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Introduction

Policies are defined as the basic rules, which guide administrative action for accomplishing an organization's objectives.  Comprehensive and clearly defined policies, consistently and fairly administered, are essential to the success of any organization.

The policies set forth and adopted within this manual supersede all previously written and unwritten personnel policies of Riverview Industries, Inc. (hereafter referred to as RVI). 

This policy manual is a guide to be utilized by management and supervisory personnel to ensure uniformity and nondiscriminatory application of the conditions of employment. In the event there is a conflict between the contents of this manual and any applicable laws, those applicable laws shall prevail.

The manual is designed as a tool to enable staff to know and understand what to expect out of the environment and the organization and to keep them informed.  Questions regarding the interpretation and application of these policies should be directed to your supervisor who will seek clarification.  Every effort must be made to ensure that such decisions are made objectively, with the general intent of the policy in mind.

This personnel manual is not an employment contract.  It is presented as a matter of information only.  Any statements in conflict with these policies made by anyone else are unauthorized, expressly disallowed, and should not be relied upon by anyone.  RVI reserves the right to modify, revoke, suspend, terminate, or change these policies and procedures with or without prior notice.  However, the RVI Board of Directors and its management do want to develop and maintain a good relationship with employees.  Your input about matters addressed in this handbook is welcome and will always be considered.

These policies apply to employees of SOS Residential Services.  Because SOS Residential Services is operated by RVI, one should refer to the RVI Policy Manual for further guidance. 

Disagreements or requests for waiver or exception to the provisions of this manual are to follow the procedures outlined in the Grievance Procedure.
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1.2 THE ROLE OF STAFF
Staff and management shall be responsible to:



1.
Ensure the safety and well-being of persons served



2.
Ensure the rights and dignity of persons served



3.
Present RVI in an appropriate, accurate and positive manner



4.
Supervise and provide meaningful training to assigned persons served



5.
Act as a role model for persons served



6.
Ensure timely and accurate documentation necessary for reporting the activities of persons served



7.
Assist other staff when required or requested



8.
Act professionally and responsibly



9.
Present a positive image in the community to families, local businesses and other social service organizations



10.
Utilize good judgment regarding decision-making relevant to care and assistance of persons served

11. Respect co-workers; demonstrate commitment to Positive Culture (Attachment 8)

12. Recognize the importance of exceptional quality to our customers in the work we produce and demonstrate a commitment to ensuring that quality in our work and the work of the individuals we supervise

For specific job duties, please refer to individual job descriptions.

1.4 OPEN DOOR

All employees are encouraged to provide input and suggestions concerning the overall operation and programs of the nonprofit, following the proper channels of communication. Employees should initially bring their comments to their immediate supervisor. In those cases where that may be inappropriate, staffers may approach their department managers or the Executive Director.

RVI operates in an “open door” manner.  All employee input is considered and can be presented without fear of personal recrimination of his or her position. There are occasions when you have a complaint regarding the service operation of RVI or you have suggestions to improve our services.  We are interested in your ideas and using them to improve services.

Start with the right person
PRIVATE 
The people who have the best and quickest solutions are the direct service stafftc  \l 2 "

The people who have the best and quickest solutions are the direct service staff" and department heads. If they cannot answer your concerns, they will help you find someone who can.


Issues need to be timely
The best time to correct a problem or consider a new idea is when it is fresh.  It is very difficult to do anything about a problem that happened many days earlier.


Be specific
Objectively state concerns, involved individuals, when it happened or did not happen and what you want to see happen in the future.

One issue at a time
Some concerns can be addressed quickly and completely.  Others will take more time.  A shopping list of problems usually can never be totally and finally resolved.

By using these guidelines, you will be able to have most of your ideas or questions answered quickly by simple verbal requests.  If verbal requests produce no response, please use the above format in a written communication.

1.13 EMPLOYEE EXPECTATIONS

Each staffer’s performance and conduct are critical to the safeguarding of Individuals' rights, providing a quality work environment for all employees and the health of the Program.  Therefore, the following is a basic statement of what is expected of each staffer.  It is meant to be illustrative in nature and should not be considered all-inclusive.

Supervisors are obligated to maintain standards in both performance and conduct of their assigned staff.  When standards are not met, supervisors have the discretion to recommend disciplinary action to reflect the seriousness of offenses, harmful impact upon the program and/or participants and other circumstances.

As a staff member, you are expected to do the following:

·   Safeguard Individuals and their rights. Be aware of and report incidents, and/or any suspected violation of the rights of the people we serve.

· Be courteous. Be friendly, helpful, and supportive. Use a person's name and use such phrases as “please,” “thank you,” and “may I help you?” whenever appropriate.

· Promote team spirit. Work together and cooperate in an effort to promote quality services and enhance staff relationships. Help fellow staff members perform their work. Share responsibilities. Recognize the achievements of others.

· Anticipate and meet the needs of those we serve. Be observant; and be aware of and react to the individual's needs. The dignity of those we serve is of primary importance.

· Use good judgment in decision-making. Anything that would/may be perceived as questionable or inappropriate should be avoided. The well-being of persons served will be considered our primary priority when evaluating such behavior, erring on the side of caution for the people we serve.

· Participate in making the quality of work better. Suggest improvements to your supervisor. Help others learn correct procedures. Be open to new ideas and methods. Maintain current knowledge in your area of skill and expertise, and strive to improve your own work. Demonstrate a commitment to exceptional quality in the work you produce as well as the work produced by the people we serve. 

· Report to work on time as scheduled. You should be at your work assignment ready to begin work at scheduled starting times. Observe break times appropriately.

· Make efficient use of your time at work. Establish priorities with your supervisor and use your time wisely.

· Know your job and do it well. Make sure you know what is expected of you. Whether you’re serving Individuals or performing work at a contract site, do your best and meet the expectations of your supervisor and our customers.

·  Communicate effectively. Be open, honest, and truthful with yourself and others. Talk to your supervisor. Ask questions. Provide complete, accurate and timely reporting. Give your supervisor pertinent information, stating the facts without concealment or exaggeration.

· Maintain confidentiality. Keep information concerning those we serve or co‑workers confidential.

· Maintain professionalism.  Behavior and language with all employees and the public should portray a professional image. Maintain a safe, clean and professional working environment; conduct personal business during non-working time; be free of intoxicating or illegal substances on the job or on RVI business; and always remain fit for duty. Follow all proper department and agency rules, policies and procedures.
· Maintain an appropriate appearance. Make sure clothing is clean and you are neatly groomed. It is important to portray a positive image.

· Know the structure, philosophy, and purpose of the organization. Know how you fit into the structure and purpose of the organization. Maintain and pro mote its philosophy.

· Treat co-workers in a manner consistent with the Positive Culture Commitment (see Positive Culture Commitment, Attachment 8). Demonstrate kindness and respect and offer assistance whenever required or requested. Avoid words and actions that might diminish a positive workplace, such as gossip, destructive criticism, or unwelcome interference.
POSITIVE CULTURE COMMITMENT

STATEMENT OF POSITIVE CULTURE

The staff of RVI believes that embracing and sustaining a positive work environment enhances the quality in which we fulfill our mission. We believe the way we treat each other (positively or negatively) reflects on the service we provide and, in turn, emotionally and physically affects the people we serve.

STANDARDS OF STAFF BEHAVIOR

Conduct and actions that demonstrate one’s contribution to RVI’s positive culture may include:

Treats fellow staff members with dignity and respect;

Acknowledges one another in a pleasant manner

Shows kindness toward one another, not only to the people we serve

Offers support and understanding (not judgment) when a coworker is experiencing challenges, builds trust

Appreciates skills and creativity of others

Consistent frame of mind

Can be relied upon

Communicates to let others know what we need, to pass on ideas, and to accomplish tasks through listening and responding:

Listens with an open mind

Responds clearly and honestly

Focuses on the “big picture” by recognizing that contributing to RVI’s positive culture will enhance the level of service provided to the people we serve and our customers;

Contributes to and participates on the team, accepts responsibility for their role. A team is needed when something requires more than one person’s personal ability;

Delivers quality services in spite of personal issues;

Demonstrates a grateful, appreciative attitude; and

Personality characteristics include: Genuine, Intuitive, Creative, Happy, Mellow.

STRATEGIES

Strategies to promote, encourage, enforce, and reinforce Positive Behavior among staff may include:

Recognize that noise is a part of our work environment; some days louder than others; offering Individuals a variety of activities may help.

When working with an Individual who has behavioral issues, the most important action you can take is to meet their needs to prevent and minimize negative behaviors.

Relieve stress caused by lack of work or too much work and budget issues by implementing techniques shared by others, learned at trainings, or make an appointment with the Employee Assistance Program (EAP).

Recognize that communication is a two-way avenue between all employees of RVI. Taking time to explain an idea, change, or situation is only one part of it. Asking questions can help you fully understand the conversation.  In addition, engage listening as a skill. 

We must try to be adaptable to Individual, customer, and situational changes.


Sometimes other people around us are negative. Ways we can handle this might include: continue to be a good role model, ask the person why he/she is being negative, refer him/her to HR who will try to get to the bottom of the situation, possibly resulting in a referral to the EAP. 

POSITIVE CULTURE COMMITTEE

Committee Goal:   To develop a culture of Positive Behavior at Riverview Industries.

The idea of the Positive Culture Commitment arose from the concept that there cannot be two levels of service – to say that we treat the people we serve with the utmost respect and kindness and then turn to our fellow staff members and treat them poorly is contradictory to our standard of excellence. The thought process is that this behavior should be addressed not only by RVI Leadership, but by the true leaders of positive behavior among staff – thus the Positive Culture Committee. The committee was asked to develop the concept into a statement of commitment, standards of behavior, and strategies.

