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DSI Management, L.L.C. and the facilities and programs for which it is responsible, reserve the right to unilaterally alter all of the policies, procedures, rules, benefits and other elements of this Personnel Policy Handbook.  This 02/12/2010 edition of this Personnel Policy Handbook replaces and supercedes all previously issued dated and undated policies, procedures, rules and benefits contained herein.


This Personnel Policy Manual is the property of DSI Management, L.L.C. The policies, procedures, rules, benefits, and other elements of this handbook pertain only to employees of the facilities and programs managed by DSI Management, L.L.C. and have no bearing on persons outside the organization. PRIVATE 


DSI Management, L.L.C. (DSI Management) manages a variety of facilities and programs for the developmentally disabled and the elderly.  Programs which are owned by Community Supports, Inc. (CSI), and managed by DSI Management include: Lakeview Terrace Retirement Community, a 286-unit Continuing Care Retirement Community and the Lakeview Terrace Health Care Center, which includes a Skilled Nursing Facility and an Assisted Living Facility Home Health Services; and Lisenby on Lake Caroline, a 100-bed Assisted Living/Skilled Nursing Facility. Additionally, DSI Management manages Central Florida Contract Industries and East Coast Contract Industries for CSI.  These are pre-vocational programs for adults with developmental disabilities.  DSI Management operates three 64-bed Intermediate Care Facilities for the Developmentally Disabled:  Howell Branch Court, Washington Square and Lake View Court for the non-profit organization, Central Florida Communities, Inc.; Central Florida Group Homes, L.L.C. consists of six-bed Group Homes in Central Florida for people who have Developmental Disabilities.  These homes are also managed by DSI Management.  The central office located in Winter Park includes Administrative, Contracting, Financial Analysis, Accounting, Personnel and Training departments.  Interim of Central Florida provides Home Healthcare in a multi-county area of Central Florida.
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Throughout this handbook the terms "organization" and "company" pertain to DSI Management, L.L.C.  and the facilities and programs it manages, inclusively.


We want you to be happy working here. That's one reason we provide good pay, good benefits and good working conditions. However, we should all understand that employment with our organization is not offered, guaranteed, contracted or promised for any specific length of time.  You have the right to leave our organization at any time and the organization has the right to terminate the employment relationship at any time. This is our "employment at will" policy and is just good business practice for everyone. 


The policies described in this employee handbook are not conditions of employment and the language is not intended to create a contract between the organization and its employees.


DSI MANAGEMENT, L.L.C.PRIVATE 
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           MANAGEMENT, L.L.C.
MISSION STATEMENTPRIVATE 

To promote physical and emotional health

and well-being;


To enable each individual to live as

independently 
and with as much

control and autonomy as possible;


To maintain an 

environment and service delivery system which offers dignity, companionship,

contentment and joy.

WELCOME


We're pleased to present you with this copy of your Personnel Policy Handbook.  This handbook has been designed to help you know the organization better.  Whether you have been with us for a short time or for many years, we want you to know that we appreciate the contribution you are making to the continued success of the organization.  In return for your loyalty and cooperation, we believe that it is our responsibility to keep you accurately informed of our policies and procedures.  This handbook is a summary of the principles for which we stand, the benefits available to employees and the obligations and responsibilities you assume as an employee. 


As the organization grows we want you to grow with it.  You and your job are important to our organization because we are all working toward a common goal of building a stronger and better organization in which to work.


We don't intend for any rule or policy to cause an undue hardship for anyone.  We set them forth in this handbook simply to let you know what to expect from the organization and what we expect from you.  These policies are not unchangeable, but will remain in effect unless changes are considered necessary because of general economic conditions or because of conditions pertaining to our particular industry.  Management reserves the right to make personnel policy changes when, in the opinion of management, those changes are in the best interest of the organization.  Management also reserves the right to interpret policy and make policy decisions. 


Please read your handbook carefully and keep it for future reference.  If you have any questions concerning the policies or benefits outlined in this handbook, please ask your supervisor about them.  He or she will be glad to help you.


It is a pleasure to welcome new employees and to extend best wishes for continued success to those who have become a part of the growth and progress of the organization.  We are proud to have you as a member of our team. 








Sincerely, 








Terry W. Bangs, Ph.D.








Chief Executive Officer

WORKING PHILOSOPHY

EMPLOYEE RELATIONS


We recognize your value to the organization.  The organization's success depends on you.


With this in mind, we have developed the following employee relations policy: 


We believe in: 


1.
Treating each employee as an individual.  Your rights are respected with courtesy, dignity and consideration; 


2.
The value of cooperative, well trained, efficient and loyal people working together for the benefit of each other and the organization; 


3.
Providing fair wages and good working conditions; 


4.
Frank and open discussion of any problems and/or misunderstandings; and


5.
Promotions on the basis of merit and ability, with preference given those with greater length of service if all other factors are equal. 

STAFF


Services to residents are to be provided in a friendly yet professional manner.  This makes our organization strong.  A progressive and professional organization can offer satisfaction to its employees ─ good pay, good benefits and good working conditions. 


The loyalty and good work performance of employees have been tremendous factors in the success of the organization.  It is our hope that our association with you will be satisfying and rewarding and that you will strive daily to improve your position within the organization.

INDIVIDUALS WE SERVE


Our primary goal is to provide excellent care and services to each individual through clean and attractive facilities, quality programs and a caring and well-trained staff.  Everything we do is dedicated to achieving this primary goal. 


We have everything to gain by being courteous, neat, friendly and helpful, and everything to lose by being discourteous and unfriendly.


No matter what work you perform within our organization, it is important and vital to our basic objective of providing the best in quality individual care to those people for whom we are responsible.

EMPLOYMENT POLICIES AND PROCEDURES

EQUAL EMPLOYMENT OPPORTUNITY


It is the policy of the organization to grant equal employment opportunities to all qualified persons without regard to race, creed, color, sex, religion, age, national origin, physical or mental handicap, disability, veteran's status, marital status, genetic information or citizenship status.  This policy includes providing reasonable accommodations to qualified applicants and employees with known physical or mental disabilities.


To deny a qualified person the chance to contribute to our effort because he or she is a member of a minority group or has a disability is unfair to everyone.  It is our intent and desire to provide equal opportunities in employment, promotion, wages, benefits and all other privileges, terms and conditions of employment.  This policy has the support of the highest levels of our management team. 

POLICY AGAINST HARASSMENT


We are committed to providing a work environment that is free of discrimination.  In keeping with this commitment, we maintain a strict policy prohibiting any kind of unlawful harassment including racial, sexual, ethnic or religious harassment.  This policy prohibits harassment in any form, such as verbal, physical and visual harassment. 


Examples of sexually harassing conduct include:


1.
Unwelcome sexual flirtations, advances or propositions;


2.
Verbal abuse of a sexual nature;


3.
Graphic verbal comments about an individual's body;


4.
Sexually degrading words used to describe an individual; and


5.
The display in the work place of sexually suggestive objects or pictures.


If you believe you have been harassed by a visitor, co-worker, supervisor, resident or agent of the organization, you should promptly report the facts of the incident or incidents and the names of the individuals involved to your supervisor or to a member of management.


Supervisors will make every effort to ensure that complaints of harassment are resolved promptly and effectively.  If you are not satisfied with the action taken by your supervisor, your supervisor will advise you to bring the complaint to the attention of the Human Resources Department.  The complaint will be investigated by the Human Resources Department and you will be advised of the findings and conclusion.


All actions taken to resolve complaints of harassment through internal investigations shall, to the extent possible, be conducted confidentially.  Any supervisor or other employee who is found, after appropriate investigation, to have engaged in harassment of another employee will be subject to appropriate sanctions depending on the circumstances, up to and including termination.


If you have any questions concerning this policy, please feel free to contact our Human Resources Department at 407‑645‑3211 extension 1144.

