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RVI POLICIES MANUAL

INTRODUCTION

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

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

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

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

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

These policies apply to employees of RVI and pertain to all departmenttexgpby RVI.

Disagreements or requests for waiver or exception to the provisions of this manual are to follow the procedures outlined in
the Grievance Procedure.

Section added: 10/2016

The policies containedithin this manual are reviewed and revisecaorannual basis or as neededyvisions of specific

policies are stated with the policy. Unless otherwise indicated, this policy manual has been reviewed on the following dates:
Reviewed03/2016
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1.1 PHILOSOPHY AND MISSION STATEMENT

Mission Statement
The purpose of RVI is to provide a meagful work experience and quality of life for the benefit of adults with
developmental disabilities

Vision Statement
RVI is recognized as the choice provider agency of services for Individuals with developmental disabilities, the premier
employer in Ottaw County, and a preferred partner in the business community.

Core Values
1 Servicei RVI exists to servpeople with safe, secure, predictable, and appropriate manner
1 Safetyi RVIis committed to operating in a manner conducive to protecting our emp|dlyegeople we serve,

and the community.

Quality7 RVI is committed to providing the highest possible quality in our products and services.

Communication$ RVI is committed to open communication.

Respect RVI believes all people should be treated withtual dignity and respect.

Opportunityi RVI recognizes that all people with developmental disabilities, who are willing and able to work,

should have the opportunity to do so.

1 Choicesi RVI recognizes that alhdividualsshould have the opportunity tnake informed choices about their
habilitation,vocational training and employment.

1 Fair Wages & Benefité RVI recognizes that abmployeesfor work performed, should receive fair and equitable
wages and benefits consistent with their abilities.

1 Communty i RVI values an interdependent relationship with the larger community and such relationship will
benefit all parties concerned.

1 Financial Security RVI values good financial health that is maintained through diversification and expansion of
existing sevices and products, sound business practices and fiscal accountability.

1 Leadershig RVI recognizes the importance of leaders that exhibit responsibility, planning, vision, initiative,
professionalism, respect and role modeling.

I Training & Educatioi RVI recognizes that learning is a lifelong experience and, therefore, is committed to
providing training for both personal and professional growth.

1.2 ACCESSIBILITY PLAN

Accessibility issues are addressed by RVI in order to enhance the quality of Ilifdifaduals served, implement
nondiscriminatory employment practices, meet legal and regulatory requirements, meet the expectations of stakeholders in
the area of accessibility. RVI implements an ongoing process for identification of barriers inahénfplreas:
1. Architecture
2. Environment
3. Attitudes
4. Finances
5. Employment
6. Communication
7. Technology
8. Transportation
9. Community Integration; and
10. Other Barriers as identified by persons served, personnel, and other stakeholders.

The accessibility plan is developedd implemented to promote accessibility and remove barriers. If an individual receiving
services, RVI Inc. staff, or other stakeholder becomes aware of any barriers, they are encouraged to contact the Director. RV
Leadership reviews the accessibilitaplfor relevance, progress and effectiveness at least annually.

Revised 10/12017

1.3BEHAVIOR SUPPORT

RVI recognizes that the purpose of behavior support is to support and assist individuals receiving services to manage their
own behaviors to promotbe growth, development and independence of those individuals and promote individual choice in
daily decisioamaking, emphasizing setfetermination and sethanagement. Staff is required to understand and follow
approved Behavior Support plans for indivals receiving services. Appropriate staff will be trained and documented by the
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plan author or Service and Support Administrator prior to plan implementation.
In accordance with the rule addressing Behavior Supports of the Ohio Administrative Cotlie, policies and procedures
of OCBDD, this will be accomplished in such a way as to provide the supports and services needed for individuals with
challenging behavior to achieve the greatest level of independent functionirdgteethination and communwitntegration
possible, while providing adequate safeguards and supervision to ensure that the health, welfare, due process, and civil and
human rights are adequately protected. The intent is to eliminate the unnecessary use of and need for restrgiafdime
other restrictive, aversive or coercive interventions by increasing the quantity and quality of positive behavior supports fo
individuals with challenging behavior.
RVI is committed to promoting a climate for behavior support that is charaderiz
Interactions and speech that reflect respect, dignity, and a positive regard for the individual;
Interactions which are appropriate for the age of the individual.
The setting of acceptable behavioral standards for staff.
Staff speech that is en¢oned, made in positive and personal terms
Conversations with the individual rather than about the individual while in the individual's presence.
Respect for the individual's privacy by not discussing the individual with someone who has no right to the
information.

1 The use of peopléirst language instead of referring to the individual by trait, behavior, or disability.

1 Specifying and ensuring training for all persons employed by a provider who are responsible for implementing

plans.

To this end, pleasefer to theOAC 5123:22-06 BEHAVIOR SUPPORT STRATEGIES TAT INCLUDE RESTRICTIVE
MEASURES.

=A =4 =4 -8 -8 -9

1.4 CHAIN OF COMMAND

The Board of Directors of RVI is responsible for setting policies for its staff members. The Board employs the Executive
Director, to whomtidelegates responsibility for the datday administration of the nonprofit. The Executive Director
oversees the staff, using policies approved by the Board of Directors.

RVI's staff members are accountable only to the Executive Director, through vilmomenunication to the Board is

channeled. A staff member who does not follow the stated policy of channeling information through the Executive Director
is subject to disciplinary action. The Table of Organizatrailable from HR Managgrs a visuakeplica of supervision

and responsibility. Employees are encouraged to start with their departmental manager or Human Resources Manager
whenever possible and appropriate.

Policy Revisions for RVI Board of Directors
September 19, 2017

1.5 CODE OF ETHICS

Introduction

The purpose of RVI Code of Ethics is to clearly articulate the principles, values, and standards that guide our deacisions, ou
delivery of services, and our everyday interactions with individuals receiving services and our stakeholddrsld&tsake
include, but may not be limited to, family members, RVI employees, other professionals, and funding entities.

It is not the intent of RVI Code of Ethics to address all situations the organization may encounter. The statemelats that fol
shall povide guidance to RVI staff so that they may conduct themselves in a manner based on accepted values while
representing RVI. Additional information is also available in RVI Regulations aridaB#g, Personnel Policies, and the
Program Operation Policiesié Procedures.

RVI expects all employees to adhere to the principles described in RVI Code of(B¢E@dso Attachment: Code of Ethics).

Standards of Conduct
1 Service Delivery/Treatment of Persons Served
All employees of RVI shall take reasonable measuo:
Protect the health and welfare of those receiving services.
Protect the rights of the individuals we serve in accordance with the Bill of Rights as guaranteed by section
5123.62 of the Ohio Revised Code (ORC).
Provide supportinregardtoapers s emot i onal , phyasngcal , and persor
Advocate for inclusion and community participation of those we support.
Encourage individuals to take responsibility for their actions and choices.
Provide advocacy and complaint resolution informatioaltindividuals receiving services.
Document and be accountable for all supports and services provided.
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1 Promote selfletermination.

T Assess the effectiveness of services provided as

1 Respond to service satisfactiondbeack for services delivered.

Professional Responsibilities of Staff
1 Act and conduct themselves in a way that will merit the continued trust and confidence of individuals
receiving services, RVI stakeholders, and the public at large.

1 Shall not engage in ¢tside employment that results in a conflict of interest with their duties as
RVI staffers.

1 Shall not solicit or accept anything of economic value from any individual, person served or entity
engaged in business dealings or seeking to engage in businksgsdedh the RVI.

1 Shall not accept gifts from persons served. Any gifts shall be reported to the Executive Director.

1 Shall not hire persons served for private work.

91 Shall not date persons served.

1 Follow all applicable laws, rules, and regulations comicg the delivery of services and shall not
discriminate on the basis of race, color, religion, sex, national origin, age, disability, or any other
characteristic protected by applicable law.

Provide services it is qualified and willing to provide.

Provide information to those served in regard to other service options if the individual indicates an interest
in changing providers. When this occurs, the individual shall be encouraged to contact their service
facilitator. If needed, RVI will provide thedividual assistance in making this contact.

1 Shall not reveal confidential information obtained as the result of a professional relationship, without the

prior written consent from the individual, except as authorized or required by law.

1 Inthe presence girofessional conflict, RVI staff shall be primarily concerned with the health and welfare
of the individual served.

1 As arepresentative of RVI, employees are expected to place the interest of RVI ahead of any personal
interest or personal gain, and todliise to their immediate supervisor, all factors in any situation where a
potential conflict of interest may arise.

1 Observe safe work practices so as to minimize the risk of workplace injury to individuals receiving
services, self and others.

1 Report any oberved failure of services being provided through the appropriate channels and complaint
process.

Business and Financial

1 RVI will comply with all applicable laws and regulations in all business transactions and in accordance
with the spirit and intent adll relevant rules, laws, and regulations.

1 The use of good judgment, based on ethical principles, will serve as our general guide to acceptable
business and financial conduct. If a situation arises where it is difficult to determine the proper course of
action, the matter should be discussed openly with your immediate supervisor or by followi@h&Wf
Organization.

1 Any staff that becomes aware of any conflict or potential conflict of interest regarding the business

transactions of RVI shall immede&ly report this concern to their supervisor.

RVI staff shall take reasonable measures to protect and ensure the proper use of company assets.

RVI employees shall use and maintain the buildings, equipment, materials, and furnishings provided in a
respongddle manner.

1 RVI employees shall not incur outside professional expenses on behalf of RVI without prior written
approval from the RVI Board of Directors.

Marketing

1 RVI will market its services to potential service recipients, families
and to the public at large. RVI shall ensure that the services offered are being accurately and honestly
portrayed to the targetudience.

1 RVIshall only produce, publish, create, or partake in the creation of marketing materials that are true,

genuine, honest, and straightforward advertisements when marketing the supports offered.

RVI shall engage in positive marketing practices.

RVI shall make reasonable efforts to avoid undue
support services.

Contractual Relationships

1 RVI representatives and vendors are expected to conduct themselves in accordance with fair, ethical and
legaltrade practices when doing business, as well as behaving in a dignified, respectful and professional
manner.

=A =
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RVI expects terms of agreements to be honored.

RVI prohibits employees from accepting personal incentives, gifts, or gratuities in exchacgediacting
business with vendors, likewise, vendors are expected to refrain from offering such.

Individuals under contract ae not considered employees of the agency, the relationship is considered that of
an independent contractor.

RVI may require, as apppriate, proof, verification, or certification of credentials, insurance, licensure,
accreditation, or any other professional identifier.

Contractual agreements must be approved and signed by the Executive Director or his/her designee.

Service Delivery

il
1
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Conflicts of interest
Exchange of
o Gifts
o Money
o Gratuities
Personal FundraisirigCurrent Policy 7.25 Solicitation and Distribution
Personal Propertly Current policy 7.19 Personal Property
Setting Boundaries Current Policy 7.10 Fraternization
Witnessing 6 Legal Documents
o0 RVlregards the withessing of a signature to be accurate and accountable.
0 The person chosen to witness a document should be a neutral party, have no financial or other
interest in an agreement, of legal age, and mentally capable.
0 The winess is typically not required to know or understand the content of the document.
o0 RVI maintains a notary public on staff to be used as necessary.

Professional Responsibilities
Human Resources

il

= =

In order to provide equal employment and advancement opji@tuto all individuals, employment
decisions at RVI will be based on merit, qualifications, and abilities. RVI does not discriminate in
employment opportunities or practices on the basis of race, color, religion, sex, national origin, age,
disability, a any other characteristic protected by applicable law.

RVI will make reasonable accommodations for qualified individuals with known disabilities unless doing
so would result in an undue hardship. This policy governs all aspects of employment, inséledatign,

job assignment, compensation, discipline, termination, and access to benefits and training.

RVI is committed to providing a work environment that is free of discrimination and harassment.
Employees who have questions or concerns about anygmeht practices are encouraged to bring these
issues to the attention of their immediate supervisor or use RVI Chart of Organization to voice their
concern if it is inappropriate to discuss anth t
of command.

All personnel reports and complaints will be promptly investigated and there will be no retaliation for
making a report or for cooperating with an investigati®¥.l will keep complaints and the result of its
investigation confidentiabtthe extent practicable.

Prohibition of

f
f
f
f

Waste
Fraud
Abuse
Other Wrongdoing

Interactions with Members of the Community: The Public

f
f
f
f
f
f

RVI shall be respectful in the interactions it has with the public.

Requests for information, complaints, and concerns fitee public will be responded to in a timely

manner.

Input from the community and all stakeholders is encouraged and valued by the organization.

Through the promotion of inclusion of individuals with disabilities, RVI will strive to enhance the well
beingof the community.

Where and when appropriate, RVI will educate the public on issues affecting individuals with disabilities.
Educating includes advocacy and lobbying.

RVI will serve the public interest by acting as responsible advocates for those waséradhering to the
highest standards of accuracy and truth.

The Governance Authority
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1 The general supervision, management, and control of RVI will be the responsibility of RVI Board of
Directors, which shall be elected and serve in accordance witlRBYlilations and By.aws.

1 The Board of Directors shall act with due care, good faith, and loyalty in fulfilling their responsibilities to
RVI

1 The Board of Directors shall avoid any conflict or potential conflict between the interests of RVI and their
own peasonal gain, and will disclose all relevant factors in situations where a potential conflict of interest
may arise.

Contributors

1 Allresources and donations will be used for their intended purpose.

1 All donations will be handled with respect and with cdafitiality to the extent provided by law.

1 Questions from funders and donors are welcome and all entities will receive prompt, truthful and forthright
answers.

1 RVI Board of Directors and employees will exercise prudent judgment in their stewardship fafipessi

V. Questions or Concerns
A. If there are any questions or concerns about compliance with the ethics described in this code, or if you are
unsure of the Aright thingd to do, you are strongly
appropriate member of the Leadership Team.

