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INCORPORATION TO MAXIMIZE PERSONAL ACHIEVEMENT

WITH COMMUNITY TRAINING

EMPLOYEE PERSONNEL POLICIES

This policy manual applies to all I.M.P.A.C.T. employees, students, interns and volunteers
I. VISION STATEMENT

IMPACT will provide the highest quality community-based residential and behavioral health services to people with complex needs through innovative, person-centered services, and natural supports. 

II. Mission Statement

The mission of Incorporation to Maximize Personal Achievement with Community Training is to provide quality residential and behavioral health opportunities and community-based services that improve the quality of life, further personal growth, improved functional skills, promote consumer empowerment, and enrich the lives of the people we serve through information, referral, advocacy, prevention and treatment. 
III. PURPOSE

It is the purpose of this organization to provide the services possible that will maximize the social and psychological growth of the consumers of its services.  The goal of this organization is for the consumer to become as self-sufficient as possible and for his/her needs to be met in a dignified and humane manner.

This organization is committed to providing quality services to its consumers, by the hiring of competent and qualified individuals who will help fulfill the contractual and statutory responsibilities of the organization, all the while ensuring the protection of the basic human dignity of the consumers.

The Board of Directors of the organization shall be solely responsible for establishing the policies and procedures, whereby these purposes and policies may be fulfilled.  The policies may be changed at any time at the sole discretion of the employer.

IV. AT-WILL STATUS OF EMPLOYMENT

The employee understands that the nature of the employment contract is “At-Will”.  This means that at the sole discretion of either the employer or employee, the relationship may be terminated with or without cause and with or without notice.
Personnel practices, including the right to hire, transfer, suspend, or discharge, to relieve employees from duty and to maintain discipline and efficiency of employees, rest exclusively with the employer.  The employer may introduce new administrative methods and job requirements as changing needs indicate.

Nothing in this manual operates to change the status of the employee from At-Will to any other status.  All disciplinary provisions in this manual are only deemed advisory.  The employer expressly reserves the right to terminate any employee at the sole discretion of the employer.
Any representations that change the employee status from an At-Will employment status must be in writing and signed by the Executive Director of the organization.  Any other purported changes in the At-Will nature of the employment arrangement are without any effect.

This manual supersedes any prior manual, guidelines, or other statement, whether written or oral, that were stated or in effect prior to the issuance of this manual.

Nothing in this manual restricts the rights of the employer to terminate any employee at anytime, without reason or cause.

This manual is not a contract of employment.  Nothing contained in this manual or in any other statement of company policy, including statements made in the course of performance evaluations and wage reviews, should be taken as constituting an express or implied promise of continuing employment.

The “At-Will” Policy of the Agency cannot be varied except by the Administrator in writing.  The long-standing “At-Will” Policy of this Agency supersedes and nullifies any prior agreements, legitimate expectations, or situations “instinct with an obligation.”  An employee may be required to sign a periodic “renewal” of this agreement at the discretion of the employer.

V. MANAGEMENT RIGHTS 

The employer expressly retains and reserves, including but without limiting the generality of the foregoing, the right to:

A. Hire, dismiss, suspend, transfer and otherwise discipline its employees as the employer, in his sole discretion, deems advisable.

B. Determine the work hours of the employee, to assign/reassign the employee, and to lay off the employee as the employer, in his sole discretion, deems fit.  MANAGEMENT RESERVES THE RIGHT TO REDUCE WORK HOURS AND TRANSFER EMPLOYEES.
C. Determine the job classifications and duties of each employee, subject to change without prior written notice to the employee.

D. Manage its affairs efficiently and economically, including the determination of quantity and quality of services to be rendered, the control of equipment to be used, and discontinuance of any services or methods of operation.

E. Produce new equipment, methods, or processes, change or eliminate existing equipment and institute technological changes, decide on supplies and equipment to be purchased.

F. Sub-contract or purchase the construction of new facilities, or the improvement of existing facilities, as the employer, in his sole discretion, deems advisable.

G. Determine the number, location and type of facilities/departments, to direct the work force, to assign the type and location of work assignments, and determine the number of employees assigned to operations.

H. Close or otherwise reduce the scope of operation of any or all facilities/departments.

I. Determine starting and quitting times, and the number of hours to be worked.

J. Establish and change work schedules, work standards, and the methods of processes and procedures by which such work is to be performed.

K. Select employees for promotion or transfer to other positions, and to determine the qualifications and competencies of employees to perform the available work.
VI. RECRUITMENT AND SELECTION FOR EMPLOYMENT

A. Equal Opportunity Statement

1. We subscribe to a policy of equal employment opportunities and will maintain and conduct all practices relating to recruitment, hiring, discipline, and other terms and conditions of employment in a manner which does not discriminate on the basis of race, color, religion, national origin, age, sex, disability, marital status, veteran status, height or weight.

2. Under Michigan law, a person with a disability needing accommodations for employment must notify the employer in writing within 182 days after the need is known.  Failure to notify the employer may result in a loss of your rights.  Should the employee have any questions or concerns on his/her rights, please contact the Executive Director immediately in writing.

3. I.M.P.A.C.T. will not discriminate against persons with disabilities in regard to any employment practices or terms, conditions, and privileges of employment.  This prohibition covers all aspects of the employment process, including, application, testing, hiring, assignment, evaluation, disciplinary actions, promotion, medical examinations, training, layoff/recall, termination, compensation, leave, benefits, or any other term, condition or privilege of employment.  If you are a person with a covered disability as defined by law, then we will make reasonable accommodations for you as long as it does not cause undue hardship to the Agency.  Please notify Administration immediately.

B. Employment Interview

Prior to being hired, the employer reserves the right to: check and verify all references personal and employment, conduct a personal interview, or interviews, as the employer sees fit.  Interviewing may include standardized tests and other tools deemed necessary by the employer.  
C. Qualifications 

The actual hiring of an employee is determined at the sole discretion of the employer.  Any employee hired and providing direct service must be at least 18 years of age.  The following qualifications and requirements are not all inclusive.  Please refer to the job description for details.
1. A Home Supervisor shall meet all of the following:

a. An Associates Degree or a minimum of 48 credit hours and three years of related experience is desired.

b. Must be suitable to meet the physical, emotional, social and intellectual needs of each consumer.

c. Must be capable of appropriately handling emergency situations.

d. Must be capable of assuring program planning, development, and implementation of services to consumers consistent with the home’s program statement and in accordance with the consumer’s assessment plan and care agreement.

e. Must be competent in the following areas:

· Nutrition

· First Aid 

· Cardiopulmonary resuscitation

· Foster care

· Safety and fire prevention 

· Financial and administrative management

· Knowledge of the needs of the population being served

· Consumer Rights 

· Prevention and containment of communicable diseases

f. Must be in such physical or mental health so as not to negatively affect either the health of the consumer or the quality of his or her care.

g. As a condition of continued employment, the supervisor must participate in, and successfully complete on an annual basis, 16 hours of training designated or approved by AFC Licensing or complete six credit hours at an accredited college or university.  Training or education under this section must relate to the home’s admission policy and program statement.

2. Direct Care Staff shall meet all of the following:

a. Must be able to complete required reports and follow written and oral instructions that are related to the care and supervision of consumers.

b. Must be suitable to meet the physical, emotional, intellectual, and social needs of each consumer.

c. Must be capable of handling emergency situations.

d. Before performing assigned tasks, must be competent in all of the following areas:

(
Reporting requirements

· First Aid 

(
Cardiopulmonary resuscitation 

(
Personal care, supervision, and protection

(
Consumers Rights

(
Safety and fire prevention

· Prevention and containment of communicable diseases

e. Must be in such physical and mental health so as not to negatively affect either the health of the consumer or the quality of his or her care.

3. Clinical staff shall meet all of the following:

a.
Masters in Counseling, Psychology or Social Work


b.
Current Michigan State license as a LLP, LPC, TLLP, CSW, MS, MA or MSW.
c.
Must have and acceptable criminal records check and meet the agency’s definition of acceptable moral character.
d.
Must be suitable to meet the physical, emotional, social and intellectual needs of each consumer.

e.
Must be capable of appropriately handling emergency situations.
f.
Must be capable of assuring program planning, development, and implementation of services to consumers consistent with the agency’s program statement and in accordance with the consumer’s treatment plan.
g.
Approval of the application for privileges within 30 days of hire.
h.
Must be in such physical or mental health so as not to negatively affect either the health of the consumer or the quality of his or her care.  This includes a negative TB test and drug screen.
4. Prevention staff shall meet all of the following:

a.
Bachelor’s in Social Work, Psychology, Education or related field
b.
Must pass the F.A.O.D.P. exam within 6 months of hire
c.
Must have and acceptable criminal records check and meet the agency’s definition of acceptable moral character.
d.
Must be suitable to meet the physical, emotional, social and intellectual needs of each client.

e.
Must be capable of appropriately handling emergency situations.
f.
Must be capable of assuring program planning, development, and implementation of services to consumers consistent with the agency’s program statement and in accordance with the consumer’s treatment plan.
g.
Must be in such physical or mental health so as not to negatively affect either the health of the consumer or the quality of his or her care.  This includes a negative TB test and drug screen.
D. Employment Requirements and Conditions

(All pre-employment tests are at the employer’s expense.)

1. Application – Every employee must accurately and truthfully complete and sign a job application.  Any false statement in the job application may, at the employer’s sole discretion, result in the discharge of the employee.  The agency will maintain employment inquires from interested applicants for one year on file.  After this time period, resume and applications will be destroyed.  Interested individuals may submit an application or resume’ upon learning of position openings for which they feel qualified
2. A conditional job offer form will be signed.

3. Sign a Notice of Intent to Obtain Consumer Report – verifying the employer’s intent to obtain criminal records check and driver’s license check.  

4. Written Authorization to obtain consumer report will be obtained.

5. Written release of information will be obtained.

6. The prospective employee will be called for an interview.  Interviews will be conducted by: Human Resources Manager, Program Supervisor and when applicable a consumer representative.
7. Employee Medical Release Form/Physical (Cleared)

8. Tuberculosis Test (Results must be negative and the test must be repeated annually)

9. Drug Screening Test (All results must be negative)

10. Criminal Records Check (No misdemeanor or felony convictions)

11. Driving Record Check (Employees in driving positions must be insurable under the Agency’s motor vehicle insurance company)

12. Federal and State Withholding Tax Forms (W-4’s)

13. Form I-9 (Immigration and Naturalization) & State New Hire Reporting Form

14. Signature acknowledging receipt of the At-Will Statement

15. Signature acknowledging receipt of Personnel Policy and Procedure Manual.

16. Signing of employment agreement.  At this time a copy of driver’s license and social security card or birth certificate will be obtained.

The Agency will attempt to verify all references, previous employment and credentials and/or experience listed on the employment application.
Failure to pass a drug screen, tuberculosis test and physical will result in the conditional offer for employment being rescinded and reporting to state licensure if applicable.
Effective April 1, 2006, this organization must comply with Public act 29 of 2006.  In brief, this state statute mandates the obtainment of extensive criminal history background information, including FBI fingerprinting, of individuals who seek employment, independent contract or clinical privileges in positions that provide direct access to consumers served by this Agency.  Direct Access is defined as access to a patient or resident or to a patient or resident’s property, financial information, medical records, treatment information or any other identifying information.  This law supplements and enforces IMPACT’s long-standing policies relating to requisite good moral character and suitability to work with vulnerable adults.  

