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SECTION A

INTRODUCTION

This Manual is designed to acquaint you with our agency-- Camden Co. Senate Bill 40
(d/b/a Camden Co. Developmental Disability Resources), and provide you with
information about working conditions, benefits, and policies affecting your employment.

The information contained in this Manual applies to all employees of Camden Co. Senate
Bill 40. Following the policies described in this Manual is considered a condition of
continued employment. However, nothing in this Manual alters an employee’s status. The
contents of this Manual shall not constitute nor be construed as a promise of employment
or as a contract between Camden Co. Senate Bill 40 and any of its employees; all
employment is at-will and there is no promise of continuing employment. The Manual is a
summary of our policies, which are presented here only as a matter of information.

You are responsible for reading, understanding, and complying with the provisions of this
Manual. Our objective is to provide you with a work environment that is constructive to
both personal and professional growth.

3.1 CHANGES IN POLICY

This Manual supersedes all previous employee manuals and memos that may have been
issued from time to time on subjects covered in this Manual.

However, since the field of developmental disabilities in general and our organization in
particular are subject to change, please note that that the agency has the right to interpret,
change, suspend, cancel, or dispute with or without notice all or any part of these policies,
procedures, and benefits at any time. We will notify all Camden Co. Senate Bill 40
employees of these changes. Changes will be effective on the dates determined by the
Board of Directors, and after those dates all superseded policies will be null and void.

No individual person has the authority to change these policies at any time; this is the
responsibility of the Camden Co. Senate Bill 40 Board of Directors. If you are uncertain
about any policy or procedure, please speak with the Executive Director.

3.2 EMPLOYMENT APPLICATIONS

We rely upon the accuracy of the information contained in each applicant's resume and/or
application form, and the accuracy of other data presented throughout the hiring process
and employment. Please note that all prior employment data, qualifications, certifications
and educational history provided by applicants will be verified. Any misrepresentations,
falsifications, or material omissions in any of this information or data may result in
exclusion of the individual from further consideration for employment or, if the person has
been hired, termination of employment.

4|Page



3.3 EMPLOYMENT RELATIONSHIP
You enter into employment voluntarily, and you are free to resign at any time for any

reason or no reason. Similarly, Camden Co. Senate Bill 40 is free to conclude its
relationship with any employee at any time for any reason or no reason.
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SECTION B
DEFINITIONS OF EMPLOYEE STATUS
3.4 “EMPLOYEES” DEFINED

An “employee” of Camden Co. Senate Bill 40 is a person who has been hired to work
under the control and direction of the agency on a salary or wage basis, and does not
provide services as a part of an independent business.

3.5 EXEMPT

Employees whose positions meet specific criteria established by the Fair Labor Standards
Act (FLSA) and who are exempt from overtime pay requirements.

3.6 NON-EXEMPT

Employees whose positions do not meet “exempt” FLSA criteria and who are paid one
and one-half times their regular rate of pay for hours worked in excess of 40 hours per
normal scheduled work week, 32 hours per week when there is 1 paid holiday during the
scheduled work week, or 24 hours per week when there are 2 paid holidays during the
scheduled work week.

3.7 REGULAR FULL-TIME

Employees who are regularly scheduled to work more than 1500 hours per calendar year
are considered to be regular, full-time employees. All newly hired regular full-time
employees must complete a 90-day probationary period prior to becoming eligible for
certain employee benefits. An employee evaluation will be completed at the end of the first
90 days, and the employee will be eligible for a 3% wage increase if his or her performance
warrants an increase in pay.

3.8 REGULAR PART-TIME

Employees who are regularly scheduled to work less than 1500 hours per calendar year are
considered to be regular, part-time employees. All newly hired regular part-time employees
must complete a 90-day probationary period. An employee evaluation will be completed at
the end of the first 90 days, and the employee will be eligible for a 3% wage increase if his

or her performance warrants an increase in pay.

3.9 TEMPORARY (FULL-TIME or PART-TIME)

Employees who are employed on a short-term basis and/or individuals who are hired as
interim replacements to assist in the completion of a specific project, for paid time off, or
for leave of absence relief. Employment beyond any initially stated period does not in any
way imply a change in employment status. Temporary employees retain that status until
they are notified of a change. They are not eligible for any of the agency’s benefit
programs.
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SECTION C
EMPLOYMENT POLICIES
3.10 NON-DISCRIMINATION

In order to provide equal employment and advancement opportunities to all individuals,
employment decisions at Camden Co. Senate Bill 40 will be based on merit, qualifications,
and abilities. Camden Co. Senate Bill 40 does not discriminate in employment opportunities
or practices because of race, color, religion, sex, national origin, sexual orientation, age,
disability, or veteran status. Camden Co. Senate Bill 40 shall provide diversity training for
all new employees and orientation information with regard to diversity for all new board
members to ensure non-discrimination provisions are met.

Camden Co. Senate Bill 40 will make reasonable accommodations for qualified individuals
with known disabilities unless doing so would result in an undue hardship. This policy
governs all aspects of employment, including selection, job assignment, compensation,
discipline, termination, and access to benefits and training.

Employees can raise concerns and make reports without fear of reprisal, as no retaliation
for doing so will be tolerated. Anyone found to be engaging in unlawful discrimination
may be subject to disciplinary action, up to and including termination of employment.

Camden Co. Senate Bill 40 promotes the recruitment of individuals with disabilities and
family members of persons with disabilities as board members, employees, and volunteers.
The agency also promotes staff participation in community efforts to promote social and
economic opportunities for people with disabilities.

3.11 BACKGROUND SCREENS/CLEARANCE TO WORK

Initial Background Checks/New Employees

All individuals who have been given a conditional offer of employment with Camden Co.
Senate Bill 40 shall undergo the following background screens and testing prior to
commencing work:

e TB Test

e lllegal Drug Screen

e Criminal Records Check/Sex Offender Registry Check (Highway Patrol)

e FBI Fingerprint Check (Highway Patrol-MoVECHS)

e Family Care Safety Registry

e Driving History/ MVR

e Reference Checks

e Verification of prior employment, education, & credentials

e Office of Inspector General (United States Department of Health & Human
Services)

e All new employees must provide proof of the minimum automobile insurance
coverage as required by Missouri statutes for their vehicles/automobiles to be used
during the course of their job requirements or Agency functions. Only those
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vehicles/automobiles covered under an insurance policy may be utilized to perform
job duties or Agency-related functions. Additional verification of insurance
coverage may be needed to assure the best interests of the Agency and its
consumers are protected. Any attempt to falsify insurance coverage shall be
grounds for immediate termination.

Ongoing Backaground Checks of Existing Employees

The following checks shall be performed as needed, but no less than annually or as State
or Federal statutes requires, on all existing employees:

State Criminal Records Check/Sex Offender Registry Check (Highway Patrol)
Family Care Safety Registry

Office of Inspector General (United States Department of Health & Human
Services) Driving History/ MVR

Al existing employees must provide proof of the minimum automobile insurance
coverage as required by Missouri statutes for their vehicles/automobiles to be used
during the course of their job requirements or Agency functions. At the beginning
of each insurance renewal period, the employees must provide proof of insurance
coverage to the Human Resources Officer, immediate supervisor, or Executive
Director for filing in their personnel file. Only those vehicles/automobiles covered
under an insurance policy may be utilized to perform job duties or Agency-related
functions. Failure to provide proof of insurance coverage shall be grounds for
suspension without pay until an insurance policy can be procured by the employee
or immediate termination of employment. Additional verification of insurance
coverage may be needed to assure the best interests of the Agency and its
consumers are protected. Any attempt to falsify insurance coverage shall be
grounds for immediate termination.

TB Test:
The TB test shall only be conducted once for all new employees, which will be at the time of
employment with the Agency. Volunteers or interns who have direct contact with consumers
served by the Camden County Senate Bill 40 Board will be required to have a TB test. For
volunteers and interns, the TB test will be conducted only once, which will be at the time
their service is utilized by the Agency. The TB test must be conducted and results received
either prior to the commencement of work or as soon as possible after employment or
volunteer/internship begins. This may take the form of a mantoux-ppd or TB-tine test. If the
results are positive, the individual must consult a physician and: 1. provide information that a
chest x-ray was taken, and 2. be treated, if recommended by physician. All persons who test
positive for TB shall be restricted from direct contact positions with consumers served by the
Camden Co. Senate Bill 40.

