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Adopted 8/95 Revised 12/94

Subjec#: PERSONNEL POLICY #1

PURPOSE OF PERSONNEL POLICYS AND PROCEDURES

Personnel policies and procedures will be issued whenever legislation or court interpretations
affect the agency's employee Relations program. They will also be issued whenever
modifications of the agency's employee benefits or internal procedures occur.

Personnel policies wifl be distributed to management personnel in the form of typewritten pages
far the Personnel Notebooi~ and to employees in the form of an explanation of these policies in
the Employee Handbook. pages in the Employee Handbook will be added, changes or deleted as
policies changes,

The Employee Handbook is to be maintained by the employee and every employee is required to
read and understanc! its contents. The employee will acknowledge receipt of the Handbook and
revisions as they occur.

These personnel policies and procedures are presented as a matter of information only and are

not fo be construed as a premise or contract between the employer and ifs employees.

Management personnel will be responsible for notifying theor employees of any changes to
personnel policies. The day to day administration of policies and procedure will also be the
manager's responsibilities.

The communication channel far all approved personnel policies or changes is:

executive Director j Written Policy Format

And Staff Managers

With Manuals

All other employees } Written Bulletin Board &Employee

Handbook Format

Good managers will listen for positive ideas tram their subordinates at any level. The need far
~ new policies and arocedures or modi€ications often will be initiated by daily communications with

all levels of employees.



Adapted 9185

SubJect. PERSONNEL POLICY. #2

EQUAL EMPLOYMENT OPPORTUNITY
A. FAIR EMPLOYMENT PRACTICE5

Revised X2/94

12/04

As an equal opportunity errtployer, Choices In Con7munity Living, Inc. prohibits unlawful

employment discrimina#ion in accordance with federal, state and local laws. Discrimination

based upon race, gender, age, national origin, physical disability, religion and sexual orientation

will not be permitted. Ifi Is C(CL's intention to promote diversi#y and fair application of ail personnel

policies and benefi#s to include health insurance.

The following list represents, without limitation, Federal laws on empinyment and employee

benefits with which CICL complies:

The Americans with DisabiHfies Act (ADA)
The Age Discrimination in Employment Act (ADEA)
The Consolidated dmnibus Budget Reconciliation Act (COBRA)
The Fair Lobar Stai7dards Rct (ELBA)
The Family Medical Leave Act (FMLA)

( Title VII, Civil rights of 1964
Civil Rights Act of 1991

Human Resources is responsible far the pversight of all human resources policies and policy

related concerns. Human resources wiE(work with an employee and/ar his or her ~r~an~ger to

promote clear communication on this and any other policy.



t Adopted 9185 Revised 12194

12104

Subject: PERSONNEL POLICY #2

EQUAL EMPLOYMENT OPPORTUNITY
B, SEXUAL HARASSEMENT

Sexual harassment is considered to be a serious misranduct which wiii not be tolerated. Disciplinary

action, which may include discharge, will be taken to correct such problems.

Sexual harassment is any unwelcomed sexual conduct, whither verbal of physical, where:

• Submission to such conduct is made a term or condition of employment.

• Submission to ar rejection of such conduct is used as a basis for employment decision; or

o Such conduct in#erferes with work performance or creates an intimidating, hostile, ar offensive

working environment.



Adopted 9/85 Revised 12!94

12/04

Subject: PERSONNEL POLICY #2

EQUAL EMPLOYMENT OPPORTUNITY
C. tMMtGRAT(ON AND CONTROL ACT

Choices In Community Living is committed fo equal opportunity to all citizens authorized to work
in the US.

The Act

The Immigration Reform and Confrol Acf of 1986 CIRCA) prohibits discrimination based upon

national origin or citizenship. It also prohibits persons NOT authorized in the United States from

emplpyment. All employees hired after November 7, 1986 are required to certify and document

their eligibility far empioymen#.

Under IRCA, employers may be sanctioned by the Immigration and Naturalization Service (INS)

for knowingly hiring non-U.S, citizens who are not authorized to work in the United States.

Choices In Community Living demonstrates compliance with the iaw by following the

verification (f-9 dorm) requirements. This form gives empinyers a way to establish that

the individuals they hire are authorized to work in the United States.

if you have any questions regarding this and any other policy, please contact Human

Resources.
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EQUAL EMPLOYMENT OPPORTUNITY
D. RESOLVING EMPLOYMENT AND PROGRAM PARTICIPANT

DISCRiN11NATION COMPLAINTS

1. Any qualified Participant or emp#oyee wha believes thaf he or she has been the subject of
discrimination because of IYer or his race, color, religion, sex, national origin, ancesfiry,

citizenship, handicap ar age had Che right to file a discrimination complaint with Choices In
community Living, Inc, and to have the complainC heard by ari appropriate authority of the
agency, i.e., the Section 504 Coordinator or the Equal Employment Opportunity Officer of the
agency. (Refer to Open dour Resolution of Employee Complaints or Suggestions, Policy #14.)

2. If not resolved internally, the hearing of the employee complaints of discrimination shall follow
procedures set forth by the Ohio Department of Administrative Services and shall be conducted
by the residential agency. (See attached procedures,)

3. Handicapped employee complaints will be provided such auxiliary aids as are necessary to offer
an equal opportunity ti participate in the complaint process. This includes, but is not limited tom

~ holding meetings in an accessible place and the provision of interpreters for the hearing
impaired of that is their preferred method of communication} ~t no cost to the handicapped

participant.
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Subject: PERSONNEL POLICY #3

EMPLOYEE SELECTION AND HIRING PROCEDURES

Revised 12194
Revised 1/97
Revised 8105

Employment openings will be filled by applicants who, in the judgment of the hiring 
official, best

meet the requirements of the job. Decisions on employment will be made accordi
ng to individual

qualifications and abilities per agency statement on Equal Employment Opportunity.

it is the policy of this agency to attempt to promote from within when a curren
t employee by

reason of skill, qualifications, prior conduct, work performance and reliability establishes that

he/she is the best qualified candidate for promotion to an available position. All Regular Full-time

' and Part-time positions are announced and posted in the Central Office and h
ome locations prior

to or simultaneously with advertising outside the agency. Any employee who wishes to be

considered for a posted position should notify the human resources department in writ
ing.

1. The notice will be posted for seven (7) calendar. days and will include a descrip
tion of the

position available, location, full-time or part-time... hours, and the closing date for

application or interview.

2. Present employees must express an interest in writing .to the human resources

department within the time frame indicated on the posting notice..

3. Transferee's performance review must be satisfactory.

4. The transfer will not cause undue wage/salary differentials unless mutuall
y agreed upon

by the employee and management.

The employer may assign any qualified employee to any position within 
the operational location in

order to maximize services. These assignments may be temporary
 or longer term in nature so

long as job requirements are fulfilled. The recruiting process may or 
may not be limited to internal

prospects. Outside recruitment efforts may continue during this process to 
generate the best-

qualified candidates.

The Selection Process

Human Resources will review the applicants. Candidates will be 
determined.

Candidates will be interviewed/screened by Human Resources and 
referred to the appropriate

direct supervisor.



Adopted 9185 
Revised 12194
Revised 1197
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Revised 8105

The direct supervisor (and/or Program Director as appropriate
) will screen candidates through a

( process of program visits, staff input, participant input, and for
mal interviews. The supervisor will

give their finalists to Human Resources.

Human Resources and supervisor will reach a consensus and
 a decision on whom to hire will be

made. Salary is determined by the Human Resource Director
 based on the person's experience,

education and prevailing wage/salary structure of the agency.

Should the finalist decline or if for any reason Choices In Comm
unity Living, Inc. terminates the

process, a new selection will be made and the selection proce
ss modified to fill the position either

form inside or outside candidates,

NOTE: The Executive Director will have final authority to make a
ll decisions regarding selection

and hiring. At times, the Executive Director may execute addit
ional authority in instances where it

is prudent to by-pass and/or all of the selection process or when 
there exists a split decision or

where it is necessary to ensure continued services by the agency
.

Hiring Procedures- Newly Recruited Employees

1 All applicants will complete the employment application form
.

All applicants will have apre-employment interview. "On
-call" or special time commitment

procedures should be explained to both management candida
tes and hourly paid applicants.

Prior to employment, all applicants will give a written releas
e to have their background checked in

the following areas: ~ ~

1. Police records will be checked for criminal convictions and/or 
pleas of guilty.

2. Driving records will be checked.

3. Past work experience and employment/educational histo
ry will be checked.

4. Background investigations, as required by section 5123.281
 of the Ohio Revised Code

and rule 5123;2-1-051 of the administrative code, will be co
nducted through the Bureau

of Criminal Identification and Investigation (BCII) on all n
ew hires and existing staff.

5. If applicant has not been an Ohio resident for five years prio
r to application, then a FBI

report will be obtained and the applicant will be fingerprinted 
for the State of Ohio.

6. Prior to employment, all applicants will be screened against 
the Ohio Department of

Health Nurse Aide Registry and the Ohio Department of MRD
D Abuser Registry.

Drivers of agency vehicles or personal cars on agency busine
ss will have in their personnel file:

1. A photocopy of their driver's license number and expiration 
date.
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• 2. A driver's record check with the Bureau of Motor Vehicles. The result of this check must

f be acceptable to the agency's insurance provider.

3. A current copy of auto insurance.

NOTE: Those supervisors and managers who are involved in the hiring process are personally

evaluated on their job performance. IVo supervisor or manager can jeopardize their personal

career or place the employer at risk by inattentiveness to personnel record keeping in the

performance of their employment paperwork responsibilities.

Basic Employment Records are:

- The employment application

- Medical/TB exam

- Proof of Vehicle Liability Insurance of vehicle to be used for agency business

- Driving history

- Criminal history

- Work experience/Reference checks

- Tax forms —Federal, State, Local (where applicable)

- I-9 Form — US Immigration Service

- Timecard or timesheet information

- Job descriptions
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Subject: P~RSOC~NEL POLICY #4

~MP~.t~YEE CLAS~[FICA`TIOl~S

f~egufar Full-time {FT)

Revised 12!84

7195

9/01

05/Q2

employees who regularly work a minimum of

3~1 hours per week with definite or regular

schedules.

Regular Part-time (PT} employees who regularly work a minimum of

17 taut less thin 34 hours per week with

definite or regular schedules.

Regular Scheduled Subsfiitu~e (S} Employees who regularly work less than 17

hours per week with definite or regular

schedules.

Substitute (Subj Employees who work on a call-in or temporary

basis without definite schedules, but log nnurs

within two consecufiv~ pay periods.

Choices In Community Living expects employees to mainf~in ~#fend~nce '.and punctuality

standards to maintain their scheduled hours. The agency does not guarantee a certain number of

hours ar a fixed schedule: empidyee~ ►~~ay work more hours during periods of high wgrk volume
and/or work less hours durinr~ peria~s ofi low w~ark volume. Choices In Community Living requires

employees in a su~stitut~ cl4~ssificatioh to log some hours within every two ronsecutive pay

periods to maintain ~ctiv~ status, vsritlt the excer~tian of seasonal employees. Choices In

Commtmity~ l.iviny may ap~rov~ are exte!7sion to this:. r~c~uirement for a specific periac~ of time in

response to a written request fr~n~ an Employ~F~ ire a substitute classification. The agency will

consider employees ii7 a substitute ciassifiicatian to volun~erily resign when they fail to log hours

as required when they are av~ifable without requesting an extension to the requirement. Choices

In Community Living will terminate err~E~foyees in any ci~ssi~cation wnn remain inactive for 26

consecutive weeks in a railing 52-wHck period.



Regular Fulf~time

Choices In Community Living provides health and paid time off benefits to regular full-time

employees who otherwise meet the eligibility requirements and who maintain a regular work

schedule of 34 hours or more per week. (See Ful!-Time Benefits)

Regular Part-time

Choices In Community Living provides limiked health and paid time off benefits to regular part-

time employes who otherwise meet the eligibility requiremenks and who maintain a regular work

schedule of 17 to 33 hours per week. (See Part-Time Benefits)

Regular Scheduled Substitute/Substitute

Choices In Community Living does not provide health or paid #ime off benefits to regular

scheduled substitutes or suhstitute5, Employees classEfied as regular scheduled substitute or

substitute who change classification to regular part-fim~ or regular full-time become eligible far

benefits available to the classification on their ninety first day of employment or, if employed more

than ninety days, the date the change becomes effective.
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Subject: PERSONNEL POLICY #5

EMPLOYMENT RELATIONS POL{CY STATEMENT

It is the policy of Choices in Community Living, (nc,, that all employees be treated with respect and
in a consistent manner at all times. The Agency has been built on teamwork, cooperation and series,
Managers and Employees must understand that commitment in their daily communications with
each other.

Management Responsibilities and Employees Relations

A, Interviewing Job Applicants (Reviaw Policy #3)
1. Set standards for selection which are realistic and related to the requirements of the job.
2. Create the best passible surroundings far the interview and attempt to keep it free from

unnecessary interruptions.

3. Learn from the applicant —his/her background, work history, and work aptitudes.
4. Go over the written job description, Describe the duties and responsibilities of the job clearly to

the applicant. Shaw the job sites to the appii~nce whenever possible.

Applicants will be given a written release to have fiheir police and driving record ched<ed for criminal
E convictions and/or guilty Teas, Employment reference ched<s follow the interview and proceed the

tendering of a tab offer, The applicants immediate past supervisor should be contacted and questioned
about applicant's performance, reliability, attendance, and attiCude about work. Do not contact the
present employer unless vau have reviewed the written release and requested permission from the
applicant. Review the physical exam requirement with each applicant.

B. New Employee in#ormatian

All new e~r~ployees are to receive introductory information and training, During this time use an
employee checklist. Be sure you cover alt items, including:

1. Standards of conduct and other Employee handbook topics.

2. Timekeeping procedures —when, where, how to record time,
3. Pay practices.

4. Personal appearance standards, if appropriate and ~mplayee safety including injury reporting.
S. Employee benefits as they apply.

6. Program and Services Policies and Procedures, including safety procedures for equipment and
buildings

7. Performance reviews.

C, employment at Will



1. An employee may elect to terminate hls/her employment voluntary or the manager may
determine that they employee's conduct, performance or reliability or any cambination of
problems in these areas is not conductive to confiinue empiayment

7, Manager are encouraged not to procrastinate by waiting tao (ong to correct or reverse any
negative trend set by the employea ar to notify the employee that additional evaluation time will
be required when the employee is not learning his/herjob du#ies and or responsibilities.
Managers are always to commend employee throughout their employment whenever "good"
things occur.

D. Training of Ett~ployees — In-Service Program
On the job training is an essential requirement. Effective training must be done systematically, using a
logical, well thought our process; simply tpiling an employee to watch another employee in order to
learn a job is not an effective training system. Some meetings may be mandatory as par# of in-service
training requirements. Off dirty employees called in for these meetings are paid for their time in
aCtendance.

E. The manager must remain objective during the entire disciplinary process. ft is essential for Che
manager to thoroughly investigate and review all relevant facts, and permit the ~mplayee the
opportunity to explain his/her conduct. The decision to discipline must bQ made on an
investigation of the facts. The employee must be given an opportunity to be heard. The
disciplinary acfiion taken should be consistent with policy, The manager must keep an accurate
and complete record of any disciplinary action.

DISCIPLINARY ACTION SHOU(,D N~ TAKEN AS SOON AS REASONALY POSSIBLE after the event
which made iC necessary. This requires the manager to investigate the situation promptly after
he/she learns of it.

ANY b1SCIPLNARY ACTfON SNOULDE BE TAKEN AS PRNATELY AS POSSIBLE with the individual
involved. l'here should be no discussion of an individual's performance, nor should disciplinary
action be taken with an individual when ether employees are present. Call another management
employee to witness sensitive disciplinary conversations, Should the employee who is being
disciplined request the presence of his/her witness, honor this request.

DiSC(PLINARYACTION SHOULD QE CONDUCTED WITH DISCR~TIgN AND WITH CONFIDENTIALITY to
avoid misinformation to other employees. A proper statement to ether employees, when
someone is discharged, should be a statement like "he/she viola#ed policy". Any detailed
discussion with other employees about another employee's conduct or job performance is a
judgement call. Use discretion. Avoid whenever possible.

F. Manager Availability to Employees

Managers availability to employees means much more than simply stating the existence of an
open door policy. Managers must make the effort to be aware of the employee problems and
make the solution of their problems a part of their everyday activity. To put off resolving an
employee's problems a part of their everyday



Adopted 8195

Subject: P~RSQNNEL POLICY #6

V41AGE AND SALARY ADMINISTRATION

Regularly Scheduled Hours

Revised 12194

9195

04/04

The agency assigns each employee regularly scheduled hours as a result of budgefed, billable

service hours for each workweek. These hours do not exceed 40 in one workweek, The agency

assigns sick leave and calculates employees' benefits allowance and weekly disability income

benefits based on their regularly scheduled hours. When fhe regularly scheduled hours far

employees change, the agency expects the supervisor to complete and submit a personnel action

form to human resources on ar before the effective date.

