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4100 Senator J. Bennett Johnston Avenue, Lake Charles, LA 70615
Phone (337) 433-3620 Fax (337) 439-1886

Residential ®* Vocational ® Community Supports and Services

EXECUTIVE DIRECTOR WWW.carc.us PRESIDENT
Libby Leone Rebecca Hughes
July 01, 2018

TO: CARC Employees
RE: Personnel Policies

CARC's Policy Manual will help you understand what is expected of you and what you can
expect from CARC. This manual is to be used as a guide and reference. It is reviewed and
approved by the CARC Board of Directors every year.

Each employee has an important role in the overall operation of CARC and this manual is for all
employees regardless of their role. Any policy is only as good as its implementation.
Supervisors are the key to that implementation. Supervisors should and must be excellent role
models at all times. Supervisors must work with the people they supervise to ensure they
understand all components of this manual and that they are abiding by it. Please familiarize
yourself with the contents of this manual to ensure that all personnel policies are administered
fairly and effectively. This manual is to be used as a guide and reference.

It is important that each employee understands that employment with CARC is “AT WILL" and
that this handbook, or any verbal statements do not constitute an employment contract unless
specifically written as such and signed by the Executive Director. See Employment-At-Will,
Section 103.

Ko, B

Libby Leone
Executive Director
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MISSION, VISION, PHILOSOPHY AND GOAL STATEMENT: 102

MISSION STATEMENT
CARC is dedicated to providing opportunities to prosper in all facets of developmental and
independent functions and to share the same rights, privileges and responsibilities afforded to
all citizens.

VISION STATEMENT

We are CARC. Opportunities for People with Disabilities.

PHILOSPHY AND GOAL

Our nation, from its inception, has been committed to providing for the basic education and
welfare of its citizens. As our society has progressed through the years, more and more
emphasis has been placed on the special (extraordinary) needs of those developmentally
disabled citizens assisting them in reaching their maximum potential.

The goal of CARC is to develop and implement individual programs that are designed to assist
each participant to function, maximally, in the least restricted and most self-directed manner.
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Policy:

EMPLOYMENT-AT-WILL: 103

It is the policy of CARC that ALL EMPLOYEES WHO DO NOT HAVE A WRITTEN,
INDIVIDUAL EMPLOYMENT CONTRACT WITH THE COMPANY FOR A SPECIFIC FIXED
TERM OF EMPLOYMENT ARE EMPLOYED AT THE WILL OF THE COMPANY FOR AN
INDEFINITE PERIOD. (See Equal Employment Opportunity, Section 602)

1.

Employees who do not have a separate, individual written employment contract are
employed at the will of the company and subject to termination at any time, for any
reason, with or without cause or notice. At the same time, such employees may
terminate their employment at any time and for any reason.

No company representative other than the Executive Director is authorized to modify
this policy for any employee or to enter into any agreement, oral or written, contrary to
this policy.  Supervisory and management personnel are not to make any
representations to employees or applicants concerning the terms or conditions of
employment with the company which are not consistent with company policies. No
statements made in pre-hire interviews or discussions, or in recruiting materials of any
kind, are to alter the at-will nature of employment or imply that discharge will occur only
for cause.

This policy may not be modified by any statements contained in this manual or any
other employee handbooks, employment applications, company recruiting materials,
company memorandums, or other materials provided to applicants and employees in
connections with their employment. None of these documents, whether singly or
combined, are to create an express or implied contract concerning any terms or
conditions of employment. Similarly, company policies and practices with respect to
any matter are not to be considered as creating any contractual obligation on the
company’s part or as stating in any way that termination will occur only for “just cause”.
Statements of specific grounds for termination set forth in this manual or in any other
company documents are examples only, not all-inclusive lists, and are not intended to
restrict the company’s right to terminate at-will.

Revised 04/23/19



CODE OF EMPLOYER-EMPLOYEE RELATIONS: 104

Policy:
It is the policy of CARC to implement fair and effective personnel policies and practices.
However, nothing in this manual should be construed as altering the employment-at-will
relationship or as creating an express or implied contract or promise concerning the policies or
practices that the company has implemented or will implement in the future. (See Employment-
At-Will, Section 103.)
It is the policy of CARC that the Board of Directors and the Executive Director shall not permit
public funds to be paid or committed to any person to whom any of the members of the Board of
Directors or members of their immediate families have any direct or indirect financial interest,
nor any organization with which any of these persons serve as an officer or employee, with the
exception that the services or goods involved are provided at a competitive cost or under terms
favorable to CARC.

1. The company’s goals include:

a. To provide equal employment opportunity and treatment regardless of age, race,
color, religion, disability, sex, national origin or veteran status.

b. To provide competitive salaries and employee benefits.
c. To establish reasonable hours of work based on services needs.

d. To monitor and comply with applicable federal and state laws and regulations
concerning employee safety.

e. To provide training consistent with the company’s requirements for those whose
needs, capabilities, and desires warrant such training.

f. To accept constructive suggestions which relate to methods, procedures,
working conditions, and the nature of the work performed.

g. To establish appropriate procedures for employees to discuss matters of interest
or concern with their inmediate supervisors or department heads.

2. The company expects all employees (See Behavior of Employees, Section 801):
a. To give a productive day’s work.
b. To arrive at their departments and begin work on time.

c. To demonstrate a considerate, friendly and constructive attitude toward fellow
employees.

d. To adhere to the policies adopted by the company.
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CODE OF EMPLOYER-EMPLOYEE RELATIONS: 104

3. The company retains the sole right to exercise all managerial functions including, but not
limited to, the rights:

b.

To dismiss, assign, supervise and discipline employees.
To determine and change starting times, quitting times and shifts.

To transfer employees within departments or into other departments and other
classifications.

To determine and change the size of and qualifications of the work force.

To establish, change and abolish policies, practices, rules and regulations at will
and as it sees fit.

To determine and change methods by which its operations are to be carried out.

To determine and change the nature, location, goods produced, services
rendered, quantity, and continued operation of the business.

To assign duties to employees in accordance with the company’s needs and

requirements, and to carry out all ordinary administrative and management
functions.
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OVERVIEW OF PROGRAMS: 202

CARC was founded on the principle that each individual is entitled to an opportunity to prosper
in all facets of developmental and independent functions and to share the same rights,
privileges and responsibilities afforded all other citizens.

Our goal is to develop and implement individualized programs that are designed to assist each
person to function maximally in the least restrictive and most self-directed manner.

CARC provides services in Allen, Beauregard, Calcasieu, Cameron, and Jefferson Davis
parishes.

Vocational Services provides various work/training models to adults with developmental
disabilities. Each participant is offered work/training that promotes as normal a work
environment as possible according to the participant’'s abilities, interests and needs. The
purpose of this program is to help develop the participants’ self-esteem, self-confidence and
self-worth by giving them an opportunity to be productive, make choices and feel needed and
accepted. Sheltered Workshops are CARC-owned facilities where a variety of contracted
work/training options are provided ranging from document destruction to clothes baling.
Community Work Crews perform janitorial services and grounds maintenance throughout the
parish under the supervision of a CARC employed supervisor. Enclaves are where a group of
participants work at a place of business supervised by either a CARC employee or a supervisor
provided by the business. The participants’ pay may come directly from the place of business
or from CARC through a contract with that business. Supported Work provides participants with
the opportunity to gain individual employment in the community. Participants are given
assistance in completing job applications, interviewing and one-on-one training by a CARC
employee for a specified time once a job has been secured. Day Habilitation Services provide
assistance in developing social and adaptive skills necessary to enable them to participate as
independently as possible in the community. They focus on socialization with meaningful age-
appropriate activities which provide enrichment and promote wellness such as personal
grooming, basic nutrition, making choices at fast food restaurant, etc. Pre-Vocational Services
are designed to prepare a client for paid or unpaid employment. They include teaching such
concepts as compliance, attendance, task completion, problem solving and safety.