The makeup of the Positive Culture Committee is seven to ten staff who have proven to co-workers and leadership they are positive influences on their co-workers, good team members, and have been recognized as such. The committee members are selected based on the following factors:

The number of peer nominations for Staff Member of the Month

Leadership Team selection for Staff Member of the Month

Performance Evaluation scores for the sections “Customer Service and Teamwork” and “Attitude”

Meet one time per week during the month of January to complete initial work

Select member of committee to assist Executive Director in presenting the Positive Behavior culture to staff and new hires during orientation

Continue to review standards, policy, and strategy regarding Staff Positive Behavior to ensure continued growth of our Positive Behavior culture

Conduct annual review of committee participation in February

1.14 CONFIDENTIALITY

Each person who is a recipient of services of RVI has the right to confidentiality of information that is known about, obtained about or received on behalf of that individual.  Staff has a legal and ethical responsibility to maintain the events of an individual served by RVI in confidence.

Staffers will, to the best of their ability, ensure confidentiality and privacy with regard to history, records and discussions about the people we serve.  The very fact that an individual is served by RVI must be kept private or confidential; disclosure can be made only under specified conditions, which are described below, for reasons relating to law enforcement and fulfillment of our mission.  This means that staff shall not disclose any information about a person, including the fact that he or she is or is not served by our organization, to anyone outside of this organization unless authorized by the Executive Director or other authorized personnel.  The principle of confidentiality must be maintained in all programs, departments, functions and activities. (See Form 1B and 1C.) 

Exceptions to this include any investigative authority as provided by law, members of the Individual’s team as approved by the guardian or Individual, law enforcement authorities, judicial entities, Children's Services or a legally appointed guardian.

· No information requested by someone outside the nonprofit will be given over the telephone.  Staff is instructed to respond with the statement:  “RVI policy does not permit me to give out this information.”  That includes whether or not a person is or has been served by RVI.

· Release-of-information forms will be explained and completed in the presence of the person about whom any information may be released, before it is released.

· No information about individuals or records will be released to state, federal or other agencies that enable the identification of any person by name, address, Social Security number or other coding procedures.

· If records are inspected by an outside agency, the individual(s) who inspect the records must be specifically authorized to do so by the Executive Director.  The taking of notes, copying of records or removal of records is specifically prohibited in such cases.

· Staff will not discuss any individual's record with unauthorized individuals, whether on or off duty.  All staffers are required to sign a confidentiality acknowledgment stating their responsibility and commitment in regard to Individual information.

1.19 BEHAVIOR SUPPORT 

RVI recognizes that the purpose of behavior support is to support and assist individuals receiving services to manage their own behaviors to promote the growth, development and independence of those individuals and promote individual choice in daily decision-making, emphasizing self-determination and self-management. Staff is required to understand and follow approved Behavior Support plans for individuals receiving services. Appropriate staff will be trained and documented by the plan author or Service and Support Administrator prior to plan implementation. 

In accordance with the rule addressing Behavior Supports of the Ohio Administrative Code, and the policies and procedures of OCBDD, this will be accomplished in such a way as to provide the supports and services needed for individuals with challenging behavior to achieve the greatest level of independent functioning, self-determination and community integration possible, while providing adequate safeguards and supervision to ensure that the health, welfare, due process, and civil and human rights are adequately protected. The intent is to eliminate the unnecessary use of and need for restraint, time-out and other restrictive, aversive or coercive interventions by increasing the quantity and quality of positive behavior supports for individuals with challenging behavior. 

RVI is committed to promoting a climate for behavior support that is characterized by:

· Interactions and speech that reflect respect, dignity, and a positive regard for the individual; 

· Interactions which are appropriate for the age of the individual.  

· The setting of acceptable behavioral standards for staff. 

· Staff speech that is even-toned, made in positive and personal terms

· Conversations with the individual rather than about the individual while in the individual's presence.

· Respect for the individual's privacy by not discussing the individual with someone who has no right to the information. 
· The use of people-first language instead of referring to the individual by trait, behavior, or disability.

· Specifying and ensuring training for all persons employed by a provider who are responsible for implementing plans.

To this end, please refer to the BEHAVIOR SUPPORT STRATEGIES THAT INCLUDE RESTRICTIVE MEASURES POLICY (Attachment 6).

1.20 CONFLICT OF INTERESTS 

RVI expects the primary interest of staff members to be the people we serve.  A conflict of interest occurs when the interests of a staffer or another outside party actually or potentially affect the nonprofit in a negative way.

OUTSIDE BUSINESS INTERESTS—Staffers may have outside business interests and outside employment so long as these do not interfere with job performance, policies, objectives and operations of RVI.  Staffers may not earn profit from outside employment or business interests that directly results from affiliation with RVI. 
GIFTS, GRATUITIES— Staff members shall not barter (trade) with Individuals under any circumstances.  Any employee verified to be bartering with an Individual shall be immediately terminated from employment.

It is not a practice of RVI to promote or condone their employees to accept gifts from vendors, Individuals or contracted service providers.  Gifts may be considered payment in exchange for services and are discouraged.  
PERSONAL BELIEFS—RVI recognizes that its staffers may hold a wide range of personal beliefs, values and commitments.  These beliefs, values and commitments are a conflict of interest only when (1) they prevent staffers from fulfilling their job responsibilities, (2) staffers attempt to use the RVI's time and facilities for furthering them, or (3) staffers continue attempting to convince others of their personal beliefs after they have been asked to stop.

1.21 INDIVIDUAL FUNDS ADMINISTRATION

With regard to RVI’s residential provider services, it is our primary purpose to protect and care for the rights of the people we serve, specifically as those rights relate to Individual funds administration. RVI will provide a consistent system that allows Individuals to become as fiscally independent as possible and to ensure accurate record-keeping, Individual’s use of money for his/her own benefit, and opportunities for Individuals to participate in their fiscal decision making. Any shopping outing that will result in expenditures exceeding $100 must have the prior approval of the manager.

Procedure for Handling Individuals Served Financials

Staff will count each individual’s money at the start of their shift and initial on the ledger that it was done.

Staff will check in each individual checkbook and match the checkbook to the ledger at the beginning of their shift and initial that it was done.

When an individual makes a purchase staff will help them make the purchase and also get a receipt . Staff will come home with the receipt and record it in the ledger and put the receipt in the envelope attached to the ledger. If the individual did not get a receipt staff will write one out from the receipt book that is at each home. 

Staff will help the individual pay their bills. When a bill comes staff will determine if it is a house bill that needs to be split between each person in the house or if it is an individual bill.

If it is a house bill staff will split it evenly between each person. Staff will then help the individual’s write a check to the appropriate business. Staff will make copies of the bill so each person will have a receipt. Staff will then record it in the check register and also the ledger.

 If the bill is determined to be an individual bill the staff will help the individual write the check record it in the check register and the ledger and attach the bill as the receipt. 

At the end of the month staff will attach all the receipts to the ledgers and put up to file. They will make out new ledger pages to start the next month.

1.23 ACCEPTABLE USE OF THE INTERNET

Internet access is now available to staff members of RVI. Staff members have access to:


• e‑mail (electronic mail)


• Internet


• discussion groups 

Use of the internet is for nonprofit business only, and RVI may monitor employees' use of the internet to ensure that it is being used for the stated purpose only. 

In addition, it is expected that all staff members using the internet will abide by these rules:

1. Users must respect the privacy of others. Users shall not intentionally obtain copies of or modify files, passwords, or data that belong to anyone else. Users should not represent themselves as someone else by using another's account. No one should forward material without prior consent.

2. Users must respect the legal protection provided by copyright license to programs, books, articles, and data.

3. Users must respect the integrity of computing systems. For example, no one should develop programs that harass other users or attempt to infiltrate a computer or computing system.

4. No advertising for profit or campaigns for political office are allowed.

5. Use of RVI's network for games is not considered acceptable.

6. Users must respect the rights of others and not use language that is abusive, profane, or sexually offensive.

7. E‑mail is not guaranteed to be private. Messages dealing with illegal activities may be reported to the appropriate authority.

8. Users must exercise care in protecting their passwords. Any abuse of a staff member's account by someone else is the staff member's responsibility. Staff members who believe that someone else may have their password should immediately change it and report the problem to the system administrator.

9. Users must abide by all existing federal and state laws regarding electronic communication. This includes, but is not limited to, accessing information without authorization, giving passwords out, or causing a system to malfunction.

Access to the internet is a privilege. Anyone found using access in a way deemed inappropriate will be denied privileges and may be subjected to disciplinary action, including termination. All guidelines listed above will apply to laptops and/or netbooks issued to Residential homes or staff.

Social Media

This policy governs the publication of and commentary on social media by employees of RVI. For the purposes of this policy, social media means any facility for online publication and commentary, including but not limited to: blogs, wikis, and social networking sites (Facebook, LinkedIn, Twitter, MySpace, Flickr, and YouTube). This policy is in addition to and complements any existing or future policies regarding the use of technology, computers, e-mail and the internet.
RVI employees are free to publish or comment via social media in accordance with this policy. RVI employees are subject to this policy to the extent they identify themselves as a RVI employee (other than as an incidental mention of place of employment in a personal blog on topics unrelated to RVI). This policy applies to all uses of social media by RVI employees, especially those whose position with RVI would be well-known within the community.

Publication and commentary on social media carries similar obligations to any other kind of publication or commentary.

All uses of social media must follow the same ethical standards that RVI employees must otherwise follow.

Employees who choose to discuss or identify RVI as their employer must respect all confidentiality issues as addressed within the Confidentiality Agreement signed upon hire and contained within this manual. Confidential information includes things such as: details of current projects, strategic planning, financial information, research, and trade secrets and any/all information with regard to the people we serve. We must respect the wishes of our corporate customers regarding the confidentiality of current projects. We must also be mindful of the competitiveness of our industry.

With regard to your discussions or identifications of RVI, do not say anything that is dishonest, untrue, or misleading. Consider the content of what you publish carefully.

