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The Executive Committee shall consider the appeal at its next regularly 
scheduled meeting or earlier if warranted. The Executive Committee may request 
further information from the candidates(s), from the chapter, from the CCNLI or 
from any other person, but need not do so if the file information is sufficient for 
its purposes. The Executive Committee may hold the NCNLI action or grant the 
appeal in whole or in part. The decision of the Executive Committee on the 
matter shall be final. 
 
STANDARD 1.B.21 ELECTION CERTIFICATION AND BALLOT 
   DISTRIBUTION 
To be valid, chapter elections must be certified by the CCNLI in consultation with 
the Chapter Services Department and approved by the chapter board of 
directors. The ballot must be mailed to all eligible chapter members by May 15. 
It must allow at least three weeks for members to vote and return ballots, and it 
must meet all the requirements for format, content, process and confidentiality 
established in the Standards for NASW Chapter Nominations and Elections. 
 
STANDARD 1.B.22  ELECTION DETERMINATION 
Election of candidates to office shall be by a plurality of the total votes cast 
(NASW Bylaws, Article IX.C.3.). 
 
STANDARD 1.B.23  ELECTION TIES 
When all votes have been tallied by the CCNLI and there is a tie, the winner shall 
be determined by a coin toss in the presence of the candidates (or their 
designees), under the supervision of the CCNLI, with the chairperson or her or 
his designee calling the toss. 
 
STANDARD 1.B.24  SPECIAL ELECTIONS 
All special elections shall adhere to the same standards as regular elections for 
processes, procedures, timelines (except for the May 15 deadline for receipt of 
ballots by members), and confidentiality. 
 
STANDARD 1.B.25  WAIVERS 
To be eligible for a waiver from any of the standards and requirements 
established in the Standards for NASW Chapter Nominations and Elections, a 
chapter must have demonstrated and documented its efforts to comply with the 
standards, and sought consultation and technical assistance from the appropriate 
national staff. The chapter must submit a formal request for waiver in writing to 
the Office of Chapter Services, which has been designated by the National Board 
of Directors to act on these matters, before the CCNLI certifies the chapter's 
preliminary ballot to the secretary of the chapter board of directors. 
 
STANDARD 1.B.26 VACANCIES IN ELECTIVE POSITIONS 
Except for the positions of president-elect and president, all vacancies for 
chapter elective positions are to be filled through the board of directors' 
appointment of a person to serve until the term expires. The board of directors 
shall adopt a policy specifying that in the event of vacancy in the position of 
president-elect, either the position shall be offered to the candidate receiving the 
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next largest number of votes in the election or the position shall be filled through 
a special election. When a vacancy occurs and the board of directors has not 
established a policy prior to the position becoming vacant, the chapter shall hold 
a special election. When a vacancy occurs in the position of president, the 
position shall be filled by the vice president, who shall serve until the term 
expires, except in the event that no election for the position of president-elect 
was held before July 1 (causing the vacancy in the position of president), in 
which case the vice president shall serve until a special election for the position 
of president is completed. 
 
STANDARD 1.B.27 DELEGATE ASSEMBLY DELEGATES' TERMS 
Delegates are elected to three-year terms beginning July 1, to serve two years 
before and the year of the Delegate Assembly. The number of delegates to 
which a chapter is entitled may vary from Assembly to Assembly on the basis of 
a formula determined by the Assembly itself. 
 
All chapters are represented by at least one delegate and a guaranteed 
alternate, the first and second delegates (or guaranteed alternate) are always 
the president and the president-elect respectively, when those positions are 
filled.  Delegations from chapters entitled to three or more delegates must 
comprise a balanced representation of all geographic areas and population 
centers of the chapter (NASW Bylaws, Article V, Section E. 3.). 
 
There is no position of "delegate" on a chapter board of directors, but board 
members may run as delegates and, if elected, serve in both positions. 
 
STANDARD 1.B.28  QUALIFIED PROSPECTS' ROSTER 
The CCNLI is responsible for maintaining a roster of qualified prospects for the 
chapter president and board of directors to consider in filling elective vacancies 
and appointive positions at the committee - task force - liaison level. 

 
 
C.  AFFIRMATIVE ACTION 
Reference: NASW Affirmative Action Plan, as adopted January 1990 

 
STANDARD 1.C.1  DIVERSITY OF MEMBERSHIP 
Chapters shall take affirmative action to ensure that women and racial/ethnic 
minorities are represented and involved in all areas of chapter operations, 
including elected and appointed positions, personnel and fiscal/business 
transactions. 
 
STANDARD 1.C.2  AFFIRMATIVE ACTION PLAN 
Chapters shall have an affirmative action plan that includes goals and 
implementation procedures. In the absence of a chapter specific plan a chapter 
will be accountable for addressing the goal as defined by The Affirmative Action 
Program of The National Association of Social Workers. 
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STANDARD 1.C.3  CHAPTER AFFIRMATIVE ACTION GOALS 
Chapters shall set affirmative action goals in elected and appointed leadership 
that match women and racial and ethnic minorities in at least the same 
percentages that they are represented in the chapter's membership. Chapters 
with three or fewer delegates to the Delegate Assembly need not meet 
affirmative action goals for the Delegate Assembly positions, but should make 
every effort to do so. 
 
STANDARD 1.C.4  CHAPTER STAFF 
In chapters with more than one staff person in a professional or support position, 
women and racial/ethnic minorities should be represented on the chapter staff in 
at least the proportion that they are represented in the labor market. The labor 
market for professional staff is the state chapter membership. The labor market 
for support staff is the general labor market where the chapter office is located. 
While chapters with one person on its professional or support staff do not need 
to set goals, every effort should be made to achieve this standard. 
 
STANDARD 1.C.5  REPORTING TO NATIONAL BOARD 
Chapters shall annually report to the National Board on their affirmative action 
goals and progress in the time frame requested. 

 
 
D.  DELEGATE ASSEMBLY 
Reference: NASW Bylaws; Standards for NASW Chapter Nominations and Elections, as 
revised 6/98. 
 

STANDARD 1.D.1 CHAPTER PROGRAM PLANS 
Chapter program plans shall include addressing the program priority goals 
adopted by the Delegate Assembly, the representational body that sets the 
overall policy for the Association every three years. 
 
STANDARD 1.D.2 TERMS 
Chapter delegates are elected two years in advance of the Assembly, and serve a 
three-year term. Delegates are expected to seek input from chapter members 
before the Assembly and to inform members of Delegate Assembly decisions. 

 
 
E.  CHAPTER-TO-NATIONAL RELATIONSHIP 
Reference: NASW Bylaws 

 
STANDARD 1.E.1 COMMUNICATION 
Chapter leadership and staff shall keep in routine contact with their national 
board regional representative. 
 
STANDARD 1.E.2  ANNUAL LEADERSHIP MEETING 
The chapter executive director and the president or the president-elect shall 
attend the Annual Leadership Meeting each year it is held. 
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STANDARD 1.E.3  ANNUAL REPORTING 
The chapter shall annually report to the national office on chapter operations and 
program. 
 
STANDARD 1.E.4  SANCTIONS 
The National Board has the authority to implement sanctions when the 
leadership of the chapter fails or refuses to comply with NASW policies or 
standards. Prior to such action, the Chapter president and Executive Director and 
the Regional Representative will be informed in writing by the NASW Executive 
Director and President if it is determined that the chapter is out of compliance 
with a particular standard or policy and will be given specific corrective action to 
take within a given time period. If notification fails to result in the required 
corrective action in the time period allotted, the Executive Director of NASW shall 
make a full report to the National Executive Committee of the Board of Directors. 
The Executive Committee will review the matter and accept or modify the 
corrective action and may impose sanctions or take any other appropriate action. 
The chapter will be notified in writing of the action and will have a specified time 
period to respond to the report, or appeal it in writing to the National Board. The 
response or appeal will be reviewed in writing by the Board and a response 
provided within a specified time period which normally shall not exceed thirty 
days. Corrective action may be required during the interim.  
 
The decision of the National Board of Directors is final and may include the 
imposition of sanctions which shall be relayed to the chapter in writing. Sanctions 
include, but are not limited to, reduced or withheld financial support, provisional 
status for a period of time, and or receivership. In the case of receivership, the 
sanctions shall be imposed immediately upon receipt of notification. Sanctions 
shall have a designated time period for implementation and shall continue in 
effect until the end of the time period or completion of corrective action. 
 
STANDARD 1.E.5  WITHHOLDING OF CHAPTER FUNDS 
The National Executive Director has been delegated the authority by the National 
Board of Directors to temporarily withhold funds or take such other action as 
deemed necessary to protect the interests of the Association if a chapter fails to 
submit required information, fails to establish a viable administrative structure 
and services to members, or engages in misconduct or dereliction of duty. Such 
actions must be reviewed with the NASW President and reported at the next 
meeting of the National Executive Committee or Board of Directors whichever 
occurs first and must receive Board approval for continued withholding of funds. 

 
 
SECTION 2. ADMINISTRATION 
 
 
A.  COMMUNICATION 
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STANDARD 2.A.1  COMMUNICATIONS 
Chapters shall have a central mailing address and the capacity to receive and 
distribute communication to leadership and membership. This includes a central 
telephone number, and a method to leave a message with the chapter office at 
all times either with an answering service or with an answering machine. The 
chapter shall have an efficient method of maintaining a current membership 
roster for mailing purposes. 
 
STANDARD 2.A.2  REGIONAL REPRESENTATIVE 
Chapters shall copy their Regional Representative to the National Board of 
Directors and the Office of Chapter Services on all non-routine correspondence 
with the national office. 
 

B.  FISCAL MANAGEMENT 
 

STANDARD 2.B.1  FINANCIAL MANAGEMENT 
Chapters must adhere to the financial management guidelines approved by the 
National Board of Directors. The national Board of Directors shall hold chapters 
accountable. (NASW Bylaws, Article XVI.H). 
 
STANDARD 2.B.2  CHAPTER FUNDS 
The chapters shall use only one checkbook and savings passbook for the general 
fund. Restricted funds are accounted for through separate bookkeeping. A 
separate checking account is required for chapter PACE funds. 
 
Absence of approval by the National Board of Directors, chapters will not 
establish a separate 501(c)(3) account. 
 

Or 
 
Chapters may establish a giving program through the NASW Foundation but may 
not create a separate entity or account. 
 
Branches or other units of the chapter may not have ongoing bank accounts, 
although the chapter may open an account for the use of a branch or other unit. 
Statements on accounts opened by the chapter for the use of branches or other 
units of the chapter must be mailed to the chapter office. 
 
STANDARD 2.B.3  SIGNATURE REQUIREMENTS 
Two signatures are required on withdrawal of chapter funds over $500, and on 
all payroll and expense reimbursement checks for staff, regardless of the 
amount. This limit may be waived on routine chapter expenses such as 
occupancy, as determined annually by the chapter board of directors. 
 
STANDARD 2.B.4  SIGNATURE AUTHORITY 
The individual who is responsible for signing chapter checks and the individual 
who is responsible for chapter bookkeeping shall not be the same person. 
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STANDARD 2.B.5  BUDGET 
Chapters will prepare budgets before the beginning of each program year. 
Chapter budgets will be based upon the program priority goals adopted by the 
Delegate Assembly. Chapter boards will be given fiscal reports, including income 
and expense statements and a balance sheet, at least quarterly. 
 
STANDARD 2.B.6  FINANCE COMMITTEE 
Chapters shall have an active finance committee headed by the chapter treasurer 
that meets at least annually to review chapter fiscal policies and to approve the 
chapter budget. 
 
STANDARD 2.B.7  ANNUAL AUDIT 
Chapters shall have an annual independent audit of their financial records 
conducted by a certified public accountant. The chapter will send the audit out 
for bid at least once every five years. The chapter auditor will prepare a 
management letter for the board of directors’ review. The political action 
committee (PACE) account will be included in the chapter financial audit. The 
chapter board of directors shall review the audit results and the management 
letter, and will especially note any deficits in the management letter. The chapter 
audit must be forwarded to the National Office.  
 