VI. Allegations of Ethical Codes Violations

A. All employees are expected to report any practices or actions believed to be inappropriate to their supervisor or
follow the RVI Chart of Organization if it is @ppropriate to discuss with your immediate supervisor.
Stakeholders, contractors, or suppliers are expected to report any practices or actions believed to be
inappropriate to the appropriate RVI personnel. Reports of all ethics violations will be asatedfidential
information when possible and can be communicated anonymously if it is absolutely necessary.

B. All employees must understand that all allegations of violations of the RVI Code of Ethics shall be taken
seriously and that the consequeni@sthical misconduct may lead to disciplinary action, up to and including
the termination of employment with RVI.

1.6 CONFIDENTIALITY

Each person who is a recipient of services of RVI has the right to confidentiality of information that is knowwolatamed
about or received on behalf of that individual. Staff has a legal and ethical responsibility to maintain the events of an
individual served by RVI in confidence.
Staffers will, to the best of their ability, ensure confidentiality and privadly sgigard to history, records and discussions
about the people we serve. The very fact that an individual is served by RVI must be kept private or confidentialedisclosur
can be made only under specified conditions, which are described below, for medetmg to law enforcement and
fulfillment of our mission. This means that staff shall not disclose any information about a person, including thetfact that
or she is or is not served by our organization, to anyone outside of this organizatiormutileszed by the Executive
Director or other authorized personnel. The principle of confidentiality must be maintained in all programs, departments,
functions and activities. (FornConfidentiality Acknowledgemeraind Form Release of Informatign
Exceg i ons to this include any investigative authority as ¢
the guardian or Individual, law enforcement authorities, judicial entities, Children's Services or a legally appointad. guardi
TNo information requested by someone outside the nonprofit will be given over the telephone. Staff is instructed to
respond with the statement: ARVI policy does not perm
or not a person is or has been serby RVI.
T Releaseof-information forms will be explained and completed in the presence of the person about whom any
information may be released, before it is released.
fNo information about individuals or records will be released to state, federal oag#raies that enable the
identification of any person by name, address, Social Security number or other coding procedures.
1If records are inspected by an outside agency, the individual(s) who inspect the records must be specifically
authorized to do so e Executive Director. The taking of notes, copying of records or removal of records is
specifically prohibited in such cases.
9 Staff will not discuss any individual's record with unauthorized individuals, whether on or off duty. All staffers are
required to sign a confidentiality acknowledgment stating their responsibility and commitment in regard to
Individual information.

1.7 CORPORATE COMPLIANC E PROGRAM
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RVI is committed to providing the highegtual i ty services i n a slcanmitmehthetpad et hi ca
maintain the trust and respect of the clients and communities served. To that end, a Corporate Compliance Program has been
established to define and govern the conduct expected of employees, to provide guidance on resolving qaéstioos rel

business conduct and ethical issues, and to establish a mechanism by which employees can report possible violations

The Corporate Compliance Program was designed to assist in preventing violations of the law from occurring. Any violations
that arefound will be corrected, along with a thorough evaluation of any additional measures needed to prevent duplicate
violations.

RVI takes its responsibility to comply with the law very seriously and has taken steps to prevent, detect, and correct legal
violations throughout the system. To be successful, the Corporate Compliance Program requires the collective participation

of every individual within RVI.

RVI Corporate Compliance Program puts the unwritten code of ethics that has always existed at Ritlrigtorive

program describes the principles of conduct expected from employees, as well as the rights of employees, at all levels of the
organization. The program addresses such issues as business and marketing, human resources, service delivery, and
professional ethics.

Establishment of Corporate Compliance Officer

The Board of Directors of RVI shall formally appoint a staff member to serve as the primary point of contact for monitoring
and reporting on matters related to corporate compliance.

The Comgiiance Officer must have the authority to review all documents and other information that are relevant to
compliance activities. The Board shall ensure that lines of reporting are sufficient to facilitate timely and candifbreports
those responsible fahe compliance program.

Whistleblower Protection

No employee, contractor, sutontractor, board member or other agent of RVI may discharge, demote, suspend, threaten,
harass, or in any other manner discriminate against an employee in the terms aiwhsafdémployment because of any
lawful act done by the employee to provide information, cause information to be provided, or otherwise assist in an
investigation regarding any conduct which the employee reasonably believes constitutes a violationlefamggulation

of the company relating to fraud, waste, abuse or other wadoingy.

Investigation/Timeframes

A critical component of an effective ethics and complian
t i me maa@iverthe.infensity and complexity of investigations, RVI will establish time frames for investigation of
allegations on an individual basis. Time frames for investigation of allegations shall be assigned by the Corporate
Compliance Officer and strictigdhered to.

1.8 CULTURAL COMPETENCY PLAN - This policy has been relocated to Section 2
1.9ELECTRONIC SIGNATURES

The purpose of this policy is to facilitate the usage of electronic signatures for any and all records where applicable.
It is the poliy of the RVI that electronic signatures will be utilized for records as a means for authentication of transcribed
documents, computer generated documents and/or electronic entries. System generated electronic signatures are considered
legally binding as aneans to identify the author of record entries and confirm that the contents are what the author intended.
Employees and Providers will be allowed to utilize electronic signatures in accordance with this policy and State and Federal
regulations regardinguch.
Electronic signature is an automated function that replaces a handwritten signature with a system generated statement.
1  Creating and Maintaining Electronic Signature
91 Electronic signatures can be used wherever handwritten signatures are used exeeptatdd by a
specific law or rule.
All who use a system that uses electronic signatures are required to review their entries.
Once an entry has been signed electronically, the computer system will prevent it from being deleted or
altered. If errors arkater found in the entry or if information must be added, this will be done by means of
an addendum to the original entry. The addendum should also be signed electronically and date/time
stamped by the computer software.
1 System specific standards and ggdures for use may vary by system and it will require that the board

must establish and maintain system specific procedures for any system which also satisfies other current

policies.
1 Auditing Electronic Signature Procedures: The computer software apd@nging the software system must use
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a secure, comput@enerated, timstamped audit trail that records independently the date and time of user entries,
including actions that create, modify or delete electronic records. Record changes shall netpbsouursly

recorded information. Audit trail documentation shall be retained for a period at least as long as that required for
the record and shall be made available as needed upon request.

110 FISCAL MANAGEMENT

Budget
A Budget will be prepared jar to the start of the fiscal year & it shall be approved by the RVI Board of Directors. Each
mont hds financi al results vs. the budget wil/l be revi ewe

opportunities will be reviewed.

Audit of Funds

An audit or a review of the organizationds funds wil!/l be
conduct an audit or a review will be determined by the board of directors each year, however, a full audit will beccahduct

least every three years. A copy of the final report is submitted to all RVI Board members and OCBDD, available for staff,

RVI Board members and all other funding sources, if desired or required. Any person or organization may also request, in
writing to the Executive Director, a copy of the audit or review, which will be made available free of charge. Audits/Reviews
are analyzed by the management team and the RVI Board members, and this information is used for future planning.

Quarterly internabudits shall be performed to document that services delivered coincide with services billed. These audits
will be performed by the Business Manager at 3 month intervals chosen by that individual.

Fiscal Records
Fiscal records are maintained by the BaseyManager. Types of records include, but are not limited to:
1. Payroll reports
2. Audits
3. Customer invoices
4. Billings
5. Expenditures
6. Authorizations for purchases
7. Financial statements
8. Aging reports
9. Yearby-year budget comparisons
10. Attendance reports

Fiscal and Cah Management

Incoming RevenuesAll checks are reviewed by the Executive Director. The Executive Director maintains a list of all
incoming checks. The checks are forwarded to the Business Manager who logs them and then deposits them to the checking
acount.

Expendituresi Expenditures up to $100 require the approval of the manager; $100 to $500 are approved by the manager,
the director, and the executive director (FORM 1A). Expenditures over $500 will additionally be approved by the Board of
Directorsduring the monthly Board meeting.

Petty Cash: A minimum of fifty dollars ($50.00) and a maximum of $250.00 is maintained in a petty cash account and is
maintained by the Business Manager. The account is used for items that are under $50.00, whneterthéllveot accept a
purchase order or there is an emergency need for the item(s). All petty cash expenditures must be prior approved by the
Department Manager and receipts must be obtained and returned to the Business Manager. The Executivedatkector an
Department Managers are authorized to approve petty cash.

Investment Policy- RVI will invest the majority of all monies declared excess. Excess funds will generally be funds of more
than two average payrolls or $25,000 whichever is higher. Amg ga the investment will be used to reinvest or increase
service to RVI. No RVI Board member or employees shall benefit directly from invested funds.

RVI will not invest in any companies knowingly involved in illegal, immoral or violate human rights.

Funds will be in conservative investments and highly liquid instruments such as treasury bills, certificates of deposit and
passport savings.

The RVI Business Manager and Executive Director may make investment decisions at the appropriate time with approval
from the RVI Board of Directors.

Operational Contingency Needs The budget is developed with great care taking into consideration the needs of each
department and the needs of persons served. On occasion, there may arise a need to make purchésesoaitabikty

of cash for contingency purposes. RVI maintains a minimum equivalent to the necessary operational dollarsfionghone
period that can be accessed in case of contingency need or emergency. Additionally, the RVI Board of Diréctors shal
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designate a set amount of invested dollars that can be easily accessed for contingency use.

The Executive Director or the designee are the only individuals available to utilize funds in this manner and shall receive
prior approval from the RVI Board ofiigctors for any amount over $1000.

Rev. 22017

1.11GOVERNING AUTHORITY

Role and Responsibilities of the Board of Dectors

RVI is governed by a three (3) to fifteen (15) member Board of Directors serving no more tHanesvgear terms. It is the
purpose of the Board to provide direction, leadership and support to the Executive Director, the managers, and staff as well a
to act as a monitor of services and service delivery processes. Specific responsibilities are, but are not limited to:
Approval of the annual budget and businssategicplan

Approval of monthly expenditures over $500; and prior approval ofandimary expenses and items  over $1000
Review of the monthly and annual fiscal reports

Approval of policies and procedures

Assist inbusinesstrategic planning throughe provision of insight as to the lowtgrm direction of the

company

Evaluatepurpose of organization amstrategic plan annually

Perform as business contacts

Provide assistance as to adequate and approprisiteebs practices

Promote the efforts of RVI in the community

Approval of allvendorcontractsover $10,000 annually

Monitor the activities of the Executive Director agsure that the activities tiie organization are consistewith
those identified irthe constitution and the Hgws

Approve the annual operational calendar

Other duties as necessary to improve and increase the operational effectiveness of RVI and its services
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Board meetings are held at least ten (10) times per year and on a monthlYbéss otherwise indicated, meetings are

held in the Board Room at the RVI building. The Board does not operate under a committee structure, unless developed for a
shortterm and specific purpose, but instead utilizes the participation of all Boardaereemb

Attendance at Board meetings is important. If a Board Member will be unable to attend a Board meeting, he or she should
call into the RVI office and inform the Business Manager. The member should indicate the reason for failure to attend. At
the time of the meeting, the President will ask who is excused. Only those providing prior notification of absence with a

valid reason will be excused.hreeunexcused absences in a -gmar period will constitute removal from the Board.

Conflict of Interest Statements& Protection for Board Members

The Board shall do everything in its power to protect its members and the company against conflict of interest situations.
Individual members of the Board shall not receive compensation or financial benefiefalirg Board meetings, fund or
benefit from investments associated, managed or received by RVI and/or monetarg,on service reimbursement.

Board members may, however, utilize the services provided by RVI (fiscal, lawn care, cleaning, etc.pastoracts are
developed and the costs for such services are usual and customary to those charged other vendors or the general public for
similar or equal services.

The Board or any individual member may not use undue influence to establish poliagtorgsrthat would benefit

themselves, family members, friends, or companies owned and/or operated by Board members. Should a Board member
realize that he or she or another Board member is in a position where a conflict of interest exists, he oreperstis

same to the Board immediately and request resolution or resign his/her seat on the Board of Directors.

Roles of Staff
Executive Director
The responsibilities of the Executive Director shall be:
1 To oversee the services provided to all eligiidesons served as well as those individuals served by RVI and
receiving services through other contracts and vendors.
1 To directly supervise all managers and ensure the supervision of all other employees and persons served for the
purpose of quality andopropriate service delivery.
To develop budgets, via the input from managers, monitor the same and approve expenditures/income.
To develop business/strategic plans defining goals and operational standards as necessary subject to board approval
when appropate.
1 To schedule and hold regular meetings with staff and managers to engiri@icommunication.
Specific job duties are listed in the job description and included as part of the personnel file.