It is critical that you show proper respect for the laws governing copyright and fair use or fair dealing of copyrighted material owned by others, including RVI own copyrights and brands. 

The public in general, and RVI's employees and customers, reflect a diverse set of customs, values and points of view. Don't say anything contradictory or in conflict with the RVI website. When discussing or identifying RVI in your postings, use your best judgment and be sure to make it clear that the views and opinions expressed are yours alone and do not represent the official views of RVI. Customers, partners or suppliers should not be cited or obviously referenced without their approval. Never identify a customer, partner or supplier by name without permission and never discuss confidential details of a customer engagement. It is acceptable to discuss general details about kinds of projects and to use non-identifying pseudonyms for a customer (e.g., Customer 123) so long as the information provided does not violate any non-disclosure agreements that may be in place with the customer or make it easy for someone to identify the customer. Your blog is not the place to "conduct business" with a customer. If you see misrepresentations made about RVI in the media, mention to RVI management is appreciated.

Many social media users include a prominent disclaimer saying who they work for, but that they're not speaking officially. This is good practice and is encouraged, but don't count on it to avoid trouble - it may not have much legal effect.
Policy violations will be subject to disciplinary action, up to and including termination for cause.
1.24 CHANGE OF PERSONAL INFORMATION

Any time a staff member's personal status changes, he or she must report the change to the Office Manager in charge of payroll administration. A form, Change of Personal Information, is provided for this purpose. (Form 1F.)

1.26 DRUG-FREE WORKPLACE 

Illegal drugs, misuse of over the counter or prescription medications and use of alcohol to the extent that it impairs work performance in the work place are a danger to us all.  They impair safety and health, promote crime, lower productivity and quality, and undermine public confidence in the work we do.  We cannot tolerate the illegal use of drugs.  Under the Federal Drug-Free Work Place Act, in order for this agency to be considered a "responsible source" for the award of federal contracts and to serve Individuals to the best of our abilities, we have developed the following policy.

Any location at which RVI conducts its business is declared a drug- and alcohol-free work place.  This means:

•
Narcotics (heroin, morphine, etc.)



•
Cannabis (marijuana, hashish)

•
Stimulants (cocaine, diet pills, etc.)

•
Depressant (tranquilizers)

•
Hallucinogens (PCP, LSD, "designer drugs", etc.)

•
Alcohol (in any form)

Any employee violating the above policy is subject to discipline, up to and including termination. More specific information and instructions on our Drug-Free Workplace are detailed in Attachment 7.

1.27 NONPROFIT TRANSPORTATION  (11/2012)
This policy affects any individual who may drive a nonprofit vehicle or personal vehicle to do business for the nonprofit, attend meetings in other places, or provide transportation to individuals served.
Use of Company Vehicle
Authorized staff are expected to use nonprofit vehicles when conducting nonprofit business.  Vehicles will only be authorized for use for company business.  
Any employee using the vehicle for personal business or conducting personal business while driving a company car on company time shall be subject to disciplinary action up to and including termination from employment.

Use of Personal Vehicle for Company Business

If there is no RVI vehicle available, and the staffer has prior approval of the appropriate supervisor, in accordance with RVI driving requirements, personal vehicles may be used for company business and receive reimbursement. Mileage will be paid at a rate established by the IRS (Form D).

A listing of our insurance carrier can be obtained by contacting your immediate supervisor.

Driving Requirements

To be eligible to drive a vehicle owned by RVI or use a personal vehicle for company business,  personnel must:

· Be employed or approved by RVI

· Be at least 18 years of age

· Have a current valid Ohio Driver's license that covers the type of vehicle they are assigned to drive

· Comply with and meet the requirements of the rules and regulations of service provision
Additionally, the following are required or apply:

· Driver’s Abstract (may be required annually or at least every three years) at the employee’s expense.
· Annual proof of valid liability insurance. 
· Meet the requirements of a physical examination if required by service provision.

· Adherence to all Ohio driving laws and rules.

· A revoked or suspended driver’s license, or six or more points on the employee’s license will result in driving suspension, and possible termination if the job classification requires the staffer to drive.  
· Report revoked or suspended driver’s license, or six or more points to supervisor in writing immediately. 

· 
· Moving violations or accidents while conducting company business must be immediately reported to your supervisor.  

· Employees are responsible for reporting any accidents
· ,  no matter how minor, involving an RVI or personal vehicle while conducting company business, to the police before leaving the scene of the accident.

· Should an employee receive a ticket for violation of Ohio driving laws, the payment of the ticket shall be the responsibility of the employee.

· All drivers and passengers are required to wear seat belts.

· 
· The use of tobacco is not permitted in any RVI owned or operated vehicles; and not in the presence of individuals.
· No vehicle is to be returned with less than a half tank of fuel.  Any gasoline credit cards that might be assigned shall be the responsibility of the person to whom the card is assigned.  Lost or stolen cards should be reported immediately.  Gasoline cards shall be the responsibility of the employee and misuse will result in termination as well as referral for criminal prosecution.

· 
· 
· Report any addition of points (whether personal or on business) to the employee's license to their immediate supervisor
· Any use of electronic devices, including cell phones and laptop computers while operating a company vehicle, including talking, text messaging, checking messages, etc. are NOT PERMITTED
· Leaving trash in the vehicle is not permitted.
· Completion of pre-trip checklist or any other required documentation/forms. 
Any violation of the above will result in disciplinary action up to and including termination. 











1. 
2. 
3. 
4. 
5. 

Revocation of Driving Privileges and Termination of Employment

The following offenses shall result in revocation of driving privileges and possible termination of employment:

1. Consuming, alcohol, substances or prescribed medication that might impair driving prior to or during the operation of a vehicle owned by RVI or personal vehicle on behalf of RVI. This also includes times when the employee is not on duty but is driving a company owned vehicle.

2. 
3. DUI or reckless operation while on duty.  Using alcohol or drugs while driving a vehicle or having a vehicle in your charge.

4. Six (6) or more points, revoked, or suspended driver’s license.
5. Use of an agency credit card in any vehicle other than for the assigned purpose as stated earlier or falsifying reimbursement records.  This may also result in criminal prosecution.

6. 
7. Jeopardizing the safety and well-being of passengers, other drivers and/or Individuals while driving a vehicle owned by RVI or while on business for RVI.
8. Failure to provide annual proof of valid liability insurance upon request.


Usage Logs & Pre-Trip Checklist

A Vehicle Usage Log and Pre-Trip Checklist will be in each vehicle. Each time a company vehicle is used, the employee will complete these logs. Grant vehicles have a separate form required by the state. Accurate documentation is essential to our continued participation in the grant program. Failure to accurately complete logs (for both grant and non-grant vehicles) on a timely basis may result in disciplinary action. 

Safety Equipment/Maintenance  

Designated safety equipment shall be available on all vehicles.  The equipment shall include, but not be limited to: 

1. Fire Extinguisher


7. Jumper Cables


2. First Aid kit



8. Tire Iron


3. Communication


9. Jack


4. Blanket



10. Ice Scraper


5. Emergency Medical Files

11. Flashlight


6. Reflective Triangles



All safety equipment shall be secured or stored in a safe manner.  The Department Manager shall be responsible for regular vehicle checks to insure all equipment is available in working order.  The Department Manager shall also be responsible to complete regular maintenance checklists and schedule the vehicles for work done as needed and to perform or contract for any training that might be required by drivers.

Staff driving the vehicles is responsible to report anything that might be considered unusual relevant to the operation of a vehicle.

Vehicle Accidents
In the event of an accident with a nonprofit vehicle:

·  Stop as near to the scene as is safely practical, avoid blocking traffic, and otherwise minimize potential danger to others.

·  If qualified, administer necessary emergency first aid if no emergency medical personnel are available.

·  Notify police or ensure notification of police has been made.

·  Provide and obtain identification and insurance information to and from all involved parties.

·  Cooperate with police and emergency medical personnel.

·  Avoid admitting guilt or offering any settlements.

·  Obtain names and addresses of witnesses.

·  Notify your supervisor immediately.

· Provide RVI with copies of all documentation issued by law enforcement

1.28 OUTSIDE EMPLOYMENT OF STAFFERS

Under no circumstances shall an employee have other employment which conflicts with the policies, objectives and operations of RVI.  Employment "conflicts", under this policy, are defined as impairment of the employee's ability to perform the duties of his or her position with RVI.  Two common employment conflicts that may arise are:

a. Time Conflict - Defined as when the working hours required of a "secondary job" directly conflict with the scheduled working hours of an employee's job with RVI; or when the demands of a secondary job prohibit adequate rest, thereby adversely affecting the quality standard of the employee's job performance with RVI.

b. Interest Conflict - Defined as when an employee engages in outside employment which tends to compromise his or her judgment, actions and/or job performance with RVI or which compromises  RVI’s reputation in the community.

Full-time employment with RVI shall be considered the employee's primary occupation, taking precedence over all other occupations.  "Outside" employment, or “moonlighting", shall be a concern to the Executive Director only if it adversely affects the employee’s job performance with RVI or constitutes a conflict of interest.

Should the Executive Director feel that an employee's outside employment is adversely affecting the employee's job performance, the Executive Director may request that the employee refrain from such activity.  Any conflict, policy infraction, or other specific offense which is the direct result of an employee's participation in outside employment shall be disciplined in accordance with the policies set forth in this manual.  Staff members who are on medical or family leave may not engage in outside employment during the time of their leave. 


A staff member who sustains an injury or illness in connection with off‑duty employment will not:

1. Be entitled to receive workers' compensation benefits provided by RVI

2. Accrue credit for vacation, sick leave, or any other discretionary employment benefits during a period of absence resulting from such injury or illness

3. Be entitled to the normal contribution by the nonprofit toward health care benefit premiums during a period of absence resulting from such injury or illness beyond FMLA entitlement

In those cases where an off‑duty, employment‑related injury or illness results in a staff member's temporary disability, the staff member must either request and obtain a leave of absence without pay, request and use accrued paid time off whereby items 2 and 3 above would not apply, or be subject to termination by the nonprofit due to lack of availability of work.