STANDARD 2.B.8  FINANCIAL POLICIES 
Chapters shall develop financial policies defining budgeting and reporting 
requirements; the staff role in fiscal management; the reimbursement rates and 
allowable costs for leadership and staff expenses; policies related to reserve 
funds; fundraising and non-dues revenue policies; and investment policies. These 
policies will be submitted to the Office of Chapter Services for approval. 
 
STANDARD 2.B.9  AGREEMENTS, CONTRACTS, LEASES 
Any chapter agreement, contract or lease in excess of $2,500 per year or in 
excess of five years must be reviewed by the national office prior to approval. 
This includes personnel contracts. 
 
STANDARD 2.B.10  TREASURER 
The chapter treasurer's name shall be sent to the national office for bonding 
purposes within 15 days of the treasurer's election. 
 
STANDARD 2.B.11  STAFF ACCRUED VACATION 
Accrued staff vacation shall be reflected as a liability on the balance sheet. 
 
STANDARD 2.B.12  CONTRACT AUTHORIZATION 
The chapter board shall formally adopt a resolution authorizing specific persons 
to sign contracts. 
 
STANDARD 2.B.13  RIGHT TO DO BUSINESS WITHIN STATE 
The national office assists chapters in completing forms for the license on the 
right to do business within the state, and then sends them to the chapter for 
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filing. Chapters must pay the bill for the service that expedites this processing 
within 30 days of the receipt of the bill. 

 
 
C.  PERSONNEL POLICIES AND PRACTICES 
Reference: Personnel Standards for NASW Chapters, 1/96 
 

STANDARD 2.C.1  PERSONNEL STANDARDS 
Chapters will adhere to the Personnel Standards for NASW Chapters, approved 
by the NASW Board of Directors January 1996. 

 
 
D.  LEGAL 
 

STANDARD 2.D.1  NASW’S IRS TAX STATUS 
The chapter shall maintain on file a copy of the NASW's IRS tax status as a 
501(c)(6) organization (a nonprofit trade association). 
 
STANDARD 2.D.2  EMPLOYMENT IDENTIFICATION NUMBER 
Chapters shall have an employer identification number from the Internal 
Revenue Service (IRS) and shall annually file an IRS form 990 no later than 
November 15 for the immediate preceding fiscal year ending June 30. 
 
STANDARD 2.D.3  UNRELATED BUSINESS INCOME 
Chapters with annual unrelated business income that is $1,000 or more (such as 
advertising income) shall file a form 990-T, Unrelated Business Income Tax 
Report, no later than November 15 for the immediate preceding fiscal year 
ending June 30. 
 
STANDARD 2.D.4  LEGAL ACTION 
Chapters shall refrain from initiating any legal action, including consulting with or 
employing an attorney, without prior review and written approval from the 
national office’s general counsel. 
 
STANDARD 2.D.5  FILING OF FEDERAL FORMS 
Chapters shall file federal form 941 (Employer's Quarterly Federal Tax Return) 
and federal form 940 (Employer's Annual Federal Unemployment Tax Return). 
IRS form 5500 may be required for certain chapter pension funds. 
 
Chapters shall file applicable quarterly state employment tax forms as required 
for chapter employees. 
 
STANDARD 2.D.6  STATE LAWS 
Chapters shall determine applicable state laws and reporting requirements and 
shall meet the requirements. 
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STANDARD 2.D.7  WORKERS’ COMPENSENSATION INSURANCE 
Chapters shall annually submit data on gross payroll amounts to the national 
office in order to have the national office cover the cost of workers' 
compensation insurance. 
 
STANDARD 2.D.8  SALES TAX 
Chapters shall charge sales tax on items sold to the public and report sales tax 
under applicable state and local tax authorities. 
 
STANDARD 2.D.9  FIRE AND THEFT INSURANCE 
Chapters shall carry fire and theft insurance to cover the office and its contents. 
 
STANDARD 2.D.10  USE OF NASW LOGO 
Chapters shall use the current NASW logo on chapter publications and 
letterhead. Chapters shall follow the policies on the use of NASW letterhead, the 
NASW name and the logo on chapter publications, letterhead in The Power of 
Style Manual which describes the graphic standards for NASW. Components of a 
graphic style include the consistent use of the logo, organization tagline, 
typeface and palette or family of coordinated colors. A unified look identifies an 
organization and is reflected in such items as letterhead, envelopes, business 
cards, signage, exhibits, promotional pieces and the Web site. Special caution 
must be exercised in making arrangements with outside organizations, 
companies or persons regarding the use of the NASW logo or name, as this may 
be construed as an endorsement by NASW and may carry liability. 

 
 
E.  INSURANCE 
 

STANDARD 2.E.1  COVERAGE OF BOARD MEMBERS 
Chapter board members shall be informed that the national office covers them 
when they are performing NASW business under multiperil insurance, 
professional liability insurance, and group business travel insurance. A 
commercial or fidelity bond covers chapter treasurers and employees involved 
with monetary transactions. Deductibles on insurance claims are the 
responsibility of the chapter. 
 
STANDARD 2.E.2  NASW INSURANCE TRUST 
The NASW Insurance Trust is the sole vehicle for offering insurance products and 
services (including prescription plans) to NASW members. Chapters shall 
promote, enhance and reasonably protect NASW Insurance Trust programs. 
Chapters may not promote, assist, endorse, sponsor or allow other insurance 
vendors to access the NASW membership through the chapter office. This is true 
regardless of the type of insurance being offered and whether or not the NASW 
Insurance Trust currently offers that particular insurance product. Chapters shall 
not accept print or Web advertising, conference exhibitors, nor allow mailing 
labels to be used for insurance products/vendors that are not sponsored by the 
Insurance Trust. 
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STANDARD 2.E.3  REFERRALS 
Chapters shall refer all insurance marketing representatives, agents, brokers, and 
insurance program administrators directly to the NASW Insurance Trust Office. 
Other than fulfilling requests for brochures and applications forms, chapters shall 
refer all member inquires regarding insurance programs offered as optional 
NASW member benefits to the NASW Insurance Trust Office. 

 
 
F.  PROFESSIONAL REVIEW AND NATIONAL AND CHAPTER COMMITTEES 

ON INQUIRY 
Reference: NASW Code of Ethics, NASW Procedures for Professional Review; 
Professional Review Technical Aids, 2001. 
 

STANDARD 2.F.1  CHAPTER COMMITTEE ON INQUIRY 
There shall be a chapter Committee on Inquiry whose members are appointed in 
writing by the chapter president. While there is only one committee in a chapter, 
ad hoc hearing panels may be used to conduct mediation hearings in different 
geographic areas. Chapters shall inform members of the availability of the 
professional review process. 
 
STANDARD 2.F.2  CONFIDENTIALITY OF PROCEEDINGS 
Adjudication proceedings and records are confidential. Sanctions against 
respondents including publication of findings or notification of external entities 
require approval by the National Executive Committee. After verifying that case 
documents are archived at the national office, chapter case files may be 
destroyed three years after the case is completed. 
 
STANDARD 2.F.3  AWARDS 
Prior to giving awards to members, the chapter president shall check with the 
appropriate chapter and national staff to determine that the awardee is not 
involved in any adjudication action. 
 
STANDARD 2.F.4 PROCEDURES AND TIMELINES 
Chapters shall follow the procedures and timelines identified in the NASW 
Procedures for Professional Review. Chapters requiring consultation on case 
matters should contact the national Office of Ethics and Professional Review. 

 
 
G.  OFFICE MANAGEMENT 
 

STANDARD 2.G.1  AGREEMENTS 
Chapters shall have a written lease-of-space agreement that specifies cost, 
duration, services, utilities, and special amenities, plus any applicable liabilities 
that may be the responsibility of the chapter as a tenant. The national office shall 
review this agreement. 
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STANDARD 2.G.2  RECORD OF JOB APPLICANTS 
Chapters shall keep records on job applicants and active and former employees 
for one year. 
 
STANDARD 2.G.3  RETENTION OF DOCUMENTS 
Chapters shall retain the following documents indefinitely: audit reports; 
bankbook, checks, and statements; Board of Directors meeting minutes; financial 
reports and records; federal and state tax reports; tax exemption certificates; 
Form W-2 employee tax records; and personnel records. Chapters shall retain 
the following records as required: US Postal Service forms regarding mailings 
done under permits; annual reports to NASW; committee reports and records; 
contracts; correspondence; insurance policies; invoices; leases; membership 
records; and program activity reports. 
 
STANDARD 2.G.4  OFFICE HOURS 
Chapters shall provide for regular office hours of at least 20 hours per week 
spread over no less than three days. Members should be informed of regular 
office hours. 
 
STANDARD 2.G.5  NASW DOCUMENTS 
Chapters shall keep on hand and/or on their websites NASW documents, 
including membership applications, publications listings, Insurance Trust 
brochures and application forms, NASW Codes of Ethics, NASW professional and 
public policies and NASW practice standards, for distribution to individuals. 
Requests for bulk orders of these documents should be referred to the national 
office. 

 
 
H.  CHAPTER DEVELOPMENT FUND 
Reference: NASW Bylaws; Chapter Development Fund Chapter Infrastructure Standards 
 

STANDARD 2.H.1  ELIGIBILITY 
Chapters with 1000 or fewer regular members are eligible for Chapter 
Development Fund benefits and services. Chapter staffing grants, payable in 
quarterly installments, are the difference between the base amount, set by the 
Chapter Development Fund subcommittee, and the chapter rebate for the fiscal 
year. The fourth payment is adjusted based on the actual rebates received. 
Competitive grants, in varying amounts, are used to support the association’s 
overall mission, goals and major objectives. CDF funds may also be used to 
support CDF chapter participation in association wide activities such as the 
Annual Leadership Meeting and Delegate Assembly. 
 
STANDARD 2.H.2  CHAPTER PLAN 
Chapters eligible for CDF funds and services shall develop a plan to meet the 
Chapter Development Fund Infrastructure Standards approved by the Board in 
1993. 
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I.  MEMBERSHIP 
 

STANDARD 2.I.1  DUES 
Chapters may not use NASW dues income to pay for NASW memberships. 
 
STANDARD 2.I.2  MAILING LABELS 
Mailing labels are a source of non-dues income. Mailing labels or the membership 
list are restricted to the following groups: sister organizations with which the 
association maintains a close working relationship; schools of social work; 
individuals and organizations involved in legitimate research; and continuing 
education programs consistent with NASW standards. Requests for rental of 
mailing labels must be made and approved in writing. Specific materials for 
mailing shall be reviewed to make certain they meet policy requirements, and 
there shall be a written agreement that states the labels will be used once. 
 
STANDARD 2.I.3  REQUEST FOR MAILING LABELS 
Chapters shall refer all requests for mailing labels from national groups to the 
national office. 
 
STANDARD 2.I.4  MEMBERSHIP RECRUITMENT AND RETENTION 

PLAN 
Chapters will work with the National Office in the recruitment and retention plan 
in order to strengthen NASW’s united voice, bring in new members, and increase 
revenue, and will share that plan with the national office. 
 
STANDARD 2.I.5  BENEFITS 
Chapters shall consult with Chapter Services prior to offering new membership 
benefits and/or services. 

 
 
SECTION 3. PROGRAM 
 
 
A.  MEETINGS AND CONTINUING EDUCATION 
 

STANDARD 3.A.1  FEES 
Fees set for chapter continuing education programs should differentiate between 
members and non-members, and between students and retired members and 
regular members. 
 
STANDARD 3.A.2  ANNUAL MEETING 
Chapters shall hold an annual meeting of the chapter membership. Each branch 
or unit shall hold at least one meeting a year. 

 
 
B.  NEWSLETTERS 
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STANDARD 3.B.1  NEWSLETTER 
Chapter newsletters are publications and should follow accepted publications 
guidelines. Chapters must pay strict attention to copyright protection and must 
obtain written permission to reprint materials, including cartoons, from any 
published source. The newsletter must contain a disclaimer; for example, “the 
views expressed do not necessarily represent positions of NASW.” 
 
STANDARD 3.B.2  NASW NATIONAL OR STATE CANDIDATES 
Chapters must avoid giving space to or endorsing an NASW national or state 
candidate unless it gives other candidates an equal opportunity to be published. 
(See Election Standards for National Leadership and Standards for NASW 
Chapter Nominations and Elections.) 
 
