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Welcome to Team GreenState! 

We’re so excited to have you be a part of our team!  

Biased as we might be, we believe that GreenState Credit Union is the institution of choice for our 

families, friends, members, and communities creating lasting value for those we serve. 

As you get to know us, we believe you’ll come to understand how we make a profound and positive 

impact in the lives of our members and those who serve them through truly memorable service, while 

our relentless commitment to efficiency provides the best pricing in the United States. 

And as an employer of choice, we believe in empowering employees to create an endless variety of 

opportunities.  We love to challenge our own processes by gathering and using employee ideas and 

opinions to shape our collective future.   

At the same time, we believe we enhance the vitality of our communities by donating our time, talents, 

and financial support to improve health, education, and income of those communities. 

So, who else are we?  Well, we’d like to think we’re each of the following as demonstrated in our 

corporate values … 

 

✓ We Go Above and Beyond – We’re not average and neither is our service, which sometimes 

means unconventional or beyond what is expected. 

✓ We’re Truthful and Accountable – We treat others with uncompromising candor and respect.  

We’re responsible for our work and that of our teammates and keep our promises with integrity. 

✓ We’re Adventurous, Creative, and Open-Minded – We take strategic risks and challenge each 

other with innovative ideas. 

✓ We Embrace Continuous Improvement and Efficiency – We involve affected parties in making 

quick decisions and return more to our stakeholders through efficiency and growth. 

✓ We Create Fun – We’re proud to be authentic, unconventional and celebrate our differences!   

We collectively create an engaged environment full of meaningful relationships. 

✓ We Build Positive Team Spirit – Our diverse teams are our families.  We are inclusive, putting the 

interest of others before our own, and proactively give credit where it’s due. 

✓ We Grow Through Learning – We expect growth, and help employees unlock their potential while 

learning from occasional mistakes. 

✓ We’re Bold Yet Humble - We take nothing for granted and are never satisfied with the status quo. 
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We believe that every employee of Team GreenState brings unique gifts and talents with them, and that 

together we create a dynamic organization passionately committed to service to our members, our 

communities and each other. We inspire each other to make a difference as individuals, while 

recognizing that our greatest impact occurs as a team.  Team members hold each other accountable and 

are wholly committed to living GreenState Credit Union’s core values.  The rewards of our culture allow 

us to share in successes and grow together. 

I am so thankful for the opportunity to serve with you! 

 

 

Jeff Disterhoft 

President/CEO 
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INTRODUCTION 
The policies in this handbook reflect a commitment to our Core Values.  As such, we hope and expect that 

staff will strive to do great things, have fun, be adventurous, grow through learning, embrace continuous 

improvement, build a positive team spirit, and make a profound and memorable impact on those we 

serve. Beyond this, we also trust that staff will strive for reliability, integrity, accuracy, dependability, and 

a high-level of competence in their roles.  Whether in the workplace or away from the office on company 

business, we expect all employees to behave with decency, respect, and in accordance with all applicable 

laws and regulations. GreenState Credit Union reserves the right to interpret, change, revise, amend, or 

eliminate policies at any time. This handbook applies to employees as well as affiliates of GreenState 

Credit Union. 

 

EMPLOYMENT  
EQUAL EMPLOYMENT OPPORTUNITY 
It is the policy of GreenState Credit Union to afford equal opportunity for employment to all individuals 

regardless of race, creed, color, sex, national origin, ancestry, religion, age, sexual orientation, gender 

identity, marital status, mental or physical disability, veteran status or any other characteristic protected 

by law. We take affirmative action to assure that all employment decisions are based only on valid job 

requirements, and that equal opportunity for employment is provided with regard to all personnel 

actions. 

 

Managers lead the way in establishing and implementing affirmative procedures and practices aimed at 

insuring that GreenState Credit Union’s objective is reached, to assure equitable employment 

opportunities for all. 

 

Our Affirmative Action Program is available for review Monday through Friday between the hours of 

9:00 a.m. and 4:00 p.m.  Contact Human Resources to request a review. 

 

EMPLOYMENT AT WILL 
GreenState Credit Union adheres to the principle of employment at will.  Employment with GreenState 

Credit Union is voluntary and is subject to termination by the employee or the credit union at will, with or 

without cause, at any time either the employee or the credit union believes such action to be appropriate.  

Therefore, an employee is free to resign at will at any time, with or without cause.  Similarly, GreenState 

Credit Union may terminate the employment relationship at will at any time, with or without notice or 

cause.   

 

The Credit Union does not recognize any contract of employment unless it is put in writing and signed by 

the President/CEO or Board of Directors. Additionally, no policy of GreenState Credit Union, verbal or 
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otherwise, can be construed to change this relationship. GreenState Credit Union reserves the right to 

modify any condition of employment in whatever manner it believes to be appropriate, based on changes 

in legal requirements, business conditions, or other circumstances.   

 

BACKGROUND CHECKS 
Background checks help determine whether an employee or potential employee poses a risk to the 

employer, employees, volunteers, children, Board of Directors, vendors, and others that interact with our 

workplace.  A background check is a process whereby GreenState Credit Union, or an affiliate, uses a third 

party to gather information regarding an applicant’s or an employee’s personal and work history.  

GreenState Credit Union reserves the right to investigate the backgrounds of applicants and employees 

at any time and without notice. GreenState Credit Union also reserves the right to use third parties to 

perform these investigations. 

 

EMPLOYMENT CLASSIFICATIONS 
Proper classification of employees is important in administering salaries, determining eligibility under 

GreenState Credit Union benefit plans, and complying with employment and tax laws.  All employees are 

classified as exempt or non-exempt for overtime and minimum wage requirements.   

 

FULL-TIME is an employee who works a minimum of forty hours a week and receives full benefits.   

 

PART-TIME is an employee who works less than forty hours a week and receives part-time employee 

benefits. 

 

VARIABLE PART-TIME is defined as an employee whose work hours may vary from month to month with 

the possibility of averaging 30 hours or more per week.  Average hours worked for part-time employees 

will be measured and reviewed upon initial hire during the measurement/administrative period and 

annually in November to determine health insurance eligibility.  Through this measurement, those 

averaging 30 hours or more per week may be eligible for health insurance benefits following the 

measurement/administrative periods, along with other elected part-time employee benefits. 

 

SEASONAL is an employee who has been hired to temporarily supplement a department’s workforce 

during busy seasons of the year or has been hired as an Intern to assist in the completion of specific 

projects. Employment assignments are of an expected duration and employment beyond any initially 

stated period does not in any way imply a change in employment status. Seasonal employees receive all 

legally mandated benefits such as workers’ compensation insurance, Social Security and Medicare, but 

are ineligible to participate in any other GreenState Credit Union sponsored benefit. Incentive 

opportunities are restricted to participation in the staff referral incentive or informal short-term 

production-oriented contests (as applicable to the position) which occur from time to time. 
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EMPLOYMENT RELATIONSHIPS 
To avoid conflicts of interest, the appearance of favoritism or bias, and to enhance supervision, security 

and morale, GreenState Credit Union must be notified of amorous or intensely personal relationships that 

occur, in or outside of the work setting, that involve reports, indirect reports, members, vendors, or board 

of directors.  Should workplace issues arise, GreenState Credit Union will provide a reasonable timeframe 

for one or both of the employees to secure an alternative position within GreenState Credit Union.  If no 

such position is available, one of the employees will be asked to resign their position within 30 days of the 

end of that reasonable timeframe. 

 

Immediate relatives of current board members will not be considered for employment. In addition, should 

an immediate relative of a current employee be nominated and elected to service on the Board of 

Directors, the current employee will be asked to resign their position.  

 

Any amorous, intensely personal relationship, or familial relationship should be disclosed to Human 

Resource as soon as possible, by contacting the Human Resource Manager. 

 

EMPLOYEE INFORMATION 
It is important to keep us informed about what’s going on in your life … specifically in relation to major 

life events that may affect your employment records.  Changes to report to HR Benefits and include: 

• Name 

• Dependent changes (if you have GreenState Credit Union provided benefits) 

 

Changes that should be made directly on ADP include: 

• Address 

• Telephone/Email 

• Emergency contact information 

• Direct deposit changes 

• Federal and State W4 documents are linked on the homepage of ADP and should be submitted to 

payroll upon completion. 

 

PERSONNEL FILES 
GreenState Credit Union maintains an electronic personnel file for every employee. The personnel files 

include employment related records, such as employment application, evaluations, etc. Personnel files 

are confidential and the property of GreenState Credit Union; access to the information they contain is 

restricted. Other than Human Resource and Internal Audit staff, generally, only management, with 

legitimate reasons to review information in a file, is allowed to do so.   
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Employees who wish to review their file should request this from HR Benefits staff. With reasonable 

advance notice, employees may review their own personnel files under the terms and conditions set forth 

in applicable state law. 

 

MEDICAL FILES 
An employee medical file is also maintained separate from an employee’s personnel file to protect the 

privacy of the employee. The contents of the employee medical file are confidential and generally only 

available to designated Human Resource Benefits staff as well as the employee whose records are 

retained in the file. (Exceptions include first aid workers to treat the employee, government officials as 

required by law, and the employee’s supervisor, if the employee’s disability requires restricted duties or 

reasonable accommodations.)  With reasonable advance notice, employees may review their own medical 

records under the terms and conditions set forth in applicable state law. 