PA 29 of 2006 prohibits the following individuals with certain conviction histories from regularly providing direct services to consumers.  A complete list is on the following page.  

PA 29 of 2006 also prohibits the employments, independent contract or clinical privileges to individuals who have been the subject of a finding of not guilty by reason of insanity and findings of neglect, abuse or misappropriation of property by the state or federal agency pursuant to an investigation conducted in an IMPACT facility.

The criminal history background information mentioned in this policy will be obtained by IMPACT only after a written good faith offer of employment or contract has been extended.  All workers covered under this low must, as a condition of employment, execute any and all consent forms, acknowledgements and releases arising from compliance with PO 29 of 2006.  

As a condition of continued employment, all direct access workers must immediately report to this organization any arraignments or conviction of one or more offenses that make them ineligible to work under PA 29 of 2006.  An additional condition of employment, all direct access workers must report to IMPACT if they have become the subject of an order or disposition finding of not guilty by reason of insanity.  Similarly, workers are to report if they are the subject of a substantiated finding of neglect, abuse, or misappropriation of property by t state or federal agency pursuant to an investigation arising in an IMPACT facility.  

The provision of false, incomplete or misleading information during the hiring and application process will result in refusal of work and/or termination.  Under Michigan law, an individual who knowingly provides false information regarding his or her identity, criminal convictions or substantiated findings is guilty of a misdemeanor punishable by imprisonment for not more than 93 days or a fine of not more that $500.00 or both.  
· Felony Convictions – Any felony or an attempt or conspiracy to commit any felony.
· Misdemeanor Conviction – The law also prohibits the employment of individuals who have been convicted of a misdemeanor involving abuse, neglect, assault, battery or criminal sexual conduct or involving fraud or theft against a vulnerable adult or a state or federal crime that is substantially similar within 10 years immediately preceding the date of application for employment.  The following is the list of misdemeanor offences;
· Involving abuse or neglect

· Involving cruelty or torture 

· Involving criminal sexual conduct

· Involving vulnerable adult abuse under Chapter XXA of the Michigan Penal Code, 1931 PA 328, MCL 750.145m to 750.145r.
· Involving the use of a firearm or dangerous weapon with the intent to injure, the use of a firearm or dangerous weapon that results in the personal injury, or a misdemeanor involving the use of force or violence or the threat of the use of force or violence.
· Involving cruelty if committed by an individual who is less than 16 years of age.

· Home invasion

· Embezzlement

· Negligent homicide

· Larceny 

· Retail fraud in the second degree
· Any other misdemeanor involving assault, fraud, theft or the possession or delivery of a controlled substance 

· A misdemeanor for assault if there was no use of a firearm or dangerous weapon and no intent to commit murder or inflict great bodily injury

· Retail fraud in the third degree

· A misdemeanor under part 74 of the public health code, 1978 PA 368, MCL 333.7401 to 3337461 relating to controlled substances

· Offenses in Violation of Good Moral Character Rule R400.1152 – Workers with criminal histories that show offenses that evidence a lack of good moral character as defined in the Good Moral Character Rule are also prohibited from employment and services to vulnerable adults.
· All IMPACT employees, regardless of their date of hire, must immediately report to their supervisor if they have been arraigned or convicted of one of the afore mentioned crimes.
Recruitment and selection of all employees shall be the responsibility of the Executive Director or his/her designate (i.e., Human Resources Manager).  The Executive Director, Human Resources Manager, and Program Supervisor will mutually determine which candidate should be offered the position and at what wage.  Final decision on the selection of the all personnel shall rest with the Executive Director.

Candidates for the position of Executive Director shall be interviewed and selected by the Board of Directors.

VII. EMPLOYEE STATUS

E. Regular Full - Time Employees

The regular full-time employee is a budgeted position, which requires forty or more hours per week or eighty hours bi-weekly.  Regular full-time employees are eligible to receive employee benefits.  Full time for a clinical therapist is 46 or more direct service units bi-weekly. 
F. Part-time Employees

The part-time employee status is a budgeted position that requires less than forty hours per week or less than eighty hours bi-weekly.  Part-time employees shall abide by all policies and procedures of the Agency.  However, part-time employees shall not be eligible to receive employee benefits.  Part-time for a clinical therapist are 45 or less direct service units bi-weekly.  Part time clinical therapists must maintain scheduled hours.
G. Temporary Employees

A temporary employee is one who is hired for a specific length of time.  Temporary employees are paid at a rate agreed to in advance.  Temporary employees shall abide by all policies and procedures of the Agency.   However, temporary employees shall not be eligible to receive employee benefits.

VIII. ORIENTATION PERIOD

COMPLETION OF THE ORIENTATION PERIOD DOES NOT GIVE RISE TO ANY EXPECTATION OR RIGHT TO CONTINUED EMPLOYMENT, OR IN ANY WAY ALTER THE AT-WILL STATUS.  The Agency expressly reserves the right to discharge at the sole discretion of I.M.P.A.C.T. any employee who has completed the orientation period.

All staff hired by the Agency shall be on a 90 day training period.  During this time, the Agency will assess the individual’s ability to work within the Agency system.  To successfully complete the training period, the following must occur:

H. Training

(
The employee must successfully pass the establish training required by the agency.  Failure to take the training (paid for by the Agency) or pass the required certification tests may result in termination of the employee at the sole discretion of the employer.  Any additional requirements that the employer may impose in the future must be complied with.

(
New employees will receive on-the-job training from experienced members of the staff.  All employees will be required to review the licensing statute and administrative rules, and sign a statement that they have reviewed the statute and rules.  Recertification requirements shall be signed on a yearly basis.

I. Orientation Evaluation

(
The employee must have a positive six (6) month evaluation that specifies training areas and future goals. The Program supervisor shall complete the evaluation.  The Associate or Executive Director, prior to the evaluation interview, will review and sign the evaluation.  After the evaluation interview, the employee shall sign the evaluation.  The employee may attach any comments to the evaluation within 10 days of receipt of the evaluation, if they have comments or concerns regarding the evaluation.
IX. EMPLOYEE CLASSIFICATIONS AND SALARY/WAGES


J. General Statement

Job classifications, salary and wage ranges, and employee benefits are established each year by the Agency.

K. Determination of Job Classifications and Salary/Wages

(
Each job classification has a wage range with a minimum and maximum annual wage.  All wages are based on this annual rate; part-time and temporary employees may be paid on an hourly equivalent of the annual rate.

(
A new employee is paid at the minimum rate of the wage range for the job classification; any higher rate must be approved by the Executive Director.

L. Work Period

The work period for overtime calculations is based upon a 7-day work period beginning at 12:00 midnight Sunday and ending at 11:59:59 p.m. Saturday.  All hours worked over 40 in this work period will be compensated at time-and-a-half (1½) the employees regular hourly rate of pay.  For holiday pay, see “Holiday Pay” policy.

M. Payment of Wage

(
Method of Payment – Employees are paid bi-weekly (every other Friday).  Any adjustments required are made in the subsequent pay period.  Pay periods end at 11:59:59 Saturday immediately prior to the pay date Friday.  Employees should be aware that failure to note any discrepancies in hours worked or amount of pay within two weeks of receiving their pay shall be deemed an accurate statement, without objection, that the hours and pay are correct.  Any staff member that has questions regarding the hours of work that their check represents shall direct those questions to the Program Supervisor.

(
Payroll Deduction – Federal, State Income Tax (and City Income Tax when requested), Social Security Tax, and other appropriate taxes or deductions will be automatically deducted from each bi-weekly paycheck.  Voluntary deductions (such as Direct Deposit, United Way, and 403b’s) can be arranged by contacting the Human Resources Department.  Requests for payroll changes must be in writing.
N. Wage Increments (raises)

Employees are eligible for wage increments based upon funding availability and other factors.  Such eligibility shall continue until the top of the wage range is reached.  See job description for wage scale.
O. Bonuses

It is the policy of the Agency that bonuses may be provided periodically to employees based on the availability of funds.  Bonuses may be provided based on available funds and only if the employee is actively employed with the Agency on the date that the bonuses are paid to the employees for that fiscal year.

This bonus policy is not intended nor should it be construed as a contract, guarantee, or promise with employees for future compensation from the Agency.

This bonus policy is subject to revision or may be rescinded at the sole discretion of the Board of Directors.

X. PERSONNEL ADMINISTRATION

P. Employee Records

A personnel file will be kept for each Employee. The personnel file of each Employee may contain his/her application for employment, Federal and State tax forms, evidence of education when applicable, resume, training and previous experience, the records of hiring, job assignments, work schedules, salary, job performance evaluations, correspondence relating to the Employee, reprimands and other discipline. The file may contain other information not prohibited by law. 

(
For the purpose of maintaining complete and accurate personnel files, employees are required to immediately report any changes in their personal status to the employer.  The information needed is:

a. Change of address or telephone number (in writing).

b. Any change that affects your tax withholding status (fill out new W-4).

c. Legal change of name in writing.

d.
Change of persons designated to call in case of emergency (in writing).

e.
Changes that would affect your insurance benefits (forms will need to be filled out within 30 days of change or you will be required to wait until the open enrollment period).

(
An employee may see his/her personnel file by submitting a written request to the employer.  In order to make finding the file easier, the request should include the employee’s name, social security number, dates of employment, and name of the facility in which he/she works.  The examination of the personnel file should be done during regular office hours, unless other arrangements are necessary.

· An employee may request copies of any document in their personnel file at a fee determined by the Agency.

(
If there is a disagreement between the employer and the employee regarding the contents of the file, the employee may submit up to five pages (8.5x11) of written response.  This response will be included when the personnel file is divulged to a third party.

Q. Job Descriptions

(
Upon application, each employee will receive a written job description which describes the following:

1. Qualifications necessary for the position

2. Essential functions of the position

3. Job classification

4. Brief description of responsibilities and duties

5. Title of immediate supervisor
6. Wage scale for position
(
Any job description distributed by the employer is not inclusive of all duties that the employee will be required to perform.  The employer expressly reserves the right to change the responsibilities and duties at its sole discretion.  The job description may be changed orally by the employer and the employer need not provide a new written job description.  Upon hire, the job description shall be signed by the employee to indicate acceptance and knowledge of the responsibilities of the position.  The signed job description shall be placed in the employee’s personnel file.  The job descriptions will be reviewed annually.  The employee will be asked to sign a new job description if any changes are made.
R. Annual Evaluation of Employees

(
Each employee shall be evaluated at the end of his or her orientation period and annually thereafter.  Interim progress reports may be scheduled at the supervisor’s discretion.  Reports shall be made in writing by the supervisor, with one copy given to the employee, one copy placed in his/her personnel file at Administration and one at the assigned facility.

(
Within ten (10) working days, an employee may write a response to his/her evaluation, which will also be placed in the personnel file.