Criminal Records Check:

In accordance with 9 CSR 10-5.190, all new applicants for employment with Camden Co.
Senate Bill 40 shall be required to do the following:

Sign a consent form authorizing a Criminal Record Review/Sex Offender Registry
check with the Missouri Highway Patrol; background check with the Dept. of
Social Services to determine whether the applicant is listed on the Division of
Aging Employment Disqualification List (EDL), the Dept. of Mental Health EDL,
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and child abuse/neglect info. with Dept. of Social Services, using the Family Care
Safety Registry;

e Disclose his/her criminal history, including any conviction or a plea of guilty to a
misdemeanor or a felony charge and any suspended imposition of sentence, any
suspended execution of sentence, or any period of probation and parole.

An additional fingerprint check shall be submitted to the MO Highway Patrol MoVECHS
system to check closed records as well as national (FBI) databases for Records of Arrest
and Prosecution.

All necessary background screens shall be completed before the applicant begins service
with CCDDR or as soon as possible after employment begins.

Applicants for employment shall be disqualified from employment with CCDDR if any
of the following are true:

e Person is listed on the Department of Mental Health Employee Disqualification
Registry;

e Person is listed on the Department of Health and Senior Services (formerly DSS
Division of Aging) Employee Disqualification List;

e Person has been substantiated of child abuse/neglect through Family Support
Division;

e Person has been convicted of or pled guilty or nolo contendere to any crime as
identified in 630.155 RSMo or 630.160 RSMo ;

e Person has been convicted of or pled guilty or nolo contendere to any felony
offense against persons as defined in chapter 565, RSMo; to any felony sexual
offense as defined in chapter 566 RSMo; any felony offense defined in section
568.020, 568.045, 568.050, 568.060, 569.020, 569.025, 569.030, 569.035,
569.040, 569.050, 569.070, or 569.160 RSMo, or of an equivalent offense; or
any violation of subsection 3 of section 198.070, RSMo.;

e Person who has received a suspended imposition of sentence or a suspended
execution of sentence following a plea of guilty to any of the disqualifying
crimes listed above;

e Person is aregistered sex offender;

e Person has been convicted of a felony offense and/or who has received a
suspended imposition of sentence or a suspended execution of sentence
following a plea of guilty of any kind in another state as listed above.

Should CCDDR learn that an existing employee has been convicted of a disqualifying
crime, placed on the DMH or DHSS Employee Disqualification Registry/List, or
substantiated of child abuse/neglect at the time of annual re-screening, the employee shall
have his/her employment with CCDDR terminated.

Illegal Drug Screen:
(See Section 3.41: Substance Abuse)
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Driving Record:

All applicants given a conditional offer of employment shall provide written authorization
to have Camden Co. Senate Bill 40 check their driving history. All applicants must have
an acceptable driving history before being hired. Existing employees must maintain an
acceptable driving record and valid driver’s license.

Reference Checks/Verification of Employment, Education, & Credentials:

All applicants given a conditional offer of employment shall have their prior work
history and educational record verified by Camden Co. Senate Bill 40. Any falsification
of prior work history or educational attainment shall be grounds for not hiring or
termination. All information obtained from employee background screens shall be kept
in the strictest of confidence, and shared only with those entities authorized.

3.12 NEW EMPLOYEE ORIENTATION

Orientation is a formal welcoming process that is designed to make new employees feel
comfortable, informed about the agency, and prepared for their position. At a minimum,
new employee orientation for Camden Co. Senate Bill 40 employees shall include an
overview of the agency's history; an explanation of the core values, vision, and mission of
CCDDR,; safety practices/procedures; agency policies/procedures, and overview of the
Employee Manual.

CCDDR Support Coordination staff and administrative staff, interns, and volunteers as
designated by the Executive Director shall receive training in the following areas within
the first six months of employment or as soon as reasonably possible, with periodic

recertifications/updates as indicated:

e Hipaa/Confidentiality-Initial, and annually thereafter

e Abuse/Neglect-Initial and every 2 years thereafter

e Universal Precautions-Initial and annually thereafter

e CPR/First Aid- Initial and every 2 years thereafter (Per American Heart Assoc.
guidelines)

In addition to the above, all Support Coordination staff shall receive the following
additional training within the first six months of employment or as soon as reasonably
possible, with periodic recertifications/updates as required:

e Level I Medication Aide- Initial with recertification every 2 years

e Training as listed in compliance of the Annual Targeted Case Management
Agreement, Missouri statutes, and Federal statutes

In addition, the new employee will be assisted in the completion of all necessary
paperwork (W-4 forms, etc.).

Employees are presented with all keys and/or procedures needed to navigate within the
office. The employee’s supervisor and/or Human Resources Officer then reviews the job
description with the employee, explains the agency’s evaluation procedures, and helps the
new employee get started on specific functions related to their position. All employees will
sign a statement verifying training and orientation received.
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3.13 PERSONNEL FILES

Employee personnel files shall include, but are not limited to, the following minimum
information: period of employment; job application/resume; job description; signed
agreements w/ employee; records of participation in training events; salary/pay history,
leave time accrued/used; address/phone #; records of disciplinary action and documents
related to employee performance reviews, coaching, and mentoring.

Personnel files are the property of Camden Co. Senate Bill 40, and access to the
information is restricted. Administrative personnel of Camden Co. Senate Bill 40 who
have a legitimate reason to review the file are allowed to do so.

Employees who wish to review their own file should contact the Executive Director, his or
her supervisor, and/or the Human Resources Officer. With reasonable advance notice, the
employee may review his/her personnel file in agency’s office and in the presence of the
Executive Director, his or her supervisor, and/or the Human Resources Officer.

Some employment records may be kept in separate files, such as records relating to medical
conditions and leave, records relating to investigations, and records relating to 1-9
requirements.

3.14 PERSONNEL DATA CHANGES

It is the responsibility of each employee to promptly notify the Executive Director of any
changes in personnel data such as:

Mailing address,

Telephone numbers,

Name and number of dependents, and

Individuals to be contacted in the event of an emergency.

An employee’s personnel data should be accurate and current at all times.
3.15 INCLEMENT WEATHER/EMERGENCY CLOSINGS

At times, emergencies such as severe weather, fires, or power failures can disrupt agency
operations. The decision to close the office will be made by the Executive Director.

When the decision is made to close the office, employees will receive official notification
from the Executive Director.

Time off from scheduled work due to emergency closings will be unpaid for all employees.

Subject to the supervisor’s approval, employees may elect to use paid time off, personal
time, or work from home.

3.16 OUTSIDE EMPLOYMENT

Employees may hold outside jobs in non-related businesses or professions as long as the
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employee meets the performance standards of their job description with Camden Co.
Senate Bill 40. Unless an alternative work schedule has been approved by Camden Co.
Senate Bill 40, employees will be subject to scheduling demands, regardless of any
existing outside work assignments.

Camden Co. Senate Bill 40’s office space, equipment, and materials are not to be used for
outside employment.

3.17 NEPOTISM

It is the policy of Camden Co. Senate Bill 40 that no applications for employment or
positions on the Board of Directors shall be taken from immediate family members

(parent, brother, sister, spouse, child) of any current agency employee or any current
Board member.

3.18 SAFETY

Camden Co. Senate Bill 40 provides information to employees about workplace safety and
health issues through regular internal communication such as:

= Training sessions

» Meetings

= Bulletin board postings

= Memorandums

= Other written communications

Each employee will be trained in the Emergency Action Plan for the Camden Co. Senate
Bill 40 facility, including evacuation procedures and escape routes for emergencies and
natural disasters. Scheduled and unscheduled Tests of the Emergency Action Plans shall

be conducted on a regular, on-going basis. Employees will also be trained in the use of fire
suppression equipment available within the building. Each employee is expected to obey
safety rules and exercise caution and common sense in all work activities. Employees must
immediately report any unsafe conditions to the Executive Director. Employees who violate
safety standards, cause hazardous or dangerous situations, or fail to report, or where
appropriate, remedy such situations, may be subject to disciplinary action including
termination of employment.