EMPLOYEE SELECTION


The organization's high-quality services, continued growth and your job satisfaction depend, to a large degree, upon the quality of staff employed.  This is why we carefully select our employees through a written application, careful interviewing, reference checking and other employment testing.  In addition, we reserve the right to request investigative reports on any employee or applicant, including law enforcement and abuse records, as well as credit information.  


Falsifying your application or references may result in your immediate discharge.


Also, we are committed to hiring only authorized workers.  You will be asked to provide documents which verify both your identity and authorization to work in this country.  Both you and a representative of the organization will sign the Federal I-9 form.


Applicants applying for positions which have direct contact with residents are required to pass a series of screening and background tests pursuant to The Department of Children and Families regulations and requirements.  These tests may include fingerprinting, criminal background checks, abuse registry checks, physical exams, laboratory tests, drug tests and others.  All pre- and post- employment screening tests will be administered in accordance with company policy and State and Federal regulations.


Our purpose is to find employees who want to do a good job.  We need people who can carry on the work of our organization and who find themselves at home here.  After all available information was carefully considered and evaluated, we selected you to become a member of our team.  We look forward to a satisfying and rewarding relationship and we will always appreciate your loyalty and good work.

SOCIAL SECURITY NUMBERS

Social Security Numbers are required upon employment for the purpose of reporting Social Security tax withholding to the Federal Government.  In addition, Social Security numbers are collected to report newly hired employees to the State of Florida, completion of the I-9 form and investigatory background checks.

EMPLOYMENT OF RELATIVES


As a matter of policy, employment of relatives of current employees is permitted under certain circumstances.  However, you will not be permitted to work in the same department or under direct or indirect supervision of an immediate family member (parent, child, sibling, spouse or domestic partner) nor may that relative be employed in a Payroll, Accounting or Human Resources function.

THE FIRST NINETY DAYS


We consider the first ninety (90) days that you work for us a probationary period.  It gives us an opportunity to find out whether your work, your attitude and your attendance measure up to our standards of performance, and it gives you the opportunity to see if you will enjoy working here.  At the discretion of management, the probationary period may be extended for up to an additional ninety (90) days. 


At any time during this period, you may decide to resign without stating a reason or you may be released by the organization on the same basis.  We think that this policy is a fair one in that each of us will have this period of time to adapt to our working relationship.  Also, our employment "at will" policy will remain in effect during the entire course of your employment, even after the probationary period has been completed. 


Work performance is normally evaluated before the end of the probationary period.  If there are parts of your work performance which need to change, they will be pointed out to you.  You will also be told where you are doing a good job.


Experience is the best teacher in our business.  We will help you perform your job the right way by providing proper instructions.  Your supervisor is an experienced employee who will give you every opportunity to learn the best ways to do your work. If you have difficulties or problems, please talk them over with your supervisor, who is always willing to help. 

GUIDELINES FOR LAYOFF AND RECALL


If economic or business conditions create a situation which makes it necessary to cut back our work force, each job will be carefully evaluated along with each employee's work record.  Qualifications, past performance, merit, length of service and other job-related factors will be the guidelines upon which such decisions are made.


The organization does not have a specific recall policy.  Should positions become available in the future, employees who were laid off may apply and will be considered along with any other applicants.

RESIGNATIONS


 Sometimes, personal matters or other reasons force you to change jobs.  In such a case, you must provide at least two (2) weeks' written notice (four [4] weeks in the case of supervisory or professional staff and the Retirement Counselor position).  This will allow enough time to adjust working schedules and secure a replacement.  Also, advance notice reflects favorably on employment records and will be noted in personnel files. 


If you leave in good standing, you will receive consideration if you wish to return to work at a later date.  If you are rehired, you will be considered a new employee for the purpose of seniority, most benefits and other working conditions.  


After you leave employment, paychecks for hours worked through the date of termination will be mailed on the regularly scheduled payday(s).  If eligible, any payment for accrued benefits (PTO) will be mailed the payday following final payment of regular hours worked (refer to description of PTO benefits on page 28).  

TERMINATIONS


Sometimes it becomes necessary to dismiss an employee for violating a rule or policy of the organization or engaging in activity which is detrimental to the best interests of the organization.  Dismissals are unpleasant and costly, and are therefore taken very seriously.


Advance notice may not be given in dismissal cases or to you if you are terminated within the probationary period.  If you are dismissed, you will receive your subsequent paycheck(s) through the mail.


As in the case of resignation, the last day worked shall be considered the termination date for pay and benefit purposes.


If you resign or are terminated, you are not permitted to return to facility grounds without the expressed approval of the Administrator/Director.  If, as a former employee, you wish to discuss circumstances of your employment and/or your termination, you may write or call the central Human Resources Department at 1890 State Road 436, Suite 300, Winter Park, Florida 32792-2285 (407-645-3211).  All communication after employment is to be conducted via the telephone or mail. Regardless of the reason for your separation of employment, please remember that we operate under an "at will" policy as described earlier in this handbook.

HOW TO HANDLE COMPLAINTS AND GRIEVANCES


With the understanding that problems arise even in the best of working relationships, we have established procedures whereby employees and supervisors are encouraged to work together to solve problems and to develop good lines of communication.


If you believe you have a grievance or complaint, you have the right to freely seek relief without fear of restraint, reprisal, interference, coercion or discrimination.  This principle shall apply equally to employees participating in the presentation or settlement of a grievance.  


You may file a complaint or grievance about interpretation or application of any rules, regulations or procedures which affect you, and about governing personnel practices, working conditions, pay, benefits or any other issue.  The Human Resources Director can provide you with advice and guidance in this process.


Whenever possible, you must follow the established grievance procedures set forth below so that problems may be resolved at the lowest supervisory level.  It is the responsibility of all supervisors to undertake a prompt, good faith effort to resolve all job-related grievances presented to them.


If as a terminated employee you wish to file a grievance, you must contact the Human Resources Director at the central Human Resources Department (see "Terminations").

Settlements:  Informal and Formal


We want to make every effort to resolve a grievance informally, if possible, without resorting to formal proceedings, so we strongly urge you to take up the complaint orally with your immediate supervisor.  It is your supervisor's responsibility to meet promptly and courteously with you and try to resolve the problem.  If the problem is not resolved to your satisfaction, you may initiate formal proceedings through the grievance procedure.

Procedural Steps For Grievance Processing


The formal procedure may involve three levels including:


1.
Presentation of the grievance to your immediate supervisor;


2.
Appeal to your Administrator/Director;


3.
Appeal to the DSI Executive Committee.

Level I  (First Line Supervisor)


If an informal settlement cannot be reached, you should state your grievance in writing and submit it to your immediate supervisor with a copy to the Human Resources Director.  You must do so within ten (10) days from the occurrence of the grievance.  The supervisor must respond in writing within five (5) working days.

Level II (Administrator/Director)


If you are not satisfied with the disposition of the grievance at Level I, you may appeal to your Administrator/Director by submitting a copy of the original statement of grievance and a copy of the decision, if any.  The appeal must be filed within five (5) working days from the expiration of the above specified time limit for the decision of the first line supervisor.  Your Administrator/Director must respond in writing within five (5) working days.

Level III (DSI Executive Committee)

Step 1.

If the grievance is not resolved to your satisfaction at Level II, you may appeal to the DSI Executive Committee by submitting a copy of the original statement of grievance and copies of the decisions at Level I and II, if any, to the DSI Board President.  The appeal must be filed within five (5) working days from the expiration of the above specified time limit for the decision of your Administrator/Director.  The DSI Executive Committee shall attempt a resolution of the grievance within ten (10) working days from receipt of the appeal.

Step 2.

If the decision rendered at this point is not satisfactory to you, you may make a further appeal within five (5) days from the expiration of the time limit set for the DSI Executive Committee's decision.  You must submit a written request for a formal grievance hearing to the DSI Executive Committee c/o the Board President.