Community Services provides services and supports for those people with developmental
disabilities living in the community in their own or in family homes. In the Supervised
Independent Living program, clients are assisted in locating apartments or homes fully
integrated into the community. This program offers assistance only when called upon by the
client, with occasional visits by CARC Case Managers as needed. The waiver services area
includes ROW, NOW, Children’s Choice, Supports, and Elderly and Disabled Adulits
waivers. Long-term personal care services program provide participants with the necessary
supports and services to maintain their independence and continue living in their homes as fully
integrated members of their community. Attendant Care Services include Respite and PCA
services delivered by CARC direct support workers under the supervision of a CARC Case
Manager. Community Services also offers Respite, PCA and SIL services under limited IMCAL
contracts and Long Term Personal Care Services to adults with disabilities.
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OVERVIEW OF PROGRAMS: 202

Residential Services provides community living options for adults with developmental
disabilities. In the Community Home environment, residents are given 24 hour supervision
while receiving training in self-care, independence and daily living skills. Such skills training
include socialization, recreation, hygiene, grooming, money management, cooking and home
management.
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Policy:

PURCHASING PROCEDURES: 301

It is the policy of CARC that a centralized purchasing system be used by all departments of the
organization. With the exception of petty cash expenditures, a requisition form signed by the
specific Program Director, Assistant Executive Director, or the Executive Director is required in
order for a purchase order to be issued.

1.

Office supplies will be issued from the central supply room. Persons receiving supplies
will be required to sign a form listing items taken.

Staff requesting an item will write out a requisition and get it approved by the director or
his/her designee. The CARC Receptionist then completes a purchase order.
Information on the requisition/purchase order must include the name of the person
ordering the item, where it is to be used and what it is to be used for. Accounting will put
the fund and account number on the purchase order. Copies of all purchase orders
along with the requisition forms shall be delivered to Accounting to be matched with
invoices or paid receipts.

On a periodic basis, a review shall be performed on any commitments that have not
been matched with receiving reports or equivalent records of goods or services received.

It is the responsibility of the person making the purchase to turn in the invoice or receipt
to Accounting in a prompt manner. Missing tickets for purchases will be brought to the
attention of the department head where this occurs. Invoices will be processed for
payment weekly. When items are delivered, the person receiving the shipment will
compare the items against the delivery ticket/packing list and check to see that there is
no visible damage before signing for them. The receiving report will immediately be
delivered to Accounting.

Reimbursements to staff for cash purchases will be made weekly. The receipt marked
“Paid” is to be attached to a completed check request form that is signed by the specific
Program Director, Assistant Executive Director, or the Executive Director. However any
cash purchases up to $25 can be reimbursed from petty cash.

For purchases of equipment under $100, no competitive bidding is required. Purchases
of equipment between $100 and $1000 shall have a minimum of three price quotations
unless it is a sole source item. The lowest bid shall be awarded unless written
justification acceptable to the Executive Director is provided by the person requesting
the purchase. Purchases of equipment exceeding $1000 require five quotations. Cost
includes applicable sales taxes, freight and set up charges. Bids can be obtained over
the telephone or internet, information recorded and given to Accounting. However, any
purchase of a non-consumable item costing $5000 or more shall require a written quote
from the vendor.
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PURCHASING PROCEDURES: 301

7. Automotive and maintenance supplies will be purchased by the Operations Director as
needed. The cost of these items will be charged out to the appropriate department.
Operations Director will note on the invoice what the item is and where it will be used.

8. All purchase discounts, allowances, and refunds will be reported to the Accounting
Department.

9. A credit memo will be obtained by the purchaser for all returned items. Invoices will not
be adjusted for returns or exchanges.

10. Staff is prohibited from purchasing items/goods for personal or non-CARC use while
shopping for CARC. (See Behavior of Employees, Section 801.)
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Policy:

DONATIONS AND FUNDRAISING: 302

It is the policy of CARC to generate income from donations and/or fundraising as an alternative
measure to provide for programming and services for which no other resources are available, to
supplement any program with deficit spending and to meet extraordinary liabilities.

Other fundraising may be distinguished by the request for tangible, finished goods, raw
materials, and volunteer labor which could be utilized to enhance programs and physical
facilities. (See Solicitation, Section 1002.)

1.

All interested benevolent organizations should be cultivated as sponsors and advocates
of the CARC philosophy. These donations or fundraisings could come from civic and
service organizations, philanthropic groups, foundations and private individuals.

Public relations/fundraising personnel should be active, aggressive, and innovative in
pursuits to create the generation of income through donations and events sponsored by
other interested organizations. This personnel should take advantage of all
opportunities for public awareness of any and all CARC activities in the community.

All fundraising and public awareness activities must be coordinated with the Marketing
Committee and must have prior approval of the Executive Director.

All income will be channeled through the CARC Accounting Department in order that
proper acknowledgments and accounting can be made. Donations to the program are
tax deductible. Each contribution will be acknowledged by a letter of appreciation.

Donations and fundraisers designated for a specific center or program shall be handled
in the following manner:

a. Funds will be turned over to the Accounting Department for proper accounting.
Bookkeeping on these funds will be maintained by this office.

b. Funds can be requested as needed according to donor's wishes or center’s
needs.

c. Request for expenditure of funds will be made to the administrative office
according to the usual procedure.

d. The purchase may be made by the administrative office or center director with
the approval of the Program Director, Assistant Executive Director or Executive
Director.

e. Receipts or documentation of purchases will be recorded and maintained by the
business office.
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Policy:

USE OF COMMUNICATION SYSTEMS: 303

It is the policy of CARC to provide or contract for the communication services and equipment
necessary for the conduct of its business. Such communication services and equipment should
not be used for personal purposes except in emergencies or when extenuating circumstances
warrant it.

1.

Employee personal use of the company’s communication services and equipment is
restricted because such usage can impede the normal flow of business, incur
unnecessary company expense and reduce productivity. When personal usage of
CARC communications facilities is unavoidable, employees must properly log any user
charges and reimburse them to the company. Employees are expected to keep all
personal phone calls, including cell phones, as brief as possible.

Employees who do have direct access to a company telephone should make provisions
to have emergency or other necessary incoming calls routed to their supervisor or to
the department secretary if the supervisor is not accessible. The company does not,
however, accept responsibility for the prompt or accurate relay of personal messages.

Employees are not to use the company’s address for receiving personal mail and may
not use the company stationery or postage for personal letters. Personalized stationery
and business cards may only be issued by the company. Employees should exercise
care so that no personal correspondence appears to be an official communication of the
company.

Persons answering the telephone must take care not to allow the phone to ring
excessively before being answered and must be prompt in giving messages to staff
persons regarding calls missed.

Employee use of a company computer for personal reasons is restricted because any
and all files are the property of CARC and are subject to search at any time.

No personal e-mails should be received or retrieved through a CARC computer. All e-
mails received on company computers is deemed CARC property and is subject to
search at any time.

Portable computers are CARC property and even though home use is allowed to
conduct company business, personal business is restricted.

Any software not purchased by CARC is prohibited. Requests for special software will
be reviewed by the Operations Director for approval.

Files or programs of illegal, offensive or obscene nature are prohibited on any CARC
computer. The use of the internet to download illegal, offensive or obscene material is
prohibited. Violations of this offense will result in the employee being suspended from
his/her job duties pending an investigation and outcome, with appropriate charges
being filed if necessary.
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USE OF COMMUNICATIONS SYSTEMS: 303

10. Live streaming of music or videos is prohibited on all CARC computers, cell phones
and/or personal cell phones using CARC internet or CARC WiFi. Violations of this
offense will result in disciplinary actions, up to and including termination.

11. CARC employees are prohibited from using a cell phone or personal electronic device
while driving a CARC vehicle or personal vehicle while conducting CARC business.
This includes receiving or placing calls, text messaging, surfing the internet, receiving or
responding to e-mail, or retrieving phone messages. If you must answer or make a call,
pull over and be completely clear of the street, road, or highway. Be careful when
pulling over to place calls. To avoid being a crime victim, do not stop in dangerous
areas and keep your car doors locked. Employees who violate this policy will be
subject to disciplinary actions, up to and including employment termination.
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Policy:

USE AND MAINTENANCE OF SUPPLIES AND EQUIPMENT: 304

It is the policy of CARC to provide and maintain in good working order sufficient supplies and
equipment necessary for the conduct of agency business. Their use is governed by the
guidelines below.