In the case of an accident that results in injury, regardless of how insignificant the injury
may appear, employees should notify the Executive Director.

All employees of Camden Co. Senate Bill 40 shall be trained initially and thereafter
according to accepted schedules for re-training in CPR and First Aid, as well as in
Universal Precautions and blood borne pathogens.

3.19 HEALTH-RELATED ISSUES

All employees must notify the Executive Director, Human Resources Officer or their

immediate supervisor if they have a communicable or contagious disease or are otherwise
going to be missing work at the time or in the near future as a result of the condition. If

12|Page



management observes or has a fact-based reason to believe that an employee is having
difficulty performing any of their essential job functions, employees shall be required to
obtain a clearance to work from their doctor, although they are not required to provide a
disclosure of any details with regard to their condition.

3.20 EMPLOYEE REQUIRING MEDICAL ATTENTION

In the event an employee requires medical attention due to an injury sustained on the job,
the employee must report the condition immediately to the Executive Director, Human
Resources Officer, or immediate supervisor and the agency physician must be utilized if
the employee wishes to get medical services paid by the agency. If the injury is a non-
emergency, the employee must complete the Authorization to Obtain Information form
and the Work Comp Authorization for Medical Treatment form. All work comp injuries
must be reported within 24 hours to the Workers Comp insurer. The Executive Director,
Human Resources Officer, or immediate supervisor shall complete the Supervisor
Incident/Injury report form, and get statements from witnesses, if any. Exceptions will be
made in cases where the agency physician is unavailable or it is necessary for the employee
to use the hospital emergency room or EMS. Management will ensure that the medical
provider understands that the injury is a work-related injury, if in fact the injury is directly
related to the employee carrying out his or her job responsibilities. An incident report may
also be required in such cases.

EMS will be called in the event of a life-threatening emergency. Camden Co. Senate Bill
40 employees will not be responsible for transportation of another employee due to
liabilities that may occur.

A physician’s “return to work” notice may be required following injury or illness of an
employee (see Sick Leave section).

3.21 BUILDING SECURITY

All employees who are issued keys to the office are responsible for their safekeeping.
These employees will sign a Building Key Disbursement form upon receiving the key. The
last employee, or a designated employee, who leaves the office at the end of the business
day assumes the responsibility to ensure that all doors are securely locked, and all
appliances and lights are turned off with exception of the lights normally left on for
security purposes.

3.22 INSURANCE ON PERSONAL EFFECTS

All employees should be sure that their own personal insurance policies cover the loss of
anything occasionally left at the office. Camden Co. Senate Bill 40 assumes no risk for any
loss or damage to personal property.

3.23 OFFICE SUPPLIES; EXPENDITURES; OBLIGATING THE COMPANY

Only authorized persons may purchase supplies in the name of Camden Co. Senate Bill 40.

No employee whose regular duties do not include purchasing shall incur any expense on
behalf of Camden Co. Senate Bill 40 or bind Camden Co. Senate Bill 40 by any promise or
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representation without prior approval of the Executive Director.
3.24 MONTHLY EXPENSE REIMBURSEMENT

Expenses incurred by an employee in the course of performing work-related business may
be reimbursed by the agency. All such expenses must have the prior approval of the

Executive Director in order to be reimbursed. Examples include meals, mileage, lodging,
and similar work-related expenses. The employee must submit receipts for all expenses to
be reimbursed, and attach these to the monthly expense forms. Mileage for business- related
travel will be reimbursed at a rate to be set annually by the Camden Co. Senate Bill

40 Board of Directors. Mileage reports obtained from an Internet mapping site (i.e.
MapQuest, Google Maps, Yahoo! Maps, etc.) or pre-determined mileage reports approved
by the Executive Director shall be provided to support miles driven before mileage is
reimbursed. Only business-related expenses shall be reimbursed. As a general rule,
expenses are to be paid monthly in the month following the month in which expenses were
incurred, however expenses may be paid twice monthly on a case by case basis with prior-
approval of the Director.

3.25 PARKING

Employees must park their cars in areas indicated and provided by Camden Co. Senate
Bill 40. As a general rule, employees should park their cars in the N. parking lot, at the
corner of 3 & 5" streets, to allow use of main parking area for Children’s Learning
Center staff and patrons.

3.26 VISITORS IN THE WORKPLACE

To provide for the safety and security of employees, visitors, and the facilities at Camden
Co. Senate Bill 40, and to protect confidentiality of consumer information, only authorized
visitors shall be allowed in the workplace. Restricting unauthorized visitors helps ensure
security, decreases insurance liability, protects confidential consumer information,
safeguards employee welfare, and avoids potential distractions and disturbances.

Restricted areas shall be identified, and there shall be no exceptions without approval of
the Executive Director.

3.27 IMMIGRATION LAW COMPLIANCE

Camden Co. Senate Bill 40 employs only United States citizens and those non-U.S.
citizens authorized to work in the United States in compliance with all applicable
immigration laws. Each new employee, as a condition of employment, must complete
the Employment Eligibility Verification Form 1-9 and present documentation
establishing identity and employment eligibility. Former employees who are rehired
must also complete the form if they have not completed an I-9 with Camden Co. Senate
Bill 40 within the past three years or if their previous I-9 is no longer retained or valid.
Camden Co. Senate Bill 40 shall also comply with provisions of the federal “E-Verify”
program operated by the Department of Homeland Security (DHS) in partnership with
the Social Security Administration (SSA) that allows participating employers to
electronically verify the employment eligibility of their newly hired employees.
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SECTION D
STANDARDS OF CONDUCT

The work rules and standards of conduct for Camden Co. Senate Bill 40 are important,
and the agency regards them seriously. All employees are urged to become familiar with
these rules and standards. In addition, employees are expected to follow the rules and
standards faithfully in doing their own jobs and conducting the agency’s business. Please
note that any employee who deviates from these rules and standards will be subject to
corrective action, up to and including termination of employment.

While not intended to list all the forms of behavior that are considered unacceptable in the
workplace, the following are examples of rule infractions or misconduct that may result in
disciplinary action, including termination of employment.

o Theft or inappropriate removal or possession of agency property;

o Falsification of timekeeping records;

o Working under the influence of alcohol or illegal drugs;

o Unauthorized use or disclosure of confidential consumer Protected Health
Care Information (PHI);

o Abuse or neglect of a consumer or failure to report observed or suspected
consumer abuse/neglect;

o Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in
the workplace;

o Fighting or threatening violence in the workplace;

o Boisterous or disruptive activity in the workplace;

o Negligence or improper conduct leading to damage of company-owned or
consumer-owned property;

o Insubordination or other disrespectful conduct;

o Violation of safety or health rules;

o Smoking inside the office or other designated non-smoking workplace
area;

o Sexual or other unlawful or unwelcome harassment;

o Excessive absenteeism or any absence without notice;

o Unauthorized use of telephones, or other company-owned equipment;

o Using company equipment for purposes other than business;

o Disruptive or negative expressions or comments to consumers, employees,

or the general public that promote disingenuous intentions or creates an
unhealthy, hostile, or unproductive atmosphere;
. Dishonesty;

o Failure to perform job duties or assignments as prescribed or directed;
o Violation of personnel policies; and
o Unsatisfactory performance or conduct.

3.28 ATTENDANCE/PUNCTUALITY

Camden Co. Senate Bill 40 expects that every employee will be regular and punctual in
attendance. This means being in the office, ready to work, at their starting time each day.
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Absenteeism and tardiness places a burden on other employees and on the agency. CCDDR
offers its employees a flexible (FLEX) work schedule. A FLEX schedule is sometimes
necessary to accommodate duties and functions related to consumer and consumer family
needs, Agency-related functions, and employee personal obligations that may conflict with
or extend outside the normal scheduled office hours. FLEX schedules are to be approved
by the immediate supervisor, and the intentions must be clearly communicated when
working under the guidelines of the FLEX schedule. Any

misrepresentation of the intent or purpose of an approved FLEX schedule shall be grounds
for disciplinary action up to and including termination of employment. The Executive
Director may review and reverse all approvals.

