credit Cards: Two credit cards that are solely used to purchase items for the business.

QCT Property: Any furnishings, equipment, automobiles, tools, supplies, computers, and computers software purchased by or donated to the company for the purpose of conducting QCT business.

Policy and Procedures for Cash Collection Points
· Cash funds must not be left unattended. Cash funds must be stored in a cash drawer, a cash box within a register, safe or locked cabinet, to which access is restricted to the Box Office Manager, Assistant Box Officer, and the Executive Director.
· Cash collection shall be recorded through the ticketing system and financial recording processes. This includes but may not be limited to cash from donations, ticket sales, costume rentals, merchandise sales, services rendered, and rentals.
· Delivery of bank deposits from QCT to the bank must be done by the Executive Director or the Box Office Manager
Guidelines for Cash Collection Points
· All cash received must be recorded through the ticketing system via the three box office drawers. Some credit card transactions may be conducted via the system sign-in of approved staff. Those transactions are documented via the ticketing system's documentation reports.
· The cash received must be reconciled to the box office drawers on a schedule as agreed with the Executive Director.
· Checks must be made payable to Quincy Community Theatre or QCT.
· A bank deposit slip must be written for the total amount of the deposit and the cash and deposit slip must be compiled by the Box Office Manager or the Executive Director. All cash currency and coins that are a part of the deposit shall be counted by two employees and documented on the deposit slip.
· Cash received must be deposited intact and expenses must not be paid from cash receipts.

Company Credit Card Policy
· Only QCT staff is allowed to use the credit cards.
· Credit cards may only be used for QCT business. No personal use of the cards is allowed.
· The credit card may NOT be used to obtain a cash advance.
· Every card must be checked out using the VISA CARD LOG. The card must be checked back in as soon as possible after each transaction, but no later than the end of business each day with the exception of weekends. For weekend staffers, the credit card may be checked out on Friday afternoon prior to the box office closing for the weekend use in accordance with credit card policy. The card will then be returned the first business day after the weekend. It will need to be signed out on a separate line. There must be a receipt for every transaction.
· All receipts from the credit card purchase must be put in the binder. If the receipt is small and could easily be lost, make a photocopy of the receipt, staple the original receipt to the photocopy and put it in the binder.

· Either on the receipt, or in the description on the VSA CARD LOG, put the category in the budget the purchase is to go toward. I.e. Sets for 	; or costumes for 	. If unknown, check with Box Office Manager or the Executive Director.
· Return the card personally. Do not give it to another employee until you have completed the documentation.
· Failure to comply will result in loss of privileges to use the company credit card.

Use of QCT Property
· Staff and volunteer use of QCT property is solely intended for QCT productions and sponsored activities. Items of property should not leave the premises unless agreed to in advance by the Executive Director.
· QCT property should be kept clean, put in its assigned place when not in use, and cared for as to prevent damage.
· Should property be lost or damaged, a report of such loss or damage shall be made to the Executive Director.
STAFF AND VOLUNTEER INTERACTIONS WITH CHILDREN (3.8)
Rule of Two. It is our goal that no child is alone with a single adult. Normally our classes require a minimum of five students. In situations where a student may be conducting a class, a minimum of one adult worker will be in attendance at all times when children are being supervised during our programs and activities. Some youth classes may have only one adult teacher in attendance during the class session; in these instances, doors to the classroom should remain open and there should be no fewer than three students with the adult teacher. We do not allow minors to be alone with one adult on our premises or in any sponsored activity unless there is a situation where the parent approves in writing. i.e. training for an audition. In these situations, classroom/office doors shall remain open.

Check-in/Check-out Procedure. For all students, a security check-in/check-out procedure will be followed. The student will be signed in either by themselves or by a parent. The teacher or teaching assistant will verify that all students are checked in. Once the class has dismissed, the teacher shall personally see that all child students connect with the parents or parent-designated responsible adult.


USE OF PHONE MAIL COMPUTER E-MAIL AND INTERNET SYSTEMS (4.1)

An employee should not use QCT telephones for personal long-distance and toll calls. Using a personal long-distance phone card is acceptable, and employees making local personal calls may be required to reimburse the theatre for any charges. The use of QCT paid postage for personal correspondence is not permitted. QCT provides most of its employees direct access to the company server. Employees are all connected electronically (e-mail) and have direct access to the internet through the server. QCT is happy to provide this equipment, work related service/technology to its employees and, in return, expects them to be treated with care, respect and consideration. E-mail should cover work duties and responsibilities and is not meant for personal use. Likewise,

anyone using their computer, e-mail, internet for obscene, pornographic, harassing, offensive or discriminatory reasons will be subject to disciplinary action.