 

PHOTO IDENTIFICATION AND NAME TAGS 
Staff must wear both a photo identification (ID) badge/lanyard, as well as a name tag, at all times to access 

GreenState Credit Union facilities and equipment, and to be identified as a GreenState Credit Union 

employee. Badges and tags must be clearly visible and worn on the front of the body, not obstructed by 

clothing or objects. Lost or stolen badges must be immediately reported to the IT Service Desk; lost or 

stolen name tags must be reported to Human Resources. Employees will be charged the applicable 

replacement fee(s). 

 

EMPLOYEE NOTICE OF SEPARATION OF EMPLOYMENT 
Employees are requested to give at least a two-week written notice of voluntary termination. Despite the 

advance notice, GreenState Credit Union reserves the right to terminate employment prior to the end of 

the notice timeframe. 

 

WORKING HOURS AND PAY 
PAY 
Employees are paid bi-weekly in arrears on Fridays. If the pay date falls on a holiday, employees are paid 

the prior business day.  Employees can choose to have their payroll direct deposited into a GreenState 

Credit Union account or at another financial institution. 

 

GreenState Credit Union works hard to ensure that all employees are paid correctly, but errors can 

occur. Employees are encouraged to thoroughly review each pay statement to ensure accuracy. Any 

errors will be promptly corrected. 
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GreenState Credit Union operates under a pay-for-performance philosophy, which is designed to 

provide rewards that are commensurate with the growth and financial stability of the organization.  A 

full copy of the GreenState’s Salary Administration Philosophy document can be found on GreenSpace. 

 

BREAKS 
Time away from work for lunch is provided as determined by each supervisor based on operational needs, 

and typically ranges from 30 to 60 minutes.  During this time, employees are relieved from duty and are 

able to use the time for their own purposes   Non-exempt employees are required to clock out during 

this break time. 

 

Additionally, short breaks of up to 15 minutes are encouraged during the standard workday to refresh 

and rejuvenate.  During these breaks, staff must be accessible should they be called back to work.  Visit 

with your supervisor to learn more about the break policy or schedule for your department. 

 

TIME WORKED 
Exempt employees are classified as such if their job duties are exempt from overtime provisions of federal 

and state wage and hour laws.  Exempt employees are not eligible for overtime pay.    

 

Non-exempt employees are entitled to overtime pay for all hours worked over 40 in a workweek. 

• Non-exempt employees must accurately record time worked each day, including hours worked 

remotely. Off-the-clock work is strictly prohibited. ADP time records are to be used as a punch 

clock and must be completed as employees come and go throughout the day. Submission of 

electronic timecards signifies approval and validation of the entries made and certifies that the 

hours reported are an accurate and complete representation of actual hours worked and/or time 

off taken for the month. Submitting inaccurate or incomplete timecards can result in corrective 

action up to and including termination of employment. 

• Overtime is considered actual time worked in excess of 40 hours per week. Paid time off is not 

considered to be “time worked” for purposes of compensation for overtime. Overtime hours 

should be avoided but may be necessary due to business needs.  Overtime should only be used 

after other alternatives have been explored, such as rescheduling priorities, reassigning work, 

rebalancing workloads, and offsetting excess hours in a day with reduced hours in another day in 

the same work week. 

• A sample of employee timesheets will be selected for a monthly audit to ensure that proper 

clocking methods are being followed. 
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TRAVEL TIME 
Travel Away From Home 

Travel time to and from a non-exempt employee’s home office is not paid work time. Travel time away 

from an employee’s residence to locations other than the employee’s home office is paid work time. This 

includes reporting to a different GreenState Credit Union location, attending conferences or seminars, 

etc. Travel time is considered anytime you are engaged in travel for work related purposes (what is NOT 

included is time spent disengaged from travel). This time is not only hours worked on regular workdays, 

but also on non-workdays (Saturday and Sunday) and outside of standard work hours the travel time is 

compensable.  

 

Travel that is all in a Day’s Work 

Travel time between offices or for other credit union business (e.g.: picking up supplies, business 

meetings) for non-exempt employees during the workday is paid work time. If an employee reports to 

one location and is then asked to travel to a different location(s), the time spent traveling directly from 

branch to branch is paid work time. If the employee stops for personal business (lunch, etc.) the time 

spent conducting personal business is not paid work time.    

 

Community Service 

Travel time and time spent volunteering is paid for employees who participate in community service 

during standard work hours. Non-exempt employees volunteering to participate in credit union 

sponsored community service outside of standard work schedules is not paid. 

 

ATTENDANCE 
On-time attendance is expected for essential and efficient operations at GreenState Credit Union. An 

occasional illness or extenuating personal reason may cause unavailable absence or tardiness; however, 

regular on-time attendance is required for continued employment. Being late for work will not be 

tolerated. Employees are expected to notify their manager of any absence or tardiness as soon as possible, 

prior to the beginning of their work shift. Excessive absences, lateness, or excessive patterns of absence 

or lateness may lead to corrective action, up to and including termination of employment. Additionally, 

employees who fail to report to work for three consecutive days without notifying GreenState Credit 

Union will be considered as having voluntarily resigned as a result of job abandonment. 

 

WORK FROM HOME POLICY 
Teleworking, or telecommuting, is the concept of working from home or another location on a full- or 

part-time basis.  Teleworking is not a formal, universal employee benefit.  Rather, it is an alternative 

method of meeting the needs of the company.  The company has the right to refuse to make teleworking 

available to an employee and to terminate a teleworking arrangement at any time.  
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Eligibility.  Employees will be selected/approved based on the suitability of their jobs, an evaluation of 

the likelihood of their being successful teleworkers, and an evaluation of their supervisor’s ability to 

manage remote workers.  Each department management will make its own selections. 

Rules and Other Company Policies.  While working remotely, employees must adhere to all the 
conditions in the Employee Handbook. All company policies around conduct, confidentiality, time off, 
etc. continue to apply, regardless of location.  Disciplinary actions will follow policy violations of any 
kind. 

Compensation and Work Hours.  The employee’s compensation, benefits, work status and work 
responsibilities will not change due to participation in the teleworking program. 

The amount of time the employee is expected to work per day or pay period will not change as a result 
of participation in the teleworking program. Employees must follow the work schedules provided to 
them, be sure to meet deadlines and uphold high-quality standards.  

Hourly, non-exempt employees will still need to accurately record all hours worked and submit to your 
manager in accordance with federal non-exempt rules. Your manager will provide approval for overtime. 

Equipment and Tools.  On a case-by-case basis GreenState will determine, with information supplied by 
the supervisor, the appropriate equipment needs. The company will provide a computer, software, 
monitor, keyboard, mouse, phone (depending on role may be a desk or soft phone). Additional 
equipment may be provided in order for the employee to perform his/her current duties as deemed 
necessary. 

The use of equipment, software and data supplies when provided by the company for use at the remote 
work location is limited to authorized persons and for purposes relating to company business.  The 
company will provide for repairs to company equipment.  

Employees are responsible for providing high speed internet, electricity, office furnishings – such as 
desks, chairs, file cabinets, lighting – at their own expense. 

When the employee uses her/his own equipment, the employee is responsible for maintenance and 
repair of equipment. 

Workspace.  The employee shall designate a workspace within the remote work location for placement 
and installation of equipment to be used while teleworking.  GreenState will not be responsible for costs 
associated with the setup of the employees’ home office, such as remodeling, furniture, lighting, nor for 
repairs or modifications of the home office space. The employee shall maintain this workspace in a safe 
condition, free from hazards and other dangers to the employee and equipment.  The company may 
approve the site chosen as the employee’s remote workspace.   

Any company materials taken home should be kept in the designated work area at home and not be 
made accessible to others. 
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The company has the right to make on-site visits (with 48 hours advance notice) to the remote work 
location for purposes of determining that the site is safe and free from hazards, and to maintain, repair, 
inspect, or retrieve company-owned equipment, software, data, or supplies. 

Security.  Consistent with the organization’s expectations of information security for employees working 
at the office, telecommuting employees will be expected to ensure the protections of proprietary 
company and customer information accessible from their home office. While working remotely, 
employees need to be extra vigilant regarding security of information and devices. 

• Protecting devices from unauthorized access by storing them securely when not in use. 

• Not sharing company owned devices or your login and password information with household 
members. 

• Saving all content to the network, not desktop 
o Information saved to the desktop is not securely stored and protected.  

• Not printing documents or records at home.  These need to be printed at a company location 
with a company printer as these are network secured.  

• Keeping equipment password protected, following all data encryption and protection standards 
including the use of locked file cabinets and desk, regular password maintenance, and any other 
measures appropriate for the job and environment. 

Safety, Insurance, and Liability.  Employees working remotely will still receive full company benefits, 
including health insurance and worker’s compensation. 

Employees are expected to maintain their home workspace in a safe manner, free from safety hazards. 
Injuries sustained by the employee in a home office and in conjunction with his or her regular work 
duties are normally covered by the company’s worker’s compensation policy.  Telecommuting 
employees are responsible for notifying their employer of such injuries as soon as practicable. The 
employee is liable for any injuries sustained by visitors to his or her home worksite. 