RVI Staff Policies p. 130f 121

f
f



Leadership Team
The Board of Directors and the ExeagtiDirector rely on a leadership team structure and process for thie-day

management, supervision and direction of the company. All department managers report directly to the Executive Director.
1 All managers are responsible for the supervision of, stafployees, and persons served assigned to their
department.
1 Managers provide the ddg-day supervision of their respective departments.
1 Managers are expected to hold a formal meeting at least monthly with their staff.
1 Managers are expected to papate in policy development, budget development and monitoring,
hiring/termination, business functions and the processes for developing future directions of the company.
For positions directly supervised by the Executive Director, please refer to tleedf &ganizationgvailable from HR
Staff
Staff and management shall be responsible to:
1. Ensure the safety and wélkking of persons served
2. Ensure the rights and dignity of persons served
3. Present RVI in an appropriate, accurate and positamer
4. Supervise and provide meaningful training to assigned persons served
5. Act as a role model for persons served
6. Ensure timely and accurate documentation necessary for reporting the activities of persons served
7. Assist other staff when reiged or requested
8. Act professionally and responsibly
9. Present a positive image in the community to families, local businesses and other social service organizations
10. Utilize good judgment regarding decisioraking relevant to care and assistaotpersons served
11. Respect cworkers; demonstrate commitment to Positive Geliif\ttachment: Positive Culture Commitmgnt
12. Recognize the importance of exceptional quality to our customers in the work we produce and demonstrate a
commitment to esuring that quality in our work and the work of the individuals we supervise.
For specific job duties, please refer to individual job descriptions

f
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1.12 INDIVIDUAL FUNDS ADMINISTRATION /MONEY MANAGEMENT

With regard to RVI 6s ifriseosriprinaryfuipase to grateot and daeerfor theerights iof¢che gepple

we serve, specifically as those rights relate to Individual funds administration. RVI will provide a consistent system that
allows Individuals to become as fiscally independemtassible and to ensure accurate redorele pi n g, I ndi vidua
money for his/her own benefit, and opportunities for Individuals to participate in their fiscal decision making. Specific
procedures for funds administration, checking account mainteremg¢egceipt handling can be found in the Attachment

Individual Served Funds Handling Procedure

In addition, money management means services that provide assistance to individuals who need support managing personal
and financial affairs, including traimgj to assist an individual to acquire, retain, or improve related skills. The services meet a
continuum of individualized needs, from organizing and keeping track of financial records and health insurance
documentation, to assisting with bhying and miataining bank accounts. Money management does not take the place of
services provided by professionals in the accounting, investment, or social services fields. Money management complements
the work of other professionals by facilitating the completiothefdayto-day tasks rather than determining or executing

long-term plans. This service will be provided in accordance with 5122@ Money Management.

1.13INTERNAL MONITORING AND EVALUATION

In accordance with ORC 5126.14, RVI will ensure admintistesoversight of services.

For each service provided as identified and defined in a contract with individual agencies in accordance with Policy 3.22
Services Delivery/Termination, the Habilitation Manager shall monitor and ensure implementation efahitibns in
accordance with every individual service plan implemented by the staff who work with the individuals receiving the
servicesprovide appropriate training and technical assistance for all staff who work with the individuals receiving
servicescommunicate with service and support administration staff for the purpose of coordinating activities to ensure that
services are provided to individuals in accordance with individual service plans and intended outmmitesfor unusual

and major unusl incidents and cases of abuse, neglect, exploitation, or misappropriation of funds involving the individual
under the care of staff who are providing the services; take immediate actions as necessary to maintain the heaitti, safety, a
welfare of the intviduals receiving the services; and provide notice of unusual and major unusual incidents and suspected
cases of abuse, neglect, exploitation, or misappropriation of funds to the county board of mental retardation and
developmental disabilitiemgerform dher administrative duties as required by state or federal law or by the county board of
mental retardation and developmental disabilities through contracts with providers.

For purposes of obtaining feedback from stakeholders to improve the servicesadelivindividuals as well as general
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operations of the neprofit, an Organizational Survey will be conducted on an annual basis by business office personnel
including the Executive Director who will analyze the compiled data that will be used to intheogeality of services.

1.14 PHOTO/AUDIO/NVISUAL/MEDIA CONSENT POLICY

RVI respects the privacy of everyone the nonprofit serves. The-amdinlectaping of persons served is strictly forbidden

unless prior permission in writing is obtained from tgal guardian and the person senfaath: Photo/Audio/Visual/Media

Consent Form Individuals are not required to give this consent as a condition for receiving services.

An Individual will never be audiar videataped without his or her knowledge. Aftonsent is given, it may be revoked at any

time. Individuals may request that the tapes be destroyed at any time.

A signed Photo/Audio/Visual/Media Consent Form must be obtained for any photos that will be taken for public view.

Any form of media whereonsent has been granted will not be used for any other purposes other than what is specified. Further
use of Individual photographs or video recordings for RVI media purposes (i.e. website, FaceBook, newspaper advértising, etc.
must also be specificalyonsented to; that consent may be revoked at any time and RVI will discontinue using the
images/recordings immediately. Employees are NOT permitted to record or photograph Individuals for personal reasons using
personal cameras or camera phones.

1.15RETENTION AND DESTRUCTION OF RVI RECORDS

1 ACCIDENT/INCIDENT REPORTS (Individual and staffShall be maintained electronically or in hard copy form for a
retention period of seven (7) years. Location: Designated program administrative offices.

1 ACCIDENT OFA VEHICLE - Shall be maintained in the driver's personnel file for a period of three (3) years and
electronically or in hard copy form for a period of seven (7) years after resolution of any possible court action. Location:
Personnel files

1 ACCOUNTING RECORDS- Will be maintained chronologically; electronically or in hard copy form for a retention
period of seven (7) years. Location: Designated RVI Administrative Office.

1 ANNUAL BUDGET/MINUTES/RVI REPORTS: Shall be arranged chronologically and retainechanently
electronically or in hard copy form. Location: Designated RVI Administrative Office.

1 ANNUAL CALENDARS - Shall be arranged chronologically; electronically or in hard copy form for a period of three
(3) years. Location: Desighated RVI Admingive Office.

1 APPLICATIONS FOR EMPLOYMENT- Shall be maintained in active status for one (1) year and retained for two (2)
years for EEO compliance. Applications for persons hired shall be maintained in the employee's personnel file.
Location: Designad RVI Administrative Office.

1 AUDIT REPORTS- Shall be arranged chronologically and permanently retained. Location: Designated RVI
Administrative Office. A hard copy will be maintained permanently. Location: Designated RVI Administrative Office.

1 BANK RECONCILIATIONS- Will be maintained chronologicalkglectronically or in hard copy form for a retention
period of seven (7) years. Location: Designated RVI Administrative Office.

1 CAPITAL STOCKS & BONDS RECORDSWiIll be maintained in a file in chronajical order and maintained
permanently electronically or in hard copy form. Location: Designated RVI Administrative Office.

I CHECKS (canceledWill be maintained in order of number and maintained electronically or in hard copy form for
seven (7) yearsLocation: Designated RVI Administrative Office.

1 CONTRACTS & LEASES (expired) Will be arranged in alphabetical order by year and will be maintained
electronically or in hard copy form permanently. Location: Designated RVI Administrative Office.

1 CORRESB®NDENCE (routine with customers or vendor®)ill be maintained by name or company and retained
electronically or in hard copy form for a period of one year. Location: Designated Department files.

1 CORRESPONDENCE (generalWill be maintained by name @ompany as well as chronological order and
maintained electronically or in hard copy form for a period of three years. Location: Designated RVI Administrative
Office.

1 CORRESPONDENCE (legal & importantWVill be maintained in the appropriately namee fiind in chronological
order. Will be maintained electronically or in hard copy form permanently. Location: Desighated Administrative RVI
Office.

1 INDIVIDUAL ATTENDANCE RECORDS- Attendance records of staff and Individuals served shall be maintained
chronologically and shall be retained electronically or in hard copy form seven (7) years after audit. Location:
Designated Administrative Office.

1 INDIVIDUALS SERVED RECORDS: Shall be retained electronically or in hard copy form for the time during which
savices are provided. Location: Designated Administrative RVI Office.

$ INVOICES TO CUSTOMERS/FROM VENDORSShall be chronologically arranged by suppliers and include copies
of itemized statements of merchandise shipped and purchased with payment hatelde f&tained for a period of
seven (7) years after audit. Location: Desighated RVI Administrative Office.
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LEAVE REQUESTS: Shall be attached to timesheets or electronically maintained for a period of seven (7) years.
PAYROLL RECORDS- Shall be retaiad electronically or in hard copy form for a period of seven (7) years. Location:
Designated RVI Administrative Office.

1 PERSONNEL FILES Shall be arranged alphabetically by employee and retained according to best practices
electronically or in hard copiprm. Location: Designated RVI Administrative Office.

PURCHASE ORDERS AND REQUISITIONSShall be attached to invoices.

TIME SHEETS- Shall be chronologically arranged, therein alphabetically by employee showing the presence or absence
of the employee othe job each day. Shall be retained electronically or in hard copy form seven (7) years after audit.
Location: Designated RVI Administrative Office.
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=A =4

1.16 RIGHTS OF INDIVIDUA LS WITH DEVELOPMENTA L DISABILITIES

In accordance with rul®8123.63 of the Oloi Revised Code& copy ofthe list of rights shall be located in the initial

employment packet provided for each individual receiving services from RVI. If the individual is unable to read the list, a
Skills Development Coordinator shall communicate theeats of the list to the individual to the extent practicable in a
manner that the individual understands. The individual receiving services or the parent, guardian, or advocate of the
individual shall sign an acknowledgement of receipt of a copy ofgheflrights, and a copy of the signed acknowledgement
shall be placed in the individual's file. RVI shall also be responsible for answering any questions and giving any esplanatio
necessary to assist the individual to understand the rights enuménatadttion in these rights shall be documented.

RVI shall make available to all persons receiving services and all employees and visitors a copy of the list of rights and th
addresses and telephone numbers of the legal rights service, the departiegatogfmental disabilities, and OCBDD
(Attachment Bill of Rights).

1.17 RISK MANAGEMENT PLAN

The purpose of the RVI Risk Management Plan is to manage risk and reduce the severity of a loss if one were to occur. RVI
engages in a coordinated set ofi\daties designed to control threats to its personnel, persons served and other stakeholders,
property, income, goodwill, and ability to accomplish goals. The risk management plan will include:

Identification of loss exposures

Analysis of loss exposures

Identification of how to rectify identified exposures
Implementation of actions to reduce risk

Monitoring of actions to reduce risk

Reporting results of actions taken to reduce risks

Inclusion of risk reduction in performance improvement activities.

NoakswNpE

The Rek Management Plan is reviewed and updated at least annually by RVI Leadership.
Revised 10/17/2017

1.18 SATISFACTION OF SERVICES

RVI believes that obtaining feedback from the people we serve enhances the quality of the services we provide.
A satisfacton of services survey will be completed by each individual served. Skill Development Coordinators will assist in
gathering the information cen annual basis (see Attachment: Satisfaction of Services Survey for Individuals) Served

1.19SERVICE DELIVERY/T ERMINATION

RVI will strive to deliver quality services to individuals in alignment with their person centered plan as defined afiedddenti
by the Ohio Department of Developmental Disabilities or in contract form with individual agencies as folloavs, tott
limited to:

1 Medicaid Services

0 Adult Day Services Array

A Adult Day Support
Vocational Habilitation
Supported EmploymeiitEnclave
Supported Employmeiit Community
Non-Medical Transportation

> > > >
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o Homemaker Personal Care

o Transportation

0 Specialized MedicadEquipment and Supplies
Non-Medicaid Services

o Day Activities/Habilitation

o Dietary

o Nursing/Delegated Nursing

0 Supported Employment

0 Supported Living

0 Transportation

In some cases, where the contract is specifically for an individual, the termination ohtteetis the termination of

services.

Where the contract is based on providing services to many individuals, the termination, rejection, or elimination of service
provision for an individual shall be outlined in the contract.

RVI shall only provide setices to an individual whose needs RVI can meet and/or is willing to meet, factoring in the

individual 6s i nterests, as wel | as RVI b6s ethics and stan

It is our policy to ensure that all Individuals beginning their attendance at RVI lmmeah transition. This means that all
paperwork and communication will be in place before the Individual starts his/her first day.

Furthermore, whenever an Individual changes departments, shifts, or areas, the appropriate personnel will be naified befor
the change.

An Individual will not be able to attend until all intake procedure is complete and necessary communication has taken place.

1.20 SUBPOENAS, INVESTIGATIONS, SEARCH WARRANTS, AND OTHER LEGAL ACTIONS

RVI strives to protect the privacy ofients and staff to the fullest extent of the law.

No confidential information on clients will be revealed to the authorities without the presentation of a subpoena or search
warrant. RVI will retain only as much information as required to provide satvieersonal information on Individuals will

be discarded in accordance with the agency policy for the retention and destruction of records.

Procedures for staff:

Staff will follow these procedures if someone asks for confidential client information §sutdimes, addresses, and services
received) or presents a subpoena or search warrant.

1. Members of the staff who are approached by anyone alleging to be a law enforcement officer should immediately contact
the Director és of f ioseanyinformaione Refer the @arson tdtlee Dimeotdr (odtd tegérson in

charge).

2. If the person is not a law enforcement officer, or the officer does not have a subpoena or search warrant, the agency will
not furnish any confidential information.

3The Executive Director (or designee): Ask for the offic
4. If presented with a search warrant, staff will not interfere with the search and seizure. If this happens at night or on a
weekend, immediealy contact the Department Manager who will contact the Executive Director.

5. Always cooperate with law enforcement agents who have shown appropriate identification and authorization for the
search. If the agent requests a password to databased, @ive password is not the staff member's personal property.

Failure to cooperate by, for example, refusing to give a password to an agent, may qualify as acting outside the ssope of one
employment and subject the staff member to disciplinary acticerféning with or impeding a lawful search may constitute

as a criminal offense under State and Federal law.

1.21TECHNOLOGY PLAN

RVI will effectively manage and protect the technological and intellectual assets of the organization through the use of a
Technology Plan grid.

The grid has been established to identify and analyze areas of RVI information systems, needs, person responsible, and
timelines. The areas include Hardware, Software, Security,-Baé€tolicies, Assistive Technology (Staff), Assistiv

Technology (Individual served), Disaster Recovery Preparedness, Virus Protection, and Confidentiality. The Technology
Plan grid is reviewed and updated annually by the Administrative Team.