The hearing shall be held within twenty (20) working days from the date of the appeal.  Both parties may call witnesses who shall be permitted to speak freely, without fear of reprisal. Members of the DSI Executive Committee shall also have the right to question any witness concerning his or her testimony.  Attendance at the hearing shall be limited to those persons having a direct interest in the grievance.  If an outside party has an interest in the grievance proceedings, he/she may submit an explanatory request to attend the hearing to the President of the DSI Board who shall render a decision as to such attendance.


You will be given the opportunity of presenting your claim first, but both parties will be given a full and equal opportunity to introduce relevant evidence.  It shall be the responsibility of the DSI Executive Committee to decide what material is relevant.  The Committee shall submit its decision in writing to you, your supervisor, and your Administrator/Director within five (5) working days after the completion of the DSI Executive Committee's hearing.


Remember, the only purpose of our grievance procedure is to give you and the organization an opportunity to clear up problems or complaints of any kind.  For this policy to work, you must want it to work and use it.  It is for your benefit.  Our door is always open.  When there are problems or things go wrong, we would like to have a chance to correct them if we can.

EMERGENCY CONDITIONS

Emergency conditions such as hurricanes may develop which require temporary schedule changes for the safety of employees and residents.


Should that situation occur, your Administrator/Director will announce that emergency conditions exist and what the required changes will be.  All key managerial personnel will be required to remain at the facility during the emergency crisis and assist as needed.  


If emergency conditions develop during your non-working hours, it is your responsibility to be in contact with your supervisor during the emergency situation.  You may be required to proceed to the facility to assist depending on the needs of the residents.  Reasonable accommodations will be made for family members should you be required to remain at the facility overnight or longer.

JOB DUTIES AND RESPONSIBILITIES


Your job duties and responsibilities have been developed consistent with the needs of the organization and the residents as well as good management procedures. Our first responsibility is to the residents.  We must be ready to meet any needs they may have and we must remain flexible to adapt to changing situations.


Most of the time, your job duties will remain the same; however, you may occasionally be asked to perform job duties other than your regular job.  When those situations occur, you are expected to cooperate.  Management reserves the right to make work assignments as necessary to meet the needs of the residents as well as other goals and objectives of the organization.

PERFORMANCE REVIEWS


We believe you like to know how you are progressing in your work, what you are doing well and where improvement is needed.  Therefore, your supervisor will review your job progress with you periodically.  Performance evaluations will normally be carried out at the end of the probationary period and on your anniversary date thereafter.  The review will consider job traits such as the quality and quantity of your work, your job knowledge, your cooperation with co-workers, the dependability of your performance, your attitude in job performance, your attendance and the initiative you show on your job. 


Our progress review program gives you the opportunity to privately discuss your performance with your supervisor.  The purpose of these discussions is to help you understand how management feels about your contributions to the team effort and to allow you to express your feelings about your own job, the people with whom you work and the place in which you work.  Although these progress reviews are scheduled on a regular basis, you are always encouraged to privately discuss your ideas, questions or problems with your supervisor.

EMPLOYEE CLASSIFICATIONS

Regular employees are those who are hired to work a specified schedule in each pay period.


Casual and temporary employees are those who do not qualify for the above classification.  A casual employee is one called in on an irregular basis to fill a particular vacancy or an unusual work schedule, e.g., absence of a regular employee, or to assist with a special project or activity.  A temporary employee is a person who is hired to do a specific job for a limited period of time.

DISABILITIES AND MEDICAL CONDITIONS


It is the policy of this organization to provide a safe and healthful environment for all employees and residents, and to make reasonable accommodations to qualified applicants and employees who have a known protected physical or mental handicap or disability, as required under the Americans with Disabilities Act.

  
If you are otherwise qualified to perform a job, you should notify your supervisor of physical or mental disabilities which impede job performance.  The organization will provide reasonable accommodations to you if you have a disability provided these accommodations do not pose an undue hardship on the organization or jeopardize the safety of other employees or residents.


If you contract a disease which limits your ability to successfully perform your job duties, which is communicable to others or which threatens the health or safety of others at work, you will be placed on a leave of absence based on the advice of a physician and the organization's leave of absence policy (refer to page 29, Leave of Absence Policy).  Before being allowed to return to work, you must provide the organization with a written doctor's statement, indicating that your medical condition does not pose a threat to the health and safety of others at work.  The note should also list any limitations which have been placed on you.  


If you contract a noncommunicable disease, you will be allowed to continue to work as long as you are physically and mentally able.  The organization will make reasonable accommodations to your work needs, so long as this does not create an undue hardship for the organization.  The organization will require a doctor's statement verifying your ability to safely perform essential job functions.


Management reserves the right to make all work-related decisions concerning reasonable accommodations, disabilities, handicaps and diseases based on the business interests of our organization.  These decisions will exemplify and take into consideration our commitment to equal employment opportunity.

EMPLOYEE SEARCH POLICY

The organization reserves the right to conduct an investigation when company or resident property is believed to be missing or when other suspected rule or policy violation occurs.  In these instances, when there is reasonable cause, it may become necessary to conduct a search of your working area and your possessions and belongings.  Offices, desks, lockers and file cabinets are the property of the organization and are subject to search by the organization at any time.  In addition, your packages, lunch boxes and bags are subject to search at any time while they are on company premises.


We expect you to comply with this policy and cooperate with company investigations.  If you do not cooperate, you will be subject to disciplinary action.


An investigation conducted by the organization which involves an employee search does not imply that any individual employee is guilty.  It is simply an investigation to determine if any person is in unauthorized possession of company property or the property of another employee, resident or other person.  Employee searches will be conducted with prudence and propriety and you will be treated with dignity and respect.  It is not the intention of this policy to embarrass or humiliate anyone, but simply to protect the rights of all and to help make the work place safe.

MILEAGE REIMBURSEMENT


Local travel in your personal automobile that is approved by your Administrator/Director will be reimbursed at the approved rate per mile.  This mileage must be logged on a Vehicle Log (form F-16) and submitted on an Employee Expense Record (form F-13) to your supervisor for approval.  The record must also be approved by your Administrator/Director.  (Refer to complete policy for details.)

EXPENSE REIMBURSEMENT


Prior approval by your immediate supervisor and your Administrator/ Director is required before you order or pay for goods and services for which you will seek reimbursement from the organization.  Previously approved expenses must be reported on the Employee Expense Record (form F-13), verified with original paid receipts, signed and submitted to your Administrator/ Director for approval signature.  Expenses will be reimbursed at cost up to the approved rate.  The approved expense record must be submitted to the bookkeeper for processing.  (Refer to complete policy for details.)

ORIENTATION AND TRAINING


"Pre-Service" instruction will be provided to all employees and volunteers and will include, but not be limited to, the following:


  1.
Orientation to the services, philosophy, goals, policies and procedures of the organization; 


  2.
Emergency preparedness and fire safety;


  3.
Hygiene and sanitation;


  4.
HIV Education;


  5.
Bloodborne Pathogens and Exposure Control;


  6.
Personal Protective Equipment;


  7.
Control of Hazardous Energies;


  8.
Confined Space Training (where applicable); 


  9.
Safe Work Practices; and

10. Chemical Hazard Communications.

11. Corporate Compliance.


Fire prevention and safety procedure bulletins will be posted.  Safety and evacuation drills will be conducted at least quarterly.  You are responsible for being familiar with these procedures.


Employee, inservice, and professional development meetings will be held regularly.


Failure to attend training designated as mandatory will result in a hold on the next wage increase.

ETHICS


Certain ethical conduct is required of you.  Failure to comply will result in disciplinary action which may include termination.


Residents and families shall be treated with respect.  


Residents' privacy and records must be respected.  What you read, see and hear is confidential.  


Abuse, neglect or exploitation of residents will not be tolerated.  