STANDARD 3.B.3  NEWSLETTER DISTTRIBUTION 
Chapters shall send 10 copies of every newsletter to Chapter Services for 
distribution to the national office. 
 
STANDARD 3.B.4  NEWSLETTER ADVERTISING POLICY 
Chapters shall have a written policy on newsletter advertising. The NASW News 
advertising policy may be used as a model for the development of a chapter 
policy. 

 
 
C.  WEBSITES 
 

STANDARD 3.C.1  POLICIES 
Chapters must follow all existing Association policies that are applicable to 
publications in the establishment of chapter websites. These include the policies 
that require proper protection of copyrighted material, protection of members 
and others, privacy, misuse of Association resources, information and data 
security, and confidentiality. 

 
 
D.  LIST SERVS 
 

STANDARD 3.D.1  PURPOSE 
NASW may make available listservs as a service to chapters, leadership and 
members that wish to establish a forum for discussion to promote exchange on 
identified issues and concerns to the Association. Caution should be utilized 
when discussing products for comments may be subject to libel, slander, and 
antitrust laws. 
 
STANDARD 3.D.2  POSTINGS 
The lists are provided as a service for members of the National Association of 
Social Workers, and NASW accepts no responsibility for the opinions and 
information posted on the sites by others. 
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STANDARD 3.D.3  MESSAGES 
Messages should be sent to the entire list when it contains information that 
everyone can benefit from. 
 
STANDARD 3.D.4  COMPLIANCE 
Anyone participating on the listserv must comply with the Listserv Guidelines. 

 
 
E.  COMMITTEES 

 
STANDARD 3.E.1  MANDATED COMMITTEES 
All chapters shall have an Executive Committee, a Chapter Committee on 
Nominations and Leadership Identification and a Committee on Inquiry. Chapters 
may mandate other committees in their bylaws. The chapter board of directors 
may establish and dissolve standing chapter committees and task forces based 
on the chapter’s program and administrative needs. 
 
STANDARD 3.E.2  CHAIRS 
Chapter committee chairs shall be appointed by the president in consultation 
with the chapter board of directors and in accordance with the chapter’s 
affirmative action plan. 
 
STANDARD 3.E.3  CHARGE 
Chapter committees shall have a clear written charge from the board of 
directors, and should understand the chapter’s procedures for the budgeting and 
use of funds for committee operations. Committees shall clearly understand that 
they are delegated authority from the chapter board of directors and that regular 
reporting to the board is required. Committees may not take a stand directly 
contrary to the policies of the chapter board or National NASW. 
 
STANDARD 3.E.4  MEMBERS 
All committee members must be members in good standing of NASW. 

 
 
F.  GOVERNMENT RELATIONS AND PACE 

 
STANDARD 3.F.1  PRIORITIES AND POSITIONS 
Chapter legislative and regulatory advocacy priorities and positions must be 
consistent with NASW policies and positions. 
 
STANDARD 3.F.2  LOBBYIST 
The chapter’s lobbyist shall be administratively accountable to the chapter 
executive director. The lobbyist must register as a lobbyist if state law requires it. 
 
STANDARD 3.F.3  PACE 
The chapter board of directors, through a resolution recorded in their minutes, 
shall sanction the establishment of PACE. PACE Committee members and staff 
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shall be informed about state election laws and regulations so that PACE 
operates within the requirements. 
 
STANDARD 3. F.4  COMMITTEE 
Chapter PACE committees do not have the authority to endorse or make financial 
contributions to federal candidates, as these functions are the responsibility of 
the national PACE. 
 
STANDARD 3.F.5  MEMBERSHIP 
Chapter PACE membership shall represent a geographic and partisan variety and 
meet affirmative action goals. 
 
STANDARD 3.F.6  RECORDS OF CONTRIBUTIONS 
Chapter PACE shall maintain records of contributions of $10 or more for use in 
building a donor list and for accuracy when filing state reports. Donors must be 
informed when funds are solicited for partisan political purposes. 
 
STANDARD 3. F.7  BANK ACCOUNT 
PACE shall have a separate bank account for contributions and candidate 
expenditures. This account shall meet the NASW fiscal standards. 

 
 
G.  REFERRAL SERVICES 
 

STANDARD 3.G.1  REFERRALS 
Chapters that develop referral services must require that those participating in 
the referral service be listed in the NASW Register of Clinical Social Workers. 
Chapters that publish directories of listings must include only those social 
workers listed in the NASW Register of Clinical Social Workers. 
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NATIONAL ASSOCIATION OF SOCIAL WORKERS, FLORIDA CHAPTER 
 

BYLAWS 
 

ARTICLE I -- NAME 
 
The name of the organization shall be the Florida Chapter of the National Association of Social 
Workers. 
 

ARTICLE II -- PURPOSE 
 
A. The Florida Chapter is constituted to advance at the local and state level the purposes of the 

National Association of Social Workers and is a basic administrative unit of the National 
Association of Social Workers, Inc.  The Florida Chapter program and structure shall be 
designed to encourage and facilitate participation by members.  The program of the Florida 
Chapter shall be related to the basic unified program plan of the National Association of 
Social Workers, Inc., taking into consideration the special needs and interests of the 
members within the Florida Chapter. 

 
B. The purposes of the Florida Chapter shall at all times be consonant with the National 

Association of Social Workers, Inc.'s purposes as stated in Article II of the national bylaws. 
 

ARTICLE III -- MEMBERSHIP 
 
A. Membership categories, including attendant rights and privileges, are specified in Article IV 

of the national bylaws. 
 
B. All NASW members in the area of the Florida Chapter shall automatically be members of the 

Florida Chapter.  A NASW member may elect to affiliate with the chapter where they live or 
work.  In special circumstances as determined by the National Board of Directors, a member 
may elect to affiliate with a chapter within which a member neither lives nor works. 

 
ARTICLE IV -- OFFICERS 

 
A. The officers of the Florida Chapter are the President, Vice-President, Secretary, Treasurer, 

President-Elect, Treasurer-Elect, and other officers deemed necessary for chapter 
operations. 

 
B. Duties 

 
1. President – The President is the presiding officer of the Board of Directors and Executive 

Committee; an ex-officio member of all committees; represents the Board of Directors 
between its meetings and reports to the Board of Directors all important interim actions; 
makes all appropriate committee, task force, unit and other appointments in consultation 
with the Board of Directors; and is available to consult with staff. 

 
2. President-Elect – The President shall be elected one year in advance of assuming the 

duties of the office.  This person is called the President-Elect. 
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3. Vice-President – The Vice-President fulfills the duties of the President in the event of 

absence or disability and assumes the Presidency upon the President's resignation or 
inability to discharge the office.  The Vice-President serves as chair of the Membership 
Recruitment Committee and undertakes other duties as assigned by the President. 

 
4. Secretary – The Secretary is responsible for the Board of Directors and Executive 

Committee meeting minutes, as well as for all non-fiscal records of the chapter. 
 
5. Treasurer – The Treasurer is responsible for the receipt, deposit, disbursement, and 

withdrawal of all chapter funds and renders regular financial statements at least 
quarterly to the Board and Executive Committee.  The Treasurer serves as the Finance 
Committee chairperson. 

 
6. Treasurer-Elect – The Treasurer shall be elected one year in advance of assuming the 

duties of the office.  This person is called the Treasurer-Elect. 
 
C. Terms of Office 

 
1. The officers are elected by the Chapter membership.  Chapter officers, except the 

President-Elect and Treasurer-Elect, shall serve terms of two years each.  Officers may 
not succeed themselves in the same office. 

 
2. No member shall serve more than three consecutive terms of office on the Board.  

Terms as President-Elect or Past President do not count in the consecutive term 
prohibition. 

 
3. The President-Elect and Treasurer-Elect shall be elected one year in advance of 

assumption of duties of the office of Chapter President and Treasurer, respectively. 
 

4. In the event of the vacancy of the office of President-Elect, the Chapter Board shall 
either (a) offer the position to the nominee receiving the next largest number of votes in 
the Chapter election or (b) provide for a special election to the office of President-Elect. 

 
D. Vacancies 
 

Vacancies, with the exception of the offices of President and President-Elect, occurring 
before the expiration of the term of office shall be filled by the Board of Directors.  Persons 
so chosen shall serve until the term expires. 

 
ARTICLE V  --  BOARD OF DIRECTORS 

 
A. Powers 
 

The Florida Chapter Board of Directors exercises all powers of the Chapter specified in the 
national bylaws or otherwise delegated by the National Board of Directors. 

 
B. Composition 
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1. The Board of Directors consists of the following members: 

 
a.    The six officers. 

  
b. The elected representative from each local unit shall have one vote for each 250 

members or a fraction thereof in that unit.  The unit representative shall be the Unit 
Chairperson elected by the membership of each unit as defined in Article X. 

 
 c. Two student members, one graduate and one undergraduate, elected by the 

Chapter membership. 
 

d. Past President. 
 

2. A person may only serve in one voting position at a time on the Board of Directors. 
 
C. Terms of Office 
 

1. The term of office shall commence July 1 for a two-year term, except Past President, 
Treasurer-Elect, and student members shall serve one-year terms.  No member shall 
serve more than three consecutive terms of office. 

 
2. Half of the officers and the representational members shall be elected in odd years, and 

the remaining officers and the representational members shall be elected in even years. 
 

D. Duties 
 

Within the policies and priorities established by the Delegate Assembly and the National 
Board of Directors, the Florida Chapter Board of Directors is responsible for: 

 
1. Developing programs reflective of Delegate Assembly priorities and the association’s 

major objectives, including annual budgets supporting program implementation. 
 
2. Establishing and dissolving committees and task forces based on Chapter program and 

administrative needs. 
 
3. Chapter policy development within the framework of NASW public, professional, and 

organizational policies. 
 
4. Creating, restructuring, reviewing, and determining the level of support for all local units 

of the Chapter within national standards. 
 
5. Representing the Chapter in the community to maintain its relationship with other 

organizations. 
 
6. Staffing, including the hiring and annual performance evaluation of the Executive 

Director. 
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7. Chapter finances, including the development of fiscal policies, adopting an annual 
budget, publishing an annual financial report to the membership, and obtaining an 
annual audit. 

 
8. Developing and implementing membership recruitment and retention programs. 
 
9. Periodic evaluation and appraisal of operations relative to achieving association and 

chapter objectives. 
 
10. Reviewing the chapter's organizational pattern after each Delegate Assembly to assure 

relevant structure. 
 
11. Review and resolution of intra-organizational issues and problems. 
 
12. Attend Board meetings. 
 
13. All other business necessary to fulfill the chapter's purposes. 
 

E. Meetings 
 

1. The Board of Directors shall meet at least four times annually.  Time and notice of each 
meeting shall be given to all members of the Board.  Annual notice of all Board meetings 
will be published in the chapter newsletter. 

 
2. Special meetings can be held at the call of the President or by petition of 51% members 

of the Board.  A two-week notice for special meetings is needed, unless right of notice is 
waived by three-quarters of the Board of Directors. 

 
F. Quorum 
 

A simple majority of the Board of Directors constitutes a quorum for the transaction of 
business. 

 
ARTICLE VI -- EXECUTIVE COMMITTEE 

 
A. Powers 
 

The Executive Committee of the Board of Directors is responsible for chapter affairs between 
Board meetings. 

 
B. Composition 
 

The Executive Committee consists of these positions:  President, Past-President or 
President-Elect, Vice-President, Secretary, Treasurer, and Treasurer-Elect.  

 
C. Term of Office 
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Executive Committee members serve two years, except for the President-Elect, Past-
President, and Treasurer-Elect, which serve one-year terms. 

 
D. Duties 
 

Between Board meetings, the Executive Committee has the powers of the Board of Directors 
within the general policies, program, budget and specific directions established by the 
Board, except that decisions regarding the employment status of the Executive Director are 
reserved for the full board. 

 
E. Meetings 
 

Meetings of the Executive Committee shall be held no fewer than four times per year at the 
call of the President, or upon request of four members of the Committee.  Reasonable notice 
of the time and place of each meeting shall be given to each member of the Committee.  
Business can also be transacted by telephone conference when necessary. 
 

F. Quorum 
 

A simple majority of the Executive Committee membership shall constitute a quorum for the 
transaction of all business. 