Workweek

The agency's workweek begins at 12;01am on Sunday and ends at 12:OOam on the following

Saturday.

Direct Deposit

The agency requires employees #o have and maintain a checking, savings ar credit union account

and to provide proof of such into which the agency can deposit their paycheck. The agency

expecfs employees to notify human resources or payro(I when they change banking institutions ar

close an account into which the agency is making deposits. Employees receive mileage and

reimbursements in the form of a "live" check. The agency may withhold direct deposit of a

terminated employee's last check and opt to issue a "live" check upon the return of agency

property.

Pay Period

The agency's pay period is in two-week increments and employees receive statements of their

direct deposits on the Friday following the pay period end, usually of their assigned work location.

The agency will not issue this statement f~ anyone other than the employee without previous

authorization and supervisors will request the receiver's ID at the time of pickup.
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The agency's payday is every other and ea h employee's banking institution establishes

direct deposit funds availability. Employees may pick up earning statements and "live" reimbursement

checks at their program on Friday,

Payroll Deductions

The agency withholds deductions for federal, state and local income tax from each payroll

according to employees` withholding selections. The agency withholds deductions for health

insurance and other benefit selections as elected by empiayees.

V4lage Garnishmen#

The agency considers garnishments, a court order to pay employee debts through the court

before issuing paychecks, as an inconvenience. The agency encourages employees to conduct

financial affairs responsibility. The agency will exercise ifs right to charge a service fee in the

amount of 1 % of each d eduction to cover administration costs.

Overtime

The agency prefers to seek an alternative to employees working overtime, which is any actual

hours worked that exceeds 40 in a workweek, in the interest of employees' health and safety and

agency expense. However, program administrators or program directors may approve or require

employees to work overtime, with or without advance notice. The agency complies with the Fair

Labor Standards Ac# and compensates non-exempt employees by paying an overtire rate of

time and one half of the employees' boas rates for ail hours worked aver 40 in one workweek,

However, paid time not actually worked is no# included in overtime calculation. Exempt

employees do not receive overtime compensation, in accordance with the Fair Labor Standards

Act.

Timekeeping

ReporEing
.m ~~°~ ~~

The agency expects non-exempt employees to record their time an ~~ far each

wurkv~teeefc, including the exact start time, the exact end time, the appropriate department end all

other appropriate notations. The agency expects exempt employees to record their time

deployment an a time sheet for each workweek tp account for department and paid time off

aliocafions. The agency requires all employees to sign their time sheets prier to submitting them

to their supervisors for verification.



The agency holds employees accountable far submitting their time sheets to their supervisors

after completing their last shift of the pay period. If employees fail to submit their timesheets for

the pay period, the agency expects supervisors to make diligent attempts to acquire it. If

supervisors cannot acquire it, the employes will receive compensation for the time at the end of

the fnilowing pay period, providing that they submit the time sheet.

Verlficatl~n and Submission

The agency expects supervisors to Goilect and verify employee timeshee#s weekly and to submit

time sheets bi-weekly to the payroll department before 11:OOam on the Monday following the

beginning of the new pay period. The agency expects supervisors to remain available in the office

after submitting time sheets for their stiff to answer questions and/or provide additional

infarmatian.

AdjustmenEs

The agency does not permit any employee to complete a time sheet for another employee or to

make entry or adjustment to another employee's time sheet. Supervisors may change a

timesheet entry to reduce time or compensation only after certifying that they discussed the

change with the empbyee and, therefore, guarantee the employee's knowledge of the change

wifh their initials.

E

Hour Calculations

The agency expects employees to comply wifh the following guidelines to repack time worked in

less than one hour increments;

• 0 — 7 Minutes

■ 8 — 22 minutes

23 — 37 minutes

■ 38 — 52 minutes

• 53 — 67 minutes

Report no additional #ime

Reporf as ,25 hours worked

Repnrf as .50 haurs worked

Report as .75 hours worked

Repor# as 1.00 hour worked

Minimum Reporting Time

Non-exempt employees scheduled #a report for work will receive no less than one hour of pay

regardless of the actual time worked, even if it is less than one hour. This includes scheduled

attendance at committee meetings, training, in-services and any other authorized event.

employees will report the actual hours of work ar attendance on their timeshests. Supervisors will

adjust time less than an hour when verifying time sheets,



Breaks

The agency expects employees in 24~hour programs to eat with the residents as an essential part

of their jobs, Therefore, the agency considers these meal periods as paid time. The agency

considers other meal breaks outside of 24-hour programs that include client participation as paid

time. The agency considers all other meal breaks as unpaid when employees are completely

relieved of duty. The foilowinc~ identifies paid and unpaid break examples:

:~ Staff may leave the home ar work site, weather clients are present ar nof, to eat or get

food and return at an established time only with prior v~i#~i supervisor approval. StafF will

have no agency related responsibilities during this period of time and will document in

and out time on their timesheets and document billing sheets appropriately.
.;. ~

Administrative non-exempt employees who work in the central office receive one unpaid hour off

for lunch for each eight-hour day worked.

Work Hours

The agency expects non-exempt employees to work their regularly scheduled hours as

determined by their supervisors, which are subject to change with minimum or no notice. The

t agency expects exempt employees to work their regularly scheduled hours, as determined by

their supervisors. Same exempt posit(ons require flexible scheduling, and the supervisor may

determine param~kers around flexibility. The agency expects exempt employees fo call the

central office Monday through Fr(day if they will not be in fhe office during the hours of Sam and

5pm or note on the in/out board their locations far that particular day,

24-Hour Shifts

Sleep time provisions apply to e►nploy~es who work scheduled 24-hour shifts and include
payment of regular compensation for 17 hours and no regular compensation far seven hours

considered sleep kime. Ie~reeei-~ ~ ~ , In the even#

the needs of our clients interrupt employees' sleep time, the agency will compensate employees

as follows:

r Interruptions of five minukes or mare: employee receives compensation in 15-minute

increments.

Interruptions of more than two hours or employee ,receives regular compensation far

more: the entire 24-shift, less khe shift premium.



The agency allows employees who work scheduled 24-hour shifts to apply paid time off ~rvithin the

guidelines of that paNcy or take unpaid time off with paper authorization if they engage in

personal activities during a part of the 24-hour shift. However, the shift remains a 24-hour shift

and even though the employee does not work 77 hours, the seven hours sleep time still applies.

Employees wii! not receive their haurfy wage during the sleep time hours.

Employees who assist a supervisory in covering an absence by working part of a 24~hour shift,

however, will receive their full hourly wage throughout the shift. For example, if an emplayee

agrees to cover a 24-hour shift but cannot begin until 4:QOpm, he or she will receive his or her full

hourly wage throughout the shift.

Personal Information

The agency expects empfoyee5 to inform human resources about any of the following changes:

■ Name ()ncfuding last name)

■ Address

• Phone number

Marital Status

■ Dependent status

Tax withholding

Persons) to notify in case of emergency

R Beneficiary information related to health or ether insurance

■ Information concerning a farmer spouse as it relates to health insurance

Wage Assignments

The agency maintains wage scales for each position that are designed to compensate according

to education, experience and skill I~vei. Upon hire, the human resources director assigns a wage

ar bi-weekly salary to employees. The agency considers wage and salary information as

confidential between the employer and the employee and does not permit employees to discuss

their wages and/or salaries. The agency expects employees fa discuss matters of wages and

salaries with the director of human resources, who may redirect the employee to another

appropriate individual. ~~~a~}t~t~ri - ' ' _

w~#~r-e~~~c~tc~~r~#~i~~a u~it~sdissi~Nraacta~r-~-~~t~-ara~-irasl~~a~+ +~it~a~+s~:



Wage Increases

The agency conducts annual evaluations for employees in all positions prior fo their anniversary

dates, The~age~tdy grants wade increases:~a~y-d~~' 1ixa yc~f~~~a~es~~~ipl~~s~ualu~iart.

The agency determines the maximum percent of increase far the calendar year within the annual

budget.

The agency recognizes that exemplary performance, increased responsibility and other factors

may warrant a meritorious increase. The human resources director and the executive director will

consider detaifed, written recommendations from supervisors.



Adopted 9/B5

Subject: PERSONNEL ROLICY #7

ATTENDANCE AND PUNCTUALITY

Revised 12194

aiaa
48/t}4

Choices In Community living expects employees to arrive at (heir work sites as scheduled

prepared to work.

Tardiness

The agency understands that Tardiness is unavoidable from time to time and expecfs employees

to notify their supervisors when they expect to arrive to work 15 minutes late or later.

Absence

The agency understands that absence from work is sometimes unavnid~bie. When these

situations occur, the agency expects employees to notify their supervisors, wifh as much notice ~

~ as possible. However, employees must give at least a [wo hours nofice prior to Their scheduled

work time, each day that they expect to be absent, unEess their supervisors gave prior consent in I

response to a physician's recommendation. Employees who do not notify their supervisors of

their absence in advance, except in emergency situations, or who notify their co-workers or

administrative staff prior to or instead of notifying their supervisors are not entitled to use any

form of paid time off to cover the absence as the agency considers failure to notify supervisors as
~ 3

unapproved absences. If, for any reason, employees' supervisors are not available, the agency

expects employees to notify the program director or employee in charge.

The agency requires employees who miss three consecutive workdays (#hree scheduled

workdays) to provide a physician's release to rEturn to work that identifies an employee's capacify

to work with or without restrictions. The agency wii{ consider restrictions against the essential

functions of employees' regular positions and accommodate them whenever possible and

feasible.



Unapproved absences

Employees who do not notify their supervisors of their absence in advance, except in emergency

situations, ~r who notify their co-workers or administrative s#off prior #o or instead of notifying

their supervisors are nat entifled to use any form of paid time off to cover the absehce as

the agency considers failure to noflfy supervisors as an unapproved absence.

Likewise, an employee, who calls off without 'paid time off' available will have their time away

from work considered as unapproved.

Unapproved absences will result in discipHr~ary action up to and including termination.

Leaving Work

Employees are scheduled far their shifts based upon the needs of the agency and our clients. for

that reason, employees must notify their supervisor, if and when, there is a need to leave a

work-site for personal reasons (run errands, doctors appt, etc}, Requests to leave work during

an employee's shit must Ge approved by their administrator.

Any employee that leaves awork-site during their assigned ship without notification or approval

from their supervisor will be treated as abandoning his or her jab. Job abandonment is grounds

fo~~ immediate dismissal from the agency.

~~ Supervisor Responsibili#y

The agency holds supervisors responsible for tracking k~rdiness and absences, both approved

and unapproved, and responding to trends with progressive disciplinary action.

Disciplinary Action

The agency will take progressive disciplinary action up to and inc(udin~ termination in response to

the following:

Excessive and/ar regular tardiness

Excessive andJor regular absence

Unapproved absence

■ Job abandonment

Terrninat[an

The agency will consider employees' whn are absent ons day without notifying #heir immediate

supervisor by the time their shift is scheduled to end as voluntarily termination their employment.

Two occurrences of unapproved absences within asix-month period wi11 result in term(nation.

failure fo comply with this policy will result in disciplinary action including and up ko termination.



Adopted 9/85

~ubjec~: P~RSQNNEL POLICY #S

Remised 12!94

41b4

5/A7

Choices !n Community Living expects employes who drtve an agency or personal vehfcfe far the

purpose of conducting business to practice safe driving prac#ice5 and comply with the taw and

agency policies.

R~quiretnen~

The agency requires aN employees to meet and maintain condifionat employment requirements

as they relate to the operation of an agency ar personal vehicle. AI[ Agency vehicias musk be

insured. Addi#ionalty, ail Personal Vehicles driven by Choices' employees must be insured and

proof of current auto insurance must be maintained with the Human Resource Department.

~, RepOf"ting

The agency requires employees to submit copies of their driver license renewals and insurance

premium renewals or changes to the human resources department. The agency expects

employees to notify their supervisors when #hey begin driving a new or different vehicle, which

they wif( use for business purposes. The supervisor will complete a Vehicle Inspection form and

submit it to the human rescaurces department.

The agency requires employees who receive a moving violation in an agency or personal vehicle,

euen during persan~l time, to repoet It to their supervisors andlor human resources department. to

response, the agency may elect to conduct a Matar Vehicle Registration Check to ensure

employees main#ain acceptable driving records. The agency will nc t accepf responsibility far fines

incurred by employees white driving an agency vehicle.

The agency requires employees td report any work-related vehicle accident, no matter how

minor, to the police before leaving the scene of the accident.



Personal ~AAileage ~~imbur~e~ent

The agency expects employes to use agency vehicles to conduct agency business when they

are available. However, when they are not available, the agency reimburses employeas using

their personal vehicles to conduct agency business at the rate of .35 per mile, Employees use a

Personal Mileage Sheet to record mileage and submit it to fhelr supe►visors Apr verification. The
agency usually distributes reimbursement checks for mileage weekly.

vehicle Standard

employees may only use agency vehicles for agency business and nat for personal use.

b Emplpyees wi4 complete Wan Checklist as required and report problems or damage to

their supervisors immediately.

The agency prohibi#s smoking in agency vehicles and smoking in personal vehicles when

using them to transport clients.

The agency requires the driver and all passengers td wear seat belts while on company

time.

p 1'he agency requires that the number of passengers dpes not exceed the rrranufacturer's

recommendation.

The agency prohibits employees from using Dell phone to make or receive calls while

driv'sng a vehicle. If employees find if necessary to make or receive phone caps for

business or emergencies while driving a vehr`cle, the agency requires them to pull off of

tine road and to remain there until completing the ca11(s) #o ensure their safety and that of

our clients.

The agency will hold employees accountable far a(I actiaris while driving that threaten the

health and safety ~f employees and/ar clients and encourages employees to exercise

great diligence in judgment.



Adopted 9/85 Revised 12/94

Subject: PERSONNEL POLICY #9

PRC?TOCOL — TEt,EPHON~ jSMOK1NG/PERSONNEL REt7CRDS

Use o#Telephone

Choices In Community Living, Inc., telephone facilities are reserved fnr business/resident

purposes. A!I staffs personal incoming and outgoing call should be limited to matters of

emergencies such as illness, accident, unanticipated overtime, and cal{s of a s~miiar nature. If

personal ca!{ heeds to be made or an incoming calf taf<en, the employee is expected to limit the

call to a reasonable time length. Violatian of these standards may result in disciplinary action.

Sm̂ akin

Managers and Supervisors will enforce the smoking restrictions which are in place at the

Central Office, as well as ail residential locations. Smoking is only permitted in certain areas as

defined by the specific location, house rule, or resident's request.

i
Personnel Records

Personnel records are the property of the agency. Employee privacy rights will be protecfied,

Inquiries from outside sources such as Landlords, creditors, potential employees and others will

be managed by the Program t7irector and/ar ~isca) Manager upon evidence fihe employee has

given written approval for the release of thafi information. These written approvals are usua{ly

included on authorized inquiry farms signed by both the Inquiring party or agency and the

employee.

~y requesting a meeting with the grogram ~irectar, an employes may review or request copies

of:

o Performance Evaluatiai7s

Letters of Praise of Congratulations for good wick or deeds.

Agency forms used to track the employee's progress, such as pay increases, vacation

requests, paid absence, disciplinary notices orseparation/discharge issues.



~~ Adopted 11/S6

Subject: PERSONNEL PQLICY #10

DRUGS AND ALCOH('~l.

Declaration/Purpose

Revised 12/94

09/02

Choices In Community Living maintains high regard for the safety and well being of its employees

and the cflents we serve. The purpose of this policy is to assure a work environment that is free

from the harmful effects of alcohol and other controlled substances.

Choices in Community Living expects employees to report to work in a state of mind and physical

condition that allows them to perform their assigned duties in a competent and safe manner. The

agency recognizes that dependency on alcohol and/or other controlled substances can interfere

with employees' health and jab performance as it impairs an employee's ability to function,

contributes fo increased tardiness ancf absenteeism and is often the cause of accidents. The

agency also recognizes that Ipng-term consequences may result from chemical dependency or

substance abuse including physical deterioration and death. Therefore, Choices !n Community

Living recognizes this policy, applicable to all employees, to support and promote the best

inforests of the agency, its employees and the clients it serves,

Substances Covered

Substances covered under this policy include alcohol and any drugs or controlled subs#ances that

are not prescribed by a licensed physician and prescription drugs used in a manner inconsistent

with physician directions, This policy shall not apply fa over-the-counter medicine when used

according to direcfions..ln the event that an employee is taking medication not covered by this

policy but it nonetheless impairs the employee's ability to perform his or her duties in ~ competent

and safe manner, we expect the employee to notify his or her supervisor immediately. The

agency will attempt to assist the employes in considering available alternatives.

