GENERAL EMPLOYMENT POLICIES

Equal Employment Opportunity

It is the policy of Elmwood Adult Day Health Care Center to hire individuals who are qualified to do the job without regard to race, color, creed, gender, marital status, sexual preference, national & origin, ancestry, mental or physical disability or handicap. This policy is applicable to all personnel actions including hiring, discharge, recruitment, compensation, benefits and promotions. Our goal is to select qualified personnel who meet the required standard of education, experience, certification or licensure; who can work effectively together; have the capacity to grow within their job and become an integral part of our organization.  

It is the policy of Elmwood Adult Day Health Care Center, Inc to prohibit sexual harassment of its employees in the workplace by any employee in any form.  

Elmwood Adult Day Health Care Center complies with all regulations in regard to equal employment and fair practice.   Any employee who believes thy have been discriminated against or sexually harassed in any way should immediately contact to the Program Director.
Compliance with Laws

It is the intent of Elmwood Adult Day Health Care Center, Inc. to comply with all applicable State and Federal laws and regulations requirements including but not limited to Title V of the Civil Rights Act of 1964, Annual Certification Drug-Free Workplace Requirements and Certification Regarding Lobbying. 

Terms of Employment

Employment, continued employment or the distribution of this Personnel Handbook shall in no way be construed as contractual relationship between the employee and Elmwood Adult Day Health Care, Inc.  All employees are employees at will and can be terminated at any time. 

Job Descriptions
Each staff member shall receive a copy of his/her job description. Each staff member will be assigned duties in accordance with their education, training and competencies, in accordance with their job description. 

Personnel Handbook
Each staff member shall receive a Personnel Handbook which outlines their responsibilities, rights, benefits and conditions of employment.

 Hours and Days of Operations
The program will be operational from 8:00 AM to 3:00 PM Monday through Friday. Employees will be hired to work specific hours, but if there is a change in participant enrollment, the hours of part-time and/or per diem employees may need to be changed accordingly.  If there is a decline in enrollment then the work hours of all employees may need to be reduced. 

Medical Requirements of Employment

Prior to the starting employment, all employees must have a Pre-Employment Health Screening for Health Care Workers including PPD testing for TB. The expense of the pre-employment exam will be paid by the employee.  Employees are not permitted to work with any communicable; contagious or infectious disease.


Introductory Period
All employees will serve a three (3) month introductory period in the position for which they have been hired.  The employee will not receive, but may accrue benefits during the introductory period.

Salaries
Salary increases are reviewed on a yearly basis and granted to employees based upon their performance evaluations and the economics of Elmwood Adult Day Health Care Center.  Salary increases are dependent upon fee revenues. Low participant attendance creates and/or an increase in expenses may create a difficult economic situation and may necessitate a freeze on any salary increases.

Payroll Schedule
Payroll is distributed every other Thursday for the two-week period ending the preceding Tuesday.  If the payroll distribution date falls on a holiday, the payroll will be distributed on the last working day preceding the holiday. No one except the staff member is permitted to pick up the staff member’s paycheck unless the staff member has given a written consent for a particular individual to pick up their paycheck.  If the staff member wants to have their paycheck mailed, they must request this in writing.  At the discretion of the Program Director, in an emergency, the paycheck may be distributed as the Program Director deems appropriate.  If an employee is terminated or resigns, their paycheck will be mailed to the last known address of record.

Payroll Deductions

Federal Income Tax is withheld from pay as required by Federal Law. The amount of tax withheld from a paycheck is determined by the number of exemptions claimed on the   W-4 form that was filled out at the time of employment.  Should the number of exemptions change during the year, then another W-4 form should be filled out. In January of each year, the Business Office will supply each staff member with a W-2 form showing the total amount of Income Tax withheld. Staff members terminating their employment should leave a forwarding address where they may receive their W-2 at the beginning of the next year. 

Social Security deduction rate is determined by Federal Law

Unemployment Insurance deduction rate is determined by State Law.

Temporary Disability deduction rate is determined by State Law. 

Work Schedule

The work schedule or time sheets are posted at the Front Desk two weeks in advance. It is the responsibility of the employee to check when they are working.  If an employee is unable to work as scheduled, it will be written on the time sheet by the department supervisor or Program Director. Employees are not allowed to make changes on the time sheet.  
There is also a Request for Time Off at the Front Desk for staff to put in their request for vacation or day off.  This should be approved by your Department Head first and noted as such on “Request for Time Off.” 
Overtime

Hourly staff will be reimbursed in their bi-weekly paycheck at a rate of time and one half for overtime in excess of 40 hours a week which has been pre-approved by the Program Director or in his/her absence, by the Nursing Director.

Notification of illness

Except for cases of emergency, employees are required to notify their supervisor of illness as far in advance as possible, but at a minimum at least three hours before the employee is due to report for work. If the employee is absent for three or more days, they are required to have a physician's certificate to return to work. Frequent absenteeism will result in the issuance of a warning notice. 