Only equipment owned by the company and on loan to the employee is covered by the company’s 
chosen insurer. All other equipment is to be covered by the employee’s personal insurance provider. 
The company is not liable for loss, destruction, or injury that may occur in or to the employee’s 
home.  This includes family members, visitors, or others that may become injured within or around the 
employee’s home. 

Dependent Care.  Teleworking is not a substitute for dependent care.  Teleworkers will not be available 
during company core hours to provide dependent care. Someone, other than the employee must be 
available to care for children under the age of 12 while employee is working from home. 

Taxes.  It will be the employee’s responsibility to determine any income tax implications of maintaining 
a home office area.  The company will not provide tax guidance, nor will the company assume any 
additional tax liabilities.  Employees are encouraged to consult with a qualified tax professional to 
discuss income tax implications. 
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Communication.  Employees must be available by phone and email during their team core hours.  All 
client interactions will be conducted on a client or company site.  Participants will still be available for 
staff meetings, and other meetings deemed necessary by management. 

PERFORMANCE EVALUATIONS 
You should never be afraid to share your thoughts … whether it’s a compliment, a criticism, or just a need 

to talk. One of the ways that we keep things close is to have a semi-annual meeting with you and your 

direct supervisor. During that time, your performance will be reviewed, and you’ll have an opportunity 

for open dialogue about ways to improve processes, share feedback, etc. We evaluate team members on 

core competencies, goal completion and demonstration of GreenState Credit Union Values, Service 

Standards, and Credo.  Become very familiar with these items as they are vital to success in serving our 

members, our communities and each other. 

 

DISCIPLINE AND INVOLUNTARY TERMINATION 
The purpose of disciplinary guidelines is to provide a method of effectively dealing with employee 

performance that falls below an acceptable level or behavior that is inappropriate. Good conduct is 

expected of all employees and violations may result in disciplinary action. Although employment with 

GreenState Credit Union is “at will” and both the employee and GreenState Credit Union have the right 

to terminate employment with or without notice, GreenState Credit Union may use progressive discipline 

at its discretion. Disciplinary action may call for one or more of the following steps: performance 

counseling, performance warning, final warning, suspension, or termination depending on the severity of 

the problem. Steps may be skipped or combined depending on the circumstances of each situation and 

the nature of the offense.  Behavior that is illegal may be reported to local law enforcement authorities. 

 

PREDICTIVE INDEX ASSESSMENTS 
We like to play to our strengths, which also include yours. We also want to make sure to understand how 

to best make our team work together.  As part of your initial hire process, you were given a copy of the 

Predictive Index Assessment. The results of this assessment are provided to all new employees.  

Additionally, a copy of this assessment is available to the entire team so that we can continue to 

understand how to best utilize talents. 
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Benefits 
FLEXIBLE TIME OFF – SCHEDULED (FTO) 
(Available to all FT and PT non-commissioned employees) 

We want you to spend time with family and friends and take time for personal hobbies, activities, and 

commitments. We also don’t want anyone to feel like they cannot take time off.  Our policy is to empower 

GreenState Credit Union employees to take time off to reflect and recharge at their discretion, as long as 

work commitments are being met and overall performance isn’t compromised. Scheduled FTO is anything 

you have requested or arranged with your supervisor with greater than 24 hours’ notice.  Time off 

requests must be submitted through ADP and should be communicated with team members in advance 

of the scheduled time off.  

 

FLEXIBLE TIME OFF – UNSCHEDULED  (FTU) 

(Available to all FT and PT non-commissioned employees) 

Of course, not all time off requests can be planned in advance. We support staff who are grieving or are 

ill. We also support staff who are called to fulfill their civic duty through jury duty or deposition. If you 

need to take time away for any of these reasons, FTU time should be used.   

 

When an employee is unable to report for their scheduled work shift, they must contact their immediate 

supervisor promptly, giving the reason for FTU and expected period of absence. This procedure will be 

followed for each day the employee is unable to work. If the employee’s immediate supervisor is out of 

the office, the employee should follow proper protocol as requested by their supervisor. 

 

Jury Duty 

 Additional steps must be taken when an employee receives a jury duty notice or deposition. 

• When a jury duty notice or deposition has been received, your manager must be notified of the 

dates and time of service. 

• A copy of the notice must be provided to HR Benefits staff. 

• GreenState Credit Union shall receive the pay earned for jury duty.   

o Checks shall be endorsed payable to GreenState Credit Union. 

o The receipt (indicating date of service) and endorsed check should be forwarded to the 

Accounting Department for deposit. 

o Any compensation provided by the government for travel expenses shall be reimbursed to the 

employee. 
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OTHER PAID TIME 
There may be times when employees are able to work, but due to Credit Union circumstances or direction, 

they are not working.  Examples include:   

• Branch closure due to weather, natural disasters, or other early close reasons.* 

• Credit Union mandated quarantine due to positive test or exposure (through 08/31/2021 only; any 

time off taken for quarantine beyond this date will be coded as FTO). 

 

Should an employee work additional hours in the same week in which the Credit Union closes its branches 

due to weather, natural disaster, or other early close reasons, Other Paid Time (OPT) for branch closures 

will not be flexed.  Staff will be made whole at an 8 hour day (or whatever their standard schedule is for 

the day in which the Credit Union Closed.) 

 

IMPORTANT NOTES REGARDING TIME OFF 
• Member needs, performance goals, and project deadlines should be considered when planning time 

off. 

• Departmental coverage must be accommodated. For example, if every employee were to request to 

take 2 weeks off to celebrate a Hawkeye Rose Bowl victory, it wouldn’t be approved. 

• If you are planning to take a week or more of vacation, FTO requests must be submitted on ADP a 

minimum of one week in advance.  (Longer notice, of course, is welcomed and encouraged.) 

• Maximum continuous FTO/FTU allowed is two weeks (14 calendar days).  Any continuous time taken 

beyond two weeks will be unpaid until the employee’s return to work. 

• Managers reserve the right to deny time off requests based on business needs. 

• Employees who request and are granted FTO or FTU attached to one of the traditional holidays 

observed by GreenState Credit Union may not be approved for the same time off in the next calendar 

year.  First priority, regardless of rank and seniority, may be given to employees who did not receive 

time off attached to the holiday(s) in the previous calendar year. 

• FTO and FTU have no cash value upon termination of employment. 

• For purposes of time off tracking, both policies (scheduled and unscheduled) will be used on 

weekdays only (M-F).  “Saturday Time Off” applies to Saturday hours taken. 

• For purposes of the annual FTO requirement, both scheduled and unscheduled will count towards 

this requirement. 

• When recording FTO/FTU, be it scheduled or unscheduled, comments are recommended (sick, 

bereavement, jury duty, vacation, etc.) 
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HOW TO TRACK 
There may be instances when questions arise regarding the correct process for tracking time away based 

on the circumstances.  Below are examples to address these questions. 

 

1. Johnny calls in sick on Tuesday morning and is out for 2 days due to illness:  Unscheduled 

• On Thursday, Johnny finds out his test was positive:  OPT applies effective the date of 

his positive test.  * 

• Johnny’s doctor doesn’t test but rather recommends quarantining for 10 days from 

onset of symptoms:  OPT beginning the day of his doctor’s recommendation.* 

2. Betty leaves work early because she received a call from her daycare that her child was sick:  

unscheduled 

3. Lucy plans a trip to Canada to see her relatives three weeks from today:  Scheduled 

4. Tommy’s mother passes away unexpectedly, and he needs to leave work suddenly.  The day of 

the call as well as the next consecutive business day (which both fall within 24 hours) would be 

considered unscheduled. Any additional time later in the week (beyond the first 24 hours) would 

be considered scheduled. 

• If the next business day is a Saturday, the time off policy that should be used is the 

“Saturday Time Off” request 

5. June gets a jury duty notice in advance that she may be called to do her civic duty.  June notifies 

her supervisor and HR staff in advance but must wait until Sunday to call in to find out if she is 

scheduled to serve.  Because June notified her supervisor and HR in advance, if she finds out 

that she is scheduled to serve when she calls in, this is considered Scheduled time. 

6. Stevie has a doctor’s appointment scheduled in three days:  scheduled. 

7. Stevie finds out at the doctor’s appointment that she has strep and needs to stay home the next 

day:  unscheduled. 

8. Jason is required to quarantine due to positive test exposure and is unable to work from home:  

Other Paid Time* 

9. Jose is required to quarantine due to positive test exposure but is able to work from home:  

standard work hours apply, and Jose should be clocking in and out. 

10. Jim needs to stay home with his son because there was a positive exposure in the classroom:  

OPT* 

11. Helen needs to stay home with her kids due to the transition to hybrid or online learning:  work 

with supervisor to see what alternative work options may be available.  If unable to work 

consistent hours on an ongoing basis, FTO is applied initially, and staff/supervisor are directed to 

initiate further discussions with HR. 

*(OPT applies through 08/31/2021 only; FTO applies beyond that date.) 
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PARENTAL LEAVE (Available to all FT and PT non-commissioned employees)

In order to assist and support new parents with balancing work and family matters, GreenState Credit 

Union provides paid parental leave. This policy provides eligible employees with a period of time off for 

activities related to the care and well-being of their newborn or adopted child and follows provisions of 

GreenState Credit Union’s FMLA policy. 

