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Welcome new employee!
We are happy to have you on our team and welcome you to YOUR AGENCY NAME.
Our intention here is to create an environment where respect for the individual is an integral part of our everyday life at work. We want communication channels open and ideas to be shared. We also expect to work hard, to enjoy the journey along the way, and to take the time to celebrate our successes. 
We believe that each employee contributes directly to ABC growth and success, and we hope you will take pride in being a member of our team.
As a new employee, you will need some time to become acquainted with our operating methods. Successful working conditions and relationships depend on successful communication. 
Not only do you need to stay aware of changes in procedures, policies and general information; you also need to communicate your ideas, suggestions, personal goals or problems as they affect your work. We have an open door policy here. We genuinely want to hear your views on these matters or any others. 
This Employee handbook was developed to describe some of the expectations of our employees and to outline the policies, programs, and benefits available to eligible employees.  
Employees should familiarize themselves with the contents of the employee handbook as soon as possible, for it will answer many questions about employment with YOUR AGENCY NAME. If anything is unclear, please feel free to discuss the matter with me. 
We hope that your experience here will be challenging, enjoyable, and rewarding.  Again, welcome!
Sincerely,
 
President
[bookmark: _Toc278891199]

[bookmark: _Toc292549631][bookmark: _Toc440222899]INTRODUCTORY STATEMENT
This Employee Handbook is not a contract nor is it a legal document. This Handbook does not create a contract, express or implied, guaranteeing you any specific term of employment, nor does it obligate you to continue your employment for a specific period of time. This handbook is designed to acquaint employees with YOUR AGENCY NAME and provide them with information about working conditions. Employees should read, understand, and comply with all provisions of the handbook.  
This handbook applies to all employees and compliance with YOUR AGENCY NAME’s policies is a condition of employment.  It describes many of the employee’s responsibilities as an employee and outlines the programs developed by YOUR AGENCY NAME to benefit employees.  One of our objectives is to provide a work environment that is conducive to both personal and professional growth.
No employee handbook can anticipate every circumstance or question about policy.  As YOUR AGENCY NAME continues to grow, and need arises, we reserve the right to revise, supplement, or rescind any policies or portion of the handbook from time to time as it deems appropriate, in its sole and absolute discretion.  Employees will, of course, be notified of such changes to the handbook as they occur.  
This handbook supersedes all previous employment policies, written and oral, express and implied, and may not be amended or added to without the express written approval of the President of YOUR AGENCY NAME. 
Policies set forth in this handbook are not intended to create a contract, nor are they to be construed to constitute contractual obligations of any kind or a contract of employment between YOUR AGENCY NAME and any of its employees.  Nothing in this handbook is intended to alter the at‑will employment relationship between YOUR AGENCY NAME and its employees.  
The provisions of the handbook have been developed at the discretion of management and, except for its policy of employment-at-will, may be amended or cancelled at any time, at YOUR AGENCY NAME’s sole discretion.  In addition, YOUR AGENCY NAME reserves the right to interpret the policies in this handbook and to deviate from them when, in its discretion, it determines it is appropriate.
[bookmark: _Toc440222900]EMPLOYMENT
[bookmark: _Toc278891200][bookmark: _Toc292549632][bookmark: _Toc440222901]Nature of Employment
Employment with YOUR AGENCY NAME is “at will."  This means that employment is not for any specified period, is voluntarily entered into, and the employee is free to resign at any time, with or without cause.  Similarly YOUR AGENCY NAME may terminate the employment relationship with an employee at any time, with or without advance notice or cause.  
No person other than the President of YOUR AGENCY NAME has the authority to enter into an agreement contrary to this policy.  To be valid, such agreement must be specific in writing and signed by the President of YOUR AGENCY NAME and the employee.
In connection with this policy, YOUR AGENCY NAME reserves the right to modify or alter any policy contained herein, an employee’s position, compensation, benefits and/or duties in its sole discretion, with or without cause or advance notice, through actions other than termination, including demotion, promotion, transfer, reclassification or reassignment.  In addition, YOUR AGENCY NAME reserves the right to exercise its managerial discretion in imposing any form of discipline it deems appropriate.  
[bookmark: _Toc278891201][bookmark: _Toc292549633][bookmark: _Toc440222902]Employee Relations
YOUR AGENCY NAME believes that the work conditions and wages it offers to its employees are competitive with those offered by other employers in this area and in this industry.  If employees have concerns about work conditions or compensation, they are strongly encouraged to voice these concerns openly and directly to their supervisor.
Our experience has shown that when employees deal openly and directly with supervisors, the work environment can be excellent, communications can be clear, and attitudes can be positive.  We believe that YOUR AGENCY NAME amply demonstrates its commitment to employees by responding appropriately to employee concerns.
[bookmark: _Toc278891202][bookmark: _Toc292549634][bookmark: _Toc440222903]Equal Employment Opportunity
YOUR AGENCY NAME provides equal employment opportunities to all employees and employment applicants without regard to consideration of race, color, religion, sex, sexual orientation, gender identity, national origin, age, disability, marital status, genetic information, military veteran status or any other classification protected by applicable local, state or federal laws.  
This policy governs all aspects of employment, including, but not limited to, selection, job assignment, compensation, discipline, termination, and access to training.  YOUR AGENCY NAME will make reasonable accommodations for qualified individuals with disabilities, upon request.  
Employees with questions or concerns about any type of discrimination in the workplace are encouraged to bring these issues to our attention. Employees can raise concerns and make reports without fear of reprisal.  Anyone found to be engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and including termination of employment.
Recruitment of New Employees   

YOUR AGENCY NAME aggressively recruits to attract top-caliber individuals to all levels of the organization. Vacant or new positions may be filled by either transfer or promotion of existing employees, or by new employees who are recruited or apply. Recruitment may be conducted through advertising, employment agencies, schools, employee referrals, or technical and trade referrals. Supervisors/managers will consider the most appropriate method of recruitment for filling departmental positions. All recruitment will be conducted in an ethical, professional, and nondiscriminatory manner.

YOUR AGENCY NAME provides equal opportunity to all applicants based on demonstrated ability, experience, and training in accordance with the company’s Equal Employment Opportunity Policy.
[bookmark: _Toc278891203][bookmark: _Toc292549635][bookmark: _Toc440222904]Business Ethics and Conduct
The successful business operation and reputation of YOUR AGENCY NAME is built upon the principles of fair dealing and ethical conduct of our employees.  
Our reputation for integrity and excellence requires careful observance of the spirit and letter of all applicable laws and regulations, as well as a scrupulous regard for the highest standards of conduct and personal integrity.
The continued success of YOUR AGENCY NAME is dependent upon our customers’ trust and we are dedicated to preserving that trust.  Employees owe a duty to YOUR AGENCY NAME and its customers to act in a way that will merit the continued trust and confidence of the public.
YOUR AGENCY NAME will comply with all laws and regulations and expects its directors, officers, and employees to conduct business in accordance with the letter, spirit, and intent of all relevant laws and to refrain from any illegal, dishonest, or unethical conduct.
In general, the use of good judgment, based on high ethical principles, will guide employees with respect to lines of acceptable conduct.  If a situation arises where it is difficult to determine the proper course of action, the matter should be discussed openly with us.  
Compliance with this policy of business ethics and conduct is the responsibility of every YOUR AGENCY NAME employee.  Disregarding or failing to comply with this standard of business ethics and conduct could lead to disciplinary action, up to and including termination of employment.  
Employees should feel free to report any information regarding a suspected violation of this policy without fear of reprisal or retaliation.
[bookmark: _Toc440222905]Client Confidentiality & Disclosure of Personal Information
All information regarding the clients and client’s family members needs to remain confidential.  Caregivers must refrain from sharing information about clients to family members, friends or other clients.  All time sheets or other documentation with client information must remain in a safe place to protect client information.  Caregivers may not disclose personal information to their clients.  
When providing care, it is important to keep personal lives out of the conversation, even with the client’s request.  It is the caregiver’s responsibility to uphold professional boundaries and only share information that is beneficial to the client’s care.  
Caregivers are prohibited from taking family members, friends or pets to their client’s home.
[bookmark: _Toc440222906]Handling Items of Monetary Value
Caregivers are allowed to handle items of monetary value in the client’s presence only.  This includes but is not limited to: debit/ATM cards, credit cards, checkbooks, EBT cards, cashier’s checks, jewelry, etc.  
All errands the caregiver is required to do on the behalf of the client that require the caregiver to pay for a service or item need to be conducted using cash only and require a dated receipt for all transactions.  Any transactions that need to be handled using another form of payment other than cash need to go through the YOUR AGENCY NAME Office Manager first for documentation and authorization.
[bookmark: _Toc440222907]Key Assignment Policy
If the client wants you to have a key to their home, laundry facility, or mail box, you must notify the Office Manager.  S/he will provide a key assignment form for the caregiver and client to fill out and sign, acknowledging the caregiver has received the key(s).  The caregiver will also sign that the assigned key(s) is/are only to gain access to the client’s home, laundry facility, or mail box, during scheduled visits. 
Upon caregiver termination with the client, the key is to be returned to the Office Manager no later than 5pm the day after the last day of work. Failure to return the assigned key(s) to the YOUR AGENCY NAME Office Manager will result in having a locksmith change the client’s locks at the caregiver’s expense. The Office Manager will take appropriate steps to return the client’s key/s to them.
[bookmark: _Toc440222908]Gift Policy
Caregivers are permitted to accept gifts from clients.  It is the caregiver’s responsibility to document the gift naming what it is and the value of the gift. The documentation is to be in the form of an email or letter to the Office Manager. The Office Manager will put the documentation in the employee’s folder for future reference.
[bookmark: _Toc440222909]Attendance and Tardiness
Attendance is mandatory. If for any reason you are unable to make it to an assignment, or if you are running late for an assignment, you must notify the Office Manager immediately.  The Office Manager will then start working on finding a replacement or will notify the client that you are going to be late.  If you are absent from, or tardy to an assignment, it will be documented.  
If you are absent from an assignment more than once in a 90-day period of time, without a reason that is excusable, you will receive a documented verbal coaching.  If absent for more than three days due to illness, a Dr.’s note may be required in order to return to work.  
Failure to notify the Office Manager when unable to make it to an assigned shift or complete an assigned shift will result in immediate termination.
[bookmark: _Toc440222910]Scheduling & Scheduling Changes
All schedule changes requests must come from the client.  If you and your client decide on different times of service, ask the client to call the Office Manager to arrange the schedule changes.  
If for whatever reason you need to be replaced for all or part of your assignment, you must notify the Office Manager immediately.  All caregivers are required to continue care for their client until the Office Manager has found a replacement.  The Office Manager will start working on a replacement as soon as s/he is notified of the situation. 
 YOUR AGENCY NAME cannot guarantee employment based on the location of a client or the number of work hours available.  Before being assigned to a new client, you will be briefed on the services needed, the client’s address, directions and time of scheduled visits.  The staffing department can either give this information by phone, email or fax.  
If you choose to have the information emailed or faxed, you must acknowledge that you have received the information by calling the Office Manager.  If you have any questions or concerns about the assignment let the Office Manager know at the time you receive the assignment. 
[bookmark: _Toc440222911]Office Hours
Office operating hours are *** Monday through Friday.  In all cases call the office number of YOUR AGENCY NAME, including in the event of an emergency, since a staff member is available 24-hrs a day to assist you and our client.  
Situations that constitute an emergency:  
· Inability to make it to an assignment, 
· running late to an assignment or 
· a client emergency.  
All other calls must be directed to the Office Manager during normal operating hours. 
[bookmark: _Toc440222912]EMPLOYMENT STATUS AND REQUIREMENTS
[bookmark: _Toc440222913]State Requirement for Caregiver Registry
Effective January 1, 2016 as a condition of employment with YOUR AGENCY NAME, all Caregivers must be registered with the State of California Community Care Licensing Division - Caregiver Background Check Bureau before working with our clients. In order to complete this registration, each Caregiver must complete: 
· the Live Scan clearance, 
· Statement of prior criminal records, 
· undergo employer provided training, and
· show evidence of TB clearance within the last 2 years.