1.

2.

Every effort must be made to avoid waste and careless use of supplies and materials

Supplies and equipment are to be used for CARC business only. Personal use of
materials, supplies and equipment is expressly forbidden unless authorized by the
Executive Director.

Lights must be turned off when not in use.

Employees must ensure that office equipment and facility lighting is turned off at the end
of each work day and that heating and cooling systems are set at the required levels
during the work day as well as when the office is closed.

Supplies, materials and equipment are to remain at the specific program location for
which they were purchased except upon authorization of the Program Director, Assistant
Executive Director or Executive Director.

All equipment will be maintained in safe and good working order. All guards and other
safety features will remain as part of said equipment. Under no circumstances will
participants be allowed to use equipment in which guards or other safety features have
been removed for repair of replacement.

Requests for repairs or maintenance of equipment must be directed to the Program
Director with the final approval of Assistant Executive Director or the Executive Director.
Charges for equipment or maintenance agreements must be approved by the
appropriate Program Director and Executive Director prior to payment. Written approval
of these requests will be maintained in the individual departments by the Program
Director.
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Policy:

TRAVEL: 305

It is the policy of CARC that employee travel performed in the course of conducting agency
business must be approved in advance and that such travel should be engaged in and
reimbursed according to the guidelines below.

1.

Outside normal job duties, out-of-parish travel must be reviewed by the Program Director
and approved in advance by the Executive Director.

All requests for overnight travel must be submitted in advance on the proper form for
review by the Program Director and final written approval by the Executive Director.

Employees holding jobs that are designated as requiring travel will be expected to travel
as a condition of employment. For all other jobs, travel is considered only an incidental
function of the position, but may be required.

Under normal circumstances, employees are to use the most expedient mode of
transportation available, to book the cheapest fares, and to stay in and eat at moderately
priced establishments. Expenses for business related meals and lodging incurred during
travel will be reimbursed according to civil service guidelines. Any travel expenses
deemed unreasonably will not be paid or reimbursed and are the employee’s personal
responsibility.

Employees may obtain a cash advance for approved travel by submitting a written
request to the Executive Director. Cash in advance is discouraged for short term travel.

Time spent driving a CARC or personal vehicle on CARC business during normal
working hours is to be considered hours worked for pay purposes.

Employees driving on CARC business may claim reimbursement for parking fees and

tolls actually incurred as well as the standard mileage allowance for personal vehicle use
and other expenses directly incurred for business purposes.
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Policy:

TRAVEL, PRIVATE VEHICLE: 306

it is the policy of CARC to reimburse employees for travel in privately owned vehicles according
to the guidelines below:

1.

The rate of reimbursement for job related travel in privately owned vehicles is
determined by the CARC Board of Directors.

All mileage must be documented on the appropriate forms and submitted on the 1% day
of each month.

The record of mileage will begin at the employee’s program site (e.g. community home,
CARC office, etc) for local and out of town travel, unless the employee’s home is closer
to the destination. It does not include mileage from one’s home to the CARC office or
return.

Employees, with the appropriate Program Director's approval, are allowed to transport
clients in their personal vehicle for agency sponsored purposes (such as going to doctor,
to agency sponsored program events, or to another site for purposes of carrying out
client'’s program plan). Employee’s vehicle must be road worthy, have proper liability
insurance coverage and current state license/inspection. Employee must possess a
valid driver’s license.

When no CARC vehicles are available, employees may use their own vehicles for
business purposes, but only with the prior approval of the Executive Director.
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Policy:

TRAVEL, CARC VEHICLE USAGE: 307

It is the policy of CARC to provide vehicles for employees to drive on CARC business according
to the guidelines below:

1.

Employees may not drive vehicles for CARC business without the prior approval of their
supervisor. Before approving a driver, each supervisor must check the employee’s
driving record, verify the existence of a valid driver's license, and make sure the
employee is eligible for coverage under any applicable CARC insurance. Employees
approved to drive on CARC business are required to inform their supervisor of any
changes that may affect either their legal or physical ability to drive or their continued
insurability.

Employees holding jobs designed as requiring regular driving for business must, as a
condition of employment, be able to meet the driver approval standards of this policy at
all times. For all other jobs, driving is considered only an incidental function of the
position.

Employees using CARC vehicles must have in their possession, a valid driver's license.
Employees may not use CARC vehicles for non-business purposes.

Employees are prohibited from conducting any personal business/personal errands
while on or off duty using CARC vehicles. (See Behavior of Employees, Section 801.)

Traveling/transporting clients for any reason, to any function, or for any purpose other
than as directed and/or approved by Program Directors or client program(s) is
prohibited. (See Behavior of Employees, Section 801.)

Employees who use CARC vehicles must ensure the road worthiness of the assigned
vehicle immediately prior to the use of that vehicle and to maintain its road worthiness
throughout the trip (pre-trip inspections, etc). Likewise, drivers are to obey all prevailing
traffic laws and to practice defensive driving techniques at all times during the trip. (See
Travel Safety, Section 308.)

Any person responsible for leaving ignition keys, or leaving the motor running, in an

unattended vehicle will be immediately relieved of duty until an investigation can be
performed, the result of which may be termination.
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Policy:

TRAVEL, SAFETY: 308

It is the policy of CARC that vehicles driven by CARC employees in the course of conducting
CARC business will be operated in a safe manner.

1.

Employees who drive a vehicle on CARC business must exercise diligence to drive
safely and to maintain the security of the vehicle and its contents. Such drivers must
make sure that the vehicle meets any CARC or legal standards for insurance
maintenance and driveability. Employees are also responsible for any driving infractions
or fines as a result of their driving.

Employees are not permitted to operate a CARC vehicle, or a personal vehicle for CARC
business, when any physical or mental impairment causes the employee to be unable to
drive safely. This prohibition includes, but is not limited to, circumstances in which the
employee is temporarily unable to operate a vehicle safely or legally because of illness,
medication or intoxication.

Employees must report any accident, theft, or malicious damage involving a CARC
vehicle or a personal vehicle used on CARC business to the Program Director
regardless of the extent of damage or lack of injuries. Such reports must be made as
soon as possible but no later than the end of the next day the administrative office is
open for business. (See Accidents Involving Vehicles, Section 905.)
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Policy:

EMPLOYEE SUPERVISION: 309

It is the policy of CARC that the work of all employees shall be assigned, directed and reviewed
by supervisory personnel. Each employee will ordinarily have only one supervisor to whom he
is directly responsible.

1. The term “supervisor” is very flexible. It can be applied to any level in the chain of
command and can and does change as functions change.

2. The supervisor is the link between management and non-management employees.
Supervisors communicate to the employees under their supervision the goals and
policies of management, and they communicate to management the attitudes,
suggestions and complaints of employees.

3. Effective supervision depends primarily on the ability of supervisors to get employees to
do what they want them to do — with enthusiasm. More supervisors fail for lack of ability
to deal with people than for lack of technical skills. Successful supervisors often utilize
the following techniques:

a.

b.

They treat employees as individuals.

They give recognition for good performance as well as correcting mistakes.
They explain in advance when changes are necessary.

They recommend good employees for promotion even if it means losing them.

They show their integrity by admitting mistakes instead of shifting the blame to
others.

They are impartial and let employees know the reasons for any decisions that
might be interpreted as unfair.

They communicate a desire for good performance by setting performance goals
and standards for employees.

They develop a feeling of teamwork among employees.

They set good examples by holding themselves to the standards of conduct and
performance that they demand of employees.

4. It is the responsibility of each supervisor to ensure that the goals regarding conduct and
performance established by management are achieved and that the personnel policies
established by this manual are implemented.
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EMPLOYEE SUPERVISION: 309

Some supervisory responsibilities are listed below. However, nothing about this list
should be construed as a contract or promise, express or implied, to employees that
supervisors will in each case perform any or all of the activities described below, or that
such activities will be performed uniformly in each case. Supervisors are expected to be
involved in:

Training employees in special job duties that are beyond what is normally
expected and recommending such special training outside the company when it
conforms to the company’s interests. (See Hiring, Section 601.)