 

To be eligible, the employee must have worked at GreenState Credit Union:   

• for at least 12 months and; 

• for at least 1,250 hours during the year preceding the start of the leave, and; 

• at a worksite where GreenState Credit Union employs at least 50 employees within a 75-mile radius 

 

An employee who leaves the Credit Union and is rehired within seven years, will be given credit for this 

prior service, and will be considered to have met the above eligibility requirements. 

 

Benefit: 

GreenState Credit Union will provide up to 4 weeks of 100% paid parental leave to the parent serving as 

the primary care giver following the birth or adoption of a child and must be used during the first six 

months following the birth or adoption. After 4 weeks, GreenState Credit Union will provide paid medical 

leave at 80% for up to 8 additional weeks. 

 

GreenState Credit Union will provide up to 4 weeks of 100% paid parental leave to the parent serving as 

the secondary care giver following the birth or adoption of a child and must be used during the first six 

months following the birth or adoption. Any time off exceeding 4 weeks will be considered unpaid time. 

 

If both parents work for GreenState Credit Union, a combined total of 12 weeks of paid leave will be 

provided for both caregivers. 

 

Definitions 

• Primary Care Giver – A primary caregiver is defined as someone who has primary responsibility for 

the care of a child through birth or adoption.  Note:  If both parents work for GreenState Credit 

Union, then only one parent can be designated as a primary caregiver at a time. 

• Secondary Care Giver – An eligible parent is defined as the spouse, same sex partner, or a new 

adoptive parent providing secondary care. An individual that adopts a spouse’s or partner’s child(ren) 

is not eligible for this benefit. 
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MEDICAL LEAVE (Available to all FT and PT non-commissioned employees)

Paid Medical Leave is to be used for any continuous or intermittent extended illnesses for employees or 

immediate family members and follows provisions of GreenState Credit Union’s FMLA policy. GreenState 

Credit Union will provide up to 2 weeks of 100% paid medical leave; following two weeks, GreenState 

Credit Union will provide paid leave at 80% of the employee’s wage for up to an additional 10 weeks. To 

be eligible, the employee must have worked at GreenState Credit Union: 

• for at least 12 months and; 

• for at least 1,250 hours during the year preceding the start of the leave, and; 

• at a worksite where GreenState Credit Union employs at least 50 employees within a 75-mile 

radius 

An employee who leaves the Credit Union and is rehired within seven years, will be given credit for this 

prior service, and will be considered to have met the above eligibility requirements.   

 

The leave must be taken for one of the following reasons: 

• the serious health condition of the employee 

• to care for a spouse, child, or parent with a serious health condition. 

 

Grandfathered employees with MML balances will first apply all MML to extended medical time away.  

MML will be applied beginning Day #1 of the leave.  Standard Medical leave procedures will follow once 

all MML has been exhausted, for up to a 12-week period. 

1. All medical leave granted must first be documented through Human Resource Benefits staff. Only 

Human Resource staff and supervisors have access to submit and manage Medical Leave time off 

requests through ADP.   

2. Paid Medical Leave may not be used for elective procedures or vacation. 

3. See the FMLA section below for full provisions of this job protection. 

4. If an employee is out on an extended leave and is receiving other supplemental income (e.g.: 

Workmen’s compensation, etc.) the employee is not eligible to receive additional Paid Medical Leave. 

5. Paid Medical Leave has no cash value upon termination. 

 

MILITARY LEAVE (Available to all FT and PT non-commissioned employees)

GreenState Credit Union fully supports our nation’s military personnel. An employee who is called to 

active duty is afforded protections under the State of Iowa and United States Federal Law. Employees 

who are required to serve in any branch of the Armed Forces of the United States or are engaged in 

military service will be given the necessary time off.   
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While on leave, military personnel will be paid up to 80% of their GreenState Credit Union pay, less their 

pre-tax “basic pay” military wages. Military orders, and the Leave and Earnings Statement should be 

presented to HR Benefits Staff. Employees are required to give advance notice of their military 

obligations to GreenState Credit Union, unless military necessities make this impossible. Employees 

must notify HR Benefits staff of their intent to return to employment based on requirements of the law. 

 

PERSONAL UNPAID LEAVE  
Personal Unpaid Leave applies to the following instances: 

• Any continuous FTO/FTU exceeding 2 weeks. 

• Parental Primary Care Giver Leave that occurs 6 months beyond the birth or adoption date. 

• Parental Secondary Care Giver Leave over and above the 4 weeks of paid leave provided. 

• Those who have not yet met the provisions of GreenState Credit Union’s FMLA policy and are in 

need of extended or intermittent leave.  If an employee not eligible for FMLA is taking leave beyond 

two weeks of paid time, any additional approved continuous or intermittent time off for related 

medical conditions will be personal unpaid time. 

• Any leave that extends beyond 12 weeks in a rolling 12-month period. 

• Beyond 12 continuous weeks of paid leave, any planned time off during a 30-day period 

immediately following the leave will be unpaid. 

• Those on military leave, whose military pay exceeds the 80% threshold of GreenState Credit Union 

pay. 

• Staff not eligible for paid leave benefits including:  commissioned employees, interns, and seasonal 

staff.  

• Managers reserve the right to deny any FTO/FTU request based on business needs.  If a time off 

request was not approved and the employee proceeds to take the unapproved day off, the time away 

will be unpaid and performance discussions may occur.  

 

REQUIRED TIME OFF 
To help ensure balance for staff, all full-time employees (including commissioned employees) must be out 

of the office a minimum of 10 FTO days per year, beginning in the first full calendar year following an 

employee’s initial hire date. These days can be consecutive but are not required to be. Sabbatical and 

Medical Leave taken will count towards this requirement. Paid holidays are excluded from this 

requirement. 
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TIME OFF POLICY 
1. The workweek for a non-exempt employee is a 40-hour unit. Time off will not initiate overtime pay 

within the standard work week. That is, in a full work week that includes time off, approved overtime 

minutes up to the total minutes taken in time off will be paid at the regular rate. Extra minutes 

exceeding the time off total will be paid at the overtime rate. 

2. FTO and Flex Time 

o When possible, GreenState Credit Union supports a flexible work schedule. 

o For all staff scheduled to work rotating Saturdays, GreenState Credit Union makes every effort to 

reduce their work week schedule the following week, for the hours worked on the previous 

Saturday. 

o If staff work excess hours during a week in which FTO is scheduled or taken, FTO will be reduced 

by the excess number of hours worked, and any remaining time off will  be recorded as FTO time 

taken.   

3. Misuse and/or abuse of time off policies including, but not limited to, falsifying time records, excessive 

absences, lateness, or excessive patterns of absence or lateness may lead to corrective action, up to 

and including termination of employment.   

4. An employee is required to provide a return to work release if ill for three or more consecutive dates.  

The doctor’s release must be turned in on the date the employee returns to work. The doctor’s release 

must clearly state the dates the employee was off work or under care as well as any restrictions that 

may apply. 

5. Employees who fail to report to work for three consecutive days without notifying GreenState Credit 

Union will be considered as having voluntarily resigned as a result of job abandonment. 

 

INCLEMENT WEATHER  
When inclement weather conditions occur, staff members are expected to make every reasonable 

effort to get to work on time. If it is apparent a staff member cannot safely get to work on time, they 

should keep their supervisor advised as to if and when they expect to arrive at work. While GreenState 

Credit Union will always take the action that is deemed to be in the best interest of its staff, membership 

and the community, ultimately the decision about whether or not to travel during inclement weather 

has to be an individual one based on each person’s circumstances. 

 

During extremely inclement weather, when it appears that the interests of all concerned will be best 

served by closing, appropriate decisions and announcements will be made via email and/or GreenState 

Credit Union’s website. 

 

If the Credit Union should close temporarily (e.g.: due to a tornado warning) all staff must retreat to a 

safe area of the building (lower level or stairwell) until the weather warning has passed. Corporate cell 

phones and flashlights are available at each branch location for storm tracking and safety purposes. Staff 

who are actively working will remain on paid time during this temporary close.  
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If the Credit Union should close for the day due to weather conditions, FT staff will be paid for a 

standard 8-hour workday. PT and Seasonal staff actively working at the time of close will be paid for 

hours worked up to the close. 

 

Should one of our locations close due to unforeseen circumstances (e.g.: water main break, fire damage, 

etc.) staff may be reassigned to another location, asked to work remotely, or may be sent home. If sent 

home, FT staff will be made whole at a standard 40 work week. PT staff will be paid for hours worked. 

 

OBSERVED HOLIDAYS 
GreenState Credit Union is closed in honor of the following holidays: 

• New Year’s Day* 

• Martin Luther King Jr. Day 

• President’s Day 

• Memorial Day 

• Juneteenth Day* 

• Independence Day* 

• Labor Day 

• Indigenous Peoples Day (Columbus Day)* 

• Veterans’ Day* 

• Thanksgiving 

• Christmas Day* 

*If the holiday falls on the weekend, GreenState Credit Union typically closes on the closest weekday 

aligning with Federal Reserve holidays. 

 

For each holiday observed, full-time non-commissioned employees receive 8 hours of holiday pay, and 

part-time staff receive 4 hours of holiday pay. Employees on unpaid leave are not eligible to receive 

holiday pay. 

 

SABBATICAL LEAVE 
GreenState Credit Union provides a paid, required sabbatical leave to all Full-time and Part-time 

employees to promote a healthy balance between work and home and to encourage both personal and 

professional growth through an extended leave period.  