 
ARTICLE VII -- NOMINATIONS, ELECTIONS, AND REMOVAL FROM OFFICE 

 
Nominations and election processes specified in the NASW Standards for Chapter Nominations 
and Elections adopted by the Board of Directors will be followed. 
 
Non-attendance by Board members at two meetings in a one-year period of the Board of 
Directors and non-attendance at two Executive Committee meetings may be cause for removal.  
When such an officer or Board member has been absent from the number of meetings 
designated above, the item of his or her retention shall be placed on the agenda of the next 
regularly scheduled meeting of the Board of Directors.  At that meeting, the Board may remove 
the officer or Board member by a vote of the majority of the full Board. 
 
When unable to attend a Chapter meeting, a Unit Chair may designate a Unit Representative to 
act as his/her proxy at Board meetings.  This does not constitute as an absence by the Unit 
Chair. 
 

ARTICLE VIII -- DELEGATES TO DELEGATE ASSEMBLY 
 
A. Election of Delegates and Alternates 
 

Organizational policy regulating the election of delegates to Delegate Assembly is specified 
in the national bylaws, Article V and in the Chapter election guidelines.  Delegates and 
alternates will be elected in accordance with those provisions. 

 
B. Composition of Chapter Delegations 
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1. The Chapter President shall serve as the Chapter's first delegate to Delegate Assembly.  
In the event the President is unable to participate as a delegate, the Chapter Board of 
Directors shall select one of its members as the Chapter's first delegate. 

 
2. The President-Elect shall serve as the second delegate in the years which the chapter 

has a President-Elect. 
 
3. Delegates to the Assembly shall comprise a balanced representation of all geographic 

areas and population centers of the chapter. 
 
C. Delegate Term of Office 
 

With the exception of the President or President-Elect, delegates and alternates shall be 
elected for three-year terms beginning two years before the Delegate Assembly. 

 
D. Alternate and Replacement Delegates 
 

Delegates and alternates who attend the Delegate Assembly must have stood for Chapter 
election as a delegate.  Chapter election procedures should assure that enough alternates 
are elected to replace any elected delegates who cannot serve.  The Board of Directors can 
replace delegates only if elected delegates are unable to attend the Assembly.  Such 
appointments must maintain the Chapter's Delegate Assembly Affirmative Action 
requirements and should consider available people in the following order: 

 
1. Alternates, 
 
2. Unsuccessful delegate candidates, 
 
3. Board members, 
 
4. Nominations Committee members, 
 
5. Elected committee chairs. 

 
E. The Elected Delegate should follow accountability and responsibilities as outlined in Article V, 

Delegate Assembly, of the Bylaws of the National Association of Social Workers. 
 

ARTICLE IX -- COMMITTEES AND TASK FORCES 
 
A. Mandated Committees 
 

Mandated Committees are: 
 

1. Executive Committee as defined in Article VI of these bylaws. 
 
2. Nominations and Leadership Identification as defined in Article VII of these bylaws and 

the Standards for Chapter Nominations and Leadership Identification. 
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3. Committee on Inquiry, as defined in the NASW Procedures for the Adjudication of 
Grievances and the NASW Chapter Guide for the Adjudication of Grievances.  The 
Committee on Inquiry shall be composed of a minimum of 7 persons, appointed by the 
President with the advice and consent of the Board and representing the membership 
with no more than 2 members from one Unit, who shall be responsible for hearing and 
determining complaints filed in accord with the association's policy on the adjudication of 
grievances.  The Committee on Inquiry may convene local panels to conduct hearings. 

 
 4. Other mandated committees as determined by the Chapter. 

 
B. Other Committees and Task Forces 
 

The Chapter Board of Directors may establish and dissolve standing chapter committees and 
task forces based on the Chapter's program and administrative needs.  These committees 
and task forces are accountable to the Board of Directors in all matters. 
 

C. Committee and Task Force Membership 
 

In making appointments, the President and the Board of Directors should give consideration 
to member's competence, geography, gender, ethnicity, experience, and unit 
recommendations. 

 
ARTICLE X -- UNITS 

 
A. Statement of Intent 
 
 The Florida Chapter encourages the maximum possible membership participation through its 

local units. 
   
  Unit activities shall be consistent with Association purpose, policies, procedures and bylaws. 
 
B. Purpose of Units 
 

1. Local units are geographically defined and serve the two-fold purpose of representation 
to the Chapter Board and implementation of program. 

 
2.   The Florida Chapter shall be structured into geographical units defined by the Board of 

Directors. 
 
3. The Chapter Board of Directors has the responsibility to create, review, and restructure 

units as necessary.  Units shall have direct representation on the Chapter Board of 
Directors through the election of Board representatives elected by the members of the 
unit. 

 
4. Board representation must be in general proportion (voting strength) to each unit's 

membership, provided that each unit must have at least one representative.  An elected 
Chair shall serve on the Chapter’s Board. 
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5. Unit chairpersons will represent the interests of their unit's members to the Board of 
Directors and communicate Chapter Board processes and decisions to their membership.  
Units are responsible in their areas for chapter program implementation activity as 
developed by the Board of Directors. 

 
ARTICLE XI -- STAFF 

 
A. Personnel Practices 
 

Chapter personnel practices are regulated by the current Personnel Standards for NASW 
Chapters adopted by the National Board of Directors. 

 
B. Chapter Responsibilities and Authority for Staff 
 

1. The Board of Directors of the Florida Chapter shall be responsible for creating and 
implementing such staffing arrangements as is required to provide for the conduct of the 
chapter's business. 

 
2. The Chapter Board of Directors, in consultation with the national office, shall appoint an 

Executive Director who, under their supervision and in line with established personnel 
policies and practices, shall have the authority to employ, assign, detail, and release all 
other staff of the chapter. 

 
ARTICLE XII -- FINANCE 

 
A. Chapter Finances 
 

Funds shall be provided to promote the programs of the association through the Florida 
Chapter in the following manner: 

 
1. Direct rebates in accordance with national bylaws, Article XX -- Dues and Other Income. 

 
2. Supplemental grants at the discretion of the National Board of Directors. 

 
3. Funds raised by the Florida Chapter in accordance with accepted procedures of the 
association. 

 
B. Chapter Financial Affairs 
 

The Florida Chapter Board of Directors shall arrange for the careful stewardship of financial 
resources by providing the following: 
 
1. A Chapter bank account that conforms to the requirements specified in the NASW 

Chapter Standards.   
 
2. A Chapter budget prepared prior to the beginning of each program year (July 1 - June 

30) that reflects the Chapter's anticipated program for the year. 
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3. The preparation and distribution of financial reports to the Board of Directors at least 
quarterly.  A year-end financial report shall be sent to the National Office; a summary of 
this report shall be made available to chapter members. 

 
6. An independent audit by a certified public accountant is required annually. 
 
5. The Florida Chapter will develop a financial policy defining budgeting and reporting 

requirements, the staff role in financial management, the reimbursement for chapter 
leadership and staff expenses, investment policies, and policies related to reserve funds 
in the Chapter. 

 
6. The Florida Chapter will adhere to financial management guidelines approved by the 

National Board of Directors. 
 

ARTICLE XIII -- POLITICAL ACTION COMMITTEES 
 
The Florida Chapter's political action committee will conform to applicable state and Federal 
laws and regulations. 
 
The Florida Chapter will obtain prior review and approval from the national office for its political 
action committee's bylaws before they become effective. 
 

ARTICLE XIV -- BYLAWS AMENDMENTS 
 
The Florida Chapter bylaws may be amended by a vote of two-thirds of the Board of Directors 
representing fifty percent of the Units in attendance at a regularly called meeting, provided that 
the proposed bylaws amendment has been published and distributed to Chapter members at 
least three weeks prior to the meeting. 
 
Implementation of an approved bylaws amendment depends upon approval by the National 
Board of Directors sanctioning process. 
 
 

Revised:  5-27-2004 
Adopted:  6-12-2004 

Effective: 7-1-2004 
 
Note:  The Florida Chapter has complete job descriptions, election guidelines, and operating 
policies and procedures for the Florida Chapter available to any members. 
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  NATIONAL ASSOCIATION OF SOCIAL WORKERS, FLORIDA CHAPTER 
 
 POLICIES & PROCEDURES 
 
I. GOVERNANCE 
 
 A. BYLAWS 
 
  The Chapter will have bylaws approved by the National Office.  The bylaws will 

govern all Chapter operations along with the policies and procedures.  The bylaws 
cover operations for:  membership, officers, Board of Directors, Executive 
Committee, nominations, elections, removal from office, delegates to Delegate 
Assembly, committees and task forces, Units, staff, finance, political action 
committees, and bylaws amendments.   

 
 B. AFFIRMATIVE ACTION 
 
  The Chapter will take affirmative action to ensure that the diverse population of the 

NASW-FL Chapter membership is represented and involved in all areas of Chapter 
operations, including elected and appointed positions, personnel and fiscal/business 
transactions.  This includes non-discrimination and support to all members without 
regard to gender, racial/ethnic background, religion, sexual orientation or gender 
perception, age, nationality, geographic region, economic status, or physical or 
mental disability (perceived or non-perceived). 

 
  The Chapter will have an affirmative action plan that includes goals and 

implementation procedures.   
 
 C. NOMINATIONS AND ELECTIONS 
 
  All Chapter nominations and elections will follow current guidelines listed in "National 

NASW Standards for Chapter Nominations and Elections."   
 
 D.  PROGRAM PLAN 
 
  The Chapter program plan will include addressing the program priority goals 

adopted by the Delegate Assembly, the representational body that sets the overall 
policy for the Association every three years, and the identified needs of the Florida 
Chapter. 

 
 E. CHAPTER-TO-NATIONAL RELATIONSHIP 
 
  The Chapter leadership and staff will keep in routine contact with their National 

Board Regional Representative. 
 
  The Chapter Executive Director and the President and/or the President-Elect will 

attend the Annual Leadership meeting each year. 
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  The Chapter will annually report to the National office on Chapter operations and 

programs. 
 
II. ADMINISTRATION 
 
 A. COMMUNICATION 
 
  The Chapter will have the capacity to receive and distribute communication to 

leadership and membership.  This includes a central mailing address, telephone 
number, e-mail address, and a method to leave a message with the Chapter office 
at all times.  The Chapter will have an efficient method of maintaining a current 
membership roster for mailing purposes. 

 
 B. PERSONNEL POLICIES AND PRACTICES 
 
  The Chapter will use the most recent "Personnel Standards for NASW Chapter" 

approved by the National NASW Board of Directors as a guideline in developing the 
Chapter Personnel Standards.   The Chapter Personnel Standards govern benefits, 
conduct standards, and employment policies. 

 
 C. LEGAL 
 

1. The Chapter will maintain on file a copy of the NASW's IRS tax status as a 
501(c)(6) organization (a non-profit trade association). 

 
2. Chapter will have an employer identification number from the Internal 

Revenue Service (IRS) and shall annually file an IRS form 990 and 990-T  
Unrelated Business Income Tax Report as needed. 

 
3. The Chapter will refrain from initiating any legal action, including employing 

an attorney, without prior review and written approval from the National 
office. 

 
4. The Chapter will file federal form 941 (Employer's Quarterly Federal Tax 

Return) and federal form 940 (Employer's Annual Federal Unemployment 
Tax Return). 

 
5. The Chapter will collect and pay sales tax on items sold to the public and 

report sales tax under Florida tax authorities. 
 
6. The Chapter will provide the national office with annual data on gross payroll 

amounts in order to provide cost of workers’ compensation income. 
 

7. The Chapter will use the current NASW logo on all Chapter publications and 
letterhead as outlined in NASW’s style manual. 
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  D. INSURANCE 
 

1. The Chapter will carry fire and theft insurance to cover the office and its 
contents. 

 
2. Chapter board members shall be informed that the national office covers 

them when they are performing NASW business under multiperil insurance, 
professional liability insurance, and group business travel insurance.  A 
commercial or fidelity bond covers chapter treasurers and employees 
involved with monetary transactions.  Deductibles on insurance claims are 
the responsibility of the chapter. 