You must avoid any conflicts between your business and personal matters and the interests of the organization.  It is unethical for you to personally benefit, whether in fact or appearance, from dealings with suppliers, customers, residents and all organizations or individuals doing or seeking to do business with the organization.


You may not, without the approval of your Administrator/Director, manage or use or dispose of any resident's property, nor may you act as a court appointed guardian, trustee or conservator of any resident or resident's property.


All transactions will be handled in a forthright arms-length manner.  Kickbacks, bribes, favors, gifts or rebates from a vendor to you, directly or indirectly, are strictly forbidden.


Generally, accepting gifts from a resident or the resident's family is discouraged, as doing so can be considered exploitation.  Any gift you accept, directly or indirectly, from a resident or the resident's family must be reported on a Gift / Purchase / Tip Form (form F‑52) to your Administrator/Director according to company policy.  Knowledge of questionable dealings must also be communicated to your Administrator/Director.


Our organization has a very detailed "Corporate Compliance Code."  If you have any questions about what is or is not considered ethical behavior, you can receive a copy of the Code by contacting our Human Resources Department.

FINANCIAL FRAUD
Our organization is committed to preventing health care fraud and complying with applicable state and federal laws dealing with financial fraud, waste and whistleblower protections for reporting those issues.  It is our policy to provide information to all employees about the Federal and State False Claims Act and you will be inserviced on Federal and State laws regarding fraud and waste.

The government has enacted criminal and civil laws pertaining to false or fraudulent claims for payment.  In addition to outlining penalties for violations, these laws provide governmental agencies with authority to investigate and prosecute fraudulent activities and provide anti-retaliation provisions for individuals who make good faith reports of financial fraud and waste.

Examples of a possible false claim include:

1. Making false statement regarding a claim for payment;

2. Falsifying information in the medical record;

3. Double-billing for items or services;

4. Billing for services or items not performed or never finished.

If you discover an event that is similar to one of the examples of a false claim above you are encouraged to:

a. Report to the Administrator/Director for further investigation.  If you are not comfortable doing this;

b. You should contact the Human Resources Department at (407) 645-3211, extension 1144 and/or;

c. Call the compliance hotline at (321) 280-7030.

You are not required to report a possible violation through internal avenues first.  A report may be made directly to the Department of Justice.  However, in many instance we believe that the use of our internal reporting process is a better option because it allows us to quickly address potential issues.  We encourage employees to consider first reporting suspected false claims to your Administrator/Director.

We will not retaliate against any employee for informing our organization or the Federal or State government of a possible violation.

You may obtain further information on this policy in the DSI Management Administrative Procedures Manual (purchasing section), or if you have any questions regarding this policy, please contact our Human Resources Department at (407) 645-3211, extension1144.

WORKPLACE VIOLENCE


Our organization seeks to provide a work environment that is free from violence against you or threats against Company property which may occur on our property.  This policy requires that all individuals on Company premises or while representing the Company conduct themselves in a professional manner consistent with good business practices and in absolute conformity with non-violence principles and standards.


Workplace violence is defined as a single behavior or series of behaviors which constitute actual or potential assault, battery, harassment, intimidation, threats or similar actions, attempted destruction or threats to Company or personal property which occur in a Company workplace or while an individual is engaged in Company business.


The possession of illegal weapons in the workplace, threats, threatening or menacing behavior, stalking or acts of violence against employees, visitors, guests or other individuals by anyone on Company property will not be tolerated.  Violations of this policy will lead to disciplinary actions up to and including termination of employment and the involvement of law enforcement authorities as needed.


Any person who makes substantial threats, exhibits threatening behavior or engages in a violent act on our premises shall be removed from the property as quickly as safety permits and may be prohibited from returning to the property pending the outcome of an investigation into the incident.  People who commit these acts outside the workplace but which impact the workplace are also violating this policy and will be dealt with appropriately.


When threatening behavior is exhibited or acts of violence are committed, we will initiate an appropriate response.  This response may include, but is not limited to, evaluation by Employee Assistance Professionals or external professionals, suspension and/or termination of any business relationship, reassignment of job duties, suspension or termination of employment and/or criminal prosecution of the individual(s) involved.


You are responsible for notifying the designated management representative of any threats which you have witnessed, received or if you have been told that another person has witnessed or received a threat.  Even without an actual threat, you should report any behavior you have witnessed which you regard as threatening or violent when that behavior is job related or might be carried out on a Company site or is connected to employment.  

HOURS OF WORK AND PAY

WORK SCHEDULE


Because some of the services that we provide require staffing twenty-four (24) hours per day every day of the year, your work hours may vary according to facility needs and your particular job assignment, and are subject to change.  However, if excess hours are worked, overtime will be paid according to the organization's Compensation Policy.  Positions providing Direct Care are required, if requested, to work overtime.


Pay periods run from the first shift beginning every other Sunday through the last shift beginning Saturday of the next week (14 days).  

MEAL PERIODS


Each shift, you receive a designated meal period which is normally thirty (30) minutes.  This time is your own.  You must clock in and out for your meal period.  You should take the full meal period and you should not perform any work during it unless authorized by your supervisor to do otherwise.  (Only in emergency situations involving resident care should this authorization be granted.)  Meal periods should be taken away from your normal work area.  You are not permitted to adjust or accumulate meal periods in order to leave work early, or to extend daily meal periods.  You should take only the appropriate time allowed.  Your meal period will be scheduled by your supervisor. 

TIME RECORDS


Federal requirements and regulations today are very strict about recording the exact number of hours you work.  It is your responsibility to keep accurate records by clocking in and out with the time clock badge issued to you.  A time record is required because the information on it is used for payroll computation and gives you an accurate record of your earnings.  If you complete a time sheet rather than clocking in and out with a time clock badge, you should record your time to the nearest fifteen (15) minutes for beginning and ending work, as well as meal periods.


Please be sure to clock in when you begin work and clock out when you finish your work and leave for the day.    It is also necessary to clock out and in if you leave the grounds for non-company business.  It is improper to clock in or out for someone else or to have them do the same for you; if you do this, it will be grounds for immediate dismissal.  


When beginning work, do not clock in until you have completed any and all personal business and are ready to begin work.  If you forget to clock in or out, you will need to fill out a Time Clock Edit Form (form F-23) and have your supervisor approve it.   


We take every precaution to avoid errors in your paycheck.  If an error does occur, however, please inform your supervisor who will obtain the correct information from you and determine whether an adjustment is in order.  If an error is found, you will receive an adjustment on your next regular paycheck.

YOUR PAYROLL DEDUCTIONS


Your pay does not always represent the full amount of your earnings because we are required to make certain deductions.  For example, we are required to deduct your Federal Withholding Tax (income tax) from your earnings.  This deducted amount is based upon information you provide on your W-4 form and is turned over to the U.S. Treasury; you receive credit for it on your income tax at the end of the year.  


The amount of tax deduction is determined by your earnings and the number of your dependents based on the information you provide on your W-4 form.  You are responsible for seeing that your W-4 form is completed properly and upgraded or changed when necessary throughout the year.  Each year you will receive a W‑2 slip showing your total earnings for the previous year and the amount of taxes withheld. 


Also, deductions for Social Security come out of your paycheck at the rate established by law.  This rate can change frequently, depending on Congressional action.  The organization pays part of your total Social Security tax and you pay the other part.

COMPENSATION POLICY

It is our policy to compensate you at a level which is comparable to compensation for similar jobs and services in our surrounding area. We adjust our compensation ranges in accordance with the business and general economic conditions of our organization.  Your compensation will be reviewed annually; the factors noted above will be considered, as well as your individual job performance and length of service.


