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The NETC Board of REALTORS® is not providing an employee with legal or contractual rights by publishing this Office Policy Manual.  The manual is published for reference or informational purposes only and does not constitute conditions of employment.  The employees may resign at will or be terminated at will.

Northeast Tarrant County Association of REALTORS®, Inc.

General Office Policy

Introduction

The Northeast Tarrant County Association of REALTORS®, Inc. serves approximately 1100 members (REALTORS and Affiliates).  As an employee of the NETC Association of REALTORS® you contribute to that service.  This is a voluntary trade/service organization comprised of members who pay dues to belong to the Association.  These dues provide the necessary operating income to meet and maintain the goals and objectives of the organization.  Therefore, it is imperative that the membership be treated with professionalism and respect.  The success with which the Association serves the members depends on how well each employee does his/her job.  

Please read this manual and keep it handy for further reference whenever questions of organization procedures and practices arise.

Equal Employment Opportunity 

It is the policy of the Association  to make all employment decisions without regard to race, color, religion, sex, national origin, handicap, familial status or age.  Any violations should be reported to the Office Manager or C. E. O..  This policy will be made known to the employees of this Association and all recruitment sources such as employment agencies and newspapers as well as all persons who come to the Association seeking employment.

Hours of Work

Full-time employees are paid on the basis of a 40 hour work week even though the normal work week is 37.5 hours for full-time employees.  Office hours are 8:30 a.m. to 5:00 p.m., Monday through Friday.  The Association reserves the right to request and/or require increased time up to the 40 hours per week without incurring overtime liability. As much advance notice as possible will be provided with such request by the Office Manager or C. E. O..  Each employee shall have one hour for lunch in accordance with a schedule established by the Office Manager or C. E. O..  Food/meals are not to be eaten at the employee’s desk.  Coffee/soft drinks/water may be taken to the employee’s desk, but employ cups and cans are to be promptly removed to the proper place and not left on desks or tables.

Employment Records

Correct and accurate employment records are important.  They have a direct bearing on employee benefits, payroll deductions and income tax purposes.  If an employee has any change of address, phone number, marital status, number of dependents, etc., the Office Manager will be notified promptly.

The Office Manager will also keep current and on file a name and number of who to contact in case of an emergency dealing with any employee.  

Attendance and Punctuality

Employee absences place an additional burden on the remaining staff and will affect the level service to the members.  Employees must notify the Office Manager or C. E. O. if he/she is unable to be at work due to illness or emergency by a telephone call explaining such absence by 8:30 a.m. 

The Office Manager or C. E. O. has the right to terminate employment, if absences are in excess of any accrued sick leave and/or vacation time. 3 consecutive days of unexcused absences will be construed as a resignation on behalf of the employee.

Sick Leave

All full-time employees are eligible to earn sick leave which accrues annually based on employment date, provided employment continues.  After three months of service, an employee shall be entitled to sick leave with pay of one day per month.  Sick leave can be accumulated for up to 12 days with full pay.  Upon the third day of consecutive absence the Office Manager or C. E. O. may require a written statement from a Doctor.  The Office Manager or C. E. O. may authorize a temporary leave of absence upon the third day through day twelve, if accumulated, and at the end of that time can further authorize the payment of any outstanding vacation time.  At no time is the payment of time to exceed the earned sick day accumulation and earned vacation time.  

Wages can not be paid for sick leave unused during a calendar year.

Sick leave may be used for absences required by sickness or accident, either personal or in the immediate family, or medical appointments.

Maternity Leave

Maternity leave will be granted to permanent, full-time employees for a period of time up to six weeks, including any earned vacation or sick leave.  All permitted leave, after using earned vacation or sick leave, will be without pay.  Maternity cases are allowed to work as long as their health permits, with the approval of their physician.

All maternity leave requests will be reviewed and approved by the Office Manager or C. E. O..  Any variation to this policy must be approved in advance by the Office Manager or C. E. O..

Funeral Leave

In the event of the death of a member of an employee’s immediate family, three days leave with pay may be provided, at the discretion of the Office Manager or C. E. O., to attend the funeral or memorial service.  An employee may be asked to give evidence of a death and his/her relationship to the deceased. 