 
3. The NASW Insurance Trust is the sole vehicle for offering insurance products 

and services (including prescription plans) to NASW members.  The Chapter 
shall promote, enhance, and reasonably protect NASW Insurance Trust 
programs.  The Chapter may not promote, assist, endorse, sponsor, or allow 
other insurance vendors to access the NASW membership through the 
Chapter office.  This is true regardless of the type of insurance being offered 
and whether or not the NASW Insurance Trust currently offers that 
particular insurance product.  The Chapter shall not accept print or Web 
advertising, conference exhibitors, nor allow mailing labels to be used for 
insurance products/vendors that are not sponsored by the Insurance Trust.  
The Chapter shall refer all insurance marketing representatives, agents, 
brokers, and insurance program administrators directly to the NASW 
Insurance Trust Office. 

 
E. OFFICE MANAGEMENT 
 

1. The Chapter will have a written lease-of-space agreement that specifies, 
cost, duration, services, utilities, and special amenities, plus any applicable 
liabilities that may be the responsibility of the Chapter as a tenant.  The 
National office shall review this agreement. 

 
2. The Chapter shall keep records on job applicants and active and former 

employees for one year. 
 
3. The Chapter shall retain the following documents indefinitely: audit reports; 

bankbook, checks, and statements; Board of Directors meeting minutes; 
financial reports and records; federal and state tax reports; tax exemption 
certificates; Form W-2 employee tax records; and personnel records. 

 
4. The Chapter will be open 9:00 a.m. to 6:00 p.m., Monday through Friday, 

except holidays.  Members will be informed of regular office hours and 
holidays. 

 
5. The Chapter will keep on hand a supply of NASW documents, including 

membership applications, publications listings, Insurance Trust brochures 
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 and application forms, NASW Codes of Ethics, NASW professional and 
public policies, and NASW practice standards, for distribution to individuals. 

Requests for bulk orders of these documents should be referred to the 
National office. 

 
 F. LABEL RENTAL 
 
  Distribution of the Chapter’s membership list through the rental of mailing labels and 

electronic mailing lists is a source of non-dues income. Use of chapter membership 
lists is restricted to the following groups: sister organizations with which the 
association maintains a close working relationship; schools of social work; individuals 
and organizations involved in legitimate research; and continuing education 
programs consistent with NASW standards.  Requests must be made and approved 
in writing.  Rental procedures are as follows: 

 
1. All requests will be handled directly by Chapter office; No membership lists 

may be distributed to outside organizations by the Units (unless the event is 
sponsored by the Unit as a cooperative venture) 

 
2. Membership lists must be requested in an advance timetable and must be 

accompanied by a signed contract agreeing to all terms and conditions of 
rental.   

 
3. All membership lists are authorized for single use only and must be 

destroyed after the completion of the project. 
 

4. Rental fees will be set at a competitive price consistent with the current 
market rate.   

 
5. Only mailing addresses are available for rental.  The phone numbers, fax 

numbers, and e-mail addresses of our members will not be distributed. 
 

6. Orders must be placed in writing accompanied by a copy of the mailing piece 
or draft.   

 
7. Membership lists will be distributed primarily in label format.  Electronic or 

other versions of membership lists may be used only with the consent of the 
Executive Director. 

 
8. Membership lists may be provided to students, professors, and others 

involved in legitimate research projects.  A copy of the survey instrument 
and a letter of approval from the independent review board of the college or 
university must accompany all requests.  The request will be considered on 
the following factors:  the usefulness of research results to our members, 
the membership status of the requesting party, the number and frequency 
of members to be surveyed, and the amount of similar requests within a 
reasonable time period.  All research requests must be approved by the 
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 Executive Director.  
 

9. NASW-FL reserves the right to refuse any order. 
 

G. ELECTRONIC COMMUNICATION 
 
NASW-FL will maintain current e-mail lists for electronic communication with 
members.  Communications with members through e-mail will abide by the 
following standards. 
 
1. All mass communications with members, including e-mails to specific units or 

groups, will be sent from the Chapter office and will include the Chapter’s 
address, phone number, website, and e-mail address.  Any volunteer leader 
wishing to communicate with a mass audience should forward their 
requested message to the Chapter office for distribution. 

 
2. Communications regarding meetings, continuing education, and other events 

will generally be limited to one e-mail per event. 
 
3. All electronic communication will abide by Federal and State regulations, and 

will comply with the NASW Chapter Operational Procedures for e-mail use. 
 
 H. MEMBERSHIP 
 

1. The Chapter shall hold an annual meeting of the Chapter membership.   
 

2. Each Unit shall hold at least one meeting a year. 
 
3. The Chapter shall have an annual membership recruitment and retention 

plan in order to strengthen NASW's United voice, bring in new members, 
and increase revenue, and share that plan with the National office.   

 
4. The Chapter will consult with Chapter Services prior to offering new 

membership benefits and/or services. 
 
5. The Chapter will not use NASW dues income to pay for NASW memberships. 

 
III. NASW-FL FINANCIAL POLICIES AND PROCEDURES 
 
 A. CHECKING AND SAVINGS ACCOUNTS 
 

1. The Chapter Board of Directors is legally responsible for the receipts, 
deposits, disbursals, and withdrawals of all funds of the Chapter.   There is 
only one Chapter Treasurer.  Units may have a financial chair if desired.  

 
2. NASW-FL will use only one checking and savings account for the general 

fund.  Restricted funds are accounted for through separate bookkeeping.  A 
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 separate checking account will be conducted for Chapter Political Action for 
Candidate Election (PACE) funds. 

 
3. Units of the Chapter may not have ongoing bank accounts.  Units will be 

given an annual budget.  Unit payment for expenditures exceeding petty 
cash shall be made by the Chapter office using an invoice form provided by 
the Chapter. 

 
 B. SIGNATURES 
 

1. Two signatures are required on withdrawal of Chapter funds over $500 and 
expense reimbursement checks for Executive Director, regardless of the 
amount.  The limit will be waived on payroll, contracts payments, postage 
for newsletters and workshops, benefits, and documented emergencies. 

 
2. The individuals responsible for signing Chapter checks and the individuals 

who are responsible for Chapter bookkeeping shall not be the same people. 
 
3. Authorized signatures for the Chapter include the President, Treasurer, and 

Executive Director and may be used in electronic banking. 
 
 C. NASW-FL BUDGET 
 
  The NASW-FL Finance/Personnel Committee will present a budget to the Board of 

Directors for approval prior to the beginning of each program year. The Board will 
be given fiscal reports, including income and expense statements and a balance 
sheet, at least quarterly. 

 
  Procedures for Board and Committee Travel -- Board and committee members 

are expected to carpool and share rooms when appropriate and keep travel costs 
contained for the benefit of the Chapter. 

 
  Expenses will be reimbursed at the following rates: 
 
  MEALS: When meals are not provided, the per diem is $30/day for meals, 

with variance according to travel times for partial days.  The per 
diem for out of state travel is $50/day.  The following are 
approximate meal guidelines: 

 
      Breakfast $6.00 – 8.00 
  Lunch  $9.00 – 12.00 
  Dinner  $15.00 – 20.00 
 
  AIR TRAVEL: Travel will be reimbursed for common carrier at the rate of the 

lowest available fare.  The Chapter will pay the cost of an 
additional night's hotel room if a difference (reduction) in plane 
fare is significant (exceeds the hotel room cost). 
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 CAR TRAVEL: Mileage will be reimbursed at 43¢ per mile.  Car pooling is 

strongly encouraged.  If travel exceeds 200+ miles, the Chapter 
will pay an overnight room (double occupancy whenever 
possible). 

 
  HOTEL: Due to the financial necessity to share rooms, the Chapter will pay 

one-half of the actual room cost.  No other charges will be paid.  
When it is not possible or appropriate to share a room, the 
Chapter will assume the full cost.  If the Board or committee 
member does not wish to share a room, they are responsible for 
1/2 the cost. 

   
  CAR RENTAL: Reimbursement for car rental is limited to $60/day plus gas 

receipts.  Exceptions must be approved by the Executive Director. 
 

The above policy applies to all approved Chapter activities.  Receipts are required for 
expenditures except mileage and meals. 

 
  Procedure for Staff Travel -- Expenditures shall be the same as Board and 

committee unless covered by contract.  Staff may request advancement on travel 
cost to cover expected expenditures.  Receipts are required for reconciliation of 
advancement funds and actual costs. 

 
 D. FINANCE/PERSONNEL COMMITTEE 
 
  NASW-FL will have an active Finance/Personnel Committee chaired by the Chapter 

Treasurer that meets twice a year to review Chapter fiscal policies and develop the 
Chapter budget. 

 
  The Finance/Personnel Committee will review staff job descriptions and update 

chapter personnel policies. 
 
 E. AUDIT 
 
  NASW-FL will have an annual independent audit of its financial records conducted by 

a certified public accountant.  The Chapter will send the audit out for bid at least 
once every five years.  The Chapter auditor will prepare a management letter for the 
Board of Directors' review.   

 
  The Chapter Board of Directors will review the audit results and the management 

letter, and will especially note and address any deficits in the management letter.  
Accrued staff vacation will be reflected as a liability on the audit's balance sheet. 

 
 F. CONTRACTS 
 

1. The Executive Director is responsible for signing all contracts, lease 
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 agreements, or other financial/legal agreements within guidelines approved 
by the Chapter Executive Committee. 

 
2. Any Chapter agreement, contract, or lease in excess of $2,500 per year or in 

excess of five years must be reviewed by the National office prior to 
approval.  This includes personnel contracts. 

 
3. No other persons or entities associated with NASW-FL may enter into 

contracts or other financial/legal agreements on behalf of the chapter.  This 
includes all hotel and meeting contracts. 

 
 G. CREDIT CARDS 
 
  The Chapter will maintain non-interest accruing credit cards for the use of the 

Chapter President and Executive Director for Chapter business only.  All receipts will 
be turned into the Chapter for reconciliation.  These credit cards shall not be used 
for personal expenses. 

 
 H. INTERNAL CONTROLS FOR PROCESSING OF CASH AND CHECKS 
 
  The Chapter will maintain internal controls for the processing of cash and check 

payments requiring both segregation of duties and dual controls. 
 

1. Two individuals will share responsibility for the collection, classification, and 
record of receipts.  Each person handling the receipts will verify financial 
information independently. 

 
2. Each check will be endorsed with an organization “for deposit only” stamp as 

soon as the check is received. 
 
3. Checks will be documented in a register with the check number, check date, 

payer, amount, date received, purpose for payment, and, when feasible, a 
photocopy of the check. 

 
4. All receipts, cash, and/or checks will be stored in a locked container or 

combination safe until the receipts are prepared for deposit in a bank 
account.  Access to the locked container or safe will be restricted to as few 
individuals as possible. 

 
5. A third individual, other than the two designated to process incoming 

receipts, will prepare the receipts for deposit in a bank.  Deposit preparation 
will include the following steps: 
a. Confirmation that the check and cash receipts have been entered 

into the register for the period. 
b. Preparation and presentation of deposits to the bank at least two 

times a week. 
c. Maintenance of a file containing the records of bank deposits.  The 



 

 9

 file will be available for the bank account reconciliation process, 
which will be conducted monthly. 

d. Identification of one individual to complete bank reconciliations each 
month.  The Executive Director will review and approve the final 
reconciliation.  The reconciliation document will be initialed and 
dated by the reviewer prior to filing. 

 
 I. OTHER FINANCIAL POLICIES 
 
  No donation may be made to FL-PACE using Chapter or Unit funds.  Fund raising 

revenue for PACE is to be sent directly to the Chapter office. 
 
  All NASW items sold through the Chapter or Unit are to be sold at a reasonable 

mark-up. 
 
IV. PROGRAM 
 
 A. CONTINUING EDUCATION 
 

1. Fees set for Chapter continuing education programs should differentiate 
between members and non-members, and between students and retired 
members and regular members. 

 
2. Cancellations for full refund must be made at least 72 hours in advance of 

the program and followed with a written request for full refund.  
Cancellations made after this deadline will receive refunds less a 25% 
administrative costs fee.  There will be no refunds for any cancellations 
made on the day of or after the date of the program. 

 
3. The Chapter, Units, and committees will charge a fee for issuance of all 

contact hours.  This charge shall appear on all notices (fliers, pamphlets, 
brochures, etc.) offering contact hours for NASW Florida Chapter/Units 
continuing education events.  This fee will cover the expense of record 
maintenance, and form production.  The fee may be waived for Unit events 
totaling 1 (one) contact hour or when other compensatory arrangements 
(financial or non-financial) are approved by the Executive Director.  