1.22WAITING LIST MANAGEMENT FOR SERVICES (effective 10/2016)

RVI makes every effort to accommodate individuals who wish to be served by the nonprofit, however, an occasion may arise
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that requires a waiting |Iist for services. This means t
individuas 0 requesting services offered by RVI I ndi vidual s
accordance with waiting list management for Home and Commbaigd Waiver services:

i Emergencie$ The law defines an emergency as anyasitun where there is a risk of substantial $elfm or
substantial harm to others if action isn't taken within 30 days. Examples of emergencies include loss of residence, loss
of a caretaker, and abuse, neglect, or exploitation.

i Prioritiesi Priority cakgories are defined in statute and rifamur County Board will determine if a priority

category exists on a cabg-case basisRVI works closely with County Boards of DD in striving to provide services
for individuals.

i Date of Request Waiver service also are offered based on the date you were added to the waiting list.

If you do not agree with being placed on the waiting list for RVI services or with your position on the waiting list, you may
follow due process as outlined in the RVI policy manudiich is available upon request.
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SECTION 28 NON-DISCRIMINATION
2.1 EEO & Affirmative Action

2.2 ADA Compliance
2.3 Sexual Harassment
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2.1 EEO & AFFIRMATIVE ACTION

Equal Employer Opportunity Statement

RVI does not discriminate athe basis of race, color, national origin, sex, religion, age or disability in employment or the
provision of services. Applications for employment and consideration for promotional opportunities will be judged on the
basis of the i redormihe dssemtlalob furectiomslofithe positiom witp or without reasonable
accommodation.

Affirmative Action Statement

This nonprofit provides equal employment opportunity to all persons without regard to race, color, religion, disability, sex,
age omational origin, and promotes the full realization of this policy through a positive, continuing program of affirmative
action. This nonprofit is committed to equal opportunity for all applicants and staffers in personnel matters including
recruitment andhiring, benefits, training, promotion, compensation, transfer and layoff or termination. We strive for a staff
that reflects diversity.

Each supervisor and member of the management staff must provide equal opportunity for all staffers with regard to work
assignments, training, transfer, advancement, and other conditions and privileges of employment, and to work to assure a
continuation of this policy of equal employment opportunity.

2.2 ADA COMPLIANCE

RVI does not discriminate on the basis of disabititthe admission or access to, or treatment of employment in its programs
or activities. Executive Director, 8380 West State Route 163, Oak Harbor OH-88829has been designated to coordinate
compliance with the nediscrimination requirements contaithin Section 35.107 of the Regulations of the US Department

of Justice. Information concerning the provisions of the Americans with Disabilities Act, and the rights provided there under
are available.

2.3 SEXUAL HARASSMENT (revised 4/05)

The administriion or the Board of RVI will not condone sexual harassment in any form in the work place, whether or not it
rises to the level of actionable sexual harassment.
RVI adheres to the federal and state laws regarding sexual harassment. The Equal Em@pgor&imity Commission
defines sexual harassment in 29 Code of Federal Regulations (CFR) 1604.11(a) as follows:
Harassment on the basis of sex is a violation of the law. Unwelcome sexual advances, requests for sexual favors and other
verbal or physical@nduct of a sexual nature constitute sexual harassment when:
1. Submission to such conduct is made either explicitly or implicitly a term or condition of an individual's
employment,
2. Submission or rejection of such conduct by an individual is used as basiaglmyment decisions affecting such
individual, or
3. 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.

Should you determinethahaot her empl oyeebs | anguage, gestures, et c. ar
individual, communicate your concerns and request that the specific activity stop. In addition, this behavior should also be
reported immediately, whether ootrit rises to the level of harassment defined above, to your supervisor, to the Human
Resources Manager, or to any other management member with whom you feel comfortable discussing the matter.
Complaints may be made verbally, in writing or in any othanner that suits the complaining employee.

The Executive Director or his designee will immediately and impartially investigate all allegations of harassment in the
workplace, regardless of severity. All reports and interviews shall be documentedeaviéwg may be taped for
investigative purposes. RI will take great care to ensure the confidentiality of the parties during the investigat®toproces
the fullest extent possible. If a written report is generated, the report shall be made avdilatiiéhie complaining

employee and the accused employee.

If an accusation of harassment is substantiated, the Executive Director will take immediate disciplinary action, up to and
including termination, based on the facts of each particular case. XEbatlze Director will also work with the complaining
employee to ensure that the resolution is satisfactory to that employee. No employee will be subjected to retaliation for
making an accusation of sexual harassment or for assisting in an investijdtamassment.
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2.4 CULTURAL COMPETENCY AND DIVERSITY PLAN

The purpose of RVIG6s Cultural Competency and Diversity P
respect for, and attention to the diversity of the people with whoneitacits including staff, persons served and other
stakeholders, which will be reflected in attitudes, organizational structures, policies and services. The plan will@ddress h

the organization will respond to the diversity of its stakeholders as wedvathie knowledge, skills, and behaviors will

enable personnel to work effectively cross culturally by understanding, appreciating, and respecting differences and
similarities in beliefs, values, and practices within and between cultures. The plan istésedonsideration of the

following areas:

Culture

Age

Gender

Sexual orientation
Spiritual beliefs
Socioeconomic status
Language

NouokrwhE

The Cultural Competency and Diversity Plan is reviewed and updated at least annually by RVI Leadership.

Revised 10/17/2017
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SECTION 30 EMPLOYMENT CONDITIONS & PROVISIONS

3.1 Anniversary Date

3.2 At-Will Statement

3.3 Conditions of Employment

3.4 Employment Status

3.5 Exempt & Nonexempt Staff

3.6 Garnishments, Liens, and Wage Assignments
3.7 Lunch & Work Break Periods

3.8 On-Call Procedure & Pa$tructure
3.9 Overtime

3.10 Pay

3.11  Pay for Training

3.12  Probationary Period

3.13  Recruitment

3.14  Staff Training

3.15 W-2 Forms

3.16  Work Schedules
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3.1 ANNIVERSARY DATE

The first day a staff member | ogs paid hours imputes or he
various employment conditions such as performance evaluations and benefits described in this manual.

3.2 AT-WILL STATEMENT

The staff member understands that any employment at R\Aw#la&nd of indefinite duration, and that either the staéfer
the nonprofit may terminate employment at any time, with or without notice and for any or no reason. No agreement to the
contrary will be recognized unless such an agreement is in writing and signed by the Executive Director.

3.3 CONDITIONS OF EMPLOY MENT

Each position with RVI has specific and necessary criteria and/or conditions that must be met in order to be employed/remain
employed in that position. These are considered Conditions of Employment. Failure to complete, maintain, or successfully
passany of these Conditions will result in termination of employment. Conditions specific to each position will be discussed
with new employment candidates. Examples include, but ar
personal vehicle nsur ance, a driversd ab st tofieecbackgrobnd gheckssdrulg scaeéns, dndp | o |
fitness exams; completion of training including First Aid, CPR, delegated nursing, State of Ohio Department of DD

certification; and others as debed upon hire.

Expenses/Reimbursementhe cost of some Conditions of Employment may be paid for upfront by the employment
candidate and reimbursed later; and other expenses will be paid for by the organization andquyetdd as outlined in
the Nev Hire checklist, discussed and provided upon hire (See AttachiMewtHire Checklist/Applicant Notification

34 EMPLOYMENT STATUS

Staff categories established by RVI are:
A. Regular Fulitime: An individual employed to work a full basic workweek3@fto 40 hours, of unspecified
employment duration.
B. Regular Partime: An individual who works fewer than 32 hours weekly, of unspecified employment duration.
C. Temporary: An individual who works for a specified employment duration (i.e. seasonal).

35 EXEMPT & NONEXEMPT STAFF

Empl oyee classifications are determined by the Fair Labo
Anonexempt . 0
AARExempto staffers include those not subject to the o0\
AfiNonexempto staffers are eligible for overtime pay pr
titles or duties. Any staffer who does not meet t he

3.6 GARNISHMENTS, LIENS, AND WAGE ASSIGNMENTS

Federal and state laws require RVI to accept and process legal garnishments, wage assignments, and court orderssitecifying th
must withhold all or part of a staff member's wages to satisfy indebtedness.
Documents pertaining to garnishmgriens, and wage assignments may be accepted only by the Executive Director or designee
and will be treated with confidentiality. Any other person asked to accept such documents must immediately refer ¢ine server,
the document if it is received througtail, to the Executive Director or designee.
The following will be accepted and processed:

A garnishments

A government | iens

A wage assignments (friend of the court)

A any other wage assignments
Staff members are expected to handle their finand&tsko as to avoid inconvenience and expense to the corporation and lost
work time.
According to the Federal Wage Garnishment Act, three or more garnishments may be cause for dismissal. RVI, however, will not
terminate staff members solely for garnishtadar court orders of child support or court orders for similar payments. Letters
from creditors seeking payment will not be accepted.

3.7 LUNCH & WORK BREAK PERIODS
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Lunch - A refrigerator is available for packed lunches that require refrigerafioffiee, soft drinks and snacks are available

at the employeebs or I ndividual 6s expense through vendi
approved lunch area (outside picnic area when appropriate). Food and beverages should befkeptloareas and should

not be consumed in front of Individuals who are not eating/drinking.

An unpaid lunch break of 30 minutes will be given to elratividual who is scheduled to work 5 or more ho8taff

membersvho are assigned to work with Imitluals will be paid for lunch breaks, as they are usually required to assist with
Individuals in the lunchroom. Staff membaat assigned to assist in the lunchroom will automatically receive a 30 minute
unpaidlunch break, unless otherwise authorizedhmir immediate supervisor.

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

Breaksi Breaks for @ill-time, nonexempstaff employees will be allowed throughout the dayalReng the need to have

some personal time, breaks will be allowed when possiitédfers who are less than full time should be allowed work breaks

based on their work schedulexcessive breaks or those exceeding twarliute breaks may result in diptihary action.

Break times should be used for conducting personal business, making personal phone calls, or for snacking.

Regul ar work breaks should not be -expwarntledbi malvod kdsé ttuat
periodsduring the work shift. Staff members on break are expected to return to their work areas in cases of emergencies. Failure
to do so will result in appropriate disciplinary action.

Employees working of§ite should check with the Department Manager foruared break arrangements at each site.
3.80ON-CALL PROCEDURE & PAY STRUCTURE

Some employees may be requiredtobeanl | f or speci fic reasons-CallMhoswei elimpbey
required to adhere to the specific guidelines associateceaith contract. Those employees will be provided with a contract
specific Procedure & Pay Structure outline, detailing such elements as premium, response time restrictions, schedule, etc.

Such employees will be entitled to @all pay, as outlined in theontractspecific Procedure & Pay Structure.

While oncall, employees will be expected to be woelady (free of intoxicants or other performance altering substances)
and available to respond (childcare available, transportation readily availablgitieiicXhe listed Response Time
Restrictions. Employees who are not woglady and available to respond or who fail to adhere to the conpracific
procedures will be subject to discipline as outlined in RVI policy 5.2 Discipline Philosophy. Discigdinee issued
progressively or, depending on the severity of the offense, may result in immediate dismissal.

3.9 OVERTIME

RVI recognizes that overtime is sometimes required. Overtime is the actual hours worked exceeding 40 hours in a workweek.
Nonexenpt staffers who work overtime, with the supervisor's approval, will be paid overtime in accordance with State and
Federal wage and hour laws.

Paid time for holidays, sick leave, vacation, calamity days, jury duty, or any other paid benefit does nat actuatl avork

hours for overtime purposes.

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

All actual hours worked inexcess@4 hour s (considered fiovertimed) in a give
Department Manager or immediate supervisor.

When a nonexempt employee works at two different rates, overtime will be paid at the rate of the job working while overtime
was earned.

Scheduled overtime that is subsequently canceled for any reason shall not entitle the employee to overtime compensation.
Exempt employees are not entitled to overtime pay.

Exempt employees generally include those whose positions are professional, aatmimistrexecutive in nature and have

been designated as overtime exempt. These positions must be salaried and meet the duties and requirements spelled out by
the FLSA. For a more detailed explanation, refer to the U.S. Department of Labor: Fair Laiolar&tsAct.

3.10 PAY

Employees are paid semionthly. Each paycheck will include earnings for all work performed through the end of the
previous payroll period.
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Pay will be directly deposited in to oetmRVIangdewides pebsanalk ac c
check to verify the account number will be provided by the employee to the RVI Business Office. Employees will receive an
itemized statement of wages when RVI makes direct deposits.

Pay advances will not be granted.
RvVihas a certificate from the Department of Labor authori z

Error in Pay - Every effort is made to avoid errors in your paycheck. If you believe an error has been made, tell the Business
Manager immeidtely. He or she will take the necessary steps to research the problem and to ensure that any necessary correction
is made properly and promptly.

Payroll Deductions- Deductions from each staffer's paycheck include the mandatory and voluntary dediesimriised
below:

AMandatory deductionsSocial Security and state and federal taxes; a staff member's paycheck may be garnished for
alimony, child support, delinquent loans, or for some other reason, by court order; all mandatory deductions are made
without written authorization of the staffer.

AVoluntary deductionsmade only with the written authorization of the staffer; voluntary deductions include sums
designated for the credit union, retirement plan, charitable contributions, and medical insuraeoszaed i
statement of all deductions from the staffer's wages accompanies each paycheck.

Policy End date 12/31/2017
3.10 PAY

Employees are paidi-weekly, every other Fridajach paycheck will include earnings for all work performed through the
end of he previous payroll period.

Pay wil |l be directly deposited in to employeeds bank acc
check to verify the account number will be provided by the employee to the RVI Business Office. Empltiyeeeive an
itemized statement of wages when RVI makes direct deposits.

Pay advances will not be granted.
RVI has a certificate from the Department of Labor autho

Error in Pay - Everyeffort is made to avoid errors in your paycheck. If you believe an error has been made, tell the Business
Manager immediately. He or she will take the necessary steps to research the problem and to ensure that any necessary correct
is made properly angromptly.

Payroll Deductions- Deductions from each staffer's paycheck include the mandatory and voluntary deductions described
below:

AMandatory deductionsSocial Security and state and federal taxes; a staff member's paycheck may be garnished for
alimony, child support, delinquent loans, or for some other reason, by court order; all mandatory deductions are made
without written authorization of the staffer.