Keeping employees informed on factors relating to their work assignments, work
progress and opportunities for advancement. (See Promotion, Section 610.)

Evaluating, as deemed necessary by the company, the performance of regular
employees who are being terminated. (See Performance Appraisals, Section
402, and Termination of Employment, Section 613.)

Recommending salary adjustments, promotions, transfers, and termination of
employees. (See Salary Administration, Section 401; Promotion, Section 610;
Transfer, Section 609; and Termination of Employment, Section 613.)

Scheduling vacations and lunch breaks. (See Leaves of Absence, Section 704
and Meal Breaks, Section 616.)

Approving meal allowances and reimbursement of employee expenses. (See
Travel, Section 305.)

Controlling absenteeism and tardiness, and approving requests for time off. (See
Attendance and Punctuality, Section 614, and Leaves of Absence, Section 704.)

Verifying employee time records and requesting overtime when necessary. (See
Hours of Work, Section 605.)

Recommending the hiring of additional personnel or the elimination of any job.
(See Hiring, Section 601)

Complying with applicable federal and state laws and regulations concerning
employee safety. (See Drugs, Narcotics and Alcohol, Section 808, Employee
Safety, Section 901, and Maintenance of Work Areas, Section 904.)

Maintaining neat and orderly work areas. (See Maintenance of Work Areas,
Section 904.)

Implementing disciplinary and problem review procedures. (See Disciplinary
Procedures, Section 806 and Grievance Procedure, Section 807.)

m. Ensuring that all rules and regulations are observed by employees.
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Policy:

SOCIAL NETWORKING POLICY: 310

It is the policy of CARC that guidelines must be observed when participating in social
networking sites and/or engaging in other forms of internet use, on and off duty. CARC
understands that many employees participate in social networking sites. Employees should be
mindful to use electronic media, even on their own personal time, responsibly and respectfully to
others. Nothing in this policy is intended to prevent employees from engaging in concerted
activity protected by law.

1.

It shall be considered unacceptable conduct to post on any public or private website or
other forum, including but not limited to discussion lists, newsgroups, listservs, blogs,
information sharing sites, social media sites, networking sites such Linkedin, Facebook,
or Myspace, chat rooms, telephone based group communications such as Twitter, or
any other electronic or print communication format, any of the following:

a. Anything that may harm the goodwill or reputation of CARC or any disparaging
information about CARC.

b. Any disparaging, discriminatory or harassing information concerning any customer,
employee, client, vendor or other person associated with CARC. CARC's policies
prohibiting harassment apply online as well as offline.

c. Any confidential or proprietary information about CARC obtained during employment,
including information relating to finances, marketing, customers, clients, employees,
operational metheds, plans and policies.

d. Use of CARC logo for endorsements, promotions or personal media sites.
e. Engaging in social media while on company time is prohibited.

Policy applies regardless of where or when employees post or communicate information
online. It applies to posting/online activity at work, home or other locations and while on
duty and off duty.

CARC reserves the right to monitor and access any information or data that is created or
stored using CARC's technology, equipment or electronic systems, including without
limitation, e-mails, internet usage, hard drives and other stored, transmitted or received
information.

Employees should have no expectation of privacy in any information or data viewed,
created, sent, received or stored on any CARC computer or computer-related system.

Any employee who observes content related to CARC or a posting by a CARC
employee that violates standard confidentiality practices or content that is inappropriate,
is requested to report this to his/her supervisor.

Employees who violate CARC's Social Networking Policy will be subject to disciplinary
action, up to and including termination.
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Policy:

SALARY ADMINISTRATION: 401

It is the policy of CARC to pay wages and salaries which are non-discriminatory and competitive
with rates being paid for like jobs by other employers in the community. However, all wages
and salary policy decisions must take into consideration CARC's overall economic condition and
competitive position.

1.

The Executive Director is responsible for coordinating the continuing internal review of
all wages and salaries and for making sure that each job is evaluated and assigned a
job grade and salary range. This review should check whether wages and salaries
accurately and fairly reflect each individual's responsibilities and performance.

The Personnel Department will, if deemed appropriate, participate in or conduct wage
and salary surveys covering other employers with similar jobs. This and other available
information should be used to set pay policy and to determine the relative competitive
position of CARC's pay structure.

New employees generally are to be hired at the minimum rate assigned in their job
grade. Supervisors may recommend high starting rates based on an applicant’s
experience or skill level or on the need to be competitive in the marketplace. These
recommendations should be reviewed and approved before implementation by the
appropriate department head and the Personnel Department.

Employee salaries are reviewed yearly to determine if yearly step increases are feasible
within the constraints of the organizational budget. These wage increases are left to the
discretion of the CARC Board of Directors and are not compulsory.

The company’s policy regarding salary administration is intended only as a guideline
and may be changed or revoked at any time.
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Policy:

PERFORMANCE APPRAISALS: 402

It is the policy of CARC that the job performance of each employee should be evaluated
periodically by the employee’s supervisor.

1.

Supervisors should complete performance appraisals upon the following occasions:

a. During the month of the anniversary date of hire. (See Salary Administration,
Section 401.)

b. Whenever appropriate, (i.e. employee performs exceptionally poorly or exceptionally
well).

Between scheduled appraisals, supervisors should discuss with employees on an
informal basis any performance issues that warrant attention and should keep records of
any significant incidents.

Supervisors in evaluating employees should consider such factors as the experience
and training of the employee, the job description, and the employee’s attainments of
previously set objectives and goals. Other factors that normally should be considered
include, but are not limited to, knowledge of the job, quantity and quality of work,
promptness in completing assignments, cooperation, initiative, reliability, attendance,
judgment and acceptance of responsibility.

Supervisors in completing evaluations should prepare a written appraisal of each
employee’'s job performance. Such an appraisal should include the supervisor's
comments and recommendations.

The Program Director should review each supervisor's written evaluation to help assure
that the evaluation function has been properly completed in as fair and objective a
manner as possible.

After a written evaluation has been reviewed by the Program Director, the supervisor
and employee should meet and discuss the evaluation and assess the employee’s
strengths and weaknesses in a constructive manner. The employee should be given the
opportunity to examine the written evaluation and make written comments about any
aspect of it. The employee and supervisor should then sign and date the evaluation and
forward it to the Personnel Department for filing. (See Personnel Records, Section 615.)

Employees who feel that they want more than the chance to add written comments to
their performance appraisal may request a review by their Program Director or the
Personnel Department.

Information derived from the performance appraisal may be considered when making

decisions concerning training needs and opportunities, pay promotion, transfer or
continued employment.
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PERFORMANCE APPRAISALS: 402

8. The procedures discussed in this policy are only guidelines. The company may
unilaterally modify or revoke them in whole or in part from time to time. Accordingly,
these procedures are not a promise or contract, expressed or implied, that will be used
in every instance. (See Employment At Will, Section 103.)
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Policy:

PAY PROCEDURES: 403

It is the policy of CARC to pay employees on a regular basis and in a manner so that the
amount, method, and timing of such payments comply with any applicable laws or regulations.

1.

All employees will be paid bi-weekly. Every other Tuesdays are designated as paydays.
If a payday falls on a day when the banks are closed, then the pay will be given on the
last banking day prior to the regularly scheduled payday.

Employee’s pay will be direct deposited into an account or accounts at financial
institutions or credit unions of their choice. Statements showing gross pay, deductions
and net pay will be issued on the work day prior to payday.

Local, state, federal, social security and medicare taxes will be deducted automatically.
No other deductions will be made unless required or allowed by law, contract, or
employee obligation. Employees may elect to have additional voluntary deductions
taken from their pay only if deductions are authorized in writing.

For policies and procedures governing pay upon termination, see “Termination of
Employment”, Section 613.

Nonexempt employees (i.e. those not exempt from the provisions of the Fair Labor
Standards Act) will be paid overtime compensation at the rate of one and one-half times
their regular hourly rate for work in excess of forty hours during their normal workweek.
(See Hours of Work, Section 605.)