 
4. The Chapter and its Units will charge a $15.00 fee to all persons requesting 

verification or reverification (if original lost or misplaced) of attendance at an 
NASW sponsored program.  This fee will cover the expense of record 
research, maintenance, form production/reproduction, etc. 

 
5. The Chapter and its Units will consider co-sponsoring a workshop with other 

groups or organizations if NASW-FL participates in planning the workshop, 
has input in topic, speakers, location, fee schedule and marketing.  An 
opportunity to share financial benefits must be offered to NASW-FL.  This 
information should be in writing.  When NASW-FL's continuing education 
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 provider number is used, then NASW-FL must maintain the CE file, 
including: sign-in sheets, speaker biographical information, brochures and 

evaluations.  A written agreement must be approved by the NASW-FL 
Executive Director in advance of any advertisement of all co-sponsored 
workshops.  NASW-FL will not underwrite losses to any co-sponsored event. 

 
6. Only continuing education events approved and offered by the Chapter and 

its Units or those approved as official co-sponsors can use the NASW-FL 
continuing education provider number issued by the State of Florida, Board 
of Clinical Social Work, Marriage & Family Therapy, and Mental Health 
Counseling.  The Chapter will meet all continuing education requirements set 
forth by the Department of Health. 

 
7. Unit CE events must follow all guidelines listed in the current NASW-FL 

Continuing Education Manual. 
 

8. All continuing education sponsored or co-sponsored by NASW-FL must 
adhere to the provisions of the Americans with Disabilities Act (ADA) and 
provide reasonable accommodations to individuals with limitations. 

 
9. Workshop presenters and speakers at NASW-FL events must agree to 

adhere to the NASW Code of Ethics, and to avoid disparaging NASW or any 
of its subsidiaries.  Statements made in NASW-FL sponsored workshops do 
not reflect the opinions or policies of NASW-FL.  A statement of disclosure 
will be included in all workshop brochures. 

 
10. Speaker travel will follow the same guidelines for Board and Staff Travel. 

 
 B. AWARDS 
 
  Awards for NASW-FL will be presented annually at the Chapter and Unit levels in 

each of the following categories: 
 
   Social Worker of the Year (employed or retired) 
   Student Social Worker of the Year 
   Citizen of the Year 
   Elected Official of the Year 
 
  Units may have additional categories of awards, if desired, but these are the only 

categories that will be recognized at the Chapter level. 
 
  Awards nominations will first be submitted to the Unit CONLI Chair, who will further 

the nomination for unit review.  Only the winners in each category for each unit will 
be considered for the Chapter awards. 

 
  Nominations will be accepted from any NASW, but members cannot nominate 

themselves.  In addition, members of the CONLI committee are ineligible for 
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 consideration during their term of office.  The Unit CONLI Chair is responsible for coordinating the 
Awards selection process for each unit.  If there is no Unit CONLI Chair, the Unit Chair is 

responsible. 
 
  Each nomination will be considered using an objective evaluation form evaluating 

the candidate on involvement with NASW, commitment to the Code of Ethics, 
contributions to human services and the social work profession, leadership ability, 
etc.  The winner will be the candidate with the highest composite score. 

 
  The deadline for receipt of awards nominations at the Unit level will be a minimum 

of one month prior to the Chapter deadline. 
 
  Any appeals for the awards selection process will be submitted to the Executive 

Committee through the Executive Director. 
 
 C. NEWSLETTER 
 

1. The Florida Chapter Newsletter will be published bi-monthly (once every two 
months).  Each issue will reflect a two-month heading as follows: 

 
July-August 
September-October 
November-December 
January-February 
March-April 
May-June 

 
The deadline dates, policy, and rates are listed in the current rate sheet. 

 
2. The Chapter newsletter is a publication and will follow accepted publications 

guidelines.  NASW-FL will pay strict attention to copyright protection and 
must obtain written permission to reprint materials. 

 
3. NASW-FL reserves the right to reject advertisements for any reason at any 

time.  NASW-FL is not liable for any alleged loss or damages if an 
advertisement is omitted for any reason.  NASW-FL complies with the 
provisions of applicable federal laws prohibiting discrimination.  Placement of 
ads will be at NASW's discretion, although advertiser's preference will be met 
whenever possible.  Publication of an advertisement does not constitute an 
endorsement or approval by NASW of any product or services advertised, 
any point of view, standard, or opinion presented therein.  NASW is not 
responsible for any claims made in an advertisement appearing in its 
publications.  The placement of an advertising order constitutes an 
acceptance of all the rates and conditions under which advertising is sold at 
that time. 

 
4. Articles to the NASW-FL Newsletter must be of general interest to the 
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 membership, and may not advertise a specific product or service unless 
such product or service has been endorsed by NASW-FL.  All articles will be 

used at the discretion of NASW-FL, and NASW-FL reserves the right to edit 
or reject any article submitted for publication.   

 
 D. REFERRAL SERVICES 
 
  The Chapter referral service is limited to those listed in the NASW Register of Clinical 

Social Workers. 
 
 E. UNIT OPERATIONS 
 
  Units are established by the NASW-FL Board of Directors and serve as entities 

designed to represent distinct and separate geographic areas of the Florida Chapter. 
 Units exist to encourage the highest level of membership participation at the local 
level.  The elected Unit Chair will develop the Unit Executive Committee, which 
serves as the leadership of local affairs.  The Unit CONLI Chair is also elected.  The 
Unit Chair serves as a member of the Chapter Board of Directors. 

 
  Units operate under the purview of NASW-FL and the full scope and authority 

therein.  Standards for unit operations are listed in the Unit Organizational Manual, 
the Continuing Education Manual, and the NASW-FL By-Laws. 

 
 F. NEW UNIT CREATION 
 
  The petition to become a Unit indicates a need for the services that a Unit can 

provide, and that are not currently being met by the Unit in which the petitioners 
are members.  Among the areas for consideration are, but not limited to the 
following:  geographic concerns such as unreasonably long commuting 
distances/time to attend regular meetings; programmatic concerns such as a lack of 
appropriate programming for a significant amount of the existing Unit's members; 
and population trends such as rapid growth in the existing Unit membership.  The 
state Board will consider other areas of concern not listed here if they demonstrate 
an unreasonable burden on the petitioning members, or a significant lack of 
appropriate programming to meet the needs of the petitioning members.  The Board 
of Directors will also consider the fiscal impact of creating a new Unit. 

 
  The preferred steps leading to a petition for a Unit creation are: 
 
  1. A demonstrated history of attempts of working within the existing Unit 

structure to resolve unmet needs.  At the start of this process a written 
chronology of resolution attempts shall be submitted in to the existing Unit 
and to the state Board of Directors on a regular basis. 

 
  2. At least one year of documented attempts to resolve the matter within the 

existing Unit structure. 
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   3. Demonstrated successful operation as a Sub-Unit for at least one year. 
 

  4. A written petition to create a new Unit. 
 

The Steering Committee must have at least two elected members: Unit Chair and 
CONLI Chair.  Petitions for creating a new Unit shall include a proposed election 
slate with at least two members running for each elected position.  If the petition is 
approved, the President shall then appoint temporary leadership until local elections 
can be held.  The Unit elections shall be held within 90 days from the appointment 
of temporary leadership.  The Board will determine the date. 

 
 G. BOARD MEETINGS AND STRUCTURE 
 

1. Only one chair for each unit may be listed on the Board Roster.  Units may 
have co-chairs, but one will be designated as the official Board Member and 
will attend Board meetings. 

 
2. There will be a roll call of Board Members at each meeting.  Late arrivals will 

check in with the Vice-President. 
 

3. The following are standing agenda items at all Board meetings: 
 

a. Roll Call 
b. Agenda Approval 
c. Review and Approval of Minutes 
d. Financial Reports 
e. President, Executive Director and Committee Reports 
f. Student and Unit Reports 
 
All other agenda items should be submitted to the President or Executive 
Director prior to the approval of the Agenda at the meeting. 

 
V. PROCESS FOR AMENDING 
 
 These Policies and Procedures may be amended at any meeting of the Board of Directors 

where 2/3 or more members are represented.  Sufficient notification of the Board members 
regarding any proposed changes is to be assured by the Chapter President. 

 
Revised: 6-10-2007 
Adopted: 6-10-2007 
Effective: 7-1-2007 



 
 
 
 

 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 

PERSONNEL STANDARDS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Effective July 1, 2004 
 
 
 
 
 
 
 
 
 
 
 



Personnel Standards                               Page 2   
 
 

  
 

National Association of Social Workers, Florida Chapter 

Table of Contents 
 

PAGE 
 

Section I: Equal Employment Opportunity        4 
 

Standard 1:  Selection          4  
 

Section II: Employment            4 
 

Standard 2:  Release of Employee Information         5 
Standard 3:  Personnel Files            5 
Standard 4:  Job Description        6 
Standard 5:  Nepotism         6 
Standard 6:  Employment Status        6 

Job Classifications        6 
Standard 7:  Anniversary Date        7 
Standard 8:  Seniority         7 
Standard 9:  Employee Orientation        7 
Standard 10:  Staff Development and Training        7 

 
Section III: Leave and Holidays          7 

 
Standard 11:  Annual (Vacation) Leave          7 
Standard 12:  Holidays            8 
Standard 13:  Sick Leave           8  

  Standard 14:  Family and Medical Leave          9 
Standard 15:  Administrative Leave        10 
Standard 16:  Jury Duty        10 
Standard 17:  Military Leave       10 
Standard 18:  Leave Without Pay      10 
Standard 19:  Compensatory Leave time      10 

 
Section IV: Compensation        11 

 
Section V: Benefits         11  

 
Section VI: Performance and Discipline      12 

 
Standard 20:  Performance Appraisals      12 
Standard 21:  Progressive Discipline        12 

 
 
 
 



Personnel Standards                               Page 3   
 
 

  
 

National Association of Social Workers, Florida Chapter 

 
Table of Contents, continued 

 
Section VII: Termination           13 

 
Standard 22:  Termination by Employer       13 
Standard 23:  Termination by Employee       13 
Standard 24:  Layoffs         13 

 
Section VIII: Grievance Procedures       14 

 
Section IX: Workplace Policies        14 

 
Standard 25:  Alcohol and Drug Policy       14 
Standard 26:  Sexual Harassment Policy     15 
Standard 27:   Use of Chapter Property     16 
Standard 28:   Software Compliance      16 
Standard 29:   Standards of Conduct      16 

 



Personnel Standards                               Page 4   
 
 

  
 

National Association of Social Workers, Florida Chapter 

SECTION I - EQUAL EMPLOYMENT OPPORTUNITY 
 
It is the policy of NASW-FL to implement equal opportunity of employment for all qualified 
employees and applicants for employment in compliance with federal and state civil rights and 
equal opportunity laws and the NASW-FL’s commitment to equal opportunity and affirmative action. 
 
Consideration will be given to all applicants without regard to gender, racial/ethnic background, 
religion, sexual orientation or gender perception, age, nationality, economic status, or physical or 
mental disability (perceived or non-perceived).  An applicant’s political beliefs, residence, or 
membership in a union or in an organization whose primary purpose is the protection of civil rights 
or the improvement of living conditions and/or human relations will not be considered in the 
selection process. 
 

Standard 1:  Selection 
 

The selection of personnel shall be on the basis of valid criteria and competence designed to 
ensure appointments of persons best qualified to perform the Association’s functions. 

 
Selection for a position shall take into consideration the individual’s qualifications, 
experience, training, education, and prior NASW employment.  NASW-FL does not 
discriminate against any applicant because of the applicant’s residence, racial/ethnic 
background, religion, gender, sexual orientation or gender perception, marital status, age, 
nationality, political belief, union affiliation, or disability (visible or nonvisible). 

 
In recruiting personnel, NASW-FL shall make known to prospective and current employees 
the following: 
 

 specific requirements of vacant position 
 

 qualifications sought in candidates for the position 
 

 personnel practices and salary range applicable to position. 
 