S. Transfer of Assignment

(
Requests for transfer of an employee shall be made in writing to Agency Administration.  These requests must be signed and dated by the employee.

(
All requests will expire 30 days from the date they are submitted.  If the transfer has not been granted at the end of the 30 days the request must be re-submitted.

(
An employee requesting a transfer to a vacant position at the same or different job classification will be considered for the position with all other applicants.

(
Transfers between job positions or facilities are at the sole discretion of the employer and can be made with no notice or consent of the employee.

T. Separation from Employment

(
Resignation – Employees who terminate their employment with the Agency are required to provide written notice of that termination at least two weeks in advance of their projected last day of work.  If a staff member spontaneously quits their position without notice, they are requested to provide a written statement of their termination with the appropriate date and signature of the terminating staff.  Employees shall also turn in all Agency property, including facility keys and other items.  An employee in good standing, who gives two weeks written notice regarding his/her separation of employment, will receive a cash-out of any unused accrued hours. The amount paid will be according to the existing hourly wage of the employee.  No payment will be made without two weeks written notice.  Payment of accrued hours for employees in good standing will occur at the next full pay period following the final day of employment.  Exit interviews will be conducted when possible.  
(
Suspension- Suspension (with or without pay) is the temporary separation of an employee from the job.

(
Dismissal – Dismissal of an employee may be initiated on the recommendation of the Supervisor, Associate Director, or Executive Director.  Final decision on discharge of all personnel shall rest with the Executive Director.


Employees who are terminated by the Agency may respond in a written form to the termination.  As in the procedure above, a staff member must turn in all Agency property in their possession and fill out all appropriate forms for the disposition of life insurance, annuities, and other benefits.


If a staff member refuses to give written notification, the supervisor may call in other staff members to witness the person’s termination or witness their refusal to provide written notice.  This witnessing shall be documented and filed in the terminating employee’s file.

No payment of accrued benefit time will be made to an employee who is terminated by the Agency, as they are not considered in good standing with the Agency or its policies. 

U. Discipline

The employer, in his/her sole discretion, reserves the right to engage in discipline.  Discipline may include, but is not necessarily limited to, verbal reprimand, written reprimand, demotion, suspension without pay, and/or termination.  Nothing stated in this manual requires any specific type of discipline for any violation.  Rather, any form of discipline is the sole prerogative of the employer.
Whenever any disciplinary action is taken against the employee, the employee shall sign said disciplinary documentation.  Failure to do so may result in termination.  Signing the memo verifies the employee received the memo/consultation note and does not necessarily mean the employee agrees with the contents of the memo/consultation note.  If an employee disagrees with the content of the job performance memo/consultation note he/she may write a statement to be attached to the memo/consultation note prior to its insertion into the employee’s file.
V. Grievance procedure for Written Disciplinary action
If the employee disagrees with the content or action taken, the employee may communicate the disagreement in the following way;

1.
Put the disagreement is writing on the memo document and discuss the disagreement with the immediate Supervisor.

2.
If the disagreement is not resolved after discussion, the employee is encouraged to request a meeting in writing with the Supervisor’s direct report (Associate Director or Executive Director).  The employee should also send with the meeting request a written statement clearly explaining the disagreement and the employee’s resolution of the disagreement.  This must be done within 10 business days of the original discussion.
3.
The Associate Director or Executive Director will investigate following the meeting and will respond in writing to the employee within 10 business days.  The decision of the Executive Director is final.
4.
If the previous meeting was held with the Associate Director and the employee does not believe the disagreement is resolved, the employee is encouraged to request a meeting in writing with the Executive Director.  The employee should also send with the meeting request a written statement clearly explaining the disagreement and the employee’s resolution of the disagreement.  This must be done within 10 business days of the original discussion.

5.
Executive Director will investigate following the meeting and will respond in writing to the employee within 10 business days.  The decision of the Executive Director is final.
XI. COMMUNICATION  PROCEDURE

W. Purpose

The purpose of the communication procedure is to provide a method for complaints to be voiced in an orderly manner, such that the proper authorities can resolve matters fairly and in a timely manner.  This procedure is not available in conjunction with suspension or dismissal.

X. Procedure

Step 1:  Immediate Supervisor – An employee having a work related problem shall attempt to resolve it verbally with his/her supervisor immediately upon becoming aware of the cause of the problem.  The immediate supervisor shall provide an oral answer to the employee within two workdays following receipt of the initial presentation of the problem.

Step 2:  Associate Director – (When applicable) If the employee is dissatisfied with the reply of the immediate supervisor, he/she shall condense the problem in writing, and submit it to the supervisor within five workdays of the supervisor’s reply.  The supervisor shall reduce his/her reply in writing and transmit both statements to the Associate Director within two working days of receiving the written statement from the employee.  After holding any conference deemed necessary, the Associate Director shall render a written decision within ten workdays from the date of receipt.

Step 3:  Executive Director – If after the review and decision of the Associate Director, an employee remains dissatisfied, he/she may request of the Associate Director in writing that the matter be brought to the Executive Director for a final review and decision.  Any such request to the Associate Director must occur in writing within five working days of the Associate Director’s decision.  The decision of the Executive Director is final.
XII. SUMMARY OF EMPLOYEE BENEFITS

The employer expressly retains and reserves the right to change or delete employee benefits at anytime.  As a result of the merger between I.M.P.A.C.T. and The Center for Human Resources the employees hired before October 1, 2004 will be grandfathered into the CHR combined time accrual levels established in 2003.  All employees hired after October 1, 2004 will used the benefits in this manual.
Y. Mileage Allowance
Staff are reimbursed at a per mile rate established by the Agency for travel directly related to their work.  Use of personal vehicles must be approved by the Supervisor in advance.  No mileage is paid to or from work for any reason.  The Agency will reimburse approved expenses only when supported by written documentation explaining the work related reason and receipts.  

Z. Employee Assistance Program (EAP)

The Agency has an official agreement with the Employee Assistance Program (EAP) Department, that provides an initial (at no cost to the employee) assessment and referral service.  An employee may receive counseling, other therapies and rehabilitation services up to five visits per year, to assist in maintaining not only a healthy and safe work environment, but also a more personally satisfying life style.  All Protected Health Information (PHI) is kept strictly confidential.  No individual employee, management or otherwise, will have access to any PHI.  If the referral is made to EAP by a Supervisor, the Supervisor only is allowed to have information on appointments attended.
AA. Eligibility

Benefits available under the Flexible Benefits Insurance Plan do not go into effect until after a 90 day waiting period following the date of hire is completed.  Regular employees working full-time are entitled to normal fringe benefits.  Part-time and temporary employees are entitled to Social Security benefits and Workman’s Compensation Insurance.  Part-time and temporary employees are not entitled to other fringe benefits.
Employees classified as a “Clinical Therapist” seeing a minimum of twenty-three (23) direct service hours per week; (forty-six (46) per pay period) are eligible for health and/or dental insurance coverage with the same co-pay requirements.

AB. Combined Time Off

The intent of this benefit is to provide employees flexibility in scheduling paid time off and to reinforce employee accountability for managing their accrued time.  Employees who take paid or unpaid time off must use accrued hours available in their bank. 

An employee must be a regular, full time employee to be entitled to paid time off.  Part-time employees are entitled to accrue hours to use as unpaid time off.
Requests for time off may, upon occasion, be denied to ensure adequate staff coverage and to keep the agency in compliance with the requirements of regulatory agencies.
Definitions

1. Planned time off - is time off requested and approved with a minimum notice of 48 hours for time off from 1-2 days, 1 week notice for time off from 3-4 days and 2 weeks notice for time off greater then 5 days.  Certain departments may require more notification due to staffing, scheduling or consumer needs.

2. Unplanned time off – is time off paid to the employee without 48 hours prior notice.  Excessive unplanned time off may result in disciplinary action up to and including dismissal.
3. Exempt Employee – is one who is paid on a salaried basis and who is exempt from overtime.
4. Non-exempt Employee – is one who is paid an hourly wage, and who is not exempt from overtime.
Combined time off is accrued based on the number of hours actually worked.  It is subject to the annual maximum balance level as described in the Accrual table.  The maximum bank is equal to one and one-half times the annual accrual amount.  Once the maximum balance is reached, no additional hours will accrue until the amount is reduced below the maximum.  Eligible employees accrue hours based on their hours worked, length of service, and benefit level (exempt or non-exempt).  
Employees are eligible to accrue upon hire and use accrued hours starting 30 days after hire, subject to orientation and staffing schedules.
Employees classified as a “Clinical Therapist” are not eligible for paid time off/accrued hours.
An employee in good standing, who gives two weeks written notice regarding his/her separation of employment, will receive a cash-out of any unused accrued hours. The amount paid will be according to the hourly wage of the employee at the time of separation.  The amount will be paid after the next full pay period following separation of employment.   The check will be mailed to the separated employee or direct deposited if that was the usual method of salary payment during employment.  No payment will be made without two weeks written notice.  No payment will be made to an employee who is terminated by the Agency, as they are not considered in good standing with the Agency or its policies. 

Procedure for use of unplanned time off:

1. An employee, who is not able to give 48 hours notice and chooses to use unplanned time off for an absence from work, should speak directly to their supervisor at least two hours prior to his or her regular starting time.  Failure to do so may be cause for denial of benefit pay.

2. If the absence continues for more than three days, the employee should produce evidence of the reason for his/her absence (i.e. a medical certificate or letter from a physician).  The employer, in his sole discretion, may require medical verification from an employee returning to work after any illness or accident regardless of the length of absence.

Procedure for use of Planned Time Off

· The Program Supervisor must receive and approve requests for planned time off at least forty-eight (48) hours in advance of the requested day.  Requests for planned time off may, upon occasion, be denied to ensure adequate staff coverage and to keep the agency in compliance with the requirements of regulatory agencies.

Combined Time Off Accrual Table

Non-Exempt Full time
	0-4 years



	             5-9 years


	10+



	6.21 hours per 80 hours worked or .0776 mins. / hour worked

161.5 max. accrual

242.25 max balance


	6.82 hours per 80 hours worked or .0853 mins. /hour

177.5 max accrual

266.25 max balance


	7.44 hours per 80 hours worked or .093 mins. /hour

193.5 max accrual

290.25 max balance




Non-Exempt Part time (unpaid)

	Entire length of employment



	.06 minutes/hours worked

100 maximum balance


Exempt

	0-4 years



	            5-9 years


	10+



	9.33 hours per 80 hours worked or .1166 mins. /hour

242.5 max accrual

363.75 max balance


	9.94 hours per 80 hours worked or .1243 mins. /hour

258.5 max accrual

387.5 max balance
	10.56 hours/ 80 hours worked or .1319 mins. /hour

274.5 max accrual

411.5 max balance


AC. Holiday Pay

Residential non-exempt employees will receive holiday pay at the rate of one and one-half times his/her hourly rate for working shifts when the majority of the shift falls on the holiday.  Example: Christmas Eve is the holiday for the midnight shift.  At no time will an employee be compensated for more than one and one-half times his/her regular hourly rate of pay.