Your individual job classification is determined by the requirements of your position, considering such factors as responsibility, skill, training, education and working conditions. Compensation increases are based upon your record of performance on the job, your particular job classification, your length of service with the organization and other economic considerations.  Other considerations are as follows: 


1.
Cooperation with residents, fellow workers, supervisors and visitors; 


2.
Attendance and tardiness records;


3.
Professional appearance and conduct;


4.
Training and experience; and


5.
Skill and special aptitudes.


When your pay rate is reviewed, you may receive consideration for an increase if you have been performing satisfactorily and if the organization's financial position allows it. 

PROMOTIONS AND JOB CHANGES


We believe in promotion from within and we will exercise that policy whenever possible.  However, we intend to employ the most qualified person for each position and will take into consideration both current employees and outside applicants.


If you are promoted, you will normally receive an increase in pay which reflects your new responsibilities.  Transfers to jobs in the same pay grade are not accompanied by an increase.  We reserve the right to transfer you to whatever job or location may be necessary to accomplish the objectives of the organization.


You may request a promotion or job change when there is a vacancy by completing a new application.  Consideration of your request will be based on your qualifications, past performance, reason for request, requirements of the job and other job-related issues.  Transfers and promotions do not alter your length of service, although a job change does re-initiate a ninety (90) day probationary period for job performance.

JOB PERFORMANCE


We expect you to perform your job duties successfully.  We are confident that you will meet this goal.  However, failure to perform assigned duties at a reasonable level of proficiency, as determined by your supervisor, is just cause for discharge.


Because you may be discharged for lack of proficiency, at least one written notice of possible discharge will usually be given.  This notice will include a timetable for improvement.  However, this policy does not apply if you are serving the probationary period as a result of a new hire or job transfer.  Also, it does not apply to you if your job performance might seriously affect resident care or the welfare of the facility, in which case you may be discharged without notice.

LOANS AND ADVANCES


We have learned that loans to employees or advances in pay do little in the long run to help meet financial obligations.  Additionally, the organization may be put in a very difficult and unpleasant position were we required to collect a past due loan.  For these reasons, the organization does not make loans or advances of pay to employees.  (Please review Credit Union information included in section on Employee Benefits.)

EMPLOYEE RESPONSIBILITIES

EMPLOYEE RESPONSIBILITIES


Along with the advantages and opportunities offered by our organization go certain responsibilities, i.e., obligations that you must meet.  Your most important responsibility, of course, is to be reliable and do a good job on the work which is assigned to you.  Your supervisor is responsible for what you do, so it is important to respect his/her experience, listen to his/her instructions and carry them out promptly and cheerfully. 


Doing a good job also implies certain other obligations on your part, such as maintaining mental alertness, using good judgment, being prompt and regular in your attendance, cooperating with your fellow workers and being pleasant to residents and other employees.  You should be well informed about the organization so that you will be able to talk intelligently about it to your friends and neighbors.  To them, you represent the organization and what you say can do much to shape their opinion of it. 

ATTENDANCE


Although we recognize that there are times of legitimate emergency and illness, absences can be detrimental to resident care and services.  The following definitions and procedures will apply:


1.
Absence is defined as your failure to be present at an assigned work location during scheduled working hours.  An absence may consist of a singular shift or consecutive shifts.


2.
To be scheduled, an absence must be requested and approved twenty-four (24) hours in advance, using the Request For Time Off form (form P-12).



3.
If you work less than seventy-five percent (75%) of your scheduled working hours during a shift, it will be considered an unscheduled absence on your record.


4.
Absences due to illness lasting more than two (2) days may require a physician's statement at the discretion of the Supervisor.


5.
Lateness is defined as your reporting to the designated work area after the scheduled starting time.


6.
Unless you notify your supervisor, your absence of one (1) day or more duration will be considered a voluntary resignation and your employment will be terminated.


7.
More than two (2) unscheduled absences within ninety (90) days will result in a written Corrective Notification.  More than four (4) unscheduled absences within ninety (90) days will result in consideration of termination.

CONFIDENTIAL INFORMATION


During the course of your work, you will have access to information of a highly sensitive and confidential nature. This information may be contained in conversation, company records, correspondence and other similar documents.  As an employee of the organization you are in a position of trust and you have an obligation to this organization and to the residents to see that the confidentiality of this information is strictly maintained and protected.  Unauthorized use or disclosure, even if inadvertent, compromises both you and the organization and seriously erodes confidence.


Information regarding the organization or the residents is considered confidential and proprietary.  Unless you have received approval from the President of the company, you may not disclose or duplicate or use this information except as required in the performance of your duties with the organization.  Your violation of this policy is grounds for your immediate dismissal.


If you become aware of any breach of confidentiality you should report this to your facility Administrator/Director or the HIPAA Security Officer.

CARE OF EQUIPMENT


We have invested many dollars in equipment which is designed to maintain the facilities, to help the residents, and to enable you to do your work more efficiently.  Your cooperation in the care and use of this equipment is necessary to maintain it in good condition.  If any of our equipment is working improperly or is not best for the job, please notify your supervisor immediately.  A few timely repairs may avert an accident or injury or prevent complete breakdown of the equipment. In the event of willful misuse of equipment, you will be required to repair or replace equipment at your expense.

GOOD HOUSEKEEPING


One indication of a good employee is the condition and appearance of his/her work area. Orderliness in your work area reduces accidents, improves health conditions, reduces fire hazards, adds to the efficiency of your work, improves the quality of our service and portrays a favorable image to residents and their families.  You can help by placing trash and refuse in the containers provided and by applying a few simple rules of cleanliness.  It is your responsibility to help keep our facilities clean and in good order.


Employee desk tops and other working areas must be kept free of non-company-related literature and material.  The only items which should appear on desks are ones needed to complete work.  Non-company literature, magazines, books or other material must be kept in desk drawers or otherwise out of view.

DRESS CODE

We expect you to abide by the facility dress code as contained in the Policy and Procedure Manual.  If you are in violation, you will be sent home to return in appropriate attire.  Your continued violation will result in disciplinary action.

SMOKING


You may be permitted to smoke at the particular facility where you work, but only in designated areas.  You may not smoke in any company vehicles.

TELEPHONE


The telephone is one of our most important pieces of equipment.  The way in which you answer or use the telephone has a great impact on our image and our services to the public.  When you answer the telephone, you should always use a pleasant and friendly voice and you should project a willing-to-please attitude. 


  The use of personal cell phones during working hours is discouraged and should be limited to emergency situations.  In the event of an emergency personal call, it should be conducted in a private setting.  Resident safety must be ensured before accepting or making any calls.  Employees carrying cell phones should program them on quiet settings.  Abuse of telephone privileges will be cause for disciplinary action.

SOLICITATION


You may not solicit when you are supposed to be working or when the person to whom you are talking is supposed to be working.  In addition, you may not solicit residents, resident families or co-workers on company property.


No solicitation is permitted by non-employees.


You may not solicit any gift, gratuity or tip from a resident.  Receipt of a gift, gratuity or tip must be reported to your supervisor on a Gift / Purchase / Tip Form (form F-52) according to company policy.  


You are not allowed to post notices on our bulletin boards.  These boards are reserved for business notices and announcements issued by the organization only.  No personal, private or non-company notices are allowed under any circumstances.  

REMOVAL OF DOCUMENTS


Removal of official documents or equipment of the organization without expressed consent of your supervisor is prohibited.  Your failure to comply with this policy may result in your termination. 

ACCIDENTS


If you are involved in or become aware of an accident that occurs on company property, whether to residents, visitors or employees, you must immediately refer the matter to your supervisor or your Administrator/Director regardless of how insignificant the accident may appear to be.  As an employee reporting an accident, you are responsible for seeing to it that a written accident report that includes the date, time, nature of the accident and your signature is submitted to your supervisor.


This procedure is necessary in order to provide immediate medical aid to an injured person and to facilitate a full and prompt report to the insurance company. When the accident involves residents or visitors, you should not make any statements to the injured person as to your opinions on the cause of the accident.


If you are driving a company vehicle and are involved in an accident, you must call the police immediately and then the facility.  You must obtain an accident report from the responding law enforcement agency, regardless of how minor the damage.