A staff member's authorization to engage in off‑duty employment may be revoked at any time and at the sole discretion of the nonprofit where it is determined that it is in the best interest of the nonprofit to do so.
 


Occasionally, a staff member may request to work part time in addition to his or her regular job, in some other capacity at this organization.  Permission to do so will be given in accordance with this policy on outside employment.  In such cases, the US Department of Labor, Wage and Hour Division has established guidelines that require hourly employees to be paid overtime for hours worked in excess of 40 per week, regardless of position or department.

1.29 PERMISSION TO LEAVE DURING WORK HOURS

Staff members are not permitted to leave their worksite during their working hours without permission. Leave must be arranged properly with the department supervisor in advance. Unexcused leave is cause for dismissal.

1.30 PERSONAL APPEARANCE
As representatives of RVI, staff is expected to exhibit a neat, well-groomed appearance. Shirts, pants/shorts, socks and shoes are to be worn at all times. All work clothes are to be clean and in good condition and presenting a positive, professional image. All employees of RVI are strongly encouraged to dress for safety and in good taste at all times. For this reason, the following guidelines shall apply:

· Dresses, skirts and shorts shall not be shorter than 4 inches above the knee

· Shorts may only be worn by Workshop employees and attendees from May 1 through October 1.

· Open back, halter tops or midriffs are not permitted

· No tight or restrictive clothing. Clothing such as “skinny jeans” and leggings may be worn with a professional-looking top that is at least fingertip length. 

· Cut-off shorts will not be permitted. No cut up t-shirts.

· No tank tops (any shirt with less than 3 inch wide shoulder straps) 

· No Graphic tees with inappropriate phrases or advertisements for tobacco products and/or alcoholic beverages

· Clothing that may be considered revealing or provocative is inappropriate and will not be permitted (including lowcut, back or midriff baring tops or pants)

· Open toe shoes or sandals may not be worn in Habilitation areas or on the Production Floor (*defined as any area that is designated or used for production work, not to include marked walkways)

· Staffers shall not wear dangling earrings (those which hang below the earlobe) when working with Individuals or on the Production Floor 
· Clothing with holes or rips is not permitted
· At no time should undergarments be visible, through or around other clothing.  

· No sweatpants, running pants, workout clothing, spandex, yoga pants or pajama pants.

Employees may be afforded exceptions to this policy when such attire is appropriate for the activity being conducted (exercise, swimming, etc.), and should utilize good judgment and consider professionalism at all times. Swimwear should be modest at all times; bikinis are not allowed. Additionally, more restrictive guidelines may be placed on employees working off-site when the individual, site, or home requires and will be communicated individually.

Rubber or skid resistant shoe bottoms are required for all employees working on the Production Floor as defined above* (Steel-toed shoes may be required for certain jobs).
Special safety equipment may be required by law or by RVI. This may include eye protection, hearing protection, foot protection and/or gloves. 
In addition to the above listed general restrictions and requirements, proper attire for operation of power equipment, for safety reasons, include the following: 

· Safety glasses at all times

· No loose clothing

· Long hair pulled back from face and secured

· No large rings or ornate jewelry (i.e. bracelets, necklaces)

· Earplugs and facemasks are available at all times

Businesses with which RVI contracts may dictate standards for acceptable attire at their sites and it is expected that RVI employees abide by any such standards.

If the Executive Director or her designee decides that a staffer is in violation of any part of this policy, the staffer will be asked to change.  If the staffer has to leave the premises to do so, he/she will be required to clock out.

1.31 PERSONAL PROPERTY
Staffers who bring personal belongings to the office to decorate their workspaces and common areas, or to facilitate their work, must ensure that such items are prominently marked to prove ownership.  If an article has been found, it is to be given to the front office immediately for safekeeping.

If an article has been lost, notify your immediate supervisor.

Any expensive jewelry or other items of value are strongly discouraged in the workplace, and any large sums of money should be left at home.

RVI will not be responsible for non-essential items that may be lost, stolen, or damaged. 

Theft of property belonging to the company or other employee is cause for immediate termination.

When the direct physical action of a Individual results in damage to, or the destruction of, personal articles owned by staff of RVI that are being used in the scope and course of their duties, and when reasonable care has been shown by staff, then RVI will reimburse the staff member for the reasonable cost of repair or the actual cash value of the item (cost less depreciation) upon approval by the Executive Director. Reimbursement for eyeglasses will not exceed $250, twice per year.  Employees should not wear jewelry or other non-essential items of substantial value, or take items to work that have no functional use at the specific job site.  RVI will not reimburse employees for such items if damaged or stolen.

1.34 SMOKING / SMOKELESS TOBACCO / E-CIGARETTES

This policy refers to the use of tobacco in any form, as well as the use of related products/substances such as electronic cigarettes, etc., hereon referred to as “smoking.” 

RVI offers a smoke-free work environment.  Smoking is permitted only in designated areas. Staff members should see their supervisor for approved designated smoking areas. Smokers are responsible for keeping the area clean and free of smoking debris. 

Smoking in the presence of non-smoking persons served is not permitted. 

Smoking in company vehicles is not permitted.

Violation of this policy will result in disciplinary action up to and including termination.

Employees working at other sites shall adhere to the rules established by the entity. 

Residential staff should use good judgment in deciding when and where it is appropriate to take smoking breaks. Smoking in Individual’s residences is not permitted and Individuals should not be left unattended. Additionally, smokers are responsible for cleaning up any mess left behind. Failure to do so will result in suspension of smoking privileges.

Staff members are not permitted to chew smokeless tobacco while in work areas and should not leave bottles/cans in areas where Individuals could have access. Staff is expected to respect good housekeeping at all sites.

1.35 SOLICITATION AND DISTRIBUTION

No employee shall be permitted to solicit or distribute literature of any kind during the actual working time of the employee(s) soliciting, or the actual working time of the employee(s) being solicited.  This does not include recognized breaks and lunch period.  However, at no time may any employee(s) solicit or distribute material or literature of an illegal nature, or that by its distribution or by employees participating, constitutes a form of gambling.  Any person who distributes non-RVI program material and literature is responsible for its accuracy and content.

Persons who are not employees may not solicit or distribute literature or material for any purpose on RVI occupied property, in any working areas, or in any non-working area that is restricted to employees only.  There shall be no solicitation or distribution of literature or material of any kind at any time by any person(s) in lobbies, waiting rooms, or public parking lots that are a part of RVI occupied property, or any other public service areas of RVI occupied premises.

This policy is vital to our efficiency and productivity, and is also critical to on-going working relationships and continuing goodwill with the public we serve.

Any employee(s) who violates any position of this policy shall be subject to employee counseling and disciplinary action, up to and including discharge.

Distribution of literature by means of RVI facilities, including mailboxes, bulletin boards, walls and tables, shall be limited to official RVI information and material pertinent thereto, unless expressly approved by the Executive Director in advance.

1.37 TELEPHONE USE
Telephones are an important resource to the operation of RVI. Therefore, it is important to keep the lines free of personal calls. Such calls, both incoming and outgoing, are discouraged and should be limited to break times, not only for business reasons, but because the service we provide to individuals suffers when attention is drawn away due to personal matters. Personal use of telephones for long-distance calls by staffers at RVI is not permitted, except in the case of emergency and with permission from their supervisor. Employees should also limit the use of personal cell phones and other electronic devices such as iPads, walkie-talkies, etc., to break times. Staffers are not permitted to use cell phones while supervising or providing direct care to Individuals, or while driving company vehicles or any vehicle to transport Individuals. This includes text messaging or web surfing. Additionally, telephones belonging to Individuals served are not to be used by staff. Apparent abuse of this policy will result in disciplinary action.

Company Cell Phones

RVI provides cell phones for staff members in positions that require frequent travel or time away from the worksite.

Use is restricted to agency‑related business calls. Staff members who are issued cellular telephones for business use are responsible for the proper care of the telephone, including reporting the need for repair if not functioning properly; general maintenance; battery charging; and protection from theft, damage, and abuse.

Those staff members not issued, but who have reason to use, a cellular telephone may request one from the Business Office for short‑time use. Reasons for checking out a phone may include, but are not limited to: short outings with persons served in the local area; traveling to a conference/workshop; other training classes; and meetings and other related activities. The cell phone must be checked out when needed and returned on the designated return date; employees are not permitted to take company phones home overnight without prior approval from the Department Manager. The staff member is subject to all of the rules and guidelines presented above.

1.38 TIME CLOCK 

Staff members are required to use electronic time keeping software on site, or timesheets as directed by the supervisor. Employees are not permitted to punch-in earlier than seven minutes prior to the start of their shift without permission from the supervisor. Likewise, employees are required to be punched-out by seven minutes after their shift ends unless permission for overtime has been granted.

If a staff member forgets to punch-in or out, he/she should report to the supervisor immediately and in writing to have the time corrected. Frequent or intentional failure to punch-in or out could result in discipline. 

Misuse of the time clock or purposely punching in/out for another staff member is considered a serious violation of policy that could result in termination.

1.39 TRAVEL

Report all expenses such as meals, lodging, travel to and from the destination, and car rentals on an Expense Reimbursement Form (Form E).  Mileage on personal vehicles will be reimbursed at the rate established by the IRS (Form D)
Use company vehicle when possible.  Buy only the type of gasoline recommended in the car manufacturer's specifications. Use only your personal identification number (PIN) when using an RVI gas card.

Do not go over the allowance without the manager’s permission. 
Expenses that have been identified for reimbursement must be accompanied by a dated receipt and must be submitted within 30 days. 