The Company may help you complete each step unless you have already completed it with another Home Care company.  
Please note that the initial registration with the State of California is only required once. If a registered Caregiver changes employers or works for more than one employer, s/he may use their existing documentation (Live Scan results, training, etc.) at their new employer. 
Additionally, Caregivers are required to complete a minimum of five (5) hours of entry-level training prior to being present with a client.  The training will include Two (2) hours of orientation training regarding the employee's role as a caregiver and the terms of employment, and three (3) hours of basic health and safety training, including but not limited to infection control and emergency procedures.  Caregivers are also required to complete five (5) hours of annual training related to core competencies, including but not limited to: client rights and safety, how to provide for and respond to a client's daily living needs, how to report, prevent and detect abuse and neglect, how to assist a client with personal hygiene and other home care services, and how to safely transport a client.
If you are already registered through the State of California as a Home Care Aide (aka Caregiver), please advise your Manager and provide the name, license number and other details as requested of the Home Care Organization through which you are registered.
Pursuant to the Act, Caregivers will be required to renew their registration every two years as a condition of continued employment.  In the event the Caregiver's primary residence changes, the Caregiver is required to notify the state within 10 days of the change, or the employee's registration status may be revoked.
[bookmark: _Toc440222914]Certification Requirements
All caregivers are required to have a current CPR Certification, First Aid Certification and TB Skin Test or Chest X-ray.  Employees will be notified 30 days prior to expiration of these items.  Once notified, the employee will have 14 days from the expiration date to have a new current copy to the Office Manager.  Failure to do so will result in being taken off all assignments until documents are received by the Office Manager.  
[bookmark: _Toc440222915]Non-Medical Care
YOUR AGENCY NAME is a non-medical home care provider; being non-medical puts certain limitations upon us as to what you can and cannot do.  
Caregivers are not allowed to administer or dispense medications (including over-the-counter medications), shave with a razor (electric razors can be used), provide wound care, alter any medical equipment of any kind (even if you have been trained how to do so), or groom nails (which includes filing and trimming).  
If you have questions regarding what is appropriate, please contact the office for clarification. 
[bookmark: _Toc440222916]Driving Policy
All caregivers are required to maintain a current driver’s license and current auto insurance since they may be driving or running errands for clients on behalf of the Company.  
Caregivers are required to provide the Office Manager proof of a valid driver’s license and proof of auto insurance at the time of hire, upon renewal of driver’s license and insurance and when the caregiver moves residence. 
All passengers of motorized vehicles must wear seat belts in accordance with the law. Caregivers will be reimbursed at the prevailing IRS reimbursement rate pursuant to the Mileage Reimbursement policy in this handbook.
[bookmark: _Toc440222917]Smoking Policy
Smoking is never permitted in the client’s vehicle or home nor within 40 feet of the client’s abode.  Caregivers that smoke must do so outdoors with permission of the client.  Caregivers that smoke are encouraged to use some type of breath freshener and keep clothes well aired.
Personal Attendants
Personal Attendants are employees who provide in-home care services to those who are unable to care for themselves. Personal Attendants must spend at least 80% of their time performing duties that directly benefit the Company's clients.  Examples of such activities include ambulating, getting in or out of bed or a chair, toileting, showering, hygiene, companionship, meal preparation, errands, assisting with medication reminders, and light housekeeping of areas of the home or items that the client him or herself uses.  Personal Attendants working in private homes are exempt from meal and rest periods requirements, but are encouraged to take any rest or meal periods that are appropriate in light of client needs.  Personal Attendants are entitled to be paid overtime for all hours worked over 9 in a workday or 40 in a workweek, for work in a private home.  Personal Attendants are entitled to be paid overtime for all hours worked over 8 in a workday or 40 in a workweek for work in a hospital or other facility.  
[bookmark: _Toc440222919]Job Roles and Responsibilities
The roles for caregiver’s are listed below by type. They include the primary tasks expected for each role. 
[bookmark: _Toc440222920]

Companionship
The primary responsibilities of companionship:
	Friendly conversation
	Medication reminders
	Maintain a clean & safe environment

	Incidental transportation/errands
	Meal preparation
	Plan recreational activities for client

	Provide timely reminders
	Assist with walking & light exercise
	Other reasonable requests of client Make it last in list




[bookmark: _Toc440222922]Personal Care
	Shower/bath assistance
	Incontinence/managed incontinence care
	Toileting

	Assistance with dressing
	Personal hygiene assistance
	Shampoo

	Routine transfer assistance
	
	



In addition to the Companionship and Homemaker care these services are included as personal care. 
[bookmark: _Toc440222923]12 – Hour Shifts
This is 12 Hour Awake Care. The responsibilities for a 12 Hour Day Shift or 12 Hour Awake Staffing Shift are the same as they are for attendant care.  
For the 12-hour day shift, you would be responsible for meal planning and preparation of all three meals.  
For the awake staffing, you will be required to stay awake and attend to the client’s needs throughout the full shift. 
[bookmark: _Toc440222924]24-Hour Shifts
24-Hour Shift care is a combination of companionship, attendant care and sleepover services.  
[bookmark: _Toc440222925]ADL’s and IADL’s
Activities of daily living (ADL’s) and instrumental activities of daily living (IADL’s) are as follows:
· ADL’s-dressing, eating, ambulating, toileting, personal hygiene
· IADL’s-shopping, light housework related only to the client, assist in bill pay, bulk food preparation, transportation

The importance of ADL’s and IADL’s is to assess what the client’s needs are in regards to functioning on a daily basis.  Documenting ADL’s and IADL’s on your daily timesheets tracks and shows any changes or progression in level of care needed.  This information is needed by case managers, insurance companies and family members in order to justify having non-medical homecare.  
[bookmark: _Toc440222926]Meal Preparation/ Nutrition
Since meal preparation is often part of the care provided to clients, it is important to make sure proper food handling procedures are followed at all times to ensure food safety.  The following tips will aid you in safe meal preparation for your clients:
· Always wash hands with soap and hot water for 30 seconds before handling any food
· Avoid excessive handling of food because bacteria is always present on our bodies
· Always check for food freshness dates on food items
· Label and date all leftover foods 
· Keep all hot foods above 140 degrees F and all cold foods below 40 degrees F
· Never use the same utensils on cooked and raw foods
· When preparing meats always use a meat thermometer
It is important for you to prepare healthy meals and to encourage your client to eat healthy.  When preparing meals for your client(s), limit the amount of added fat, salt and sugar to the recipes.   
Always prepare well-balanced meals based on the five food groups shown below.  Some elderly clients may have dentures and may not be able to eat raw vegetables or hard to chew foods; in these situations prepare soft foods.  Many clients may be on special diets, such as, low sodium, low fat, diabetic diets (low sugar) or low cholesterol diets.  
If you need suggestions on meals or recipes, please notify the Office Manager for ideas or help putting together a meal plan.  You may refer to the following chart created by the Food and Drug Administration as a dietary guideline.
[bookmark: _Toc440222927]Dietary Guideline Chart
[image: ]
[bookmark: _Toc440222928]Hydration 
Water is an important nutrient that is frequently overlooked.  Adults under 69 years of age require 4-8, 8oz glasses of water a day.  Adults 69-90 years of age require 5-6, 8oz glasses of water each day.  
The thirst response decreases with age, so when caring for an elderly client it is important to encourage them to sip water and other fluids throughout the day.  Always keep a glass of water within reach of your client.  
[bookmark: _Toc440222929]EMERGENCY AND COMMUNICATIONS
[bookmark: _Toc440222930]Private VS Contract Clients
Private client’s care plans are assessed and managed by YOUR AGENCY NAME staff members.  Case managers assess and advocate contract client’s needs through coordinating and monitoring care plans.  
It is the responsibility of YOUR AGENCY NAME caregivers and the office staff to provide quality care as a collective team for both the private and contract clients.  Therefore, communication between caregivers and the office staff is vital in order to ensure quality care for all clients.    
[bookmark: _Toc440222931]Identifying & Reporting Change In Condition
If you recognize significant physical, mental and/or emotional changes in your client you must report this information to the Office Manager for review and counseling.  If you notice a change in your client and are uncertain if the condition is significant, please notify the Office Manager so they can assist you in assessing the situation.  
[bookmark: _Toc440222932]Communication Skills
A key factor in the service we give to caring for our clients is good communication.  Good communication with the client is important in order for you to determine what tasks need to be done or if there are changes in the client’s condition.  It is also important for you to stay in communication with the Office Manager to discuss changes in the client’s condition and/or scheduling needs.
[bookmark: _Toc440222933]Emergencies
If you notice a sudden change in your client’s behavior, speech pattern or if they fall and cannot get up on their own call 911 and let them assess the situation.  If the 911 dispatcher decides it is necessary, they will send out assistance.  
Once off the phone with emergency services, call the Office Manager immediately, the Office Manager will then notify the client’s emergency contact/s.
[bookmark: _Toc440222934]Advance Directives for Adult/Terminally Ill Clients
YOUR AGENCY NAME conducts home assessments for new clients to determine which services are needed.  As part of the assessment, advance directives are discussed with the client.   
If a client has an advance directive the caregiver will be informed prior to starting service.  The service plan will include the client’s Advance Directive and emergency contact information.   If a client has an Advance Directive they will have an orange form accessible to the caregiver.  
In the event of an emergency and paramedics respond to the home, it is the caregiver’s responsibility to provide the paramedics with the orange form.  
The procedure for a client emergency that has an advance directive:
Call 911         Notify the Office Manager        the Office Manager will then call the emergency contact(s) 
Sit with the client and make sure the client is calm and comfortable. Notify the Office Manager once the paramedics have arrived with the outcome of the emergency.
[bookmark: _Toc440222935]TYPES OF ABUSE
[bookmark: _Toc440222936]Abuse and Neglect
Another important service we provide in caregiving is to be alert to potential abuse of the client. Abuse is defined as the infliction of physical, emotional, psychological or sexual harm on an older adult or disabled person.  Abuse also can take the form of financial exploitation, or intentional or unintentional neglect of an older adult/disabled person by the care provider.
The Caregiver is required to report actual or suspected abuse of elderly (65 or older) or disabled adults (18 to 64) by California law under the penalty of prosecution to the Adult Protective Services immediately. To do so, fill out an “Abuse Report” form, see attached documents, and call the Adult Protective Services, (see below for 24 Hour Hotline phone numbers) and be prepared to submit the form to the Adult Protective Services and provide a copy to the Office Manager as soon as possible upon becoming aware of an actual or suspected abuse. 
[bookmark: _Toc440222937]Passive and Active Neglect
With passive and active neglect the care provider fails to meet the physical, social, and/or emotional needs of the older adult/disabled person.  The difference between active and passive neglect lies in the intent of the care provider.  
With active neglect, the care provider intentionally fails to meet his/her obligations towards the person.  With passive neglect, the failure is unintentional; often the results of care provider or family member overload or lack of information concerning appropriate care giving strategies. 
[bookmark: _Toc440222938]Sexual Abuse
Sexual abuse consists of any sexual activity for which the older adult/disabled person does not consent or is incapable of giving consent.  The sexual activity can range from exhibitionism to fondling to oral, anal, or vaginal intercourse.
[bookmark: _Toc440222939]Physical Abuse
Physical abuse consists of an intentional infliction of physical harm of an older adult/disabled person.  The abuse can range from slapping an older adult to beatings to excessive forms of physical restraint (i.e. locking in a room or in chains). 
[bookmark: _Toc440222940]Material/Financial Abuse
Material and financial abuse consists of the misuse, misappropriation, and/or exploitation of an older adult/disabled person material (e.g. possessions, property) and/or monetary assets. 
[bookmark: _Toc440222941]Psychological Abuse
Psychological or emotional abuse consists of the intentional infliction of mental harm and/or psychological distress upon the older adult/disabled person.  The abuse can range between insults and verbal assaults to threats of physical harm or isolation. 
[bookmark: _Toc440222942]Violations of Basic Rights
Violations of basic rights is often similar to psychological abuse and consists of depriving the older adult/disabled person of the basic rights that are protected under state and federal law. This can include the right to privacy, freedom of religion, etcetera. 
[bookmark: _Toc292549636][bookmark: _Toc440222943]Reporting Abuse and Neglect
If you detect any of the following signs of abuse or suspect abuse of the client it is critical that you alert the Office Manager immediately. 
Reports that a caregiver has neglected or abused a client will result in an immediate investigation, pending discharge and/or criminal charges.
[bookmark: _Toc292549637][bookmark: _Toc440222944]SIGNS OF ABUSE
[bookmark: _Toc292549638][bookmark: _Toc440222945]Signs of Passive and active neglect
· Personal care is lacking or neglected
· Signs of malnourishment
· Chronic health problems
· Pressure sores (bed sores)
· Dehydration