Notification of Lateness

Except for cases of emergency, it is requested that employees notify their supervisor of lateness as far in advance as possible, but a minimum of at least one half hour before the employee is expected to report to work. If the employee is frequently late, a warning notice will be issued.

Notification of Change of Employee Information

When there is a change in the employee's name, address, telephone number, marital status, emergency information, medical information or federal withholding status, the employee should notify the Program Director in writing of the change as soon as possible. If an employee resigns or is terminated, it is essential that, if their address should change, that they notify the Center in order that they may receive their W-2 for the time worked in the last year of employment.

Grievances

If an employee has a grievance with another employee, they are to discuss their grievance with the employee involved. If within 5 working days the grievance remains unresolved, the employee may go to their supervisor to discuss the situation. The supervisor will discuss the problem with the employees involved. If the grievance remains unresolved, the employees and the supervisor will file a written grievance report and schedule an appointment to discuss the matter with the Program Director. If an employee has a grievance of another nature, they are to set up an appointment with their supervisor. If within 5 working days, the grievance remains unresolved, the employee and their supervisor will file a written grievance report and schedule an appointment to discuss the matter with the Program Director. In the event the grievance involves a problem which jeopardizes the life, health, safety or well being of any person associated with the Center, the grievance is to be taken immediately to the Program Director for resolution.

Worker's Compensation

Full and part time employees are covered for work related injuries. If an incident occurs that causes an injury, it is important that the employee follow the proper procedure for reporting the incident, 

Termination

Resignation of Employee
Employees are required to give two weeks written notice when terminating their employment.. Supervisors or Department Heads are required to give four weeks written notice. The Center may choose to waive the notification period and reserves the right to terminate the employment of any employee.

Termination by the Center
The following list contains examples of problems which may be cause for termination (the list is by no means inclusive):

1.  Neglect of responsibilities as identified in job description;

2.  Incompetence or inefficiency;

3.  Not adhering to Confidentiality

4.  Insubordination or serious breach of discipline;

          *5.  Use of alcoholic beverages or illegal controlled substances during work hours          

     or the effect of the same during work hours;

6.  Chronic, excessive and/or unexplained absences or lateness;

7.  Disorderly or immoral conduct;

          *8.  The conviction of any criminal act or offense if related to job responsibilities; 

            9.  Negligence of or willful damage to public and/or the Center’s property;

          10.  Waste of supplies;

          11.  Conduct unbecoming an employee in the service of the public;

          13.  Failure to comply with the Center’s policies and procedures;

        *14. Theft of any type
* Cause for immediate dismissal. 

Termination Process

The following procedure will be followed for termination except in instances noted as cause for immediate termination or any instance which jeopardizes the life, safety, health or well being of any participant.

1. Written documentation of a verbal warning

2.  Written warning

3.  Second written warning

4.  Termination 

All of the above reports are to be shared with the employee and signed by the employee. Supervisors recommendations for an employee's termination are to be submitted to the Program Director in writing with any appropriate documentation substantiating the recommendation

Layoff

In the event the Center is forced by economics to reduce the work force, the following criteria will be used in descending priority:

1. Employee performance evaluations and work records;

2. Area of expertise, professional qualifications;


3. Longevity of service

Employees affected by layoffs will receive a minimum of two weeks notice. Employees receiving notice will have the same rights as defined in the Termination.

Rehire

Any employee who is rehired is to be processed as a new employee, except when an employee has been temporarily laid off due to declining census.
Breaks & Meal Breaks

Full time employees (those working 40 hours per week) may take a one half hour meal break.  Part time employees who work less than 8 hours one day are entitled to one (1) 20 minute break.
Breaks are to be taken at times assigned by the employee's supervisor and staff are paid for meal break time. Break/meal times may occasionally be interrupted due to an emergency occurring in the Center and/or involving a participant.  For this reason, employees are requested not to leave the Center during breaks without your supervisor’s OK. 
Meals are provided for staff at no charge.  If you choose to have lunch, please notify the kitchen by writing on the bulletin board outside the kitchen when you will be taking lunch. This should be done by 11 AM.  In general, staff do not have lunch between 12 and 12:30 which is when the kitchen is busy serving the participants. 

Consumption of any coffee / beverages/food

Beverages (other than water) and food may be consumed by staff in designated areas only with the exception of parties or other activities in which the staff, as part of the activity, is expected to eat/drink with the participants. Designated areas are the employee lounge or staff offices.

Dress and Appearance

Elmwood Adult Day Health Care Center is a health care facility and a professional appearance and good personal hygiene are essential. Clothing should be clean and in good repair. No tank tops or halters are permitted. Long hair should be pulled back to avoid contamination.
Parking

Employees are to park to the rear of the building. Front Desk will issue you a parking permit.  This is to displayed on your dashboard when parked in the Center’s or the Clinic’s parking lot.

Smoking

Smoking is prohibited anywhere in the Center or on its grounds. Employees may smoke outside and on the sidewalk to the rear of the building.  No employee is permitted to smoke in the area which surrounds either entrance to the Center.