Prohibited Conduct

Ghoices In Community Living considers the use or participation in the possession, purchase,

sale, dissemination, distribution, delivery or receipt of substances cowered by #his policy a

violation. Any employee in any way participating in the use, possession, purchase, sale,

dissemination, distribution, delivery or receipt of substances covered by this policy during working

time or on agency premises, wil{ be subject tc~ immediate tErmination, Choices in Community

Living also considers the use of illegal controlled ~ubstancPs, whether on or off duty, as a
F



violation of agency pniicy. Employees engaging in such use are deemed unfit for du#y and may

be subject to immediate termination, if necessary, an employee may be suspended, pending an

{nvestigation, v,~hich may include a drug test, If an employee subject to investigation refuses to

cooperate, Choices In Community Living will consider this response as the employee's voluntary

resignation.

Testing

Choices fn Community Living wil! use its discretion in selecting the type of tests to be

administered, including but not limited to urine tests, blood tests, breath tests, saliva tests and

hair tests. As used herein, the term "drug test" may include a test far alcohol where deemed

appropriate.

Cause for Testing

The agency reserves the right to require any empipyee to submit to drug tests of any time, with nr

without notice and/ar with or without reasonable suspicion. Chaises In Community Living may

conduct tasking on a mass, random, periodic or voluntary basis. Additionally, the agency retains

the right to require any employes to submit to drug tests in response to any accident, injury,

unsafe practice, behavior, work performance ar as a condition of promotion.

in the event of ~ suspected violation of this policy, the company reserves the right ko inspect its

work site premises for substances covered by this policy. A!1 employees are placed on notice that

any personal belongings that that' bring onto company property are subject to inspection;

Employees why bring such items onto company property waive obJecfions to such inspection.

Testing Procedures/Disciplinary Action

{f Choices !n Community Living requests a drug test of any employee, he or she must comply fo

take an immediate test and must sign an appropriate consent form immediately prior t4 testing, ff

the employee refuses to take the drug test or sign the consent farm, Choices In Community Living

will consider this response as the employee's voluntary resignation.

In the event that a supervisor suspects that an employee may be under the influence of

substances covered in this policy as a result of an acciden#, injury, unsafe practice, behavior or

work performance, the supervisor may first approach the employee anti request an explanation

for his or her conduct, if the supervisor does not find the employee's explanafinn reasonable nr

satisfactory, the supervisor may immediately suspend the employee and request that he or she

submit to an immediate drug test. A member of management from within the agency will provide

transportation and escort the employee to the appropriate facility. If the drug #est results are



negative, the agency witl compensate employees for the regularly scheduled hours missed as a

result of suspension.

If the drug test indicates use of a substance covered by this policy, Choices In Community Living

wii! either terminate the employee ~r suspend his nr her employment indefinitely without pay. If

the agency suspends the employee, the suspension will remain in effect until the employee meets

the fQClowing requirements as determined and to the satisfaction of a qualified treatment center,

selected by the agency:

1. Passes a subsequent drug test;

2. Provides ~ safiisfavtory explanation far the results of the previous drug test;

3. Den~anstrates that ire or she his disran inued the drug or alcohol use;

4. Completes a rehabilit~tian prag~~am;

5. Fulfills such other requirements as deemec! necessary

If the r~quirem~nts imposed are not met within a prescribed period of time recommended by the

treatment center and considered reasonable by the agency, Choices in Community Living will

discharge the employee, If the requirements imposed are met within a prescribed period of time

f- rer..ommended by the treatrnent center and considered reasonable by the agency, the employee

is eligible for recall at the agency's discretion.

Choices In Community Living will require documentation from the treatment center cer#i~ying that

the employee successfully computed the recotnmencied requirements. The ~mplaye~ will be

subjact to and must consent to random drug testing at the agency's discration as a condition of

recall for a specified time period as designated by khe agent}~. If the employee is again unable to

pass a drug test or otherwise commits a secUnd violation of this policy, Choices !n Community

giving will discharge the employee.

Supervisor Training and Employee ~duc~tion

Choices In Community living intends to periodically provide supervisory training and employee

education concerning substance abuse, ifs harmful effects and the administration and

enforcement of this policy, The agency encourages emplr~yees to take advantage of these

opportunities. Training and education may be mandatory.

Voluntary 7'reatmenf ~'rogram

Choices In Community i.iving enc~u~~ar~es any employee who believes that he ar she may have a

drug or alcaiiol prabf~ir~ to undergo rehabilitation, if the employee notifies the agency initially of



the problem, he ar she may be eligible for a medical leave of absence until the employee

completes rehabilitation in an agency-approved program with verifiable documentatfan.



Adapted 9/85

Subject: PERSONNEL POLICY #71

QTHER EMPLOYMENT

Revised 12/94

4/04

~hnices in Community Living expects employees who maintain other employment outside of the

agency to compiy with the same requirements and standards as those who do not.

Exemp# Employees

The agency expects exempt employees with positions that require flexible scheduling to remain

available as required by the essential functions of their jobs. In situations when outside

employment threatens employees' ability to meet the essential functions of their jobs, the agency

will work with employees to resolve the situation. If the agency is unable to resolve the situations

to meet its needs, it will take disciplinary action up to and including termination,

Reporting

The agency expects employees who acquire other employment outside of the agency to report it

to their supervisors.

C~I~

■ The agency will not certify work~related injuries that occur while an employee is working

for other employers,

• The agency prohibits employees from becoming subcontractors of the agency without the

prior approval of the executive director.

■ The agency will nit approve of outside employment that, by controversial nature,

threatens the creditability of the agency. !n the event of these situations, the agency will

work with employees to resolve the situations. (f the agency is unable to resolve the

situation to meet its needs, it will take disciplinary action up to and including termination.



Adopted 9/85 Revised 12194

4/03

Subject: PERSONNEL POLIGY #12

CONFLICT OF INTEREST

Choices In Community Living expects employees to protect the interests of the agency and the

clienfs we serve by avoiding situations that result in a conflict of interest.

Outside Empioymenfilinvolvement

The agency expecfs employees to consider the possible limitations and impact that outside

employment and involvement may have on their ability to perform the essential functions of their

jobs.

Vendorsf8uppliers

The agency expect employees to avoid situations with vendors and/or suppliers that may result

in:

■ Direct persona! gain to fhe empinyee

• Parfialify to the vendor or supplier for personal reasons

• Discrediting the integrity of tf~e agency and fts employees

Cllent/Employee Relationships

The agency prohibits employees and their families and friends from soliciting to clients served by

#his agency,

Confidential Mnf~rmatinn

The agency expects employees to comply with the rules governing confidentiality as identified in

the Program Policies and Procedures.

Reporting

The agency requires employees to reporE circumstances or situations that appear to be or may

result itt conflict of inferest. The agency encourages employees to seek the guidance of their

supervisors before engaging in any activity that may be considered as a conflict of interesf.

~mpioyees who engage or fail to report such activities are subject to disciplinary action up to and

including termination.



r

Adopted 9185 Revised 12!94

4/04

8/04

Subject. PERSONNEL POLICY #13

STANDARDS OF CONDUCT

PERFORMANCE IMPROVEMENT PROCESS

Ci~oices In Community Living adopted fhe following progressive disciplinary procedure to

ensure fairness and consistency In its administration when responding to empiayees' violations

of rules or policies or serious performance issues. The agency maintains this as corrective

action rather than punitive. Before the agency will terminate the employment ofi an individual, it

will ensure that the following procedure was administered, except in cases of gross

misconduct, which may result in immediate termination. The agency reserves the right to enter

into any level of progressive disciplinary action based on the severity ofi the offense and

employees' past work records.

~ Step 1 -Verbal Warning

Supervisors will discuss performance issues with employees and cite the following:

■ Behavior andlor performance problem

■ Behavior and/or performance expectation, as indicated by the appropriate Polley or

procedure {

Time frame and conditions for change if other than immediate

■ Expec#ed outcome ifi change doesn't occur twritten warning in most instances)

Supervisors will maintain records of verbal warnings, whether capturing the "verbal f

conversation in email or a "written" verbal to be signed by the employee. pocumenfation will

include the date and a brie# summary of the content mentioned above with Ehe employee's

response.

Step 2 -Written Warning

If an empidyee's behavior/performance problems does not Improve or cease faAowing the

verbal warring within the time frame and conditions established, supervisors will complete a

Written Corrective Action form and raview it with their supervisors and the human resources

director before presenting if to the employee, The written warning will inform employees that

termination may result if they fail to change the inappropriate or unacceptable behaviors or

performance.



Depending on tl~e severity ar number of occurrences, a second written warning may or may' not

be appropriate. Supervisors wiH discuss the contents of the Wriften Corrective Action farm with

the employee and allow the employee to respond, either verbally or in writing. Supervisors will

request the signatures of employees an the form and give one copy to the employee, maintain

one copy and submit the original to human resources.

Step 3 —Termination

If an employee's behaviorlperformance problems does not improve or cease following the written

corrective actions) within the lime frame and conditions established, supervisars complete a

t~isciplinary Action form far termination and review it with their supervisors and the human

resources director before meefing with the employee. Supervisors will not present Written

Corrective Action forms to emplay~es far termination, as they are for documentation purposes

only.

Supervisors wl) enact terminations of emp{ayees under the direction of the human resources

director. ~'he agency will make reasonable effort to enact terminations face to face, privately with

only another member of management present and outside of client residences.

In addressing a behavior or performance issue, supervisors will administer steps one, two and

three consecutively within a one year period. If there is a lapse of one year between steps, the

supervisor wiU repeat the last step administered to initiate progressive discipline, !f there is a

lapse of two years between steps, supervisors must begin with step one to initiate progressive

discipline.

Suspension

Choices In Community Living may suspend employees without pay pending an investigation of

alleged misconduct. If investigations prove no misconduct, the agency will compensate
7. W k/~y~axivvGu~+

employees for their regularly scheduled hoursndurtng the suspension, The agency allows

employees to use paid time off, if available and with the approval of the human resources

director. However, if employees elect to use paid time off, the agency will not compensate them

for that time if no misconduct is proven during the investigation. If misconduct is proven during an

investigation, the agency will adminisf~r ~.iiscipEinary action or termination as appropr~ata to the

degree of misconduct.



Behaviors or performance usually associated wifh immediate #arminativn are but nat to limited to

the following:

1. Theft, deception or dishonesty

2. Use, possession, sale or attempted sale of alcohol, drugs or other controlled substances

3, Use of abusive behavior andlar language with clients, co-workers, supervisors, family,

guardians and others associated with the agency

4, Fighting with physical contact

5. Sexual misconduct or harassment

6. ~9eglectful or deliberate acts that could lead to or actually cause personal injury or

property damage

7. f'ossessian of weapons or firearms

8. Falsifica#ion, omission or misrepresentation of employment or academic history, felony

conviction records, alcohol or drug abuse not otherwise volunteered in the interview

process but discavered during post employment investigations,

9. Deliberately falsifying a time sheet or completing the time sheet of another employee

10. Attempted or accomplished defrauding of the agency by the alteratian or clients

falsification of records andlor reports, financial misrepresentation nr other means.

'11. Insubordination —Refusal to comply with supervisor's instructions

12. Gambling, solicitation or "loan sharking"

13. obtaining a fraudulent Workers' Compensation award

14. Sleeping on the jab except as part of a routine 24-hour shift

15, Abuse andtor neglect of client{s)



Adopted 08/04

Subject: PERSONNEL pOUCY #13A
Standards of Conducfi:

Breaches in Employee Obligations (Trust]

A funda~r~en#al obligation of every Choices in Community Living, Inc employee is to
exhibit trust and responsibility in safeguarding Company and clienk funds and other
property of the company which are entrusted to the employee or which may come under
the employee' control in any manner. Though many employees will carry out these
responsibilities in an appropriate way, there still remains the possibility of theft ar similar
violation of trust.

This paficy provide , guidar~c~ to a!I emplaye~s sn that there can be no question as to the
serious nature of suci~ ectfons.

Empiayee Respnnstbllity
a. Safeguarding company funds and property
b. Safeguarding client funds and property

Violation of obligations include, but are not limited to,
a. Theft of client ar company funds.
b. Overdrawing client banking accounts
c, Misuse of client credit cards
d. Using company vehicle for personal use

Managers are responsible for:
a. Working with HR during investigations of such breaches in obligations
b. Taking appropriate disciplinary actions.
c. Whin appropriate, make full disclosure of illegal ar criminal activity

Fiscal Department is respansibCe for:
a. Filing appropriate [nsurance claims
b. Setting up payment arrangements with employee

FISCAL MISMANAGEMENT
Choices In Community Laving, Inc, requires that improper use or handling for funds or
property that rasult in the repayment of overdraft, late charge fees, insurance deductions
to the company or our clients be repaid immediately.

This can be done thro~zgh direct payment to CIC~. ar through payroll deduction.

Any deduction made from an employee's paycheck must be done at the employee's
request accompanied by a signed authorization from the employee.

In cases of Financial Mismanagement, whereby a client's account becomes overdrawn,
due to employee error; employees will be expected to repay CICL for payments made to
the clients' accounts on behalf of the employee within 14 days of determined overdraft.

Continual breaches of obligation will be cause for disciplinary review up to and including
termination. All monies owed to Choices at termination will be deducted from the
employee's paycheck.



Adopted 9/85 Revised 12/94

Subject: PERSONNEL POLICY #14
OPEN DQOR R~S4LUTION OF

ISSUES/COMPLAlNT5 OR SUGGESTIONS

This procedure is written to Keep the lines of communication open for the resolution of
employee complaints as well as the deserved response to constructive employee suggestions.
Employees, whatever their job or level of authority, may tale the initiative to move their issues,
coirtp(aints or suggestions to the next iii~h~r authority in all orderly way and reasonable time
frame,

Employees may communicate verbally or ire writing to their immediate Supervisor.
~mpioyees are rc~~ansible far moving the issue to the next level of management if
the issue is not satisfactorily resolved, This must be in written farm with the
knowledge of the Supervisor.

• The next higher level in this process may be the Program Director ar the Program
n , ~.~~

a~e~-Usually, at this level management will have enough information and
authority to resolve the issue or get a response to you,

Uifiimately, the Executive Director is responsible for fihe resolution of these issues,
unless the authority fs delegated.

The agency asks that everyan~ in this process use commpn sense, an orderly manner and
dignity in choosing the time end place away from on-the-job deadlines and pressures. Make
appointments, Discuss these issues privately and individually. All such issues should be resolved
within a ten calendar day period whenever possible.
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Adopted 1/09
Subject: PERSONNEL POLICY

BENEFIT ALLOWANCE

Benefit Allowance

All Full time employees and part time employees hired prior to January 1, 2007 are eligible for
an Agency sponsored benefit allowance to defray the cost to the employee for employee benefits.
The benefit allowance percentage rate or the dollar amount of the benefit allowance is
determined by the Executive Director, or then designee.

Forfeiture of Benefit Allowance

An eligible employee who received notification from Human Resources via written
correspondence or email that they are requv~ed to complete their benefit selection process, and
fails to contact human resource for employee processing, within 30 days of the initial notification
will forfeit their benefits allowance for that calendar year. The actual date of the processing
must not be more than 45 days from the date of the initial employee notification. Unforeseen
situations or circumstances will be considered on a case by case basis, and at the discretion of the
Executive Director, or their designee.

New Full-Time hired during the benefit year (Eligibility)

New Full-Time employees hired prior'to September 1st of the current benefit year will be
eligible for the Agency sponsored benefit allowance during the current benefit year. New Full-
Time employees hired between the months of September through December of the current
benefit year will not be eligible for the Agency sponsored benefit allowance until the next benefit
year begins. Presently, the benefit year coincides with the calendar year.

Choices In Community Living, Inc., Policies and Procedures Manuai 38
FPDOCS 31590481.1



AdopCed 9/8S Revise 12 j94

Subject: PER50NNEL POLICY #~5

1N5URED EMPLOY~F BENEFITS

Due to the ever-changing laws and regulations regarding employee benefits, it is the

Supervisors acid Managers responsibility to know what benefits are currently available but

avoid any elaborate discussions of coverage and benefit levels, Misinterpretation in this case is

far worse than no communication at all. Answers to employee questions about insured benefits

are usually available by direct communication with the Fiscal Manager, who is better informed

or who can get fihe questions answered directly from the appropriate insurance provider.