[bookmark: _Toc292549639][bookmark: _Toc440222946]Signs of Sexual Abuse
· Trauma to the genital areas
· Venereal diseases
· Signs of psychological abuse may also be present with sexual abuse

[bookmark: _Toc292549640][bookmark: _Toc440222947]Signs of Physical Abuse
· Visual signs of physical trauma (e.g. scratches, bruises, cuts, burns)
· Injury-especially if repeated (e.g. fractures, sprains, dislocation)
· Repeated “unexplained” injuries
· Inconsistent explanations of the injuries
· Gap in time between injury and medical treatment

[bookmark: _Toc292549641][bookmark: _Toc440222948]Signs of Material or Financial Abuse
· Unusual banking activities
· Documents are being drawn up for the person, which they cannot explain or understand
· Personal belonging are missing
· Signatures on checks and other documents do not match the signature of the older adult/disabled person
[bookmark: _Toc440222949]Psychological Abuse
· Anxiety
· Depression, helplessness, hopelessness, thoughts of suicide
· Confusion, disorientation
[bookmark: _Toc440222950]Behavioral Signs
· Clinging, lack of eye contact
· Agitation
· Evasiveness
[bookmark: _Toc440222951]Violation of Basic Rights
· Care provider or family member withholds or reads older adult/disabled person’s mail
· Care provider or family member has removed all the doors from the older adults/disabled person’s room 
· Care provider or family member has installed locks on the outside of the client’s room door.
[bookmark: _Toc440222952]Adult Protective Services Offices

If the county in which your client lives is not listed below, go to http://www.cdss.ca.gov/agedblinddisabled/PG2300.htm to find the correct phone number to make your report.

[bookmark: _Toc440222953]SAFETY
[bookmark: _Toc292549642]Safety & Accident Prevention
Caregivers are responsible to make sure their client’s home is a safe environment.  While providing care to our client, there are some things to be aware of and check on a regular basis.  If you find a hazardous area in your client’s home that you and your client cannot fix, please notify the Office Manager for assistance.  
Cords
Make sure lamp, extension and telephone cords are out of the flow of traffic.  Cords stretched across walkways are a tripping hazard.  
[bookmark: _Toc292549643]Rugs, Runners and Mats
All rugs, runners and mats need to be slip resistant to prevent tripping.  If you notice a rug, runner or mat that tends to slide, apply double-faced adhesive carpet tape or rubber matting to the backs of rugs and runners or pick them up.  Encourage your client to purchase slip resistant rugs.
[bookmark: _Toc292549644]Emergency Phone Numbers
In case of an emergency, telephone numbers for the Police, Fire Department and local Poison Control Center, along with a neighbor’s number, should be readily accessible.  Write down the numbers in large print and post them near the phone.
[bookmark: _Toc292549645]Smoke and Carbon Monoxide Detectors
Check smoke and carbon monoxide detectors on a 6-month basis to make sure they are working. Replace batteries as needed.  
Kitchen
In the kitchen, check all range areas, all electrical cords, lighting and step stools.  Make sure anything that might catch fire is kept away from the stovetop.  All electrical appliances and electrical cords must be stored away from sinks or other water sources.  There should be enough lighting in the kitchen over the stove and counter top work areas, especially where food is cut.  Insufficient lighting can contribute to cuts or burns.  
Be sure that you and your client only use step stools to reach for items that are on high shelves. Standing on a chair or other such surface can result in a bad fall and injury. Before standing on any step stool ensure it is fully opened and stable.  Throw away step stools that are broken or have missing parts.
Living Room/Family Room
All hallways, passageways between rooms and other heavy traffic areas should be kept clear of objects that can be obstacles and well lit.  Never exceed the maximum wattage bulb allowed by light fixture.  Install night lights in areas the client will navigate during the night time.  Rearrange furniture to open passageways or walkways.  Remove boxes or clutter.  
[bookmark: _Toc292549646]Bathroom
In the bathroom, check bathtub and shower areas, rugs and mats and small electrical appliances storage.  Encourage and help your client to apply textured strips or appliqués on the floors of tubs and showers.  Use non-skid mats in the bathroom.  
Always check the temperature of the water before your client enters the shower or bathtub.  In addition, clients should have grab bars in the shower and tub to help stabilize them getting in and out of the shower or tub.  If your client has difficulties balancing in the shower encourage them to get a shower bench with an adjustable hand held showerhead. 
Ensure that all small electrical appliances in the bathroom are unplugged when not in use, and make sure when they are being used they are away from water such as by the sink, shower tub.   
[bookmark: _Toc292549647]Bedrooms
In the bedroom check all rugs and runners are secure, the walk path areas around the bed are free from electrical and telephone cords.  Rearrange furniture closer so that lamps are closer to the bed.  Install nightlights as needed to assist clients at night. Remove sources of heat or flame from areas around beds; discourage clients from using heating pads or portable heaters while sleeping as they pose a significant fire hazard.  
[bookmark: _Toc440222954]CLIENT RIGHTS
[bookmark: _Toc292549648]Respect and Dignity
It is essential that caregivers treat our clients with dignity and respect regardless of race, ethnicity, religion, gender, mental or physical disability, sexual orientation or age. 
[bookmark: _Toc292549649]Confidentiality and Privacy
Information regarding client’s health, lifestyle or personal information is to remain confidential, which includes documents.  Documents that have confidential information such as financial, medical, personal or other information that can compromise a client’s well-being must be kept in a place that is not accessible to others. 
[bookmark: _Toc292549650]Reporting Concerns About Care
Clients have the right to report complaints or issues they may have with their caregiver or the services being provided by YOUR AGENCY NAME or to their case manager. In addition to reporting complaints, clients have the right to address policies concerning the care they receive.  
[bookmark: _Toc292549651]Personal Rights
Clients have the right to choose what activities they want done for the day or how they want things done in their home.  The caregiver must meet client’s reasonable requests, when in doubt of what is appropriate it is the caregiver’s responsibility to contact the Office Manager for clarification. 
[bookmark: _Toc292549652]Conflicts of Interest
Employees have an obligation to conduct business within guidelines that prohibit actual conflicts of interest.  This policy establishes only the framework within which YOUR AGENCY NAME wishes the business to operate.  
The purpose of these guidelines is to provide general direction so that employees can seek further clarification on issues related to the subject of acceptable standards of operation.  Contact the President for more information or questions about conflicts of interest.
An actual conflict of interest occurs when an employee is in a position to influence a decision that may result in a personal gain for that employee or for a friend or a relative as a result of YOUR AGENCY NAME’s business dealings.
No “presumption of guilt” is created by the mere existence of a relationship with such outside persons or firms.  However, if employees with such relationships have any influence on transactions involving sales, purchases, contracts, or leases with such persons or firms, it is imperative that they disclose this to the Office Manager at YOUR AGENCY NAME as soon as possible so YOUR AGENCY NAME can determine whether a conflict of interest exists.  If a conflict of interest exists, YOUR AGENCY NAME will take necessary and appropriate action.
Personal gain may result not only in cases where an employee, friend, or relative has a significant ownership in a firm with which YOUR AGENCY NAME, Inc. does business, but also when an employee, friend, or relative receives any kickback, bribe, substantial gift, or special consideration as a result of any transaction or business dealings involving YOUR AGENCY NAME.
[bookmark: _Toc292549653]Confidentiality
In the course of employment with YOUR AGENCY NAME, employees have access to “Confidential Information” regarding YOUR AGENCY NAME, which may include sensitive information regarding its clients, organization strategy, future plans, financial information, contracts, suppliers, personnel information or other information that we consider proprietary and confidential.  
Maintaining the confidentiality of this information is vital to our integrity and compliance with the law, and, ultimately, to our ability to achieve success and stability.  Employees must protect this information by safeguarding it when in use, using it only for the business of YOUR AGENCY NAME and disclosing it only when authorized to do so and only to those who have a legitimate business need to know about it.  This duty of confidentiality applies during and after employment with YOUR AGENCY NAME.
Information regarding client’s health, lifestyle or personal information is to remain confidential, which includes documents.  Documents that have confidential information such as financial, medical, personal or other information that can compromise a client’s well-being must be kept in a place that is not accessible to others.
[bookmark: _Toc440222955]EMPLOYMENT STATUS AND RECORDS
[bookmark: _Toc292549654]Employment Applications
YOUR AGENCY NAME relies upon the accuracy of information contained in the employment application, as well as the accuracy of other data presented throughout the hiring process and employment.  Any misrepresentations, falsifications, or material omissions in any of this information or data may result in the exclusion of the individual from further consideration for employment or, if the person has been hired, termination of employment.
[bookmark: _Toc292549655]Employment Reference Checks
To ensure that individuals who join YOUR AGENCY NAME are well qualified and have a strong potential to be productive and successful, it is the policy of YOUR AGENCY NAME to check the employment references of all applicants.
Any and all inquiries received by YOUR AGENCY NAME regarding a present or former YOUR AGENCY NAME employee are to be referred to the Office Manager.  In response to such inquiries, s/he will provide only the former or present employee’s dates of employment and position(s) held YOUR AGENCY NAME.  Compensation information may also be verified if the employee provides written authorization.
[bookmark: _Toc278891210][bookmark: _Toc292549656]Employment Categories
It is the intent of YOUR AGENCY NAME to clearly describe employment classifications so that employees understand their employment status and benefit eligibility.  These classifications do not guarantee employment for any specified period of time.  Accordingly, all employees are employed at will and the right to terminate the employment relationship at any time with or without cause is retained by both the employee and YOUR AGENCY NAME. The following terms are used to describe employees and their status:
EXEMPT employees are excluded from coverage by federal and state wage and hour laws regarding overtime and meal/rest breaks.  Exempt status is determined by federal and state law.  In general, exempt employees are those engaged in executive, managerial, high-level administrative and professional jobs that are paid a fixed salary that is at least twice the prevailing state minimum wage and perform certain duties. 
Exempt employees are expected to work whatever hours are necessary in order to meet their objectives. Exempt employees will be paid their regular rate of pay per payroll period regardless of the number of hours worked or number of hours off in a given pay period. 
NON-EXEMPT employees are all those employees covered by federal and state wage and hour laws regarding minimum wage and overtime.  Employees working in non-exempt jobs are entitled to be paid at least the minimum wage per hour and a premium for overtime hours actually worked. An employee’s EXEMPT or NON-EXEMPT classification may be changed only upon written notification by YOUR AGENCY NAME management as approved by the President.
In addition to the above categories, each employee will belong to one other employment category:
REGULAR FULL-TIME employees are those who are not in a temporary or introductory status, and who are regularly scheduled to work YOUR AGENCY NAME’s full-time schedule (at least 37.5 hours per week).  Generally, they are eligible for YOUR AGENCY NAME’s benefit package, subject to the terms, conditions, and limitations of the benefit.
REGULAR PART-TIME employees are those who are not in a temporary or introductory status and who are regularly scheduled to work less than 30 hours per week.  Regular part-time employees are ineligible for benefits provided by YOUR AGENCY NAME other than those legally mandated, such as social security and Worker’s Compensation.
TEMPORARY employees are those who are hired as interim replacements, to temporarily supplement the work force, or to assist in the completion of a specific project.  Employment assignments in this category are usually of limited duration.  Employment beyond any initially stated temporary period does not in any way imply a change in employment status.  Temporary employees retain that status unless and until notified of a change in status.  Temporary employees are ineligible for all of YOUR AGENCY NAME, Inc.’s benefit programs other than those legally mandated, such as social security and Worker’s Compensation.
Employee Records
YOUR AGENCY NAME values its employees’ privacy. All employee personnel, medical, workers’ compensation, and payroll records will be kept private, unless disclosure is authorized in writing by the employee or required by law. Access to private employee records will be limited to YOUR AGENCY NAME management and confidential employees and agents (such as the office manager, payroll processors, and legal counsel and similar personnel).