Staff Expense Reimbursement with Individuals Served

Staff who accompany individuals to out-of-home meals and activities during the course of their work duties will be reimbursed for the costs of these meals and activities by RVI. Expenses must occur as a result of providing services in accordance with each individual’s I.S.P.  Expenses must be reasonable, documented and submitted according to acceptable procedures. Normally, these procedures include providing receipts for each expense item and submitting a completed Expense Sheet to your supervisor by the end of the month in which they occurred.

Ceilings considered relative to meals should be consistent with the following ranges:


Breakfast
No more than $5.00.


Lunch

No more than $7.00.


Dinner

No more than $10.00.

Tips are not reimbursed per the policy. A maximum of one meal will be compensated per shift worked. Snacks and light refreshments are not covered. Meals at fast food restaurants are only covered if you dine inside the restaurant with the individual you serve.

Ceilings considered relative to activity and recreational feed:

Cost of more than $15.00 per activity need to be approved by your supervisor prior to the expenditure.

Mileage incurred during the regular course of your duties , as consistent with each individual’s I.S.P, will be reimbursed to you at the rate set forth by the IRS(changes periodically). Mileage is only reimbursable when the client is with you in your personal vehicle or you are traveling between client homes.

1.42 USE OF NONPROFIT PROPERTY
Staff members will not directly or indirectly use or allow the use of property, equipment or supplies belonging to the nonprofit or located on the nonprofit premises for any purpose other than nonprofit business, unless special permission is obtained from the Executive Director.  Furthermore, no staff member shall willfully alter, mutilate, abuse or waste any property, equipment or supplies belonging to the nonprofit or located on nonprofit property.  The improper, careless, negligent, destructive or unsafe use or operation of equipment or vehicles can result in disciplinary action, up to and including termination.

If, in the course of normal business use, a staffer notices that any equipment, machines, tools or vehicles appear to be damaged, defective or in need of repair, he or she should notify the supervisor in writing as soon as possible.  Prompt reporting of damages, defects and the need for repairs could prevent deterioration of equipment and possible injury to staffers or the people we serve.

1.43 VISITORS
Visitors are not permitted at Residential sites without express permission from the manager prior to the visitors’ arrival.

3.4 AT-WILL STATEMENT
The staff member understands that any employment at RVI is at-will and of indefinite duration, and that either the staffer or the nonprofit may terminate employment at any time, with or without notice and for any or no reason.  No agreement to the contrary will be recognized unless such an agreement is in writing and signed by the Executive Director.

3.10 WORK SCHEDULES

Work hours are determined in consideration of workloads, service to individuals, and other factors. RVI will establish the workweek and work hours as the work environment necessitates. It is the responsibility of staff to obtain their schedule as soon as it is available from the Department Manager, no less than three days before the new week.

3.11 OVERTIME
RVI recognizes that overtime is sometimes required. Overtime is the actual hours worked exceeding 40 hours in a workweek.  

Nonexempt staffers who work overtime, with the supervisor's approval, will be paid overtime in accordance with State and Federal wage and hour laws.

Paid time for holidays, sick leave, vacation, calamity days, jury duty, or any other paid benefit does not count as actual work hours for overtime purposes.

All employees eligible for overtime will be compensated at one and one half times their base rate of pay for actual hours worked in excess of forty hours during one workweek.

All actual hours worked in excess of 40 hours (considered “overtime”) in a given workweek must be approved by the Department Manager or immediate supervisor.
When a nonexempt employee works at two different rates, overtime will be paid at the rate of the job working while overtime was earned.

Scheduled overtime that is subsequently canceled for any reason shall not entitle the employee to overtime compensation.

Exempt employees are not entitled to overtime pay.

Exempt employees generally include those whose positions are professional, administrative or executive in nature and have been designated as overtime exempt.  These positions must be salaried and meet the duties and requirements spelled out by the FLSA. For a more detailed explanation, refer to the U.S. Department of Labor: Fair Labor Standards Act.

3.19 STAFFER FINANCIAL AFFAIRS

Staff members are cautioned that RVI does not condone, or assume any liability for, the practice of lending or borrowing money, or anything of monetary or personal value, between staff members. Staff members who voluntarily participate in such activity, or create these obligations, do so at their own risk and should not let these arrangements interfere with their work.

3.20 MEAL & WORK BREAK PERIODS

Meal - Food and beverages should not be consumed in front of Individuals who are not eating/drinking.

Staff members will be paid for meal breaks, as they are usually required to assist Individuals with their meal. 

Employees must have permission from their supervisor to leave the site during a break time and may be required to clock out.

Breaks – Breaks for staff will be allowed throughout the shift. Realizing the need to have some personal time, breaks will be allowed when possible. Excessive breaks or those exceeding two 15-minute breaks may result in disciplinary action. Break times should be used for conducting personal business, making personal phone calls, or for snacking.

Regular work breaks should not be expected in work situations where there are “built‑in work breaks” due to downtime or idle periods during the work shift. Staff members on break are expected to return to their work areas in cases of emergencies. Failure to do so will result in appropriate disciplinary action.

4.2 PAID TIME OFF - PTO
              

RVI believes that adequate time must be provided to employees annually for rest and relaxation. For this reason, all employees are encouraged to take their full allotment of paid time off each year.  Unpaid leave cannot be taken until available paid leave is exhausted.

For Full-time employees, PTO shall be issued, based on standard hours for the position, in January of each year as follows:
· For new employees, one week of PTO will be prorated the first year of employment and will be available for use after a 90-day probationary period. 

· PTO time will be prorated the first year of employment. The prorated amount will be issued and available for use as soon as January of that first year of employment. 

· After one full year of service, every full-time employee will be issued three weeks of paid PTO, annually in January for the first five years of service.  

· Four weeks paid PTO will be granted to every full-time employee upon completion of five years of employment. 

· Five weeks paid PTO will be granted to every full-time employee upon completion of ten years of employment. 

· Six weeks paid PTO will be granted to every full-time employee upon completion of fifteen years of employment.

For Regular Part-time employees, PTO time will be prorated for the first year of employment, available for use in January. The prorated amount awarded for the first year will be calculated based on the average hours for the weeks of service completed. Regular part-time employees who have completed one (1) full year of service will receive one (1) week of paid PTO annually awarded in January. The number of hours will be based on the average number of hours.
Unused PTO may be “banked” and/or “cashed out” under the following guidelines:

· No more than two weeks of PTO may be banked at any point in time. 

· Unused PTO as of December 31st in excess of 2 weeks, including the banked amount, will be automatically “cashed out” at the rate of 80% of the cash value in January.  

· Any amount of the banked PTO can be cashed out at 80% throughout the year by notifying the Business Manager. Current PTO cannot be cashed out during the year awarded.

PTO used by an employee is considered non-work time for purposes of calculating overtime pay.

Requests for PTO time shall be submitted to your immediate supervisor on the appropriate leave request form (Form 4A) or via the electronic timekeeping process at least five (5) days, and not more than six (6) months, prior to the requested date. For scheduling purposes, employees working outside the workshop should make every effort to submit PTO requests at least two (2) weeks prior to the requested date. PTO may be used for call-offs, however, the employee is subject to the attendance policy. 

Every effort will be made to accommodate the employee’s request but there may be an occasion when the request cannot be granted due to a scheduling conflict. When that occurs, PTO will be granted on a first-come, first-serve basis, if at all.  PTO requests will, whenever possible, be granted or denied within seven (7) days of the request or by at least seven (7) days prior to the requested date.

PTO pay will be included in the employee’s paycheck for the pay period in which it is used.  

Upon separation, only eligible hours will be paid (earned and awarded); accrued hours that have not yet been awarded are not eligible. 
4.3 HOLIDAYS

Full-time employees should refer to the annual Holiday/Bonus Calendar for a list of all paid holidays, bonus days, and staff in-service days on which the Workshop will be closed. 

Regular Part Time Employee Holidays

We recognize the value of part-time employees and want to provide them with opportunities for days off with pay. Employees who are classified as Regular Part-Time will be awarded some limited paid benefits as outlined below. Temporary Part-Time, or seasonal employees, will not be eligible for these benefits.

Two (2) scheduled paid holidays

· Thanksgiving Day

· Christmas Day

One (1) floating paid holiday

Administration of Holidays and Bonus Days

Holidays and Bonus days will be paid up to eight hours to employees who fulfill the requirements.  

To be eligible for holiday pay, employees must, both, be on active pay status and may not call off the full scheduled workday before and after the holiday. Active pay status includes scheduled paid time off, bereavement, and jury duty; and does not include calling off. Employees who are not on active pay status, do not work their entire scheduled shift, or call off the workday before and after the holiday would not receive holiday pay. 

Not all places of employment observe the same holidays as RVI. Therefore, employees may be expected to work holidays according to the policies of each particular employment site. Employees who fulfill the requirements will receive their regular pay for hours worked in addition to Holiday/ Bonus pay.

Weekend Holidays

When the following holidays fall on weekends, employees (full-time or part-time on active pay status and do not call off the full scheduled workday before and after the holiday) will be paid a rate twice their regular rate of pay (double time), in lieu of Holiday Pay, for any hours worked on that day:

· Easter

· Independence Day (4th of July)

· Christmas Eve

· Christmas Day

· New Year’s Day 
4.7 WORKERS’ COMPENSATION 
Staffers are protected under the state workers' compensation law against loss of income due to injury or death that occurs during work activities.  The nonprofit pays Workers' Compensation insurance premiums in order to insure this coverage.  Staffers must report all job-related accidents, injuries and illnesses immediately upon experiencing symptoms or within 24 hours (see Form 4C).  The state insurance fund will determine the benefits, if any, the staffer is entitled to.