AVoluntary deductionsmade only with the written authorization of the staffer; voluntary dechgiiclude sums
designated for the credit union, retirement plan, charitable contributions, and medical insurance; an itemized
statement of all deductions from the staffer's wages accompanies each paycheck.

Revised 10/17/2017 Effective 1/1/2018

3.11PAY FOR TRAINING

Nonexempt staff members will be paid for attending training programs if:
AAttendance is required, and the workshop, course, seminar, conference, etc., is related to the staff member’s job.
AThe staff member required to attend training hasheformed by his or her supervisor that the training is mandatory.
AThe staff member will be paid at the regular wage rate for time spent at training.

3.12PROBATIONARY PERIOD
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All staffers of RVI, unless otherwise documented and approved by the BxeDirtection, are subject to a @lay

probationary period following initial employment, promotion, or transfer of departments. The probationary period begins on
the employeeds date of hire, "day.d®uwiagthisdme, ohet empsogreedang
will be evaluated for future employment potential. If the performance fails to meet the appropriate standards in aay area, th
probationary employee will be released or reduced, with or without reason, or under some disgraticumstances, an
unsatisfactory employee may be offered an extension of the probationary period per RVI policy 5.4 Disciplinary Probation. If
the performance is satisfactory, a probationary evaluation will be completed and discussed with the efplayee.

conclusion of the probationary period, the successful employee will be awarded an increase, as determined by the supervisor
and within budgetary constraints.

Any extended period of absence that occurs during the probationary period will netbedcmwards the 90 days.
3.13 RECRUITMENT

RVI fills job openings with qualified applicants. The following paragraphs summarize the major elements of our hiring
policies.

1 PREFERENCE FOR INTERNAL CANDIDATES . Job openings are filled by qualified pens from within
RVI when possible. Preference is given to internal candidates over external candidates when both are equally
qualified. However, internal candidates are not guaranteed the positions for which they apply. Job openings
with instructions fo applying are posted on the office bulletin board under Job Postings. The nonprofit may
begin an external search for applicants simultaneously with the job posting. However, no external applicants
will be interviewed or hired for at least seven (7) dajlewing the date of posting, except in the case of
vacancies which must be filled on an emergency basis.

1 TESTING/SCREENING. Applicants for certain positions may be required to fill out a standard screening
instrument and take a test as a conditionedfifp considered for employment. All such tools will not
discriminate against any ethnic, religious, disabled or other minority grspsart of the screening process,
the HR Manager will do an online check for the potential employee against the abuseggistry and nurse
aide registry as a condition of employment during the hiring process. These will also be checked on an
annual basis for current staff.

1 INTERVIEWING . Applicants will be screened to determine who should become candidates for a job. Job
candidates may be interviewed by more than one person, including the position's supervisor.

1 REFERENCES. References will be checked on all candidates to whom job offers will be made.

Background checks through the Bureau of Criminal Investigation (BChegréred for all employees and volunteers of RVI
as well as postffer drug screens.

3.14 STAFF TRAINING

RVI believes that a properly trained staff provides a safer environment, has the knowledge to provide services, and has a
better understanding dfi¢ purpose of providing a high quality of service, thus striving to provide such.

In accordance with various requirements of the Ohio Revised Code, Ohio Administrative Code, and individual agency
contracts, the Human Resources Manager will ensure recuigdraining as outlined in Attachme@taff Training

Outline

All training will be appropriately documented and filéd.addition to the electronic training form&yI maysetaside

day(s) annually for the purpose of staff training; howeveasitmay be necessary to obtain required training outside of

these times.

A As often as possible and practic&VI is committed to providing training faequired certificatios (i.e. First

Aid/CPR) at no cost to the staffer. If the staffer does not attendahe without notifying their supervisor (no

show), the staffer will be responsible for obtaining the required certification within the required timeframe at their
own expenserailure to fulfill required trainingequirementsnay result in dismissal.

Stdfers of various positions are responsible for meeting the professional, educational, continuing education and/or
experience requirements in order to maintain the proper state required certifications and licensures.

Staffers pay the cost of obtaining thiktense or certification or maintaining it in a current status.

Certification renewals are the responsibility of individual staff members.

Copies of the license or certification, plus copies of all renewal or changes, must be provided by the staffer for
inclusion in his or her personnel file.

Staffers must notify their supervisors before the next scheduled workday of any changes in the status of their license
or certifications.

> > >

™
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A If arequired license or certificate is permanently revoked or is not renéveggberson's employment may be
terminated for just cause.

3.15 W2 FORMS

By January 31 of each year, you will receive 2\férm. This is a record of your total wages paid and tax deductions for the
previous year. This should be used when filing yocome tax return. If you are no longer employed by the nonprofit, e W

will be mailed to your last known address. As a former staff member, it is your responsibility to inform us of any aaltlyess ch
3.16 WORK SCHEDULES

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

Individualsservedwho work inside the wordenterwill typically report to work at 9 a.m. and will leave at 3 p.m. unless other

arrangements have been approved by their Supervisor and thei&itector or Production ManageéRVI Business
Offices are open Monday through Friday 8:00 a.m. to 4:00 p.m.
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SECTION 46 BENEFITS ADMINISTRATION

4.1 Bereavement Leave

4.2 Family & Medical Leave

4.3 Holidays

4.4 Insurance

4.5  Jury Duty & Subpoenaed Leave
4.6 LeaveWithout Pay

4.7 Military Leave

4.8  Paid Time Off- PTO

4.9 Professional Development

4.10 Workers' Compensation
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4.1 BEREAVEMENT LEAVE

Bereavement leave is paid for the death of a member of the employee's immediate family. For purposes of this policy,
"immediate family"is defined as: mother, father, brother, sister, child, spouse, domestic partner, grandchild, foster child,
motherin-law, fatherin-law, sistefin-law, brotherin-law, daughteiin-law, sonrin-law, or legal guardian (other person who

stands in the place afparent if there is no parent). Three (3) days of bereavement pay will be issued in this event. One (1)
day of pay wil/l be issued in the event of the death of t
spouse).

RVI may allow foradditional unpaid days for traveling at the discretion of the Executive Director or her designee.

RVI may allow employees to use sick, vacation, or unpaid leave for funerals-ohnwadiate family members as long as
permission is obtained from immediatgpervisor and natification is made in a timely manner.

Staff members who are paid for Bereavement Leave may be asked to provide some kind of evidence of family relationship
and/or funeral services.

4.2 FAMILY & MEDICAL LEAVE

The purpose of this polidg to provide leaves of absence to eligible staff members in accordance with the Family and
Medical Leave Act of 1993. Eligible employees shall be provided tpdlve (12)weeks of leave each year in connection
with specific qualifying events. RVI shanaintain records of the utilization of family or medical leave in compliance with
requirements of the Department of Labor. RVI will strictly comply with all elements of the law as outlined in the Family &
Medical Leave Act document attachedhs sedon of the manualRorm Family and Medical Leave Act Rights and

Request Forin

For the purposes of this policy, the following definitions will serve:
Child: Anyone under 18 years who is the staff member's biological, adopted or foster child, stégmdlildard or an adult
legally dependent child. This may include a child for whom the staffer hamdtay responsibility. *
Parent: Biological, foster or adoptive parents, stepparents, legal guardians, or any individual who stood in place of parents
for a staff member when the staff member was a child.
Spouse: A husband or wife as defined by applicable state law.
Serious health condition: An illness, injury, impairment, or physical or mental condition that involves inpatient care, or any
period of ncapacity requiring absence from school or work of more than three calendar days and involving continuing
treatment by a health care provider.
Qualifying Events - In order for family and medical leave to be made available, one of the following "quakfyémgs"
must occur:

1. The birth and first year care of the employee's child. *

2. The placement of a child with the employee for adoption or foster care. *

3. A serious health condition of an employee's spouse, child * or parent.

4, A serious health conditiotihat makes the employee unable to perform the functions of the position of such

employee.

Entitlement for childcare ends after the child reaches age (1) one year or twelve (12) months after the date of adoption or
foster placement. The childcare entitlethapplies to steparents and persons acting "in lieu parents" as well as to
biological and adoptive parents.

Coverage Period- A qualified employee is entitled to take up to a tbtadlve (12)weeks of unpaid leave per year for

qualifying events.

Leaveunder qualifying events 1 or 2 shall not be taken by an employee intermittently or on a reduced leave schedule unless
the employee and RVI agree otherwise.

Leave taken under qualifying events 3 or 4 may be taken intermittently or on a reduced leave sdiedmedically

necessary. If an employee requests intermittent leave or leave on a reduced schedule under qualifying events 3 or 4, RVI
may require such employee to transfer temporarily to an available alternative position. Such positions offeldddiydeV

those for which the employee is qualified, has equivalent pay and benefits, and better accommodates recurring periods of
leave. Upon return to work from such leave, the employee shall be returned to his/her former position, or an equivalent
posiion, provided the employee returns within the FMLA period.

Benefits- Qualified employees who take leave under this provision are entitled to the continuation of health care benefits
during the period of FMLA leave, not to exceed a totdlaflve (12)weeks per year. During leave under this policy, the

staff member is responsible for any insurance payments normally deducted through payroll. RVI will continue to pay RVI's
share of the health insurance premium for upielve (12)weeks.

If a staff memier fails to return to work at the end of the leave, RVI may recover from the staff member the cost of any
payments made to maintain the staff member's coverage, unless the failure to return results in a continuation of FMLA leave.
If the employee does nogturn after all FMLA leave has been exhausted, the employer may elect to terminate health
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insurance. The employee would then be eligible for COBRA coverage and such notice will be sent to the employee within 14
days of cancellation of coverage.

Restrictions- Employees must utilize any available accrued paid leave concurrently with FMLA leave. A totalvef

(12) weeks of paid/unpaid leave is allowed during any twelve (12) month period.

A staff member on leave will not lose any employment benefitsiadgrior to leave.

* |f both parents are employed by RVI and qualify for a period of FMLA leave, the combined amount of leave for both
persons for birth, adoption, foster care, or for a sick child or spouse shall be limited to a combined amalne ¢£2)

weeks. Employees are not eligible to receive educational grants or professional monies while off during a Family Medical
Leave.

Notifications and Time Frames- Employees shall give RVI at least thirty (30) days notice of the date or estimated date
FMLA leave is to begin, when possible. In the case of adoption or an unexpected birth or placement, the employee shall
provide as much notice as possible.

The qualified employee shall provide RVI certified information from the health care provider €licéastor of medicine or
osteopathy) of the employee, employee's spouse or family member upon requesting utilization of FMLA leave under
qualifying events 3 or 4. A form will be provided to the employee from the HR department for such certification, called
Certification of Healthcare Provider.

Return to Work - The qualified employee shall provide RVI certified information from the health care provider of the

employee of his/her ability to resume work. RVI may, at its expense, request a second oirtiardfiapn a health care
provider to verify an employeeds ability, or inability,
The qualified employee shall be provided employment in an equivalent position with equivalent conditions of employment
upon the return from FMLA leave.

If the leave is being taken for medical reasons and the physician releases the employee, the employee must return to work on
the day as designated by the release. Failure to notify RVI and to return may be considered voluntary termination of
employment.

4.3 HOLIDAYS

Full-time employees should refer to the annual Holiday/Bonus Calendar for a list of all paid hobidays days, anstaff
in-service day®nwhich the Workshop will be closed.

Regular Part Time Employee Holidays

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

Two (2) scheduled paid holidays
1 Thanksgiving Day
1 Christmas Day

One (1) floating paid holiday

Administration of Holidays and Bonus Days

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

To be eligible for holiday pay, employees must, both, baative pay statuand may not call off the full scheduled workday

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

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

Weekend Holidays

When the following holidays fall on weekends, employees-{fimé or paritime onactive pay statuand do not call off the

full scheduled workday before and after the holiday) will be paid a rate twice their regular rate of pay (double tieoedf in i
Holiday Pay, for any hours worked on that day:

Easter

Independence Day {%f July)

Christmas Eve

Christmas Day

New Year ds Day

=A =8 =8 =8 -4
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44 INSURANCE

Health Care Plan: A health care plan for fulfime staffers and their dependents is available after 30 dayaplbyment, or
during an fiopen enroll mentdo each year. A more detailed
Dependents include your lawful spouse and dependent children/stepchildren younger than 26, in accordance with ACA.

If you do not have a dependent at the time of enroliment in the plan, but later acquire a dependent, this person becomes
eligible to participate in the plan on the date that he or she becomes your dependent.

The cost of coverage will be shared by the staffer achonprofit and will be payroll deducted.

45JURY DUTY & SUBPOENAED LEAVE

Court leave with pay shall be granted to employees summoned for jury duty during normal working hours by a Federal, State
or any other court of competent jurisdiction. In cashsre the employee's absence creates a hardship on the agency or
jeopardizes safety of clients, the employee will be requested to ask to be excused from jury duty. However, if an employee
cannot get released from jury duty, he will not be penalized.

Any compensation or reimbursement received related to jury duty or for court attendance compelled by subpoena must be
remitted to the Business Manager when such duty was performed during normal working hours.

Court leave with pay shall be granted to employebpaenaed to appear before any court or other body authorized by law to
require attendance of withesses during normal working hours where the employee is not a party to the action.

An employee who is appearing before a court or other authorized body in éighe is a party to the action, except as

noted, may request vacation time, sick day or leave without pay. Such instances would include, but not be limited to,
criminal or civil cases, traffic court, divorce proceedings, custody or appearing asdasetgarent or guardian of

juveniles.

An employee who is the claimant before the Workers Compensation for a-teteetl claim, and who is in active pay

status at the time of the scheduled hearing or examination, shall be granted leave for purpiesesngf such hearing or
examination during a normally scheduled work day provided the employee has paid benefits available. If not, the employee
must take the time as leave without pay.