Although employee privacy is a preeminent concern for YOUR AGENCY NAME, employee information may be given to persons outside of YOUR AGENCY NAME at certain times. These include:
Responses to subpoenas, court orders, or orders of administrative agencies
In a lawsuit in which you and/or YOUR AGENCY NAME are parties
To administer employee benefit plans
	To a healthcare provider
Privacy of Employee Personal and Medical Information

As with all other confidential information, access to employees’ medical records is restricted to individuals with a need to know. Furthermore, such access will be granted only in accordance with applicable law, which includes the Americans with Disabilities Act (ADA), Occupational Safety and Health Act (OSH Act), the Family and Medical Leave Act (FMLA), the Federal Rehabilitation Act, the Health Insurance Portability and Accountability Act (HIPAA), state workers’ compensation law, and the California Confidentiality of Medical Information Act. YOUR AGENCY NAME will not use or disclose an employee’s medical information without the employee’s written, signed permission. Limited exceptions to this prohibition include disclosure for the purpose of administering and maintaining employee benefit plans. YOUR AGENCY NAME prohibits the use of an employee’s medical information for unlawful discrimination.
Access to Personnel Records
YOUR AGENCY NAME maintains employee files, personal files and payroll records for each employee as required by law.  The employee file includes such information as the employee’s job application, resume, records of training, documentation of performance appraisals and salary increases, and other employment records. The personal file includes such information as the employee’s elected tax withholdings documents, insurance information and other benefit information.
Employee files, personal files and payroll records are the property of YOUR AGENCY NAME, and may not be removed from YOUR AGENCY NAME’s premises without written authorization from President.  Because employee files, personal files and payroll records are confidential, access to these records is restricted.  Generally, only those who have a legitimate reason to review information in a employee file are allowed to do so.
Within 21 days of receiving a written request, YOUR AGENCY NAME will make available for inspection and/or provide a copy of an employee’s or former employee’s payroll records. Within 30 days of receiving a written request from a current or former employee or his/her representative, YOUR AGENCY NAME will make available and/or provide a copy of an employee’s personnel file except for letters of reference and certain other limited kinds of information.  Contact your supervisor if you wish to review your personnel file or make copies of documents signed by you.YOUR AGENCY NAME
[bookmark: _Toc278891212][bookmark: _Toc292549658]Personnel Data Changes
It is the responsibility of each employee to promptly notify YOUR AGENCY NAME of any changes in personnel data.  Personal mailing addresses, telephone numbers, number and names of dependents, individuals to be contacted in the event of emergency, educational accomplishments, and other such information should be accurate and current at all times.  If any personnel data has changed, notify the Office Manager.
[bookmark: _Toc292549659]Introductory Period
All new and rehired employees work on an introductory basis for the first 90 days after their date of hire.  YOUR AGENCY NAME may extend an introductory period at its sole discretion. Upon satisfactory completion of the initial introductory period, employees will enter the appropriate “regular” employment classification as described herein.
Employment remains terminable at‑will during and after the introductory period.  This means either the employee or YOUR AGENCY NAME may initiate termination of employment at any time, with or without cause and with or without notice.  Successful completion of the introductory period shall in no way alter an employee’s status as an at‑will employee.
During the initial introductory period, new employees are eligible for those benefits that are required by law, such as workers’ compensation insurance and Social Security.  If they are in an employment category that earns PTO, they are also eligible to start accruing PTO. After completing the introductory period, employees become eligible for YOUR AGENCY NAME’s insurance benefits, subject to the terms and conditions of each benefits program.  
[bookmark: _Toc278891214][bookmark: _Toc292549660]

Performance Evaluations
Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal, day-to-day basis.  A written performance evaluation is prepared at the end of an employee’s introductory period, which allows the supervisor and the employee to discuss the job responsibilities, standards, and performance requirements of the new position as well as the employee’s performance during the introductory period.  
[bookmark: _Toc292549661]Paid Time Off (PTO)
Paid Time Off (PTO) is an all - purpose paid time-off program for eligible employees to use for vacation, illness or injury, care of relatives who are ill, and personal business.  PTO combines traditional vacation and sick leave plans into one flexible, paid time-off policy.  Employees in the following employment classification(s) are eligible to earn and use PTO as described in this policy:
· Regular full-time employees. 
Employees are reclassified into the eligible employment classification after one month of being on a full time schedule and begin to earn PTO according to the schedule below.  They can request use of PTO after it is earned.  Employees accrue 6.15 hours per month or 3.08 hours per pay period, in no event will an employee accrue less than 1 hour of PTO for 30 hours of work. 
PTO is not accrued during leave of absence status (except military leave of absence). 
Employees may use PTO in partial day increments of at least 2 hours or more.  Employees must use PTO, if available, for any time they take off work in these increments, except as otherwise indicated in the Pregnancy Disability Leave and State Benefits for Paid Family Leave policies.
Employees who have an unexpected need to be absent from work should notify their direct supervisor before the scheduled start of their workday, if possible.  The direct supervisor must also be contacted on each additional day of unexpected absence.
To schedule planned PTO, employees must obtain advance approval from their supervisors by completing the “PTO Request Form” with at least 24 hours advance notice.  Requests will be reviewed and approved/disapproved based on a number of factors, including business needs and staffing requirements.
Employees using PTO for reasons covered by the California Paid Sick Leave Law must give notice as required by the California Paid Sick Leave law (see below).
As an additional condition of eligibility for PTO, an employee on an extended absence for illness or injury may apply for any other available compensation and benefits accrued, such as State Disability.  PTO may be used to supplement any payments that an employee is eligible to receive from state disability insurance or workers’ compensation.  The combination of any such disability payments and PTO cannot exceed the employee’s normal weekly earnings.
PTO will not count as hours worked for purposes of determining eligibility for overtime pay. PTO will be capped at one and half times the annual PTO amount and further accrual will stop.  When the employee uses PTO and brings the available amount below the cap, accrual will begin again.
Upon termination of employment, employees will be paid for accrued and unused PTO that has been earned through the last day of work.
Sick Leave
Beginning July 1, 2015 temporary and regular part-time employees are eligible for 3 days (24 hours) of paid sick leave providing they are performing work for YOUR AGENCY NAME at least 30 days in a calendar year. Employees will accrue 1 (one) hour of paid sick leave for every 30 hours worked. 

Note: Those employees who are eligible for PTO are not eligible for paid sick leave, but in no event will the amount of PTO provided be less that what is required under the paid sick leave law. 
Paid sick leave may be used  (i) for the diagnosis, care, or treatment of an existing health condition of, or preventative care for, an employee or an employee's family member; (ii) for an employee who is a victim of domestic violence, sexual assault, or stalking to seek medical attention, obtain services from a domestic violence shelter, obtain psychological counseling, participate in safety planning or attend to other protected activities as defined in Labor Code Section 230.1; (iii) dental appointments; or (iv) bereavement.  A Family member is a biological, adopted or foster child, stepchild, legal ward or child to whom the employee stands in loco parentis; a biological, adoptive, or foster parent, stepparent, or legal guardian of an employee or his or her spouse or registered domestic partner, or person who stood in loco parentis with the employee; a spouse, registered domestic partner, grandparent, grandchild or sibling.
If the need for sick leave is foreseeable, the employee shall provide reasonable advance notification of the need for sick leave.  If the need for leave is not foreseeable, the employee shall provide notice as soon as practicable. 
When an employee requests paid sick leave for a shift, it will be given in the number of hours in that shift. For example, if an employee is requesting sick leave for a 2-hour shift s/he will be given paid sick leave for a 2-hour shift.
Sick leave will rollover to the next calendar year and may accrue to a maximum of 6 days or 48 hours. Paid sick leave does not cash out upon termination of employment. 
[bookmark: _Toc292549662]Holidays
The following 7 paid holidays are customarily observed by YOUR AGENCY NAME and the Office will be closed on these days. 
· New Year’s Day
· Memorial Day 
· Independence Day
· Labor Day
· Thanksgiving Day 
· Day after Thanksgiving Day
· Christmas Day

If any one of these holidays falls on a weekend, it will be observed on the Friday before or the Monday after, at the discretion of the President. If a recognized holiday falls during an eligible employee’s paid absence (such as PTO), Holiday Pay will be provided for that day instead of PTO.
If a caregiver, who is classified as a non-exempt employee, works on the following holidays they are compensated 1.5 times their normal pay for hours worked.
· New Year’s Day
· Easter
· Memorial Day
· Independence Day
· Thanksgiving
· Christmas

[bookmark: _Toc440222956]TIMEKEEPING / PAYROLL
Payroll Procedures
The pay period is Monday through Sunday and time sheets are due in the office every Tuesday by 5pm. If your time sheets are not received by this time, you will be subject to disciplinary action up to and including termination.  Paydays are every other Friday and checks are available for pick up from 8am to 5pm.  All checks not picked up will be mailed at the end of business hours on paydays.  
W-4 forms are available from management or the human resources department if you wish to make changes to your withholdings or other deductions. YOUR AGENCY NAME will make all legally required deductions from your pay, in accordance with applicable state and federal law, garnishment orders, and your W-4 form. No other deductions or withholdings will be made unless authorized in writing by you.
Timekeeping
In order to ensure a timely payroll, time sheets must be filled out completely and accurately.  They must be delivered to the Office Manager either by mail or hand delivered to the Office Manager. In addition, the caregiver is to give the client a copy and keep a copy for the employee’s records. 
Nonexempt employees are required to record their own time in and out, and all timekeeping should be accurate and precise. No one, regardless of circumstances, is permitted to record time for anyone else. 

Additionally, no supervisor or manager can permit an employee to work off the clock. If your supervisor or manager asks you to work off the clock, you must immediately bring this issue to the attention of management. For the purposes of this policy, off-the-clock work occurs when an employee works for YOUR AGENCY NAME but does not accurately record his or her time on YOUR AGENCY NAME’s approved time sheet.

Falsification of hours worked will result in an immediate investigation, pending discharge and/or criminal charges.
Equal Pay
YOUR AGENCY NAME will not pay wages to any employee at a rate less than the company pays employees of the opposite sex for work that is substantially equivalent requiring comparable skills and experience. If you believe you are not receiving equal pay in accordance with this policy, immediately contact your supervisor. Employees who inquire or complain about equal pay issues will not be retaliated against in any way.
[bookmark: _Toc292549663]Administrative Pay Corrections
YOUR AGENCY NAME takes all reasonable steps to ensure that employees receive the correct amount of pay in each paycheck and that employees are paid promptly on the scheduled payday.
In the unlikely event that there is an error in the amount of pay, the employee should promptly bring the discrepancy to the attention of the Office Manager so that corrections can be made as quickly as possible.
[bookmark: _Toc292549664]Pay Deductions
The following mandatory deductions will be made from every employee’s gross wages: federal income tax, Social Security FICA tax, and applicable state and local taxes.