If you are unable to report for work for any reason, notify your immediate supervisor
before regular starting time. You are responsible for speaking directly with your
immediate supervisor about your absence. It is not acceptable to leave a message on
voice-mail, except in extreme emergencies. In the case of leaving a voice-mail message, a
follow-up call must be made later that day.

Should excessive tardiness or absenteeism become apparent, disciplinary action may be
required.

When you are unable to work owing to illness or an accident, please notify your
immediate supervisor. This will allow the agency to arrange for temporary coverage of
your duties, and helps other employees to continue work in your absence. If you do not
report for work and the agency is not notified of your status, it will be assumed after two
consecutive days of absence that you have resigned, and you will be removed from the

payroll.

If you become ill while at work or must leave the office for some other reason before the
end of the workday, be sure to inform your immediate supervisor of the situation.

Employees may work from home under specific circumstances. Employees will need to
receive prior approval from their supervisor in order to work from home. Employees will
save all work performed at home on to a CCDDR laptop, a CCDDR USB drive, or other
data storage device deemed acceptable by the Executive Director, all of which will be
password protected. Employees will provide a journal of work performed at home which
includes a description of the activities performed, and the start time and end time for every
activity performed. Employees seeking to have work performed at home credited towards
normal working hours will have to present their CCDDR laptop, CCDDR USB drive,
other data storage device, and their journal of activities to their supervisor for approval.
The Executive Director may review and reverse all approvals.

3.29 HARASSMENT, INCLUDING SEXUAL HARASSMENT

Camden Co. Senate Bill 40 is committed to providing a work environment that is free of
discrimination and unlawful harassment. Actions, words, jokes, or comments based on an
individual’s sex, race, ethnicity, age, religion, or any other legally protected characteristic
will not be tolerated.

Sexual harassment is defined as unwanted physical, verbal, or visual sexual advances,
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requests for sexual favors, or other sexually-oriented conduct which is offensive or
objectionable to the recipient. Examples of sexual harassment include submission to
conduct that is either implicit or explicit in terms of employment (i.e. promotion, training,
hiring, termination, etc.); conduct that has the effect of creating an intimidating or hostile
work environment; or, in third party situations, where an individual is offended by the
actions or conduct of others. Sexual harassment does not refer to compliments of a socially
acceptable nature, but rather behavior that is not welcome, that is personally offensive, and
that debilitates morale, and/or interferes with work effectiveness.

Harassment is defined as the act of systematic and/or continued unwanted and annoying
actions of one party or a group. The purposes may vary, including racial prejudice or
personal malice. Examples of harassment include threatening bodily harm, derogatory

name-calling, or making offensive gestures.

If you believe you have been the victim of sexual harassment or harassment, or know of
another employee who has, report it immediately. Employees can raise concerns and make
reports without fear of reprisal.

Any employee who becomes aware of possible sexual harassment or harassment should
promptly advise the Executive Director who will handle the matter in a timely and
confidential manner.

If the Executive Director is the source of the sexual harassment or harassment, the
employee should report this to the agency Board chairperson.

To the greatest extent possible, all identities will be protected in the investigation of a
sexual harassment or harassment complaint.

3.30 TELEPHONE USE

Camden Co. Senate Bill 40's telephones are intended for the use of conducting the
agency’s business.

Personal usage during business hours is discouraged except for emergencies. All personal
telephone calls should be kept brief to avoid congestion on the telephone line.

To respect the rights of all employees and avoid miscommunication in the office,
employees must inform family members and friends to limit personal telephone calls during
working hours.

3.31 DRESS CODE

A professional appearance is important anytime that you come in contact with the
consumers we serve and parents/guardians of consumers. Employees should be well
groomed and dressed appropriately for our business and for their position in particular.
The dress code shall be appropriate for the employee's work situation. As a general rule,

the dress code at CCDDR shall be “business casual”. “Business professional” attire may
be required from time to time for specific functions, which will be addressed at that time
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by the Executive Director.
The following items are considered appropriate for “business casual” working attire for
staff employed by Camden Co. Senate Bill 40:

e Khaki, corduroy, twill or cotton pants, skirts, or dresses — neatly pressed
e Sweaters, twinsets, cardigans, polo/knit shirts — neatly pressed

e Button-down or straight-collar shirts or blouses — neatly pressed

e Tie (optional)

e Belt or suspenders (if appropriate)

e Appropriate shoes

The following items are considered inappropriate working attire for all staff employed by
Camden Co. Senate Bill 40:

= Tank tops or revealing shirts
= Short mini skirts

= Sheer clothing

= T-shirts of any kind

= Jeans

= Shorts

"Casual days" may occasionally be approved; if this is the case, appropriate guidelines will
be provided to you.

In addition to considerations of professional appearance, due to health considerations
associated with the risk of communicable diseases such as Hepatitis A, B, & C;
tuberculosis, etc., the agency may elect to place restrictions on excessive body piercing,
multiple tattoos, etc.

3.32 SUBSTANCE ABUSE

Camden Co. Senate Bill 40 is committed to providing a safe and productive workplace for
employees. In keeping with this commitment, the following rules regarding alcohol, illegal
drugs, and abuse or illegal use of prescription drugs have been established for all staff
members, regardless of position, including both regular and temporary employees. The rules
apply during working hours to all employees of the agency while they are on agency
premises or elsewhere on agency business.

Alcohol

The possession or consumption of alcohol shall be totally prohibited on Camden County
Senate Bill 40 premises. Alcoholic beverages shall not be brought on Camden County
Senate Bill 40 premises at any time. Premises include all buildings, grounds and parking
lots. Employees under the influence of alcohol during working hours may be required to
be tested and may be subject to disciplinary action including possible discharge.

Further, it is the policy of Camden Co. Senate Bill 40 not to sponsor off premises, agency-
related functions where alcoholic beverages are to be served.
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lllegal Drugs

General Policy:

It is the policy of Camden County Senate Bill 40 to take reasonable measures to maintain
a work environment free of illegal drug use, as well as abuse or illegal use of prescription
drugs. Employees who Camden County Senate Bill 40 management concludes illegally
use, possess, are under the influence of, or have in their system illegal drugs, may be
subject to termination of employment. Camden County Senate Bill 40 reserves the right, in
each case, to determine the specific action to be taken concerning drug testing, discipline,
treatment and employment status.

Application

Testing:
Offers of initial employment with the agency shall be contingent on passing a test for
illegal drug use.

In addition to the initial employment screen, all current employees may be tested for illegal
use of drugs, at management discretion in the following situations:
e after an automobile accident while on duty or performing agency-related business;
e when employee’s behavior could result in an accident;
e based on behavior that management concludes may be the result of alcohol use, or
illegal drug use; or
e based on arrest.

All job applicants and employees will be required to sign a Consent and Authorization for
Release and Use of Drug Testing Information Form.

Any of the following will be considered a positive test result:
o refusal to sign a Consent form;
e refusing the test or failing to appear for the scheduled test;
e adulterating the test specimen;
o failing the test; or
e use of prescription drugs outside the direction of the prescription.

Positive test results, confirmed by an independent laboratory retest, and not resolved to
Camden County Senate Bill 40’s satisfaction by an adequate explanation such as a valid
prescription, will result in termination of candidacy for, or current employment with,
Camden Co. Senate Bill 40. Applicants for employment who fail the pre-employment
drug test will not be reconsidered for position openings for a period of one year.

Employee Initiated Treatment

Employees who voluntarily disclose illegal drug use and seek appropriate treatment
prior to being disciplined for related conduct will not be disciplined as a result of the
disclosure. Appropriate treatment professionals may need to evaluate whether the
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employee is able to perform the essential functions of the employee’s job during
treatment and/or rehabilitation, and the employee may be required to consent to future
unannounced drug testing as a condition of continued employment.

An employee will not evade discipline when Camden County Senate Bill 40 management
concludes that the employee disclosed use because management’s discovery of a violation
of this policy was imminent (e.g. following arrest for drug use).

Employees treated for illegal use of drugs may be subjected to unannounced testing.

Confidentiality
All information and test results received by Camden Co. Senate Bill 40 through its drug

and alcohol testing policy are confidential communication, and to be maintained in the
employee’s confidential medical file. Access to this information is guided by Camden Co.
Senate Bill 40’s policy with regard to access to confidential employee medical files.