 

Employees are eligible at 15 years of service and 25 years of service from their adjusted rehire date.  An 

employee who leaves employment of the Credit Union and is rehired within two years will be given 

credit for prior years of service in terms of sabbatical eligibility.   Employees have two years from their 

eligibility date to apply for and use their leave.  Exceptions apply to grandfathered staff defined as 1) 

hired prior to the 01/01/16 implementation of Sabbatical Leave or 2) staff hired through acquisition.  If  
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the years of service requirements are already met at the time of acquisition, acquired staff are ineligible 

to take sabbatical the first year immediately following the acquisition date; and instead, must schedule 

and take their Sabbatical within 4 years following their 1 year of service anniversary with GreenState 

Credit Union. 

 

The duration of sabbatical leave is 4 weeks.  This leave is in addition to, but should not be used in 

conjunction with FTO, Medical Leave, or Parental Leave.   

 

To be eligible, staff are required to attain and maintain a performance rating of successful or higher on 

their most recent performance evaluation.  Any employee that does not meet this requirement will need 

to wait until s/he attains such rating. Time off taken for FMLA will not count against an employee when 

determining eligibility. 

 

Sabbatical applications must be submitted to an employee’s immediate supervisor at least 60 calendar 

days prior to the proposed leave and should be requested during a time that does not conflict with 

GreenState Credit Union service needs; applications are located on GreenState Credit Union’s benefits 

website. If appropriate notice is not given, the request may be delayed. Subject to extreme conditions, 

GreenState Credit Union reserves the right to delay or cancel the employee’s leave. 

 

During the time an employee is out of the office, their duties shall be disseminated to other department 

staff at the direction of the immediate supervisor. Employees are not permitted to access email, voicemail, 

access any work systems, or complete any GreenState Credit Union work during their leave. Departments 

will not be allowed to add temporary or seasonal staff to backfill the duties and responsibilities of an 

employee utilizing the sabbatical. Each immediate supervisor reserves the right to designate blackout 

periods, based on business need. 

 

Sabbatical Pay and Benefits 

• Full-time employees will be eligible for 100% of their base pay while on leave based on a 40-hour 

work week.   

• Part-time employees will be paid based on average weekly hours worked over the previous 12 

months at their current rate of pay (not exceeding hours per week).   

• 100% commission employees (excluding Wealth Management) will be paid an average of 4 

weeks’ pay based on the same four-week period in the year prior to eligibility. 

• 100% commission Wealth Advisors will be paid commissions as normal. 

• During sabbatical leave scheduled performance appraisals and salary adjustments will be 

postponed until the employee returns. 

• Employee incentive payouts while on sabbatical leave will be subject to the terms and conditions 

of the specific incentive plan for which they are eligible. 

• While on leave, current benefits will continue under the same level and conditions as if the 

employee had continued to work.  
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• If the employee chooses not to return to work following the completion of their leave, GreenState 

Credit Union will require the employee to reimburse the entire amount it paid for the employee's 

insurance premiums during the leave period.  The employee’s termination date will be considered 

the last day of their sabbatical.  

• An employee who returns to work full-time or for their standard work shift for at least 30 calendar 

days is considered to have “returned” for purposes of the Sabbatical policy.  An employee who 

transfers directly from taking the Sabbatical to retirement, or who retires during the first 30 days 

after returning to work is considered to have returned to work. 

 

There is no cash value to Sabbatical upon employment end. 

 

INSURANCE COVERAGE 
Health, Dental, Vision, Life, Accidental Death and Dismemberment (AD&D), and Long-term Disability (LTD) 

Insurance coverage is offered to all Full-time employees. Coverage is effective the first of the month 

following 60 days of service. When status changes occur (PT to FT), insurance coverage eligibility dates 

are determined based on length of service. Employee premiums are deducted twice per month. 

 

Employees have the option to change their health insurance contract when a major life event occurs; this 

election/change of insurance coverage must be completed within 31 days of the major life event.  

Coverage is effective on the date of the life event. 

• For any changes that occur prior to the 15th of the month, full monthly premiums for the new 

coverage level will be collected for that month. 

• For any changes that occur after the 15th of the month, premiums for the new coverage level will 

begin the second payroll of the month. 

 

When employment ends, coverage ends on the last day of the month in which the employment ended.  

 

FLEXIBLE SPENDING ACCOUNT (FSA) PLAN 
Health, dental and vision insurance premiums are automatically deducted with pre-tax dollars through 

the Flexible Spending Account (FSA) program. The FSA program also offers additional voluntary 

opportunities for staff to pay for select monthly out of pocket expenses with pre-tax dollars including both 

Medical Expenses and Dependent Care.  By paying for these expenses on a pre-tax basis, taxable income 

is lowered resulting in more take-home pay for participating staff. New employees are eligible to 

participate in Dependent Care Reimbursement on the first of the month following 60 days of service.  Staff 

are eligible to enroll in the medical care expense reimbursement program each year during open 

enrollment at the end of the calendar year.   
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HEALTH SAVINGS ACCOUNT (HSA) 
Staff enrolled in GreenState Credit Union’s High Deductible Health (HDHP) plan can elect to contribute to 

a Health Savings Account (HSA) to pay for qualified out-of-pocket medical, dental, and/or vision expenses.  

The HSA is a personal account separate from an employee’s GreenState Credit Union benefits that allows 

for pre-tax contributions. By paying for these expenses on a pre-tax basis, taxable income is lowered 

resulting in more take-home pay for participating staff. New employees that enroll in the HDHP are eligible 

to participate in the HSA on the first of the month following 60 days of service. 

 

RETIREMENT PLAN 
GreenState Credit Union provides all permanent employees with an opportunity to save for retirement 

through a Roth or Standard tax-deferred 401(k) plan. 

 

All employees are eligible to begin participating in this plan on the first payroll following 60 days of service 

and attainment of age 18.  As a participant, an employee may elect to contribute up to the IRS elective 

deferral limit each calendar year. The Credit Union offers a Safe Harbor Match for all participating staff. 

GreenState Credit Union also provides a discretionary match opportunity based on both employee 

contribution levels and years of service. For staff that have participated in the plan for less than 5 years, 

the total match opportunity is up to 5% (safe harbor plus discretionary). For staff that have participated 

in the plan for 5 years or longer, the total match opportunity is 11% (safe harbor plus discretionary.) 

 

Employees are always 100% vested in the contributions they choose to defer, as well as in the Credit 

Union’s Safe Harbor Match contributions. Employees are vested in discretionary contributions after being 

employed for three (3) or more years in which 1000 hours or more have been worked. 

INCENTIVE PLANS 

Incentive plans that support the mission of GreenState Credit Union and drive its strategic objectives are 

available to member-facing and executive leadership staff.  Plans are reviewed and adjusted annually 

based on strategic objections. The key principles of the Incentive Plans are to:  1) clearly identify 

performance objectives and the keys to success, 2) link additional compensation opportunities to 

performance in areas that the employee can influence, and 3) reward the employee for performance that 

supports the business objectives of GreenState Credit Union. More information about GreenState Credit 

Union incentive plans can be found on GreenState Credit Union’s internal intranet. 
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EMPLOYEE REFERRAL BONUS 
Employees who refer candidates for employment at GreenState Credit Union are eligible for an 

employee referral bonus.  

See Incentive Policy for full guidelines and parameters regarding Employee Referral incentives. 

OTHER BENEFIT OFFERINGS 
Log onto the internal Benefits Portal for more details and a current list of all employee perks and 

discounts.  

 

Workplace Policies and Professional Conduct 
DRESS CODE 
Our employees are ambassadors of the Credit Union and are expected to represent GreenState Credit 

Union in a positive light. Outstanding service, positive behavior, and a polished personal appearance are 

important factors in creating and maintaining a favorable business image. The way we dress affects the 

way we think, the way we feel, the way we act, and the way others react to us. 

Business Dress Code Guidelines   

Business casual dress is the minimum standard that must be observed when you are working with the 

membership, representing the company, in a sales position, or interacting with business partners. This 

includes when a member or a business partner visits the office, or GreenState Credit Union employees 

are representing the company in the business community. If you are a speaker at a business event, 

professional dress is the expectation. Specific guidelines apply to business casual dress:   

• Name tags must be worn.   

• Pressed collared dress shirts/polos are acceptable. 

o Polos must be tucked (men); belts are recommended.   

o Fitted polos (“smediums”), athletic polos (Hawkeye, NFL, etc.), or popped (flipped up) 

collars are not acceptable. 

• Sweaters/pullovers are acceptable; sport pullovers are not. 

• Sleeveless tops are allowed for women; however, strapless, halter or spaghetti straps are not 

acceptable unless covered by a jacket or sweater.   

• Pressed khakis/slacks should be worn. 

• Jeans are acceptable Friday through Sunday.  Jeans must be: 

o Dark wash only and paired with a GreenState Credit Union shirt (polo, button down, 

quarter zip, sweater, etc.) or approved shirts/sweaters as described above.    

o Jeans with holes, rips, frays, or stud embellished pockets that can rip chairs are not 

acceptable. 

• Leggings may only be worn if there is a top that covers the front and back (mid-thigh length). 

• Skirts and dresses must cover a majority of the thigh when sitting.   
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• Clothing that is too revealing is prohibited.  