Every employee must complete and sign a federal withholding allowance certificate, IRS Form W-4, on or before his or her first day on the job. This form must be completed in accordance with federal regulations. The employee may complete a new W-4 at any time when his or her circumstances change. Employees who paid no federal income tax for the preceding year and who expect to pay no income tax for the current year may complete an Exemption from Withholding Certificate, IRS Form W-4E. Employees are expected to comply with the instructions on Form W-4. Questions regarding the propriety of claimed deductions may be referred to the IRS in certain circumstances.

Other voluntary deductions, such as the portion of group health insurance premiums not paid by the company or retirement plan contributions, must be authorized in writing prior to any deductions being made. 

Every employee will receive an annual Wage and Tax Statement, IRS Form W-2, for the preceding year on or before January 31. Any employee who believes that his or her deductions are incorrect for any pay period, or on Form W-2, should check with management immediately.  
In addition, ABC will honor valid wage garnishment orders and deduct the garnishment as directed by the court. 
[bookmark: _Toc440222957]WORK CONDITIONS AND HOURS
[bookmark: _Toc278891227][bookmark: _Toc292549665]Safety
To assist in providing a safe and healthy work environment for employees, customers, and visitors, YOUR AGENCY NAME has established a workplace safety program.  This program is a top priority for YOUR AGENCY NAME.  The President has the responsibility of implementing, administering, monitoring, and evaluating the safety program.  Its success depends on the alertness and personal commitment of all.
YOUR AGENCY NAME provides information to employees about workplace safety and health issues through regular internal communication channels such as employee meetings, bulletin board postings, memorandum, or other written communications.
Some of the best safety improvement ideas come from employees.  Employees with ideas, concerns, or suggestions for improved safety in the workplace are encouraged to raise them with their manager, or bring them to the attention of the President.  Reports and concerns about workplace safety issues may be made without fear of reprisal.
In order to minimize injuries at YOUR AGENCY NAME, all employees must follow these guidelines:
1. All employees must be aware of where the first aid kits are located.
1. All employees must know all the emergency exits.
1. All employees must adhere to the safety practices that are implemented by the safety committee.
1. All employees must report injuries to their immediate supervisor.  The manager must submit an Injury Report no later than 24 hours to the President. Such reports are necessary to comply with laws and initiate insurance and workers’ compensation benefits procedures.
1. Employees who violate safety standards, who cause hazardous or dangerous situations, or who fail to report or, where appropriate, remedy such situations, may be subject to disciplinary action, up to and including termination of employment.
[bookmark: _Toc278891228][bookmark: _Toc292549666]Security
YOUR AGENCY NAME employees are expected to follow the following Security protocols:
1. Employees are responsible for personal equipment/items brought into the building or work area.  YOUR AGENCY NAME will not be responsible for loss or theft of personal equipment/items of employees.
1. All YOUR AGENCY NAME owned equipment must be registered with the Office Manager for proper tracking.  Employees are responsible for assigned YOUR AGENCY NAME owned equipment.  Proper care and maintenance is expected.
1. The last person in the building is required to ensure that all external doors are locked prior to leaving the premises.  In the event that the last person does not have a key and alarm code, the employee is required to ask the Office Manager for assistance.
[bookmark: _Toc292549667]

Work Schedules
Our general business office hours are 9am-5pm, Monday through Friday. In order to foster a team atmosphere, it is important for the office staff to generally work in the office during those defined hours. The usual workday is 8 hours.  The workweek starts at Monday at 12:01am.
REPORTING TIME PAY
With the exception of Personal Attendants, who are not entitled to reporting time pay because they are exempt from that provision of Wage Order 15, nonexempt employees who are requested to report for work, and do so report, but then are not provided with work, shall receive reporting time pay of half of the scheduled workday, or not less than 2 hours of pay and not more than 4 hours of pay, as applicable. This does not apply to circumstances in which operations are shut down due to threats made by employees or a labor organization, a public utility’s failure to supply necessary water, power, or sewage services, or that are a result of an “act of God” as defined by California law.
MEAL AND REST PERIODS (DOES NOT APPLY TO PERSONAL ATTENDANTS WORKING IN PRIVATE HOMES)
Nonexempt employees will receive a paid break period of 10 consecutive minutes for shifts lasting from 3.5 to 6 hours. For shifts longer than 6 hours and up to 10 hours, nonexempt employees will receive two 10-minute rest periods. For shifts that are longer than 10 hours and up to 14 hours, nonexempt employees will receive three 10-minute rest periods. If an employee’s total daily work time is less than 3½ hours, no rest period will be authorized.
You are entitled to 1 hour of premium pay at your regular rate of pay if you miss a rest period (one premium per day for missed rest periods, regardless of the number of rest periods missed) in addition to being paid for the time you worked.
A 30-minute off-duty meal period must be taken during any 5-hour work period. Employees will be relieved from all duties for at least 30 minutes. If an employee works no more than 6 hours in a workday, he or she may waive the off-duty meal period in a written agreement with the Company.
If a nonexempt employee works for a period of more than 10 hours in a workday, the employee must be provided with a second meal period of no less than 30 minutes. If the total hours the employee works are no more than 12 hours, the second off-duty meal period may be waived by mutual written consent of the employee and the Company. Despite the existence of a written waiver for the second off-duty meal period, this meal period must be taken if the employee did not take or receive his or her first meal period for that workday.
Nonexempt employees must record all meal periods on their time sheets on a daily basis.
You may not add your rest periods to your meal period so that you can take a longer meal period. Absent one of the waivers described above, employees will be relieved of all duties and permitted an opportunity to take off-duty meal periods.
If for some reason you are prohibited from taking a full and continuous 30-minute meal period, you must advise your supervisor in writing within that payroll period and note on your time sheet that the meal period was missed; otherwise, it will be presumed that you have taken or received the required meal period.
You are entitled to 1 hour of premium pay at your regular rate of pay for each missed meal period (one premium per day, regardless of the number of meal periods missed) in addition to being paid for the time you worked. An employee who refuses or neglects to take his or her meal periods may be subject to discipline, up to and including termination. Under certain circumstances, where business needs so require, your supervisor may authorize you to work through a meal or rest period and to receive the missed meal period premium pay for that day.



Recovery Periods
A recovery period is defined under California law as a cool down period afforded an employee to prevent heat illness. You are entitled to a recovery period of at least 5 minutes if you believe you are suffering from a heat-related illness or need to take a break in a shaded area or cooling station to prevent heat exhaustion.

You are entitled to 1 hour of premium pay per day at your regular rate of pay if you miss a recovery period (regardless of the number of recovery periods missed) in addition to being paid for the time you worked.
Travel Time Pay
Employees are not entitled to travel time pay for the regular commute between their homes and the location where they are to first report to work (either YOUR AGENCY NAME’s offices or the initial worksite for the day). 

For nonexempt employees, all other travel time will be paid at the nonexempt employee’s regular rate of pay, including applicable overtime and double-time premiums. Employees are not entitled to travel time pay for time spent sleeping in a hotel, eating meals (unless the meal is business-related), or on personal or sightseeing activities. Compensation for travel time is included in the salary and other benefits paid to exempt employees.
[bookmark: _Toc278891229][bookmark: _Toc292549668]Use of Phone and Mail Systems
Employees may be required to reimburse YOUR AGENCY NAME for any charges resulting from their personal use of the telephone.
The use of YOUR AGENCY NAME - paid postage for personal correspondence is not permitted.
To ensure effective telephone communications, employees should always use the approved greeting and speak in a courteous and professional manner.  Please confirm information received from the caller, and hang up only after the caller has done so.
Cell Phone Proper Use
When cell phones are used for YOUR AGENCY NAME business, employees must comply with all YOUR AGENCY NAME policies governing conduct, including our policies prohibiting discrimination, harassment and violence in the workplace.  When using the cell phone in a public place, please remember to maintain the confidentiality of any private or confidential business information.  As a courtesy to others, please shut cell phones off or place on vibrate mode during meetings.
Cell Phone Use While Driving
Under the California State Driving laws and for the safety of our employees and the safety of others, employees are to comply with the California laws regarding use of cell phones while operating a motor vehicle while on company business.
Any employee who fails to follow this policy may be subject to disciplinary action, up to and including termination of employment.  
[bookmark: _Toc278891232][bookmark: _Toc292549669]Overtime – Non-exempt Employees
Non-exempt employees will be paid overtime in accordance with applicable laws.  All overtime worked by a non-exempt employee must be authorized in advance by their manager. An exception is if the overtime is absolutely necessary due to “emergency conditions”. 
Employees without receiving prior authorization from their manager may be subject to disciplinary action, up to and including termination of employment.
Overtime compensation is calculated based upon hours actually worked.  Time off using PTO, paid sick leave or any leave of absence will not be considered hours worked for purposes of calculating overtime eligibility.
Office Employees and Caregivers Working in Facilities: Overtime premiums are paid at a rate of 1.5 times the employee’s regular hourly rate. Overtime premiums will be paid to all nonexempt employees for all hours worked in excess of 8 hours in a day and 40 hours in a workweek. Double-time premiums will be paid to all nonexempt employees for all hours worked in excess of 12 hours in a day, and in excess of 8 hours on the seventh consecutive day of work in a workweek, at a rate of 2.0 times the employee’s regular hourly rate of pay.
Caregivers working in a private home who meet the definition of Personal Attendant under Wage Order 15, are entitled to overtime for all hours worked over 9 in a day or 40 in a week.  Personal Attendants are exempt from meal and rest periods under Wage Order 15.
Exempt employees are not eligible for overtime pay.
[bookmark: _Toc292549670]Use of Equipment 
Equipment essential in accomplishing job duties are expensive and may be difficult to replace.  When using YOUR AGENCY NAME property, employees are expected to exercise care and follow all operating instructions, safety standards, and guidelines.
Employees should notify their supervisor if any equipment or machines, appear to be damaged, defective, or in need of repair.  Prompt reporting of damages, defects, and the need for repairs may prevent deterioration of equipment and possible injury to employees or others. 
The improper, careless, negligent, destructive, or unsafe use or operation of equipment, may result in disciplinary action, up to and including termination of employment.
[bookmark: _Toc278891234][bookmark: _Toc292549671]Emergency Closings
At times, emergencies such as severe weather, fires, power failures, or earthquakes, can disrupt company operations.  In extreme cases, these circumstances may require the closing of a work facility. If this does occur, depending on the circumstances, YOUR AGENCY NAME may deploy employees to another site or make other temporary work arrangements.
When the decision to close is made AFTER the workday has begun, you will receive official notification from your immediate manager. In these situations, the time off from scheduled work will be paid.  When the decision to close is made BEFORE the workday has begun, time off from scheduled work will be unpaid for non-exempt employees. However, with supervisory approval, non-exempt employees may use available unused PTO benefits.
[bookmark: _Toc292549672]Business Expenses
YOUR AGENCY NAME will reimburse employees for reasonable, documented, expenses actually incurred while on YOUR AGENCY NAME assignments. 
Employees are to submit their authorized business expenses as follows: 
Caregivers will be reimbursed for mileage and are required to submit mileage pursuant to the policy below, on their timesheets for the current pay period. 
Employees are to submit any other authorized expenses on an expense report no later than 2 weeks from the expense being incurred. 
The Company does not require any employee to use his or her personal cell phone for work.  If you feel that use of your cell phone is mandatory, you may submit a copy of your cell phone bill, and indicate the amount of the bill that you feel was used for work.  The Company will reimburse you for the appropriate percentage of your cell phone bill.  
Abuse of the business expenses policy, including falsifying expenditures to reflect costs not incurred by the employee for the benefit of the client, can be grounds for disciplinary action, up to and including termination of employment.
[bookmark: _Toc292549673]

Mileage Reimbursements
YOUR AGENCY NAME will reimburse employees for mileage that is incurred while driving their own vehicles on YOUR AGENCY NAME business outside their normal commute.  (Normal commute is travel between an employee’s home and the YOUR AGENCY NAME location where the employee regularly works.)  
If at any time during a work day, an employee is required to use their vehicle then the miles between the work location and that new site will be reimbursed. If that employee decides to go straight home instead of going back to the YOUR AGENCY NAME office, then those miles are not reimbursed.  
Mileage will be reimbursed on the employee’s payroll and will be reimbursed at the current IRS reimbursement rate. 
Abuse of the mileage reimbursement expenses policy, including falsifying mileage to reflect costs not incurred by the employee during the course of work for ABC, can be grounds for disciplinary action, up to and including termination of employment.
Relocation of New or Current Employees
YOUR AGENCY NAME shall not provide reimbursement for moving expenses incurred by any new employee without prior written approval of management.