Diversion, Theft, Possession or Trafficking Drugs

The illegal manufacture, distribution, dispensation, diversion, theft, trafficking, illegal use
or possession of drugs in or outside the workplace will be grounds for termination of
employment.

Cases of diversion, theft, or trafficking drugs, and cases of confirmed illegal
possession/use of drugs in the workplace, may be turned over to law enforcement
agencies. Camden County Senate Bill 40 will cooperate fully with the law enforcement
officials who are involved in the prosecution of the individuals involved.

In the course of investigations related to this Policy, a search may be conducted of Camden
County Senate Bill 40-owned and employee-owned property including, but not limited to:
lockers, desks, briefcases, purses, toolboxes, offices, vehicles, etc. Searches of Camden
County Senate Bill 40-owned property may occur on or off workplace premises. Searches
of employee-owned property may only occur on workplace premises. By accepting
employment with, or performing services for Camden County Senate Bill 40, all employees
of the Organization and the Organization’s contractors are deemed to have consented to
such searches, and no further consent shall be necessary. Camden County Senate Bill 40
management may also conduct searches of employees provided the employee consents to
such search. Failure of any employee to cooperate with any search under this Policy will be
grounds for discipline including discharge.

Employees convicted of drug related offenses are required to notify management before
returning to work.

3.33 TOBACCO PRODUCTS

The use of tobacco products by CCDDR employees is not permitted anywhere within the
CCDDR building, and only in certain designated areas outside of the CCDDR building.
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Smoking is also prohibited in employee personal vehicles while transporting consumers.

3.34 ELECTRONIC COMMUNICATIONS AND TECHNOLOGY

It is the policy of Camden Co. Developmental Disability Resources (CCDDR) to
maximize the cost-effective use of computer systems as a means of improving
productivity. CCDDR provides communication resources capable of offering computing
resources, electronic mail (email), internet access, telephone and voicemail, facsimile
machines, and other electronic communications devices (collectively referred to as
CCDDR's Technology Resources) to employees to assist in and facilitate CCDDR
business and communications. The primary purpose of CCDDR's network and systems is
to provide service to Camden Co. persons with developmental disabilities as part of
CCDDR’s mission. Minimal, incidental personal use of CCDDR's Technology Resources
by employees is permitted if accomplished in compliance with the provisions of this policy
as set forth below.

This policy does not address all required, allowed, or prohibited behaviors by employees,

but merely covers common examples. In general, CCDDR relies on the good judgment of
its employees to ensure that CCDDR Technology Resources are used in the agency's best
interest.

No Expectation of Privacy. By using CCDDR's Technology Resources, employees
acknowledge and agree that they have no expectation of privacy or confidentiality in their
use of these systems or in any data that they create, store, or transmit on or over the
systems, including any data created, stored or transmitted during an employee's incidental
personal use of the Technology Resources as permitted under this policy. Employees
further agree that they are aware of, understand and will comply with the provisions of this
policy, and that their use of the Technology Resources can and may be monitored and any
data that they create store, or transmit on or over CCDDR systems may be inspected by
CCDDR management at any time. Employees should understand that certain email
messages, other electronic communications, and documents created on CCDDR computer
systems may be considered a public record subject to disclosure and/or subject to discovery
in the event of litigation.

Standardized Software and Hardware. CCDDR has established standard software and
hardware for commonly used applications. The use of unauthorized, non-standard
software or hardware, including personally owned software or hardware, on CCDDR
computer systems without approval of the Director is prohibited.

Installation of Software and Hardware. Improper installation of software or hardware can
damage a computer system, cause system malfunction, or conflict with system
configuration. All standardized software and hardware is to be installed by the IT
Consultant or an employee authorized to do so by the Executive Director. Any moving,
relocating, or rearranging of computer software or hardware should also be coordinated
with the IT Consultant or an employee authorized to do so by the Executive Director.
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Ownership and Confidentiality. All software, programs, applications, templates, data, data
files and web pages residing on CCDDR computer systems or storage media or developed
on CCDDR computer systems are the property of the CCDDR. CCDDR retains the right
to access, copy, modify, destroy or delete this property. Data files containing confidential
or sensitive data should be treated accordingly and should not be removed from the
workplace without proper authorization.

Copying Software, Programs, Applications, Templates, etc. Employees must notify the
Executive Director and receive proper authorization before attempting to copy software,
applications, programs or templates. In many cases, copyright laws and/or licenses for
commercial software, programs, applications and templates used by CCDDR prohibit the
making of multiple copies. CCDDR and its employees are required to abide by the federal
copyright laws and to abide by all licensing agreements.

Acceptable Uses of CCDDR's Technology Resources . CCDDR's Technology Resources are
to be used by employees or volunteers for CCDDR business. Incidental, minimal personal
use may be permitted where, in the judgment of the employee's supervisor such use does not
interfere with employee productivity, nor distract/take time away from the worker or co-
workers assigned work. Generally speaking, incidental, minimal personal use means: (1) it is
occasional and of short duration; (2) it is done on an employee's personal time, such as on a
lunch break; (3) it does not interfere with job responsibilities; (4) it does not result in any
expense to CCDDR,; (5) it does not solicit for or promote commercial ventures; (6) it does
not utilize excessive network resources; and (7) it does not constitute any prohibited use, as
discussed below.

Prohibited Uses of CCDDR's Technology Resources. Use of CCDDR's Technology
Resources to engage in any communication that violates federal, state, or local laws or
regulations, or any CCDDR policy, is strictly prohibited at all times. In addition, the
following uses of CCDDR's Technology Resources are inappropriate and are prohibited at
all times:

e Personal commercial use (benefiting an employee's outside employment or
commercial business);

e Accessing, receiving or sending pornographic, sexually explicit or indecent
materials, including materials of an unreasonably offensive nature (unless as part
of a law enforcement investigation conducted by authorized Police personnel);

e Usage for any type of unlawful harassment or discrimination, including the
transmission of obscene or harassing messages to any individual or group
because of their sex, race, religion, sexual orientation, national origin, age,
disability or other protected status;

e Gambling;

e Usage for recreational purposes including the loading of computer games or
playing online games;

e Usage that precludes or hampers CCDDR network performance; such as viewing
or listening to streaming audio and/or video (unless for CCDDR business, such
as for online training);

e Unauthorized copying or downloading of copyrighted material;

e Usage that violates software license agreements;
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e Downloading of software programs (unless specifically approved by applicable
Director and coordinated with the IT Consultant);

e Usage for political purposes, including partisan campaigning;

¢ Sending anonymous messages and/or misrepresenting an employee's name,
position, or job description;

o Deliberately propagating any virus, worm, trojan horse, malware, spyware, or
other code or file designed to disrupt, disable, impair, or otherwise harm either
CCDDR's networks or systems, or those of any other individual or entity;

e Releasing misleading, distorted, untrue or confidential materials regarding
CCDDR business, views or actions;

e Using abusive, profane, threatening, racist, sexist, or otherwise objectionable
language in either public or private messages;

e Use of Technology Resources in an excessive manner so as to deprive others of
system use or resources, including the sending of bulk email for other than
official business or forwarding "chain letter" emails of any kind;

e Connecting to the CCDDR network, or any specific software package, utilizing
somebody else's security identification login information to gain alternate
security permissions;

e Any personal use, even if incidental, that result in expense to CCDDR,;

e Usage that violates the guidelines set forth in the Standards of Conduct described
in this Manual.

Any employee who violates these policies could be subject to disciplinary action, up to and
including termination. In addition, employees may be held personally liable for damages
incurred as a result of copyright and licensing requirements.

Downloading Files from the Internet or Opening Email Attachments. Downloading files
from the Internet or opening email attachments from sources outside CCDDR can lead to
spyware and/or virus attacks that can severely damage, or degrade CCDDR's network
and/or data. The IT Consultant or authorized employee has installed anti-virus and anti-
spyware software on all CCDDR computers and continuously updates signature definition
files. However, that does not guarantee that all spyware is blocked, or that all viruses are
caught.