QCT reserves the right to monitor the use of its computer system, including email. All QCT supplied technology and work related records belong to the theatre and not to the employee.

This policy reaffirms that employees have no reasonable expectation of privacy with respect to any computer hardware, software, electronic mail, or other computer or electronic means of communication or storage.
USE OF EQUIPMENT AND VEHICLES (4.2)

In using QCT equipment, the employee is to exercise care, perform required maintenance, and follow all operating instructions, safety standards, and guidelines. The supervisor is to be advised 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. The supervisor can answer any questions about an employee’s 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.


GENERAL PAY PRACTICES (5.1)

Salaries and hourly pay for exempt and non-exempt employees will be specified by the QCT Board of Directors through the annual budget approval process. Unless otherwise specified in a contract agreement, pay can only change during the budget year by approval of the Board of Directors.
EMPLOYMENT CLASSIFICATION (5.2)

In order to determine eligibility for benefits and overtime status and to ensure compliance with federal and state laws and regulations, QCT classifies its employees as shown below. QCT may review or change employee classifications at any time.
Exempt: Exempt employees are paid on a salaried basis and are not eligible to receive overtime pay.

Non-exempt: Employees who are paid on an hourly basis and are eligible to receive overtime pay for overtime hours worked.

Regular, Full-Time: Employees who are not in a temporary status, work, on average, more than 30 hours a week per week or more than 130 hours per month, and who maintain continuous employment status. Generally, these employees are eligible for the full-time benefits package and are subject to the terms, conditions, and limitations of each benefits program.


Regular, Part-Time: Employees who are not in a temporary status, who are regularly scheduled to work between 20 and 30 hours weekly, and who maintain continuous employment status. Part-time employees are eligible for some of the benefits offered by the company and are subject to the terms, conditions, and limitations of each benefits program.

Temporary Full-Time: Employees who are hired as interim replacements to temporarily supplement the workforce or to assist in the completion of a specific project and who are temporarily scheduled to work the company’s full-time schedule for a limited duration. Employment beyond any initially stated period does not in any way imply a change in employment status.
Temporary, Part-Time: Employees who are hired as interim replacements to temporarily supplement the workforce or to assist in the completion of a specific project and who are temporarily scheduled to work fewer than 30 hours weekly for a limited duration.
Employment beyond any initially stated period does not in any way imply a change in employment status.
In 2020, the exempt, regular, full-time employees include:
· Executive Director
· Artistic Director
· Student Theatre Director/Head of Education
· Technical Director

In 2020 the non-exempt, regular, full-time employees include:
· Office Manager
· Marketing Coordinator
· Assistant Technical Director/Shop Assistant

In 2020 the non-exempt, regular, part-time employees include:
· Volunteer Coordinator/Box Office Assistant (.75 employee)
· Costume Shop Manager (.75 employee)

PAYDAY (5.3)

All personnel are paid on alternating Fridays. Non-exempt staff must submit timecards to their supervisor by 5 o’clock on the Tuesday of payroll week. Failure to submit a timecard by this deadline could result in a two-week delay in payment.

OVERTIME (5.4)
No overtime will be paid to exempt staff. Exempt staff does have the flexibility to comp time worked outside of normal business hours so long as there is adequate office coverage and the time is taken within three weeks of the earned time.

Accommodations can be made through flexible schedules. Flexible schedules can be made for non-exempt employees but total hours worked must not exceed 35 hours per

week without prior authorization from the Executive Director. The Executive Director, their designee, or the supervisor must approve overtime in advance for non-exempt employees. Once approved, non-exempt employees will be paid overtime at one and a half times their salary.

MEAL AND REST BREAKS (5.5)

An employee who is to work seven and a half continuous hours or more shall be provided a meal period of at least 30 minutes. The meal period must be given to employee no later than five hours after beginning work. Meal and rest breaks will be scheduled by the department supervisor.

PAY INCREASES (5.6)
All salary increases are based on recommendations by the Executive Director. The QCT Board of Directors shall approve any pay increases.


PAID TIME OFF (6.1)

Each exempt regular full time, non-exempt regular full time, and non-exempt regular part time employee will be entitled to Paid Time Off each fiscal year. All PTO taken must be approved in advance by the Executive Director or an employee’s direct supervisor. In the event of a medical emergency, no prior approval is necessary. A doctor’s statement as to the emergency and the recovery time may be required. Employees are encouraged to take vacation time using their Paid Time Off (PTO).

An employee must be assigned to work a minimum of 30 hours per week to be eligible for PTO. Regular, full time employees earn 80 hours of Paid Time Off per calendar year. Regular, part time employees 60 hours per calendar year. PTO will be prorated for new employees based on start date.