·  Thanksgiving Day



·  Christmas Day



·  New Year’s Day



·  Easter Sunday

AD. Non-paid (FMLA) Leave of Absence

Employees must use accrued hours at the onset of any leave including FMLA.
The Family and Medical Leave Act applies to employees who have been employed with the Agency for at least 12 months immediately preceding the commencement of the leave or have at least 1,250 hours of service with the agency during the 12-month period before any leave.

A non-paid leave of absence falling under the Family Medical Leave Act (FMLA) may be approved for the following reasons:

(
Because of a serious health condition that makes the employee unable to perform the functions of the employee’s job.

(
To care for the employee’s spouse, son, daughter or parent with a serious health condition.

(
For the birth of a son or daughter and to care for the newborn child.

(
For the placement with the employee of a son or daughter by adoption or foster care.

(
Or other cases that fall under FMLA.

Any request for leave must be in writing on agency approved forms available 

through the Human Resources Department.  During an authorized FMLA the

Agency’s paid health benefits will be in effect up to a maximum of 12 weeks total

annually.  The total 12 weeks will be determined by a “rolling” 12-month period,

measured backward from the date an employee commenced non-paid leave of absence.  (For the birth of a child of an employee and to care for the newborn child, or because of the placement of a son or daughter with the employee for adoption or foster care, the employee’s entitlement to a family medical leave expires at the end of the 12-month period beginning on the date of the birth or placement.)
Any portion of health plan premiums which have been paid by the employee prior to the FMLA leave must continue to be paid by the employee during the leave period.  Thus, payment would be due at the same time as it would be made if by payroll deduction.  Failure to pay your portion of the co-payments, within 30 days of the due date, will result in loss of coverage retroactively to the first date of the period in which the employee portion of the co-payments were due while on leave of absence.  There is a form that must be completed that can be obtained from the Human Resources Manager.
The agency also has the right to recover health plan premiums paid during a period of non-paid leave of absence from an employee if the employee fails to return to work after the employee’s non-paid leave of absence has been exhausted or expires, unless the reason the employee does not return is due to; 1) the continuation, reoccurrence, or onset of serious health condition which would entitle the employee to leave under the Family and Medical Leave; or 2) other circumstances beyond the employee’s control.

After the 12 weeks is exhausted and the employee has still not returned to work, the employee’s position with the agency would be terminated with the option to pay for and receive health insurance benefits under the COBRA law.  The employee would have the option of reapplying for a position when they could return to work without restriction.
Because of the specific nature of the work in specialized group homes, an employee must have written verification that they can return to work with no restrictions.  When an employee is placed back on regular full-time status employer-paid benefits are restored.  

AE. Other Leaves of Absence

Employees must use accrued hours at the onset of any leave including FMLA.

Other leaves of absence may be granted to an employee who has completed 12 consecutive months of employment.  A leave of absence may not exceed 30 days.  A minimum of 30 days written notice is required before commencement of the leave.  

Benefits will cease 30 days from the date that a leave commenced if an employee does not return to work.

An employee shall be responsible for the entire expense of health insurance during  non-paid leaves.  The employer will not contribute any amount to the premiums.  The employee must pay the entire premium at the regular schedule payment date.  Failure to make timely payments will result in termination of benefits.

For any employee who accepts another job or position, while on a leave of absence his/her employment shall be terminated and all benefits will cease immediately.

Employees must substitute and exhaust all accrued time.  Upon return to work the employee will be reinstated to the former position (if available), a comparable position for which he or she is qualified or the next available open position for which he or she is qualified at the previous compensation level.

Other L.O.A.’s may be approved for:

(
Education and training may be granted by the specific approval of the Executive Director.

(
Military Leave – If an employee is inducted in the armed forces of the United States, he/she must notify their supervisor so that arrangements can be made to authorize a leave of absence.  The leave shall be for a maximum period of five (5) years, except when the employee’s period of military service may be involuntarily extended due to an act of war or a declared state of national emergency.  In that event, the period of military leave shall be extended, in accordance with federal law, until the end of the involuntary extension of the employee’s military service.  The employee must apply for a reinstatement within ninety (90) days of his/her date of discharge or forfeit his/her right to return.

(
Other special cases when approved by the Executive Director.

· Non-paid L.O.A.’s must be for a leave lasting 72 planned worked hours or more.

All requests must be in writing on approved agency forms.

AF. Insurance Benefits
Employer provided benefits are available to full-time (40 hour) employees only and do not go into effect until a 90 day waiting period following date of hire is completed.


Exception

Employees classified as “Clinical Therapists” seeing a minimum of twenty-three (23) direct service hours per week; (forty-six (46) per pay period) are eligible for health and/or dental insurance coverage with the same co-pay requirements.  

Employees classified as “Clinical Therapists”, whose average case-load falls below the requirements established above, will have their insurance status reviewed by the Human Resources Manager quarterly.  Should the service hour average fall below the requirement for two consecutive quarters the co-pay will be increased by the following scale.  These employees will be given an option of having all or part of their insurance deducted from their pay or of canceling their insurances.  (Insurance companies may have the right to refuse to reinstate cancelled employees)

44 hour average:
pay an additional 5% of the premium co-pay

42 hour average:
pay an additional 10% of the premium co-pay

39 hour average:
pay an additional 15% of the premium co-pay

37 hour average:
pay an additional 20% of the premium co-pay

36 hour average:
pay an additional 25% of the premium co-pay

35 hour average:
pay an additional 30% of the premium co-pay

<35 hour avg:

disqualification of benefits
(
Group Life Insurance is provided according to the following schedule



Core Benefit
-
$10,000

(
Medical/Dental/Hospitalization &Vision Insurance is available to all regular full-time employees under a Flexible Benefits Plan.  Coverage is provided by the Agency at a co-pay rate annually established by the Agency.  The cost to the employee may change as insurance rates for the Agency are adjusted.  No co-pay increase will be deducted from an employee without his/her prior written authorization.  Any changes to the employee’s coverage, i.e.:  number of dependents, marital status, name, address, must be completed within thirty (30) days of the event.
(
Worker’s Compensation – All regular full-time, part-time and temporary employees are entitled to Worker’s Compensation in accordance with the State Worker’s Compensation Law.  Employees who are injured while on the job must inform his/her supervisor of the injury and complete an Incident Report (IR).  This report must be completed before the end of the shift or, if not possible at that time, within twenty-four (24) hours.  All staff members present on the shift shall sign the report and may complete an additional report, if they feel other information is needed to describe the incident.  FAILURE TO FOLLOW THE PROCEDURE COULD MEAN LOSS OF ANY BENEFITS RESULTING FROM THE INCIDENT.  In accordance with the leave of absence policy, upon return to work the employee will be reinstated to his or her former position or to a comparable position.  Workers’ compensation leave of absence will be classified as Family Medical Leave Act leaves if FMLA eligibility is met.  Both leaves will run concurrently.


For all employees, the employer will continue to pay its portion of the Employee’s health insurance premium for up to 12 weeks of approved worker’s compensation leave regardless of FMLA eligibility.  The employee must make timely payments on shared health insurance premiums.  Failure to pay will result in termination of benefits.
Employer provided benefits are only available to an employee when they are employed as a regular full-time staff with the Agency.  This excludes individuals who leave or retire from the Agency or individuals on personal leave of absence or any other situation that removes someone from the status of a regular full-time employee.  The Agency is not responsible for any premium due or cost incurred for employees who do not meet these guidelines.  Employees classified as “Clinical Therapists” seeing a minimum of twenty-three (23) direct service hours per week; (forty-six (46) per pay period) are eligible for health and/or dental insurance coverage with the same co-pay requirements.
(
COBRA – Employees who terminate their employment or are laid off, discharged from employment or there is a reduction in scheduled work hours, and are covered by the Agency’s group medical plan may continue their coverage by notifying the Agency in writing of this desire and pay 102% of the premium costs.  Contact Administration for more information on COBRA.


You must notify Administration in writing if you, your spouse, or your child becomes eligible for continuation of coverage due to divorce, separation, or reaching the limited age.
AG. Clinical Education Benefit

Educational funds are available to all clinical staff wishing to attend educational programs provided the subject of the program is consistent with the assignments of the employee and/or the needs of the agency.  See schedule below for annual (October – September) available educational benefit Use of educational funds must be pre-approved by the executive director.  Meals, mileage, and/or room and board will be reimbursed up to an amount of $75.00 as part of the educational fund.  These funds are for voluntary trainings/conferences and are not considered days worked. Payment of wages for days spent at voluntary trainings/conferences must be deducted from combined time off.   Any trainings/conferences that employees are required to attend as a responsibility of their position and/or as required by the agency or funding sources are not counted against educational funds and are considered days worked.

The total amount of the educational fund allocated to employees is evaluated annually based on the financial status of the agency.

In-service training sessions will be provided on a regular, ongoing basis, and will address issues specific to each unit, as well as the overall functioning of the agency.
Direct Services Hour Education Benefit Schedule


Hours will be monitored quarterly


35 – 45 + hour average per pay period


$500.00
25 - 34 hour average:




$400.00

15 – 24 hour average:




$300.00

10 – 14 hour average




$200.00

5 – 9 hour average




$150.00

<5 No benefit

XIII. ATTENDANCE

A.
Hours of Work

(
The Executive Director will determine hours of operation for the various programs.  Wages are computed on the basis of forty (40) hours per week.

(
Planned/Unplanned Time– Requests for Planned time must be made with the Supervisor as defined in the definitions on Page 15.
(
Residential Staff Attendance Record – Each employee must use the automated time and attendance system at the home to record their attendance.  The Staff must use the automated attendance system at the beginning and end of each shift worked.  Missed punches should be reported to the Supervisor verbally or in writing if the Supervisor is not available.  Excessive missed punches will result in disciplinary action.
(
All other Staff Attendance Record – In order for employees to receive the correct payment of wages, they are required to sign-in and out on their own time documents.  Employees will be paid for the time they actually worked.  
(
Absence without Notice – Any absence from work without notification directly to the Supervisor is considered a voluntary resignation.  This will be recorded on your record as job abandonment and your position will be terminated.

(
Switching work schedules – No employee shall switch or adjust their scheduled work hours without prior approval by the Program Supervisor.  Any employees that switch their schedule without Supervisor approval will be subject to disciplinary action.  

(
Residential Staff 30 Minutes of Break Time – There will be a total of 30 minutes of break time per 8 hours.  This 30 minutes of break time will be paid.  If an employee is called off their break to assist with an emergency situation or another consumer-related situation, they will be given a full break period once the situation has been resolved.  That is, they will be given a complete break to replace the break that was interrupted because of consumer emergencies.  The Agency sees this as happening very infrequently.  They must remain in the facility, or immediately adjacent to the facility during their break period.  At no time is staff to leave the premises or the property of the Agency.  This is to insure the safety of the consumers at all times so that staff may respond as necessary.

AH. Overtime

Business needs may at times make the following conditions mandatory: overtime, work at another home (residential) or adjustments in current work schedules.  Employees are expected to work overtime when scheduled or requested by the Employer.  This is a condition of employment.  The employer will endeavor to give at least twenty-four (24) hours notice whenever possible.  