AUTHORITY TO ENTER CONTRACTS


You do not have the authority to execute a contract on behalf of the organization.  If you sign a contract, you may incur personal responsibility for it.  You should, therefore, incur no unauthorized expense on the part of the organization.

DRUGS AND ALCOHOL IN THE WORK PLACE


We promote a drug-free work place and we reserve the right to test you for the presence of drugs or alcohol at any time.  If you refuse to submit to a test, you are subject to dismissal.  If you test positive, you are subject to immediate dismissal.


The manufacturing, distribution, dispensation, possession and/or use of alcohol, illegal drugs or any controlled substance during work time or on company property or in company vehicles is absolutely prohibited and will be severely dealt with by the organization.  If you report to work under the influence of alcohol, illegal drugs or any controlled substance, or if you are in possession of alcohol, illegal drugs or any controlled substance on company property, you will be subject to disciplinary action up to and including discharge.


If you are required to take prescription drugs, you are responsible for obtaining assurance from the physician that, if taken properly, the drug will not impair your judgment or ability to perform job functions.  Your abuse of prescription drugs during work time or on company property or in company vehicles will not be tolerated.

OUTSIDE WORK AND SIDE JOBS

If you are a full-time employee, we would prefer that you not obtain a part‑time job in addition to working with the organization, although we realize that it's sometimes necessary for you to do so.


Please remember that your first obligation is to the organization, including regular work hours as well as any meeting requiring your attendance.  Therefore, should you find it necessary to work a second job, you must discuss it with your supervisor and be sure it will not create a scheduling problem or a conflict of interest. 


We expect you to devote your entire work time and energy to your job with the organization. 


You may not, directly or indirectly, maintain any outside business or financial interest or engage in any outside business or financial activity which conflicts with the interests of the organization or which interferes with your job performance.

PHYSICAL EXAMINATION


Initial Evaluation:  The organization will arrange for your physical and tuberculosis screening (including a chest x-ray if required by the examining official).  These will be conducted during the new employee orientation.



Annual Screening:  You may be required each year to complete and review a Health History Questionnaire, undergo a tuberculosis screening and other tests which may be required by rule or regulation.  The organization will arrange for this annual screening.
Annual Dexterity Test:  If you have been hired to fill a specified position (e.g. Direct Care, Dietary and Maintenance), the organization will administer, upon employment and annually thereafter, a dexterity test to analyze your agility and job-related strength.  If you are in one of these specified positions for which the dexterity test is required, and return from a leave of absence or are on modified duty as a result of a job-related injury, you will be given the dexterity test to determine your ability to perform job duties.

SAFETY RULES


Safety is important in our organization.  We want to provide you with a safe and healthful place to work.  The following safety rules will help us accomplish that goal.


1.
Report all injuries, no matter how slight, to your supervisor.


2.
Obtain written medical authorization from your supervisor before seeing a doctor for job-related accidents.


3.
Follow proper procedures, such as two-person lift and placement of "wet floor" signs.


4.
Use safety equipment such as glasses, goggles, respirators and guards as recommended.  Your supervisor will be familiar with the requirements.


5.
Observe all danger and warning signs.


6.
Wear seat belts in company vehicles, and make sure everyone else in the vehicle is wearing them as well.


7.
Report any frayed or torn electrical wires to your supervisor.


8.
Report to your supervisor all machinery, tools, or other items in need of repair.


9.
If in doubt as to any unsafe act or condition, consult your supervisor.


Remember, it's better to be safe than sorry ─ you should go for authorized medical care following an accident or injury when there is any doubt whatsoever.  Never hesitate to receive proper care.

UNAUTHORIZED VISITORS


The only time you are permitted on facility grounds is when you are working.  


You are not permitted on facility grounds without authorization from your Administrator/Director if you are not working.


Your family members and your friends are not permitted on facility grounds without authorization from your Administrator/Director.

EMPLOYEE BENEFITS
EMPLOYEE BENEFITS


Your paycheck is important but it does not represent all of the compensation you receive.  Not only do you receive your wages and a contribution to your Social Security account each payday, you also receive benefits which, while not paid in cash, can still represent real dollars to you and your family.  If you are an eligible employee, these benefits include Paid Time Off and various types of insurance.  We want you to have a full understanding of your employee benefits, so we are devoting a section to the discussion of each one.  If you have any questions concerning any of your employee benefits, ask your supervisor.

PAID TIME OFF


Paid Time Off (PTO) provides you, if you are an eligible employee, with a certain amount of paid time away from work each year.  


If you are a regular employee within a specific classification, you are eligible to earn PTO and can begin using accumulated time after ninety (90) days of employment.  (PTO accrues during the probationary period, but you may not use it until the probationary period has been completed.)  PTO is paid according to the organization's Compensation Policy.  The amount of PTO you accrue depends upon your PTO level, length of service and the number of hours you are paid each pay period.  (Length of service does not include time you have spent in positions which are not eligible for PTO and time you have spent on leave of absence.)  Ask your supervisor for your PTO accrual rate.


You may accumulate a limited number of PTO hours each year.  Be sure to check with your facility's bookkeeper to learn this number of hours and your benefit year.  It is your responsibility to monitor PTO accruals as shown on your paycheck.


Your use of PTO is subject to the approval of your department head or, in the absence of same, the person responsible for the facility scheduling.  You must request the PTO and have it approved in advance on a Request For Time Off form (form P-12).  (In the case of a sudden illness or emergency after reporting to work, you must notify your supervisor.)  You must also complete a Time Clock Edit Form (form F-23) during the pay period in which your time off occurs.


If you are an hourly employee, you will, upon obtaining approval, use PTO benefits on a whole hour basis.  If you are a salaried employee, you will use PTO in whole day increments and benefit time will be charged, whether or not you have requested it, if work days do not make a full complement of salaried compensation. 


 If you have completed your probationary period and terminate employment after giving proper written notice (two [2] weeks for hourly employees and four [4] weeks for salaried employees) and work your notice period or are terminated, you will be paid half of all of your available accumulated PTO on the payday following the payday you receive your check for final hours worked.

  You may not take Paid Time Off during the notice period.  Doing so will result in forfeiture of payment of PTO during the notice period and forfeiture of accumulated PTO upon termination.  


If you have completed your probationary period and terminate employment and did not give the required notice, you will not receive payment for any accumulated PTO.


If you have completed your probationary period and are involuntarily terminated, you will be paid 25% of all available accumulated PTO on the payday following the payday you receive your check for final hours worked.  

UNPAID TIME OFF


You may request Unpaid Time Off from regularly scheduled work time if you do not earn PTO or if you earn PTO but do not have any PTO available and the time off is less than one complete pay period and greater than one full normally scheduled shift.  UTO can be requested and approved for hours less than one full normally scheduled shift if you earn PTO but choose not to use it.  All UTO is subject to the advanced approval of your supervisor.     

LEAVE OF ABSENCE


When you need extended time away from work because of the birth, adoption or foster care of a child; because of the serious health condition of a spouse, child or parent; or because of your own serious health condition, discuss the matter with your supervisor.  If you have been employed for at least one year, and for 1,250 hours over the previous 12 months, you may be granted a leave of up to twelve (12) weeks, as outlined under the Family and Medical Leave Act.  This leave is without pay and must be approved by your supervisor and your Administrator/Director.  A Request For Time Off form (form P-12) must be completed to request any leave of absence and must indicate the disposition of insurance benefits before a request for a leave of more than one (1) pay period can be considered.  If you elect to continue health insurance benefits, the organization will continue to provide its portion of any insurance benefits you were receiving prior to the leave throughout the duration of the leave.  You must make arrangements to prepay any premiums normally payroll deducted while on leave. 


Any PTO you have accrued must be used as part of the leave.  PTO does not accrue during a leave.