• Clothing should be clean, and pressed, and the body should be clean with minimized body 

odors.   

• Shoes must be clean and in good repair. 

• Dress shoes are required for men. (Tennis shoes, flip flops, sandals, etc. are not acceptable.) 

• Dress shoes/sandals are required for women. (Tennis shoes, flip flops, casual sport sandals, etc. 

are not acceptable.)  

• Derogatory tattoos are not acceptable; full limb tattoos need to be covered. 

• Face, tongue, or nose piercings are not acceptable (unless the nose piercing is a clear spacer.) 

• Employees should be well-groomed and professional in appearance. 

• Jewelry must be tasteful and not to the extreme.  

• Chewing gum is not acceptable. 

Casual Dress Code Guidelines 

Casual dress is allowed when an employee works or is scheduled to work in a non-member facing/non-

sales role. Clothing that works well for the beach, yard work, dance clubs, exercise sessions, and sports 

contests are not appropriate for a professional, casual appearance at work. Nor is clothing that reveals 

too much cleavage, your back, your chest, your stomach or your undergarments.   

• Name tags must be worn.   

• Clothing should be clean and pressed, and the body should be clean with minimized body 

odors.   

• Leggings may only be worn if there is a top that covers the front and back (mid-thigh length). 

• Shoes must be clean and in good repair. Dress shoes are preferred. Tennis shoes and dressy 

sandals are acceptable. 

• Employees should be well-groomed and professional in appearance. 

• The following items are unacceptable: 

o Sweatpants, athleisure yoga pants 

o Hoods 

o T-shirt, sweatshirts, jerseys 

o Shorts 

o Jeans with holes, rips, frays, or stud embellished pockets that can rip chairs. 

o Flip flops or sport sandals (Birkenstocks, Tevas, Keens, etc.). 

o Hats 

o Strapless, halter tops, spaghetti straps unless covered by jacket or sweater; sleeveless is 

OK. 

o Mini-skirts or overly short dresses (must cover a majority of thigh when sitting) 

o Face, tongue, or nose piercings (unless the nose piercing is clear spacer) 

o No derogatory tattoos 

 

Evaluating professional dress is challenging at best. Staff are asked to be respectful of supervisors, 

coworkers, and members by adhering to the outlined guidelines and using common sense judgment when 

dressing for each workday. 
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If dress and appearance do not reflect the image and standards set by the Credit Union, you will be subject 

to counseling or corrective action. If you report to work dressed inappropriately, you may be sent home, 

without pay, to dress in accordance with the dress code guidelines.   

 

Exceptions: 

• There may be exclusions to the dress code policy for religious, ethnic, cultural, diversity, or health 

reasons, as well as for special events such as fund-raising or Black and Gold Days. 

• Staff that work in maintenance positions will be supplied with uniforms, including pants and 

GreenState Credit Union logo shirts (in GreenState Credit Union branded colors). 

 

CALLS, EMAIL, INTERNET, AND WORKSPACE 
The use of phone, messaging tools, Internet and workspace by credit union employees is a privilege, not 

a right.  Access to one or all of the services may be revoked at any time for inappropriate or irresponsible 

conduct.    All employees must exercise great caution when using their phone, e-mail, instant messenger, 

and Internet accounts, to protect the credit union’s computer systems and network resources and to 

protect sensitive information from unauthorized disclosure. 

• All electronic systems, offices and workspaces provided by GreenState Credit Union are the 

property of GreenState Credit Union. 

• When it comes to desks, workspace and storage areas, users should have no expectation of 

privacy. 

• Monitoring devices are in place to track activity of electronic systems. 

• Employees are expected to keep personal calls, texts, and emails, etc. to a minimum throughout 

the workday to keep focus and maintain efficiency. Limited personal use is acceptable but may be 

monitored. GreenState Credit Union reserves the right to limit or revoke privileges. Users should 

have no expectation of privacy. 

• Credit union employees are encouraged to use their e-mail accounts to facilitate business 

correspondence through the use of attached files and documents. However, email and associated 

attachments are not secure when sent to outside parties and subject to compromise unless 

[secure] is noted in the subject line of the email. Emails should not contain personal information 

(member number, social security number, etc.) in the message or attachments unless they are 

sent securely. 

• Prohibited uses of GreenState Credit Union electronic devices include but are not limited to:  the 

transmission of vulgar, profane, insulting or offensive messages, such as racial, ethnic or sexual 

slurs; the solicitation of non-credit union related personal or business ventures; the sending of 

confidential information; and subscriptions to non-credit union related news or information 

services. 

• Failure to comply with all guidelines may, at the full discretion of the organization, result in the 

suspension of any or all privileges, and disciplinary action up to and including termination of 

employment.   
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• GreenState Credit Union may seek reimbursement for any charges or liability incurred from the 

employee’s unauthorized or illegal use of the device.   

• Upon separation of employment, all GreenState Credit Union provided equipment must be 

returned. Failure to return device(s) will result in reimbursement to GreenState Credit Union. 

 

LEGAL HOLDS 

Should an employee receive notification or communication regarding one the below triggering events, 

the Executive VP/IT and/or Executive VP/HR is to be contacted immediately to review the notice to 

determine the appropriate course of action and if necessary, preserve electronic data. 

1. A preservation letter or other written notice from opposing counsel  
2. Pre-litigation discussions, demands and agreements (including verbal ones) with opposing party 

or its counsel 
3. Other facts or circumstances that would put a reasonable person on notice of potential litigation 

• Incident reports 

• Notification of insurer/indemnitor of claim 

• Hiring a lawyer, investigator, expert 

• Internal investigation 

• Complaint filed with regulator (e.g., EEOC, ICRC) 
 

TOBACCO FREE WORKSITE 
Smoking or other use of tobacco or tobacco-like products on company property, at any time, is strictly 

prohibited. This includes any emerging tobacco product or simulated smoking device. This also includes 

all nicotine products not regulated or approved by the Food and Drug Administration (FDA). Prohibition 

includes any and all buildings, owned, leased, rented and areas maintained by GreenState Credit Union; 

any grounds, parking lots, ramps, plazas, or contiguous sidewalks; and in vehicles owned or leased by 

GreenState Credit Union. Use of tobacco or tobacco-like products in any vehicle of any employee, 

contractor, vendor, or visitor when on GreenState Credit Union property is prohibited. The distribution 

or sale of all tobacco products is prohibited.  There are no designated smoking areas within any 

GreenState Credit Union location or on any grounds.   

 

All employees, members, board members, visitors, vendors, contract workers, volunteers or any person 

coming on grounds or to the facility must comply.   
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DRUG AND ALCOHOL POLICY 
GreenState Credit Union will not tolerate or condone substance abuse or intoxication at work. It is 

GreenState Credit Union’s policy to maintain a workplace free from drug and alcohol use or their effects.  

Any employee who engages in the sale, use, possession or transfer of illegal drugs or controlled 

substances, or who offers to buy or sell such substances, or the abuse of prescription drugs will be 

subject to disciplinary action up to an including termination. Legally drinking for Credit Union sponsored 

events, such as Beer Cart Friday or Wine after Five, and at company functions is acceptable. Not being 

able to hold your alcohol is not. Use your best judgment. Employees may not possess or provide their 

own alcohol for any credit union sponsored event.  Employees shall not display or keep alcohol or 

alcohol related products in their workspace.  Violation of this policy may lead to disciplinary action up to 

and including termination. 

 

CODE OF ETHICS 
GreenState Credit Union’s Code of Ethics is designed to promote a responsible and ethical work 

environment and applies to all GreenState Credit Union employees, directors, and volunteers. See Policy 

BD-105 for a full copy of the Code of Ethics Policy to review the Code as well as your responsibilities.  

Managers, Employees and Directors are expected to exhibit individual leadership as role models for 

maintaining the highest standards of ethical conduct and creating a culture of open and honest 

communication. 

 

If you have concerns about activities which you suspect to be possible violations of the Code of Ethics, the 

following procedures may be utilized to achieve resolution: 

• First, contact your direct supervisor unless there are circumstances that preclude you from 

doing so.   

• Second, if you have raised an issue and you do not think it is getting proper attention, or if your 

supervisor cannot find the appropriate answer in a timely manner, you may relay your concern 

to the Human Resources or Sr VP/Corporate Oversight. 

• If assistance is still needed, or if you are uncomfortable with taking the above steps, you may 

contact the Ethics Hotline at 1-844-782-0435. Reports to the Ethics Hotline or Website 

(www.greenstate.ethicspoint.com) may be made anonymously.  There is also a mobile-

compatible intake for ethics concerns:  https://greenstate.navexone.com 

 

  

http://www.greenstate.ethicspoint.com/
https://urldefense.com/v3/__https:/greenstate.navexone.com__;!!PTXEdEQ!LsQNE8Hn8ececcyNhjZbrnUuXUHMk0Bi1twTBUtYadR0LEnTK978VfQSmIiTxxvTPg$
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RESPECTFUL WORK ENVIRONMENT 
Harassment in the workplace based on a person’s race, creed, color, sex, national origin, religion, age, 

veteran status, sexual orientation, gender identity, marital status, mental or physical disability, or any 

other characteristic protected by law will not be tolerated concerning employees, applicants for 

employment, or third parties (e.g.: board of directors, members, volunteers, vendors, etc.) 