Regular Full-Time employees (scheduled of 34 hours or more per week) are provided access to

the benefits offered by the empkoyer, These benefits presently include:

• Dentallnsurance

• Medical Insurance

• Disability Insurance

Tax Referred Annuity Plan

• Life Insurance
r

Eligibility for coverage and benefit levels is determined by the insurance contracts in force. The

employer maintains a Flexible Benefits Pian (Section 125), Enrollment details are reviewed

annually, New employees who qualify for coverages under these plans are notified during their

initial period of employment,

Worker's Comaens~tion: The employer pays to a state fund 100% of a premium for coverage

which protects ail employees against job related accidental injury or illness, Like other

insurance, the mare expensive claims fihere are, the higher the cost to the employer.

Unemplovm~nt Compensation: The employer conCributes to a state fund to provide pay

benefits for employees who lose their positions by job elimination or layoff. Eligibility for these

benefits is determined by the State Unemployment Bureau, not the employer.

Social Security /Medicare: Social Security and Medicare taxes are withheld from paychecks

according to Federal Law, Both the employer and the employee share in paying this federal

insurance tax. The employee's contributions are deducted from the paycheck. The rates for

these contributions are set by Federal Law and deductions are made from the pay check

accordingly.
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{

Subject:.PERSONNEL PQLICY #16 ~~
UNPLANNED PAID LEAVE

After 90 days of continuous employment Choices In Community Living provides full time
employees with unplanned paid leave hours equal to one week's regularly scheduled hours plus
sateen (16) hours per calendar year. Part time employees hired prior to January 1, 2007 receive
unplanned paid leave hours equal to one week's regularly scheduled hours only. Part time
employees hired after December 31, 2006 are not eligible for this benefit.

Unplanned Paid Leave Use

Choices In Community Living provides unplanned paid leave for employees to use when they
must miss work due to personal illness or injury or to care for a family member. Employees may
also use unplanned paid leave hours for bereavement, and/or personal reasons. Employees
may not use unplanned paid leave hours for other reasons unless allowed within the provision of
another policy and then only within the prescribed guidelines. Any other use of unplanned paid
leave hours requires the prior approvals of an immediate supervisor, the human resources
director and/or the executive director. An employee will not be granted unpaid unplanned
leave until all available paid leave (Planned ~cnd Unplanned) hours are exhausted.

Unplanned Paid Leave Requests/Approvals
Employees must request unplanned paid leave hours in advance and acquire their supervisors'
approval. Choices In Community Living expects employees to give as much advance notice 'as
possible but no less than two hours prior to the time they are expected to arrive at work on each
occurrence, except in emergencies. Employees must speak directly with their supervisor and/or
program director to get approval. If the supervisor is unavailable, it is required that staff speak
with supervisory level personnel, not a co-worker. Failure to do so may result in disciplinary
action, up to and including termination.

Unplanned Paid Leave Pay
Choices In Community Living will pay employees for the regularly scheduled hours they miss
fiom work for approved unplanned paid leave. Unplanned paid leave hours do not count as
actual hours worked and are not considered in overtime calculations.

Unplanned Paid Leave Certification
Choices In Community Living may require
unplanned paid leave hours when employees
may require certification follows:

a doctor's certification prior to paying approved
are absent. An abbreviated list of situations that

• three or more consecutive work days
• the last scheduled workday before or the first scheduled workday after a holiday
• because of an injury that would limit their performance
• repetitively because of illness (HIPAA compliance)
• on a day or for a period of time previously denied
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• at the request of Human Resources
i

Doctor's certification must include the name of the treated patient, date or dates of care, and an
expected date of release to return to work. In certain situations, such as a specific injury,
Choices In Community Living may require independent certification releasing employees to
return to work. The cost of the independent certification exam is at CICL's expense.

Unplanned Extended Leaves (Paid or Unpaid)
When employees expect to be absent for an extended period of time (several days or more) due
to illness, their own or a family member's, CICL employees may request a medical leave of
absence. Employees should speak to their immediate supervisor about their situations and needs.
Employees who request and receive an approved medical leave of absence may use unplanned
paid leave hours while on a medical leave of absence for the regularly scheduled hours they
miss, based upon availability of flours.

Unplanned Paid Leave Carry Over
Employees can not "cai~y over" unplanned paid leave hours from one calendar year to the next
calendar year. Choices In Community Living will, however, pay out unused unplanned paid
leave hours remaining at the end of the calendar year up to a maximum of 56 hours. Payment of
unused unplanned paid leave hoius will generally occur in January of the following year.

Unplanned Paid Time Off Leave Pay Out At Termination
Choices In Community Living will not pay out unused unplanned paid leave hours at employee
termination (whether voluntary or involuntary).

f
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Subject: PERSONNEL POLICY #16A

PERS(3NA~ TIME

Revised 12!94

1 /Q2

Regular full-time employees become eligible for personal time after 90 days of continuous

employment.

Personal Time Allowance

Choices In Community Living provides en7ployees with 17 hours of personal time per calendar

year. Employees hired ar who become full-time after the first of each calendar year receive

personal time as follows:

!f empiQyee is hired or becomes full-time in... Employee is allowed...

January -March 17 hours

April -June 10 hours

July -September 5 hours

Persona! Time Use

Ci~oices In Community Living provides persanai time for employees to use to attend to personal

matters or appointments That they cannot attend to during their off hours. Employees may not use

personal time far ether reasons unless allowed under the provision of another policy and then

only within the prescribed guidelines. Any other use of personal time requires the prier approvals

of an immediate supervisor, the human resources director andlor the executive director.

Personal TYme Requests/Approvals

Choices In Community Living requires empfoyses to request personal time with as much advance

notice as possible and acquire their supervisars' approvals. Supervisors will cansfder the needs

of the agency and the clients it serves when responding to personal time requests.

Personal Time Pay

Choices in Community Living will pay empfayees far the regularly scheduled hours they miss

from work for approved personal time. Paid personal time hours do not count as actual hours

worked and are not considered in ouertirrie caicul~ti~ns.



Personal Time Carry Over

Employees can not "carry over" personal time from nne calendar year to the next calendar year.

Choices In Community Living wilt not pay out unused personal time at the end of a calendar year.

Persona! Time Pay Out At Termination

Choices In Community Living wil( not pay out unused personal time at employee termination,



Adopted 8/95

Subject: PERSONNEL 1~C?L.lCY #17

LEAVES OF ABSENCE
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Regular full-time and part-time employees become eligible to regctest medical, personal car military leaves

of absence after 90 days of continuous employment.

Leave of Absence Use

To accommodate situations that necessitate absence from work, Choices In Community Living provides

three types of leave:

• Medical Leave

4 Personal Leave

• Military Leave

When considering a request far Dave of absence, the agency considers the foifow~ng:

The nature of the request,

• The e~f~ct nn work requirements, and

• Consistency with the policy guidelines and procedures.

The agency also complies with the federal ~"amiiy and Medical Leave Act of 1993 that entitles eligible

employees to unpaid Isave from work for up to twelve (12) weeks for specified medical and family

reasons,

A. Medical Leavy of Absence

Choices In Camrrtut~ity living Pm~ioyees may apply for a medical leave of absence without pay offer

completing 90 days of continuous en7ployment. employees may use paid time nff, if available, in this

order: sack Leave, personal time and vacation. 'fhe agency will consider a medical leave period as

continuous if an employee is unable to return to wori< for• more than ten {10) regularly scheduled work

days following his ar her rekurn from a prior medical leave of absence. Choices f n Communi#y Living will

not grank any leave for a total or continuous period or periods of time that exceeds twenty-six (26)

workweeks in any rolling fifty-two {5?.j week period. The terms and conditions of an employee's leave

depend upon hislher eligibility under the Family and Medical leave Act of 1993 ("FMLA") as defined in

Section 8. (f an employee is FML,A eligible, the FMLA policy in Section B governs the first twelve (12)

weeks of his/her medical leave of absence, l-he agency's policy in Section C governs the FMLA eligible

employee's i~neclical leave when it extends beyond the limits of the FMLA policy. The extended medical

leave of absence, however, is not governed ~y the FMLA. 'Thy agency's policy in Section D governs

employees why ire not eligible under FMLA.



F3. Family and Medical Leave Aef of 193 ("FMLA")

1. General: Subject to the terms and conditipns set forth in Phis policy, an eligible employee is entitled to

up fo twelve 12 work weeks of unpaid leave during any twelve (12j month period due to;

a, the birth of a child to the employee;

b. the placement of a child with the employee fnr adoption or foster care;

c, the care of a child ,spouse or parent who has a "Serious Health Condition" (defined below), '

d. the employee's own "Serious Health Condition" whirls makes hin~ or her unable to perform j

the functions ~f the em~loyea's job,

2. E, ►ig.ibility: ~ligibfiity for a Family or Mediaa! Leave of Absence under this policy requires an employee
tot meet alI of fhe following requirements:

o Employed by the agency far at least twelve (12) months prior to the date on which medical

leave begins and

t
• Worked a minimum of 4250 hours during the previous twelve (12) months immediately prior

to the date an which medical leave begins and

• Employed a# a worksite within a 75-mile radius where Choices In Community Living employs

50 or more employees.

3. Family Leave of Absence unrier fhe ~Ml.p; Upon notice and application fp the human resources

director, Choices fn Community Living will grant a Family Leave of Absence fa an eligible employee

for the following reasons:

a. the birth of a child to the employee;

b. the placement of a child with the employee for adoption or foster care;

c, the care of a child ,spouse or parent who has a "Serious Health Condition", currenkiy cieiined,

far FMLA purposes, as an illness, injury, impairment, or physical or m~dic~l condi#ion that

involves either:

2



Flaspital Care; An incident of inpatient care (i.e., an overnight stay in a hospital or similar medical

facility, including any period of incapacity"` or subsequent treatment in connection with orti

consequent to such inpatient care).

Absence P{us Treatment; A period of incapacity of more than three consecutive calendar days

(including any subsequent tr~~tment or period of incapacity relating to the same condition), that

also involves:

a. Treatment two or more kimes by a doctor or other "health care provider°; or

b. Treatment by a health care provider on at least one occasion which results in a regimen

of continuing treatment under the supervision of the health care prpvider.

Pregna~nc~: Any period of incapacity due to pregnancy or for prenatal care.

Chronic Conditions Rec~uirinc~ Yreatments: A chronic condition is one which requires periodic

visits for treatment by a doctor or other health care provider; continues over an extended period

of time (including recurring episodes of a single underlying condition); and may cause episodic

rather than a continuing period of incapacity (e.g., asthma, diabetes, epilepsy, etc.}.

f F'erman~ntlLang-berm Conditions Requiring Supervision: A period of incapacity, which is

permanent or long-term, due to a condition far which treatn7ent may not be effective. The

empioye~ ar family member musf be under the continuing supervision of, but need not be

receiving active treatment by, a heakth care provider. Examples may include Alzheimer's, a

severe stroke, or the terminal stages of a disease.

Multiple Treatments (Nan-Chronic Conditions: Any period of absence to receive multiple

treatments {including any period of recovery thereof) by a doctor or other health care provider,

either for restorative surgery offer an accident or other injury, or for a condition #hat would likely

result in a period of incapacity ofi more than three (3) consecutive days in the absence of medical

intervention ar treatment, such as cancer (chett~otherapy, radiation}, severe arthritis (physical

therapy), kidney disease (dialysis),

Ordinarily, unless complications arise or inpatient care is required, Eha common cold, flu,

earacf~es, upset stomachs, minor ulcers, headaches, other than migraines, routine dental or

orthodon#ia problems, p~riodonfal diseases are examples of conditions that do not meek the

definition of a "Serious Health Condition° and cio not qualify for FMLA leave.

E
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"For FMLA purposes, °Incapacity" Is dofined to mean inability to wor1~, attend school or pertorm other regular daily actiNties due to
the °5enous Healtft Co~rdition", treatment therefore, or recovery thereof

4. Medical Leave of Absence under the FMLA; Upon notice and application to the human resources
director, Choices In Community giving wiH grant a Medical Leave of Absence to an eligible employee
because of a "Serious Health Condition° that makes the employee unable to work at all or unable to
perform any one of the essential functions of his/her position,

fVotice and Application Procedures for Family and Medical Leaves under the FMLA:

Upon notice and application to the human resources director, Choices In Community diving wilt
grant family or Medical Leave of Absence, or renewals thereof, to employees who submit
medical certification and/or other information verifying eligibility, accprding to the following
procedure;

Employees niay give notice and request for a Family or Medical Leave of Absence either orally or

in writing. When practical, the agency will require employees to make written notice and request
an leave forms available from human resources. Where foreseeable, employees must give thirty
(30) days notice prior to the beginning of the requested leave. Other situations require employees
to give notice within a reasonable time, gen~ra(ly not more than two (2) business days after the

need for the leave becomes known to the employee. However, if an employe fails to give natic~

of the reason far an F'MLA qua{ifying leave within two (2} business days after returning to work
from the leave, the employee may not subsequently assert FMLA protections for the absence.

The granting of a Family or Medical Leave of Absence prior to the receipt of any required medical

certification or other verifying informa#ion and documentation is canditionaL ~aifure to provide the

requested certifications, verifying information, or dacument~tion in a timely manner may result in

a delay of the employee's continuation of FMLA leave. The agenoy will give an employee a

reasonable opportunity to cure the deficiencies in any incomplete certification. However, if the

employes does oat produce the requested certifications, information or documentation, the

agency will not consider hislher leave under FMI~A.

F'ar a FMLA leave requested because of the employee's own "serious Health Condition" nr

because it is necessary for the employes to care far his/her spouse, son, daughter or parent who

has a "Serious Health Condition", the employee must submit a medical cert€fication (on a

provided farm} to Choices fn Community Living. The medical condition, based on reasonable

medical certainty, must verify that khe employee is unable to work at all, or is unable to perform

any one of tine essential functions of the employee's job or position because of a "Serious Health

Condition", or that the employee`s parent, spo~.~se, or child is affected by a "Serious Health

Condition" that requires care by the employee. When the leave is foreseeable and the employee

`` provides at least thirty (30) days notice, the employee should provide the medical certification

before the leave begins—generally within two (2) business days after the employee gives

4



Choices In Community Living notice of the leave. If thirty (3Q) days notice is not possible, the

employee must provide the medical certificatian within fifteen (15) calendar days after Choices In

Community Living's request. Such other medical information as Choices In Community Living

requests, and is permitted by law, may be required, Second and third medical opinions may b~

required, at Choices In Community Living's expense, to furfher validate the employee's

certification.

The employee must provide such informakion and documentation verifying entitlement to a Family

or MedicaE Leave for the birth/care ar placement of a son or daughter, as Choices In Community

Living may request.

A Family Leave taken after the birth or p(ac~ment of a child, pursuant to paragraphs 3,a or 3.b,

above, must be taken in a single continuous period of time, unless Choices In Community Living

and the employee agree to an intermittent or reduced schedule. Choices In Community Living

must approve an infern~itkent ar reduced schedule in advance of the (save, in its sole discretion.

The duration afi each Fami}y or Medical Leave of Absence and any renewals thereof shall be

specifically stated in the request and in the granting of the leave.

~- General Family and Medlcaf Leave provisions under the FMLA:

The maximum #otal amount of time available to an eligible employee for a Family and Medical

Leave of Absence is twelve (~2} workweeks during the rolling twelve {12) month period measured

backward from the da#e leave is used. A workweek far purposes of this policy generally consists

of five (5) eight (8) hour workdays or two 24 hour shifts twice a week fo~~ a full-time employee and

one (1} 24 hour shift once a week far apart-lime employee. If an employee works a sch~du(e that

changes from week to week, however, the agency wHl use the average amount of time worked

per week aver the twelve (12} week period just before the requested leave to determine the

workweek.

An employee's entitlement to a ~ami(y Leave far the birth or placement of a son or daughter ends

iweive (12) months after the date of fhe birth or placement. The maximum total amount of time

available to bath spouses for a Family Leave for the birth or placement of a child, provided under

paragraphs 3.a or 3.b, above, or for the care of a parent (but not a parenf-in-I~w} with a "Serious

Nealth Condition" is twelve (12} workweeks during the twelve (12) month period as defined

above, if both are employed by Choices In Community l..iving.