Applicants will be screened to determine who should become candidates for the position.  
Job candidates may be interviewed by more than one person.  The interview process shall 
be conducted so as not to show bias in the selection on the basis of racial/ethnic 
background, religion, gender, sexual orientation or gender perception, marital status, age, 
nationality, disability, or political belief. 

 
SECTION II - EMPLOYMENT 
 
An applicant selected to fill a position shall receive written confirmation of appointment, title, salary 
and starting date, information regarding the Introductory Period, statement that any job offer is 
contingent on production of required Immigration Reform and Control Act (IRCA) of 1986 
documentation, and a description of duties. 
 



Personnel Standards                               Page 5   
 
 

  
 

National Association of Social Workers, Florida Chapter 

The applicant shall indicate that the terms of the appointment letter are acceptable by signing a 
copy of the letter.  The appointment letter shall be made part of the employee’s personnel file. 
 

Standard 2:  Release of Employee Information 
 

Disclosure of employee information to persons outside of NASW-FL (verification of 
employment, salary, or other confidential information) will be permitted upon written 
request and authorization by a current or former employee. 

 
Requests for factual information (dates of employment, salary, position held, and so forth) 
about a current or former employee shall be referred to the Executive Director or his or her 
designee for response.  A response to a request for verification of employee information 
may not be provided without written authorization from the current or former employee 
detailing the information to be provided.  Only information that can be verified by 
documentation shall be released. 

 
Standard 3:  Personnel Files 

 
A personnel file is maintained for each employee.  The file is available for the employee’s 
examination.  Each employee’s personnel file is regarded as confidential information and is 
treated as such.  The only persons with access to the employee’s file shall be in the 
employee’s chain of supervision and individuals handling personnel files. 

 
Staff personnel files shall contain the following items: 

 
 application and resume 

 
 letter of appointment, agreement or contract, and acceptance 

 
 job description 

 
 copies of transcripts, diplomas, certificates, and licenses 

 
 ongoing performance evaluations 

 
 any memoranda or documents related to performance 

 
 memoranda concerning unusual job changes 

 
 warning letters and records of all disciplinary actions 

 
 leave of absence information 

 
 time sheets 

 
 salary actions 
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 documentation required by state or private regulatory agencies. 

 
The Executive Director’s personnel file shall be confidentially maintained by the President of 
the Chapter Board of Directors. 

 
Standard 4:  Job Description 

 
A written job description shall be maintained for each staff position.  In the event new 
positions are created through expansion or reorganization, written job descriptions will be 
prepared.   

 
Standard 5:  Nepotism 

 
No person can supervise a person to whom they are related or living with in a spousal 
relationship.  Relatives are defined as those in the immediate family, mates  (defined as a 
person with whom the employee is living on a continuous basis), parents, grandparents, 
siblings, and children. 

 
Standard 6:  Employment Status 

 
There shall be an Introductory Period for newly hired, newly promoted, or transferred 
employees of 6 months, as specified in job classification or contract.  Upon completion of 
the Introductory Period, the employee performance will be evaluated by the employee’s 
immediate supervisor to determine continuous employment.   

 
The regular work week for NASW-FL is Monday through Friday, with some Saturday and 
Sunday work required.  The normal work day is 9 a.m. to 6 p.m., with one hour for lunch.  
Any exceptions must be approved by the Executive Director.   

 
Job Classifications 
 
Regular Full-time Employees:  
A regular full-time employee has satisfactorily completed the Introductory Period and works 
a full basic work week of no less than forty (40) hours, with no prior agreed-upon time limit 
in the duration of employment. 
 
Regular Part-time Employees:   
A regular part-time employee has satisfactorily completed the Introductory Period but works 
a work week of less than forty (40) hours, with no agreed upon time limit in the duration of 
employment. 

 
Temporary Employees:  
Temporary employees are engaged for a specified period of time.  Length of employment, 
scope of the job, duties, and compensation are clearly defined.  No benefits accrue to this 
category. 
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Independent Contractors/Consultants: 
Independent contractors/consultants are contracted on a time-limited basis to fulfill the 
terms and obligations of a specific assignment.  The contractor/consultant is responsible for 
the details and methods of work performed, hires his or her own employees, provides his or 
her own office and tolls, regulates his or her own hours, receives no benefits, has no taxes 
deducted and is responsible for paying his or her own taxes, and has proof of coverage of 
Workers’ Compensation Insurance. 

 
Standard 7:  Anniversary Date 

 
The employee’s anniversary date is the original date of hire. 

 
Standard 8:  Seniority 

 
Seniority for the application of NASW-FL policies shall generally be based upon length of 
service with the NASW-FL, recorded in months and years.  If seniority is defined or applied 
differently in a benefit plan document, the document definition shall take precedence. 
 
Standard 9:  Employee Orientation 

 
Employees will receive orientation to the NASW-FL’s Personnel Standards and policies and 
procedures, the position for which they have been hired, and to internal and external 
working relationships. 
 
Standard 10:  Staff Development and Training 

 
Staff development and training programs shall be based on the needs of the Chapter and 
the annual budgetary limitations.  Also considered are the needs and potential contributions 
of the employee.  Staff development and training programs must be approved by the 
Executive Director. 

 
SECTION III - LEAVE AND HOLIDAYS 
 

Standard 11:  Annual (Vacation) Leave 
 

Regular full-time employees are entitled to vacation time off with pay at their prevailing 
compensation rate.  The number of annual leave days earned each year shall be based 
upon the Chapter’s pay periods.  The minimum number of days provided are as follows: 

 
 1-2 years   117 hours (4.5 hours per pay period) 

 
 3-6 years (inclusive)  156 hours (6 hours per pay period) 

 
 7th year & thereafter  195 hours (7.5 hours per pay period) 
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Regular part-time employees shall be eligible to receive the same amount of annual leave 
days as full-time employees on a pro-rata basis.  Annual leave accrues from date of hire and 
cannot be taken until successful completion of the Introductory Period.  The maximum 
number of annual leave hours employees may carry over is the number of hours earned 
each employment year. 

 
Standard 12:  Holidays 

 
Regular full-time employees shall be granted a minimum of 12 paid holidays each calendar 
year: 

 
New Year’s Day 
Martin Luther King’s Birthday 
Washington’s Birthday 
Memorial Day 
Independence Day 
Labor Day 
Thanksgiving Day 
Friday After Thanksgiving Day 
Christmas Eve 
Christmas Day 
Day After Christmas Day 
New Year’s Eve 

 
If a holiday falls on a Sunday, Chapter offices are to be closed the following Monday.  If a 
holiday falls on a Saturday, Chapter offices are to be closed the preceding Friday.  When an 
authorized holiday falls on a workday within an employee’s vacation period, the holiday will 
not be counted against annual leave.  Regular part-time employees are eligible to receive 
holiday leave if a holiday falls on their regularly scheduled workday.   

 
Standard 13:  Sick Leave 

 
Regular full-time employees shall be granted annual sick leave with pay at their prevailing 
compensation rate.  The number of days earned per year shall be based upon the Chapter’s 
pay period.  The minimum number of days provided are as follows. 

 
 1-2 years   117 hours (4.5 hours per pay period) 

 
 3-6 years (inclusive)  156 hours (6 hours per pay period) 

 
 7th year & thereafter  195 hours (7.5 hours per pay period) 

 
Sick leave shall accrue from date of employment, up to a maximum of 300 hours.   
Regular part-time employees shall be eligible to receive the same amount of sick leave as 
regular full-time employees, but on a pro-rata basis.   
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NASW-FL reserves the right to request medical certification of sickness or physical 
examination when it is necessary to determine whether the employee is able to perform the 
essential functions of the job with or without reasonable accommodations or without harm 
to himself or herself or to others; when it is in the employee’s best interest or for purposes 
of health, safety, or security in the office; or when such sickness constitutes a possible 
abuse of sick leave.  Abuse of sick leave may result in appropriate discipline under the 
progressive discipline policy. 

 
Absences due to Workers’ Compensation claims is not charged against sick leave.   
Accrued, but unused, sick leave is not payable upon termination.  

 
Standard 14:  Family and Medical Leave 

 
Regular full-time and part-time employees shall be eligible for leave in accordance with the 
Family and Medical Leave Act (FMLA) of 1993 and its implementing regulations. 
 
Eligible employees may be granted up to twelve (12) weeks of unpaid leave in any twelve 
(12) month period for the following purposes: 

 
 For the birth of a child, to care for a newborn child, or upon placement of a child 

with the employee for adoption or foster care.  This leave will normally be taken in 
one block of time unless arrangements for “intermittent” or “reduced work schedule” 
are approved by the Executive Director, or in the case of the Executive Director, by 
the President of the Chapter Board of Directors.   

 
 When the employee is needed to care for a child, spouse, or parent who has a 

serious health condition. 
 

 When the employee is unable to perform his or her functions due to a serious health 
condition. 

 
Accrued annual and sick leave benefits must be substituted for all or part of any otherwise 
unpaid FMLA leave.  The total of paid and unpaid FMLA leave is twelve (12) weeks in any 
twelve (12) month period prior to the date leave is to commence.  For the purposes of this 
policy, the following definitions will serve: 

 
 Child:   Anyone younger than age 18 who is the employee’s biological, adopted or 

foster child, stepchild, legal ward, or a legally dependent adult child.  They may 
include a child for whom the employee has day-to-day responsibility. 

 
 Parent:    Biological, foster or adoptive parents, stepparents, legal guardians, or 

any individual who stood in place of parents for the employee when he or she was a 
child. 

 
 Spouse:    A husband or wife as defined by applicable state law, or a person with 

whom the employee is living on a continuous basis, such as a partner or mate. 
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 Serious health condition:   An illness, injury, impairment, or physical or mental 

condition that involves inpatient care or continuing treatment by a health care 
provider as outlined under FMLA regulations.   

 
Standard 15:  Administrative Leave 

 
Up to five (5) days of administrative leave per situation shall be granted for personal 
emergencies such as death or serious illness in the immediate family of the employee.   
 
Administrative leave with pay up to a maximum of five (5) business days per calendar year 
shall be granted at the discretion of the Executive Director for hazardous conditions, such as 
severe weather.   

 
The immediate family shall consist of parents, grandparents, mates (defined as a person 
with whom the employee is living on a continuous basis), brothers, sisters, children, or legal 
guardians.  One (1) day shall be granted for death of relatives other than the immediate 
family. 
 
Standard 16:  Jury Duty 

 
All regular full-time and part-time employees shall be on paid status while on jury duty. 

 
Standard 17:  Military Leave 

 
Military leave must  be granted in accordance with applicable federal law.   

 
Standard 18:  Leave Without Pay 

 
All regular full-time and part-time employees shall be eligible to request leave without pay. 

 
Requests for leave without pay shall be in writing, providing both the purpose of the leave 
and the length of time desired.  The maximum amount of time allowed to be requested shall 
be six (6) months and will be subject to approval by the Executive Director, or in the case of 
the Executive Director, by the President of the Chapter.  The Executive Director has 
discretion to grant or deny requests based on needs of the chapter, status and seniority of 
the staff person, and any other relevant information.  No benefits shall accrue while the 
employee is on leave without pay status.  Leave without pay will be considered as a break in 
service when calculating seniority. 

 
Standard 19:  Compensatory Leave Time 

 
Employees who are exempt from the FLSA as noted in job description shall be entitled to 
compensatory time off under certain circumstances.  Exempt employees who are required to 
work beyond regularly scheduled hours for special events, weekend meetings, and other 
Chapter activities shall be entitled to time off. 
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 Compensatory time will be granted to exempt employees with advance approval of 

their supervisor. 
 

 Compensatory time will be used within thirty (30) days except under special 
circumstances and provided that responsibilities are properly discharged. 

 
 Unused compensatory time is not payable upon termination.   

 
SECTION IV - COMPENSATION 
 
Salary administration shall be in accordance with applicable laws and regulations. 
 
Deductions from each employee’s paycheck include mandatory and voluntary deductions.  
Mandatory deductions for Social Security, state and federal taxes, and garnishments by court order 
are made without written authorization of the employee.  Voluntary deductions are made only with 
the written authorization of the employee. 
 
Pay periods are every other Friday, for a total of 26 pay periods per fiscal year. 
 