4.6 LEAVE WITHOUT PAY

RVI provides five (5) full days of unpaiddge to all full time employees. Part time employees are granted up to 32 hours of
unpaid leave, dependent upon the regularly scheduled hours. Any employee using more than five days of leave without pay
shall be subject to disciplinary action up to andudahg termination from employment, unless the employee is FMLA

qualified or on an approved extended medical leave of absence without pay.

All available paid leave including, but not limited to, vacation and sick leave, must be exhausted before takingmaspai

off.

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

Approved Extended Medical Leave of Absence without Payéwhen an employee has exhausted all benefits under the

Family & Medical Leave Act, or is otherwise ineligible because of years/hours of service, he or she may be eligible for an
extended leave of absence withpuhy . Such extensions require a physiciands
FMLA leave and must be submitted to the HR Manager for determination. Extended leaves will be granted at the discretion

of the Executive Director and will followhe same guidelines for updating medical documentation of an FMLA leave. This
includes the conditions for returning to work at the con
return to work. Failure to return to work with a r&$e will be cause to send the employee home on further unpaid leave of
absence until the release is obtained. RVI may request and obtain verification of the circumstances surrounding any use of
sick leave’ paid or unpaid.

4.7 MILITARY LEAVE

If you are amember of the National Guard or Reserves, and are expected to participate in periodic field training, you will
receive unpaid military leave in accordance with federally regulated entitlement. Such leave shall not affect your normal
vacation in any way.

4.8 PAID TIME OFF -PTO

RVI believes that adequate time must be provided to employees annually for rest and relaxation. For this reason, all
employees are encouraged to take their full allotmeptaf time offeach year. Unpaid leaverget be taken untdvailable
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paid leave is exhausted
For Fulttime employeesP? TOshall be issued, based on standard hours for the position, in January of each year as follows:
1 For new employeegne week oPTO will be prorated the first year of emplognt and will be available for
use after a 9@day probationary period.
1 PTOtime will be prorated the first year of employment. The prorated amount will be issued and available for
use as soon as January of that first year of employment.
1 After one full yea of service, every fultime employee will be issuatireeweeks of paidPTO, annually in
January for the first five years of service.
1 Fourweeks paidPTOwill be granted to every fullime employee upon completion of five years of
employment.
Five weeks paidPTOwill be granted to every fulime employee upon completion tefnyears of employment.
Six weeks paid®TOwill be granted to every fullime employee upon completion fifteen years of
employment.
For Regular Paitime employeesRTOtime wil be prorated for the first year of employment, available for use in January.
The prorated amount awarded for the first year will be calculated based on the average hours for the weeks of service
completed. Regular patime employees who have completatedl) full year of service will receive one (1) week of paid
PTOannually awarded in January. The number of hailide basedn the average number of hours.
Unused PTOnaybefi b eeddkndb r fedoaustho under the following guidelines:
1 No more than twaveeks ofPTOmay be banked at any point in time
1 Unused PTO as of December3a excess of 2 weekincluding the banked amountijll be automaticallyfi c a s h e d
out o at the rate inJanuaBy0% of t he cash value
1 Any amount of the banked PTO can laslted out at 80% throughout the year by notifying the Business Manager.
Current PTO cannot be cashed out during the year awarded.
PTOused by an employee is considered-mamk time for purposes of calculating overtime pay.
Requests foPTOtime shall be gbmitted to your immediate supervisor on the appropriate leave request form [feane
Request Formor via the electronic timekeeping process at least five (5) dagsnot more than six (6) montisior to the
requested date. For scheduling purposeyloyees working outside the workshop should make every effort to Seb@it
requests at least two (2) weeks prior to the requestedRiB@may be used for caifffs, however, the employegsubject
to the @&tendancepolicy.
Every effort wilbemadé o accommodate the employeebs request but ther
granted due to a scheduling conflict. When that oc®&F§Qwill be granted on a firstome, firstserve basis, if at allPTO
requests will, whenever possible granted or denied within seven (7) days of the request or by at least seven (7) days prior
to the requested date.
PTOpay wi I | be included in the employeebs paycheck for th
Upon separation, only eligible hours will paid (earned and awarded); accrued hours that have not yet been awarded are not
eligible.

f
f

4.9 PROFESSIONAL DEVELOPMENT

In-service training is designed to provide staff members with the skills, training and experience necessary for their continued
devdopment. Training will be subject to these conditions:
A. Attendance at conferences, educational meetings, workshops and institutes must have the approval of the
Executive Director.
B. Each fulitime professional staffer may be permitted to attemnferences as funds permit, including registration
and reimbursement for lodging, meals and travel. Attendance at such a conference shall be requested by the
staffer by submitting an estimated cost to the Executive Director who will determine thef#ilaeconference,
amount of time lost from duties, and cost.
C. Each individual who attends a conference, seminar and&aririce may be expected to submit a written report
summarizing what was covered, the date and who attended.

410WORKERS® COMIOBNS

Staffers are protected under the state workers' compensation law against loss of income due to injury or death that occurs
during work activities. The nonprofit pays Workers' Compensation insurance premiums in order to insure this coverage.
Staffers must report all jebelated accidents, injuries and illnesses immediately upon experiegonpgosns or within 24
hours Form9). The state insurance fund will determine the benefits, if any, the staffer is entitled to.
Guidelines for administeringWok er s & Compensation are set forth bel ow:
a. Should an employee be injured during the course of employment, the employee shall immediately notify his/her
supervisor and shall complete an injury form. This report shall be completed, regardless ofréwt appausness
of the injury, and regardless of whether medical attention is required. Such report shall be signed by the department
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manager following an investigation of the injury/accident and forwarded within 24 hours to the Human Resources

Manager.
Should an employee's injury require medical attention, the injured employee shall notify the attending physician that
the injury occurred during the course of employment.

by the attending physan and the injured employee and forwarded to the Human Resources Manager for

certification. The employee must also schedule an appointment with the HR Manager to complete internal

paperwork associated with the injury and claim within 24 hours of mddégament or as soon as medically

possible.

Upon approval by the Bureau of Workersé Compensation,
employee.

The Human Resources Manager must be advised and continually updated if an enpitigees to be absent due

to a workrelated injury. Employees are responsible for providing a physician's statement identifying the nature of
the disabling condition and the projected date of ret
reyl arly and on ti me. Failure to provide a current ph
without pay until such statement is obtained.

Employees should make every effort to schedule medical appointments before or afterlfvhik.is not possible,

medical appointments scheduled during work time for wetlited injuries will be paid up to 2 hours, provided the
employee works on the day of the appointment (before and/or after the appointment). Prior approval must be

obtained fom the HR Manager for such time to be paid. Failure to obtain approval in advance will result in such

time being unpaid.

An injured employee may elect to use accrued leave time prior to receiving payments from Workers' Compensation.
Employees are phibited, however, from receiving payment while simultaneously receiving payment from

Workers' Compensation. The employer may, at the discretion of the HR Manager, elect to offer Wage Continuation
benefits to the injured wabdnefits. in | ieu of Workersd Cc
Employees receiving treatment for weplace injuries are required to submit to a pastident drug and alcohol

test per the Drug Free Workplace policy. Failure or refusal to test will be grounds for termination. Details available

in AttachmentDrug Free Workplace Program/Policy
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5.1 ATTENDANCE POLICY

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

Employees are encouraged to schedule routine medical/dental appointments and other persosal imisinesavorking

hours. When this is not possible, employees will be required to use a paid benefit or unpaid hours for the time missed. Any
employee found to be doing personal business during working hours without taking the appropriate timbeguwhijéct to
discipline up to and including termination of employment.

A. Tardiness

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

B. Excessive Absenteeis

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

Any employee missing 3 or more consecutive days due to illnesdwll r equi red to provide a
returning to worKk. Further, a doctords excuse can be rec
leave or if the periods of illness are frequent or suspicious in nature. Failurgptr ovi de a doctor déds exc
employee being sent home, without pay, until a slip is provided, as well as discipline being issued for failure to follow
company policy.

C. Calling Off

Staff employees working inside the workshop are reduivespeak to their supervisarleast 1 houprior to the start of their
scheduled shift if they will be absent. If the supervisor is not available, employees can leave a message with thetreceptioni
or, as a last resort, a detailed messagecanbe feft t he supervisords voicemail, indic:
received less than 1 hour prior to start of shift will be considered a Latef€atid could also result in discipline.

Staff employees working outside the workshop are reduin speak to their department managdeast 3 hourgrior to the

start of the scheduled shift to report an absence. The nature of these positions requires that more time be availaie for mak
alternative arrangements for Individuals, customers negsi associates, etc. Calls received less than 3 hours before the start
of shift will be considered a Late Calff and could result in disciplinary action.

Failure to call to report an absence from work will be considered a No Call/No Show and wilirrelssdipline.
If you are aware of an absence in advance of your scheduled shift, please let your supervisor know ASAP to assist in
arranging a replacement if necessary.

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

1. An employeeadoes not calto report off work prior to the start of his/her shift atwes not reporto work.

2. An employeecallsto say he/shwill be lateand therdoesnot reportto work.

3. An employee, without communicating with his/her managgpprts to workone or more hourafter the start of

his/her shift

For staff employees workinipside the workshagpdiscipline will be issued according to the followingt dffensei Final
Written Warning; 2 offensei termination.

Those employees workirautside the workshowill be subject to discipline as followsstbffensei termination. Failure to
provide management with noti ce impacténdivideatspclstomesseaddontabts, asn c e
well as the companyds reputation within the community. T
the greater reliance on these employees to be present and perform. Consideratiom mayr ant ed when t he el
absence did not impact an Individual or contract. Such consideration will only be given at the discretion of the Executive
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Director and would result in a Final Written Warning. This consideration will only be granted ancéutAre incidents,
regardless of impact on Individuals and/or contracts will result in termination.

E. Trading Shifts

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

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

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

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

1 Staff picking up the shiftnust have appropriate training.

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

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

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

5.2 DISCIPLINARY PHILOSOPHY

RVI uses progressive discipérto ensure staff compliance with performance standards, ethics and conduct. Discipline

should be viewed as constructive in nature, designed to improve the performances and behaviors of employees so that
incidents do not occur. It should be viewed aseams to ensure the safety and vieling of employees as well as persons
served. When infor mal attempts to correct the problem h
disciplinary processes. If a supervisor finds it necessary tousalfdisciplinary measures, it is intended that the discipline

be administered fairly, without prejudice and only for cause.

Disciplinary actions are of several levels, including verbal and written warnings, disciplinary probation, suspension and
terminaton. The frequency and/or severity of misconduct will determine which level of disciplinary action is required.
Progressive discipline is not required for all offenses. RVI reserves the right to terminate staffers for commiss@rsof seri
infractions, egardless of progressive discigiguidelines or counselingg@rn Disciplinary Action Form. All disciplinary
processes, including warnings, periods of probation, suspensions, and terminations will be coordinated and overseen by the
Human Resources Manag

5.3DISCIPLINARY PROBATION

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

1) Identifies the problem(s);

2) Indicates the necessary improvement;

3) Specifies length of probation period;

4) Informs the staffer of further disciplinary action which could result fronufaito show satisfactory

improvement within the specified probation period.

5.4 DISMISSAL

Dismissal occurs when other disciplinary action has failed to achieve improvement or when the staffer commits a sesmus offen
In most cases, the staffer has beaypprly counseled in writing concerning any deficiencies in performance, given sufficient
time to correct these deficiencies, and informed that failure to correct them may result in terminatiolD{Simissal
Acknowledgement However, some offenses wamtammediate dismissal. These include but are not limited to:
1) Theftd including, but not limited to, the removal of company property or the property of another staffer or person
served from the job site without prior authorization.
2) Drugs/Alcohod possessionyse, sale, purchase or distribution on nonprofit property of alcohol or any illegal drugs
or unlawfully possessed legal drugs; also reporting to work after having ingested alcohol or illegal drugs or
unlawfully possessed legal drugs, in a condition thaeesely affects the staffer's ability to safely and effectively
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perform his or her job functions, or which would threaten the safety of other staffers.

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

4) Falsfying or altering company records or documents or knowingly and willfully submitting false statements or
information.

5) Sabotaging or willfully damaging nonprofit equipment or the property of other staffers.

6) Abandonment of jold walking off the job without gpervisor permission.

7) Insubordination involving, but not limited to, contempt, defaming, assaulting or threatening to assault a supervisor,
and refusing to carry out the order of a supervisor.

8) Threatening, fighting, or provoking a fight with any persorcompany premises.

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

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

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

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

13)Substantiated all egations of | imagpropriatd hebavia that iRsegualins Vi o |
nature

14) One incident of no call/no show for those staff working outside tirdkstiop (reference policy 5.1

55 FINAL PAY
Staffers who leave the service of the nonprofit shall receive all pay due them witHahénfglconsiderations:

a) Separation date for all staffers is the last day of actual work or approved leave. Final pay received by a
staffer will not be construed to extend his or her employment with the nonprofit beyond the separation date.
b) Within 14 days of separation, staffers will be advised of their rights under the Consolidated Omnibus
Budget Reconciliation Act of 1986 (COBRA). This act entitles staffers and their currently enrolled
dependents to continue their coverage under the nonprefithhinsurance plan. Further details of the
COBRA options are available through the Human Resources Department: HraathrPay Agreemeht

5.6 GRIEVANCE PROCEDURE

Grievance & Due Process

All workers served by RVI have the right to express and havesaslell concerns and grievances without fear of retribution.
Anyone wishing to air a concern or work grievance should feel comfortable to take the concern or grievance to the assigned
Supervisor. If not, the concern or grievance can be relayed to eighdRtManager or the Executive Director. Staffers may

not file grievance procedures challenging the substance of a performance appraisal.

