BUFFALO INSTITUTE FOR MEDICAL RESEARCH, INC.

3495 BAILEY AVENUE

BUFFALO, NEW YORK 14215

EMPLOYMENT POLICY

This Memorandum establishes employment policy of the Buffalo Institute for Medical Research, Inc. (BIMR). The guidelines herein may be changed or modified by the Corporation at any time, as specific circumstances may require. Nothing herein, should be construed as a contract of employment, expressed or implied, or a requirement that specific procedure be followed in the administration of personnel issues.

The Buffalo Institute for Medical Research, Inc. may employ full‑time, part‑time and intermittent employees. Employment is understood to be “at will” and is terminable “at will” by BIMR or employee with or without cause.  The length of employment will be indefinite with no time commitments made. The hiring, termination, assignment of duties and responsibilities of positions and determination of salaries will be the responsibility of the Research Investigator and a BIMR Officer. Research Investigators wishing to initiate a request to employ an individual will need to complete an Employment Request Memorandum. This form is available in the Research Office, Room 129, Building 20. The BIMR Executive Director and President must approve the completed Employment Request Memorandum before any commitment can be made to proposed employees. All BIMR employees will be issued a VA Without Compensation (WOC) appointment to facilitate their working on VA-approved research activities. 

1.  Employment Request Procedures

The Research Investigator will submit the completed Employment Request Memorandum to the President, through the Executive Director, BIMR.  The Employment Request Memorandum will contain the following information:

· Name of applicant

· Proposed start date

· Position title

· Position description (duties and responsibilities)

· Qualifications of applicant

· Tour of duty (full‑time, part‑time or intermittent).  If part-time employment is requested, indicate the number of hours per week.    

· Weekly work schedule

· Proposed annual salary/hourly wage

A formal commitment may only be made to the proposed employee upon approval of the Employment Request Memorandum. The applicant will sign and date the Employment Request Memorandum following notification of approval of appointment.

The Research Investigator is responsible for initiating the WOC appointment for each BIMR-salaried employee. All BIMR employees, including VA-salaried employees who work for the Corporation during their non-VA duty hours, must have a valid VA WOC appointment. VA-salaried employees who perform work for BIMR must document that such Corporation work is outside the scope of their VA duties and responsibilities. Further, such work must not be performed during Government duty time and the work must not be related to VA duties. 

2.  Special Employment Considerations Relating to Human Studies Research

BIMR employees who have direct interactions with human subjects, or who collect and analyze identifiable data, including laboratory data or clinical samples, must be properly credentialed prior to engaging in such activities.  As part of the credentialing process, the Research Investigator is responsible for authorizing the duties and responsibilities of such staff by submitting a completed a Scope of Work for Research Study Nurses or a Functional Statement for Research Associates for approval at the time of hire (See Attachment A).  The Research Investigator will be responsible for assuring the Research Study Nurse and/or Research Associate obtains timely credentialing and demonstrates proficiency in study-specific skills before engaging in any human subjects research activity.

BIMR employees involved in human subjects research are responsible for:

· Adhering to the Scope of Practice/Functional Statement outlining clinical privileges that have been approved for them.

· Being knowledgeable and adhering to all applicable statutes, regulations and policies related to human subjects research.

· Completing mandatory annual training as mandated by the VA Office of Research and Development and VA regulations. Documentation for such training will be obtained from the Medical Research Office.

· Engaging only in approved human subjects research activities.

3.  Annual Performance Evaluations

The intent of the BIMR performance review is to appraise each employee’s performance for the entire rating period starting October 1 and ending September 30. The Research Investigator is responsible for reviewing the performance of each BIMR employee under his/her supervision by completing a narrative description of the employee’s actual performance for the rating period ending September 30.  The narrative description should minimally describe the employee’s performance, productivity, timeliness and any noteworthy accomplishments. Following the narrative description, the Research Investigator will provide a Summary Rating of the employee’s performance using a five-tiered rating system:

· Outstanding

· Excellent

· Fully Successful

· Minimally Satisfactory

· Unsatisfactory

The completed annual performance evaluation, which will serve as the final Rating of Record must bear the dated signature of both the supervisor and the employee. The supervisor will provide each employee under his or her supervision with a copy of the annual performance evaluation. The original performance evaluation will be submitted to the Executive Director and maintained in the employee’s BIMR personnel folder.