Employee salaries are reviewed annually.  These reviews take into account the employee’s 
performance, NASW-FL’s ability to pay, national and local salary patterns, comparisons between 
similar types of positions, and contractual agreements. 
 
Salary increases start at the beginning of the fiscal year. 
 
SECTION V - BENEFITS 
 
Eligibility for benefits commences upon employment, with the exception of Retirement/Pension 
Plan, which begins after one (1) year of employment, unless specified otherwise in the employee’s 
employment contract. 
 
Full-time employees receive the following benefits: 
 

 Health, life, dental, vision, long-term disability 
 

 Sick and annual leave 
 

 Retirement/Pension Plan 
 

 Holiday pay 
 

 Statutorily required benefits 
 
Part-time employees -20 hours or more 
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 Pro-rated sick and annual leave 
 

 Retirement/Pension plan 
 

 Holiday pay 
 

 Statutorily required benefits 
 
Part-time employees - 19 hours or less  
 

 No benefits, except for those statutorily required 
 
SECTION VI - PERFORMANCE AND DISCIPLINE 
 

Standard 20:  Performance Appraisals 
 

Employees will receive at least once per year a written performance appraisal, two months 
prior to the end of the fiscal year, that will objectively assess their performance and 
accomplishments relative to the job description and established work expectations, unless 
stipulated otherwise by contractual agreements. 

 
Employees will have a written work evaluation at the conclusion of the Introductory Period, 
on promotion to a new position, at the annual review date, and at any other time at the 
request of the immediate supervisor.  The evaluation process involves both a written 
summary and a full discussion between employee and supervisor. 

 
Employees shall sign the written work evaluation indicating acceptance, or in the case of 
disagreement with its content, signifying that the employee has read the evaluation.  A copy 
of the evaluation is furnished to the employee.  The employee shall have the opportunity to 
file a statement covering any points.  The statement is placed in the employee’s personnel 
file.   

 
Standard 21:  Progressive Discipline 

 
If disciplinary action has to be taken against any employee, it is in the form of progressive 
discipline (warnings, probation, suspension, termination) except in unusual circumstances. 

 
Progressive discipline is used to ensure staff compliance with Personnel Standards, 
performance standards, ethics, and conduct.  Except in cases of repeated willful infractions 
of policies or flagrant violations of established standards, a supervisor will not resort to 
formal disciplinary measures until informal attempts to correct the problem have failed.  If a 
supervisor finds it necessary to use formal disciplinary measures, it is intended that the 
discipline be administered fairly, without prejudice, and only for cause. 

 
Disciplinary actions are of several levels, including oral and written warnings, probation, 
suspension with and without pay, and termination.  The frequency and severity of 
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misconduct determine which level of disciplinary action is required. 
 

Progressive discipline is not required for all offenses.  NASW-FL reserves the right to 
terminate employees for commission of serious infractions regardless of progressive 
discipline guidelines or counseling. 

 
Employees are placed on probation in order to allow for improvement of the problem 
identified at the time of probation.  The employee is provided with documentation that 
identifies the problem, indicates the necessary improvement, specifies the length of 
probation period, and informs the employee of further disciplinary action that could result 
from failure to show satisfactory improvement within the specified period. 

 
Employees may be suspended for disciplinary reasons without pay.  The employee is given 
written notice of the reasons for the action, and a copy is made a part of the employee’s 
personnel record. 

 
SECTION VII - TERMINATION 
 

Standard 22:  Termination by Employer 
 

In the event NASW-FL gives notice of termination, the length of such notice, unless 
specified otherwise shall be three (3) weeks.  Equivalent payment in lieu of notice may be 
given at the discretion of the Executive Director.  No notice will be granted in the case of 
gross misconduct.  The NASW Office of Personnel Management must be consulted to 
confirm misconduct as gross prior to taking action to dismiss an employee immediately.   

 
Standard 23:  Termination by Employee 

 
Any employee who elects to terminate employment with NASW-FL must submit in writing to 
the Executive Director, three (3) weeks’ notice in advance of termination.  If the Executive 
Director elects to terminate employment with NASW-FL, six (6) weeks written notice must 
be given to the President of the Board of Directors, unless otherwise specified in his/her 
contract.  Lack of notice equivalent to the above requirement is chargeable against annual 
leave.   

 
Employees who resign giving proper notice or who are dismissed for any cause shall receive 
annual leave - or pay in lieu thereof - earned but not taken during the period of 
employment.  The last day worked shall be considered the employee’s termination date for 
purposes of calculating earned annual leave.  An employee whose services are terminated 
during the Introductory Period, or who resigns before satisfactorily completing it, is not 
eligible to receive pay for accrued annual leave.   

 
Standard 24:  Layoffs 

 
Layoffs shall be construed as removal from a position because of reorganization, reduction 
in work force, and any other action by NASW-FL for which the employee is not responsible.  
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The Executive Director will implement a seniority system giving consideration to factors such 
as, but not limited to, the needs of the Chapter, experience and job qualifications. 
 

SECTION VIII- GRIEVANCE PROCEDURES 
 
Any employee who has a complaint concerning rates of pay, hours, conditions of employment, the 
application or interpretation of the terms of these Personnel Standards, disciplinary action, 
termination, demotion, denial of promotion, layoff, or discrimination based on those categories, has 
the right to file a grievance according to procedures outlined in this policy.   
 
Employees shall attempt to resolve the problem informally with their supervisor as soon as possible. 
 If a solution cannot be reached, the employee may present a formal grievance in writing to the 
Executive Director.  The Executive Director will have ten (10) business days to consider and 
respond to the grievance.  If an extension of time limit becomes necessary, all involved parties will 
be notified.  The decision of the Executive Director will be final. 
 
Where there is an alleged violation of the established Personnel Standards by the Executive 
Director, such violation will be subject to review by the Personnel Committee or Executive 
Committee of the Chapter, whose decision will be final and binding on all parties.   
Employees may not file a grievance challenging the substance of a performance evaluation.  
 
SECTION IX - WORKPLACE POLICIES 
 

Standard 25:  Alcohol and Drug Policy 
 

NASW-FL complies with all federal, state, and local laws that regulate or prohibit the 
possession, use or distribution of alcohol or illegal drugs.  All NASW-FL employees are 
prohibited from possession, use, manufacture, distribution, or dispensing of nonprescribed 
controlled substances in the workplace.   

 
All employees are expected and required to report to work and remain at work in 
appropriate mental and physical condition.  Employees who report to work exhibiting signs 
of alcohol or drug abuse are presumed to be unfit for duty and may be disciplined 
appropriately and/or referred for counseling. 

 
If an employee violates the drug-free workplace policy, disciplinary action will be imposed 
up to and including probation, suspension, and termination. 

 
The use, sale, or possession of illegal drugs while on the job may also result in the filing of a 
criminal report. 

 
An employee is required to report within five (5) days any criminal drug statute conviction to 
his or her immediate supervisor. 
All employees are expected to cooperate fully with law enforcement authorities in the 
investigation and prosecution of illegal use, possession, manufacture, distribution, or 
dispensing of controlled substances in the workplace.   
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Standard 26:  Sexual Harassment Policy 

 
NASW-FL will not tolerate sexual harassment of its employees.  The following behaviors are 
grounds for disciplinary action up to and including termination: 

 
 unwelcome sexual advances 

 
 insulting or degrading sexual remarks or conduct directed against another employee 

 
 requests for sexual acts or favors 

 
 threats, demands, or suggestions that an employee’s work is contingent upon 

toleration of or acquiescence to sexual advances 
 

 retaliation against an employee for complaining about such behavior 
 

 any other unwelcome statements or actions of a sexual nature that are sufficiently 
severe or pervasive so as to unreasonably interfere with an employee’s work 
performance or that create an intimidating, hostile, or offensive working 
environment. 

 
Any employee who has a complaint of sexual harassment against a superior, a coworker, a 
vendor, or a member should bring the problem to the attention of the NASW-FL.  
Complaints in writing may be raised with any of the following persons: Executive Director, 
chair of the Personnel Committee, President of the Chapter Board of Directors, or Vice 
President of the Chapter Board of Directors.  The NASW Office of Personnel Management 
shall be notified of the complaint. 

 
NASW-FL prohibits retaliation against anyone for having raised such a complaint in good 
faith or for cooperation with an investigation of a complaint.  Complaints will be investigated 
within ten (10) business days after notification and handled as confidentially as possible in 
the manner described below. 
 

 Complaints of sexual harassment will be investigated as promptly as possible.  The 
allegations of the complaint and the identity of the persons involved shall remain 
confidential from those who have no need to know in order to conduct full and 
impartial investigation, remedy violations, monitor compliance, and administer the 
policy. 

 
 The investigation will include, but not be limited to, discussion with both parties and 

witnesses.  Where appropriate, a report shall be forwarded to the President of the 
Chapter Board of Directors with recommendations concerning remedial action.  The 
President will review the recommendation; determine the corrective action, if any; 
notify all parties of the decision; and implement the decision.  
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 The complaint process shall be completed within forty-five (45) calendar days.  If 
additional time is needed, all parties shall be notified in writing. 

 
Standard 27:  Use of Chapter Property 

 
Employees will not directly or indirectly use or allow the use of property, equipment, or 
supplies belonging to the chapter or located on the chapter’s premises for any purpose 
other than chapter business, unless special written permission is obtained from the 
Executive Director.  Furthermore, no staff member shall willfully alter, mutilate, abuse, or 
waste any property, equipment, or supplies belonging to the chapter or located on chapter 
premises.  The improper, careless, negligent, destructive, or unsafe use or operation of 
equipment may result in disciplinary action, up to and including termination. 
 
Standard 28:  Software Compliance 
 
Anyone using software on a Chapter computer is responsible for complying with that 
software’s license agreement.  If an illegal copy of software is discovered, it will be removed 
and the offending employee may be subject to disciplinary action. 
 
The purpose of this standard is to ensure compliance with license agreements and 
applicable copyright laws regarding the purchase and use of computer software.  This policy 
applies to all employees of the Chapter and any softward purchased by the Chapter for use 
with any of its computers.   
 
Standard 29:  Standards of Conduct 

 
NASW-FL expects its staff members to observe certain standards of conduct and courtesy.  
Infractions of the NASW-FL’s Standards of Conduct (listed below) will be cause for 
progressive discipline and/or termination of employment: 

 
 breaching of confidentiality of information concerning the affairs of the NASW-FL 

 
 falsification of employee application or other NASW-FL records 

 
 leaving work during working hours without appropriate notice 

 
 insubordination toward supervisor, including failing or refusing to follow and accept 

jobs as assigned 
 

 use of abusive language or displaying of disrespectful behavior such as fighting or 
inappropriate gestures toward any staff member or volunteer, and displaying of 
inappropriate behavior on or off the job that could possibly damage the reputation 
of NASW-FL 

 
 displaying racist, anti-Semitic, homophobic, or sexist behavior 
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 violation of the NASW-FL’s policy on drug or alcohol use 
 

 violation of the NASW-FL’s policy on sexual harassment 
 

 violation of the NASW-FL’s policy on use of Chapter property 
 

 violation of the NASW-FL’s policy on software compliance 
 

 possession of a weapon while on NASW-FL premises 
 

 creating or contributing to unsafe or unsanitary conditions by act or omission 
 

 destruction or misuse of NASW-FL records and unauthorized possession, reading, 
copying, or disclosing of information contained in such records to unauthorized 
persons 

 
 theft, fraud, or misappropriation of property belonging to the NASW-FL or to any 

employee, client, or visitor 
 

 soliciting tips or gratuities (money or gifts) for rendering services that are considered 
normal assigned duties 

 
 misusing the telephone (lengthy personal conversations and unauthorized long-

distance calls), lack of courtesy when talking on the telephone, and failure to assist 
callers who are inappropriately transferred 

 
 misuse of computer equipment, e-mail, and internet, installation of unauthorized 

software, or violation of the Chapter policies regarding computer use. 
 

 failure to correct an inefficiency or behavior despite a warning and the opportunity 
to do so  

 
  threatening, intimidating, or coercing another employee or client by word or deed 

 
 engaging in criminal conduct while involved in work activities or the conviction of a 

crime. 
 
These infractions of the NASW-FL Standards of Conduct are not listed in order of 
importance.   
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