An employee must provide as much notice as is reasonable and practicable under fhe

circumstances. Employees will give notice of at least Thirty {3d} days where it is practicable and

~ foreseeable for the employee to do so for the birth ar placement of a child or for planned medical

treatment.
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A Family or Medical Leave of Absence shall be without pay, unless the employee is eiigible for

pay during fhe absence under the applicable weekly disability insurance policy. If eligible, the

employee may elect to exhaust sick leave, personal days and/or vacation lime, if available and in

that order during any Family or Medical Leave. Eligibility for any such plans shall be determined

according ~o fhe terms and conditions of that policy. The agency will charge time ofF, even though

paid, against the maximum amoun# of Family and Medical Leave to which an employes is

entitled, The agency will also charge the paid kime off against any entitlement under any

applicable paid vacation policy,

The employee's FMLA twelve (1~) week leave en#itlement also shall run concurrent with any

applicable workers' compensation absence when the workers' compensation injury or illness

meets the criteria fora °Serious Health Condition".

Employees requesting ~ami(y or Medical Leave because of their own "Serious Health Condition"

or to care for a spouse, ; hilct, or parent so affecked, may,take an intermittent or reduced schedule '.

leave where such schedule is medically necessary. Time off of work an an intermittent or

reduced leave schedule will be charged proportionally againsf an employee's twelve (12}

workweek entitlement as determined by Choices In Community Living.

F For intermittent leave or leave on a reduced schedule, to take care of a seriously ill family

member or for fhe employee's owrf "Serious Health Gonditfon", there must be a rnedi~al need fQr

leave (as distinguished from voluntary treatments and procedures) and it must be #hat such

medico! leave can best be accommodated through an intermittent ar reduced leave schedule.

Employees who require intermittent leave or (cave an a reduced schedule must attampt ko

schedule the leave so as not to disrupt business operations, If the leave is required for medical

tr~atm~nt, tho employee should consult with the appropriate Choices In Coi~~munity Living

designee and make a reasonable effort to schedule the leave, so as not to disrupt unduly the

employer's operations. When notice is given of the need far leave, the employee may be required

to attempt to reschedule the treatment, subject to the ability and approval of the health care

provider. In addition, an employee may be assigned to an alternative position with equivalent pay

and benefits that better accommodates his/her intermittent or reduced leave schedule.

Choices In Community Living will can#roue medical insurance and other employee elected

benefits, where applicable, in effect for any employee who is an an approved Family or Medical

Leave pursuant to this Section. Whin the empbyee is on leave, the employee may pay his/her

employee contribution amount directly to Choices In Community ~.iving on or before the day for

which the premium contribution is due. If the employee is unable to do so, the agency wiN pay

his/her premiums until the em~loy~e returns to work, at which time the agency wil! schedule a

repayment plan for reimb~irsem~nt from the employee.

h



If the employee fails to return from Family or Medical Leave (unless the f~llure to return is

because of a "Serious Heal#h Condition" of the employee or the spouse, child, parent for whom

he/she is caring and is supported by a proper medical certification, or other circumstances

beyond the employee's control}, Choices In Community Living may recover any amounts owed by

tl7e employee to Choices In Community Living nr otherwise, for any cyst or obligation incurred by

Choices In Community Living to keep that insurance in effect.

Choices In Community Living rrtay also recover the amount of fhe employee's share of any

premium paid by Choices In Community Living to keep the empinyee's medical insurance in

effect. The amounts owed by an employee to Choices In Community Living shall be deducted

from amounts owed to the employee by Choices In Community Living, to the extent permitted by

law,

An employee returning from a Me~ica! Leave of Absence will provide a medical fitness for-duty

certification verifying that he/she is able to resume work at the time of return without restrictions,

ar, in fhe case of an employee who is dis~b(ed within the meaning of the Americans With

disabilities Act ("ADA"), tha# he/she is otherwise qualified (within the meaning of the A[~A) to

return to work to the human resources director, Choices {n Community t.iving will delay

reinstatement until the certification is provided. Choices In Community Living will Terminate

employees who do not provide this cerkificatian or a new medical cart€~eatian fora "serious
f
~ Heafth Condition."

Choices in Commu~~ity Living reserves the right to refer an employee to a physician of its choice

to obtain further information concerning a period of absence, !t also can require employees to

obtain subsequent medical recertificatians to support con#inning Family or Medical Leave and/or

to report periodically on their status and intent to return to work.

If an employee discovers that fiislher circumstances have changed and the amount of leave

originally anticipated is no longer necessary, the employee must provide Choices in Community

Living reasonable notice (i.e., wikhin two business days) of his/her intent to return to work.

An employee who returns from a Family ar Medical Leave will return to the position held at the

beginning of the leave ar to an equivalent position with equivalent employment benefits, pay, and

other terms and conditions of employment, provided, however, that an employee is not entitled to

return to a position other than that fo which helshe would have been entitlad had the employee

not taken the leave. An employee's right to reinstatement, however, may be affected if helshe is

determined to be a "highly compensated employee", as defined by the ~ami[y and Medico! Leave

Act of 1993. Generally, an employee shall be notified of his/her "highly compensated employee"

status at the time any Family or Madic~l Leave is requested or when it commences, if earlier.
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A Family or Medical Leave of absence means fhat time previously worked for Choices In

Comir~unity Living is not !os# in computation of length of service and the benefits dependenk

thereon. Moreover, time spent during such an unpaid leave will not be credited toward the

calculation of any applicable paid vacation tin7e. However, any applicable paid vacation time

accumulated and not exhausted during the Family or Medical Leave prior to the start of the (save

period, shall be available to an employee upon hislher return from leave. An employee on said

medical leave a(so would not be eligible for any paid holiday falling within the Fatuity or Medical

Leave period.

As with all other leaves of absence, failure of an employee to report to work at the time at whicf7

he/she is regularly scheduled to report at khe termination of a Family or Medical Leave, nr to

secure an approved extension of leave in advance, will result in termination of employment.

It is the purpcsse of this Family and Medical l.~aves of Absence Section to comply with the Family

and Medical Leave Act of 1993. 'i'he interpretation of terms and the resolution of disputes under

this provision shall be governed by that law, and it procedures. Enforcemen# procedures include

complaints to the Wage and Hour Division of the Department of Labor and civil actions in court. It

is unlawful to discriminate against an employee because of fhe exercise of rights under the

Family and Medical Leave Act.
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C. Extended Medical Leaves of Absence for FMLA-Eligible ~mplvyees

Upon written appiicatiol~ to the hu►nan resources director, Chaises In Community Living will grant an
extended medical leave of absence or renewal thereof without pay to an FMLA-eligible employee who (a}

has exhausted the amount of medical leave to which helshe was entitled under Section S, {if any) and (b)
continues to be absent and unable to work because of hislher medically diagnosed sickness, injury or
disability. Choices In Community Living reserves the right to refer an employee to a doctor of its choice to
obtain information concerning a period of extended absence. The employee may initially request an
extended leave of absence orally, must put if in writing prior to the expiration of the extended nave then
in effect. The duration of each leave of absence and any renewals thereof shall be sped#ically stated in
the request and in the granting of the extended leave. No leaves will be granted for a total or continuous
period or periods that exceed twenty-six (2~} workweeks, in any rolling fifty-two (52) week period. Failure
of an employee to report for work at the time that he/she is regularly scheduled to report at the conclusion
of the medical leave of absence will result in termination of employment.

The terms and conditions of an extended medical leave of absence are different than those for an FMLA
leave. An extended leave of absence without pay for medico( purposes means that time previously

worked far Choices In Community Uving is not last in computation of length of service and the benefits
dependent thereon, However, time spent during such leave will not be creditec! toward the calculation of
any applicable paid vacation time. An employee on said medical leave also would not be eligible for any
paid holiday falling within this medical leave.

Additionally, an employee who properly returns from an extended leave of absence wilt be assigned to
the job classification or position held immediately prior to the commencement of hislher leave, if that job

classification or position is vacant and Choices In Community Living decides to fill i#. If it is not vacant or

Choices !n Community Living decides not to fill it, he/she will be placed in another position or job

classification for which, in the judgment of Choices In Community living, he/she his appropriate skills

and ability. If no such vacancy exists, an employee returning from a leave of absence will remain on
unpaid leave status, and will be considered, without having flied an application, for other vacancies that

become available for a period of six (6) months, if the employee fails to accept placement info another

pasikian, he/she will be considered to have resigned vp(untarily.

D. Unpaid Medical Lave of Absence for Employees Not Eligible For FMLA Leave

Upon written application to the human resources director, Choices Ire Community Living will grant leaves

of absence or renewa{s thereof wi#hoot pay foi~ up to ninety (90) days to fuN-time or part-time employees,

who are absent from work and unable to work because of their mediaaily diagnosed sickness, injury, ar

disability, but, not eligible for ~ML.A, offer their first ninety (9d) days of employment. Choices In

Community Living reserves the right to refer an employee to a doctor of its choice to obtain information

concerning a period of absence, The initial leave of absence, which, under certain extenuating

circumstances, may be requested orally but then must be reduced to writing, shall be for an initial period

of five (5) days and shall not exceed thirty-five (35} calendar days, AEI renewals must be requested in



writing prior to the expiration of the leave then in effect and each concurrent leave sha(I nat exceed thirty-

'f five (35) calendar days. The durafion of each leave of absence and any renewals thereof shall be

speclficaily stated in the request and in the granting of the leave. No leaves will be granted for a total or

continuous period or periods that exceed #wen#y-six (26) workweeks, in any rolling fifty-twa (52) week

period, Failure of an employee fo report for work at the time that he/she is regularly scheduled to report at

the conclusion of the medical leave of absence will result in termination of employment.

A leave of absence without pay far medical purposes means that time previously worked for Choices In

Community Living is not lost in computation of length of service and the benefits dependent thereon.

However, time spent during such leave will nok be credited toward the calculation of any applicable paid

vacation time. An employee an said medical leave would also not be eligible for any paid holiday falling

within this medical leave pay period.

Additionally, ~n employee who properly returns from ~ medical leave of absence will be assigned to the

job ciassificati~n or position held immediately prior to the commencement of his/her leave, if that job

classification ar position is vacant and Choices In Gammunity Living decides to fill it. If it is not vacant or

Choices In Community Living decides not to fill it, he/she will be placed in another position or job

classification for which, in the judgment of Chaiees in Community Living, helshe had appropriate skills

and ability. If na such vacancy exists, an employee returning from a leave of absence will remain on

unpaid Ce~ve status, and will be considered, without having flied an application, for other vacancies fhaf

become available far a period of six (8) months, It the employee fails to accept placement into another

position, he/she will be considered to have resigned volui7tarNy.

Personal Leave

Employees may request a leave of absence under situations of disability, family illness, adoption, or

severe hardship. Where practical, the notice and application request should normally be made on

provided leave farms that are available from Human Resources. Where foreseeable, the request must be

given thirty (30} days prior to the beginning pf the requested leave. In other situations it must be given

within a reasonable time, generally not more than #wa business day$ after the need for the leave

becomes known to the employee, If the employee has medical insE~rance, to maintain the insurance, the

employee must pay hislher contribution amount directly to Choices In Community Living an or before the

day the premium is due. After required notification, coverage may be terminated if the payment is ttiore

than thirty {30) days late. If and when the employee returns to work, he/she may receive reinstated

health coverage subject to the terms of the health insurance poliry. To be reinstaked, the employee will

need to cnmplet~ a new insurance enrollment form anti the date the insurance form is competed will be

the effective date,

Ore week prior to tha expected return date, the employee must contact their supervisor regarding to get

their schedule and to co►~firm information regarding the return, The employee is expected to report to

in



work at the completion of their (save. If the employee faits to report to work at the time at which he/she is
regularly scheduled to report, it will be considered a voluntary resignation.
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Subject: PERSONNEL POLICY #18

BEREAVEMENT

Regular full-time and part-time employees become eligible for paid bereavement time after 90

days of continuous employment.

E3ereavement Use

Choices In Community Living provides employees with paid bereavement time when they must

miss one to three regularly scheduled workdays) per event #o attend to the details and funeral ,

arrangements of immediate family members:

Paren# Child Sibling

Spouse Grandparent

(In-law and step relationships included)

Choices In Comt~iunity Living recognizes special relationships may constitute others as

immediate family members and will consider these requests with the approval of the executive

director.

Bereavement Reques#s/Approvals

Choices fn Community Living expects employees to reques# bereavement time with as much

advance notice as passible and acquire their supervisors' approvals. Choices In Community

living may require documentation substantiating tha death prior to paying approved bereavement

time. 5upervisars will consider employees' Isvel of involvement in the arrangements, necessary

travel and the nature of the relationship when determining the length of bereavement time up to

three days.

bereavement Pay

Choices In Community Living will pay for employees' regularly scheduled hours on the days)

missed, up to three per event, for approved bereavement time. Bereavement time hours do not

count as actual hours worked and are not considered in overtime calculations.



Adopted 8/95

Subject: PERSONNEL POLICY #18A

CNIG DUTY

Revised 92/94

1/02

Regular full-time and part-time employees become eligible for paid civic duty time after 90 days of

continuous employment.

Civic Duty Use

Choices in Community Living provides employees with paid civic duty time when they must r~niss

regularly scheduled haG~rs far up to three weeks when called to serve on a jury or subpoenaed to

appear in court as a witness,

Civic Duty Requests/Approvals

Ghaices in Community Living requires employees to request civic duty time with as much

advance notice as possible and acquire their supervisors' approvals. Choices fn Community

living may require employees to provide documentation substantiating the nature of the requests.

Civic ~u#y Pay

Choices In Community Living will pay for employees' regularly scheduled hours on the days)

missed for approved civic duty time up to three weeks, less any compensation received as a

juror. Choices In Gomrnuniry Living may require employees to provide a statement from the Clerk

of Courts documenting their actual hours andtor compensation for jury duty prior to paying

approved civic duty time. Civic duty hours do not coup# as actual hours worked and are not

considered in overtime calculations.
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Subject: PERSONNEL POLICY #'19

VACATION

Regular foil-time and part-time employees become eligible for paid vac~tivn after 6 months of

continuous employment.

Vacation Accrual

Choices In Community Living provides employees wi#h vacation hours at an accrual rate for each

actual hour worked, based on their years of completed service and their position classification:

Fuli-time (34 to 40 regularly scheduled hours per week) or Part-t(me (17 to 33 regularly scheduled

hours per week)• ~av~ ~~irn~, a~~l«.~ ~~rlf 't k' ~~~%c~ Priov~ kn ~~~~~,i~;, o 0 ,~a~`7

Years of Service Fuli Time Part Time

Accrual Carry Over Accrual Carry Over

Q years through 5 years ,0385 hour 120 hours .Q193 hour 60 hours

6 years through 12 years ,0577 hour 160 hours .0385 hour 80 hours

13~years and over... .0769 hour 220 hours .0577 hour 110 hours

~/aCa~lUl1 L1SB

Choices In Community Living provides vacation hours for employees to use for planned time off.

Employees may not use vacation hours for other reasons unless allowed under the provision of

another policy and then only within the prescribed guidelines. Any other use of vacation hours

requires the prior approvals of an immediate supervisor, the human resources director and/or the

executive director.

Vacation RegeaestslA~provals

Employees must request vacation hours in advance and acquire their supervisors' approvals no

less than two weeks in advance but no mare thar~ six weeks in advance, Supervisors wI(i consider

the needs of the agency and the clients it serves when responding to vacation requests. When

supervisors receive multiple requests for vacation hours during one period, they may considar

who requested the vacation hours first end/nr the s~niori4y of the pmpioyees.



Vacation Pay

Choices In Communi#y Living will pay employees for the regularly scheduled hours they miss

from work for approved vacation. Vacation hours do not count as actual hours worked end are not

considered in overtime calculations.

Vacation and Holidays

Cho[ces In Community Living does not consider a paid holiday that falls an a normal workday

during emplayees' vacations as part of their vacation hours.

Vacation Carry Qver

employees may carry over vacatipn hours unused by their anniversary date. The maximum

amount of hours employees may carry over is based pn their years of completed service and their

position classification: dull-time (34 t~ 40 regularly scheduled hours per week] or Part-time (17 to

33 regularly scheduled hours per weak). Choices In Community Living does not pay out or loan

vacakion hours as cash ko employees. ~c~ ~r-~ ~ i ~ s~ - c~ ~~ l ~ ~~ ~' ~ ~ k ~°~ ~~~~

Vacation Pay Out At Termination

Voluntary Termination.