Guidelines for administering Workers’ Compensation are set forth below:
a.  
Should an employee be injured during the course of employment, the employee shall immediately notify his/her supervisor and shall complete an injury form.  This report shall be completed, regardless of the apparent seriousness of the injury, and regardless of whether medical attention is required.  Such report shall be signed by the department manager following an investigation of the injury/accident and forwarded within 24 hours to the Human Resources Manager.

b.  
Should an employee's injury require medical attention, the injured employee shall notify the attending physician that the injury occurred during the course of employment.  Workers’ Compensation claim forms shall then be completed by the attending physician and the injured employee and forwarded to the Human Resources Manager for certification.  The employee must also schedule an appointment with the HR Manager to complete internal paperwork associated with the injury and claim within 24 hours of medical treatment or as soon as medically possible.

c.
Upon approval by the Bureau of Workers’ Compensation, a claim number will be assigned and mailed to the injured employee.  

d. The Human Resources Manager must be advised and continually updated if an employee continues to be absent due to a work-related injury.  Employees are responsible for providing a physician's statement identifying the nature of the disabling condition and the projected date of return. Physicians’ statements must be current and updated regularly and on time. Failure to provide a current physician’s statement may result in the employee being sent home without pay until such statement is obtained.    


e. Employees should make every effort to schedule medical appointments before or after work. If this is not possible, medical appointments scheduled during work time for work-related injuries will be paid up to 2 hours, provided the employee works on the day of the appointment (before and/or after the appointment). Prior approval must be obtained from the HR Manager for such time to be paid. Failure to obtain approval in advance will result in such time being unpaid.

f.  
An injured employee may elect to use accrued leave time prior to receiving payments from Workers' Compensation.  Employees are prohibited, however, from receiving payment while simultaneously receiving payment from Workers' Compensation. The employer may, at the discretion of the HR Manager, elect to offer Wage Continuation benefits to the injured worker in lieu of Workers’ Compensation benefits.

g.
Employees receiving treatment for work-place injuries are required to submit to a post-accident drug and alcohol test per the Drug Free Workplace policy. Failure or refusal to test will be grounds for termination. Details available in Attachment 7.

4.9 LEAVE WITHOUT PAY

RVI provides five (5) full days of unpaid leave to all full time employees. Part time employees are granted up to 32 hours of unpaid leave, dependent upon the regularly scheduled hours. Any employee using more than five days of leave without pay shall be subject to disciplinary action up to and including termination from employment, unless the employee is FMLA qualified or on an approved extended medical leave of absence without pay.

All available paid leave including, but not limited to, vacation and sick leave, must be exhausted before taking unpaid time off. 

Requests for unpaid time must be requested and will be handled in the same manner as sick or vacation time for approval. Employees who exceed their allowed unpaid time will be subject to discipline up to and including termination. 

Approved Extended Medical Leave of Absence without Pay: When an employee has exhausted all benefits under the Family & Medical Leave Act, or is otherwise ineligible because of years/hours of service, he or she may be eligible for an extended leave of absence without pay. Such extensions require a physician’s statement, like that which is required under the FMLA leave and must be submitted to the HR Manager for determination. Extended leaves will be granted at the discretion of the Executive Director and will follow the same guidelines for updating medical documentation of an FMLA leave. This includes the conditions for returning to work at the conclusion of the leave. Employees must provide a physician’s release to return to work. Failure to return to work with a release will be cause to send the employee home on further unpaid leave of absence until the release is obtained. RVI may request and obtain verification of the circumstances surrounding any use of sick leave – paid or unpaid.

4.11 On-Call procedure & pay structure
Some employees may be required to be on-call for specific reasons. Those employees designated as “On-Call” will be required to adhere to the specific guidelines associated with each contract. Those employees will be provided with a contract-specific Procedure & Pay Structure outline, detailing such elements as premium, response time restrictions, schedule, etc. 

Such employees will be entitled to On-Call pay, as outlined in the contract-specific Procedure & Pay Structure. 

While on-call, employees will be expected to be work-ready (free of intoxicants or other performance altering substances) and available to respond (childcare available, transportation readily available, etc) within the listed Response Time Restrictions. Employees who are not work-ready and available to respond or who fail to adhere to the contract-specific procedures will be subject to discipline as outlined in RVI policy 5.2 Discipline Philosophy. Discipline may be issued progressively or, depending on the severity of the offense, may result in immediate dismissal. 
5.2 DISCIPLINARY PHILOSOPHY

RVI uses progressive discipline to ensure staff compliance with performance standards, ethics and conduct.  Discipline should be viewed as constructive in nature, designed to improve the performances and behaviors of employees so that incidents do not occur.  It should be viewed as a means to ensure the safety and well-being of employees as well as persons served.  When informal attempts to correct the problem have failed, an employee’s supervisor will resort to formal disciplinary processes.  If a supervisor finds it necessary to use formal disciplinary measures, it is intended that the discipline be administered fairly, without prejudice and only for cause.

Disciplinary actions are of several levels, including verbal and written warnings, disciplinary probation, suspension and termination.  The frequency and/or severity of misconduct will determine which level of disciplinary action is required.

Progressive discipline is not required for all offenses.  RVI reserves the right to terminate staffers for commission of serious infractions, regardless of progressive discipline guidelines or counseling (see Form 5C). All disciplinary processes, including warnings, periods of probation, suspensions, and terminations will be coordinated and overseen by the Human Resources Manager. 

5.3 WARNINGS
Documentation of both verbal and written warnings will be signed by the supervisor and the staffer, and kept in the staffer's personnel file.  If a staffer refuses to sign, the supervisor will have a witness sign that the warning was discussed with the employee and a copy of the discipline was offered to him or her.  The staffer's signature indicates receipt of the document, not necessarily agreement with it.  Refusal to sign a disciplinary warning does not make it invalid. The witness will note the refusal and the warning will be placed in the employee’s permanent personnel file. This document should include identification of the date, violation, indication of necessary improvement and information concerning further disciplinary action that could result from failure to show improvement. (See Form 5B)

5.4 DISCIPLINARY PROBATION

A staffer may be placed on disciplinary probation by the supervisor in order to allow the staffer to show improvement on the problem(s) specified at the time of probation. The disciplinary probation period begins when the staffer is provided with a signed, written document which:


1)
Identifies the problem(s);


2)
Indicates the necessary improvement;


3)
Specifies length of probation period;


4)
Informs the staffer of further disciplinary action which could result from failure to show satisfactory improvement within the specified probation period.

5.5 SUSPENSION

In rare situations and under exceptional circumstances, the Executive Director may suspend a staffer for disciplinary reasons without pay.  A staffer who is suspended will be given written notice of the reasons for the action, and a copy will be made a part of the staffer's personnel record.

Staffers can be suspended for incidents that merit termination if the staffer's participation is suspected, but unclear.  Under these circumstances, the Executive Director or the designee can suspend the staffer with pay while an investigation is conducted.

Supervisors will meet formally with suspended staffers upon their return to work and will clearly and specifically define the improvements in job-related behaviors required as a condition of the staffer's continued employment.  This meeting will be documented and records of it submitted to the Executive Director.  A copy of the suspension records will also be added to the staffer's personnel file. 

5.6 DISMISSAL

Dismissal occurs when other disciplinary action has failed to achieve improvement or when the staffer commits a serious offense.  In most cases, the staffer has been properly counseled in writing concerning any deficiencies in performance, given sufficient time to correct these deficiencies, and informed that failure to correct them may result in termination (Form 5C). However, some offenses warrant immediate dismissal. These include but are not limited to:

1) Theft—including, but not limited to, the removal of company property or the property of another staffer or person served from the job site without prior authorization.

2) Drugs/Alcohol—possession, use, sale, purchase or distribution on nonprofit property of alcohol or any illegal drugs or unlawfully possessed legal drugs; also reporting to work after having ingested alcohol or illegal drugs or unlawfully possessed legal drugs, in a condition that adversely affects the staffer's ability to safely and effectively perform his or her job functions, or which would threaten the safety of other staffers.

3) Knowingly clocking in or out for another staffer or soliciting such conduct from another employee.

4) Falsifying or altering company records or documents or knowingly and willfully submitting false statements or information.
5) Sabotaging or willfully damaging nonprofit equipment or the property of other staffers.

6) Abandonment of job – walking off the job without supervisor permission.

7) Insubordination involving, but not limited to, contempt, defaming, assaulting or threatening to assault a supervisor, and refusing to carry out the order of a supervisor.
8) Threatening, fighting, or provoking a fight with any person on company premises.

9) Absence for three consecutive working days without notice to the company, in which event the offending staffer will be deemed to have quit voluntarily.

10) Sleeping on the job (other than working an approved sleep shift)

11)  Working for another employer while on leave of absence without written consent of the nonprofit.

12) Carrying concealed weapons on company property, on any RVI job site or residence, or during work hours.

13) Substantiated allegations of Individuals’ Rights Violations or any alleged inappropriate behavior that is sexual in nature

14) One incident of no call/no show for those staff working outside the workshop (reference policy 5.12 E)

5.8 RESIGNATION

Staffers who voluntarily resign from their positions at the nonprofit are asked to give at least two weeks notice, in writing, of their intent to resign.  The letter should give the staff member's reasons for resigning and be signed by the staff member. The letter should be dated and give the staff member's last day of employment. At the option of the nonprofit, such staffers may be instructed to discontinue work immediately, if such notice is unnecessary. 
5.12 ATTENDANCE 

The regular attendance of each employee is vital to the effectiveness of the organization. Services to customers are most effective when performed with the continuity provided by regular employees as opposed to substitutes. RVI expects every employee to report to work promptly and ready to begin at the start of the scheduled shift. Exceptions will be permitted as outlined and allowed below. 

Employees are encouraged to schedule routine medical/dental appointments and other personal business during non-working hours. When this is not possible, employees will be required to use a paid benefit or unpaid hours for the time missed. Any employee found to be doing personal business during working hours without taking the appropriate time off will be subject to discipline up to and including termination of employment.