Current employees will be reimbursed for all reasonable moving expenses if relocation is at YOUR AGENCY NAME's request, and if the employee’s employment would be terminated if the employee did not relocate. Moving expenses for relocation that is solely for the employee’s benefit, or at the employee’s request, will not be reimbursed unless and to the extent that YOUR AGENCY NAME management authorizes such reimbursement. Such decisions will be made on a case-by-case basis.
[bookmark: _Toc292549674]Electronic Communications Policy
Employees of YOUR AGENCY NAME have access to computers, e‑mail, telephones, voicemail, fax machine, the Internet and the World Wide Web (hereafter collectively referred to as the “electronic communications system”).  The electronic communications system provided by YOUR AGENCY NAME, Inc. and any information stored on it is Company property and will be treated as such.  Accordingly, employees should have no expectation of privacy with respect to employees’ electronic communications and information stored on the electronic communications system.  The electronic communications system is provided for the purpose of facilitating YOUR AGENCY NAME’s business.
The following rules apply to all electronic communications that are:  (1) accessed on or from YOUR AGENCY NAME’s electronic communications system; (2) accessed using YOUR AGENCY NAME computer or telecommunications equipment, or via Company-paid access methods; and/or (3) used in a manner which identifies the individual with YOUR AGENCY NAME.  The following list is not exhaustive and YOUR AGENCY NAME may implement additional rules from time to time.
· YOUR AGENCY NAME’s electronic communications system may not be used for transmitting, retrieving, viewing, printing or storing any communications of a discriminatory or harassing nature, or which are derogatory to any individual or group, or which are obscene or X‑rated communications, or are of a defamatory or threatening nature, or for “chain letters”, or for any other purpose that is illegal or YOUR AGENCY NAME policy or contrary to YOUR AGENCY NAME interests.
· While the electronic communications system is primarily for YOUR AGENCY NAME’s business use, limited, occasional or incidental use of the electronic communications system (e.g., sending or receiving email) for personal, non-business purposes is permitted – as is the case with personal phone calls.  However, employees need to demonstrate a sense of responsibility and may not abuse the privilege.
· Employees should not assume any electronic communications are private or confidential and should transmit sensitive information in other ways.  YOUR AGENCY NAME may need to monitor, access or review electronic communications for a number of business reasons and it reserves the right to do so.  All such information may be used and disclosed to others, in accordance with business needs, at the Company’s discretion.
· If employees use any security measure on a YOUR AGENCY NAME-supplied computer, they must provide IT with a hard copy record (to be maintained in a secure location) of all their passwords for YOUR AGENCY NAME use if required.
· Any employee who abuses the privilege of YOUR AGENCY NAME -facilitated access to electronic media and services will be subject to corrective action, which may include termination of employment if, in YOUR AGENCY NAME’s discretion, the situation warrants it.  He or she may also risk having the privilege removed for him/herself and possibly others.  If employees have any questions regarding the proper use of the electronic communications system, please contact IT.
· Employees must respect the confidentiality of other people’s electronic communications and may not attempt to breach computer or network security measures, except by the explicit direction of YOUR AGENCY NAME management.
· Anyone obtaining electronic access to other companies’ or individuals’ materials must respect all copyrights.  To avoid viruses and potential copyright violations, no one may download any new software without the prior authorization of IT. 
· All communications sent by employees via the electronic communications system must comply with this and other YOUR AGENCY NAME policies.
[bookmark: _Toc292549675]Workplace Monitoring
Workplace monitoring may be conducted by YOUR AGENCY NAME to ensure quality control, employee safety, security, and customer satisfaction.  YOUR AGENCY NAME wishes to maintain a work environment that is free of illegal drugs, alcohol, firearms, explosives, or other improper materials.  To this end, YOUR AGENCY NAME prohibits the possession, transfer, sale, or use of such materials on its premises.  YOUR AGENCY NAME requires the cooperation of all employees in administering this policy.
YOUR AGENCY NAME reserves the right to inspect and search any employee’s office, desk, drawers, cabinets, files, equipment, including computers, email and voice mail, YOUR AGENCY NAME vehicles, and any area on our premises.  In this regard, it should be noted that all offices, desks, file drawers, cabinets, lockers, and other YOUR AGENCY NAME equipment and facilities are the property of YOUR AGENCY NAME, and are intended for business use.  Employees should have no expectation of privacy with respect to items brought onto YOUR AGENCY NAME property and/or stored in YOUR AGENCY NAME facilities.  Inspection may be conducted at any time, without notice, at the discretion of YOUR AGENCY NAME. 
Persons entering the premises who refuse to cooperate in an inspection conducted pursuant to this policy may not be permitted to enter the premises.  All employees must cooperate in an inspection; failure to do so is insubordination and will result in disciplinary action, up to and including discharge.  Employees found to be in violation of any of YOUR AGENCY NAME, Inc.’s policies will be subject to disciplinary action, up to and including discharge.
[bookmark: _Toc292549676]Workplace Violence Prevention
YOUR AGENCY NAME is committed to preventing workplace violence and to maintaining a safe work environment.  YOUR AGENCY NAME has adopted the following guidelines to deal with intimidation, harassment, violence and/or other threats of violence that may occur during business hours or on its premises.
All employees, including supervisors and temporary employees, should be treated with courtesy and respect at all times.  Employees are expected to refrain from fighting, “horseplay,” or other conduct that may be dangerous to others.  Firearms, weapons, and other dangerous or hazardous devices or substances are prohibited on YOUR AGENCY NAME premises without proper authorization.
Conduct that threatens, intimidates, or coerces another employee, a customer, or a member of the public at any time, including off-duty periods (i.e., when an individual is at work but not actively working, irrespective of the individual’s geographic location), will not be tolerated.  This prohibition includes all acts of harassment, including harassment on the basis of race, national origin, religion, wearing of religious jewelry or attire, sex, sexual orientation or identification, disability, genetic information, military status or any other classification protected by federal, state, or local law.
All threats of or actual violence, both direct and indirect, should be reported as soon as possible to the employees’ immediate supervisor or any other member of management.  This includes threats by employees, as well as threats by customers, vendors, solicitors, or other members of the public.  When reporting a threat of violence, employees should be as specific and detailed as possible.
All suspicious individuals or activities should also be reported as soon as possible to a supervisor.  Employees should not place themselves in peril.  If employees see or hear a commotion or disturbance near their workstation, they should not try to intercede but should report it to their supervisor or dial 911 immediately.
YOUR AGENCY NAME will promptly and thoroughly investigate all reports of a threat of or actual violence and of suspicious individuals or activities.  The identity of the individual making a report will be protected as much as is practical.  In order to maintain workplace safety and the integrity of its investigation, YOUR AGENCY NAME may suspend employees, with or without pay, pending the completion of its investigation.
Any employee determined to be responsible for threats of or actual violence or other conduct that is in violation of these guidelines will be subject to prompt disciplinary action, up to and including termination of employment.
YOUR AGENCY NAME encourages employees who cannot resolve their disputes or differences with other employees are encouraged to bring those to the attention of their supervisors or the Executive Director before the situation escalates.  YOUR AGENCY NAME is eager to assist in the resolution of employee disputes, and will not discipline employees for raising such concerns.
[bookmark: _Toc440222958]LEAVES OF ABSENCE
[bookmark: _Toc292549677]Employee Leaves Generally
While regular attendance is crucial to maintain business operations, YOUR AGENCY NAME recognizes that, for a variety of reasons, employees may need time off from work.  YOUR AGENCY NAME has available a number of types of leaves of absence.  Labor law governs some leaves and others are discretionary.  For all foreseeable leaves, however, employees must submit a “Request For Leave of Absence” form to the Office Manager at least 30 days in advance; in case of an emergency, the request should be made as soon as the employee is aware of the need for leave.  YOUR AGENCY NAME
All requests for a leave of absence will be considered in light of their effect on YOUR AGENCY NAME and its work requirements, as determined by YOUR AGENCY NAME management, which reserves the right to approve or deny such requests in its sole discretion, unless otherwise required by law.  
YOUR AGENCY NAME
Employees who fail to return to work on the first workday following the expiration of an authorized leave may be deemed to have voluntarily resigned their employment with YOUR AGENCY NAME. If an employee requires an extension of leave, a new “Request for Leave of Absence” must be submitted and approved before the expiration of the employee’s approved leave.  If an employee is unable to return to work at the expiration of an authorized leave because of an illness or disability, the employee should inform the company as soon as possible, so the company can engage in the interactive process with the employee.
Employees who take authorized leaves of absence or other time off will not be discriminated against or in any way retaliated against for applying for or taking leave, as permitted by YOUR AGENCY NAME policy or by law.
[bookmark: _Toc278891243][bookmark: _Toc292549680]Discretionary Personal Leave
YOUR AGENCY NAME may provide leaves of absence without pay to eligible employees for personal reasons.  Employees in the following employment classification(s) are eligible to request personal leave as described in this policy:
· Regular full-time employees
· Part-time employees