All non-exempt employees shall be compensated at the rate of time and one-half his/her regular hourly rate of pay for all work in excess of forty hours (actual hours worked) per week when necessary to cover a program with adequate staff.  Combined time off, jury duty and unpaid leaves will not be considered hours worked for the purpose of calculating overtime.  The Program Supervisor must approve all overtime in advance.  Failure to obtain approval for overtime will result in disciplinary action.  If the “overtime” is worked on a paid holiday, it is still paid at time and one-half of his/her regular hourly rate of pay.


Salaried exempt employees are not paid for overtime.
AI. Staff/Peer Meetings

All employees are required to attend all regular and special staff meetings and special in-service training sessions that may be held at the facility at which they are employed.

AJ. Absenteeism/Tardiness

In order to provide good service to the individuals being served and to maintain staff morale, it is essential that employees shall not absent themselves from work without adequate notice and shall report for work at their scheduled starting times.  Absence by an employee from work without notice is unfair both to the individual’s served and to one’s fellow employees.


Absenteeism is defined as failure to meet a scheduled work agenda exclusive of approved leaves.  Every employee is expected to give at least a 2-hour notice prior to his/her regular start time in the event of his/her inability to report for work at his/her scheduled starting time.


Except in the case of medical emergency, the employee ONLY is expected to call directly to their Supervisor and report absenteeism.  Asking a friend, another employee, spouse, or relative to give notification is not acceptable. 


Additionally, tardiness, the failure to report to work at the time scheduled, imposes an undo burden on fellow employees and individuals served.  Given that the individuals served require specialized attention, the tardiness of an employee will necessarily force the other employee to continue working for the health, welfare and safety of the individuals.  As such, tardiness will not be tolerated.  Tardiness will always result in lost wages to employees.

AK. Staff Scheduling

Business needs may at times make the following conditions mandatory:  overtime, work at another agency home, or adjustments in current work schedule.  Employees are expected to work overtime when scheduled or requested by the employer.  This is a condition of employment.


While the Agency will make some effort to accommodate staff needs, our first priority is to ensure a high level of continuous care to individuals served.  Consequently, staff scheduling and duties may vary.  Employees may be scheduled for any schedule and scheduling may change.  In such instances, the employee may be required to work at unscheduled times without prior notice.  Of course, it is to everyone’s benefit that staff scheduling be as stable as possible.


Regular scheduling for double shifts by an employee in residential facilities shall be allowed only with the approval of the facility Supervisor.


Illness, absence, vacation or other circumstances may make it necessary at times to transfer an employee to a job other than his/her regular one.  Transfers to a different facility or assignment may also occur.


Nothing stated hereto restricts the right of the employer to schedule shifts as he/she deems fit.
AL. Layoff

If a layoff becomes necessary for any reason, the layoffs will be determined by the sole judgment of the employer.  Due to the nature of the employment, employees are expected to take a temporary reduction in work hours and/or a permanent or temporary transfer to another worksite if requested by the employer.

AM. Jury Duty

All employees will be granted a paid leave of absence, up to eight (8) days (64 hours) annually (12 months forward from first day of jury service) to fulfill required jury duty.

(
Any employee who is called to perform jury duty shall inform his/her supervisor immediately.  If jury duty last longer than the equivalent of eight (8) days immediate communication with the Supervisor is required.
(
Any employee who is called to perform jury duty must provide a copy of the court summons to I.M.P.A.C.T. Administration for placement in his/her personnel file.

(
Employees must request “Verification of Jury Duty” from the court clerk’s office for all days and/or partial days served on jury duty.

(
Time spent on jury duty shall not be deducted from Combined Time Off nor adversely affect any fringe benefit for the eight (8) allowed days.

(
Employees on jury duty shall be paid regular pay for performing jury duty during the employee’s regularly scheduled work hours.  (See Partial Day Jury Duty Service below).

(
Pay for jury duty (from the court), other than any travel reimbursement (mileage), shall be returned to I.M.P.A.C.T., in lieu of regular wage.  Only the days served on your regularly scheduled work days shall be kept by I.M.P.A.C.T., the remainder will be reimbursed to you.  You must ask that separate checks be issued by the court clerk for mileage and jury duty pay.
AN. Partial Day Jury Service

The court will pay you a stipend for a ½ day up to the lunch hour break (time varies by judge/court) and a full day for any after the lunch hour.  On the days when employees are excused from court on or before noon, they will be required to report to work as follows:

(
Day Shift – A day shift staff is required to report to his/her scheduled shift for completion of that day’s scheduled shift.

(
Afternoon Shift – An afternoon shift staff who has served a partial day of jury duty, as defined above, would be required to attend their regularly scheduled shift.  An afternoon shift staff who has served a full day jury duty is not required to attend their regularly scheduled shift.

(
Midnight Shift – A midnight shift staff who has served a partial day of jury duty, as defined above, would be required to attend their regularly scheduled shift, as this would allow a staff to get the rest needed to perform their job.  (The exception would be in the case of court being dismissed early for the day, but resuming the following morning.)  A midnight shift staff, who has served a full day jury duty, is not required to attend their regularly scheduled shift.
AO. Work-related Subpoenas

Employees who are subpoenaed to appear in court for a work related issue will be paid their hourly rate for the amount of time they gave testimony in court or two (2) hours whichever is less. 
AP. Non-work related Subpoenas

Employees who are subpoenaed to appear in court for a non-work related issue must use planned time off in order to be paid.
XIV. CONSUMER/Client CONCERNS

AQ. CONFIDENTIALITY

Each individual served has a right to confidentiality.  In accepting employment at I.M.P.A.C.T., an employee is placed in a position of trust in regard to information regarding the individual served.  Employees must constantly be aware of the confidential nature of all information regarding the individuals served.


All reports, records and data (paper and computer) are confidential which pertain to testing, care, treatment, reporting and research associated with the serious communicable disease or infection of HIV infection, acquired immunodeficiency syndrome, and acquired immunodeficiency syndrome related complex.  Any employee who releases information in any form about an individual served, pertaining to a HIV status, may be guilty of a misdemeanor, punishable by imprisonment for not more than one year or a fine of not more than $5,000 or both, and is liable in a civil action for actual damages or $1,000 whichever is greater, and costs and reasonable attorney fees.  If anyone contacts an employee about a resident or client for whom this section may be applicable, he/she must immediately direct the person to IMPACT Management (e.g., Supervisor, Associate Director, Executive Director).  The employee should also advise the executive director of the contact.  

Employees should not directly or indirectly copy or remove from the Employer’s premises information unless the Employee has a business reason for doing so and has received his or her supervisor’s permission before doing so. When employment ends, Employees must return to the Employer all originals and all copies of any confidential information.

As a condition of employment Employees must sign a confidentiality agreement. That agreement is a legally binding document in which Employees acknowledge their obligation to maintain and protect the confidential information of the Consumer and Employer. 


Information concerning the consumers or staff person is not to be discussed outside the home.


Information concerning the consumers or staff person should not be released, whether written or oral to any individual or agency without the approval of the Program Supervisor.

If at any time employees have any questions concerning what is or is not confidential and what their duties are with regard to confidential information, they should not hesitate to discuss those questions with their immediate supervisor.
ANY BREACH OF CONFIDENTIALITY MAY RESULT IN DISMISSAL.

AR. Rights of the Individuals Served 

ALL individuals HAVE THE RIGHT TO BE TREATED WITH DIGNITY AND RESPECT.  The following rights must be adhered to by all employees.  Any staff observing any person violating these Consumer Rights must report it to the supervisor immediately and in writing.
General
 1.
The right to be free from discrimination on the basis of race, religion, color, national origin, sex, age, handicap, marital status, or source of payment in the provision of services and care.

 2.
The right to exercise his or her constitutional rights, including the right to vote, the right to practice religion of his or her choice, the right to freedom of movement, and the right of freedom of association.

 3.
The right to refuse participation in religious practices.

 4.
The right of reasonable access to a telephone for private communications.  Similar access shall be granted for long distance, collect calls, and calls that are otherwise paid for by the caller.  Agency Group Homes or Programs may charge an individual for long distance and toll telephone calls.
 5.
The right to voice grievances and present recommendations pertaining to the policies, services, and house rules of the home without fear of retaliation. 

 6.
The right to associate and have private communications and consultations with his or her own physician, attorney, or any other persons of his or her choice.
7.
The right to participate in the activities of social, religious, and community groups at his or her own discretion.

 8.
The right to use the services of advocacy agencies and to attend other community services of his or her choice.

9 The right to employ the services of a physician, psychiatrist, counselor or dentist of his or her choice for obtaining medical, psychiatric, counselor or dental services.

10. The right to refuse treatment and services, including the taking of medication, and to be made aware of the consequences of that refusal.

11. The right to be treated with consideration and respect, with due recognition of personal dignity, individuality, and the need for privacy. 

12. The right to confidentiality of his/her records.
residential

13. The right to write, send, and receive uncensored and unopened mail at his or her own expense
14. The right to reasonable access to and use of his or her personal clothing and belongings.
15. The right to have contact with relatives and friends and receive visitors in the home at a reasonable time.  Exceptions shall be covered in his/her Assessment Plan, and special consideration shall be given to visitors coming from out of town or whose hours of employment warrant deviation from usual visiting hours.
16. The right to request and receive assistance from the responsible agency in relocating to another living situation.
17. The right of access to his or her room at his or her own discretion.

AS. Abuse Reporting

If an employee has reasonable cause to suspect the abuse of a consumer, it must be reported to the supervisor immediately.  The Supervisor or Administrator will orally report the suspected abuse to the law enforcement agency of the county, or city, in which the abuse is suspected to have occurred or to the State Police, DHS, the consumers designated representative, and other agencies as needed.

Within 24 hours a written report should be submitted to the supervisor.  The supervisor or administrator must file a written report within 48 hours from date of incident with appropriate law enforcement agency, FIA, the consumer’s designated representative, and other agencies as needed.

A person who makes the report of abuse will not be dismissed or otherwise penalized for making the report unless he or she is the cause of the abuse.  The report of abuse shall be confidential and subject to disclosure only with the consent of that person by judicial process.

All employees who have knowledge of an incident must report.
ABUSE THAT IS REQUIRED TO BE REPORTED TO APPROPRIATE AGENCY IS AS FOLLOWS:

1. Assault

2. Assault and battery

3. Sexual intercourse under pretext of medical treatment

4. Murder

5. Manslaughter

6. Criminal sexual conduct including sexual penetration

7. Criminal sexual conduct

8. Assault with intent to commit criminal sexual conduct including penetration.

Any employee’s observation of any abuse, neglect or failure to comply with approved employer programs is to be communicated to his/her supervisor immediately.  IT IS THE EMPLOYEE’S LEGAL OBLIGATION TO REPORT ALL INCIDENTS INVOLVING ANY CONSUMER.  Failure to report consumer abuse or neglect may result in dismissal.

AT. Mistreatment of Consumers

Employees shall not mistreat any individual.  Mistreatment includes any intentional action or omission which exposes a resident to a serious risk of physical or emotional harm or the deliberate infliction of pain by any means.