A. Tardiness

Employees are to be on time and ready for work according to the schedule. Any employee who is tardy for work should report to his/her supervisor immediately upon arriving at work. Patterns of tardiness or excessive tardiness will result in disciplinary action. Time missed due to tardiness will be unpaid unless paid benefits are available and employees will not be permitted to “make up their time.” 

B. Excessive Absenteeism

Frequent absences are detrimental to the organization and could subject the employee to discipline. Absences (those absences not covered by FMLA or scheduled vacation days, bereavement, jury duty, etc.) will be monitored by the management team for consideration as excessive. Excessive absenteeism will result in discipline up to and including termination. Due to the nature of our business, a rule of thumb is three call-offs in one month.

Any employee missing 3 or more consecutive days due to illness will be required to provide a doctor’s excuse prior to returning to work. Further, a doctor’s excuse can be required for absences of less than 3 days if the employee is on unpaid leave or if the periods of illness are frequent or suspicious in nature. Failure to provide a doctor’s excuse will result in the employee being sent home, without pay, until a slip is provided, as well as discipline being issued for failure to follow company policy.

C. Calling Off

Staff employees working inside the Residential Department are required to speak to their supervisor at least 3 hours prior to the start of their scheduled shift if they will be absent. If the supervisor is not available, employees can leave a message with the receptionist or, as a last resort, a detailed message can be left on the supervisor’s voicemail, indicating name and reason for absence. Calls received less than 3 hours prior to start of shift will be considered a Late Call-off and could also result in discipline. 

Staff employees working outside the workshop are required to speak to their department manager at least 3 hours prior to the start of the scheduled shift to report an absence. The nature of these positions requires that more time be available for making alternative arrangements for Individuals, customers, business associates, etc. Calls received less than 3 hours before the start of shift will be considered a Late Call-off and could result in disciplinary action.

Failure to call to report an absence from work will be considered a No Call/No Show and will result in discipline. 

If you are aware of an absence in advance of your scheduled shift, please let your supervisor know ASAP to assist in arranging a replacement if necessary. 
D. No Call/No Show

Failure to call to report an absence from work is an unexcused absence, defined as a No Call/No Show (NCNS). A NCNS is also defined by the following:

1. An employee does not call to report off work prior to the start of his/her shift and does not report to work.

2. An employee calls to say he/she will be late and then does not report to work.

3. An employee, without communicating with his/her manager, reports to work one or more hours after the start of his/her shift.

For staff employees working inside the workshop, discipline will be issued according to the following: 1st offense – Final Written Warning; 2nd offense – termination. 

Those employees working outside the workshop will be subject to discipline as follows: 1st offense – termination. Failure to provide management with notice of an employee’s absence could negatively impact Individuals, customers and contracts, as well as the company’s reputation within the community. The greater demands placed on these employees is a direct result of the greater reliance on these employees to be present and perform. Consideration may be granted when the employee’s absence did not impact an Individual or contract. Such consideration will only be given at the discretion of the Executive Director and would result in a Final Written Warning. This consideration will only be granted once. Any future incidents, regardless of impact on Individuals and/or contracts will result in termination. 

E. Trading Shifts

Due to the nature of our services and recognition of the need for flexibility in order to ensure coverage , RVI allows staff to trade (may also be termed as swap or switch) shifts with another staff within certain parameters. 

· Staff must notify their supervisor and obtain approval for all shift trades within the specified timeframes of the ABSENTEEISM POLICY with no exceptions.

· Under no circumstance may a staff trading or picking up a shift incur overtime without supervisor approval. If the event will result in overtime for either party, it is the responsibility of the staff who will incur the overtime to obtain approval from the supervisor or decline the shift at the time the arrangement is being discussed. 

· Trades must be completed within a schedule cycle. For example, Staff A may work for Staff B this Wednesday and Staff B will work for Staff A next Wednesday. 

· Staff picking up the shift must have appropriate training.

· If staff arrange a trade or a replacement for a call off, staff giving up the shift must notify their supervisor of the arrangement and the replacement must clear any overtime issues with their supervisor. This must occur within the allowed timeframe for calling off, otherwise, the staff originally scheduled may be subject to terms of a Late Call-off which could result in discipline. Even if there is no trade, the originally scheduled staff will not have to use leave time as long as the arrangement is complete within the appropriate timeframes. 

· Three or more trades initiated by a single staff in a schedule cycle are indicative of an availability issue and will be subject to review for a schedule change. This could possibly result in reduced hours for staff because scheduling is based on the needs of individuals served. 

Any violation of this policy may result in disciplinary action, up to and including, termination.

5.13 FIREARMS/WEAPONS

The possession of firearms or other dangerous weapons by employees of RVI in the workplace is strictly forbidden. Any employee found to possess such items while on nonprofit property, any RVI job site or residence, or during working hours will be subject to immediate termination.

Reports of employees having possession of a firearm or weapon as prohibited above will result in calling of law enforcement and any applicable and lawful search of person and possessions.

6.1  SAFETY, HEALTH & WELFARE 
It is the goal of RVI to have practices and policies in place that promote the safety and well-being of staff and people served by our organization. 

This section contains emergency procedures and policies utilized by RVI for program services which have been developed to:

· provide all employees and persons served with the information necessary to handle emergency situations in a safe and consistent manner

· provide a reference manual that will guide reactions in case of an emergency or the provision of first aid treatment

· insure the provision of a safe, well-organized environment

· promote safe medically-related practices

All employees are responsible to know this information and respond accordingly. Information should be disseminated to new employees and reviewed at least every two years. If there is a question about the information contained herein, please bring it to the attention of your supervisor.

Since RVI strives to ensure a safe workplace, it will be the responsibility of each staff member and Individuals served to adhere to the following general safety practices:

· Work according to good safety practices as posted, instructed and discussed.

· Refrain from any unsafe act that might endanger oneself, the people we serve or co-workers.

· Personal Appearance Standards have been developed to ensure that safety standards are maintained to prevent injury.  (See Policy 1.10)

· Use all safety devices (safety glasses, earplugs, facemasks…) provided for his or her protection.

· Refrain from using radio/headsets, and wearing loose clothing and large, ornate jewelry while operating power equipment. Long hair should be pulled back and secured.  

· Report any unsafe situation or acts immediately to the supervisor.

· Assume his or her share of the responsibility for thoughtless or deliberate acts that cause injury to oneself, co-workers or those we serve.  Scuffling, fighting, running, throwing things and other unruly behavior is not permitted at any time.  Weapons or potentially dangerous items of any kind are not permitted at any time on the premises or in vehicles.

Failure to comply with safety requirements could result in immediate dismissal.

6.2 INCIDENT/ACCIDENT/OCCURRENCE REPORTING

An incident, accident or occurrence may include, but not be limited to:

1.
Injury to an employee, Individual or a member of the general public

2.
Accident with a vehicle (Policy 1.28)

3.
Behavior incident 

4.
An observation by the employee that might affect the Individual

5.
Health issue e.g. undocumented illness, bruises or marks

6.
Safety violations

7.
A violation of the rights of people served by the company

8. Incidents with the general public

RVI follows the policy of OCBDD for reporting an unusual incident regarding an Individual.  Using professional, concise language and proper grammar, Incident reports must be entered into the CareTracker system or legibly written in ink (pencils are not acceptable) (Form 6A). Incidents must be reported within twenty-four hours of the occurrence, preferably by the end-of-shift or at the start of the following workday. Incidents occurring after hours must be reported to the Department Manager, who will report the incident to the RVI Habilitation Manager and/or the SSA on-call.

Employees must be aware of the importance of writing incident reports and their value to supervisors and/or Service & Support Administration. Failure to write an incident report shall result in disciplinary action.

6.3 EMERGENCY CLOSINGS

CLOSED – Employees working outside the workshop are still expected to report to work as scheduled. Any inability to report must be handled as a call-off. If schedules are not covered voluntarily, the Department Manager may be required to mandate employees to report, utilizing a seniority based process.

6.10  ADMINISTRATION OF MEDICATIONS

Staff

If a staff member is on medication prescribed by a physician that may affect his or her job performance, the staff member shall immediately inform his or her supervisor upon reporting for work.

At no time should a staff member on medication endanger Individuals in his or her care, i.e., through impaired vision, reasoning, driving coordination, etc.

When taking prescribed or OTC medication, the staff member must take precautions to keep medicine inaccessible to anyone else, preferably in a locked or secured location.

Individuals Served

Individuals requiring medication, including over-the-counter medication, while at RVI must have a written physician order which includes:

Name of medication

Dosage

Times to be taken

Duration of medication

Also needed is parent or guardian’s and the Individual’s written permission.  Medicine containers must have an affixed pharmacy label including the following information:

Individual’s name

Dosage

Medication name

Time & Administration

Possible side effects should be listed in the Individual’s emergency medical form.

Medication shall be stored in a secure location and removed by designated persons.

Individuals may dispense their own medication as indicated in the ISP; otherwise, the site Nurse will dispense medications.

No medication will be given to Individuals without a written doctor’s order.  

Individuals are not allowed to give any of their prescription or non-prescription drugs (including aspirin) to other Individuals.

It is the responsibility of the Individual, parent, guardian, or provider agency to provide medication and information requested above.  A list of all current prescriptions will be provided to the site Nurse.  This information is needed for medical emergency situations.

When necessary, the site Nurse will notify the Individual, parent, guardian, or provider through written communication or over the telephone when the med is getting low, defined depending on the individual.

The site Nurse will notify the Service & Support Administrator and the OCBDD Medical Coordinator when no medication has been sent in time for the next [dosage], again defined depending on the individual.

At the point the dosage is missed, the site Nurse will write an Unusual Incident Report, following OCBDD UIR procedures.

Nursing Delegation

All nursing activities at RVI Workshop and Residential will be in accordance with the Ohio Board of Nursing Ohio Administrative Code 4723-13-1 through 4723-13-7 and the DODD Ohio Administrative Code 5123.41 to 5123.47 and 5123-2- 6, which addresses Medication Administration by Unlicensed DD Personnel.