4.   Additional Employment Information
Employees of BIMR are paid on a biweekly basis by direct deposit. Each pay period is a two‑week period beginning on Sunday and ending on Saturday. Deposits are madeon the Friday following the end of the pay period

Tour Of Duty
The employee's BIMR tour of duty, as indicated in the Employment Request Memorandum, shall be established by the Research Investigator.  Changes in tours of duty must be requested in writing and approved by a BIMR Officer prior to implementation. Full‑time shall mean 40 hours per week. All employees are expected to be on duty during the full period of their tours of duty unless approval for leave has been granted. A BIMR Time and Attendance Sheet (available in the Research Office) will be used to track employee time for payroll purposes. The time sheet will encompass a two‑week period of time, equivalent to one pay period. Completed and signed time sheets will be submitted to the BIMR Executive Director or Administrative Assistant on the first Monday following the end of the pay period. Employees shall be responsible for the timely submission of completed time sheets.

Fringe Benefits
 Fringe benefits include Workers Compensation and Disability coverage Unemployment Compensation and Social Security coverage. Health insurance, pension benefits and life insurance are not currently available. (See Sections 7 and 8 for detailed information concerning Worker's Compensation and New York Disability coverage).

Holidays**

Full-time BIMR employees receive the following paid holidays:

· New Year's Day ‑ January l

· Martin Luther King’s Birthday - 3rd Monday in January

· President’s Day – 3rd Monday in February

· Memorial Day ‑ Last Monday in May

· Independence Day ‑ July 4

· Labor Day ‑ 1st Monday in September

· Columbus Day – 2nd Monday in October

· Veterans Day ‑ November 11

· Thanksgiving Day – 4th Thursday in November

· Christmas Day ‑ December 25

**Please Note: Part‑time BIMR employees receive only those holidays falling on their designated workdays. 

Leave System

· Annual Leave (A/L): Full‑time BIMR employees earn annual leave based on years of service. Employees with less than 3 years of service earn 4 hours of A/L per pay period (13 days per year). Employees with between 3 and 15 years of service earn 6 hours of A/L a pay period (20 days per year). After 15 years, employees earn 8 hours of A/L a pay period (26 days per year). Part‑time BIMR employees earn A/L prorated according to the number of hours worked. Full time physicians earn 1 day of A/L per pay period. Part time physicians earn 1hr for each 10 hours in pay status in a pay period. Employees must obtain their supervisors' approval before using Annual Leave. Annual Leave should be used during the calendar year in which it is earned.  
· The maximum vacation accrual balances allowed are:

1.  full time registered nurses - 685 hours

2. part time registered nurses-240 hours 

3. full time physicians – (86 days)

4. part time physicians – 240 hours

5. non-professionals-240 hours

           Lump sum payment for unused accrued A/L up to the hour maximum may be      provided to BIMR employees upon their separation from BIMR if employees have at least two years of continuous employment at the time of separation.

· Sick Leave (S/L): Full‑time BIMR employees earn 4 hours of S/L a pay period (13 days per year). Part‑time BIMR employees earn S/L prorated according to the number of hours worked. Employees are never paid for unused sick leave benefits. Intermittent employees do not earn S/L.

5.  Outside Employment

BIMR employees may not work in any other job, private or professional, during the hours they are employed by the BIMR. Should any employee have outside employment either at the time they are initially hired or during the course of employment by the BIMR, a Verification of Outside Employment Form (available in the Research Office) will be completed and submitted to the Executive Director, Room 123, Building 20.

6.  Terminations and Layoff

The employment relationship is based on mutual consent of the employee and the BIMR. Accordingly, either the employee or the BIMR may terminate the employment relationship "at will" at any time. It is expected that whoever terminates the employment agreement, will give appropriate notice, if at all possible. However, notice is not mandatory on either party.  Severance is not paid to terminating BIMR employees. Additionally, separating employees are not eligible to be paid for accumulated sick leave or compensatory time. Upon termination for any reason, employees should contact the Executive Director to determine any possible accrued vacation pay, unemployment insurance procedures and disposition of final pay deposit.

7.  Worker's Compensation Insurance

All BIMR employees are protected in the event of job‑related injuries and illness under New York State Worker's Compensation coverage, an employer‑paid benefit. Worker's Compensation provides income replacement, as well as payments for medical expenses, for an on‑the-job bodily injury or illness. Should you become injured during your approved tour of duty, immediately inform your supervisor of the injury indicating when, where and how you were injured. Obtain first aid or other necessary medical treatment. The BIMR Executive Director should be notified of the injury as soon as possible; any delay in reporting accident may ultimately delay the disbursement of possible benefits.