Staff shall not:
1. Use any form of punishment.
2. Use any form of physical force other than behavior management techniques approved in the consumer’s individual treatment plan or approved for emergency use.  Physical force may not be used unless there is the risk of physical harm to staff or other recipients or immediate risk of significant property damage.  Physical force may only be used when other less restrictive measures have been attempted first.

3. Restrain a resident’s movement by binding or tying or through the use of medication, paraphernalia, contraptions, material or equipment for the purpose of immobilizing a resident.

4. Confine a resident in an area, such as a room where egress is prevented, in a closet, or a bed, box or chair or restrict a resident in a similar manner.

5. Withhold food, water, clothing, rest or toilet use.

6. Subject a resident to any of the following”

a. Mental or emotional cruelty

b. Verbal Abuse

c. Derogatory remarks about the resident or member of his/her family

d. Threats

7. Refuse the resident entrance to the facility.

8. Isolate a resident by complete and unattended separation from staff and other residents.

9. Use any electrical shock device.

AU. Incidents and Accidents

In the event of the death of a consumer; any accident or illness that requires hospitalization; incidents that involve serious hostility; any hospitalization; and attempts at self-inflicted harm or harm to others; any instances of destruction to property; any incidents that involve arrest or conviction of a consumer for arson, rape, murder, burglary, robbery, larceny, motor vehicle theft and aggravated assault; staff shall do the following:

1. Immediately inform the home supervisor.

2. Complete a written incident report (I.R.), date and sign the report.

3. The supervisor or staff if requested, shall make a reasonable attempt to contact the consumer's designated representative and responsible agency by telephone.  If a message is left, write down the time and name of the person who received the message.

4. In a Group Home, within 48 hours, the supervisor must send a copy of the Incident Report to:

a. The consumer’s designated representative

b. Responsible agency

c. DHS licensing consultant if applicable
5. The administrator shall immediately investigate the cause of an accident or incident that involves a consumer, employee or visitor.

6. For the purpose of this policy, “Incident” means a seizure or highly unusual behavior episode, including a period of absence without prior notice or any occurrence considered to be unusual or different from normal.

AV. Agency Investigative Process

In addition to all regulatory agency reporting requirements and in the interest of health and safety, IMPACT Administration will investigate any report complaint involving its consumers and/or employee if it is related to an agency related situation. Such investigations typically include:  

· Collecting written statements from staff allegedly involved in or having witnessed an incident.

(   Interviews with staff allegedly involved in or having witnessed             

                               
      an incident.

· Any other investigative activities necessary to reach a 

     determination concerning the validity/accuracy of a complaint.

During the course of an internal investigation, IMPACT may elect to reassign or suspend involved staff members until such time as the complaint investigation is concluded.  Any suspensions in accordance with agency policy may be paid or unpaid at the sole discretion of the Agency.  Further, a suspension related to the investigation of an alleged incident of abuse or neglect is common procedure and does not imply that any staff person has participated in any wrongdoing.  Removal of a staff person from the home during the period of review/investigation assures the safety of Agency consumers.

At the conclusion of any such investigation, the Agency will prepare a written report which either substantiates or does not substantiate the basis of the complaint.

Depending upon the outcome of any such investigation, the Agency has at its disposal a wide range of action steps including but not necessarily limited to:

· Dismissal of employee(s)

· Transfer of employee(s)

· Retraining of employee(s)

(   Extend orientation period of employee(s)

· Job Performance Memo issued to employee(s)

· Unpaid suspension of employee(s)

· No action directed to employee(s)

(   Other action as deemed necessary or appropriate by the Agency. 

AW. Group Home Consumer Absence without Notice

If a consumer is absent without notice, the administrator, supervisor, or direct care staff shall do the following:

1. Make a reasonable attempt to contact the consumer’s designated representative and responsible agency.

2. Contact the local police authority.

3. Make a reasonable attempt to locate the consumer by making appropriate telephone calls to determine the consumer’s location and searching the immediate area, keeping in mind staffing requirements of the home.  A direct care staff shall also immediately call the supervisor.

4. The Supervisor shall submit a copy of the written report to the consumer’s designated representative and responsible agency within 24 hours of each occurrence.

AX. Group Home Consumer Funds

Extreme care must be exercised in the handling of consumer’s funds.  In handling such funds, the employee is placed in a position of trust in the care of such funds.  As such, it is incumbent upon him/her to avoid even an appearance of wrongdoing.  As such, all expenditures must be documented and evidenced by a bill and/or receipt.

Employees are not to commingle, borrow or pledge funds of a consumer.  Michigan law makes it a misdemeanor, with the possibility of 2 years in jail, a $25,000 fine, or both if convicted.

AY. Consumer Treatment Plans, Goals & Programs

All employees are expected to abide by the clinical, case management, nursing, physical therapy, occupational therapy and speech therapy programs, diet treatment and/or medication plans established for each individual. Failure to do so may result in termination.

AZ. Driving for Agency Related Business
All employees in driving positions at their time of hire and throughout their employment with the Agency must have a valid driver’s license.  The employee must also be insurable under the Agency’s motor vehicle insurance company.  This means that the employee must maintain a good driving record.  If an employee loses his/her driver’s license or receives driving violations that cause them to be uninsurable under the Agency’s motor vehicle insurance policy, he/she may lose his/her position with the Agency.  Transportation of consumers is a primary requirement of all employees and, therefore, all employees must have a valid driver’s license and be insurable under the Agency’s motor vehicle insurance policy.  Checks will be run annually and as the Agency deems necessary on all Agency personnel to monitor their driving record. All occupants in any vehicle shall be properly restrained as required by law.  Employees will never exceed the posted speed limits while driving agency vehicles.  It is expected that all employees obey all safety laws and regulations of any state in which they operate and that safety belts are used.

Employees are required to advise the employer immediately of any traffic tickets or other citations involving an automobile in which the employee is found to be responsible, at fault, or guilty.

IMPACT prohibits the following conduct while driving

1. Use of cell phones while driving a company vehicle.

2. Doing any other activities while driving (eating).

3. Non-business use of IMPACT vehicles.
4. Reckless or careless driving of any sort.
5. Operating a company vehicle while under the influence of any alcohol or drug.

6. Using a company vehicle for an illegal purpose.
XV. STAFF CONDUCT

BA. Medical Evaluations

An employee, who, following a medical examination or the administration of tests, is found to have symptoms of a physical, emotional or mental condition which could be hazardous to the consumers or to other staff members which prevents the employee from performing the duties of his/her employment, shall be relieved of his/her assignment.

In the event of a covered disability, you must notify administration in order to make a determination of accommodation as defined under the Americans With Disabilities Act or Michigan’s Handicappers’ Civil Rights Act.

The Agency reserves the right at any time to require the employee to submit to a medical examination verifying that the employee is physically and emotionally capable of performing the employee’s job responsibilities from a physician selected by the employer at the employer’s expense.  The Agency also reserves the right, at its sole discretion and expense, to require an employee who is presently working, and is not on any leave of absence, to provide a physician’s statement verifying that the employee is physically and emotionally capable of performing the employee’s job responsibilities.

BB. Substance Use/Abuse Practices and Testing Policy
IMPACT will maintain the highest level of integrity and safety within our Agency.  One of the ways in which this will be done is to have a comprehensive program to maintain a drug-free work environment.  This practice applies to all IMPACT employees.  IMPACT prohibits the use, consumption or possession of controlled substances or alcoholic substances while on duty or on Agency premises including vehicles.  No employee of IMPACT is permitted to go on duty or remain on duty if he/she possesses or has the presence of controlled substances or alcohol in their system.  This includes prescription drugs not prescribed by their physician to the employee.  The prescription must have the employee’s name on it.  Questions concerning this policy should be directed to the Human Resources Manager.
An initial pre-employment drug test is required by the Agency.  Anyone who does not agree with a positive drug test may request a second drug testing.  This drug testing will be done immediately at the employee’s expense and at the convenience of the employer.  A second drug test that yields a positive result will result in the termination or non-hiring of the individual.

An employee may be required to take an additional drug test if there are sufficient behaviors and actions on their part to suspect that they are under the influence of a controlled substance or alcohol.  Refusal to take the required drug test will result in immediate termination from the Agency.

Employees will be required to take an additional random drug and alcohol test as required by the Agency to comply with the contract with Blue Water Area Transportation Commission.  The procedure used is described in IMPACT Policy I-Chapter 1, Section D, Subject 005
The unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance or alcohol on agency premises or during work hours regardless of location or reason is prohibited.  Reporting to work under the influence of any controlled substance or alcohol regardless of location is prohibited.  The arrival of any employee at any Agency location during non-work hours under the influence of drugs or alcohol is prohibited.  Any of the above activities may result in dismissal.  An employee must notify the employer of any criminal drug statute convictions no later than five (5) days after such convictions.

BC. Criminal Convictions and Criminal Charges

It is the policy of IMPACT to conduct a Michigan State Police criminal history record check on all employees.  The information needed to conduct the criminal records check will be obtained after a conditional job offer is made.
In association with the Agency’s contract with DHS, all clinical staff must submit to an FBI criminal records check.
If the Agency substantiates that the employee provided dishonest or false answers on the job application or during all pre-hire interviews, the employee will be terminated immediately.

Should a criminal history report include information, which suggests an employee is inappropriate to work with vulnerable individuals, the employee is subject to termination.

Employees who are convicted of a felony, serious misdemeanor or any other serious crime, the nature of which implies that the employee is incapable of performing his or her job with good moral character, are subject to termination.  An employee who is under investigation or is charged with a crime must inform IMPACT of the charges and/or investigation.  An employee who is under investigation or is charged with a crime may be subject to suspension without pay or re-assignment until the investigation or charge is resolved.  If the charge is not conclusively resolved in the court system, the Agency reserves the right to determine the employee’s continuation of employment with the Agency.  In addition, if the employee is determined not to be guilty, but trial publicity or knowledge among co-workers is such as to create a negative atmosphere, the Agency reserves the right to terminate the employee’s employment.

BD. Firearms/Weapons
The Agency strictly prohibits an employee from carrying a firearm or concealed weapon, even with a valid CCW permit, in the course of his or her on the job duties.  This includes having the firearm/weapon in a vehicle on Agency property.
BE. Personal Mail, Telephone Calls, Cell Phones & Pagers

Personal mail should be sent to the employee’s home address.  Mail received at the administration office and/or group home may be opened.  All personal calls should be kept to a minimum and be restricted to emergency use only.  Employees will be charged for all long distance personal calls made from the Agency’s telephones, and whenever possible employees should use their “telephone charge card” or “Calling-card” to place long distance calls from Agency phones.
The Agency is not responsible for any telephone calls made by any staff member outside of the Agency’s facilities.  Telephone calls related to Agency business may be made at the staff member’s assigned facility or at another facility operated by the Agency.  No telephone calls shall be made outside of the facility and charged to the Agency unless it is a consumer-related emergency.  Collect calls for any other reason shall not be accepted.  A log of all long distance telephone calls should be kept at each residential facility.  Employee’s personal cell phones and pagers are not permitted in the residential facility.