Failure to follow timekeeping procedures may result in a delay in staff receiving their
pay.

Revised 04/23/19



JOB DESCRIPTIONS: 404
Policy:

It is the policy of CARC that all employees within the organization shall have a job description.
Staff are made aware of the job skills, duties, and qualifications needed to fulfill their job
through written job descriptions. Job descriptions are maintained for all CARC employees and
kept in their personnel files. Job descriptions are reviewed and signed during the orientation
process and as needed thereafter.

1. All CARC employees will have a signed job description. Each job description identifies:

Job title

Department

FLSA status

Job summary

Education, experience, skills
Essential functions
Incidental functions

Physical requirements of job
Supervisor

Designated authority

Hours of work

Terms of employment

—ART T S@ M0 00T

2. Employees must fulfill the components outlined in his/her specific job description unless
special consideration is authorized by the Program Director and/or Executive Director.

3. Job descriptions will be changed and updated as needed.

4. Employees will sign a new job description if their job title and/or job duties change.
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COMMUNICABLE DISEASE: 501

Policy:

It is the policy of CARC that employees with infectious, long-term life threatening, or other
serious diseases may work as long as they are physically and mentally able to perform the
duties of their job without undue risk to their own health or that of other employees or clients.
Such serious diseases include cancer, heart disease, multiple sclerosis, hepatitis, tuberculosis,
and acquired immune deficiency syndrome (AIDS). Any employee with a communicable
disease will not work until free of the disease or determined by a licensed physician to pose no
threat to clients or fellow employees. A doctor’s statement is required prior to returning to work.
All employees shall report exposure to a communicable disease and shall have a tuberculin test
annually where required.

1. CARC will support, where feasible and practical, educational programs to enhance
employee awareness and understanding of serious diseases.

2. Employees afflicted with a serious disease are to be treated the same as any other
employee. In addition, if the serious disease affects their ability to perform their
assigned duties, such employees are to be treated like other employees who have
disabilities that limit their job performance.

3. Employees who are diagnosed as having a serious disease are to inform their
supervisor or the Personnel Department of their condition as soon as possible. The
supervisor and Personnel Department should respond with compassion and
understanding and review with the employee CARC policy on such issues as employee
assistance, leaves and disability, infection control, any accommodation the employee
may request and CARC's response to that request, CARC'’s continuing expectation
regarding the employee’s performance and attendance, and available benefits. (See
Leaves of Absence, Section 704, and Disclosure of Benefits, Section 701.)

4. Employees who have a serious disease are to provide the Personnel Department with
any pertinent medical records needed to make decisions regarding job assignments,
ability to continue working, or ability to return to work. CARC may require a doctor's
certification of an employee's ability to perform his duties safely. (See Medical
Procedures, Section 607.)

5. CARC will attempt to maintain the confidentiality of the diagnosis and medical records of
employees with serious diseases, unless required otherwise by law. Information relating
to an employee's serious disease will not be disclosed to other employees unless the
information is, in the opinion of CARC, necessary to protect the health or safety of the
employee, co-workers, or others.
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COMMUNICABLE DISEASE: 501

6. CARC will comply with applicable occupational safety regulations concerning employees
exposed to blood or other potentially infectious materials. Universal precautions,
engineering and work practice controls, and personal protective equipment will be
implemented to limit the spread of disease in the work place. A system of precautions
will generally include elements such as:

a. Identification of tasks and jobs involving a risk of exposure to blood or other
potentially infectious materials.

b. The use of protective barriers, such as gloves and goggles, by employees who
are exposed to blocd or bodily fluids or who are required to handle
contaminated items and to clean contaminated areas.

c. Procedures for the handling and disposing of potentially infectious materials,
clothing and other items.

d. Provisions for the cleaning and disinfecting of work areas or equipment
contaminated with blood or bodily fluids with a suitable disinfectant.

e. Procedures for providing Hepatitis B vaccinations, when required, and post-
exposure follow-up.

f. Employee training and familiarization with appropriate work and emergency
procedures.

g. Labeling areas and objects of potential infection.
h. Medical training records creations and retention.

7. Employees concerned about being infected with a serious disease by a co-worker,
client, or other person should convey this concern to their supervisor or the Personnel
Department. Employees who refuse to work with or perform services for a person
known or suspected to have a serious disease, without first discussing their concern with
a supervisor, will be subject to discipline, up to and including termination. Where there is
little or no evidence of risk of infection to the concerned employee, the employee may be
assigned to work with or perform services as required by CARC.

8. CARC will adhere to Louisiana Office of Public Health regulations.
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Policy:

STAFF RELATIONSHIP TO CLIENTS: 502

It is the policy of CARC to place utmost importance on the staff's relationship to its clients. The
very foundation of CARC'’s philosophy (See Philosophy and Goal, Section 102.) exemplifies the
belief in the dignity and worth of all citizens. Any employee who is unable to or unwilling to
regard our clients with dignity and respect will not be retained at CARC regardless of other
qualities, education, expertise or experience they may possess.

1.

Whenever possible, all situations should be handled in a positive reinforcing manner. In
situations when negative consequences are in order they should be followed as quickly
as possible with some type of positive reinforcement.

To promote positive learning and to increase desired behaviors, staff will initiate and
closely maintain structured programming that will result in the measurement of behavior,
attitude and skill development. In such a program, consistency is an extremely
important ingredient.

All employees who have clients for which they are directly responsible must attend to

these clients at all times. Therefore, social visits in offices, or other work areas, etc., are

not permitted while clients are present. Also, employees who do not have clients under
their direct supervision must not stop and have social chats with the instructors as this
distracts the client supervisor from attending to his/her responsibilities.

Employees who have a responsibility for supervising clients must be available to receive
those clients when they arrive at the work site. |f something happens to the client and
the employee was not there to supervise him/her and had not made arrangements with
the supervisor for coverage during the absence, the employee will be held responsible.
Employee is subject to disciplinary action up to and including termination.

Employees are not permitted to tend to personal business (i.e. shopping, appointments,
texting, telephoning, visiting, attending church services) while caring for clients.
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Policy:

STAFF RESPONSIBILITY TO CLIENTS: 503

It is the policy of CARC for the staff to be watchful for anything that could constitute a health or
safety hazard for which CARC would be liable.

1.

2.

All accidents resulting in injury to clients must be documented on the required forms and
reported immediately to the Program Director.

All inappropriate behavior incidents must be documented on the appropriate form and
reported to Program Director within 24 hours. These incidents include but are not limited
to elopement, self-injurious behaviors, behaviors that endanger self or others,
inappropriate social behaviors, inappropriate sexual behaviors, aggressive behaviors,
theft and property destruction.

Each program will maintain programming that is structured to the point where staff will
be aware of where the client is and what he/she is expected to be doing. All staff
members must exercise extreme caution to ensure that care and safety are evident in all
activities, regardless of whether clients are involved or not.

Rules of proper conduct and proper relationships between clients and staff apply not
only in Residential programs but also in all areas of CARC.

a. Due to the nature of community homes as fostering family style living and
values, it is inappropriate and strictly prohibited for a community home
employee to engage in intimate sexual conduct on the premises of the
community home. Such behavior can be cause for immediate termination.

b. Premarital sexual intimacy between residents is not permissible in the
community homes.

c. Community home managers are responsible for communicating these rules on
sexual conduct in the community home to the staff and residents and for
reporting any infractions of the rules.

d. CARC staff is prohibited from having visitors during working hours.
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Policy:

TREATMENT/ABUSE OF CLIENTS: 504

It is the policy of CARC that under no circumstances may a staff member, professional, family
member, another client, or any other person strike, shove, exploit in any manner or subject a
client to violent treatment or verbal abuse. All employees are required to report any incident of
abuse or mistreatment, whether done by another staff member or professional, family member,
the client, or any other person. Any employee who witnesses any unkindness or violence |,
threats or verbal abuse toward a client, and fails to report same to his/her supervisor, is
considered to be equally guilty of the offense. Both are subject to immediate dismissal, and the
offending person may be subjecting himself/herself to criminal prosecution.

1.

2.