As soon as you become aware of the need for a leave, you must inform your supervisor so that proper arrangements can be made.  If the leave is for the birth or adoption or foster care of a child, it must be taken within twelve (12) months of the birth or placement and may be broken up only with the approval of management.  If the leave is due to your own serious illness or that of a family member, the leave time may be broken up if medically necessary.  In this case, the organization may temporarily transfer you to an alternative position which better accommodates the recurring periods of leave.


If you request leave due to your own serious illness or that of a family member, you may be required to provide certification of the health condition.  This certification must include the date on which the serious health condition in question began, the probable duration of the condition, appropriate medical facts regarding the condition and a statement that you are needed to care for a spouse, parent, or child (along with an estimate of the time required) or that you are unable to perform your job functions.  The organization also reserves the right to require a second or third medical opinion.  You may also be required to submit additional re-certification. 


If you return to work by the predetermined return date, you will be restored in your previous position or an equivalent position with no loss of benefits which had accrued at the commencement of the leave.  When you return to work, if your leave was due to your own serious health condition, you must provide the organization with medical certification verifying your ability to return to work and stating any limitations which might apply.  Should you become disabled, this leave of absence policy, as well as our policy on disabilities and medical conditions, will apply.  


If your leave lasts longer than twelve (12) weeks and you fail to return to work promptly at the end of the approved leave period, you will be presumed to have voluntarily resigned.  If you are an eligible employee, you may request up to twelve (12) weeks of leave within a twelve (12) month period of time.  


A leave of absence for a specific job-related purpose (such as education, training or Workers' Compensation) may be extended beyond the normal twelve (12) weeks if permission is granted from your supervisor and Administrator/Director.  Extensions will be granted for up to twelve (12) weeks.  Management reserves the right to deny extensions and to terminate employees on extended leave at any time.  If you are on a leave for other than family or medical reasons, and if you have group insurance, you must make arrangements to prepay your insurance premium at full premium rate while you are on leave.  

DOMESTIC VIOLENCE LEAVE

If you have been employed for at least three (3) months you may request to take leave up to three (3) working days within a twelve (12) month period if you are the victim of domestic violence and the leave is sought to:

-    seek an injunction for protection against domestic violence;

-    obtain medical care or mental health counseling;

· obtain services from a victim-services organization;

· make your home secure or to seek new housing; or

· seek legal assistance to address issues arising from the act of domestic violence and to attend and prepare for court-related proceedings arising from the act of domestic violence.

You must provide advance notice of the leave (except in cases of imminent danger) and use any PTO as part of the leave.  PTO does not accrue during the leave.  UTO may be used in the event that PTO is not available.

Documentation of the act of domestic violence is required and must be submitted to your supervisor along with a Request for Time Off (form P-12).  Information relating to the employee’s leave will be kept confidential.  

MILITARY FAMILY LEAVE

Employees eligible under the provisions of the Family and Medical Leave Act may be granted up to 12 weeks of leave because of “any qualifying exigency” (as defined by the Secretary of Labor) arising out of the fact that the spouse, son, daughter or parent of the employee is on active duty, or has been notified of an impending call to active duty status, in support of a contingency operation.

Employees eligible under the provisions of the Family and Medical Leave Act who are the spouse, son, daughter, parent or next of kin of a covered service member who is recovering from a serious illness or injury sustained in the line of duty on active duty may be granted up to 26 weeks of leave in a single 12 month period to care for the service-member.  This military caregiver leave is available during a single 12 month period during which an eligible employee is entitled to a combined total of 26 weeks of all types of FMLA leave.

MILITARY SERVICE LEAVE FOR ACTIVE DUTY


If you are inducted into the United States Armed Forces or involuntarily leave employment for service in the National Disaster Medical System, please show your orders to your supervisor as soon as you receive them.  If you have been employed at least one (1) year, you may be granted a leave of up to twelve (12) weeks, as outlined under the Company Leave of Absence policy.  If the duration of the induction is greater than twelve (12) weeks or if you have been employed less than one (1) year, you are eligible for reemployment after completing military service, under the following conditions: 


1.
You must receive an honorable discharge. 


2.
Your military service was not in excess of four (4) years after August 1, 1969, unless you were involuntarily retained in the service. 


3.
You apply for reinstatement 



(a)
within ninety (90) days after release from active duty; or 



(b)
within thirty-one (31) days after release from initial active duty for training of not less than three (3) months; or 



(c)
on the next regularly scheduled work period following other types of training duty, absence for induction or examination, or after rejection. 


If you have not been separated from service with a disqualifying discharge or under other than honorable conditions, you will be reinstated in the same position you left (or a similar one in terms of status, pay and seniority) and your benefit eligibility date will not change as a result of time spent in the Armed Forces, provided you meet the above requirements. 

MILITARY RESERVE OR NATIONAL GUARD TRAINING LEAVES


If you are a member of the Reserve or National Guard and you are called upon to serve a two (2) week tour of active duty, you will be granted a military leave of absence for the time required.  You should show your orders to your supervisor and give as much advance notice as possible of your intent to be away. 


If you wish, you may use your available accumulated PTO during this time. 


If you leave your job to perform military service, you have the right to elect to continue your current health insurance coverage for up to 24 months while in the military.

VOTING TIME


We encourage you to vote in all municipal, state and national elections.  You should try to arrange your voting time either before or after work or during lunch.  If necessary, due to unusual circumstances, your supervisor may allow you to use PTO or unpaid time off during the day to vote.

GROUP BENEFITS


Group benefits, including health insurance, are available to eligible employees.  These benefits are generally available at the first of the month following the successful conclusion of three (3) months continuous employment in a benefit-earning position.  Specified information regarding available benefits will be distributed to you if you are an eligible employee.


Eligibility and payment for group insurance benefits may change as a result of status change, absence due to work-related injury, leave of absence for family reasons, leave of absence for other than family reasons and for medical reasons.  Contact the central Human Resources Department for further information regarding the disposition of insurance benefits.


In accordance with the Consolidated Omnibus Budget Reconciliation Act (COBRA), if you would lose health insurance coverage due to a reduction in hours, change in classification or termination of employment (for reasons other than gross misconduct), you may choose to temporarily continue health insurance by paying the full cost of such insurance.  If this applies to you, you will be informed of your monthly cost when you receive your election form.

SOCIAL SECURITY INSURANCE BENEFITS AND PAYMENTS


The Federal Social Security Program provides you with a variety of benefits including monthly retirement and disability payments for you and dependent survivors, and death benefits.  According to Federal regulations, both you and the organization contribute to your Social Security account. 


Normally, you will be eligible to receive monthly income from Social Security when you retire or become totally or permanently disabled.  If you have questions about your Social Security benefits, please call the Social Security office. 

WORKERS' COMPENSATION


If you are injured while you are at work, you may be eligible to receive certain benefits under the Workers' Compensation policy which the organization carries on each employee.  A drug and/or alcohol test will be required when there is any mishap or accident in which injury to persons or damage to property has occurred.  If you refuse to submit to a test for drugs or alcohol, you may forfeit your eligibility for Workers' Compensation medical and indemnity benefits and you may be terminated from employment.


Penalty for misrepresentation: any claimant or representative of a claimant who knowingly and willfully makes a false statement or representation for the purpose of obtaining a benefit or payment under Workers' Compensation can be found guilty of a felony and, on conviction, can be punished with a fine up to $10,000.00 and imprisoned up to five (5) years.


In order to receive this benefit, you must first be examined by a physician designated by the organization.  Likewise, a physician must authorize you to return to work.


If you become injured on the job, you must report it immediately to your supervisor so that we can provide you with the proper medical attention and ensure that your Workers' Compensation claim is filed properly. 


Our organization is committed to maintaining a safe working environment.  As a result of controlling the cost of Workers' Compensation Insurance premiums, we have been able to enhance employee benefits and plan to continue to do so.