Grievance Procedure

Step One Immediate Supervisor An employee having a grievance shall file the grievance inngran the appropriate

form with his/her supervisor. In order for a grievance to be recognized, it must be filed within five (5) working daye from
date of the incident giving rise to the grievance. The immediate supervisor and the employee willerbll discussion to

try to resolve the grievance within two (2) days following the date of receipt of the written grievance. The immediate
supervisor may offer his/her oral remedy immediately following the discussion, but shall present this rentéihgin w
within three (3) days following the date of discussion to both the employee and the HR Mérager.

Grievance/Complaint & Resolution Discussion Form)

Step Twa' Human Resources Managerlf the grievance is not resolved to the satisfaction okthployee at the STEP

ONE meeting, the grievance must be submitted on Grievance/Complaint Form7)Rorthe HR Manager within two (2)

working days after receipt of the STEP ONE written decision. The written grievance must be signed by the employee and
contain all the pertinent facts of the grievance including a copy of the original grievance and a copy of the decision from
STEP ONE. The HR Manager shall schedule a hearing within three (3) working days following the receipt of the grievance.
A represetative of his/her choosing may accompany the employee. If an employee representative is chosen, the aggrieved
employee representative shall be relieved of duty to attend the hearing. The HR Manager shall issue a written decision to th
grievance within fve (5) working days of the hearing with copies to all parties involved as well as the Executive Director.

Step Three Executive Director or Designeelf the grievance is not resolved at the STEP TWO decision, the employee
must submit the written griemae, including all pertinent data from previous steps, to the Executive Director or designee
within four (4) working days after receipt of the STEP TWO decision. The Executive Director or designee shall schedule a
hearing within five (5) working days fallving the date of receipt of the grievance. A representative of his/her choosing may
accompany the employee. If an employee representative is chosen, the aggrieved employee must notify that employee's
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supervisor in advance of the hearing so that the grapleepresentative may be relieved of duty to attend the meeting. The
aggrieved employee, his or her supervisor, and the HR Manager shall attend the hearing. The Executive Director/designee
will render a decision in writing to the employee within fivg @brking days following the STEP THREE hearing. Copies

of the decision shall be provided to all parties involved.

Step Four- RVI Board of Directors- If the STEP THREE decision is not satisfactory to the employee, the written grievance
with supportingdocumentation and copies of previous decisions may be submitted to the Board for review and determination
of the facts within ten (10) working days from the date the STEP THREE decision is received. A hearing may be held at the
discretion of the Board. Ufther, the Board has the right to appoint a hearing officer who will make a determination to all
parties involved.

APPEALS: If the STEP FOUR decision is not satisfactory to the employee, the Executive Director will inform the
employee of his/her righbtappeal the decision to the Department of Labor and that decision will be final and binding, Cases
of alleged discrimination may be appealed to the Ohio Civil Rights Commission or the EEO Commission.

Management Responsibilities during Grievance Procedire
Tracking of Grievances:
Once a grievance is filed, the HR Manager must "track" the complaint throughout the procedure. If a grievance is not
processed by the employee to the next step of the procedure within the specified time limits or any writtiem ¢lesaof,
it shall be considered resolved on the basis of the decision at the previous step, and should be indicated "Resolved, employe
did not pursue", dated, signed and sent to the HR Manager for filing as a permanent record.
If the Grievant does naeceive a response from the appropriate management representative within the specified time limit or
extension thereof, the grievance will be considered to have been answered in the negative and the employee may advance the
grievance to the next step.hd HR Manager will receive and investigate any unanswered grievance. If a management
representative does not possess the authority to correct the employee's grievance, then he/she should so indicate and return
the grievance to the employee in a timely fash
Decisions:
Decisions to grievances are to be in writing and should have supporting documentation attached.
Possible Decisions:
There are three (3) possible decisions to any grievance. They are:
a. Find in the employee's favor. The decision is togthe remedy requested.
b. Find against the employee. The decision is that the findings of fact do not
support the allegation(s) and, therefore, the grievance and remedy requested is denied.
C. Compromise. The employee has a legitimate grievance brertedy
requested is improper. Prior to a compromise decision, the person
responsible for hearing the grievance should call the grievant in and ask if
he/she will accept the proposed offer.

5.7 LAYOFFS

RVI intends to minimize the negative impact current staffers if a reduction in the work force becomes necessary. However,
from time to time, cutbacks or reductions may be unavoidable due to forces beyond our control. In some cases, a program ma
have to be reduced in size or terminated entifdlynds for its operation are no longer available. If this type of downsizing must
occur, RVI will reduce staff progressively, using the following steps:
A Voluntary reductions in the work force. This includes staffers who take early retiremens, déabsence or
reductions in hours.
A Attrition.
A Parttime positions may be terminated prior to fiithe positions.
A Transferring of staffers from terminated positions to other vacant positions within the nonprofit if the staffer can
meet the qudlications of the position and has satisfactory performance evaluations.
In determining which regular staffers are laid off, the Executive Director may implement a seniority system giving
consideration to factors such as, but not limited to, the following:
a) Special training
b) Performance evaluations
c) Job specialty and responsibilities
d) Supervisor input
The Executive Director will provide notice to staffers affected and inform them of the beginning date of layoff. Witiys 80 d
the layoffdate, the staffer will be paid for unused accrued vacation. Any staffer who believes he or she is treated unfairly during
layoff procedures may file a complaint with Human Resources.
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5.8 PERFORMANCE APPRAISALS

All staffers shall receive an annual perfance appraisal as well as ad@y probationary evaluation. The purpose of these
evaluations is to objectively assess their performance and accomplishments relative to the job description. The abjective of
management and staff employee performancéuetian is to:

1. Evaluate how the job has been performed.

2. Discuss this performance.

3. Determine how it can be improved.

4. Determine potential.
The performance evaluation should be considered a continuous process rather than an annual event.
Standardized forms Wibe used to record all formal performance appraisals, and all individuals supervising the staffer being
evaluated will contribute to the review. These records may be used to help determine salary reviews, advancements, transfers
layoffs and other persmel actions which are based on merit.
All staffers are given the opportunity to review and make copies of performance reviews. Staffers are encouraged to include
written comments on the review, if appropriate. Staffers who disagree with apprais@iscanaged to discuss areas of
disagreement with their supervisor. Staffers must sign and date their appraisal after all comments have been notedl #&ny refu
sign a performance appraisal will not result in voiding or discarding the appraisal. Ttz weliuse noted and the evaluation
will be filed.
Performance appraisals become a permanent part of the staffer's personnel file. This information will be held in strict
confidentiality, and may only be released to a third party with the prior writieroegl of the staffefForm Performance
Appraisa)

5.9 RESIGNATION

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

5.10 SUSPENSION

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

of the staffer's personnel record.

Staffers can be suspended for incidents that merit termination if the staffer's participation is suspected, but unetehies&nd
circumstances, the Executive Director or tlesignee can suspend the staffer with pay while an investigation is conducted.
Supervisors will meet formally with suspended staffers upon their return to work and will clearly and specifically define the
improvements in jolvelated behaviors required as@ndition of the staffer's continued employment. This meeting will be
documented and records of it submitted to the Executive Director. A copy of the suspension records will also be added to the
staffer's personnel file.

511 WARNINGS

Documentatiorof both verbal and written warnings will be signed by the supervisor and the staffer, and kept in the staffer's
personnel file. If a staffer refuses to sign, the supervisor will have a witness sign that the warning was discussed with th
employee and a @y of the discipline was offered to him or her. The staffer's signature indicates receipt of the document, not
necessarily agreement with it. Refusal to sign a disciplinary warning does not make it invalid. The witness will niotgathe re
andthewarmi g wi | | be placed in the employeebs permanent perso
date, violation, indication of necessary improvement and information concerning further disciplinary action that cofildmesult
failure to $row improvement(Form: Disciplinary Action Form)
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SECTION 617 HEALTH & SAFETY

6.1
6.2
6.3
6.4

6.5

6.6
6.7
6.8

6.9

6.10
6.11
6.12
6.13
6.14
6.15
6.16

Administration Of Medications
Calamity Days/ Emergency Closings
Communicable Disease Guidelines
Emergency Conditions
Fire Emergencies
Tornado Emergencies
Power Failures
Radiolggical Emergencies
Emergency Treatment
Serious Or Fatal Accidents
Threats: Violence, Telephone, Bomb
Active Shooter
Emergency Drills
Fire Drills
Tornado Drills
Exposuré Bloodbourne Pathogens
Incident/Accident/Occurrence Reporting
Incidents Adversely Aécting Health & Safety
(Ohio Administrative Code 5123:27-02 and The Ohio Revised Code 5123.61)
Inspection Of Facilities And Fire Equipment
Missing Person(S)
Noise Control
Safety For NoAVorkshop Personnel
Safety, Health & Welfare
Sharps And Disposal
Staffing Requirements/Ratios
Training
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6.1 ADMINISTRATION OF MEDICATIONS

Staff

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

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

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

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

Name & medication

Dosage

Times to be taken

Duration of medication
Al so needed is parent or guardiandés and the I ndividual 6s
label including the following information:

I ndi vi dual 6s name

Dosage

Medication name

Time & Administration

Possible side effects should be listed in the Individual
Medication shall be stored in a secure location and removed by designated persons.

Individualsmay dispense their own medication agdicated in the ISP; otherwise, the site Nurse will dispense medications.

No medication will be giventb ndi vi dual s without a written doctords order
Individuals are not allowed to give any of their prescription orpi@scription drugs (including asmi) to other Individuals.

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

emergency situations.

When necessary, the site Nurse will notify theividual, parent, guardian, or provider through written communication or

over the telephone when the med is getting low, defined depending on the individual.

The sie Nurse will notify the Service & Support Administrator and the OCBDD Medical Coordinator when no medication

has been sent in time for the next [dosage], again defined depending on the individual.

At the point the dosage is missed, the site Nurse wilkvenit Unusual Incident Rep@FRorm: Incident Report (for

Individual), following OCBDD UIR procedures.

Nursing Delegation/ Medication Administration

All nursing activities at RVI Workshop and Residential will be in accordance with the Ohio Board of NDIsing
Administrative Code 47233-1 through 4723L3-7 and the DODD Ohio Administrative Code 5123.41 to 5123.47 and-5123
2- 6, which addresses Medication Administration by Unlicensed DD Personnel.

Nursing delegation means the process established in rpgeddoy the Ohio Board of Nursing pursuant to Chapter 4723 of
the Revised Code which a registered nurse or licensed practical nurse acting at the direction of a registered nurgeetransfers
performance of a particular nursing activity or task to angikeson who is not otherwise authorized to perform the activity

or task. 5123.41 of the DODD Ohio Revised Code.

Applicable Staff: Staff members required to complete and maintain Certificatibiedication Administration and Heakh
Related Activities traiing include: Personal Service Attendants, Residential Direct Care Staff, Residential Team Leaders,
and workshop supervisors as identified by management.

Training: Training for Certification 1 Medication Administration and HealRelated Activities consis of 14hour course
offered by a DODD certified RN trainer. Thehdur Certification 2 classTube Feeding and Medication Administration via
Tube and 4our Certification 3 class are also made available for those staff deemed necessary to compdie their
responsibilities. Certification-Bubcutaneous Insulin Injection is for residential staff only.

Annual Requirements: All certified staff are required to complete additional training each year to maintain theirioartificat
Certification 1 requires a-hour continuing education class with skill review demonstration. Certification 2 and 3 require a 1
hour continuing education class with skill review demonstration. Training will be provided by RVI. If a staff member does
not attend his/her renewal clas®/she is responsible to attend a class at his/her own expense. Staff who do not complete
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his/her renewal by their anniversary date, will be unable to give medications or perforrnrélasdith activities until they

have taken a renewal class. If thefat@ember does not complete the renewal training in 60 days, he/she will have to
complete the 14our class for Certification 1 orlour class for Certification 2 or 3 again at their own expense.

Individual Specific training: RVI WorkshopAfter training and certification, staff members will then have Individual

specific training (IST) to be able to perform these activities of Certification 1 or 2 under direction of the RN or #ige licen
practical nurse with the direction of the RN. These activities atinkshop are WITH nursing delegation. This training

should be updated and reviewed annually.

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

Medication Errors: In addition to the specific responsibilities outlined by the RN, staff are required to document and report
any and all medication errors within 24 hours. Medication errors are defined as: (1) error in the adiorinisttiae

medication, (2) loss of a medication, (3) error in dispensing of medication, or (4) failure to document dispensing of
medication (charting; this also includes the improper charting of medication that was dispensed). A medication error may
include dispensing medication to the wrong person, via the wrong route, at the wrong time, or dispensing the wrong
medication to the right person, or at the wrong dosage.

Documentation & Charting: Staff are responsible for charting anyall medication theyidpense. &ff should never

chart medications dispensed by another staff. The following are approved abbreviations that may be used in documenting on
the Med Administration Report (MAR):

X7 means the individual is not scheduled to be at home, or atatieshop, and there is no need to write on the

MAR®&6s back sheet or incident report

Aimeans the individual is absent and there is no need
WHimeans #dAwithhel do for a s puenceinftiecd roena stohneg MAeRabsso nb aschko
incident report should be written, in addition to notifying the nurse

Rimeans firefusedd medication; the reason for refusal
incident report should be written, indition to notifying the nurse

DICimeans medication has been Adiscontinuedod for a spe
report is unnecessary

Adverse Drug Reactions Staffare also responsible for documenting any adverse drug regaicen when no medication

error has occurred. An adverse drug reaction occurs when the person receiving the medication has an unintended reaction to ¢
drug when no error occurred in the administration of the medication. Upon discovering an adversactiong esnployees

wi || notify the nurse i mmediately and follow any instruc
physician may be contacted, the individual may need to be taken to the emergency room, or 911 may be called.