CARC will investigate all injuries of unknown origin and all allegations of client
mistreatment, abuse or neglect, restraint, seclusion and medication errors. The
employee’s immediate supervisor will file the written Incident Report.

All critical incidents must be reported immediately to the Program Director, Case
Manager, or Person on Call, if after hours. The Program Director or Case Manager will
report the incident on a Critical Incident Report Form within two (2) hours of discovery to
the support coordination agency, the regional IMCAL office, and, in cases of abuse and
neglect, the appropriate protection service (Child Protective Services, Adult Protective
Services, or Elderly Protective Services). Critical incidents include but are not limited to
abuse, neglect, extortion, exploitation, self-neglect, major illnesses, major behavioral
incidents, involvement with law enforcement, major injuries, falls, loss of dwelling,
unscheduled medical visits, and hospitalizations.

Staff witnessing suspected abuse/neglect should always report internally as stated but
may also report directly to Child Protective Services for individuals 0 to 17 years of age,
Adult Protective Services for individuals 18-59 years of age, and Elderly Protective
Services for individuals 60 years of age and over.

CARC will conduct an internal investigation for all abuse and neglect allegations. Staff
will be suspended with pay during the CARC investigation. If CARC's investigation is
unsubstantiated, the employee can return to work at another location pending the APS
outcome. If CARC's investigation is substantiated, the employee will be terminated from
CARC.
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HIRING: 601

Policy:

It is the policy of CARC to be an equal opportunity employer and to hire individuals solely upon
the basis of their qualifications for the job to be filled. Unless otherwise provided in writing,
employment with the company is considered to be at-will, so that either party may terminate the
relationship at any time and for any lawful reason. (See Employment At Will, Section 103.)

1. Supervisors and Program Directors who need to fill a job opening or want to add a new
job position should submit their request to the Executive Director for approval. All
requests will be reviewed, but those for new job positions will be evaluated in greater
detail before being approved. New job positions must have approval of the Executive
Director.

2. The company will normally try to fill the job openings above entry level by promoting
from within, if qualified applicants are known to be available internally. (See Transfer,
Section 609, and Promotion, Section 610.)

3. If candidates from within the company are to be considered for job openings, the
Personnel Department will announce the openings in accordance with procedures
contained in Promotion, Section 607. Current employee candidates for the openings will
be considered and processed as outlined in Transfer, Section 609.

4. If candidates from outside the company are to be considered by job openings, the
Personnel Department will be responsible for recruiting candidates and is to utilize the
recruitment methods and sources it deems appropriate to fill the openings.

5. During the recruitment, hiring and orientation process, no statement is to be made
promising permanent or guaranteed employment, and no document should be called a
contract. All employees of the company should be aware that employment with the
company is at-will and should exercise great care not to make any representations
otherwise. (See Employment-At-Will, Section 103.)

6. When candidates from outside the company are to be considered for job openings, the
following procedures should be followed:

a. Any candidate for employment must complete and sign an employment
application form in order to be considered for hiring.

b. Applicants deemed qualified for consideration for available job openings will be
interviewed by the Program Director.

c. |If an applicant is still deemed qualified after the interview and appropriate
testing, the Personnel Department will then make a determination as to whether
the applicant has the legal right to work in the United States, and where
appropriate, undertake personal references, previous employment, driving
record, drug screen and criminal conviction checks. A prior conviction, taken by
itself will not necessarily disqualify an applicant.
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HIRING: 601

If it is determined that the applicant is qualified for. employment, the Executive
Director will also interview prospective employees as he/she deems appropriate.

The Program Director has the responsibility to determine whether an applicant is
technically qualified for the position open and if the applicant is compatible with
the work environment. The decision whether to hire the applicant is to be jointly
made by the Program Director, Assistant Executive Director and the Executive
Director, with the Executive Director being the final authority for all hiring
decisions.

Following a decision to hire the applicant, an offer of employment will be made
which should include any contingencies or disclaimers deemed necessary. If
the applicant accepts the offer and a medical examination is required, the
Personnel Department should arrange it. (See Medical Procedures, Section
607.)

If the background, medical, or any other subsequent investigation discloses any
misrepresentation on the application form or information indicating that the
individual is not suited for employment with the company, the applicant will be
refused employment or, if already employed, will be terminated.

New hires will receive orientation on personnel policies and safety prior to being
placed in the job setting. This orientation will be conducted by the Personnel
Department staff, the Program Director or his/her designee. The Program
Director will arrange for in-depth training on these topics at a later date;
however, the new hire shall be thoroughly inserviced on the specific job before
being allowed to perform the job tasks. (See Orientation and Training, Section
606.)

7. A member of an employee’s immediate family will be considered for employment by the
company, provided the applicant possesses all the qualifications for employment. An
immediate family member may not be hired, however, it such employment would:

Create either a direct or indirect supervisor/subordinate relationship with a family
member, or

Create either an actual conflict of interest or the appearance of a conflict of
interest.

These criteria will also be considered when assigning, transferring, or promoting an
employee. For purposes of this policy, “‘immediate family” includes the employee's
spouse, brother, sister, parents, children, step-children, father-in-law, mother-in-law,
sister-in-law, brother-in-law, daughter-in-law, son-in-law, and any other member of
the employee’s household.
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8. Employees who marry or become members of the same household may continue
employment as long as there is not:

a. A direct or indirect supervisor/subordinate relationship between such
employees, or

b. An actual conflict of interest or the appearance of a conflict of interest.

Should one of the above situations occur, the company will attempt to find a suitable
position within the company to which one of the affected employees may transfer. If
accommodations of this nature are not feasible, the employees will be permitted to
determine which of them will resign.

9. Former employees who left the company in good standing may be considered for re-
employment. He/she will be required to present a current criminal background check.
Former employees who resigned without written notice or who were dismissed for cause
may not be considered for re-employment.
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Policy:

EQUAL EMPLOYMENT OPPORTUNITIES: 602

It is the policy of CARC to provide equal opportunity employment to all employees and
applicants for employment. No person working at any of the company’s facilities is to be
discriminated against in employment because of race, religion, color, sex, age, sexual
orientation, national origin, disability or veteran status.

1. This policy applies to all terms, conditions, and privileges of employment including, but
not limited to, hiring, probation, training, promotion, transfer, compensation, benefits,
layoff and recall, and termination.

2. The company has established a written affirmative action program to achieve prompt
and full utilization of minorities, the disabled, veterans and women at all levels and in all
segments of the work force. The results of the program are to be reviewed annually,
and the program is to be modified as necessary to achieve its stated objective.

3. The Personnel Director, who reports directly to the Executive Director on matters relating
to this policy, is responsible for formulating, implementing, coordinating and monitoring
all efforts in the area of equal employment opportunity. The Personnel Director’s duties
in this aspect may include, but are not necessarily limited to:

a.

b.

Assisting management in collecting and analyzing employment data.

Developing policy statements, affirmative action programs, if required, and
recruitment techniques designed to comply with the equal employment policies
of the company.

Complying with various statutory record keeping and notice requirements in
order to ensure full compliance with all employment-related statutes and
regulations.

Preparing, if required by state or federal law, an annual review and summary of
the company’s affirmative action programs and the results achieved under these
programs for submission to the Executive Director.

Assisting supervisory personnel in arriving at solutions to specific personnel
problems.

Serving as liaison between the company and government agencies and other
community groups and is the designated ADA (Americans with Disabilities Act)
coordinator having an office at 4100 J. Bennett Johnston Avenue, Lake Charles,
LA 70615; telephone number (337) 433-3620.

Keeping management informed of the latest developments in the entire equal
employment opportunity area.
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EQUAL EMPLOYMENT OPPORTUNITIES: 602

4. Any communication from an applicant for employment, an employee, a government
agency, or an attorney concerning any equal employment opportunity matter is to be
referred to the Personnel Director.

5. While overall authority for implementing this policy is assigned to the Personnel Director,
an effective equal employment opportunity program cannot be achieved without the
support of supervisory personnel and employees at all levels. Employees who feel they
are the victim of discrimination have a responsibility to report this fact to their supervisor
or the Personnel Department. The CARC Grievance Procedure (Section 807) shall be
used to allow for a prompt and equitable resolution of all complaints of discrimination.