The Office Manager or C. E. O. may, at their sole discretion, give permission for an employee to attend the funeral or memorial service, or make related arrangements, in the event of the death of a person, not a member of the employee’s immediate family, where the deceased was of special, unusual importance to the employee and where circumstances otherwise warrant.

Enforced Absence

Other special circumstances sometimes demand absence.  If an employee is summoned for jury duty or subpoenaed, they may be paid for the absence, at the discretion of the Office Manager or C. E. O., but only if proof is provided, as approved by the Office Manager or C. E. O., that the absence was involuntary.

Vacations

After one year of full time employment in good standing, employees will be eligible for 10 working days vacation with full pay. After five years of full time employment in good standing, employees will be  eligible for 15 days of vacation with full pay. Vacation schedules must be approved in advance by the Office Manager or C. E. O..  Work schedules and commitments will be taken into consideration before vacation time is granted to avoid project/program implementation problems.  In the event of staff conflict, approval will be given to the employee with seniority.

Vacation time cannot be accumulated for carry over to the next year unless due to extenuating circumstances and approved in advance by the Office Manager or C. E. O..  Employees are not paid for any unused portion of earned vacation, unless otherwise approved by the Office Manager or C. E. O..  Temporary and part time employees are not eligible for vacation.  

Holidays

The NETC Association of REALTORS® shall grant the following eight (8) paid holidays:

New Year’s Eve
December 31 ½ day

New Year’s Day

January 1

Memorial Day
May 30 or 4th  Monday in May

Independence Day

July 4

Labor Day
1st Monday in September

Day before Thanksgiving
4th Wednesday ½ day

Thanksgiving Day
4th Thursday in November

Christmas Eve


December 24 

½ day

Christmas Day


December 25

The Association Office may close, at the discretion of the C. E. O., on all Mondays following a holiday that falls on a Sunday, and on a Friday when the holiday falls on Saturday.

Insurance

The NETC Association of REALTORS® may provide group insurance benefits under a plan selected by the C. E. O. to all full time, permanent employees.  Dependents of employees may be included on the health insurance program with the respective expense deducted from the payroll check.

Worker’s Compensation

Worker’s Compensation may protect the employee in the event of occupational injury.  All injuries should be reported promptly to the Office Manager or

 C. E. O.

Personal Appearance

Personal appearance creates a lasting impression on others.  The Association is an institutional organization, which requires a high degree of dignity in both conduct and appearance.  All staff members are expected to dress neatly, professionally and in good taste, at the discretion of the Office Manager or C. E. O.

Expense Reimbursement

Each staff member may be reimbursed for expenses incurred that are directly related to an assignment, as approved by the Office Manager or C. E. O.  These expenses may include meals, lodging, tipping, mileage, etc. as incurred on the assignment. Mileage may be reimbursed at the then standard mileage rate (per IRS) per mile.

Telephone

Each employee contributes to the level of services offered to the membership.  When handling business over the phone, a greatly appreciated service shall be bestowed upon the member.  All employees will make a continued effort to offer a friendly and beneficial service to the membership.  During business hours, personal telephone calls are to be kept to a minimum.  

Cell Phone Use

Association Staff will be prohibited from using cellular phones for Association business calls while driving a motor vehicle. If a staff person receives an Association business call, then the staff person must pull over and stop the motor vehicle prior to answering the call.

Performance Reviews

An employee evaluation report will be utilized to review employee performance and goals; serve as a guide in recommending merit raises and promotions; and to indicate when individuals need to improve work performance.  Six months after employment, job transfer or promotion, each employee is to be reviewed and awarded increases as approved by the Office Manager or C. E. O..  After one year of employment, job transfer or promotion, salary increases will be considered annually on the employment, transfer or promotion anniversary dates. Increases shall be awarded by the Executive Committee, recommended by the Office Manager or C. E. O..

Disciplinary Action

Unsatisfactory work performance shall be defined as not meeting the duties and responsibilities of the job or continued violations of personnel rules and regulations.  The relationship between the employee and the Association is for  an unspecified term and considered employment at will.  Each employee has the right to terminate employment with the NETC at any time, for any reason.  Similarly, the Association has the right to terminate any employee at any time, for any reason.  No employee or representative of the organization, other than the Office Manager or C. E. O. shall approve any written contract, have any authority to enter into any agreement for employment for any specified period of time, or make any agreement contrary to the foregoing.