It is the policy of GreenState Credit Union to abide by federal and state laws that prohibit harassment and 

to maintain and employment atmosphere free of harassment, intimidation or coercion based on a 

protected characteristic. Supervisors and Managers at all levels are responsible for creating an 

atmosphere free of discrimination and harassment. 

Claims will be investigated objectively, fairly, and in a timely manner. Unlawful harassment of any 

employee, by any other employee or third party will not be tolerated. If investigation of a complaint of 

unlawful discrimination or harassment produces relevant evidence has occurred, appropriate corrective 

action, up to and including termination, will occur. Reporting of any claims is encouraged and employees 

doing so will be protected from retaliation. 

The following are some examples of conduct that may constitute unlawful harassment: 

• Use of an offensive or demeaning terms related to race, creed, color, sex, national origin, religion, 

age, veteran status, sexual orientation, gender identity, marital status, mental or physical 

disability, or any other characteristic protected by law 

• Objectionable physical proximity or physical contact 

• Unwelcome suggestions regarding, or invitations to, social engagements or work-related social 

events 

• Any indication, express or implied, that an employee’s job security, job assignment, conditions of 

employment or opportunities for advancement depend, or may depend on the granting of sexual 

favors to any other employee, supervisor, or manager. 

• Any action relating to an employee’s job status which is, in fact, affected by consideration of the 

granting or refusal or social or sexual favors. 

• The deliberate or careless creation of an atmosphere of unlawful harassment or intimidation 

• The deliberate or careless express of jokes or remarks of an offensive nature to or in the presence 

of employees who may find such jokes or remarks offensive 

• The deliberate or careless display or dissemination of materials (such as cartoons, articles, 

pictures, screen savers, images, and/or written messages on clothing, etc.) which have an 

offensive content and which are not necessary for our work, to employees who may find such 

materials offensive. 

All employees should be mindful to treat their co-workers, subordinates, supervisors, managers, 

members, and third parties with respect at all times.   
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Reporting Complaints  

• Any employee who feels that he or she is being subject to discrimination or harassment in any 

form, is encouraged, if they feel comfortable doing so, to confront the harasser regarding their 

behavior.  Often, this action alone, will resolve the problem.   

• Reports of harassment or discrimination should be made immediately (if possible, within 48 

hours), regardless of the offender’s identity or position, and should be made to your supervisor. 

• If you seek alternative resources for reporting your concerns, you may also reach out directly to 

Human Resources or the Sr VP/Corporate Oversight. 

• If assistance is still needed, or if you are uncomfortable with taking the above steps, you may 

contact the Ethics Hotline at 1-844-782-0435. Reports to the Ethics Hotline or Website may be 

made anonymously.   

 

Resolution of Complaints 

• GreenState Credit Union will attend to all complaints of discrimination and harassment through 

either an investigational inquiry or formal complaint process. An inquiry may be performed to 

determine the depth of the investigation necessary. Complaints will be handled promptly, 

impartially and discreetly.   

• The process of an investigational inquiry is intended to be flexible so as to enable the complaint 

to be addressed as quickly and effectively as possible. GreenState Credit Union may decide it is 

necessary to take action to address such conduct beyond an investigational inquiry, even if the 

alleged victim has requested that no action be taken. This decision will be discussed with the 

individual. The best course of action in any case will depend on many factors and, therefore, the 

inquiry process remains flexible. 

• The formal complaint process involves an impartial investigation of the allegations made. Two 

trained and impartial employees of the Credit Union shall be designated to hear and to 

investigate grievances and charges of harassment. Any employee claiming that s/he has been 

harassed or discriminated against will be expected to present a thorough description of each 

specific incident, including times, places, dates, and witnesses, if any.   

• All reasonable efforts will be made to process complaints in a timely manner considering the 

nature of the allegations and the circumstances surrounding the complaint process. The 

committee will begin the investigation of the complaint with an interview with the complainant. 

The accused party will be interviewed regarding the specifics of the allegations and given an 

opportunity to respond. The committee may also interview other people believed to have 

pertinent factual knowledge of the allegations. Anonymity will be protected to the maximum 

extent possible. All records of resulting investigations shall be kept confidential to the maximum 

extent possible while allowing GreenState Credit Union to meet its obligation to investigate such 

complaints. Upon the conclusion of the investigation, the committee of two will provide a 

written report to the Executive VP/Human Resources. 
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WORKPLACE VIOLENCE POLICY 
Threats of imminent violence, violent incidents, or dangerous or emergency 
situations should be reported immediately to the local police at 911.  If dialing 
from a credit union work phone, dial 9-9-1-1. 
 
GreenState Credit Union is committed to promoting and maintaining a safe and secure working 

environment for its employees, members, vendors, and community. Violent behavior, threats of 

violence, or physical intimidation will not be tolerated in the workplace. If such conduct occurs, it should 

be promptly reported to the proper authority and investigated. GreenState Credit Union will take 

appropriate action in response to reports of such conduct. Employees found to have violated this policy 

will be subject to disciplinary action, which may include immediate dismissal. In addition, GreenState 

may assist in pursuing civil penalties, criminal penalties, or other appropriate action against the 

offender.  

 

Anyone who believes that he or she is a victim of threatening or violent conduct in the workplace, or 

who observes such behavior or believes a credible threat of such behavior exists, should immediately 

report the conduct. Those who make such reports in good faith will be protected from any retaliatory 

employment actions. 

 

Prohibited Conduct 

Prohibited conduct in the workplace includes violent behavior, physical attacks, verbal or physical 

threats of violence, physical intimidation, stalking, or property damage committed by or against any 

staff, member, vendor, board of director, or guest.  Prohibited conduct does not encompass lawful acts 

of self-defense or the defense of others. Most personal situations need not be reported to GreenState 

Credit Union unless they pose a risk of violence in the workplace. Examples of personal situations that 

could pose a risk of violence in the workplace and should be reported to the appropriate authority 

include, but are not limited to: 

• Incidents or threats of domestic violence against an employee where it is possible that the 

threatening party could seek out the employee at work; 

• Receipt of threatening or harassing telephone calls, emails, or other communications; 

• Unwanted pursuit or threats by an outside party who has been observed at or near the 

workplace; and 

• Any situation in which an employee has obtained a protective or restraining order naming his or 

her workplace as a prohibited area of contact. 

 

Employees facing personal situations that involve violence or the potential for violence are encouraged 

to seek confidential counseling assistance through the GreenState EAP program:  1-800-327-4692. 
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Responsibilities 

The prevention of workplace violence is a shared responsibility. Depending on the circumstances, 

GreenState Credit Union may be obligated to report incidents to external agencies. GreenState’s policy 

is to fully comply with its reporting obligations in all cases.   All employees are responsible for the 

following: 

• Report violent incidents or threats of imminent violence to Human Resources Staff, Executive 

leaders, or local police by calling 911. 

• Report warning signs of actual or potential violent or hostile behavior that may affect the 

workplace as soon as possible to Human Resources Staff, Executive leaders, or local police by 

calling 911. 

• Be alert to behaviors or attitudes that may be indicators of disruptive, threatening, or violent 

behaviors such as: recent changes in behavior, appearance, or demeanor; work or personal 

crisis; withdrawal from normal activities or contacts; substance abuse; threats or references to 

violence or self-harm; possession of or fascination with weapons; and expressions of being 

wronged, humiliated, or degraded. 

 

WEAPONS 

To ensure that GreenState Credit Union maintains a workplace safe and free of violence for all employees, 

GreenState prohibits the possession or use of dangerous weapons on company property.  All employees 

are subject to this provision, along with contract workers, temporary employees, visitors, and members 

on company property.  A license to carry the weapon on company property does not supersede company 

policy.  Any employee in violation of this policy is subject to disciplinary action up to and including 

termination. 

 

“Company property” is defined as all company-owned or leased buildings and surrounding areas such as 

sidewalks, walkways, driveways, and parking lots under the GreenState’s ownership or control. This policy 

applies to all company-owned or leased vehicles and all vehicles that come onto company property. 

 

“Dangerous weapons” include firearms, explosives, knives, and other weapons that might be considered 

dangerous or that could cause harm. Employees are responsible for making sure that any item possessed 

by the employee is not prohibited by this policy. 

 

GreenState Credit Union reserves the right at any time and at its discretion to search all company-owned 

or leased vehicles and all vehicles, plus packages, containers, briefcases, purses, lockers, desks, 

enclosures, and persons entering its property, for the purpose of determining whether any weapon is 

being, or has been, brought onto its property or premises in violation of this policy. Employees who fail or 

refuse to promptly permit a search under this policy will be subject to discipline up to and including 

termination. 
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FAMILY AND MEDICAL LEAVE ACT (FMLA) 
GreenState Credit Union is committed to compliance with the Family and Medical Leave Act of 1993 

(“FMLA”). This job protection applies to all employees eligible for leave under FMLA.  An employee who 

has been employed at GreenState Credit Union for at least 12 months and has worked at least 1250 

hours during the 12-month period preceding the request for leave is eligible for Family and Medical 

Leave (FML). GreenState Credit Union will grant eligible employees under FMLA up to 12 workweeks 

during a 12-month period. An eligible employee is entitled to take up to 12 weeks of job protected FML 

for the following reasons: 

• Birth of a child and in order to care for that child 

• Placement of a child for adoption or foster car 

• Care for a spouse, child, or parent with a serious health condition 

• The serious health condition of the employee.  