Choices In Community living wilt pay out employees' accrued balance of vacation hours up to but

not over BO hours if the employee:

• Gives a minimum of two weeks written notice of intent to terminate employment

o Submits the written notice to human resources no later khan two weeks prior to

termination

• Works ail regularly scheduled hours during the two week period; employees may not use

any form of paid time off or take any unpaid time off from their regularly scheduled hours

to remain eligible

• Was continuously employed for at (east six months

fnvaluntary Termination:

Choices in Community Living will naf pay out employees' accrued balance of vacation hours up to

but not over 80 hours if the employee if the employee was confinuousEy employed for at least six

months,-e~when termination is fn response to gross misconduct as outlined in the agency's

standards of conduct policy (Personnel Policy #T 3).
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Subject: PERSONNEL POLICY #24

HOLIDAYS

r

Reguiar fuii-time employees become eligible to receive hpliday pay immediately upon hire,

Regular part-time employees becorrre eligible to receive holiday pay for their birthdays

immediately upon hire. Choices in Community Living recognizes the fallowing as paid holidays

#hrnughout a calendar dear:

New Year's nay Memorial day Labor Day Christmas lay
Martin Luther King Day Indapendence Ray Thanksgiving Day ~►e~egga~

Holiday Requirements

Choices In Community Living requires empinyees td work their regularly scheduled hours

immediately preceding and following recognized holidays to receive holiday pay. Employees

scheduled to work an a recognized holiday must work ail hours as scheduled to receive holiday

pay. Choices in Community Living may consider the following approved absences as an

exception: Bereavement, Civic Duty, Leave of /absence or other unavoidable absence over which

the agency and/ar employees have no control, subject to the executive director's approval.

Holiday RequestslAppravafs

-- nity~t~iving-c~quire~-•~mploy~~s~to requesktheir birthdays off no-~le~~kiar~~two~ 

-~°°f~a~~ae~+ir-~-#~~r~~~ar~tise~~~e~aa- Supervisors may schedule employees

who work their r~gul~riy scheduled hours on tha actual holiday far another day off that is within 15

days before or after the actual holiday. ~~q-alas.-s~ie~se~~s-~a~ve~t

• r~~I~Ye~a~y q~~s#;-~~bj~~t t~s~pe~~~is ~rr~arai; pad-r-~~nt-~o€-~~i~ir-8-~~t+~s-holidaY

. Administrative and office staff wil! observe holidays that fall on Saturdays on the preceding

Friday and holidays that fail on Sundays on the folla~,ving Monday.

l



Holiday Pay

Eligible employees will receive eight hours pay for a holiday if they work their regularly scheduled

hours immediately preceding and following the holiday, Employees who work their regularly

scheduled hours on a holiday wilt receive •for each hour worked, except

on birthdays. Holiday hours do not count as actual hours worked and are not considered in

overti~tie caiculafions.

Holiday Pay Out At Termination

Choices in Community Living wi[I not pay unused holiday pay at employee termination.

f
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Subject: PERSONNEL POLICY #21

TRAINING AND DEVELOPMENT

f'

Choices In Cornmuniry Living requires employees to attend and participate in various in-service

training and developmental programs designed to provide knowledge and skills that will enhance

jnb performance. The agency expects employees to attend required in-services sponsored or

conducted by the agency as scheduled. Employees who fail to da so without acquiring

appropriate approval in advance from their supervisors are subject fa disciplinary action.

Choices In Community Living wi[I provide opport~inities for employees to attend and participate in

other in-service training and develppmental programs sponsored or conducted outside of the

agency with appropriate approvals, based on their re3evance to the requesting employee's

position, location, length and cost as it compares to the availability of budgeted dollars,

lnservice Requests procedures

7. Employee completes an Inservice f2equest form and forwards it with a copy of a brochure

that nu#lines the nature of the in-service, cost, locatial, date, etc. to his/her immediate

supervisor,

2. Immediate supervisor reviews, signs and approves or denies request. if denied,

supervisor returns the request to employee with mason for denial. if approved, supervisor

forwards the request to program director, if applicable,

3. Program director reviews, signs and approves or denies request. If denied, program

director returns request to program administrator ~ndior employee with reason far denial,

If approved, program director #onwards request to fisca{ director for funds approval. if

denied, fiscal director returns to the program directorlpragram administrator with reason

far denial. If approved, fiscal director forwards to secretary far processing.

4. Secretary enrolls employee and completes and forwards the bottom of the request form

to him or her,

5, Secretary no#ifies supervisor, in writing, to confirm the training dates and schedule.



~ 6. Secretary forwards request to fiscal management specialist. Fiscal management

specialist writes a check and sends payment unless other arrangements are required fnr

registration,

7, Employee submits attendance verification with appropriate timesheet.

Ghoices in Community Living reserves the ciiscre#ion to request that employees, whose job

performance in one area or another is considered below standard, attend in-service training and

developmental programs sponsored or conducted outside of the agency of its expense,

Employees who do not agree to the request of the agency may be subject to disciplinary action.

Choices In Cammu~7ity Living expects employees to attend and participate in in-service training

and developmental programs sponsored or conducted outside of the agency to attend as

scheduled. The agency will expect a full end immediate reimbursement of any pre-paid costs of

the programs if employees fail to attend as scheduled and/ar fail to provide attendance

verification with their timesheet.
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Subject: PERSONNEL. POLICY #21A

TUITION REIMBURSEMENT

Choices In Community Living provides tuition reimbursement for employees pursuing a course of

study at an accredited institution if it relates to their jobs and benefits the agency.

Employees submit an application for educational assistance fo the human resources director prior

to the beginning of the courses} or program. The human resources director will evaluate the

application based art the foliow(ng criteria:

• Relationship of course, program or degree to the employee's current position or one that

is reasonably foreseeable

• Course of study's benefit to the agency

• estimated cast of the courses) or program

r'

• Potential lass of time or productivity as a result of the employee's participation in the

courses) or program

Upon the approval of the human resources director, the agency will reimburse 5Q% up to $65Q,00

per calendar year if the employee receives a grade of "C" ar above ar an equivalent indicating

successful completion (e.g, "pass" in a pass or fail course) and is still employed by Choices In

Community Living at the brie a# reimbursement. The agency wii! reimburse tuition only excluding

fees, books an~i ether costs. 1'he agency will not reimburse tuition payments applied by the use of

Pell grants or other such funding sources tha# do not require studenks to repay the amount. The

agency will credit the reimbursement amount to the calendar year in which it was approved.

Upon completion of the courses) or program, the employee forwards a paid receipk for the

courses) or program with a copy of their grade card to the human resources director, who will

authorize the reimbursement.

F
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Subject: PERSONNEL POLICY #22

EXITING EMPLOYEES

Terms and conditions of employment are directed by the employer based on economic
conditions and the performance and dedication of each employee, among other considerations.

Employees may elect at some future time to voluntarily resign from their position with written
notice to the employer.

This policy outlines the responsibilities of both the employee and the employer in the exiting
process.

Resi~n~tion

Regular Full-time and Regular Part-time (~7 scheduled hours or mare per week) employees with
at least six (6) months of continuous service who vafuntarily terminate their position with
adequate written notice will be eiigibie for separation benefits consisting of earned but unused
vacation pay (nod to exceed two (2) weeks) and a reference letter, if requested, Qepending on
fihe position, the employer may elect to negotiate the notice period with the employee, The
standard notice period is fihree (3} weeks.

uittin

A "quit" is considered a voluntarytermination without adequate notice or no notice at all.
Circumstances dictate whether the "quit" was willful by the employe or caused by '
circumsCances beyond the employee's control. Any "quit" oCCUrrenG~ Which causes the agency
loss of revenue may Krause Tina! pay to beheld until completion of an exit interview.

Layoff For Regular Employees Ort~

Lack of work ar the elimination of positions wifihout employment alternatives may cause a
layoff, Employees who are affected by a layoff may apply for unemplaymen~ compensation
through the state agency. Pay for unused vacation will be issued.

Discharged

Refer to Standards of Conduct and Corrective Actions. Discharge occur whenever efforts ~t
correction have failed or an act or acts of poor conductor job performance direct that action be
taken.



CICL may deduct for lost or stolen property or damage to praperty if the employee authorises
CICL in writing to make such deduction or if CICL and a representative chosen by the employee
determine that foss, theft, or damage is due to the employee's negligence ar willful and
intentional conduct or if the employee is held liable in court.

Exiting Procedure

In all exiting situations, whether by resignation, quitting, layoff or discharge, all employee I[7
cards, keys, employee handbaaks, and any other employer-awned or controlled praperty must
either be returned or accounted far by the Supervisor and/or Manager. Final checks to
terminated employees are not due to be paid before the next regularly scheduled payday.

Resignation notices ance received are nat revocable unless the employer initiates counseling to
reverse the employee's decision.

In all exiting situafiions, the Fiscal Officer is to be notified so thaC COBRA correspondence can be
initiated far those exiting employees covered under the medico! plan,

IMPORTANT: Federal law (CC7~aA) directs that certain covered employees and their dependents
must be offered extended medical insurance protection under the plan oflnsurance offered by
the employer. The employee must pay the full cost of such extended coverage. Because of the
details and interpretations cif this law, it is extremely important thafi separation information be
completed in an exit interview. exiting procedures require the employee be present at an exit
interview and completion of all checklist items.

Re-Employment

The employer will consider re~empl~yment ~f past employees on an individual merit basis. The
following are the basic requirements and/ar allowances for that return.

1. Re-appticatior~ and acceptance within 30 days causes no change in the original service
date or employee's benefit status.

2. Re-application and acceptance beyond 30 days causes a new service date to be
esCablished. Previously covered employees must requalify for employee benefits and
meet the enrollment eligibility of the agency's group medical insurance carrier.

3. A position must be available and the re-applying employee must be qualified far the job.
4. Employees who have been previously discharged and who terminate without proper

notice or with disciplinary warnings or poor perFormance evaluations on file will not be
rehired.



E Adapted 1/02 Revised 01j04

Subject: PERSONNEL POLICY #23

W~~KLY DISABILITY INCOME

Regular full-time and part-time employees become eligible for weekly disability income after 90
days of continuous employment.

Weekly DlsabiNty income Use

Choices In Community living provides employees with weekly disability income when they
become disabled due fio anon-job-related accident ar illness that requires regular carp by a
physician,

Weekly Disability Income Requests/t~pprovals

employees must request weekly disability income as a leave of absence with as much advance
notice as possible. Choices in Community Living will require employees to complete and submit
all required paperwork accurately and timely as required by the provider and the agency.
Failure ~o do so may result in lass of weekly disability income benefits.

Weekly Disability lncame Pay

Empiayees may receive 6Q% of their salary ar hourly wage for the regularly scheduled hours
they miss due to illness or injury for up to 13 weeks, Payment for injury or illness begins on the
eighth day. The provider far Choices in Community Living's weeldy disability income policy
determines eligibility qualifications. Employees may use paid absence, personal time and/ar
vacation (if available) to make up but not exceed the 40% balance of their salary ar hourly wage
for the regularly scheduled hours they miss. Weekly disability income hours do not count as
actual hours worked and are not considered in nvertimp calculations,

Weekly Disability Income Certification

Choices In Community Living Wilf require doctors' certifications for approval of weekly disability
income.
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Adopted 09!02

Subject: PERSQNNEL PpLlGY #24

TELEPHONE USE

Revised 1/04

Choices In Community Living requires employees to reserve the use of residential and office

phones for the purpose of conducting business, The agency understands that employees may

need to place and receive personal phone calls from time ko time but expects that they wilt Hmit

personal calls, both incamirg and outgoing, to emergency or urgent situations requiring their

immediate attention and that they will limit calls to reasonable amounts of time.

Client Cr~nfidentiatity

The agency permits the distribution of residential phone numbers to employees' immediate family

members for their use in an emergency or urgent situation. However, to respect the confidentiality

and privacy of our clients, the agency does not permit the distribution of residential phone

numbers to those who wiCi use it far social or otherwise non-emergency purposes, as residential

phones are reserved for our client and business use only.

Personal Cell Phones

The agency requires employees who carry personal cell phones and whose primary job

responsibility is direct care, to limit use of their cell phones to business while on the job and to

mute or turn the phone off during actual working hours, including staff meetings, in-services and

other jab-related functions for which the employee is paid. Choices In Community Living prohibits

employees from using cell phone to make or receive calls whDe driving a vehicle. If employees

find it necessary to make or receive phone calls far business or emergencies while driving a

vehicle, the agency requires them t~ pull off of the road and to remain there until completing the

call{s) to ensure their safety end that of our clients,

Personal Ceil Phone EJs~ Reimbursement

If a business or emergency situation requires the use of a cell phone to ensure a timely response,

employees may seek reimbursement at .TO per minute with supervisor approval as follows:

Complete a reimbursement form, entering appropriate department allocation. Submit it with a

copy of the appropriate phone bill, highlighting reimbursable phone calls and identifying

unrecognizable numbers.



Y Employees who fail fa comply with this poEicy hinder their ability to provide services for our clients

as expected and, therefore, will be subject to disciplinary action.

s~.~
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Subject: PERSONNEL POL[CY #25

~RA7ERNIZATION

Choices In Community living recognizes some potential disadvantages inherent in certain
organizational relationships between employees who are otherwise involved in personal
relatiDnships.

The agency defines personal relationships as fioflows:

Family: ~ie(atives including spouses, parents, grandparents, siblings, aunts, uncles,

firs# cousins and in-laws

pomestic; Persor7s residing within flee same home

Social• Consensual relationships that may have the potential of sexual harassment
BusinesslFirnanciai: Relationships in which one or the other employee may experience

significant financial gain or loss

The agency defines organizational relationships as follows:

` One employee who directly or indirectly supervises another employee

• One employee whose posi#ion requires the handling of the financial, accaunting or
confidential information of another employee

• One employee whose position allows influence on the emplaymen# status, performance
appraisal, pay, benefits or other terms ar conditions of employment of another employee

Choices In Cmm~~unity living prohibits employees from involvement in both a personal and
organizational relationship,

The agency will oat ordinarily hire, transfer pr promote an individual with a known defined personal
relationship into a defined organiz~finnal relationship,



The agency expects employees who become aware of or involved in a prohibited relationship fo

no#ify their supervisor, the human resources director or the executive director. When the agency

becomes aware of such a relationship, it may attempf to resolve the conflict through reassignment.

If reassignment is not feasible or in the best interests of the agency, the agency will request that

one of the employees involved voluntarily resign. If neither employee voluntarily resigns, the

agency will terminate one of them, determined by the needs of the agency, If the agency

determines that the prohibited relationship existed without timely management notification, it will

terminate the ranking management employee.

This policy applies to all employees, regardless of classifications. Et is intended not to single out

any individuals but to protect the good morale and effectiveness of our employees, as wel! as the

agen4y's business interesks.

E
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Subject: PERSONNEL. POLICY #26

CONDITIONAL EMPLQYMENT REQUIREMENTS

Ghoices In Community living expects employees to meet and maintain conditional employment

requirements as established by the Ohio Depar#ment of Dq and agency policy. Choices In

Community Living requires applicants to meet cer#ain requir~m~nts before considering them for

employment. Candidates, upon receiving an ofiFer of empioyment, must meet conditional

employment requirements within the prescribed timelines. The agency wil( withdraw its of#er of

employment from those who fail to do so, The agency expects employees to maintain canditiana!

employment requirements as outlined in this policy. If employees cease #o meet conditional

employment requirements at some time d~~ring their employment, Choices In Community Living

will work with them to resolve the issue, whenever possible. However, the agency will expect

existing employees to resafve the situation and meet conditional employment requirements within

a specific period of time as designated by the agency. If employees fail fo meet the conditional

employment requirements within the specified period of time, the agency may suspend

employees without pay or may reaNze no alternative but to Terminate (heir employment. ~

Conditions! Employment Requirements

Applicants must meet conditions 7 through 7 before The agency wiH consider them for

employment.

1. Vehicle

Chaces In Communiky Living requires employees to have and maintain a licensed and
insured vehicle in good working condition that they can use for work, as needed, prior to

employment ff, at any time, an employee is without a vehicle, the agency will allow a

reasonable period of time for replacement or repair, if the employee's position permits,

but wi(! take disciplinary action up to and including termination if the situation is not

resolved within a specific time period designated by the agency. The agency will '

compensate employees for use of their personal vehicle in accordance with its policies,

2. Proof of Insurance

Choices in Community Living requires employees to have and maintain liability Insurance

an their vehicles and to provide proof of such insurance prior to employment. Onee

employed, a current copy of your auto insurance policy must be kept on f'rfe. This



~• required information needs to provided with each policy renewal or change to your

insurance and/or anytime upon demand.

3. Ohio Driver License

Choices In Community Living requires employees to have and to present a valid Ohio

Driver License prior to employment. This is insurance must be maintained with a current

copy an file at aq times. Empinyess whose licenses are suspended or revoked at any

time during employment must report this information immedia#ely to their supervisors

and/or human resources.

~i. Driving Record

Choices fn Community Living requires employees to have a good driving record, usualky

defined as less than four paints in the fast two years, supported by a motor vehicle report

that the agency acquires at its expense with employees' consent. The agency will review

this information prior fo employment. Choices In Community Living expects existing

employees to report driving infractions that they experience immediately to their

supervisors and/or human resources.