8.  New York State Disability Insurance

All BIMR employees are provided coverage for New York State Disability. Disability Benefits are temporary cash benefits payable to the employee who is disabled by an off‑the-job injury or illness. New York State Disability coverage supplements Worker's Compensation by providing weekly cash benefits to replace, in part, wages lost because of injuries or illness that do not arise out of or in the course of employment. New York State Disability does not provide payment for medical expenses. The BIMR Executive Director should be consulted for assistance in filing a claim.

9.  Equal Employment Opportunity 

The Buffalo Institute for Medical Research, Inc. is committed to equal employment opportunities.  It is the policy of BIMR that applicants for employment or current employees shall not be discriminated against because of race, sex, color, age, national origin, ancestry, marital status, sexual orientation, physical or mental handicap or medical condition.  

Equal employment assures that all selection methods shall be solely based on job-related criteria and the individual merit of the applicant.  If any employee believes that he/she has been subjected to a discriminatory act based on race, sexual orientation, physical or mental handicap, or medical condition, please contact a BIMR Officer for assistance and further information. 

10.  Harassment

It is the intent of the Buffalo Institute for Medical Research, Inc. to provide all of its employees with a working environment free from discriminatory harassment or intimidation of any kind.  Harassment, including but not limited to slurs, epithets, threats (including both verbal and physical), derogatory comments and unwelcome jokes or teasing are unacceptable in the workplace.  Harassment, particularly that prohibited by law, such as racial or sexual harassment, is unacceptable under any circumstances.  The BIMR is committed to providing all employees a comfortable workplace in which fellow employees and supervisors foster respect for one another and are dedicated to open communication for the resolution of problems that may arise.

The BIMR is committed to provide a workplace free of sexual harassment and prohibits such activity by any employee or supervisor.  Sexual harassment may include unwelcome sexual advances, requests for sexual favors and verbal or physical conduct of a sexual nature such as drawings, pictures, jokes, teasing, uninvited touching or other sexually related comments.  

Any BIMR employee, who believes that he/she has been the victim of any form of harassment, should immediately inform a BIMR Officer.  All complaints will be promptly addressed in the strictest confidence.  Reported incidents will be investigated discreetly, recognizing the serious impact of such claims.  BIMR employees found to be in violation of this policy will be subject to disciplinary action.    

11.  Drug-Free Workplace 

It is the policy of the Buffalo Institute for Medical Research, Inc. to provide a drug-free environment for all of its employees engaged in authorized activities.   Each employee is expected to perform assigned duties and responsibilities free from the influence of drugs, alcohol or other controlled substances. Use of such agents may impair an employee's ability to perform to the best of their ability assigned tasks.  Additionally, use of such agents may severely impair an employee's judgment and performance such that they may become a safety hazard not only to themselves, but also to co-workers. BIMR wishes to maintain a safe work environment for all employees.  The unlawful manufacture, distribution, dispensing, possession or use of alcohol or any controlled substance within the workplace is strictly prohibited by the Drug-Free Workplace Act of 1988 (34 CFR Part 85).  BIMR employees found to be in violation of this policy will be subject to disciplinary action up to and including termination.

As a condition of employment, all employees will be required to comply with the following regulations:

· BIMR employees are prohibited from the unlawful manufacture, distribution, dispensing, possession or use of alcohol or any controlled substance in the workplace. A controlled substance is defined by Schedules I-V of the Controlled Substance Act, 21 U.S.C. 812.

· BIMR employees must notify an Officer of the Corporation within five (5) days after conviction of any criminal drug statute violation.  BIMR must then notify the government agency to which it is under contract within ten (10) days after receiving notification from the employee of such a conviction.

· Any employee convicted of a criminal drug statute will be required to satisfactorily participate in a drug abuse assistance or rehabilitation program approved for such purposes by a Federal, State, or local health, law enforcement, or other appropriate agency.

12.  BIMR employees must sign and date the attached Statement of Understanding form and return to the Executive Director located in Room 123, Building 20.

___________________

Sanjay Sethi, M.D.

President

Buffalo Institute for Medical Research, Inc.

Revised:  December 23, 2009
Statement of Understanding

I have received a copy of the BIMR Employment Policy and have read and understand the terms and conditions of employment, including the BIMR Drug-Free Workplace Policy statement contained in Section 11 of this document.  I am aware of the consequences of noncompliance.


___________________________

____________


Employee's Signature



Date