INSURANCE AGAINST UNEMPLOYMENT


Unemployment Compensation Insurance provides you with a certain amount of income should you become unemployed through no fault of your own.  The entire cost of this insurance is paid for by the organization.  If you become eligible, you receive weekly income benefits for a limited period of time; the amount is determined by the amount of wages you have received. 

JURY DUTY


If you are summoned for jury duty, please advise your supervisor as soon as possible so that your absence can be scheduled.  You may use PTO or Unpaid Time Off during your absence. 

CREDIT UNION


As an employee of our organization, you may utilize the services of our designated credit union.  The credit union is not a part of the organization, but we have arranged for you to be eligible for participation.


You may obtain short-term loans at the market interest rate for such things as cars, boats and home equity.  Also, you may establish a payroll deduction plan and/or a Christmas Club savings plan.


There is no fee for this service.  Other information can be obtained from the credit union.  Although our organization provides the forms, you should deal directly with the credit union for all transactions.

COMMUNICATIONS
PERSONNEL RECORD


When you were first employed by this organization, you completed an application form supplying us with various facts which we must know about you.  This information was transferred to a permanent and confidential file, which is the organization's employment record of you as an individual.  Keeping this record correct and up‑to‑date is important to you because it enables us to reach you in an emergency, forward your mail, properly maintain your insurance and other benefits and compute your payroll deductions.  Your supervisor should be notified promptly of changes in: 

 
1.
Your address and telephone number; 


2.
Your marital status (for insurance and withholding tax purposes);


3.
Your name;


4.
Your beneficiary or dependents listed in your insurance policy; and 


5.
The person you want us to notify in case of accident. 


Please provide us with results of current physicals and lab tests and copies of your current licenses and certification (where applicable).


In addition, please let us know about the completion of any training or educational courses, so that you may receive proper consideration as better job opportunities arise throughout the organization. 


Your supervisor will send all of this information to your Administrator's/Director's office, where it will be maintained in your personnel file.   Current employees will be allowed to review their personnel file by making arrangements with your Administrator/Director; however, copying the file or its contents is not allowed.

BULLETIN BOARDS


Periodically, we post information of general interest or safety issues to you on our employee bulletin boards.  Please form the habit of checking these bulletin boards daily so that you will be familiar with the information.  You are responsible for abiding by all notices posted on the bulletin board.

SUPERVISORS


One of the best sources of information about your job and your benefits is your supervisor.  When you have questions, please see him or her for the answer.  We will generally have the answer for you right away but if we do not, we will get the proper information for you as soon as possible.  Helping you in this way is a part of our job and we will cooperate with you at all times. 

BOOKLETS AND LETTERS


In addition to this Personnel Policy Handbook, you may receive other informative booklets from the organization, its insurance carriers or other related vendors.  You should take these booklets home with you so that your family may know more about your job and your benefits.  In addition, you may receive letters or notices with your paycheck at your home.  There is no regular schedule for distribution of this information ─ the function of each letter or publication is to provide you and your family with interesting news and helpful information; which will keep you up to date.

RULES TO WORK BY

RULES TO WORK BY


We have found that most employees have a keen sense of appropriate behavior and strive to present the best conduct at all times.


Our rules are simple ─ if you engage in activity detrimental to the best interests of the facility, the residents or employees, then you will be appropriately disciplined. Discipline can include a verbal or written correction notice, suspension or, in serious cases, termination.


Activity detrimental to the organization includes habitual lateness and/or absenteeism, destruction of property, fighting, reporting to work under the influence of drugs or alcohol, stealing, insubordination, refusing to perform an assignment and other conduct.  The following list is not all‑inclusive but provides an example of improper conduct. 

IMPROPER CONDUCT

 1.
Performing inefficiently, unsatisfactorily, or with a lack of application or effort on the job. 

 2.
Committing actions which affect the safety of residents, employees or equipment.

 3.
Violating a safety rule or safety practice. 

 4.
Knowingly using the badge (time card) of another employee, letting your badge be used by another employee, altering of a time clock punch without authorization or working unauthorized time. 

 5.
Being late excessively.

 6.
Having unscheduled absences. 

 7.
Sleeping, loafing or spending unnecessary work time away from your job. 

 8.
Leaving your job or your regular working place during working hours for any reason without authorization from your supervisor except for lunch or going to the rest room.

9.
Reporting to work in an intoxicated condition or under the influence of drugs; possessing illegal drugs or alcohol while working; or consuming alcohol or illegal drugs while working.

10.
Engaging in disorderly conduct which reflects on the facility or organization.

11.
Engaging in immoral or illegal conduct which reflects on the facility or organization.

12.
Knowingly harboring a disease that will endanger residents or co-workers. 

13.
Misrepresenting your physical condition or other important facts in seeking employment or falsifying any company records.

14.
Engaging in dishonesty or the removal of another employee's or resident's property or of company property without permission.  

15.
Engaging in the willful damage or destruction of property. 

16.
Refusing to perform service connected with your job as required by your supervisor or by management (insubordination).

17.
Possessing illegal weapons or illegally owned firearms, fireworks or explosives on facility property without management's permission. 

18.
Contributing to unsanitary conditions. 

19.
Physically or verbally assaulting employees or residents; neglecting, abusing and/or exploiting residents.

20.
Disregarding the organization's policies or procedures.  

21.
Being convicted of certain crimes.

22.
Divulging confidential information.

23.
Making or receiving excessive personal phone calls or having unauthorized visitors during your work time.

24.
Leaving work before the end of the regular workday or not ready to work at the normal starting time.

25.
Refusal to work required overtime.  

26.  Failure to notify supervisor of possible disqualifying criminal offenses that may occur while employed.


Violations of company policies will be dealt with by disciplinary actions ranging from written correction to dismissal, depending upon frequency and nature of offense.  Management reserves the right to make all disciplinary decisions.

SUMMARY AND CLOSING WORDS


This handbook is a summary of the principles for which we stand, the benefits to which you are entitled and the obligations you assume as an employee.  We hope that you have read your handbook carefully and will keep it for future reference.  If you have any questions concerning the policies or benefits outlined in this handbook, please discuss them with your supervisor. 


We may occasionally revise some of the policies that are outlined in this handbook, or add new policies and new benefits that we believe will make our facilities a better place to work. 


You are now a part of the team and we hope your association with us will be happy and rewarding.  The organization has made considerable progress since its beginning, and the credit goes to each individual employee.  Your job is important to our continued growth and success.  With all of us working together in a spirit of cooperation and teamwork, our facilities and programs will remain unsurpassed for their quality, integrity and service.

Lakeview Terrace Retirement Services, Inc.

d/b/a Lakeview Terrace Retirement Community

Organizational Chart by Position
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Lakeview Terrace Health Care Center, L.L.C.

d/b/a Lakeview Terrace - Skilled Nursing Facility 

&  d/b/a Lakeview Terrace - Assisted Living Facility

Organizational Chart by Position






















1 Skilled Nursing Facility

2 Assisted Living Facility

3 Management and Consultant Services Provided by DSI Management, L.L.C.

4 Human Resources and Accounting Services Provided by GF/Orlando, Inc.

5 Facility Administrator communicates directly with Medical Director and Professional Consultants
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LISENBY, LTD.

d/b/a Lisenby on Lake Caroline

ORGANIZATION CHART BY POSITION
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ECCI, L.L.C. 

D/B/A Central Florida Contract Industries and East Coast Contract Industries

Organizational Chart By Position





* LICENSED PRACTICAL NURSE, PHYSICAL THERAPIST, OCCUPATIONAL THERAPIST, SPEECH PATHOLOGIST, CERTIFIED BEHAVIOR

  ANALYST, DIETITIAN, THERAPEUTIC EQUIPMENT DESIGN AND REPAIR


1 Central Florida Contract Industries only
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Lakeview Terrace Home Health Services, L.L.C.
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