6. The Affirmative Action Program document is kept on file in the Personnel Department
and is available for review by any CARC employee.
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PREVIOUS EMPLOYMENT CHECK: 603

Policy:

It is the policy of CARC to research the employment background of all potential employees to
determine the work ethic of the applicant and to ensure that the applicant’s qualifications, ability,

related experience, character and social skills conform to licensing requirements and CARC
standards.

1. The extent of the background check will vary depending on whether or not the job
requires client supervision.

2. All potential employees will be required to give the company permission to check
previous employment for attendance, punctuality, etc., and to submit three personal
references which convey statements regarding the applicant’s character.

3. Information collected for this purpose will become a part of the individual's permanent
personnel record and can be reviewed by the employee. (See Personnel Records,
Section 615.) CARC abides by the Privacy Act of 1974 which mandates standards for
handling employee records.
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Policy:

CRIMINAL HISTORY RECORDS DISCLOSURE: 604

It is the policy of CARC to abide by Louisiana Revised Statutes 40:1300.52 through 40:1300.56
requiring criminal history background checks on all employees.

1.

Criminal history background checks will be used to conduct a thorough investigation of
the person’s (applicant’s) conduct and character including but not limited to any record of
past criminal history. Potential employees will also have a background check conducted
through the Department of Justice National Sex Offenders Public Website. These
investigations will be at CARC’s expense.

If a job application reveals a criminal history exists, CARC will make a determination for
employment. A prior conviction taken by itself will not necessarily disqualify an
applicant. A person employed in any program covered by this policy is probationary until
the results of the investigation are obtained by CARC and these results will be used to
determine a continuation of probation, a non-probationary status or immediate
termination.
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Policy:

HOURS OF WORK: 605

It is the policy of CARC to establish the time and duration of working hours as required by work
load, customer service needs, client supervision needs and efficient management of personnel
resources. Hours of work for each employee are set out in his/her job description.

1.

Because CARC is in operation twenty-four (24) hours a day, seven days a week, it is
necessary to provide continuous staffing. CARC reserves the right to assign work hours
and schedules. Acceptance of these assignments is a condition of employment.

The normal work week is Saturday through Friday beginning and ending at midnight on
Friday and consists of 35/40 hours for full time employees..

The normal work day will consist of seven/eight consecutive hours of work for
employees in Vocational and eight consecutive hours for employees in Central Office,
Operations, and Residential Services.

Department Supervisors, with the approval of the Program Director, are responsible for
scheduling extra shifts when more than one is needed. Employees will be informed of
their scheduled hours of work and of any changes to that schedule as far in advance as
possible.

Employee attendance at lectures, meetings and in-service training program if required
by management is mandatory and will be considered hours of work. (see Attendance
and Punctuality, Section 614 and Orientation and Training, Section 606.)

Program Directors may, at their discretion, allow employees to make up lost time during
a given work week. Under no circumstances will make-up be allowed if time lost is the
result of conditions the employee could control, if there is no work the employee is
qualified to do, or if there is not adequate supervision available.

If circumstances make it absolutely necessary that someone work over forty hours per
week, supervisors may assign overtime to employees only with the prior approval of the
Program Director. Employees are not allowed to work overtime without the prior
approval of the Program Director. Overtime compensation will be governed by the
provisions of the Fair Labor Standards Act.

All employees are required to use CARC’s time and attendance system. Employees
are paid on a bi-weekly basis. (See Pay Procedures, Section 403.)

a. Employees are to clock-in at their starting time and clock-out at quitting time.
Employees must clock-out if leaving for lunch and clock-in when returning.
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HOURS OF WORK: 605

Employees are not permitted to clock-in no moere than five (5) minutes prior to
their normal starting time or work past their normal quitting time without prior
approval of their supervisor.

Employees are required to take a lunch or meal period unless otherwise
scheduled. (See Meal Breaks, Section 616.).

Employee time records are to be reviewed and approved by the Program
Director. Unworked time for which an employee is paid (paid absences, leave,
etc.) must be approved by Program Director. Authorized overtime also must be
identified by the supervisor.

Leave time cannot be used for unapproved absences. (See Leaves of Absence,

Section 704.) Supervisors are to inform employees if they will not be paid for
certain hours of absences.
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Policy:

ORIENTATION AND TRAINING: 606

It is the policy of CARC to conduct orientation programs to help familiarize employees with new
jobs with the organization and to conduct or sponsor training programs for employees as it
deems appropriate. (See Hours of Work, Section 605 and Attendance and Punctuality, Section

614.)

1.

10.

11.

The Personnel Department is responsible for the overall development and coordination
of the orientation program and for implementing the portions of it that cover corporate
history, philosophy, policies, benefits, and new employee files and documentation.
Each Pregram Director is responsible for orientation as it applies to introducing the new
employee to the job and the department and may select a co-worker to serve as a
sponsor to facilitate the new employee'’s transition. (See Hiring, Section 601.)

New employees hired as Direct Support Workers will receive 16 hours of Department of
Health and Hospitals approved training during the orientation process. Training will be
completed prior to reporting to an assigned job site. Direct Support Workers must
successfully complete First Aid training within 45 days of hire.

Employees are required to complete quarterly online training provided by CARC's on-
line college, “CARC Academy”. Online training courses are sent to each employee via
e-mail. Employees must maintain a valid e-mail to receive their required training.

Supervisors are responsible for recommending employees for special training
programs, for providing on-the-job training, or for assigning on-the-job trainers. Such
training will be conducted during normal working hours whenever practical.

Program Directors will require employee participation in continuing training programs
when such instruction is:

a. a mandatory job requirement.

b. deemed beneficial or considered necessary for satisfactory job performance.

The company may consider the feasibility of sponsoring and conducting special
programs when in-service programs are required for licensing.

The company will provide special training programs for safety and health matters when
deemed necessary or as required by federal and state law. (See Communicable
Diseases, Section 501 and Employee Safety, Section 901.)

The company whenever feasible will maintain a library of instructional programs and
materials for employee use.

Company sponsored or conducted in-house orientation and training programs shall be
evaluated from time to time as to the quality, content and results of instruction.

Employees may receive certificates of completion for successfully completing company
approved or sponsored training and education programs.

The Personnel Department will maintain records of all training programs completed by
each employee.
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Policy:

MEDICAL PROCEDURES: 607

It is the policy of CARC that applicants and employees may be required to submit to medical
tests or examinations whenever management feels such actions are necessary for the safe or
efficient operation of the organization.

1.

Successful applicants for employment may be required as a condition of employment to
pass a medical examination to establish their fitness to perform the jobs for which they
have applied. The examination is to be administered by a physician designated or
approved by the company. (See Hiring, Section 601.)

Employees may be required to have a medical examination when being considered for
transfer or promotion, or when there is a question concerning the employee’s ability to
perform the duties of the job. (See Drugs, Narcotics, and Alcohol. Section 808.)

Employees are encouraged and required, where applicable, to have physical
examinations periodically during their employment and to participate in wellness
programs.

Medical examinations required by the company after initial employment will be paid for
by the company and must be performed by a physician designated or approved by the
company. Examinations not made mandatory by this policy are the responsibility of the
employee.

Medical examinations paid for by the company are the property of the company and are
to be treated as confidential. However, records of such examinations, if required by law
or regulation or warranted by appropriate business practice, will be made available to the
employee, persons designated and authorized by the employee, public agencies,
relevant insurance companies, or the employee’s doctor.

Employees who need to use prescribed drugs or narcotics while at work must report this
requirement to the Personnel Department and provide acceptable medical
documentation. Depending on the circumstances, employees may be reassigned,
forbidden to perform certain tasks, or even not allowed to work if they are judged not
able to perform their jobs safely and properly while taking prescribed drugs or narcotics.
(See Drugs, Narcotics and Alcohol, Section 808.)