If you are downloading a file and receive a message that a virus or spyware has been
detected, you must call the IT Consultant, your supervisor, or the Executive Director
immediately for assistance. Similarly if you receive an email with a suspicious attachment,
or from an unusual source, you should notify the IT Consultant, your supervisor, or the
Executive Director before opening it. If you notice that your computer is behaving
strangely or you suspect spyware or a virus, notify the IT Consultant, your supervisor, or
the Executive Director.

3.35 TRANSPORTING CONSUMERS/EMPLOYEE LICENSE & INSURANCE
Employees are to only provide transportation to consumers served by the agency in
emergency situations, where the health, safety, or well being of the consumer may be at

risk. In the case of a medical emergency, employees are to call 9-1-1 for ambulance
transport. No smoking is allowed in any vehicle while transporting consumers.  All
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employees who transport consumers in their vehicle must have a current valid Missouri
driver’s license and are required to wear their seat belts and to have all consumers
transported wear seat belts. All employees are to submit proof of the minimum
automobile liability insurance coverage to the Human Resource Officer or the Executive
Director at the appropriate insurance renewal periods in order to establish proof of
continuous coverage. Failure to maintain continuous automobile insurance coverage
could result in disciplinary action up to and including termination. If an employee’s
automobile insurance has lapsed or expired, the employee will not be allowed to drive
his or her vehicle for purposes of Agency business. It is the employee’s responsibility
to notify their insurance carrier that they may be responsible for transporting consumers
in certain emergency situations as a function of CCDDR business, and to ensure they
have adequate coverage for liability, property damage, and bodily injury.

Any penalty, fine, imprisonment, fee, or other adverse action imposed by a court in
connection with an employee’s automobile accident must be reported immediately to
Human Resource Officer or the Executive Director.

3.36 CONFIDENTIALITY

The protection of confidential consumer Protected Health Care Information (PHI) is vital
to the interests and success of Camden Co. Senate Bill 40. Camden Co. Senate Bill 40
conforms to state and federal laws with regard to protecting confidential consumer
information. Such confidential consumer information includes, but is not limited to, the
following examples:

e Consumer name/Social Security #/date of birth/phone #/relatives,
e Consumer diagnosis,

e Consumer records/files,

e Consumer treatment plans & services,

e Consumer financial information.

All employees shall be trained in the proper safeguarding and use/disclosure of consumer
PHI. Professional consideration and discretion must be afforded by staff at all times in
their discussions regarding individuals served by the agency.

It is the responsibility of all staff not to disclose to any unauthorized person any PHI
regarding persons served by the agency. As a general rule, only those persons on the
consumer's treatment team have a need for consumer PHI, and even in these cases, only
the specific information/PHI required should be provided.

Further, caution must be exercised by staff in any discussions with professional peers, on
or off the agency premises, to assure that conversations cannot be overheard by individuals
served or other individuals not professionally involved with the individual who is/are the
topic of conversation.

Staff traveling in the field should only take the minimum necessary Protected Health
Information (PHI) to conduct their duties. While transporting PHI, efforts shall be made
by staff to keep such information from plain view. Vehicles containing PHI shall be kept
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locked while unoccupied and shall be kept out of view through the windows. Lap tops
provided by CCDDR and used in the field or at staff’s place of residence shall be kept in a
locked and secured location when not in use.

If PHI is lost or stolen, the Privacy Officer or designee should be notified as soon as
possible, but no later than one (1) business day after the loss is discovered.

All staff and volunteers of the agency shall be required to sign a Confidentiality Agreement
as a condition of employment/association with the agency.

Employees who improperly use or disclose consumer PHI will be subject to disciplinary
action, including termination of employment.
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SECTION E

WAGE AND SALARY POLICIES

3.37 OFFICE HOURS AND WORKWEEK

The Camden Co. Senate Bill 40 office hours are from 8:30 a.m. to 4:00 p.m. Monday
through Friday, except for holidays. In order to serve consumers, all employees are
expected to work at some point during these hours whenever possible, depending on
approved FLEX schedules if applicable. Normally scheduled working hours for
employees shall be from 8:00 a.m. to 5:00 p.m. for full-time employees (part-time
employee hours are subject to supervisor and/or Executive Director approval). All
employees are expected to cooperate in taking lunch breaks on a staggered schedule when
working in the office in order to meet the needs of office visitors, consumers/parents,
persons calling by phone, and co-workers.

The standard workweek for full-time, nonexempt employees is 40 hours per week. For
calculating hours worked during the week by nonexempt employees, the employee
workweek is from Wednesday at 12:01 a.m. to Tuesday at 12:00 a.m. All employees are
allowed up to a one-hour lunch break, which is not counted as time worked, and two 15-
minute breaks during the day—one in the morning or before lunch and one in the afternoon
or after lunch, which are counted as time worked. Lunch breaks must be taken and cannot
be less than 30 minutes if an employee works at least 4 hours on any day worked.

3.38 TIMEKEEPING AND SCHEDULING

Nonexempt employees must record their time worked, and the immediate supervisor
and/or the Executive Director will review time records for nonexempt employees each
week. Any changes must be approved by the immediate supervisor and/or the Executive
Director.

Exempt employees should plan ahead and attempt to work out a work schedule with their
immediate supervisor and/or the Executive Director at the start of each week, so that
coverage for office hours when the employee will be out may be arranged when needed.

3.39 OVERTIME

Overtime compensation is paid only to nonexempt employees in accordance with federal
and state wage and hour laws. Exempt employees are not eligible for overtime regardless
of hours worked.

Overtime work should not be undertaken unless a nonexempt employee obtains their
immediate supervisor’s or the Executive Director’s prior authorization. If possible,
nonexempt employees should notify their immediate supervisor or the Executive Director
at least two working days in advance if working hours during a work week need to be
varied or overtime hours are requested.
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Overtime is payable at a rate of one and one-half times the regular hourly rate for all hours
worked over 40 in one work week. Paid time off or any leave of absence will not be
counted as hours worked. Holidays will be counted as time worked. When paid time off
or any leave of absence is recorded during a work week, the amount of total hours worked
plus the approved paid time off or any leave of absence shall not exceed 40 hours. No
more than 40 hours of paid time off or any leave of absence approved shall exceed 40
hours in one work week.

3.40 PAYDAYS

All employees are paid on a biweekly basis, every other Friday. In the event that a
regularly scheduled payday falls on a holiday, employees will receive pay on the last
working day prior to the holiday.

If a regular payday falls during an employee’s paid time off, the employee’s paycheck will
be available upon his/her return from the paid time off or available for the employee to
pick up at his or her convenience on payday or any time thereafter. Employees may elect to
have their paychecks automatically deposited into their checking account.

If the employee is not at work when paychecks are distributed and does not receive the
paycheck, the paycheck will be kept within the office through the rest of the payday or
until the employee picks up the check thereafter. If an employee is unable to pick up his
or her check on payday, he or she will need to make arrangements with the Human
Resource Officer or Executive Director to receive the paycheck.

Paychecks will not, under any circumstances, be given to any person other than the
employee without written authorization. Paychecks may also be mailed to the employee’s
address or deposited directly into an employee's bank account upon request.

Tax withholding deductions from payroll shall be made in accordance with Federal and
State W-4 data provided by the employee, in addition to standard deductions for Social
Security and Medicare.

Additional withholdings may be made as authorized by the employee for items such as
elective deferrals into a deferred compensation program, Aflac participation, payment of
the employee-responsible portion of health or vision insurance premiums, or any other
employee approved payroll deduction. All such withholdings shall be prior-authorized by
the employee.
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SECTION F

BENEFITS AND SERVICES

3.41 OVERVIEW OF BENEFITS

Camden Co. Senate Bill 40 offers the following benefits for all employees:
e Workman’s Compensation
e Jury Duty & Military Leave
e Professional Development

The following benefits are available immediately upon hire to all full-time employees:
e Health Insurance
e Paid Holidays
e Personal Hours (16)

The following benefits are available to all regular full-time employees after three months of
employment:

e Paid Time Off (PTO)

e Funeral Leave

The following benefits are available to all regular full-time employees after six months of
employment:

e LAGERS Defined-Benefit Retirement Program (vested after 5 years)

e Life Insurance/ADD

The following benefit is available to all employees who have worked for the agency for 12
or more months and at least 1,250 hours during the previous 12 months:

e Family Medical Leave Act

e Other Leave of Absences

The following benefit is available to all fulltime employees after two years of full-time
employment:
e Educational (Tuition) Assistance

The agency offers leave benefits in an effort to recruit and maintain a motivated workforce. The
agency extends the following types of leave: paid time off (PTO), military, bereavement, jury
duty and emergency leave. The Executive Director shall establish procedures governing the use
and approval of these benefits.