Any employee who fails to meet the job responsibilities of the position, or fellow employee relationship standards, or who hinders the obtainment of the organizational goals shall be terminated from their employment.  Serious infractions can result in automatic termination.

Any disciplinary action must be uniform and the following steps should be used when disciplining poor employee performance or violation of any standards of conduct:

1. Verbal Warning

2. Written Warning

3. Probation

4. Suspension

5. Discharge

Resignation

In the event an employee chooses to resign their position, written or verbal notification shall be given to either the Office Manager or CEO. Any office keys, manuals, computer software, or any other items in the possession of the employee that are considered Association property must be returned on or before the last date of employment.

Sexual Harassment

Sexual harassment is illegal conduct and is contrary to the policy of the National Association of REALTORS®.  Each employee is responsible for assuring that they do not engage in sexual harassment or any conduct that could be viewed as sexual harassment.  If an employee believes he/she has suffered sexual harassment, it should be reported promptly to the Office Manager or C. E. O.. 

As approved by adoption of the Association, the Employer/Employee Guidelines and the Sexual Harassment Policy Statement, promulgated by the National Association of REALTORS, are hereby incorporated into the policy manual guidelines of the NETC Association of REALTORS®. 

Drug Free Workplace

Employees are expected to report to work in a condition fit to perform their duties safely and efficiently.

Definition: Drugs include but are not limited to, marijuana, cocaine, crack, phencyclidine (PCP), Heroin, LSD, amphetamines, and other stimulants, barbiturates, and other depressants or any other controlled substance. Use of the above mentioned drugs while on the job is strictly prohibited and will result in disciplinary action up to and including termination.

Possession, distribution, or sale of illegal drugs on the premises of the Northeast Tarrant County Association of REALTORS is strictly prohibited. Such activity will result in disciplinary action up to and including termination and a report being filed with the appropriate law enforcement authority.

Alcohol may be consumed during certain Association functions where alcohol is being provided or sold as a part of that function. Employees must always conduct themselves in such a manner that they do not represent a danger to themselves, other employees, the general public or the association.

Employees must inform their supervisor if they are taking prescribed medication that may cause side effects that may have an impact on their vigilance, judgment, coordination, or job performance. This information will at all times remain confidential and be released only to emergency medical personnel should such an occasion arise.
The Northeast Tarrant County Association of REALTORS retains the right to search an employee and his or her personal belongings and work areas for alcohol or drugs. A refusal of such a search will justify a presumption that the search would have disclosed alcohol or drug use.

Smoking Policy

The NETC Association of REALTORS® is committed to promoting good health and safety among employees.  It is therefore, the policy to designate the building as a non-smoking environment. Smoking will be permitted in designated outside locations of the building.

Confidential & Dissemination of Association Information

With the “Board of Choice” policy in effect as of 1994, the Boards of REALTORS® are now business competitors.  With this understanding, it is understood that discussions of our Association policies, procedures, fees, etc. remain confidential under anti-trust laws.  Any discussion or sharing of this information shall be deemed a violation of policy and shall subject the employee to disciplinary action.

Employees are not allowed to give out any information regarding finances or other functions of the Association to unauthorized persons, i.e., member of the Association or other Associations or the public.

Employees are not to recommend one REALTOR® over another.

Employees are not to provide legal advice to members of the public or the Association members.

Employees are not to remove any information/records/lists from the building unless specifically directed or approved by the Office Manager or C. E. O..

Salaries & Bonus Plan

Employees are asked not share their salary or employment package with other employees of the Association.

The Board of Directors may grant Christmas Bonuses for employees.  If it is determined that bonuses are to be awarded, then the following guidelines will be used.