The company reserves the right to require acceptable confirmation of the nature and
extent of any illness or injury that requires an employee to be absent from scheduled
work. (See Leaves of Absence, Section 704.) Employees returning from a disability
leave or an absence caused by health problems will be required to provide a doctor's
certification of their ability to perform safely and satisfactory their regular work without
endangering clients, themselves or their fellow employees.
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8.

10.

MEDICAL PROCEDURES: 607

The company reserves the right to require a second medical opinion regarding an
employee’s absence because of iliness or injury or regarding a doctor's certification of
an employee’s ability or inability to return to work. Any such second opinion will be paid
for by the company.

The Personnel Department is responsible for developing and administering programs
concerning employee health and safety.

Employees who become ill on the job or suffer any work-related injury*, no matter how
minor, are to report to their immediate supervisor for examination and recording of the
incident. (See Accidents/Injuries Involving Staff, Section 903.) Employees who must
leave their work station for medical attention should notify their supervisor.

*Drug testing is mandatory for all work related injuries requiring a doctor’s care and for

drivers of motor vehicles involved in a vehicle-related accident while performing
authorized company business.
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HARASSMENT: 608

Policy:

It is the policy of CARC to provide a work environment free of discrimination, intimidation, and
harassment based on a person’'s race, color, religion, age, sex, sexual orientation, national
origin, disability, citizenship, veteran status or any other category protected by applicable
federal, state or local laws.

All employees, vendors, and consultants are expected to contribute to a productive and efficient
workplace free of discrimination, intimidation and harassment by conducting themselves in
professional manner. Harassment of any person, whether directed at an employee, vendor,
consultant or customer will not be tolerated. Allegations of harassment will be promptly and
thoroughly investigated and, if warranted, appropriate corrective action will be taken, up to and
including termination of employment. Retaliation against any employee who brings a good faith
complaint of harassment or who cooperates in an investigation of harassment complaint is
strictly prohibited.

1. This anti-harassment policy includes a prohibition against sexual harassment.* While
all forms of harassment are prohibited, it is the company's policy to emphasize that
sexual harassment is specifically prohibited. Each supervisor has a responsibility to
maintain the work place free of any form of sexual harassment. No supervisor is to
threaten or insinuate, either explicitly or implicitly, that an employee’s refusal to submit to
sexual advances will adversely affect the employee’s employment, evaluation, wages,
advancement, assigned duties, shifts, or any other condition of employment or career
development. In addition, no supervisor is to favor in any way any applicant or
employee because that person has performed or shown a willingness to perform sexual
favors for the supervisor.

*Sexual harassment is defined as unwelcome sexual advances, requests for sexual
favors and other verbal and physical conduct of a sexual nature when:

a. Submission to such conduct is made, either explicitly or implicitly, a term or
condition of an individual’s employment, or

b. Submission to or rejection of such conduct by an individual is used as the basis
of employment decisions affecting such individual, or

c. Such conduct has the purpose or effect of unreasonably interfering with an
individual's work performance or creating an intimidating, hostile or offensive
working environment.

2. Other sexually harassing conduct in the work place, whether committed by supervisors
or nonsupervisory personnel or non-employees is also prohibited. Such conduct
includes:

a. Sexual flitations, touching, advances, or propositions.

b. Verbal abuse of a sexual nature.

c. Graphic or suggestive comments about an individual's dress or body
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HARASSMENT: 608

d. Sexually degrading words to describe an individual.

e. The display in the work place of sexually suggestive objects or pictures,
including nude photographs.

f.  Use of electronic equipment to convey sexually oriented materials or messages.

. CARC also prohibits other non-sexual harassment. This harassment is defined as
verbal or physical conduct that degrades or shows hostility or dislike toward an individual
because of his or her race, religion, color, national origin, age, sex, disability, veteran
status or citizenship and that:

a. Has the purpose or effect of creating an intimidating, hostile or offensive work
environment.

b. Has the purpose or effect of unreasonably interfering with an individual's work
performance.

c. Otherwise adversely affects an individual’s employment opportunities.

. Any employee who believes that he or she is being harassed in violation of this policy
has a responsibility to report or complain as soon as possible. The employee is not
required to complain to the person who is doing the harassing. The employee may
complain directly to their supervisor, the supervisor of the harasser, Program Director,
Personnel Director, Assistant Executive Director or any other management employee
including the Executive Director. The CARC Grievance Procedure may also be utilized.
(See Grievance Procedure, Section 807.) Similarly, any employee who observes
harassment of another employee is requested and encouraged to report this to one of
the persons described above. Claims of harassment do not have to follow the normal
chain of command. Immediately upon receipt, any person receiving a harassment
complaint must report the complaint to the Personnel Director.

. All complaints of harassment shall be investigated promptly, in as impartial and
confidential a manner as possible. If an employee is not satisfied with the handling of a
complaint or the action taken, the employee should bring the complaint to the attention
of the Personnel Director. In all cases, the result(s) of the investigation will be
communicated to the employee(s) who made the complaint.

. Any employee, supervisor or manager who is found after appropriate investigation to
have engaged in harassment of another employee, vendor or customer will be subject to
appropriate disciplinary action, depending on the circumstances, up to and including
termination.

. Retaliation against an employee for making in good faith a complaint or report of
harassment, or for assisting in the investigation of such complaint, is forbidden.

. Any employee who, following an investigation, is found to have made bad faith or
deliberately dishonest complaints will be subject to appropriate disciplinary action.
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Policy:

TRANSFER: 609

It is the policy of CARC that it may at its discretion initiate or approve employee job transfers
from one job to another or from one location to another.

1. The company may require employees to make either a temporary or long-term job
transfer in order to accommodate the organization’s needs.

2. Employees may request a voluntary job transfer. However, to be eligible for a voluntary
transfer, employees must be able to meet the requirements of the new position, must
have a satisfactory performance record and must have no record of adverse disciplinary

actions.

3. Eligible employees who request a transfer will be considered in the following order:

a.

b.

d.

Employees in the same department as the job opening.

Employees at the same location but in departments other than the one where
the opening occurs.

Employees who are being considered for layoff because of a reduction in force
or because of the elimination of their job.

All other employees.

4. Employee requests for transfers will normally be handied as follows:

a.

The employee shall submit a written request for a transfer to his current
department supervisor. The request should include the reason for the transfer
and the department and specific job wanted.

The department supervisor will forward the request to the Program Director with
a recommendation of approval or disapproval.

The appropriate Program Director should determine whether the requested job
or a suitable job opening exists and whether the employee is eligible. If a job
opening exists and the employee is eligible, the Personnel Department should
arrange an interview between the candidate and the Program Director who has
the job opening.

The Program Director with the job opening will make the final transfer decision,
subject to the approval of the Assistant Executive Director and the Executive
Director. (See Promotion, Section 610.)

5. Pay for transferred employees will be handled as follows:

Employees transferred to a job within the same salary range will continue to
receive their existing rate of pay.
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TRANSFER: 609

Employees transferred to a job in a higher pay classification will be given
consideration for education, experience and other related factors to help
determine a fair and equitable beginning salary/wage.

Employees transferred to a job in a lower salary range will be paid at the lower
rate commencing with the start of the new job.
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Policy:

PROMOTION: 610

It is the policy of CARC to hire employees for entry level positions, to provide training and
development for employees when deemed necessary, and to offer employees promotions to
higher level positions when deemed appropriate. To fill vacancies above the entry level,
management prefers to promote from within and will first consider current employees with the
necessary qualifications and skills, unless outside recruitment is deemed to be in the company’s
best interest.

1.

All employees are encouraged to seek advancement opportunities and to obtain
promotion and career guidance from their supervisor, department head and/or the
Personnel Department.

An employee’s basic eligibility for promotion will be determined by the requirements of
the new job. In addition, the employee must have both a satisfactory performance
record and no adverse disciplinary actions.

Job openings and promotions for which management seeks candidates from within the
company will be announced. From time to time, however, management will, as it deems
appropriate, fill job openings or make promotions without announcements. When job
openings or promotion opportunities are announced:

a. Interested employees must initiate a written transfer request to their department
supervisor within five business days of the announcement.

b. Supervisors and Program Directors may initiate the procedure within the same
time period and recommend employees for the position.

c. The Personnel Department may, at it