3.42 PAID TIME OFF (PTO)

Beginning with the date of their hiring through the completion of the fourth year of
employment, an individual shall have 160 hours of PTO available for use in the event an
employee is absent from work; beginning with the fifth year through the ninth year of
employment, an individual shall have 240 hours of PTO available for use in the event an
employee is absent from work; and beginning with the tenth year of employment, an
individual shall have 320 hours of PTO available for use in the event an employee is
absent from work (see chart below). PTO may be used for absent hours due to illness,
personal reasons, vacations, or other circumstances which require an employee be
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absent from work. All PTO must be approved by his or her supervisor and the

Executive Director. PTO hours will only be approved in an amount that will fulfill a 40-
hour work week due to absence(s). Unless extreme circumstances exist, such as
hospitalization or other emergency, no more than 80 consecutive hours shall be approved
for use. Any request for over 80 consecutive hours must be approved by the Executive
Director.

Years Maximum
of Service PTO

1-4 years 160 hours
5-9 years 240 hours
10 or more years 320 hours

The full applicable compliment of PTO is available for use in each calendar year beginning
on January 1% of that calendar year and must be used by December 31* of that same
calendar year. There will be no carryover of any unused PTO from one calendar year to the
following calendar. If an eligible employee is hired during any calendar year, the applicable
PTO will be pro-rated based on the number of months remaining in that calendar year. For
example:

An employee is hired on June 10™ of a calendar year. The employee is eligible for 7/12
(.59 — all decimals are rounded up) of 160 hours, which equals 95 hours (all decimals
rounded up to the nearest whole number) of PTO available to that employee once the
employee has completed the probationary period (first 90 days).

The same calculation applies to employees whose fifth and tenth year of employment
begins during a calendar year. For example:

An employee s fifth or tenth year of employment begins on June 10™. The employee is
eligible for 7/12 (.59 — all decimals are rounded up) of the additional 80 hours
awarded, which equals 48 hours (all decimals are rounded up to the nearest whole
number) of PTO available to that employee in addition to any remaining PTO for that
same calendar year.

All unused PTO shall be paid to the employee upon termination of employment. For
employees who are terminated either voluntarily or involuntarily during a calendar year,
the proration will be based on the number of months the employee was still employed
during the calendar year. For example:

An employee voluntarily terminates employment with the Agency on June 10™. The
employee was employed for 2 years and has not used any PTO during that calendar
year. The employee is eligible to receive 6/12 (.50 — all decimals are rounded up) of the
remaining 160 hours, which equals 80 hours (all decimals are rounded up to the
nearest whole number)that will paid to the employee after termination has occurred.
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The same calculation applies to an employee whose employment is terminated, either
voluntarily or involuntarily, and who has used PTO hours during the calendar year prior to
termination. For example:

An employee voluntarily terminates employment with the Agency on June 10™. The
employee is eligible to receive 6/12 (.50 — all decimals are rounded up) of the
remaining 160 hours, which equals 80 hours (all decimals are rounded up to the
nearest whole number). 80 hours minus 50 hours used equals 30 hours. 30 hours will
be paid to the employee after termination has occurred.

If there are no PTO hours available as a result of the calculation, there will be no PTO
hours paid to the employee after termination. The month of hire or termination will be
counted as a full month, regardless of the date during the month.

EXCEPTION: Employees who were eligible to receive what was formerly known as
vacation and sick time and who were still employed on December 31, 2012, shall
have a “bank” of vacation and sick time that had not been used by December 31°%,
2012, in accordance to the previous version of this Employee Manual. This “bank”
of unused vacation and sick time will reflect the total hours of both and will remain
with the employee until either used or paid to the employee upon termination. The
“bank” hours can be used by the employee if all PTO defined in the current version
of this Employee Manual is exhausted during any calendar year. The amount of
hours can only reduce or stay the same. Unused PTO hours in any calendar year
shall not be added to the “bank”.

PTO Request Procedure

Unless circumstance prohibits or an emergency precludes from doing so, employees
shall submit requests for desired PTO to their supervisor for approval sufficiently in
advance of the planned PTO to permit scheduling of substitute personnel if necessary.

3.43 RECORD KEEPING

Camden Co. Senate Bill 40 maintains records of PTO balances during the calendar year
and is updated at the conclusion of each payroll period.

3.44 HOLIDAYS

Camden Co. Senate Bill 40 observes the following paid holidays per year for all regular
full-time employees:

New Year’s Day

Martin Luther King, Jr. Day
President's Day

Memorial Day
Independence Day

Labor Day

Columbus Day

Veteran's Day

Thanksgiving Day
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Day after Thanksgiving
Christmas Day

3.45 PERSONAL HOURS

In addition to scheduled paid holidays and PTO, full-time employees are given 16 personal
hours annually to be used for time off from work. Unless circumstance prohibits or an
emergency precludes from doing so, the employee must obtain approval from their
immediate supervisor before using the personal hours. Unused personal hours are not
paid after termination of employment with the agency. The full applicable compliment of
personal hours is available for use in each calendar year beginning on January 1* of that
calendar year and must be used by December 31* of that same calendar year. There will be
no carryover of any unused personal hours from one calendar year to the following
calendar year. Personal hours are not prorated the same way as PTO; therefore, all new
employees have 16 personal hours immediately available to them upon employment.

3.46 FAMILY MEDICAL LEAVE ACT & OTHER LEAVE OF ABSENCES

Eligible employees of Camden Co. Senate Bill 40 who have worked for the agency for 12
or more months and at least 1,250 hours during the previous 12 months may be allowed to
take up to 12 weeks of protected leave time pursuant to the Family Medical Leave Act
(FMLA) for the following purposes:

e Birth and care for the employee's newborn child or care of employee's newly
adopted child or child placed in foster care with the employee;

e To allow an employee to care for an immediate family member (spouse, child, birth
parent) with a serious health condition as defined by FMLA; and

e If employee is unable to work due to a serious health condition, as defined by the
FMLA.

e Military Caregiver Leave

e Qualifying Exigency Leave For Military Families

Employees may use PTO and personal hours for Family Medical Leave Act purposes;
leave taken beyond PTO and personal hours is not to be paid. Employees not covered by
the FMLA shall be limited to a maximum of six weeks total time off, such as for
pregnancy, adoption of a child instances involving medical complications, or instances
involving personal injury. Leave of absence requests for reasons other than listed above
must be approved by the Executive Director and must be extraordinary in nature.

3.47 FUNERAL LEAVE

The purpose of funeral leave is to provide you with time to attend the funeral of a member
of your family and to handle personal affairs without disrupting your income. Permanent
full-time employees are eligible for funeral leave benefits, and the benefits become
effective after you complete your three-month probationary period.

Employees may be granted up to a three-day leave (three consecutive working days)

with pay in the event of the death of an immediate family member.
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The term immediate family member is defined as:

Brother
Child
Domestic Partner
Father
Father-in-law
Husband
Mother
Mother-in-law
e Sister

e Stepbrother
e Stepchild

e Stepfather

e Stepmother
e Stepsister

e Wife

Your funeral leave pay will be figured at your regular rate of pay.

3.48 JURY DUTY/MILITARY LEAVE

Employees will be granted time off to serve on a jury or military leave. The agency will be
responsible for the difference between the employee's rate of pay and the rate of pay
received for military duty or jury duty. All regular employees both full-time and part-time
will be kept on the active payroll until their civic duties have been completed. A copy of
the jury duty summons and all other associated paperwork are required for the personnel
file.

3.49 EDUCATIONAL ASSISTANCE

Camden Co. Senate Bill 40 recognizes that the skills and knowledge of its employees are
critical to the success of the agency. Camden Co. Senate Bill 40 offers educational
assistance programs to encourage personal development, improve job-related skills, and
enhance an employee’s career within the field of developmental disabilities.