4 5, education

Choices In Community Living requires employees to have a high school diploma or

equivalent. The agency requires employees with higher education or certification ko

provide documentation #a support it as it relates to determining employees' starCing

wages. If Choices In Community Living discovers that an err~pioyee misrepresented his or

her education, the agency will take disciplinary action up to and including termination.

6, Age

Choices in Communiky Living requires all employees to be at least 18 years old.

7. Proof of Eligibility to Work ~n the United States

Ghoicas In Community l..iving requires applicants ko provide proof of their eligibility to

work in the United States prior to employment. This documentation may include a

Passport ar a Social Security Card or birth certificate with a Qriver license.



Candidates must meet requirements 8 Fhrough 92 prior to employment or no later than their

thi~fieth day of employment. The agency will withdraw its offer or termb~ate employment of those
wha fail to da so.

8, References

Choices 1n Community Living requires candidates to provide no less than four references

prior to employment: two personal references and no less than two employment

references. The agency requires applicants to provide names, addresses, phone

numbers and consent to verify references prior to employment. The agency will conduct

reference checks and will terminate employees who deliberately provide false or

otherwise incorrect information concerning places of empipyment, dates of hire and

termination, rates of pay, positions held and reasons for leaving.

9. Rackgrounci Check

Choices In Community Living requires candidates to submit to a background check

conducted through fingerprinting pr(or to employment. A criminal record does not

necessarily prevent employment; however, the agency is required by the Shia

Department of MR/DD to comply with certain guidelines as identified by the Ohia

Administrative Gode 5123:2-1-d5 related to the nature of the employee's jabs.

The following background checks will be conducted:

■ BCII (Bureau of Criminal Identification and Investigation)

• BCII and FBI far residents have resided in Ohio for 5 or less years

■ Ohio Department of Heath Nurse Aide Registry

■ Ohio Department of MRDC~ Abuser Registry

~ (~ ~. ~•fe ~ RAP ~ ~ ~~~
Continued employment i~ contingent on satisfackory results of your background check in

each of the aforementioned categories. k*The agency expects employees to report

arrests or convictions immediately to their immediate supervisors andlor human

resources, If it has been determined that an employee has not disclosed an arrest and/or

conviction made since his or her hire. The employes will face disciplinary actions up to

and including termination.

70. Physical

Choices (n Community Living requires candidates to complete a "fitness for work"

physical prior to emp(ayment with a physician of the agency's choice at the agency's

expense.
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12. Drug Test

Choices In Community Living requires candidates to complete a drug test with a

physician of the agency's choice and at its expense prior to employment.

Upon hire, employees will meet the foliawing requirements within their first thirty (30) days of

emptoyn7ent. The agency will suspend (without pay) or terminate employment if employees fail to

complete these requirements ~n~ithin their first thirty (30) days.

13. Direct Deposit Certifica#ion

Choices fn Community Living requires employees fo have and maintain a checking,

savings ar credit ~mian account and to provide proof of such into which the agency aan

deposit their paycheck.

14. CPR/First Aid Cer#ification

Choices in Community Living requires ali employees to acquire and maintain current

CPR and First Aid certification and to provide supporting documentation. Choices In

Community Living requires employees to acquire this certification within thirty (30) days

of employment andlar before #hey work alone with the agency's clients. The agency wiH

schedule and pay foi~ the certification. The agency expects existing employees to renew

#heir certifications prior to the expiration dates. The agency will monitor the dates, send

notice #o employees and provide certification opportunities at its expense, If employees

fail to take advantage of the certification opportunities provided by the agency, Choices In

Community Living expects them to schedule and pay for their re-certification and present

documentation of such prior to the expiration date. failure to do so will result in

disciplinary action including immediate suspension without pay on the expiration date up

to termination.



15. Delegated filursir+g

Choices In Community Living requites employees to acquire delegated nursing

certification within (30) days of employment and/or be#or
e they administer medications to

clients. The initial training far those without previous certif
ication (Course for residential

employees beginning in October 2003) is 14 hours. The ag
ency will schedule and pay for

this cerkification. The agency axpects existing employees
 to renew their certifications

prior to the expiration dates, The agency will monitor the dat
es, send notice to employees

and provide certification opportunities at its expense. If 
employees fail to take advantage

of the certification opportunities provided by the agency
, Choices in Community Living

expec#s them to schedule and pay for their re-certificati
on and present documentation of

such prig to the expiration date. Failure to cio so will result
 in disciplinary action including

immediate suspension without pay nn the expiration date
 up to termination.

~6. New Empinye~ Orientation

Choices in Community Living requires employees to att
end a new employee orientation

w~tktirfy(3(~~da~Y-s-af~w~~lt-~-~ (~v°a~~ ~~ ~3~t~~.3~~7~ ~~~' 
~,1 ,,, ,

17. Training

Choices In Community Living requires employees to 
complete training within their first

thirty (3Q} days of employment and annually thereafter as
 required by the agency and the

Ohio Department of MR1DD and the agency including but
 not limited to the following:

• Fire Safety Medication Administration

• Evacuation ` Hazardous Chemicals

+ emergency Response 4 Bloodborne Pathogens

• IMF' • MUI/UI

• Client Rights • Abuse

o l~s cx~~~t~~ ~'~



18. Offenses:

As a condition of employment with Choices in Community Living, CICL requires that all
candidates review the list of offenses and sign below that they have never been formally charged
with, carivicted of, or plead guilty to any of file offenses listed. Yn aac~itio~, as an employee of
Choices in Commwnity Living you agree to notify the Human Resources Director
immediately, but not more than three (3) calendar days after, if you are formally charged
with, convicted of, or plead guilty to any of the offenses listed below. If, while employed at
Choices iY Community Living, you fail to comply with this agreement, you are subject to
discipline, up to and including termination.

List of Offenses

(a) 2903.01 (aggravated murder),
(b) 2903.02 (murder),
(c) 2903.03 (voluntary ma~.slaughter),
(d) 2903.04 (involuntary manslaughter),
(e) 2903.11 (felonious assault),
(fl 2903.12 (aggravated assault),
(g) 2903.13 (assault),

' (h) 2903.16 (failing to provide for a functionally impaired person),
(i) 2903.21 (aggravated men-acing),
(j) 2903.34 (patient abuse or neglect),

(k) 2905.01 (l~idnapping),
(1) 2905.02 (abduction),
(m) 2905.05 (criminal child enticement),
(n) 2907.02 (rape),
(o) 2907.03 (sexual battery),
(p) 2907.04 (unlawful sexual conduct with a minor, formally corruption of
a minor),
(c~ 2907.05 (gross sexual imposition),
(r) 2907.06 (sexual imposition),
(s) 2907.07 (importuning),
(t) 2907.08 (voyeurism),
(u) 2907.09 (public indecency),
(v) 2907.21 (compelling prostitution),
(w) 2907.22 (promoting prostitution),
(x) 2907.23 (procuring),
(y) 2907.25 (prostitution),
(z) 2907.31 (disseminating mattex harnlful to juveniles),
(aa) 2907.32 (pandering obscenity),
(bb) 2907.321 (pandering obscenity involving a minor),
(cc) 2907.322 (pandering sexually oriented mattex involving a minor).
(dd) 2907.323 illegal user of minor in nudity-oriented material ox
performance),

ti

(ee) 2911.01 (aggravated robbery),
(f~ 2911.02 (robbery),



(gg) 2911.11 (aggravated burglary),

' (hh) 2911.12 (burglarq), .

~ (ii) 2919.12 (unlawful abortion),
(jj) 2919.22) endangering children),

(kk) 2919.24 (contributing to unruliness or delinquency of child),

(11) 2919.25 (domestic violence),

(mm) 2923.12 (carrying concealed weapon),

(nn) 2923.13 (having weapons while under disability),

(oo) 2923.161 (improperly discharging a firearm at or into a habitation or

school),
(pp) 2925.02 (corrupting another with drugs),

(q~ 2925.03 (trafficking in drugs),
(rr) 2925.04 (illegal manufacture of drugs or cultivation of marihuana),

- (ss) 2925.05 (funding of drugs or marihuana trafficking),

(tt) 2925.06 (illegal adminisi~ation ort distribution of anabolic steroids),

(uu) 3716.11 (placing harmful objects in food or confection),

(w)_ 2905.04 (child stealing) as it existed prior to July 1, 1996,

(ww) 2919.23 (interference with custody) that would have been a violation

of section 2905.04 of the Revised Code as it existed prior to .July 1, 1996,

had the violation occurred prior to that date,

(xx) 2925.11 (possession of drugs) that is not a minor drug possession

offense as defined in this xule,

(yy) Felonious sexual penetration in violation oz rormer s
ec~~ul~ ~7~ ~ . 1G Vl

the revised Code,

(2) A felony of the Revised Code that is not listed in this list
, if it bears a

direct and substantial xelationship to the duties and responsibi
lities of the

position being filled•,

(3) .Any offense contained in the Revised Code constituting a

misdemeanor of the first degree on the first offense and a felony
 on a

subsequent offense, if the offense bears a direct and substantial

relationship to the position being filled and the nature of the serv
ices being

provided,
(4) A violation of an existing or former municipal ordinance

 or law of this

state, any other state, or the United States, if the offense is su
bstantially

equivalent to any of the offenses listed.

19. Falsification:

If Choices In Community Living discovers that an 
employee misrepresented or falsified

information in their application or any other supporting 
documentation used to make the

employment decision, or on any documentation utilized for 
payroll or account billing, the

Agency will take disciplinary action up to and including term
ination.

1



~ Adopted 03/02 Revised

Subject: PERSONNEL POLICY #27

SAFETY

Choices In Community Living recognizes great value in the health and safefy of its employees and
considers their protection from injury or occupational disease a major objective,

Choices In Community Uving expects employees, regardless of position, to share our commitment
to healEh and safety by dedicating themselves to reducing risks and inj~~ries in every aspecf of their
jobs. We expecf emplr~yees to participate in cur safety training programs and to communicate any
potential threats to health and safety to their immediate supervisors. We expect employees to
accept the responsibility for their health and safety as well as that of others by wanking in
compliance with the faw and safe work practices.

Employees will be ~xp~cted to carry out aIljob-related responsibilities as trained and/or instructed,
Activities performed with determined "deliberate or willfuP' abandonment of proper safeky protocol
will be cause far disciplinary action up to and including termination. Managers will conduct safetyF
investigations to determine whether qr no# an employee's behavior is considered negligent.
Negligen# behavior puts not employees, but our clients at risk.

Choices In Community Living expects managers ko accept accountability For the health and safety
of employees under their supervision by ensuring that equipment is safe and employees perform
in compliance with the law and safe work practices, Employees are encouraged #o seek the
assistance of thei~~ manager to retrain them in any areas of heath and safety whereby the
employee is unsure of procedure.

Choices in Community Living dilfgentiy strives fo provide a safe and heathy work environment and
is committed t~ taking tine necessary steps to ensure adequate medical care and returning an ill ar
injured employee to work at the earliest opportunity.



Adopted 4/04

Subject: PERSONNEL POLICY #28

INFQRMATtON SYSTEMS

Choices In Community Living recognizes the need far quality communication throughout the agency. Af(

information systems including e-mail, Internet, valce mail and compukers and all information therein are

the property of Choices In Community living and provided at the agency's expense to facilitate quality

agency communications. Employees should not consider information systems provided for their use as

private but the sole property of Choices In Communi#y Living. The agency may monitor the use of ifs

infiormation systems at any time at its soli discretion. The purpose of this policy is to ensure proper use of

agency resources by employees. Thy following provisions and conditions apply to all users of such

resources, wherever the users are located. Violations of this policy may result in disciplinary action up to

and including terminafian, and/ar legal action.

• Although Choices In Community Living respects the individual privacy of its employees, employee

privacy doss not extend to employees' work related conduct or to the use of agency owned

equipment or supplies.

r'

• A(i Choices In Community living resources and the contents thereof, including, but not limited to,

desks, lockers, file cabinets, information systems and telecommunications resources, are subject

to the agency's control and supervision and are not private areas for employees. This includes

any information contained in agency computers such as e-mail, instant messaging and data

storages including herd drives, floppy discs, and tape backups.

• Information systems and telecommunication resources include, but are not limited to, the

following: host computers, file servers, workstations, stand alone computers, laptops, software,

terminals, printers, telephones, facsimile machines and internal or external communications

networks (Internet, commercial on-(ine services, buPletin board systems, etc.} that are accessed

directly or indirectly from Choices In Community Living facilities.

• Choices In Community Living has the right to monitor any and ail aspects of the information

systems and telecommunications, including employee e-mail and voice mail, to ensure

compliance wifh #hip policy. This includes the right to perform manual or automated audits,

Passwords and message delete functions do not restrict tiie agency's ability nr right to access

this information.

i



• The infiormation systems and telecommunications equipment and supplies accessible to

employees are to assist them in the performance of their jobs. Employees do not have the right to

privacy in anything they create, send or receive on these systems. Therefore, communications

should be pro#sssionai in nature. Ail users have the responsibility to use all information systems

and telecommunication resources and services in an efficient, effective, ethical, and lawful

manner. Unethical and unlawful uses may include, but are not limited to:

o Connecting, pasting or downloading pornographic materi~fs.

a engaging in computer hacking andlnr other related activities in an attempt to disable or

corrtpromise the security of the information contained in the agency's computers.

o Using available ~~esources to access confidential and/or sensitive or information irrelevant

to an employee's essential function and area of responsibility.

e While the agency permits occasional personal use, employees must ensure that -such use is

responsible and clearly incidental to business use, However, the agency will hold employees

responsible for any personal long distance calls they make without prior supervisor authorization,

+ Choices In Community living prohibits any form of communicafinn, electronic or otherwise, that

could be considered offensive, demeaning or disruptive. This includes, but is not limited ta,

massages that are not consistent with the agency's equal employmenk opportunity andJor

harassment policies.

Choices In Community Living prohibits the installation pr use of unauthorized software (including

games) at any time. A Ghofces in Community Living authorized infarmatian systems support

person must grant in writing authorization for the installation and use of software not provided by

the agency.

• Choices In Community Living prohibits employees from disseminating information that is

confidential or sensitive to the agency, Employees, when unsure of the nature of khe information,

wi11 seek the counsel of an agency director.

• Choices In Community Living prohibits employees from unlawfully reproducing andlor distributing

copyrighted material found on the Internet without the express permission of the author or

copyright holder.

Choices In Community Living prohibits employees from establishing Internet or .other ne#work j

connecfians that could allow persons to gain access to the agency's information systems, These

connections include the establishment of hosts with puhlic modem dial-ins, Warid Wide Web

pages and File Transfer Pratorol (FTP).

2



Choices in Community Living requires employees to check any and ail files downloaded from the

Internet for possible computer viruses.

• Ert7pioyees wha post information on the Internet for agency business purposes must ensure that

it accurately reflects the standards of corporate policies. Employees, when in doubt, will contact

the human resources director of the executive director for clarification prior to posting the

information.

• A user's ability to connect to other computer systems through the network does not imply a right

to connect to those systems or to make use of those systems unless specl#ically authorized to do

so by the operators of those systems.

• Choices In Community Living may assign cellular telephones, pagers, !ap top computers,

cameras or other devices essential to employees' job perFormances, The agency will require

employees to pay the replacement costs of these devices in khe event that they lose or damage

them through negligence, misuse or ather'tnappropriate actions.

3



Adopted 04!04 Revised 08/04

Subject: PERSONNEL POLICY #29

REQUESTS FOR EMPLOYEE REFERENCES

Signed Releases

Choices In Community Living expects employees to direct all requests for employment refierences

to the human resources director and to refrain from offering any information. The human

resources director wf11 release information that verifies the employee's position, job location, wage

and datas of employment with a signed release to mortgage companies, banks, opportunities for

credit, and Social Services agencies.

Potential Employers

However, only dates of employment and position held will be released to potential employers with

ar without a signed release from the employee.

4':



Adopted 6/04

Subject: PERSONNEL POLICY #3Q

GIFT GIVING

Public Gift Giving far personal events is prohibited at Choices In Community

Living.

Chaic~s in Community Lining sfrives to create a work environment thaf is inclusive and

respectful, Public displays of gift giving, though meant as a show of supparf and

appreciation for' workplace friends and coworkers, can leave same employees

uncomfortaule for many reasons.

Whaf are personal gifts? Gifts that are not work-related. I.e, birthdays, baby showers,

wedding anniversaries, engagements, and holiday centered gifts.

Distribution. Thy distributing of such gifts must be done privately and discreetly.

Gifts may not be given in the lunchroom or other areas of high visibility.

We encourage employees to share giffs after hours, during offsite meals, or any

otherwise private se#ting.