From 0 - up to 2 years

$100

From 2 - up to 3 years

$150

From 3 - up to 5 years

$200

Over 5 years


$300

CEO



$500

 NETCBR COMMUNICATION SYSTEM POLICY
1. General.  The NETCBR provides designated employees ("System Users") with use of and access to a telephonic communications system (including voice mail messaging), computer system, an electronic mail ("E-mail") system, and Internet connection (collectively referred to herein as the "System"), at NETCBR expense for their use in performing their duties for the NETCBR.  This Policy sets forth the NETCBR's instruction on proper use of the System, which System is the sole and exclusive property of the NETCBR.  It also sets forth the NETCBR's policy regarding under what circumstances E-mail messages addressed to one person may be accessed by other people within the NETCBR and when they may be disclosed to outsiders.

The NETCBR reserves the right to change these policies or to set guidelines at any time, with such notice as the NETCBR deems appropriate.

All software on the System, and all messages or other information created, received, posted or stored on or in the System and all messages or other information downloaded on the NETCBR's System are the property of the NETCBR.

The NETCBR reserves the right to access employees' E-mail, voice mail, computer files or other databases.  Employees may not copy software or load personal software onto the NETCBR's computer system.

2. Background - E-mail.

Benefits of E-mail.  An E-mail system provides many benefits to the NETCBR and to you.  E-mail communications often improve relationships between different operating groups, facilitating smooth conduct of business.

How E-mail Works.  All E-mail messages are stored in a database on a network file server.  The maximum number of messages is 9999 and there is a 9MB limit per message.  All unread message titles are indexed in the user's "in box."  The user has the option of leaving read messages indexed in their "in box" or organizing them into "folders."  A user can also "archive" a message to their hard disk or diskette, or delete the message from the system.  Only deleted and archived messages are removed from the E-mail database.  Retaining a large number of messages can slow down the operation of the E-mail system significantly.

Please Note: Users often use E-mail for less formal correspondence.  We are aware that other companies have experience with employees allowing this informality to degenerate into improper use.  Some have experience with personnel using E-mail to make derogatory comments about others, violate policy, or even to commit crimes.  Because the E-mail system often feels like a less formal method of communication than paper, and it is not a face-to-face mode of communication, users may feel free to be less cautious.

Accordingly, the E-mail system should not be used to send jokes or other comments that may be discriminatory, harassing, abusive, threatening or offensive to others, or that is illegal, or to send material that defames an individual, company, or business, or discloses personal information without authorization.

Access to E-mail.  In formulating this Guideline, the NETCBR asks our employees to keep in mind that when you are using E-mail you are creating NETCBR documents using a NETCBR asset.  These documents, like correspondence and other documents you create when performing your job, are not private and may be read by others at the NETCBR or outside the NETCBR under the appropriate circumstances.  The NETCBR wants to make all employees aware of the fact that there may be many instances where such messages may be read by others, as further described below.  Additionally, employees should be aware that even though a message may be deleted from the E-mail system, a record of it may remain on the computer system either on the daily backups of all data or in other ways.  The NETCBR asks that all employees keep these guidelines in mind, and exercise appropriate discretion in using the electronic E-mail system.

E-mail Transmission of Viruses.  E-mail is the most widely used medium for the transmission of viruses that can disable or destroy the System and consequently, one of NETCBR's primary modes of communication within and without the NETCBR.  Accordingly, you should use extreme caution when opening E-mail attachments from someone whom you do not know or whom you cannot identify from the E-mail.

3. Statement of Policy.

1. Policy.  It is NETCBR policy that the System, including but not limited to the E-mail system and Internet access, like other NETCBR assets such as the voice mail system, be used for the benefit of the NETCBR. The NETCBR does permit limited use of the System for personal communication, provided, however, that personal communication on or use of the System should be kept to a minimum and that NETCBR may set additional guidelines from time to time governing personal use of the System.  Furthermore, excessive personal use of the System may subject an employee to disciplinary action.  If you have any questions about personal use of the System, you should ask the CEO.  Use of the System to violate other NETCBR policies, procedures or guidelines is prohibited and may lead to disciplinary action, up to and including termination.

2. Employees should be aware that E-mail messages, like NETCBR correspondence, may be read by other NETCBR employees or outsiders under certain circumstances, similar to the circumstances under which the NETCBR may need to access your other business files and information.  While it is impossible to list all of the circumstances, some examples are the following:

During regular maintenance of the E-mail systems.