	
	Full Time Employee
	.75 Employee

	January
	80 Hours
	60 Hours

	February
	72 Hours
	54 Hours

	March
	64 Hours
	48 Hours

	April
	56 Hours
	42 Hours

	May
	48 Hours
	36 Hours

	June
	40 Hours
	30 Hours

	July
	32 Hours
	24 Hours

	August
	24 Hours
	18 Hours

	September
	16 Hours
	12 Hours

	October
	8 Hours
	6 Hours

	November
	0 Hours*
	0 Hours*

	December
	0 Hours*
	0 Hours*


*See Dark Time (4.2)

In a normal course of employment, a full time employee may bank a total of 240 hours. If an employee has a bank of 240 hours on December 31st of a year, the employee will only be able to maintain a bank of 240 hours during subsequent years. For any PTO used in years following, they will be entitled to fill their bank at the rate of eight hours per month never going over 240 hours. If an employee leaves employment, in addition to their pay, they are entitled to be paid the remainder of their PTO bank.

For a .75 Full Time Employee the bank numbers are 60 hours per year, the bank cap is 180 hours, the monthly earned to maintain the cap is six hours per month, and the cap on a payout at termination of employment is 60 hours.
After an employee has been employed 10 years with QCT, they will be entitled to 120 hours of PTO annually and can accumulate a bank of 320 hours. For any PTO used in years following, they will be entitled to fill their bank at the rate of eight hours per month never going over 320 hours. As noted above, if an employee leaves employment, in addition to their pay, they are entitled to be paid for up to 120 hours of their PTO bank.

DARK TIME (6.2)
QCT is dark from Christmas Eve through the next working day after New Year’s Day.
*All employees, no matter when they began service will be paid for theatre dark time.

PAID HOLIDAYS (6.3)
QCT will be closed on the holidays noted below. All staff will be paid for their time off due to these holidays not matter when they started employment. Paid time will reflect the staff person’s typical daily schedule. If staff must work during a holiday, they should get approval from their supervisor, and they should trade another day during the week of the holiday. If that cannot be done because of a production need, then any non- exempt employee shall be paid overtime for anytime overtime accrued during the pay period, and the exempt employee shall be credited an additional day off.
Official Holidays for QCT are:
· Martin Luther King’s Birthday
· President’s Day
· Good Friday
· Memorial Day
· Independence Day (actual or observed)
· Labor Day
· Columbus Day
· Veterans Day (actual or observed)
· Thanksgiving and the Friday after

MEDICAL INSURANCE AND WORKERS COMPENSATION (6.4)

QCT provides full Workers Compensation coverage to all employees on any accident or illness that is job related. Health insurance coverage will be offered to all regular, full- time employees pending insurance company approval/acceptance. It may be an

expectation that an employee participates in the payment of premiums and that determination shall be made annually by the Board of Directors. It is recommended that all staff participate in the wellness choices offered by the medical insurance company.

MAJOR MEDICAL OR FAMILY TRAUMA EVENT (6.5)

An employee may use their PTO for any time required for a major medical event or Family trauma event. If the PTO bank is exhausted and additional time is required, the Executive Director may approve an extended medical leave thereby insuring the employee’s position is safe and the Executive Director may approve the insurance premium payment of no more than one month while the employee is on extended medical leave. The amount of extended non-paid leave will be determined by the immediacy of the QCT need. It shall not exceed 6 weeks under most circumstances.

RETIREMENT SUPPLEMENTAL PLAN (6.6)

Once an employee has worked for QCT full time for three years they may choose to participate in a retirement supplemental plan with American Funds. Once started, QCT will contribute a match of the employee’s contribution up to 3% of the employee’s salary.

BEREAVEMENT LEAVE (6.7)
Paid leave will be granted in the event of the death of a loved one. Spouse and children or stepchildren = 5 consecutive days. Immediate family = 3 consecutive days. Immediate family is defined as parents, stepparents, sisters, brothers, grandparents, father-in-law, mother-in-law, brother-in-law, sister-in-law, son-in-law, daughter-in-law, or grandchild. Other family = 1 day. Upon approval of the Executive Director, an employee may use their PTO if additional bereavement time is desired.

JURY DUTY (6.8)

All employees called for jury duty will be paid at their standard rate, for the duration of the duty-leave required, up to two weeks. A non-exempt employee would not be entitled to overtime pay unless they actually worked over 40 hours for the theatre. The time at jury duty, though paid, would not be in the determination of over 40 hours worked.
EDUCATION/PROFESSIONAL DEVELOPMENT (6.9)

Professional development and training is encouraged. It is important that these events are planned. The Executive Director or the supervisor’s approval is required prior to attendance at any professional development function. If outside the normal budget process, reimbursement requires prior approval by the QCT Board of Directors. Hours spent would be considered normal working hours and not eligible for neither overtime, nor would the employee be required to take paid time off to attend the function.