Nursing delegation means the process established in rules adopted by the Ohio Board of Nursing pursuant to Chapter 4723 of the Revised Code which a registered nurse or licensed practical nurse acting at the direction of a registered nurse transfers the performance of a particular nursing activity or task to another person who is not otherwise authorized to perform the activity or task.  5123.41 of the DODD Ohio Revised Code.

Applicable Staff: Staff members required to complete and maintain Certification 1-Medication Administration and Health- Related Activities training include: Personal Service Attendants, Residential Direct Care Staff, Residential Team Leaders, and workshop supervisors as identified by management.

Training: Training for Certification 1- Medication Administration and Health-Related Activities consists of 14-hour course offered by a DODD certified RN trainer. The 4-hour Certification 2 class- Tube Feeding and Medication Administration via Tube and 4-hour Certification 3 class are also made available for those staff deemed necessary to complete their job responsibilities. Certification 3- Subcutaneous Insulin Injection is for residential staff only.

Annual Requirements:  All certified staff are required to complete additional training each year to maintain their certification. Certification 1 requires a 2-hour continuing education class with skill review demonstration. Certification 2 and 3 require a 1-hour continuing education class with skill review demonstration. Training will be provided by RVI. If a staff member does not attend his/her renewal class, he/she is responsible to attend a class at his/her own expense. Staff who do not complete his/her renewal by their anniversary date, will be unable to give medications or perform health-related activities until they have taken a renewal class. If the staff member does not complete the renewal training in 60 days, he/she will have to complete the 14-hour class for Certification 1 or 4-hour class for Certification 2 or 3 again at their own expense.

Individual Specific training: RVI Workshop-After training and certification, staff members will then have Individual specific training (IST) to be able to perform these activities of Certification 1 or 2 under direction of the RN or the license practical nurse with the direction of the RN. These activities at the workshop are WITH nursing delegation. This training should be updated and reviewed annually.

Residential Setting of 5 individuals or less- After training and certification, staff members will them have individual specific training (IST) to be able to perform Certification 1 and 2 WITHOUT nursing delegation under the direction of employer. Certification 3- Subcutaneous Insulin Injection in the residential setting of 5 individuals or less will only be WITH nursing delegation. This training should be updated and reviewed annually.

Medication Errors: In addition to the specific responsibilities outlined by the RN, delegate nurses are required to document and report any and all medication errors within 24 hours. Medication errors are defined as: (1) error in the administration of the medication, (2) loss of a medication, (3) error in dispensing of medication, or (4) failure to document dispensing of medication (charting; this also includes the improper charting of medication that was dispensed). A medication error may include dispensing medication to the wrong person, via the wrong route, at the wrong time, or dispensing the wrong medication to the right person, or at the wrong dosage.

Documentation & Charting: Delegate nurses are responsible for charting any and all medication they dispense. A delegate nurse should never chart medications dispensed by another delegate nurse.  The following are approved abbreviations that may be used in documenting on the Med Administration Report (MAR):

X – means the individual is not scheduled to be at home, or at the workshop, and there is no need to write on the MAR’s back sheet or incident report

A – means the individual is absent and there is no need to write on the MAR’s back sheet or incident report

WH – means “withheld” for a specific reason; reason should be documented on the MAR’s back sheet and an incident report should be written, in addition to notifying the nurse

R – means “refused” medication; the reason for refusal should be documented on the MAR’s back sheet and an incident report should be written, in addition to notifying the nurse

D/C – means medication has been “discontinued” for a specific reason; nurse should be notified but an incident report is unnecessary

Adverse Drug Reactions: Delegate nurses are also responsible for documenting any adverse drug reactions, even when no medication error has occurred. An adverse drug reaction occurs when the person receiving the medication has an unintended reaction to a drug when no error occurred in the administration of the medication. Upon discovering an adverse drug reaction, employees will notify the nurse immediately and follow any instructions given as to the actions that will be taken. The individual’s physician may be contacted, the individual may need to be taken to the emergency room, or 911 may be called.

Consequences for Medication Errors: Medication errors will result in disciplinary consequences for a delegate nurse in accordance with existing disciplinary policies.   Additionally, the following chart outlines the consequences for a delegate nurse when a medication errors occurs, considering the seriousness of the error in relation to its level of consequence. Errors that are caught in advance of any negative impact may still be treated as an error at the discretion of the staff RN. 
	Frequency 

of Error (during 60-day period)
	Med Error with 

NO IMPACT
	MILD IMPACT / REACTION
	SERIOUS IMPACT / MEDICAL EMERGENCY

	1x
	RN Consultation (documented)
	RN Consultation (documented)
	RN & HR Consultation & probation of DN duties

	2x
	HR Consultation
	Verbal Warning
	Written Warning & Suspension of DN duties

	3x
	Verbal Warning
	Written Warning & Probation of DN duties
	Final Written Warning & Termination of DN Duties; termination of employment (if position requires DN)

	4x
	Written Warning & Probation of DN duties
	Final Written Warning & Suspension of DN duties
	NA

	More than 4x
	Suspension of DN duties
	Termination of DN Duties & possible termination of employment (if position requires DN)
	NA


Ohio Administrative Code regulations permit the company RN to revoke Delegated Nurse certification regardless of discipline that has been issued or not issued [OAC 5123:2-6-03 (C)(9)] based on performance that raises health and safety concerns.

6.15  SAFETY FOR OFF-SITE PERSONNEL

Should there be a threatening situation in the community, the following procedures should be followed:

1) Immediately leave the home or area assisting clients and children to safety, as possible. Call 911 if situation demands police intervention.

2) Do not attempt to intervene or take any personal action.  Allow the police to handle the situation.

3) Notify the Department Manager and/or Executive Director, or designee, as soon as possible.

4) The Department Manager and/or Executive Director or designee will determine if circumstances dictate a closure of the case or termination of the site.

5) Department Manager will notify the RVI Habilitation Manager or the SSA on-call for determination of an Unusual Incident.

Employee Expectations Contract

Each staffer’s performance and conduct are critical to the safeguarding of Individuals' rights, providing a quality work environment for all employees and the health of the Program.  Therefore, the following is a basic statement of what is expected of me.  I understand it is meant to be illustrative in nature and should not be considered all-inclusive.

Supervisors are obligated to maintain standards in both performance and conduct of their assigned staff.  When standards are not met, supervisors have the discretion to recommend disciplinary action to reflect the seriousness of offenses, harmful impact upon the program and/or participants and other circumstances.

As a staff member of RVI, I agree to the following:

· I will safeguard Individuals and their rights. I will be aware of and report incidents, and/or any suspected violation of the rights of the people we serve.

· I will be courteous. I will be friendly, helpful, and supportive. I will use a person's name and use such phrases as “please,” “thank I,” and “may I help I?” whenever appropriate.

·    I will promote team spirit.  I will work together and cooperate in an effort to promote quality services and enhance staff relationships. I will help fellow staff members perform their work, share responsibilities, and recognize the achievements of others.

·    I will anticipate and meet the needs of those we serve. I will be observant; and be aware of and react to the individual's needs. I understand the dignity of those we serve is of primary importance.

·    I will use good judgment in decision-making. I will avoid anything that would/may be perceived as questionable or inappropriate. I understand the well-being of persons served will be considered the primary priority when evaluating such behavior, erring on the side of caution for the people we serve.

· I will participate in making the quality of work better. I will suggest improvements to my supervisor, help others learn correct procedures, be open to new ideas and methods, maintain current knowledge in my area of skill and expertise, and strive to improve my own work. I will demonstrate a commitment to exceptional quality in the work I produce as well as the work produced by the people we serve. 

· I will report to work on time as scheduled. I will be at my work assignment ready to begin work at scheduled starting times. I will observe break times appropriately.

· I will make efficient use of my time at work. I will establish priorities with my supervisor and use my time wisely.

· I will know my job and do it well. I will make sure I know what is expected of me. Whether I am serving Individuals or performing work at a contract site, do my best and meet the expectations of my supervisor and our customers.

· I will communicate effectively. I will be open, honest, and truthful with myself and others. I will talk to my supervisor, ask questions, provide complete, accurate and timely reporting, and give my supervisor pertinent information, stating the facts without concealment or exaggeration.

· I will maintain confidentiality. I will keep information concerning those we serve or co‑workers confidential.

· I will maintain professionalism.  I will portray a professional image in my behavior and language with all employees and the public. I will maintain a safe, clean and professional working environment; conduct personal business during non-working time; be free of intoxicating or illegal substances on the job or on RVI business; and will always remain fit for duty. I will follow all proper department and agency rules, policies and procedures.
· I will maintain an appropriate appearance. I will make sure clothing is clean and I am neatly groomed. I understand it is important to portray a positive image.

· I will know the structure, philosophy, and purpose of the organization. I will know how I fit into the structure and purpose of the organization. I will maintain and pro mote its philosophy.

· I will treat co-workers in a manner consistent with the Positive Culture Commitment (see Positive Culture Commitment, Attachment 8). I will demonstrate kindness and respect and offer assistance whenever required or requested and will avoid words and actions that might diminish a positive workplace, such as gossip, destructive criticism, or unwelcome interference.

Supervisors are obligated to maintain standards in both performance and conduct of their assigned staff.  When standards are not met, supervisors have the discretion to recommend disciplinary action to reflect the seriousness of offenses, harmful impact upon the program and/or participants and other circumstances.

By signing this contract, I agree that I understand and will abide by the terms and conditions above. I also understand that if I do not fulfill my responsibilities as a staff member, I may jeopardize my employment with RVI. 

___________________________

___________________________


______________

Employee Printed Name


Employee Signature



Date

__________________________

___________________________


______________

Witness Printed Name


Witness Signature



Date
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