When the NETCBR has a business need to access the employee's mail box.  For example, if an employee is absent from the office and his or her supervisor has reason to believe that information relevant to the day's business is located in the employee's electronic mail box.

The NETCBR receives a legal request to disclose E-mail messages from law enforcement officials or in ongoing legal proceedings.

The NETCBR has reason to believe that the employee is using E-mail in violation of NETCBR policies.  Such policies include, but are not limited to, the policy against illegal and unauthorized copying of software.

3. Personal Use.  Should employees make use of the E-mail system to transmit personal messages, such messages will be treated no differently than other messages, and may be accessed, reviewed, copied, deleted, or disclosed.  Accordingly, when sending a message, always remember that the E-mail system is not a private communication system (even though passwords are used for security reasons), and you should not expect that a message will never be disclosed to or read by others beyond its original intended recipients.  The E-mail system is not intended to be used as a personal bulletin service.  Solicitations, offers to buy and sell goods or services, and other personal messages to large groups via the E-mail system are prohibited, except in the course of conducting NETCBR business.  Use of the System to access subscription sites via the Internet is strictly prohibited, except in the course of conducting NETCBR business.

4. Confidential Information.

4. Business Information.  NETCBR policy requires that all employees protect the integrity of the NETCBR's proprietary and confidential information as well as the proprietary and confidential information of others.  Employees must exercise a greater degree of caution in transmitting NETCBR trade secrets or other confidential information on the E-mail system than with other communication means because of the reduced effort required to redistribute such information.  NETCBR trade secrets or confidential information should never be transmitted or forwarded to outside individuals or companies not authorized to receive that information, and should not even be sent or forwarded to employees inside the NETCBR who do not have a need to know the information.  To reduce the chance that trade secrets or confidential information may inadvertently be sent to outsiders or the wrong person inside the NETCBR, please minimize the use of distribution lists when sending such information (and make sure that any lists used are current) and review each name on any list of recipients before sending to ensure that all recipients have a need to know the information.

E-mail messages that contain trade secrets or other confidential information should have a confidentiality legend in all capital letters at the top of the message in a form similar to the following:

THIS MESSAGE CONTAINS CONFIDENTIAL INFORMATION AND

TRADE SECRETS OF NETCBR.

UNAUTHORIZED USE OR DISCLOSURE PROHIBITED.
Since copies of E-mail may be placed on backup or other systems you do not control, and may under certain circumstances be accessed by NETCBR personnel or others without a need to know the information, you should keep in mind that E-mail may be inappropriate to communicate certain types of confidential information.

In addition, to minimize inadvertent disclosures, employees should not access their E-mail messages for the first time in the presence of others.  Messages containing NETCBR trade secrets or confidential information should not be left visible on the monitor when a user is away from his or her computer.

5. Copyright Infringement.  The ability to attach a document to an E-mail message for distribution greatly enhances the risk of copyright infringement.  A user can be liable for unauthorized copying and distribution of copyrighted material through an E-mail system.  Accordingly, you should not copy and distribute through the E-mail system any copyrighted material of a third party (such as software, database files, documentation, articles, graphics files, and down-loaded information) unless you have confirmed in advance from appropriate sources that the NETCBR has the right to copy or distribute such material.  Any questions concerning these rights should be directed to the CEO.

6. Messages to Counsel.  All messages to and from legal counsel seeking or giving legal advice should be marked with the following legend in all capital letters at the top of the message:

CONFIDENTIAL ATTORNEY/CLIENT PRIVILEGED COMMUNICATION
In addition, in order to preserve the attorney-client privilege, messages to counsel should never be sent to a distribution list, should never be forwarded to anyone else, and should never be retained on the E-mail system.  If a copy of an attorney-client privileged communication needs to be retained, it should be printed and filed in the appropriate file.

5. Management of Electronic Mail System.

7. Deletion of Messages.  The NETCBR strongly discourages the storage of large numbers of E-mail messages.  Retention of messages fills up large amounts of storage space on the network server, and can also slow down performance.  In addition, because E-mail messages can contain NETCBR confidential information, it is desirable to limit the number, distribution, and availability of such messages.