Only employees with two or more years of full time employment with the agency shall be
eligible for educational assistance. Only expenses related to tuition shall be covered and
only those courses related to your employment with the agency. The maximum amount of
assistance provided to any one person in any one fiscal year is $1,000.00.

An application form for assistance must be completed prior to enrollment/commencement
of classes. The following reimbursement schedule shall be followed:

Course completion with grad of “A”: 100% reimbursement

Course completion with grade of “B”: 75% reimbursement

Course completion with grade of “C”: 25% reimbursement

No reimbursement will be provided for courses not completed or with a grade of below
“C”.
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All applications for educational assistance must be prior-approved by the Executive
Director.

3.50 TRAINING AND PROFESSIONAL DEVELOPMENT

Camden Co. Senate Bill 40 recognizes the value of professional development and personal
growth for employees. Therefore, Camden Co. Senate Bill 40 encourages its employees
who are interested in continuing education and job specific training to research these
opportunities further and provide requests to the Executive Director as appropriate in
enrolling or signing up for conferences, seminars, and/or courses pertaining to the field of
developmental disabilities. Such requests will be evaluated on a case by case basis by the
Executive Director. Employees who attend such conferences, seminars, or courses may be
asked to share information obtained with other staff.

Any training required by Camden Co. Senate Bill 40 after the start of employment shall be
paid for by the agency.
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SECTION G
EMPLOYEE COMMUNICATIONS & FEEDBACK
3.51 Job Posting & Promotion

It is the policy of CCDDR to always attempt to fill positions by drawing from internal
candidates possessing the desired qualifications, and to promote from within whenever
possible.

PROCEDURES
I. Ildentifying Open Positions and Obtaining Candidates:

a. When a position becomes available within CCDDR, the Director will first decide
whether to fill the position from within or from outside CCDDR, based on the
position’s requirements. If the position is to be supervised by someone other
than the Executive Director, this person shall also be consulted when making
this decision.

b. The Director shall first consider employees within CCDDR for the open position.
If no employees within CCDDR are qualified for the position, or if the work
cannot be reorganized by announcing internally, the Executive Director shall not
announce the position internally, but rather shall solicit candidates externally. If
external candidates are to be sought, the Executive Director may advertise the
open position on various Web sites and/or on the Agency Web site as well as
advertise in the “help wanted” or similar section of a regional or local newspaper.

c. If existing employees have or one existing employee has the necessary
qualifications for the position, the position shall be announced internally. If the
job is to be announced internally to all employees, the Executive Director shall
announce the position to all employees in an email or other written
correspondence. If there is only one employee qualified for the position, the
Executive Director, immediate supervisor (if applicable), and Human Resources
Officer shall solicit the employee for interest in the position. If the employee has
no interest in the announced position, the Executive Director shall solicit
candidates externally.

d. The Executive Director may deem it necessary to announce the job internally
and solicit candidates externally at the same time; or the Executive Director may
solicit candidates externally, then announce internally or vice versa.

3.52 CHAIN OF COMMAND

The Board of Directors governs the overall management of Camden Co. Senate Bill 40.
The Executive Director reports to the Board of Directors and represents the Board of
Directors in enforcement of Agency policies and in accomplishing the mission and goals of
the Agency. The Executive Director is also responsible for the day to day management of
the Agency.

If an employee of the Agency has an issue or a concern that needs addressed, the
employee should notify his or her supervisor first. If the employee can demonstrate that the
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issue or concern was not addressed by the supervisor, the employee should immediately
notify the Human Resource Officer. If the employee can demonstrate that the issue or
concern was not addressed by the supervisor or the Human Resource Officer, the employee
should immediately notify the Executive Director. If the employee can demonstrate that the
issue or concern was not addressed by the supervisor, Human Resource Officer, or the
Executive Director, the employee should immediately request time allotted at the next
regularly scheduled Camden Co. Senate Bill 40 Board meeting to discuss the issue or
concern with the Board members.

3.53 STAFF MEETINGS

Staff meetings will be held on an as-needed basis. These meetings allow employees to be
informed on recent Agency activities, changes in State/Agency policies and procedures,
best practices within the field of developmental disabilities, and employee recognition.

3.54 BULLETIN BOARDS

Please make note of the bulletin board placed in the main office area for access to
important posted information and announcements. The employee is responsible for
reading necessary information posted on the bulletin boards.

3.55 SUGGESTION BOX

Camden Co. Senate Bill 40 encourages employees who have suggestions that they do not
want to offer orally or in person to write them down and leave them in the suggestion box
located in the main lobby area. If this is done anonymously, every care will be taken to
preserve the employee’s privacy.

3.56 PROCEDURE FOR HANDLING COMPLAINTS

Under normal working conditions, employees who have a job-related problem, question, or
complaint should first discuss it with their immediate supervisor. All employees should
follow the guidelines established in Section 3.52, Chain of Command, of this Employee
Manual. All employee issues or concerns should be submitted to the appropriate individual
in the form of a written instrument.

3.57 PERFORMANCE REVIEWS AND PLANNING SESSIONS

The employee’s immediate supervisor will conduct employee performance reviews with all
of his or her employees approximately 90 days after initial employment and in July of each
calendar year thereafter. Informal performance feedback and planning may occur more
frequently.

Employee performance reviews are designed for the employee and the supervisor to
discuss the employee’s current job tasks, current job performance, encourage/recognize
positive attributes, discuss positive approaches for meeting work-related goals, and
learning new skills. Objective performance measures will be utilized to assist in
determining performance ratings. Merit raises may be awarded to employees with
exemplary performance ratings.
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3.58 CORRECTIVE ACTION AND DISCIPLINE

Every employee is expected to conduct themselves in an ethical and professional manner

at all times. Our Agency is governed by many external and internal influences. Each
employee is responsible for acquiring, supplementing, and maintaining the knowledge
needed to comply with all governing State statutes, Federal statutes, DMH directives,
DMH procedures, CMS directives, CMS procedures, Camden Co. SB 40 policies,
Camden Co. SB 40 procedures, Targeted Case Management requirements, Medicaid
protocols, and any other Agency-related governing sources. Management personnel will
always assist in the continuing education of the changes within our Agency and rules
governing it. Internal directives will be issued on a regular basis and employees are
expected to comply with all directives, policies, procedures, protocols, and statutes. When
an employee deviates from rules, directives, and standards, Management is expected to take
corrective and/or disciplinary action. Nothing in this manual alters the employees’ at will
status. An employee may be subject to verbal consultations, written disciplinary actions,
temporary suspensions from employment, and immediate termination at the discretion of
the Executive Director in consultation with the Human Resource Officer and/or
supervisor(s), depending on the situation and/or infraction. In most cases, an employee will
be allowed three written disciplinary actions within a 365-day period before involuntary
termination is initiated; however, each infraction, violation, or penalty will be weighed
based on the severity of the situation, the experience of the employee, the circumstances
surrounding the situation, and the attitude of the employee while engaging with
Management during the counseling meetings. Insubordination or inappropriate behavior
will not be tolerated at any time from any employee. Every attempt will be made to address
concerns in verbal consultations so that written disciplinary actions, suspensions, or
involuntary terminations can be avoided; however, more severe

infractions, obvious disregard for the Agency’s best interests, and obvious disregard for
the Agency’s consumers and their best interests may require more immediate and severe
actions.

3.59 EMPLOYMENT TERMINATION

Employment is based on mutual consent, and both the employee and the agency have the
right to terminate employment at will, with or without cause.

Employees who are resigning their position with the Agency are expected to submit
sufficient notice so that minimal disruptions in workflow occur. The Agency prefers that
employees give no less than 2 weeks’ notice prior to leaving the Agency.

Any employee who leaves employment for any reason shall upon termination return all
files, records, keys and other materials that are the property of Camden Co. Senate Bill 40.
The cost of replacing non-returned items and any outstanding financial obligations owed
to the agency will be deducted from the employee’s final paycheck.

Employee personnel files are the property of Camden Co. Senate Bill 40 and will not be
released to any employee. Contents of an employee’s own file may be viewed in the
presence of the Executive Director and/or Human Resource Officer, and requests for
copies of any documents in the file should be made to the Executive Director and/or
Human Resource Officer.
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