Solicitation

Solicitation of funds or the sale of any products and / or materials at the Center is prohibited unless prior approval has been obtained from the Program Director.

Tipping
Staff members, volunteers or interns are not allowed to accept any tips or gifts from participants.  You should notify your supervisor should a participant try to offer you a tip/gift, etc.

Weather Emergency

The Program Director is required to maintain an up to date list of the names and telephone numbers of participants and staff at home to use for notification purposes in a weather emergency. Only the Program Director or in the absence of the Program Director, the RN/Nursing Director can authorize the closing, delayed opening, or dismissal due to weather conditions.

1. 
If the Center is closed due to weather conditions, the closing will be posted by RI Broadcasters Association.  See the next page for a complete listing of television and radio stations carrying the announcement of a closing.  Phone calls will be initiated as a back up plan but staff should check online the local TV and radio stations for the closings.  If/when calls are made, staff members will be notified up until 11:00 PM on the night preceding the closing or beginning at 5:00 AM to 7:00 AM on the day of the closing.

2. 
Employees will not be paid for the hours they were scheduled to work if the Center is closed for a full day.

3. 
Staff members who are required to report to work but are unable to do so because of the weather emergency, must take ETO for that day.

4. 
Staff members who are required to work must report no later than one hour after their normal scheduled time.

3. 
Some weather emergencies may only necessitate a delayed opening. The procedure for notification will be the same as above.

a. In the event of a delayed opening, employees will be paid for the time for which they were  scheduled that day.

4. 
If an early dismissal is necessary, the Program Director and sufficient staff, as designated by the Program Director, will assist participants waiting to be transported home and will remain at the facility until all participants are boarded safely on the transportation vehicles.

5.
In the event of early dismissal, employees will be paid for the time for which they were scheduled that day. 

Work Areas 

All employees are expected to keep the areas in the Center and surrounding clean and free from debris or trash.  Trash, etc. should be disposed of in the receptacles which are provided throughout the Center.
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EMPLOYEE CLASSIFICATIONS

Permanent Full Time

An employee in this category is one who regularly works 40 hours per week and who has successfully completed the 90 day introductory period.  Permanent full time employees are eligible for all benefits as specified in the Personnel Handbook.  
Permanent Part Time

An employee in this category is one who works at least 4 hours week but less than 40 hours per week in a consistent pattern on a year round basis and who has successfully completed the 90 day introductory period. Permanent part time employees are eligible for Earned Time Off (ETO).

Per Diem 

A per diem employee is an employee who works on an as needed basis.  This may be part time or full time but it is not on a consistent or regular schedule.  Per Diem employees are not eligible for benefits. 

BENEFITS

Earned Time Off (ETO) is accrued from the first day of employment, but does not become earned/may not be taken until the successful completion of the 90 day introductory period and after 12 months of paid employment.  ETO may be taken for vacation, personal days or sick days.  

Permanent Full Time Employees are eligible to take ETO according to length of service as follows: 

After 1 year of service


2 weeks 
After 5 years of service

3 weeks

After 10 years of service

4 weeks

Permanent part time employees are eligible for ETO equal to the pay for two weeks of their part time work schedule. For example if an employee works 20 hours per week, they will receive 40 hours ETO per year.  Permanent part time employees ETO do not change according to length of service.

Due to the fact that the Center’s staff is small, it may not be possible to grant requests for ETO the same period to more than one employee. Requests for ETO are granted in the order that they are received. If two employees submit for the same day(s) at the same time during non-peak times, mid-September to mid June then the employee with the most seniority will be granted preference for the request.  For requests for time off during the summer months, staff will be requested to submit requests by May 1st. 
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Requests for Earned Time Off

ETO requests are to be dated, signed and specify the exact days that the employee is requesting off.  All requests for time off should be submitted to the employee's supervisor as far in advance as possible. If the time off can be anticipated, it is requested that it be requested 3 weeks in advance. Employees will be paid for ETO upon termination of employment providing they have worked more than 12 months.

Holidays

Permanent full time employees are eligible for holiday pay once they have successfully completed the 90 day introductory period.

Center is closed for seven holidays. These are:

New Years Day

Memorial Day

Independence Day

Labor Day

Columbus Day

Thanksgiving

Day after Thanksgiving

Christmas

Leave of Absence

A leave of absence consists of ETO and leave without pay. 

An employee who wishes to take a leave of absence must notify his or her supervisor of the intent, and must submit a written request that includes the start date and the expected date of returning to work. When an employee’s need for leave is foreseeable, at least 30 days written notice should be given. In the event that 30 days notice is impossible because of medical emergency, as much notice as is reasonably possible should be given. 

If it has been possible for the Center to function without filling the employee’s original position on a permanent basis, the employee will be reinstated to her original position at the end of the leave. If not, the employee will be eligible for the first open position which is equal in pay.

Maternity Leave

An employee follows the same procedure for Leave of Absence in order to take a Maternity Leave. 
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