BF. Smoking

The Agency, in compliance with Medicaid guidelines and the guidelines established by the Surgeon General of the United States, will attempt to provide a smoke-free environment to all staff and consumers within each facility.  There is no smoking in any Agency vehicle at any time.  All consumers within each facility must only smoke in a designated area.  All staff within the facility may only smoke within a designated area during their scheduled break time.  Staff and consumers may smoke outside the facility in designated smoking areas.  If there is no designated smoking area, smoking is not allowed in the building or on the premises.  The Agency recognizes that smoking and secondary smoke is hazardous to individual health.  The Agency will do everything within its power to comply with Medicaid guidelines and the Surgeon’s General’s recommendations.

BG. Anti-Harassment

Harassment because of religion, race, color, national origin, sex, age, height, weight, handicap, disability, marital status or other protected status is unlawful discrimination and is prohibited by federal law and IMPACT. IMPACT will not tolerate any form of harassment.

For the purposes of this policy, “harassment” means unwelcome verbal communication or physical contact because of religion, race, color, national origin, sex, age, height, weight, handicap, disability, marital status or other legally protected status, which unreasonably interferes with a person’s work performance or which creates an intimidating, hostile or offensive work environment.

“Harassment’ includes “sexual harassment,” which means unwelcome sexual advances, unwelcome requests for sexual favors and other unwelcome verbal or physical conduct or communication of a sexual nature when:

a) submission to such conduct or communication is made either explicitly or implicitly a term or condition of the individual’s employment;

b) submission to or rejection of such conduct or communication by an individual is used as a basis for employment decisions affecting such individual; or

c) such conduct or communication has the purpose or effect of unreasonably interfering with an individual’s employment or creating an intimidating, hostile or offensive work environment. 

Examples of harassment may include one or more of the following:

· Physically touching an Employee in an offensive manner;

· Making suggestive or derogatory comments or gestures about a person’s religion, race, color, national origin, age, sex, height, weight, handicap, disability, marital status or other protected status;

· Displaying magazines, cartoons or jokes which are derogatory about a person’s religion, race, color, national origin, age, sex, height, weight, handicap, disability, marital status or other protected status;

· Telling jokes which are derogatory about a person’s religion, race, color, national origin, age, sex, height, weight, handicap, disability, marital status or other protected status. Examples of sexual harassment may include one or more of the following:

· Repeated and unwelcome requests for dates after work;

· Sending letters which make romantic suggestions;

· Sexual advances or propositions or threats;

· Continuing to express interest after being informed that the interest is unwelcome;

· Suggestive or insulting comments or sounds, including whistling;

· Commentary about an individual’s body;

· Display of sexually suggestive objects, pictures or letters;

· Obscene gestures;

· Unwanted physical contact, including touching, pinching, brushing the body, impeding or blocking movement, unwanted sexual intercourse or other unwanted sexual acts, sexual assault or battery.

The above list is not meant to be exhaustive, but is included to provide examples of prohibited action. 

IMPACT does not condone, either explicitly or implicitly, and will not tolerate, harassment of any kind by anyone in the organization or others including clients, vendors, independent contractors, applicants for employment or visitors to the workplace.

Complaint Procedure

IMPACT is responsible for fostering a workplace free from harassment, for discouraging employment related harassment and for implementing and enforcing this policy.  

This responsibility is continuing, whether or not complaints of harassment have been brought to the attention of IMPACT.

Any person who feels that he or she has been subjected to harassment, who is aware of conduct prohibited under this policy, or who feels that he or she has been retaliated against for having brought a complaint of or having opposed harassment and/or for having participated in the complaint process is encouraged to bring the matter to the attention of the Executive Director.

IMPACT will investigate all allegations of harassment promptly. To protect the interests of the complainant, the person complained against, witnesses, any other person who may report an incident of harassment and all other persons affected, confidentiality will be maintained to the extent practicable and appropriate under the circumstances.

IMPACT will conduct a prompt, thorough and impartial investigation using the following procedures:

1. Interviewing the complainant, both at the time the complaint is initially presented and at the time the complaint is reduced to writing;

2. Interviewing all witnesses identified by the complainant and reducing their statements to writing, either by requesting that the witnesses do so or by reducing their statements to writing to be signed or otherwise acknowledged by the witnesses;

3. Reviewing any documentary or other evidence submitted by the complainant;

4. Interviewing the alleged harasser and reducing his or her statement to writing;

5. Interviewing all witnesses identified by the alleged harasser and reducing their statements to writing, either by requesting that the witnesses do so or by reducing their statements to writing to be signed or otherwise acknowledged by the witnesses;

6. Interviewing other potential witnesses who may have observed the conduct alleged or who may possess knowledge regarding the allegation under investigation and reducing their statements to writing, either by requesting that the witnesses do so or by reducing their statements to writing to be signed or otherwise acknowledged by the witnesses;

7. Reviewing any documentary or other evidence submitted by the alleged harasser;

8. Informing all witnesses including the complainant and the alleged harasser of the confidentiality of the investigation;

9. Completing a written determination of the validity of the complaint.

Resolving the Complaint

 

If Violation Found

If, as a result of an investigation, it is determined that a violation of this policy has occurred, IMPACT will take prompt and appropriate remedial action to eliminate the policy violation and ensure that it does not reoccur.

Such remedial action may include:

1. Disciplinary action of the harasser up to and including termination;

2. Restoration to an individual of any employment benefits or employment status impaired as a result of the harassment or the exercise of the right to make a complaint of harassment, to oppose harassment or to participate in an investigation under this policy;

3. Other appropriate measures to assure that any individual adversely affected by the filing of a complaint, participation in any complaint proceeding or opposition to harassment is restored to the position held prior to the policy violation;

4. Removal of the effects of the policy violation in the workplace, such as the removal of offensive graffiti or posters or similar objects of harassment, the elimination of unwanted physical contact or verbal communication;

5. Other appropriate measures to assure that this policy, and IMPACT’s commitment to enforcing this policy, are reiterated in the workplace, such as republication of the policy and in-house training relating to this policy.

 

If No Violation Found

If as a result of the investigation, it is determined that no violation of this policy has occurred, IMPACT will:

1. Inform the complainant and the alleged harasser of the results of the investigation and the reasons for its finding of no policy violation;

2. Advise the complainant and the alleged harasser that IMPACT is committed to the enforcement of this policy and will not tolerate harassment or retaliation of any sort;

3. Notwithstanding the determination that no policy violation has occurred, advise all individuals that there will be no retaliation for making a complaint of harassment, opposing harassment or participating in an investigation under this policy;

4. Advise the complainant to provide additional information relating to any policy violations in the future;

5. Take appropriate measures to assure that this policy, and IMPACT’s commitment to enforcing this policy, are reiterated in the workplace, such as republication of the policy and in-house training relating to this policy.

If No Determination Possible

If, as a result of the investigation, it is determined that there is insufficient information from which to make a determination whether a policy violation has occurred, IMPACT will:

1. Inform the complainant and the alleged harasser of its finding that no determination can be made;

2. Advise the complainant and the alleged harasser that IMPACT is committed to the enforcement of this policy and will not tolerate harassment of any sort;

3. Notwithstanding the determination that there is insufficient information from which to determine that a policy violation has occurred, advise all individuals that there will be no retaliation for making a complaint of harassment, opposing harassment or participating in an investigation under this policy;

4. Advise the complainant to provide additional information relating to any policy violations in the future;

5. Take appropriate measures to assure that this policy, and IMPACT’s commitment to enforcing this policy, are reiterated in the workplace, such as republication of the policy and internal training relating to this policy.
BH. Honesty and Integrity

Employees are not to engage in theft, sabotage or unauthorized taking, use, or possession of any property belonging to the consumers, employer or other employees.  Any such theft may result in immediate termination and criminal prosecution.  Property, equipment, records or supplies of the employer are not to be removed from the employer’s premises by any employee without express permission to do so from the employer.

In case employees observe another employee engaging in any of the above circumstances, it becomes his/her responsibility to advise the employer through their supervisor of this fact.

BI. Falsifying Documentation
Falsification of any record, document, written statement or Agency form including, but not limited to, employment application, time sheets, any log of activity, vouchers or records of the recipients by any employee is in violation of this manual and may result in immediate termination.

BJ. Sleeping on Duty

Sleeping on duty is not permitted.  Sleeping on duty will result in termination.
BK. Insubordination

Employees are expected to follow all orders and directions of their supervisors as long as the directives are within the Agency policy guidelines and State and Federal Law.  Any failure to do so will be viewed as insubordination.  Insubordination (physical or threat), failure to abide by the instructions of supervisory personnel, may result in dismissal.

BL. Inappropriate Staff Conduct

All employees must set aside personal problems, situations and life styles when on duty.  Family problems, such as care of children or relatives, transportation, conflicts with school, other employment or social activity will not be acceptable reasons for not arriving to work on time, for not working scheduled hours, or for not working efficiently while on duty.  This rule exists because consumers require and have a right to care from people who are mature and responsible in their conduct.  All employees will recognize that this employment requirement is reasonable and required for the protection of consumer rights.  Inappropriate conduct is finally determined by Agency Management and Administration.  A few examples of inappropriate staff conduct are:

(
Dishonest statements.

(
Gossip or rumor talk that leads to inappropriate actions.

(
Talk among staff that leads to morale problems.

(
Poor or wrong decisions about consumer rights.

(
Ethical conduct as it affects the staff person’s relationship to their employer.

(
Improper public conduct while on duty.

The above actions will be taken as signs that the employee is lacking in good moral character.  Any employee who engages in gossip or talk that instills or results in ill feelings among other staff has created a morale problem.  Such conduct while on duty will not be tolerated.  Clearly, fighting among staff or “personality conflicts” among staff detract from the goals of providing a safe, humane and appropriate environment for the consumers.  Inappropriate behavior by staff may result in dismissal.
BM. Workplace Violence

Violence or threats of violence in the workplace will not be tolerated. Workplace violence is defined as an act that is intended to cause physical or emotional harm.  Examples of workplace violence may include but not be limited to: pushing, choking, fighting, threats, staking, racial slurs, threatening gestures or intimidating acts of violence against any Employee, Employee’s personal property or IMPACT property is forbidden.

If an Employee feels he or she is a victim or potential victim of violence in the work environment, it is recommended that the Employee file a written complaint with his or her supervisor or the Associate Director. Filing a complaint will allow IMPACT to undertake an immediate investigation of the complaint and take whatever action is deemed appropriate.

All complaints will be treated on a confidential basis to the extent possible. No disciplinary or retaliatory action will be taken against any Employee filing a complaint in good faith. 

If a friend or relative of an Employee enters or attempts to enter IMPACT premises under the suspicion of threat to the Employee or other persons, the Employee will be removed from the schedule until the potential or actual risk to the Employee or others is eliminated.

The Employer endeavors to provide a safe work environment for its Employees.

Workplace violence or threats of violence may result in dismissal

BN. Acceptance of Gifts and Loans

Employees are strictly prohibited from accepting gifts of any kind from consumers/clients for whom the Employer provides care, family members, friends of residents, or from individuals or organizations with which there is a direct business relationship. It must be made clear that compensation (of any type) for services rendered to the resident/client is limited strictly to the financial agreement established in the Resident Care Agreement or ICC.  Similarly, it must be made clear that the Employer’s business decisions are made entirely on the basis of merit, as accurately as can be determined. If Employees receive a gift or are asked to accept a gift, they must report it immediately.