8. Deletion by Users.  As a general rule, if a message does not require specific action or response on your part, you should delete it promptly after reading it.  If the content of the message needs to be saved for longer than a week, it should be placed in a folder, archived to a local hard disk or diskette, or printed out and saved in the appropriate file.  Please review your messages every week and delete those that are not needed.

9. Deletion by the NETCBR.  In addition the NETCBR may, in its sole discretion, delete:

1. All read in-box messages after 30 days.

2. All message log (retains copy of sent messages) entries after 30 days.

3. All private folder messages after 180 days.

4. All bulletin Association messages when they are no longer required or appropriate.

Any messages requiring longer retention must be archived from the E-mail database by the individual user.

6. Internet Use and Access.  System Users have access to the Internet for use in connection with NETCBR business. Limited personal use of access to the Internet is permitted, but only to the extent set forth in this Policy.  Improper use of the computer system and/or Internet access is strictly prohibited and may result in disciplinary action, up to and including termination.

7. System Passwords.  Each System User shall have a password for his or her exclusive use in accordance with this Policy, which password is the NETCBR's exclusive property and must be disclosed to the designated representative of the NETCBR and to no one else by the System User.  It is each System User's sole responsibility to maintain this password as secret and thereby to prevent unauthorized use of the password and the System by others.

8. Installation of Software and Hardware.  All software and hardware must be approved and installed by NETCBR's MIS department staff.  The installation of personal software is strictly prohibited.

MAJOR STEPS IN PROGRESSIVE DISCIPLINE ARE:

Verbal Warning:

For any minor infractions or performance problems, you only need to give the employee a verbal warning to correct the situation. You should meet with the employee as soon as possible after the problem, and in the conversation, clearly explain why it is a violation or problem and discuss the future behavior you expect of the employee.

You should note in writing the day, time, and content of your conversation for reference. If the employee repeats the behavior, or if the situation doesn’t improve within a reasonable period of time (this depends on the seriousness of the infraction), you may repeat the verbal warning or proceed to the next step in the process.

Procedure: Administering a Verbal Warning

1. Meet with the employee

2. Explain the nature of the violation or the performance problem. Discuss the problem and its resolution with the employee.

3. Describe what future behavior you will expect of the employee

4. Note the day, the time, and the content of your conversation in writing

5. If the employee repeats the behavior, either give another verbal warning or administer the next disciplinary action, the written warning.

Written Warning:

The next step in progressive discipline is to issue a written warning. Use written warning if an employee:

1. Continually repeats minor violations

2. Has performance problems that have not been resolved by verbal warnings

3. Violates more serious standards of conduct

4. Has major performance problems

In the memorandum, you should describe the details involved in the infraction or performance problem. Also, outline the correct behaviors that you expect of the employee by a specified time in the future.

Have the employee sign the memorandum. This shows that the employee has received, acknowledged, and understood the memorandum. This does not mean, however, that the employee has necessarily agreed with its contents.

Allow the employee to make a written response.

Next, send a signed copy of the written warning (with the employee’s response, if any) to the employee’s personnel file. If the situation does not improve within the specified time period, you may need to repeat the written warning or take the steps required for probation, suspension, or discharge.

Procedure: Issuing a Written Warning to an Employee

1. Create a written memorandum in which you describe the facts involved in the problem.

2. Meet with the employee to discuss the memorandum

3. Have the employee sign the memorandum acknowledging receipt and understanding of it.

4. Allow the employee to offer a written response to the warning

5. Put a signed copy of the memorandum (with the employee’s response, if any) in the employee’s personnel file

Probation
In most instances, you should use the disciplinary action if the verbal and written warnings did not improve the employee’s behaviors. To place an employee on probation, you must again prepare a memorandum that explains the reasons he or she is being placed on probation. Also, specify the following:

1. The length of the probationary period

2. The behaviors or level of job performance expected during or by the end of the probationary period

3. The consequences of failing to meet expectations by the specified time

The usual consequence of the employee failing to improve is to consider discharge or actually discharging the employee.

Meet with the employee and discuss the contents of the memorandum. Have the employee sign the memorandum, acknowledging receipt and understanding of the content. Again, the employee may make a written response.

Put a signed copy of the memorandum along with the copy of the employee’s written response, if any, in the employee’s personnel file.