 

A serious health condition means an illness, injury, impairment, or physical or mental condition that 

involves: 

• Any period of incapacity or treatment connected with inpatient care (i.e.: an overnight stay) in a 

hospital, hospice, or residential medical facility; 

• Any period of incapacity requiring absence of more than three calendar days from work, or 

regular daily activities that involved continuing treatment by (or under the supervision of) a 

health care provider; or 

• Continued treatment by (or under the supervision of) a health care provider for a chronic or 

long-term health condition that is incurable or so serious that, if not treated, would likely result 

in a period of incapacity of more than three calendar days, and for prenatal care. 

 

Employees or Managers with questions about what illnesses are covered under this FMLA policy or 

GreenState Credit Union’s FTO policy should consult with HR Benefits staff. GreenState Credit Union 

may require an employee to provide a health care provider’s certification of the serious health 

condition. Failure to provide certification may result in a denial of leave. 

 

If an employee takes FTO for a condition that progresses into a serious health condition, FMLA will begin 

at the time the completed medical certification is returned. 

 

An eligible employee can take up to 12 weeks of leave under this policy during a 12-month period.  

GreenState Credit Union will measure the 12-month period as a rolling 12-month period measured 

backward from the date an employee uses any leave under this policy. 

 

If a husband and wife both work for GreenState Credit Union, and each wish to take leave for the birth 

of a child, adoption or placement of a child in foster care, or to care for a parent (but not a parent “in-

law”) with a serious health condition, the husband and wife may only take a total of 12 weeks of leave.  

For purposes of Parental leave, mom’s medical recovery does not apply towards the possibly combined 
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12 weeks of baby bonding. For example, with a standard birth, mom may have 6 weeks of medical 

recovery following by 6 weeks of baby bonding time; this means there would be an additional 6 weeks 

of leave remaining that a secondary care giver could take totaling 12 weeks of baby bonding leave. 

 

While on leave, employees are requested to report periodically to the Human Resource Department 

regarding the status of the medical condition, and their intent to return to work. 

 

Employee Benefits during Leave 

• While an employee is on leave, GreenState Credit Union will continue the employee’s health 

benefits during the leave period at the same level and under the same conditions as if the 

employee had continued to work. 

• If the employee chooses not to return to work for reasons other than a continued serious health 

condition, GreenState Credit Union will require the employee to reimburse the entire amount 

paid for the employee's health insurance premium during the leave period. 

o An employee who returns to work full-time or for their standard work shift for at least 

30 calendar days is considered to have “returned” for purposes of FMLA. Furthermore, 

an employee who transfers directly from taking FMLA to retirement, or who retires 

during the first 30 days after returning to work is considered to have returned to work. 

o Planned Credit Union holiday closures that occur during this return to work period apply 

to this 30-day working calendar.  Scheduled or non-scheduled sick and vacation days do 

not apply to this 30-day working calendar. 

• During Family Medical Leave, scheduled performance reviews will be postponed until the 

employee returns, however, any salary merit increases granted during annual performance 

reviews will be given, at the same time all other increases are applied. 

Intermittent Leave 

• The employee may take FMLA leave in 12 consecutive weeks, may use the leave intermittently 

(take a day periodically when needed over the year), or under certain circumstances may use the 

leave to reduce the work week or workday, resulting in a reduced work schedule. In all cases, the 

leave may not exceed a total of 12 weeks over a 12-month period. Intermittent leave must be 

approved by the employee’s supervisor. 

• GreenState Credit Union may temporarily transfer an employee to an alternative position with 

equivalent pay and benefits if the alternative position would better accommodate an intermittent 

or reduced schedule. 

• For the birth of a child, the placement of a child for adoption or foster care, GreenState Credit 

Union and the employee must mutually agree to the schedule before the employee may take the 

leave intermittently or work a reduced hour schedule. Leave for birth, adoption, or foster care of 

a child must be taken within one year of the birth or placement of the child.  

• For intermittent leave, the certification must also include dates and the duration of treatment 

and a statement of medical necessity for taking intermittent leave or working a reduced schedule. 
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• GreenState Credit Union has the right to ask for a second opinion if it has reason to doubt the 

certification. GreenState Credit Union will pay for the employee to get a certification from a 

second health care provider, which GreenState Credit Union will select. 

If necessary, to resolve a conflict between the original certification and the second opinion, GreenState 

Credit Union will require the opinion of a third health care provider. GreenState Credit Union and the 

employee will jointly select the third health care provider, and GreenState Credit Union will pay for the 

opinion, this third opinion will be considered final. 

More information about FMLA leave can be found on the Department of Labor website: 

https://www.dol.gov/whd/regs/compliance/1421.htm 

 

REASONABLE ACCOMMODATIONS 
GreenState Credit Union supports the Americans with Disabilities Act and will attempt to provide 

reasonable accommodations for people with disabilities in the workplace unless such accommodations 

would present an undue hardship.   

Should you require a reasonable accommodation in the workplace, please contact HR Benefits staff.   

 

LACTATION 
GreenState Credit Union acknowledges the importance of breast-feeding for both mother and baby and 

supports employees, at all levels of the organization, who continue to breast-feed on their return from 

maternity leave.   

 

A mother on return from maternity leave who is breast-feeding may request flexible work arrangements 

with her supervisor. While balancing service objectives and department needs, the supervisor will work 

with the employee to provide reasonable break time by extending the workday or shortening the lunch 

break to enable the employee appropriate breaks to express milk. GreenState Credit Union provides a 

private space at all offices for this purpose.   

 

BASIC WORKPLACE SAFETY 
GreenState Credit Union is committed to the safety of its employees, property, and equipment. We 

comply with local, state, and federal OSHA rules, but safety begins with the most important part:  YOU. It 

is your responsibility to obey these basic safety rules developed for your protection. Report any injury 

immediately, however, minor to Human Resources. 

• Know the location of all exits.  Exit the building immediately in the case of fire, gas leak, etc. Call 

911 after vacating the building. 

• Know the location of fire extinguishers. Fire extinguishers are to be used only on small, contained 

fires by employees knowledgeable and confident in use. 

  

https://www.dol.gov/whd/regs/compliance/1421.htm
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• Practice good housekeeping. Keep the work area clean and free from stumbling hazards, spills, 

etc. Keep walkways clear and unobstructed. 

• Learn to lift the correct way. Bend your knees. Keep your back erect. Get help for heavy loads. 

• No scuffling or horseplay on the job. 

• Employees must be sure that their actions do not endanger other employees or damage 

GreenState Credit Union or personal property. 

 

EMPLOYEE ACCOUNTS 
Credit Union employees are held to a higher standard of accountability, in regard to their financial affairs 

than the average member, because of their position of trust in handling members’ funds and access to 

financial information. Policy violations will result in corrective action up to and including account 

restrictions, account closure and/or termination of employment. See Policy MA-420 for a full copy of 

GreenState Credit Union’s Employee Accounts Policy to review your responsibilities. 

Policy highlights include: 

• Under no circumstances are credit union employees to perform transactions, open share 

products, instant issue debit or credit cards (even if the card record is already created) or 

originate loan products on their own account(s) or a relative’s account. 

• When completing transactions for co-workers, staff should only conduct transactional activity 

that would normally be performed for members in the course of completing daily duties.  If staff 

do not normally conduct a certain type of transaction for the membership, it should not be 

completed for a co-worker. 

• Each employee will be automatically approved for a $500 E-Z Access Line of Credit to be used as 

overdraft protection. If an E-Z Access Line of Credit greater than $500 is desired, standard 

underwriting guidelines will apply. 

• An overdraft resulting in a returned item will not be tolerated on employees' checking or savings 

accounts and could be considered as an unapproved loan or misappropriation of funds which 

would violate Iowa Code section 533.205.7.  

• The credit union will not “hold” a check or make any special clearing arrangement. Additionally, 

the credit union will not tolerate the return for nonpayment due to insufficient funds of a check 

drawn on an employee's account at another financial institution. The depositing of checks 

among bank accounts with the purpose of inflating balances is considered “kiting”. An employee 

found to be kiting is not bondable.   

• Except under extraordinary circumstances past due employee loan accounts, including credit 

cards are not acceptable. Employees experiencing difficulties are encouraged to proactively 

contact the VP/Account Resolutions Supervisor prior to their loan or credit card account 

becoming excessively delinquent. 
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CONFIDENTIALITY AND NONDISCLOSURE 
Everything (including, but not limited to, services and products, financial information, member and 

employee data, sales information, pricing, and business strategies) within GreenState Credit Union is 

confidential GreenState Credit Union property. This information is not to be shared verbally, 

electronically, and/or taken from physical property.  As a condition of employment, you agree that all such 

information is the exclusive property of GreenState Credit Union and you will not, at any time, divulge or 

disclose such information to anyone, except in the responsible exercise of your job duties. 

It is the policy of GreenState Credit union that this handbook shall be used as an outline of the basic 

personnel policies, practices, and procedures for the organization.  The handbook is not intended to alter 

the employment-at-will relationship in any way and should not be interpreted as forming an express or 

implied contract.  All prior handbook versions are rescinded and superseded by this handbook.  

GreenState Credit Union may add, revoke, or modify policies at any time. 