Employees are not permitted to borrow money from consumers/clients, family members of consumer's/clients or friends of consumer's/clients under any circumstances.

Employees are not to commingle, borrow or pledge funds of a resident/clients. Michigan law makes it a misdemeanor, with the possibility of a two-year imprisonment, a $25,000 fine or both if convicted.

BO. Dress Code
Employees are expected to maintain standards of neatness, cleanliness and personal hygiene.  All employees should arrive for work in neat, clean clothing.  All employees should be constantly aware that they act as role models for the consumers and representatives of the Agency to the community.  Many of the restrictions have been put into place for the safety of the staff and consumers as aggressive physical behaviors may result in grabbing.  The Supervisor will have final decision as to the appropriateness of attire based on the program specific conditions.  The following items are illustrative of the clothing and jewelry that are NOT acceptable as every day wear while working:

· Sweatpants

· Tank tops, crop tops

· Spandex pants or tops

· Any clothing that is ripped, torn, soiled or has holes

· Any clothing that has saying, slogan or advertisements

· Visible body piercing including tongue (except for small conservative pierced earrings worn in the ear).
· Open-toed and open backed shoes (residential).
· Shoes/boots that have heels of an inch or more (residential).  
· Cosmetics, colognes and fragrances must be kept to a minimum so as to prevent discomfort and/or allergic reactions from consumer's/clients and co-workers. 
· Jewelry must be conservative in nature and should not compromise health, sanitation and safety.

If you are assigned to do a painting or cleaning task at the residential facility that would cause your clothes to get soiled, you are allowed to bring in clothing that you do not mind getting dirty such as sweat pants or jeans with holes.  These clothes should be brought to work not worn into work.

Some I.M.P.A.C.T. homes have swimming pools.  During the summer months, you will need to bring a one piece swimsuit for women or swim trunks for men, with you to work, as you must be able to get into the pool with the consumers while they are swimming.

BP. Residential facility Visitors

No visitors other than properly identified family, guardians or friends of residents or government officials are allowed in an IMPACT facility without permission from the Home Supervisor.  Staff are not allowed visitors within the facility or on Agency property at any time, including during break periods.  Authorized visitors are permitted only during normal waking hours unless otherwise approved by the Home Supervisor. Visitors other than family, guardians or friends of residents or government officials must have prior authorization to visit. Staff shall maintain a log of visitors. This applies to former Employees as well as strangers. It is the responsibility of each Employee to refer unauthorized visitors to the Home Supervisor.

Refer all unauthorized visitors to the Home Supervisor or Administration

Employees are prohibited from visiting the home during off-duty hours unless the Home Supervisor approves a bona fide reason for the visit in advance. Employees are permitted to pick up their paycheck on payday. Such visits must be brief and no services may be performed. All other visits require advance approval. 

BQ. E-Mail, Voice Mail and Internet Policy.

The Employer’s policy on e-mail, voice mail and Internet usage in the work environment is as follows: 

1. The communication of trade secrets and/or proprietary confidential information via voice mail or e-mail is prohibited. Employees are reminded that they must treat this information at all times in a secure manner and must not deviate from that obligation by communicating it via e-mail or voice mail.

2. Employees should have no expectation of privacy in email or voice mail communications, whether to supervisors, co-workers, or others. Even if e-mail is deleted from the Employee’s screens, it is not deleted from the system, and even if Employees have private code words for e-mail access, their e-mail is not private, since their messages still can be accessed.

3. E-mail messages are the equivalent of business memorandums and should therefore be used cautiously with words and messages prudently selected. An Employee should not commit to e-mail what he or she would not readily commit to a business memo. The policy also includes e-mail retention and deletion policies that include archiving e-mails or purging them at stated intervals.

4. Employees are reminded that e-mail or voice mail may not be used to defame individuals or to convey messages or images that would violate the Employer’s policy that strictly prohibits discrimination and harassment of any kind, including sexual harassment.

5. The solicitation of Employees or distribution of information not related to the company’s business is prohibited. 

6. Employees are reminded that misuse of e-mail or voice mail may result in disciplinary action, including discharge from employment.

7. All e-mail and voice mail are the Employer’s property, and the Employer reserves the right to access and/or monitor such communications at its sole discretion.

8. E-mail, Internet access and voice mail may not be used for personal purposes or gain but is to be employed strictly as a business information tool. Employees are required to acknowledge in writing that they have received the email/computer policy.
9. No personal e-mail accounts, unauthorized computer programs or non-business related web sites may be added to an Agency computer.
10. The Employer reserves the right to determine, at the Employer’s sole discretion, what constitutes permissible use of e-mail in the event of a dispute.

Internet

Internet access is provided for company business use only. Internet users have a responsibility to use the Internet appropriately in conducting the business of the company. Misuse of the Internet can result in disciplinary action, including termination. Some examples of behavior that could result in disciplinary action are:

· Illegally downloading electronic files, including those that may be copyrighted;

· Downloading, transmission and/or possession of pornographic, profane or sexually explicit materials;

· Sending threatening messages/files;

· Sending racial, ethnic, religious, sexually harassing or offensive messages/files;

· Sending chain letters through e-mail;

· Attempting to access any computer system without proper authorization;

· Sending or posting proprietary or company confidential information;

· Using company time or resources for personal gain. 

Employees must receive permission from their supervisor before posting messages to electronic bulletin boards, list servers or similar public posting forums on the Internet. When posted, such messages must contain a disclaimer at the end of the message stating: “The opinions expressed in this message are mine only, and do not reflect the opinion or position of my Employer.”

Internet activity may be monitored by the Employer and privileges may be changed/revoked at any time.

BR. Rules & Regulations

(
Employees are expected to follow all rules and regulations as set forth in this manual, as well as any other manual, directive, guidelines, or other such documents that the employer may, at his sole discretion, issue in the future.

(
Employees are expected to abide by all relevant State and Federal statutes, as well as all rules, regulations, policy directives, manuals and other such official pronouncements promulgated by the State or Federal government, or any agency or department of the State or Federal government.

(
Any violation of any statute, rule or regulation (including health and safety violations) must be, if possible corrected immediately and under any circumstances, be reported to the supervisor.
(
All incidents involving consumers must be reported to the supervisor immediately.
(
Employees are expected to follow the directions and orders of supervisory personnel.

(
In case of any investigation, all contacts of the investigating agency should be reported to the employee’s supervisor.  When such an investigation occurs, all employees are expected to provide the information requested to conduct any such investigation, whether this investigation is an “in-house” investigation or an investigation conducted by a government agency.  All employees are expected to fill out all forms required by either the governmental agency or the employer.

XVI. MISCELLANEOUS

BS. Changes in Employee’s Name, Address, Dependents, Phone Number, Emergency Contact, etc. 

The Administration Office shall be notified in writing immediately whenever an employee changes his/her name, address, phone number, emergency contact, number of dependents, insurance beneficiaries, income tax exemptions, or family status (births, deaths, marriage, divorce, etc.).  Insurance change forms must be filled out immediately when changes occur.  New dependents must be added within 30 days of the event, or you will be forced to wait until the next open enrollment period.

BT. Volunteers

Any volunteer working in an IMPACT home must complete a volunteer application/agreement form.  The volunteer must certify in writing that he or she is free from communicable disease and the volunteer’s physical and mental health will not negatively affect either the health of the consumer or the quality of the consumer’s care before volunteering in the home.

A volunteer under the direction of IMPACT shall sign a statement indicating whether he or she is on court-supervised probation or parole or has been convicted of a crime.   The Agency may also require a criminal history record check.  The volunteer under the direction of the licensee shall be in such physical and mental health so as to not negatively affect either the health of the consumers or the quality of his or her care and must be suitable to assure the welfare of the consumers.  The Agency will require a volunteer to take a tuberculin skin test prior to volunteering.  Such a test will be paid for by the Agency at a physician of the Agency’s choice.  It is understood that a positive skin test may prohibit a person from being a volunteer.  The Agency may also require a volunteer to take a drug screening test.  This would be at the Agency’s expense and at a physician of the Agency’s choice.  A volunteer must also be capable of performing tasks, which require repeated bending, stooping, lifting, kneeling and twisting.

A volunteer under the direction of IMPACT will be required to follow the policies and procedures of the Agency.

The volunteer’s name, address, and telephone number must be submitted to the home.

A volunteer will not be considered in determining staff requirements.

BU. Search & Inspection

The Agency reserves the right to search employees and packages such as boxes, bags, lunch buckets, brief cases, etc.  at all locations on Agency premises.

BV. Health & Safety

The employer makes every effort to maintain safety, and safety is the responsibility of every employee.  Should an employee be injured or otherwise hurt on the job, it must be reported IMMEDIATELY to his/her supervisor.  (See Worker’s Compensation.)  The program supervisor will then make certain that all necessary steps are taken.  Program supervisors must provide information to the office about all such injuries as soon as possible, but no later than twenty-four (24) hours.

All employees are expected to practice excellent hygiene when visiting and working in the homes.  Become aware of the safety procedures necessary to avoid either contracting or spreading disease.  If an employee has special medical risks or problems, he/she must educate him/herself to deal with the special risks of the homes.  It is not the responsibility of this Agency to transfer employees or to relieve the employees of their duties for consumer care based on the medical risks of the employees.  The primary responsibility of the Agency is the care and protection of the consumers.  The employer makes every effort to provide adequate training and information for the employees, and the employer urges that employees make every effort to practice safe procedures and good hygiene.

If an employee is aware of any medical or health problems which may affect his/her ability or someone else’s ability to properly perform the job function, or may result in harm or risk to the consumers of the home, it is incumbent that the matter be discussed with his/her supervisor.  The employer reserves the right to request medical reports for employees when it appears an employee has a condition that is potentially dangerous to consumers or self.

BW. Keys

Employees shall not duplicate any Agency keys, vehicle or any other keys, entrusted to them.  All keys so entrusted must be returned upon termination of employment.

BX. Media Releases

Information is not to be given to the media.  If a contact is made by the media directly to the home, the employee on duty should request the name of the caller, the telephone number where the person can be reached, and the name of the media represented.  Inform the media representative that the Executive Director will return the call.  Employees should never release the home telephone numbers of any other employee,  including supervisory staff.  No member of the press should be allowed in the home without the express approval of the Executive Director.

BY. Personal Belongings of Residential Staff
The employer is not responsible for any personal belongings brought into the facility.  Personal belongs such as purses or bags must remain in the employees vehicle during work hours and should not be brought into the facility.
BZ. Solicitation

In the interest of efficiency and for the protection of our consumers, the employer has adopted the following policy concerning solicitation and distribution of materials by Employees and non-employees.  There shall be no solicitation or distribution of materials or conducting of personal business of any kind on any agency premise by any employee or non-employee during the working time of the employee or the working time of the person(s) being solicited.  Employees should notify his/her supervisor immediately of any unauthorized persons on the premises.

XVII. TITLES AND HEADINGS

Titles and headings to articles, sections, or paragraphs are inserted for convenience of reference only and are not intended to affect the interpretation or construction of this manual.
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