Procedure: Placing an Employee on Probation

1. Prepare a memorandum explaining why you are putting the employee on probation

2. Meet with the employee and discuss the content of the memorandum

3. Have the employee sign the memorandum to acknowledge receipt and understanding.

4. Let the employee make a written response

5. Put the signed copy of the memorandum along with any reponse in the employee’s file.

Suspension

Suspension can be used a disciplinary action if your verbal and written warnings and probation failed to correct the problem. However, suspension is most often used when an incident warrants immediate action. In such a case, you can suspend the employee without pay for a specified time, pending investigation of the occurrence.

Termination

State and federal laws have a great impact on terminations, and they must be handled with expertise. If any incident occurs that is believed to be cause for immediate termination, contact the Association’s legal counsel. If the behavior is a repeated offense, the employee’s file must be sufficiently documented to support the termination. Before an employee is discharged a complete review of all documentation should be made by legal counsel.

Important Reminders

All incidents of misbehavior, conversations with employees regarding those incidents, memoranda, employee responses, and other information pertinent to the misbehavior or performance problems must be documented in the personnel file.

When violations or performance problems are documented, be objective and give only the facts. Do not include any personal feelings or opinions about the employee or the incident in either the memorandum or your verbal warnings.

SEXUAL HARASSMENT POLICY STATEMENT

Sexual harassment is illegal conduct and is contrary to the policy of the Northeast Tarrant County Association of REALTORS®. Each and every employee is responsible for assuring that they do not engage in sexual harassment or any conduct that could be viewed as sexual harassment.

Sexual harassment includes:

1. Unwelcome sexual advances

2. Unwelcome requests for sexual acts or favors

3. Other verbal or physical conduct that has the purpose or effect of unreasonably interfering with an individual’s work performance by creating an intimidating, hostile, or offensive working environment.

Complaint Procedure

Any employee who believes he/she has suffered sexual harassment by any other employee, including supervisors and co-workers, or by any member of the Association or by any guest or visitor of the Association must bring the problem to the attention of any of the following individuals:


1. The Chief Executive Officer or Office Manager

2. The attorney for the Association

The complaint does not have to be in writing. It is helpful if details of dates, times, places and witnesses, if any, to the harassment can be provided.

Complaint Investigation and Confidentiality

All complaints will be investigated promptly by a team comprised of the Chief Executive Officer, Office Manager, and the Association Attorney.

The identity of the employee making the complaint as well as the identity of the individual accused of sexual harassment will be kept strictly confidential. Information regarding the charge of sexual harassment and the investigation of that charge will not be made known to anyone who is not directly involved either as a party, a witness, a member of the investigatory team, or the Chief Executive Officer. Witnesses interviewed will be provided only such information as is necessary to elicit from them their observations and other relevant information.

During the investigation, both the complainant and the accused will be provided full opportunity to tell their side of the story. Witnesses identified by the complainant or the accused will also be interviewed. Upon completion of the investigation, the investigatory team will prepare a written report of its findings and recommendations for the Chief Executive Officer. Authority for the final resolution of all charges and the determination of appropriate sanctions rests with the Chief Executive Officer.

Discipline

Sexual harassment is a serious offense and any employee found to have engaged in such conduct is subject to severe discipline including termination.

It is contrary to Association policy for anyone to retaliate against any employee who files a charge of sexual harassment. All possible steps will be taken to eliminate the possibility of retaliation resulting from the filing of a complaint.

In the event a complaint of sexual harassment is found to be totally and completely without basis, appropriate disciplinary measures may be taken against the employee who brought the complaint. While this is in no way intended to discourage any employee who believes they have been the victim of sexual harassment from bringing a complaint, the Association recognizes that a charge of sexual harassment can cause serious damage to the personal reputation and professional career of the accused.

Follow-up 

In instances in which sexual harassment is found to have occurred, a member of the investigatory team will remain in communication with the victim to find out whether the harassment has ceased or if any retaliation has occurred.

Voluntary Office Romances

It is not contrary to the policy of the Association for employees to date except in circumstances where one of the employees reports, either directly or indirectly, to the other employee. No dating is permitted in such circumstances.