As soon as eligible employees become aware of the need for a personal leave of absence, they should request a leave from their manager.
If granted, discretionary personal leave may be for a period of up to 60 calendar days every two years.  Employees must use any available unused PTO during the approved period of leave.
Requests for discretionary personal leave will be evaluated by the Company based on a number of factors, including anticipated work load requirements, the employee’s length of service, performance, discipline record, reason for request and prior leave time taken, the length of time off requested and staffing considerations during the proposed period of absence.
Subject to the terms, conditions, and limitations of the applicable plans, health insurance benefits will be provided by YOUR AGENCY NAME will continue through the approved discretionary personal leave at the employee’s expense.  Starting the first of the month after the leave has begun, employees will become responsible for the full costs of these benefits if they wish coverage to continue. When the employee returns from personal leave, a repayment plan is to be established as negotiated with the President. Benefits will again be provided by YOUR AGENCY NAME according to the applicable plans.
Benefit accruals, such as PTO or sick leave, will be suspended during the leave and will resume upon return to active employment.
When a discretionary personal leave ends, reasonable efforts will be made to return the employee to the same position, if it is available, or to a similar available position for which the employee is qualified.  However, YOUR AGENCY NAME cannot guarantee reinstatement to any position.
If an employee fails to return to work promptly at the expiration of the approved leave period, he/she will be deemed to have voluntarily resigned from his/her employment with YOUR AGENCY NAME.
[bookmark: _Toc292549684]Jury Duty
U.S. citizens have a civic obligation to provide jury service when called.  An employee will be granted a leave of absence for this purpose, provided the employee gives the supervisor reasonable advance notice.  Employees are to use accrued unused PTO for Jury Duty.
Employees who are required to serve jury duty beyond the period of available PTO may request an unpaid jury duty leave of absence.
Employees must show the jury duty summons to their supervisor as soon as possible so that the supervisor may make arrangements to accommodate their absence.  Of course, employees are expected to report for work whenever the court schedule permits.
YOUR AGENCY NAME will continue to provide health insurance benefits for the full term of the jury duty absence.
Benefit accruals such as PTO or holiday benefits will be suspended during unpaid jury duty leave and will resume upon return to active employment.
[bookmark: _Toc440222959]EMPLOYEE CONDUCT & DISCIPLINARY ACTION
[bookmark: _Toc278891252][bookmark: _Toc292549690]Drug and Alcohol Use
[bookmark: _Toc278891253]It is YOUR AGENCY NAME’s desire to provide a drug-free, healthy, and safe workplace.  To promote this goal, employees are required to report to work in appropriate mental and physical condition to perform their jobs in a satisfactory manner.
The unlawful or improper presence or use of controlled substances or alcohol in the workplace represents danger to everyone.  For these reasons, YOUR AGENCY NAME has established a condition for employment and continued employment in the following substance abuse policy.  
Caregivers are prohibited from reporting to work or working while using illegal or unauthorized drugs or alcohol.  Caregivers are prohibited from reporting to work or working when the caregiver uses any drugs, except when used as prescribed by a health care practitioner and it is known that the substance does not affect the caregiver’s ability to safely perform his or her job duties.  
In addition, caregivers are prohibited from engaging in the unlawful or unauthorized manufacture, distribution, sale or possession of illegal drugs and alcohol in the workplace, including: on YOUR AGENCY NAME paid time, on YOUR AGENCY NAME premises, while at the home of a YOUR AGENCY NAME client, or while engaged in YOUR AGENCY NAME activities.  Caregivers are also prohibited from consuming alcohol during working hours or when it could affect the caregiver’s job performance, safety or health.
This certificate must be provided to the caregiver’s immediate supervisor before the caregiver reports to his/her client.  If YOUR AGENCY NAME and the caregiver’s physician have determined that the substance does not adversely affect the caregiver’s ability to safely and efficiently perform the caregiver’s job duties, or determined that a reasonable accommodation can be made, the caregiver may commence work.  A caregiver may not be permitted to perform his or her job duties unless such a determination of reasonable accommodation is made.
As a condition of employment with YOUR AGENCY NAME you must fully comply with the stated substance abuse policy.  Any violation of the policy may result in disciplinary action up to and including termination.  YOUR AGENCY NAME assures that any information concerning an individual’s drug and/or alcohol use will remain confidential.
Consistent with the equal opportunity employment policy, YOUR AGENCY NAME maintains a policy of non-discrimination and reasonable accommodation with respect to chemical dependency and alcoholism, and those having a medical history reflecting treatment for substance abuse conditions.  
We encourage caregivers to seek assistance before drug and/or alcohol use interferes with their life and job duties. YOUR AGENCY NAME will attempt to assist its caregivers through referrals to rehabilitation, appropriate leaves of absence and other measures, to the extent that these measures do not impose an undue hardship upon YOUR AGENCY NAME, and/or do not jeopardize the caregiver’s health and safety, or the health and safety of co-workers or others.
YOUR AGENCY NAME reserves the right to take any and all lawful actions necessary to enforce this substance abuse policy including, but not limited to drug testing. 
[bookmark: _Toc292549691]Anti-Harassment/Discrimination
YOUR AGENCY NAME is committed to providing a work environment that is free from all forms of unlawful discrimination and conduct that can be considered harassing, coercive, or disruptive, including sexual harassment.  Unlawful harassment or discrimination against individuals on the basis of race, national origin, religion, sex, sexual orientation, disability, or any other classification protected by applicable laws is prohibited by YOUR AGENCY NAME policy.  Such unlawful conduct by or toward an employee, volunteer, contract worker, customer, vendor or anyone else who does business with YOUR AGENCY NAME will not be tolerated.  
Any employee or contract worker who violates this policy will be subject to disciplinary action, up to and including termination of his/her employment or engagement.  To the extent a customer, vendor or other person with whom YOUR AGENCY NAME does business engages in unlawful harassment or discrimination of a YOUR AGENCY NAME, employee, YOUR AGENCY NAME will take appropriate corrective action.
YOUR AGENCY NAME provides ongoing sexual harassment training to ensure employees the opportunity to work in an environment free of sexual and other unlawful harassment.
Sexual or other unlawful harassment or discrimination includes any verbal, physical or visual conduct based on sex, sexual orientation or identification, race, age, national origin, disability, genetic information, military status, religion or use of religious dress or articles, or any other legally protected basis if:
	(i) submission to such conduct is made either explicitly or implicitly a term or condition of employment; 
	(ii) submission to or rejection of the conduct is used as a basis for making decisions concerning that individual’s employment or engagement; or
	(iii) it creates a hostile or offensive work environment.
Sexual harassment is defined as unwanted sexual advances, or visual, verbal, or physical conduct of a sexual nature.  This definition includes many forms of offensive behavior and includes gender-based harassment of a person of the same sex as the harasser.  The following is a partial list of sexual harassment examples:
· Unwanted sexual advances.
· Offering employment benefits in exchange for sexual favors.
· Making or threatening reprisals after a negative response to sexual advances.
· Visual conduct that includes leering, making sexual gestures, or displaying sexually suggestive objects or pictures, cartoons or posters.
· Verbal conduct that includes making or using derogatory comments, epithets, slurs, or jokes.
· Verbal sexual advances or propositions.
· Verbal abuse of a sexual nature, graphic verbal commentaries about an individual’s body, sexually degrading words used to describe an individual, or suggestive or obscene letters, notes, or invitations.
· Physical conduct that includes touching, assaulting, or impeding or blocking movements.
Other forms of harassment or discrimination may include racial epithets, slurs and derogatory remarks, stereotypes, jokes, posters, or cartoons based on race, age, national origin, disability, genetic information, military status, religion or use of religious dress or articles, or other legally protected categories.
If an employee experiences or witnesses sexual or other unlawful harassment in the workplace, they should report it immediately to their supervisor.  If the supervisor is unavailable or the employee believes it would be inappropriate to contact that person for any reason, they should immediately contact the President or any other member of management.  An employee can raise concerns and make reports of suspected harassment/discrimination without fear of reprisal or retaliation.  
Do not allow an inappropriate situation to continue by not reporting it, regardless of who is creating the situation.  No employee, contract worker, customer, vendor or any other person who does business with this organization is exempt from the prohibitions in this policy.
Any manager who becomes aware of possible sexual or other unlawful harassment must immediately advise the President so it can be investigated in a timely and confidential manner.
In response to any complaint of harassment/discrimination, YOUR AGENCY NAME will conduct an investigation and, if improper conduct is found, take appropriate corrective action.  To the extent possible, employee confidentiality and that of any witnesses and the alleged harasser will be protected against unnecessary disclosure.  When the investigation is completed, the complaining employee and the alleged harasser will be informed of the outcome of the investigation.
Employees may also contact the appropriate state or federal enforcement agency for legal relief from harassment, discrimination, and/or retaliation.  In California, the Department of Fair Employment and Housing (“DFEH”) can be contacted by consulting the government agency listings in the telephone book or the DFEH website, http://www.dfeh.ca.gov.  The DFEH will, in appropriate cases, prepare and investigate complaints of harassment or discrimination; after a hearing, the Fair Employment and Housing Commission may award damages to individuals actually injured as a result of such conduct, as well as other remedies.
Employees and contract workers are also protected by law from retaliation for opposing or reporting unlawful harassment or discrimination or for otherwise participating in processes connected with an investigation, proceeding or hearing conducted by YOUR AGENCY NAME or a government agency with respect to such complaints.  
YOUR AGENCY NAME will take disciplinary action up to and including the immediate termination of any employee who retaliates against another employee or contract worker for engaging in any of these protected activities.  Contract workers will be subject to termination of their engagement with YOUR AGENCY NAME for engaging in retaliation.
Employees should contact the President if they have any questions about this policy or require further information on the subject of sexual or other harassment or discrimination.
Retaliation Prohibited
YOUR AGENCY NAME values an atmosphere of open communication for all company employees; employees who report in good faith about harassment and/or discrimination will not be retaliated against by YOUR AGENCY NAME’s management or any fellow employee. The making of a report of harassment or discrimination will never, under any circumstances, be considered in any decision regarding hiring, firing, promotion, or any other term or condition of employment. Any employee who takes adverse action or otherwise retaliates against a subordinate or coworker because that person lodged a harassment or discrimination complaint will be subject to appropriate discipline, up to and including termination.


Accommodation of Disabilities
YOUR AGENCY NAME is committed to making every reasonable effort to accommodate an employee’s temporary or permanent disability. Provided that, with a reasonable accommodation, they can perform their essential job duties, employees with disabilities will be given every opportunity to continue working in their current position or in another available position. Note, however, that YOUR AGENCY NAME will not displace other employees or create new positions to accommodate an employee’s disability.

If you have a disability and need a reasonable accommodation, whether on a temporary or permanent basis, you must notify your supervisor or a manager so that the company can engage you and your healthcare provider in an interactive process to determine which accommodations (if any) are reasonable and feasible. YOUR AGENCY NAME may request that your treating medical provider verify any and all limitations you may have, and that with accommodation, you are able to safely perform your essential job duties. YOUR AGENCY NAME will not inquire into any employee’s medical diagnosis, and asks that you instruct your physician to only communicate information necessary to determine functional limitations related to your job duties and what accommodations may be both reasonable and possible.

Pregnancy and Lactation Accommodation   

Besides pregnancy disability leave, discussed in the leave section of this handbook, YOUR AGENCY NAME will make every effort to reasonably accommodate the limitations of pregnant employees who continue to work during pregnancy. Pregnant employees are strongly encouraged to consult their physicians to determine what, if any, workplace accommodations may be necessary during pregnancy and to promptly notify YOUR AGENCY NAME of the need for such accommodation. YOUR AGENCY NAME is committed to providing pregnant employees with a safe and welcoming workplace environment, free from discrimination based on pregnancy status.

In addition, employees are permitted as many breaks as needed to express breast milk during lactation and will be provided with private facilities to do so. Whenever possible, breast milk expression should take place during an employee’s normally scheduled break periods.
[bookmark: _Toc278891254][bookmark: _Toc292549692]Attendance and Punctuality
To maintain a safe and productive work environment, YOUR AGENCY NAME expects employees to be reliable and to be punctual in reporting for scheduled work.  Employees are to clock in at the start of their shift and clock out at the end of their shift. Non-exempt employees will only be paid for hours worked. Employees who work unauthorized shift changes will be subject to disciplinary action up to and including termination.
Absenteeism and tardiness place a burden on other employees and on YOUR AGENCY NAME. In the rare instances where employees cannot avoid being late to work or are unable to work as scheduled, they should notify their supervisor as soon as possible in advance of the anticipated tardiness or absence.
Employees are expected to be at their work area at their scheduled starting time.  Poor attendance and/or excessive tardiness may lead to disciplinary action, up to and including termination of employment.
Tardiness is defined as coming into work after the employee’s scheduled starting time or leaving before the end of an employee’s scheduled shift.
At any time, if an employee fails to report to work for three consecutively scheduled work shifts, without speaking directly to his/her supervisor will be deemed to have resigned from his/her employment with YOUR AGENCY NAME and will be terminated.  The company will take note of absences or no-shows caused by illness, disability, or any other status protected by state and/or federal law, and will not discriminate against an employee based on their exercise of any right mandated by these laws.
[bookmark: _Toc278891255][bookmark: _Toc292549693]