Work-related recognition may be acknowledged (Le, Admin Assistants Day}. However,

the sharing of these gifts must be done discreetly.

Management reserves the right to approve or disapprove seasonal gift giving activities
i

on a case-by-case basis:



Adopted g/04

Subject: PERSONNEL POLICY #31

WORKPLACE VIOLENCE

Choices in Community Living has zero tolerance for violence and/or violent behavior in the workplace.

Zero tolerance

This company has a poEicy of zero tolerance for violence. If you engage in or threaten any act of violence
in the workplace, your empioymenk will be terminated im►rrediately for said cause, No talk of violence or
joking abou# violence will be to(er~ted.

Violence

"Violence" includes physically harming another, shoving, pushing, harassing, inkimidating, coercing,
brandishing weapons, and threatening or talking of engaging in such activities. !t is the intent of fhfs
policy to ensure that everyone associated with this organization (employees, clients, volunteers, vendors)
never feels threatened by the actions or conduct of any employee or Choices In Community Living
representative.

Workplace security measures

[n an effort to fulfill our commitment to a safe work environment for our employees, clients, and visitors
and visitors, all "Choices" employees MUST ensure:

• Access to tf~e company's property is limited to those with a legitimate business interest.

~ Access to Clients' homes is limited to those employees assigned to work at the home at their
scheduled time. employees not scheduled to work at that home should not be in the home.
Under na Circumstance should visitors (ta inciud~ family) be brought to or into a client's
home.

• Na weapons

Ail weapons ba~~ned

Choices in Community Living specifically prohibits the possession of weapons by any employee or visitor
whHe on company property (see "Na WeaponsN policy}, This ban includes keeping or transporting a
weapon in a vehicle in a parking area, whether public or private. Employees are also prahibif~d from
carrying a weapon while acting a representative a#Choices In Communiky Living performing services ev
en while off the company's premises.

Weapons include, but is not limited to, guns, knives, explosives, and other items with the potential to
inflict harm. Disciplinary action, up to and including termination, wi([ betaken against any employee who
violates this policy.

F,



Inspections

Desks, telephones, and computers are the property of the business. We reserve the right to enter or
inspect your work area including, but not limited ta, desks and computer storage disks, with or without
notice.

The fax, copier, and mail systems, including e-mail, are intended for business use. Personal business
should not be conducted through these systems. Any private conversations overheard, or private
messages retrieved, thaf constitute threats against other individuals can and will be used as the basis for
termination for cause.

Reporting violence

It is everyone's rssponsibilitu to prevent vialenc~ in the workplace. You can help by repor#ing what you
see in the workplace that could indicate that a co-worker is in trouble. You are in a better position than
management to know what is happening to (hose with whom you work.

You are encouraged to report any incident that may violate of any of the company's policies created to
ensure a safe workplace environment. Concerns may to presented to your administrator, progrman
director or human resource director,

All reports will be investigated and information will be kept confidential.

/,



Adopted 8/q4

Subject: PERSONNEL POLICY # 32

"NQ WEAPONS"

Choices In Community Living prohibits the wearing, transporting, storage, presence or use of

weapons an company property, regardless of whether or not the person is licensed fo carry fhe

weapon.

Gancealed Weapons are not allowed

In the interest of maintaining an environment that is safe and free of violence for our employees,

clients, and vis'stars, Choices in Community Living, Inc. does not allow the presence or use of

weapons on company praperfy (see definitions below) regardless of whether or not the person is

licensed to carry the weapon. This policy applies whether or not you are "on duty." Any

employee who viola#es this policy is subject to disciplinary action, up fo and including termination.

r Weapons

Weapons" include, but are not limited tn, handguns, firearms, explosives, knives and ofher

weapons further defined by Ohia stafute andlor local ordinance. If you have questions regarding

whether an item is covered under this policy, please contact Human Resources. Employees

have khe responsibility td make sure that any item in their possession is not prohibited by

this policy.

What is Company Property?

"Company Property" covered by this policy includes all client homes, company-owned or leased

buildings, and surrounding areas, such as sidewalks, walkways, parking Lots and driveways under

the company's ownership or control. Furthermore, this policy applies to all company-awned ar

leased vehicles and all vehicles that come onto company property.

personal Vehicles and property

At times, employees may be asked to drive their personal vehicle for company business. For the

protection of our clienEs and employees, carrying or storing a weapon (concealed or otherwise) in

your persona) vehicle is not allowed. CiC~. reserves fhe right of any time and at its discretion to

search elf, employee vehicles, for the purpose of d~:termining wheti3er any dangerous weapon

has been braughf onto company properly or prerriises in violation of triis policy. Any employee



failing or refusing to promptly permit a search under this policy wil! be subject to disciplinary

action up to and including termination.

CICL reserves the right at any time and at its discretion to search all employee packages,

containers, briefcases, purses, rockers, desks and persons entering Company property, for the

purpose of determining whether any dangerflus weapon has been brought onto company

property or premises in violation of this policy.

Visitors

A visitor who violates this policy may be removed from the property and reported ko police

authorities. In addition, CICL reserves the right at any time and at its discretion to search all,

visitor vehicles, for the purpose of determining whether any dangerous weapon has been brought

onto company properly or premises in violation of this policy. This policy does not apply to any

law enforcement personnel ar security personnel engaging in official duties.

F'
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Adopted 12/99 Revised 7/04

SUBJECT: PERSONNEL PtaL1CY #33

PAGER DELEGATION

In the absence of a Program Administrator, a Residential Specialist may be defygated the

responsibility of carving the pager. The Residential Specialist will be compensated at the rate of

$5 per day in addition to regular compensation for time worked. Tirne spe~7t responding to pages

and handling issues should he recorded an the timesheet and will be compensated at the

Residential 5pecialist's hourly rate.

The Residenti~( Specialist's responsibilities cover only those decisions and actions normally the

concern of the Residential Specialist. Further decisions and responsibilities remain the

responsibility ofi a Program Director.

A "day" is defined as each 24-hour period or portion of a 24-hour-period beginning when the

`r Residential Specialist receives the pager end ending when the pager is relinquished,

(example: from 6:OOpm Friday to 8:OOam Monday would be compensated es two full 24-hour-

pe~•iods and a portion of one 24-hour-period totaling X16) plus time worked as recorded on the

timesheet.

i
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Adopked 12/04

Subject: PERSONNEL POLICY #34

TRANSFER PQLICY

Revised

tJnderstandPng Yaur Position

The first six months of any job typically serves to develop satisfactory working relationships and
learn job funcfion and role to a level of proficiency. 7`he work and conduct of an employee during
the firs# six months of their employment is considered an evaluation/training period.

The importance of Training

Training is the key element pf success in any program. In order to become prnficienf in your role,
Time n~~ds to b~ invested in learning the expectat(ons of the position. For this reason, Transfers
#o other programs will not be permitted within 6 months of hire.

f *Tenured employees requesting to change programs must else remain in their "new" program 6
months before transferring out of that particular program.

If during this period, an empiayee decides that he or she does not like the job duties, program,
shift, etc, or is simply not suited for the position, fhe employee may resign from employment by

submitting a written r~signatian of employment,

After the employes has fulfilled their 6-month obligation, the employee may then submik a

request far fr~nsfei~ form to Hunan Resources.



4 Adapted 4/06

Subject: PERSONNEL POLICY #35

Standards of Grooming and Dress

Choices In Community Living, Inc. (C1CL}, considers it very irr~portant that our employees are
well groomed, neat, and dressed appropriately for their job duties and responsibilities. CICI- has
adopted a casual business dress cede philosophy, and must emphasize that some positions and
situations may call for professions! business attire. Appropriate, proper{y fitting, clean clothing
and good personal hygiene are important in promoting a positive company image to customers,
clients, vendors, and co-vvorl<ers,

Office Environment

While CICL observes a casual dress environment, there maybe situations requiring more
professional business attire. If you are canducting ar at~~ending meetings, seminars,
roundtables, in-services, etc. where you come in contact with other business professionals, you
are expected to represent ClCL in a professional manner and dress appropriately for conducting
business in that type of professional environment. It is important fih~t you know your audience,
and remember that your actions not only represent you, they also represent Choices in
Community Living, and that you shou►d dress accordingly. If you are unsure of the appropriate
attire for an event, please contact the sponsoring party or speak with your supervisor. As a
general paint of reference, it is better to be over dressed and project a professional image than
to b~ under dressed and project something less than professional.

Program Lnvironrnent

While the company does not require uniforms in our programs, a standard of dress is required
to promote a safe and productive working environment. As in any office environment, if you
are conducting or attending meetings, seminars, etc. where you come in contact with other
business professianals, you are expected to represent the company in a professional manner
and dress appropriately for conducting such business. In the program environment, we
encourage employees to dress appropriately for the work situation. It is our philosophy that our
clients be viewed as a part of the community at large and we discourage employees from
wearing attire that promotes or fosters an impression that our clients are institutionalized. As a
i~esuft of this philosophy, empiayees are not allowed to wear medical scrubs in public while an
Choices in Community Living business. It is understood that in the program home medical
scrubs maybe appropriate: but should not be worn outside in public. if an employee wants to
wear medics(scrubs, they are encouraged to have a change of clothes at the Name site if it is
necessary for the employee fin go out into the public on Choices business.



General Guidelines for Everyone

The company wishes to provide a work environment that is free of safety hazards, offensive
behavior and harassment of any kind. The fallowing list is provided as a reference. It is
understood that not all types or combinations of clothing can be listed in this section, and we
ask that each employee act responsibly in making their clothing decisions. Ths following
clothing is considered r~on-compliant with this policy:

Excessively tight fitting clothes, spandex; bare feet; top and bottom clothing items that
don't meet or overlap each other; midriff baring, crapped or otherwise; t~op5 revealing
excessive deavag~; clothing with profanity, sexually suggestive slogans (including
cartoons ar drawings), an observable lack of undergarments and exposed
undergarments. In programs where clients are wheelchair dependent, sandals may not
be worn for safety reasons. !n addition, dat~hing must.be propertysized t~o fit the
individual, ctafhing that appears oversized may presents a safety concern for both the
client and staff. In situat~ians of this type, the employee's supervisor will make the
determination if the clothing is acceptable. Shorts, skirts or dresses must come within
two (2) inches to the knee, in addition to concealing undergarments.

Badv Art

Body art and tattoos are a ~ersan~l decision of the employee and should not be exposed in the
work environment. It is required ghat body art and tattoos be covered while staff is fulfilling
their duties as a Chaces employee. Personal piercing should also be considered for
appropriateness inthe work environment. !t is recommended that all staff assess their work
environment and understand the potential danger that they may encounter and dress
appropriately, The wearing o#dangling earrings, piercing, and otherjeweiry may draw the
attention of clients and cause the client to respond inappropriately, subsequently causing the
staff person persona} injury.

Compliance

Administrators and Directors are responsible for ensuring their departmental personnel are in
compliance, Supervisors reserve the right to send any person home to change clothes that
violates any part of the dress code policy, The time spent away from work for this reason will be
deducted from one's scheduled hours. Where an employee's clothing is questionable, the
Program Administrator or the ~ragram Director has first discretion in determining if an
employee's attire is non-compliant. If an employee wishes to express concern about a
coworker's attire, they should contact their irttmediate supervisor and inform them of their
concern. The employee should nit address this situation with the co-worker. If, after meeting
with the employee, the supervisor determines that the attire is inappropriate for the particular
situation, the supervisor will discuss appropriate action with their supervisor and a
determination will be made, in situations where non-compliance is determined, the employee
will be instructed to nave the work environment and change their clothes and then refiurn back



to their warl< ~nviranment, The employee will not be compensated for this time away from the
work sifie.

In situations where an employee has violated this policy on multiple occasions, the employee is
subject to disciplinary action, up to and including terrninatian.

Empiovee and Client Safety Concerns

Choices in Community Living, has a responsibility to provide its employees and clients a safe
work environment, while attempting fio provide employees the flexibility to be comfortable. Ta
this end and to ensure that we meet our moral and legal obligations, we encourage employees

to not +nrear expensive personal items or clothing in the work environment. In addition, we
encourage employees not to wear i#ems that are not necessary fnr the completion of their
normal work activities (i.e, non-prescription glasses, etc.). Appreciating the righfis of our
employees to express themselves, we c~utit~n that employees with piercings be aware that

client behaviors may include grabbing or hitting and could result in injury to the pierced site. It

is common fflr employees to wear facial piercings in the work environment, anc! that Is
expected to a certain degree, but employees should consider, for «their safety and the safety of
our clients, if it is appropriate for the items) to be worn, and then act accordingly. Always think

safety first!

Dammed or Broken Personal lterns

Choices in Community Living will not be responsible for items that are {nst, stoEen, damaged, or

broken in the work environment, In addition, employees are responsible for the security of

their valuable ifiems wrhiie they are fulfilling the duties and responsibilities of their position. It is

understood that unusualsituations occur that could not have been foreseen, in situations of

this nature, Choices in Community Living will review the specifics of the situation and make a
determination as to the appropriate acticn to be taken.



~ Choices In Community Living

DRESS CODE

FOR

ADULT DAY SERVYCES

AS 4F SEPTEMBER 27TH, 2407, DURING WORK HOURS

WITH THE ADULT DAY SERVICES PROG~tA.M, UNIFORM

SHIRTS WILL BE WORN WITH NO EX~EPTI4NS U1~LESS
APPRf~VED BY SUPERVISOR.

EACH SHIRT V~ILL BE WARN WITH NAryV'Y BLUE OR BLACK

SHORTS/PANTS. NO TIGHT SHORTS OR PANTS PERMITTED

UNLESS THEY ARE STRETCH AND DESIGNED FOR THE

GYM.

TENNIS SHOES WILL BE VVORl~1 DURING WORK HOURS.

Ft}R SAFETY PURPOSES, SANDLES/FLIP FLOPS WILL NOT

BE PERMITTED.

A BATHING SUPT WILL BE WURI~ DURING SWIM HOUR.

ANYTHING ELSE MUST BE APPROVED BY YOUR
SUPERV'~StJR AND G3~M FACILITY.

TE~ANK YOU,

KELLX~ DEFIBAUGH

PROGRAM ADMxNISTRATOR



Adopted 1/a9

Subject: Personnel Policy #36

BENEFIT ALLaWANCE

Benefiit Allowance

All Fu(I time emplvyaes and part time et~playees hired prior to January 1, 2007 are eligible for
an agency sponsored benefit allowance to defray the cost to the employee for employee
benefits. The benefit allowance percentage rate ar the dollar amount of the benefit allowance
is determined by the Executive Director or their designee.

Forfeiture of 63enefit Allowance

An eligible employee who received notification from Human Resources via written
correspondence email that they are required to complete their benefit selection process and
fails to contact human resource far employee processing, within 3D of the initial notification
will forfeiture their benefits allowance for that calendar year. The actual date of the processing
must not be more than 4S days from the date of the initial employee notification. Unforeseen
situations or circumstances will be considered on case by case basis, and at the discretion of the
Executive Director or their designee.

New Fulf-Time hired during the benefit year (Eligibility)

New Full-Time employees hired prior to September 1st of the current benefit year will be
eligible for the agency sponsored benefit allowance during the current benefit year. New Fuli-
Time employees hired between the months of September through December of the current
benefit year will not be eligible for the agency sponsored benefit ailnwance until the next
benefit year begins, Presently, the benefit year coincides with the ca(pndar year.
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Subject: PERSONNEL POLICY #3'
STATEMENTS TO THE NEWS MEDIA:

The Agency strives to anticipate and manage crisis situations and inquiries regarding the
Agency's services in order to reduce disruption to our employees and clients and to avoid giving
misinformation. To best serve these objectives, the Agency will respond to media inquiries in a
timely and professional manner only through its designated spokesperson1
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Revised 10-25-17

Subject: Personnel Policy #?

Management Structure and Authority

Purpose: to clarify the lines of management structure and authority to provide the agency
managers and employees a clear understanding of leadership roles.

Policy: The Executive Director/CEO is employed by the Board of Trustees and has the
responsibility for the full function and operation of CICL. The Executive Director in turn will
employ and delegate role and responsibilities to the Chief Operations Officer, Chief Program
Officer, and Chief Financial Officer.

A table of operations will be kept updated to diagram the agency management structure.
Management positions will be defined by a job description with clear roles and responsibilities.

In the event of an emergency in which the Executive Director in unable to perform the essential
duties of the role for an extended period of time (generally defined as longer than 3 weeks), the
Chief Operations Officer will temporarily act in the role of Executive Director in making
essential day-to-day decisions. This transition of responsibility and role will only occur tluough
board action and be based upon the recommendation of the Board Chair who will establish for
the COO the parameters of the temporary responsibilities and activities.