ADDITIONAL EMPLOYEE BENEFITS (6.10)

Regular full-time and part-time employees receive additional benefits through QCT. Employees and children living in the household may attend QCT classes free of charge less some extra expenses when applicable. Employees in these two categories also receive two complimentary tickets to each QCT production. This benefit does not apply to the Nutcracker or any other performances brought to the QCT stage through rentals or partnerships.


VOLUNTARY SEPARATION FROM EMPLOYMENT (7.1)

In all cases of voluntary resignation (one initiated by the employee), employees are asked to provide a written notice to their supervisors at least 10 working days in advance of the last day of work. The 10 days must be actual working days. Holidays and paid time off (PTO) will not be counted toward the 10-day notice. Employees who provide the requested amount of notice will be considered to have resigned in good standing and generally will be eligible for rehire.
PAY UPON SEPARATION FROM EMPLOYMMENT (7.2)

If during or after the probationary period you are terminated or leave on your own accord, you will be paid as follows:
· Non-Exempt employees will be paid based on the number of hours worked from the last pay period. They will also be paid for any hours of Paid Time Off that have not been used up to the earned maximum of 240 hours.
· Exempt employees will be paid based on a proration of their annual salary from the last pay period. They will also be paid for any hours of Paid Time Off that have not been used up to the earned maximum of 240 hours.

PROGRESSIVE DISCIPLINE/TERMINATION (7.3)
If, despite the development of a performance improvement plan and adequate time to implement it, performance remains unsatisfactory, the supervisor may recommend to the Executive Director further disciplinary action or termination. The Board of Directors has ultimate authority regarding discipline and termination of the Artistic Director and the Executive Director.

IMMEDIATE DISCIPLINE (7.4)

If the Executive Director determines that an employee’s actions are detrimental enough to QCT and/or its employees to warrant immediate removal from the premises, he/she may suspend the employee with pay and notify the Board of Directors immediately. After a thorough investigation, a suspension without pay or termination may be imposed by the Executive Director, and the Board of Directors shall be immediately informed.

Actions that warrant immediate discipline include but are not limited to:
· Working under the influence of alcohol, narcotics, or cannabis.
· On-Site possession of narcotics or weapons.
· Willful destruction of QCT property.
· Violence or significant threat of violence.
· Repeated insubordination or insubordination combined with threatening or aggressive action.
· Theft.
· Dishonesty.
· Conviction of any offense that may affect the safety and trust of volunteers and staff, and in some cases a conviction that may appear to be detrimental to the safety and trust of volunteers and staff.


GRIEVANCE PROCEDURE (8.1)

In the normal course of QCT operations, issues or concerns may arise that an employee may feel corrective action is necessary. It is important that the employee deal with the issue directly and respectfully. If the matter is not resolved, or if an employee fears retaliation or harassment, the employee may address the issue directly with their supervisor. If the employee feels the matter is still not resolved, or if the concern deals directly with the supervisor, the issue should be addressed with the Executive Director.
In most matters, the process stops there.
There may be situations where the Executive Director may be compromised, or if a matter was presented to the Executive Director that was a clear policy or law violation and was not settled to the employee’s satisfaction. In this case a formal grievance should be filed in writing to the President of the Board of Directors within five working days of the last decision or of a major incident. The President shall make a report to the Board of Directors and will receive a response regarding the problem.

Acknowledgement

I acknowledge that I have received a copy of the Quincy Community
Theatre Employee Handbook dated: September 2019. I understand that this employee handbook replaces any and all prior verbal and written communications regarding QCT working conditions, policies, procedures, appeal processes, and benefits.

I understand that the working conditions, policies, procedures, appeal processes, and benefits described in this handbook are confidential and may not be distributed in any way nor discussed with anyone who is not an employee of QCT.

I have read and understood the contents of this handbook and will act in accord with these policies and procedures as a condition of my employment with QCT.

I understand that if I have questions or concerns at any time about the handbook, I will consult the Executive Director.

I also acknowledge that the handbook contains an employment-at-will provision that states:

· Either QCT or I can terminate my employment relationship at any time, with or without cause, and with or without notice;
· That this employment-at-will relationship is in effect regardless of any other written statements or policies contained in this handbook, in any other QCT documents, or in any verbal statements to the contrary; and

Finally, I understand that the contents of this employee handbook are simply policies and guidelines, not a contract or implied contract with employees. The contents of the employee handbook may change at any time.

Please read this handbook carefully to understand these conditions of employment before you sign this document.




Employee Signature




Date




Employee Name (Please Print)
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