Personal Appearance
Employees contribute to the culture and reputation of YOUR AGENCY NAME in the way they present themselves. A professional appearance is essential to a favorable impression with our customers. Good grooming and appropriate dress reflect employee pride and inspire confidence on the part of such persons.
Managers may exercise good discretion to determine appropriateness in appearance.
General Guidelines:
1. Hair and facial hair must be groomed and neat.
1. Scrubs are preferable attire for caregivers but well-fitting jeans and t-shirts are acceptable, but must be clean, in good condition. Shorts must be no shorter than knee length.
1. Visible tattoos must be covered.
1. No piercing jewelry besides small subtle earrings are allowed. 
The manager is responsible for establishing a reasonable dress code appropriate to the jobs they supervise.  If a manager feels an employee’s personal appearance is inappropriate, that employee may be asked to leave the workplace until s/he is properly dressed or groomed.  Under such circumstances, the employee will not be compensated for the time away from work.  
Employees should consult with his/her manager if they have questions as to what constitutes appropriate appearance.  Where applicable, YOUR AGENCY NAME will make reasonable accommodations under this policy for religious or disability reasons.
[bookmark: _Toc278891256][bookmark: _Toc292549694]Termination
Termination of employment is an inevitable part of personnel activity within any organization, and many of the reasons for termination are routine.  Below are examples of some of the most common circumstances under which employment is terminated:
· Resignation-voluntary employment termination initiated by an employee.
· Discharge-involuntary employment termination initiated by the organization.
· Layoff-involuntary employment termination initiated by the organization for non-disciplinary reasons such as position elimination or reduction in force.
YOUR AGENCY NAME will generally schedule exit interviews at the time of employment termination.  The exit interview will afford an opportunity to discuss such issues as employee benefits, conversion privileges, or return of YOUR AGENCY NAME-owned property.  Suggestions, complaints, and questions can also be voiced at this time.
Since employment with YOUR AGENCY NAME is at will, both the employee and YOUR AGENCY NAME have the right to terminate employment, at any time, with or without cause.  
Employee benefits will be affected by employment termination in the following manner.  All accrued unused, accrued PTO is due and payable at termination will be paid. Some benefits, such as group health insurance coverage, may be continued through COBRA, following termination at the employee’s expense if the employee so chooses.  The employee will be notified in writing of the benefits that may be continued and of the terms, conditions, and limitations of such continuance.
[bookmark: _Toc278891257][bookmark: _Toc292549695]Resignation
Resignation is a voluntary act initiated by the employee to terminate employment with YOUR AGENCY NAME requests at least two weeks’ written notice of resignation from employees.  YOUR AGENCY NAME reserves the right to waive any notice period, and to make an employee’s resignation effective as of an earlier date selected by YOUR AGENCY NAME.    
An employee who fails to give the requested notice may not be eligible for rehire.  Employees will be deemed to have resigned if they fail to call their supervisor or report to work for three (3) consecutive workdays without speaking directly to their supervisor or if they fail to return to work as scheduled at the conclusion of any approved leave of absence  The company will take note of absences or no-shows caused by illness, disability, or any other status protected by state and/or federal law, and will not discriminate against an employee based on their exercise of any right mandated by these laws.. 
[bookmark: _Toc292549696][bookmark: _Toc278891258]Reduction in Force 
From time to time, YOUR AGENCY NAME may need to lay off one or more employees because of a reduction in force.  A reorganization or reduction in force may occur for a number of reasons, including adverse economic circumstances, or as a result of changes in business needs. 
Final Pay
Final pay for employees who resign: Employees who resign will be paid all applicable wages, severance payments, and accrued but unused vacation benefits within 72 hours of their last day of work.

Final pay for involuntary termination/layoff: Employees who are terminated or laid off (without a return-to-work date in the same pay period) will be paid all wages, severance payments (if any), and accrued but unused [PTO] and other earned benefits on the employee’s last day of work.

You are instructed to carefully scrutinize your final pay to ensure accuracy. If you feel that your final pay is inaccurate, you must notify the company immediately and provide any documentation or information in your possession to support your contention that the pay is not correct. Any employee who doesn’t contest his or her final pay within 5 days of receiving the pay will be presumed to be in agreement with the final pay amount.
[bookmark: _Toc278891259][bookmark: _Toc292549697]Return of Property
Employees are responsible for all YOUR AGENCY NAME property, materials, or written information issued to them or in their possession or control.  All YOUR AGENCY NAME property must be returned by employees on or before their last day of work, including all documents prepared or received by an employee during his/her employment with YOUR AGENCY NAME. The Company may take legally appropriate action to recover or protect its property.
[bookmark: _Toc278891260][bookmark: _Toc292549698]Discipline and Standards of Conduct
The purpose of this policy is to state YOUR AGENCY NAME’s position on administering discipline for unsatisfactory conduct in the workplace.  The best disciplinary measure is the one that does not have to be enforced and comes from good leadership and fair supervision at all employment levels.
YOUR AGENCY NAME’s own best interest lies in ensuring fair treatment of all employees and in making certain that disciplinary actions are prompt, uniform, and impartial.  The main purpose of any disciplinary action is to correct the problem, prevent recurrence, and, if applicable, prepare the employee for satisfactory service in the future.
As an at‑will employer, YOUR AGENCY NAME, Inc. may impose discipline whenever it determines it is necessary or appropriate.  Discipline may take various forms, including verbal counseling, written warnings, suspension, demotion, transfer, reassignment or termination.  
The discipline imposed will depend on the circumstances of each case; therefore, discipline will not necessarily be imposed in any particular sequence.  Moreover, at any time YOUR AGENCY NAME determines it is appropriate, an employee may be discharged immediately.
Every organization must have certain standards of conduct to guide the behavior of employees.  Although there is no possible way to identify every type of inappropriate conduct, the following is an illustrative list. It is not intended to be comprehensive or to limit YOUR AGENCY NAME’s right to impose discipline for any other conduct it deems inappropriate.  
Keep in mind that these standards of conduct apply to all employees whenever they are on YOUR AGENCY NAME property and/or conducting YOUR AGENCY NAME business, on or off YOUR AGENCY NAME.  Engaging in any conduct YOUR AGENCY NAME deems inappropriate may result in disciplinary action, up to and including immediate termination.  
Inappropriate conduct includes, but is not limited to:
· Dishonesty, falsification of YOUR AGENCY NAME records, including timekeeping records; 
· Unauthorized use or possession of property that belongs to YOUR AGENCY NAME, a coworker or the client;
· Possession or control of alcohol, illegal drugs, weapons, explosives or other dangerous or unauthorized materials on company premises;
· Fighting, engaging in threats of violence or violence, use of vulgar or abusive language, horseplay, practical jokes or other disorderly conduct that may endanger others or damage property;
· Insubordination, failure to perform assigned duties or failure to comply with YOUR AGENCY NAME’s health, safety or other rules;
· Unauthorized or careless use of  YOUR AGENCY NAME’s materials, telephones, mail systems, equipment or property;
· Negligence or improper conduct leading to damage of employer-owned or customer-owned property;
· Unauthorized and/or excessive absenteeism or tardiness;
· Lack of teamwork, poor communication, unsatisfactory performance, unprofessional conduct, or conduct improper for the workplace;
· Sexual or other illegal harassment, discrimination or retaliation;
· Unauthorized use or disclosure of YOUR AGENCY NAME’s confidential information;
· Unauthorized use or disclosure of YOUR AGENCY NAME’s client’s confidential information
· Violent behavior or the threat of violence. 
· Violation of YOUR AGENCY NAME’s Drug and Alcohol Abuse Policy;
· Violation of safety or health rules;
· Violation of any YOUR AGENCY NAME policies.
[bookmark: _Toc278891261][bookmark: _Toc292549699]Workplace Etiquette
YOUR AGENCY NAME strives to maintain a positive work environment where employees treat each other with respect and courtesy.  Sometimes issues arise where employees are unaware that their behavior in the workplace may be disruptive or annoying to others.  Many of these day-to-day issues can be addressed by politely talking with a co‑worker to bring the perceived problem to his or her attention.  In most cases, common sense will dictate an appropriate resolution.  
YOUR AGENCY NAME encourages all employees to keep an open mind and graciously accept constructive feedback or a request to change behavior that may be affecting another employee’s ability to concentrate and be productive.
[bookmark: _Toc292549700]Employees should contact the President if they have comments, concerns, or suggestions regarding workplace etiquette.
[bookmark: _Toc292549701][bookmark: _Toc310014297]Open Door Policy
[bookmark: _Toc278891264][bookmark: _Toc292549702]YOUR AGENCY NAME maintains an open door policy. In the event you have a complaint or an issue that you would like to address, you are invited to seek resolution with the President. You may ask to meet with him in person to discuss your complaint or any issue that you have a concern with. 





[bookmark: _Toc440222961]
AT-WILL EMPLOYMENT AGREEMENT AND ACKNOWLEDGMENT OF RECEIPT OF EMPLOYEE HANDBOOK

I acknowledge that I have received a copy of YOUR AGENCY NAME’s Employee Handbook, which contains important information on YOUR AGENCY NAME’s policies, procedures and benefits, including the policies on Anti-Harassment/Discrimination, Drug and Alcohol Use and Confidentiality.  
I understand and agree that the policies described in the handbook are intended as a guide only and do not constitute a contract of employment.  I understand and agree that I will read the contents of this handbook and will comply with the policies as stated. I specifically understand and agree that the employment relationship between YOUR AGENCY NAME and me is at will and can be terminated by YOUR AGENCY NAME or me at any time, with or without cause or notice.  Furthermore, YOUR AGENCY NAME has the right to modify or alter my position, and duties, or impose any form of discipline it deems appropriate at any time.  Nothing in this handbook is intended to modify YOUR AGENCY NAME’s policy of at-will employment.  The at-will employment relationship may not be modified except by a specific written agreement signed by the President and me.
I understand that YOUR AGENCY NAME reserves the right to make changes to its policies, procedures or benefits at any time at its discretion.  However, the at-will employment agreement can be modified only in the manner specified above.  I further understand that YOUR AGENCY NAME reserves the right to interpret its policies or to vary its procedures as it deems necessary or appropriate.
I have read and agree to abide by the policies and procedures contained in the YOUR AGENCY NAME employee handbook.

 					
 Employee’s Name (Please print)


__________________________
 Employee’s Signature



							
Dated _____________________



NOTE:
There are four pamphlets all California employers must provide to all new employees:
California Department of Fair Employment & Housing ("DFEH") Pamphlet No. 185 regarding sexual harassment. It is available for download at: http://www.dfeh.ca.gov/DFEH/Publications/PublicationDocs/DFEH-185.pdf.
Employment Development Department ("EDD") Pamphlet No. DE 2511 regarding paid family leave. It is available for download at: http://www.edd.ca.gov/pdf_pub_ctr/de2511.pdf.
EDD Pamphlet No. 2515 regarding state disability insurance, available for download at: http://www.edd.ca.gov/pdf_pub_ctr/de2515.pdf.  Employers must provide this pamphlet to employees both at the start of employment and again if the employee needs disability leave.
Worker's Compensation Pamphlet entitled "Facts About Workers' Compensation." Employers can obtain this pamphlet from the California Chamber of Commerce www.calchamber.com or the California Worker's Compensation Institute www.cwci.org.  Employers may be able to obtain the pamphlet from their workers’ comp carriers as well, and should check on this to potentially avoid having to buy the pamphlets.
 
When an employee's employment terminates or if he or she takes a leave of absence, employers must provide the following pamphlet:
EDD Pamphlet DE 2320 regarding programs for the unemployed, available for download at: http://www.edd.ca.gov/pdf_pub_ctr/de2320.pdf.
In addition to being able to download the pamphlets, employers also can purchase them in bulk from the California Chamber's online store at: http://www.calbizcentral.com/store/Pages/default.aspx.

Home care agency employers must post California Wage Orders 4, 5 and 15.  Wage Order 4 applies to office employees.  Wage Order 5 applies to hospitals and other facilities, and Wage Order 15 applies to in-home caregivers.  Overtime for non-exempt office workers is triggered after 8 hours in a workday or 40 hours in a workweek.  As of 2014 overtime for personal attendants is triggered after 9 hours in a workday or 40 in a workweek for work in a private home; 8 and 40 for work in a hospital or facility. 
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