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

Frequency Med Error with MILD IMPACT / SERIOUS IMPACT /
of Error (during NO IMPACT REACTION MEDICAL
60-day period) EMERGENCY
1x RN or designee RN Consultation or designee| RN & HR Consultation &
Consultation (documented)| (documented) probation of DN/MA duties

2X HR Consultation Verbal Warning Written Warning&
Suspension of DN/MA
duties

3x Verbal Warning Written Warning & Probation | Final Written Warning &

of DN/MA duties Termination of DN/MA

Duties; termination of
employment (if position
requires DN/MA)

4x Written Warning & Final Wiitten Warning & NA
Probation of DN/MA duties| Suspension of DN/MA duties

More than 4x Suspension of DN/MA Termination of DN/MA NA
duties Duties & possible termination

of employment (if position
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| | requires DN/MA) | |

Ohio Administrative Code regulations permit the company RN to reveitdication regardless of discipline that has been
issued or not issued [OAC 5123203 (C)(9)] based on performance that raises health and safety concerns.

6.2 CALAMITY DAYS/EMERGENCY CLOSINGS

In the event RVI must be closed or delayed due ¥erseweather conditions or other situations, every attempt will be made
to notify the following radio and television stations by 7:00 a.m.:

WKKO/K100 TOLEDO 1560AM 99.9FM
WTVG -TV TOLEDO CHANNEL 13
WTOLT TV TOLEDO CHANNEL 11
WNWOT TV TOLEDO CHANNEL 24

The following plans will be used to admister Calamity Days:

OPENT NO TRANSPORTATION i This means no bus transportation will be provided by OCTA. Staff
employees will report to work to cover obligations to our customers and supervise Employees who report to work.

CLOSED i This means thatorkshop operations are closed. However, work to cover obligations to our customers
will need to be done with a much reduced work staff. Therefore, all staff employees need to call your supervisor to
verify any need to report. Employees who call first, whshato work, will be the first to be selected until the

required number is reached. Employees working outside the workshop are still expected to report to work as
scheduled. Any inability to report must be handled as eoffallf schedules are not covergdluntarily, the

Department Manager may be required to mandate employees to report, utilizing a seniority based process.

DELAY 1 This means that workshop operations will be delayed for one (1) or two (2) hours. Workshop staff will
report to work one houater than their regular start time for dn@ur delay and two hours later than their regular
start time for a zhour delay.

6.3COMMUNICABLE DISEASE GUIDELINES

Colds, flu and other viral infections are common and easily transmitted in the work lplecdifficult to effectively contain
the spread of these diseases because the individual has spread the disease for several days while in the early stages.
Physician's sanction to return to work is usually not necessary for these infections.
If an empbyee or Individual served is suspected of having a communicable disease, the department head may request the
employee/person served stay home until released by a medical provider. The employee/person served can return with a
physician6s atoitimiadpesersce a RMI wogld nottpose a threat to the employweerlkars, or
Individuals served. The Executive Director reserves the right to require an examination by a medical doctor appointed by
RVI at the expense of RVI.
An e mpl oy eserdesl heplth cosditionss personal and confidential. However, an employee/person served who has
been diagnosed as having an infectious disease must inform his/her supervisor. Precautions shall be followed to protect
i nformati on r e g aersors heglth eonditienmp| oyeeds/ p
An employee/person served may have or be a carrier of an infectious disease, which-ierdf tifieration, and he/she will
not be symptoniree. If there is evidence that the disease cannot be transmitted by normal, casuaincthrgagork
environment, and the condition is not a threat to self or others, the employee/person served will continue to worlain a regul
manner. The employee is expected to meet acceptable performance standards and will be treated in a maamewitionsist
other employees.
No special consideration will be given beyond normal transfer requests for employees who feel threatenegdolyea’'so
disease. Based on the best interests of RVI, the Executive Director will decide requests for transfer.
The Executive Director will determine the admissibility to the work place by an individual whose condition is in question.
The Executive Director may decide:

a. to return the employee to his/her usual place of employment unconditionally,

b. to place the empigee on a work assignment under restrictive conditions, or

C. to seek to have the employee utilize sick leave and be placed on a leave of

absence.

In making a decision, the Executive Director will consider:

a. the nature of the risk and how the diseageaissmitted,

RVI Staff Policies p. 43 of 121



b. the duration of the risk and how long the carrier is infectious,
C. the severity of the risk and the potential harm to others, and
d. the individual's physical condition.

6.4EMERGENCY CONDITIONS

An Aemer gency c o n,darntdo,dull gower failare ar dtleessimdar donditioms.

Fire Emergency

il

Staffers should familiarize themselves with the fire emergency procedures, location of fire exits, alarms,
extinguishers, and the Fire Evacuation Procedure (AttachfieatEvacuabn Procedureand Map of the facility
in which they are working.

1 Upon notice of fire, electrical problems that could lead to a fire, or smoke for which the origin is unkmown,
person discovering the hazard is responsible for verbally reportm@iitdite management; or the fire alarm should
be pulled to alert the people in the facility.

At RVI:

1 Trained staff may attempt to limit the damage caused by a small fire by using a fire extinguisher to control the fire
unless doing so poses a threat® $afety of employees and people served.

I The evacuation of the facility and naotification of the fire department must begin immediately.

i The Office Manager or, in her absence, any staff member will call the fire department. Give clear, accurate
information and follow all instructions.

1 If evacuation is called for, employees should follow the Fire Evacuation Procedure. Proceed quickly and calmly.
Do not run.

1 Only if time permits before evacuation of the building, secure classified information, turghtsit shut off
equipment and close doors.

9 If you are in smoke, stay low.

1 Move as far away from the building as possible for your safety and make room for emergency vehicles.

9 First aid will be given to any injured person until relieved by EMT personnel.

1 No one may reenter the buildingintil cleared to return. All individuals will evacuate the building until cleared to

return, transported home or evacuated to an alternative site.

Tornado Emergency

f

f
f

= =4 —a -2

Staffers should familiarize themselves with the locatibtornado shelters and tH®rnado Shelter Procedure
(Attachment: Tornado Shelter Proceduaead Map.

Notification of a tornado emergency will take place through the use of the Public Address system (PA).
Tornado Drills are held during the months of Mathrough July. If this is the case, proceed as indicated in the
Tornado Shelter Procedure.

If taking shelter is called for, employees should follow the Tornado Shelter Procedure. Proceed quickly and calmly.
Do not run.

Upon entering sheltered area, gtoiprotective position as able.

Remain in position until all clear is given by Management Personnel.

Only if time permits before taking shelter, secure classified information, turn out lights, and shut off equipment.
On days when storms are forecast or ave®rm conditions are present, the Office Manager or designated office
staff will monitor the emergency weather radio and report tornado warnings and watches to the direct care staff.
Staff members at other locations (i.e. vehicles, enclave sites) shoultbr weather conditions by leaving the

radio on and seeking shelter when required. Staff in community locations seek and take direction from their
supervisors in emergency situations.

Employees/people served should follow the drill procedures andmexailan. Stay away from windows and open
areas. Wait for the "altlear”-- do not leave under any circumstances until theclathr". Monitor the weather

alert radio for details.

Power Failures

A

A
A
A

Remain where you are. Emergency lights will activataliout 30 to 60 seconds. They are located in strategic

areas of the building.

Supervisors will take attendance and ensure that Individuals are calm and remain in their seats. Attendance will be
reported to Management Personnel.

Management Persoahwill assist Individual Employees safely back to their areas.

If you leave the building during a power failure, it is not advisable-enter until power is restored.
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Radiological Emergency (DavisBesse related emergencies)
There are four levelsfoesponse to the radiological emergency plan as outlined by the Ottawa County Emergency
Management Agency (EMA).

1 The first level is listed as an Unusual Event. At this level, the workshop will not be notified of the event, the staff
here will continue onvith daily operations.

1 The second level is listed as an Alert. At this level, the workshop will not be notified. Radiation concerns are limited
to inside the plant. No public action is necessary.

1 The third level is listed as a Site Area Emergency. Smatiuamts of radiation could leak from the plant. Radiation
concerns are limited to the station boundaries. The sirens withimald @adius of the plant will be sounded. When
the sirens are sounded, Emergency Alert System (EAS) messages will be broadmestradio and TV stations.

RVI will follow instructions given in the EAS messages.

1 Thefinal level listed is a General Emergency, which is the most serious emergency classification. A radiation
release could affect areas beyond the station boundahiesirens will be sounded. EAS messages will be
broadcast. If evacuation is recommended, the supervisory staff here will maintain accurate attendance and will
ensure that all people are loaded into the buses (or whatever form of transportation deessadyheak
medications that are needed will be taken to the evacuation site, Fremont Ross High School, 1100 North Street,
Fremont, Ohio. All health records will be taken and upon arrival at Fremont High School, another attendance will be
taken. RVI will provide potassium iodide (KI) tablets to all staff members and employees. KI tablets will ONLY
BE TAKEN at the instruction of the public health officials. KI may reduce the radioactive iodine absorbed by the
bodybés thyroid gl an dplemantkevacuation andsskeelteving whict arétlee pimary maanms of
protection in the radiological emergency.

Emergency Treatment

All sites have emergency medical sheets on workers. Staffers are responsible for determining if anyone in your aréa is in nee
of any First Aid/Medical care. All direct care staff is trained in First Aid and CPR but staff is not licensed medical
practitioners. If there is a need for emergency First Aid, and your training is current, administer what is hecessaty and sen
another peson to find the nurse. The staff nurse is primarily responsible for any First Aid /Medical care given, including

giving direction to call for Emergency Medical Services (EMS). Staff can give First Aid care in an emergency situation until
the nurse is db to be located. An Incident Report must be completed whenever emergency treatment (Eainen.

Incident Report (for Individual) and Form: Injury Incident Report (for Staff and Individuals Served))

Off-Site Emergency Treatment

Staff is able to hatle routine bandaging for scrapes and small cuts. For all other types of injuries, medical personnel should
be called. If there is an accident with serious injury, check on the Individual or injured party. Have someone callbr call 9
and request medicald. Notify squad personnel of the medical emergency information. Notify the department manager for
additional instructions. If there is a guardian, they must be notified. The individual will be transported to the ngaitakt ho
Accompany the individal, unless instructed otherwise, and remain with the Individual until backup can be obtained.

An Incident Report must be completed whenever emergency treatment is(§iwen. Incident Report (for Individual) and

Form: Injury Incident Report (for Stafind Individuals Served))

Serious or Fatal Accidents
The person in charge at the scene will:

A. Give priority attention to providing all reasonable care for the injured person or persons. Call doctor,
ambulance, clergy and police, as appropriate. Obtaines, addresses and phone numbers of all witnesses
and a written statement of what happened if witnesses must leave before police arrive.

B. In the event of a fatality, always notify the police. Retain a responsible adult at the scene of the accident.
See that no disturbance of the victim or surroundings is permitted until the police have assumed authority.

C. Contact the Executive Director to report the emergency and to secure additional assistance as needed.
Notify Leadership in the following orde
1. Executive Director
2. Immediate Supervisor
3. Service & Support Administration (if Individual)

4. Others as directed by above

D. Anyone involved in a serious accident, emergency or fatality shall make no statement orally or in writing,
which could be interpreted as either an assumption or rejection of responsibility for the accident until all facts
are known.

The Executive Director will:
A. Give priority attention to requirements at the scene of the accident or emergency as reqdést@aiged
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necessary for the utmost protection of the injured person or victim.

B. Establish who will act as RVI&s spokesperson. Exerc
that could be interpreted as either an assumption or rejedttiesponsibility for the accident until all facts
are known.

C. I nsist that no comments be made to the news medi a.

D. Use the telephone for immediate official communication with:
A Parent or guardiarrepoting nature of emergency, condition of injured person, securing parents
wishes regarding medical treatment, hospitalization, transportation, personal attendance.
A Insurance representative, attorney and/or other official as appropriate.
Acalallsaff into office. Cal |l in crisis team of Exec
sensitive to the community to handle media and draw up a statement.
E. Continue any further communication with next of kin with the advice of, or in the preseRc¥ ¢f,6 s at t or ney
F. Keep a team of two individuals to monitor the phones for continued reports of developments. All calls
pertaining to incident will be answered by RVI&s spo
G. Keep arecord of all telephone conversations and communicationrs RVI 6s fi |l e. Provide ¢
conference, if necessary, and confine media to that area. Issue a press release, rather than hold a press
conference, if possible.
H. Provide for press release, if requested, only that information thathashbed ear ed by RVI 6s atto
I. Complete and submit a written report to appropriate insurance companies.
J. Compl ete and submit a written report for RVI&s fi
Follow-up of a serious accident, emergency or fatality
The Executive Director will:
A. Decide what information is to be disseminated, to whom and procedures for same.
B. Prepare a chronological report recording:
A Exact time of each occurrence
A Each step taken and by whom
A Exact statements made, to whom and by whom
A Statemats, that have been read, approved and signed by all persons involved
A A sketch of the scene, including pertinent physical objects and placement of people involved
A Names and addresses of all witnesses

C. Attach to the report all consent fornmedical records and other pertinent data. Make copies of all for
duplicate record.

D. Follow the Major Unusual Incident Policy of OCBDD if the victim is an Individual.

E. Notify PERRP per guidelines.

Threats: Violence, Telephone, or Bomb

Should therde a civil disturbance, intruder or other threatening situation, the following procedures should be followed:
Immediately notify the police by calling 911 and follow their instructions. Be clear and accurate in your report.
Remain calm and use vallintervention to calm the situation.

Notify the Executive Directoor designee as soon as possible.

Assist in moving other staff and Individuals to safety, as possible.

Do not attempt to intervene or take any personal action. Allow the police to tlaadi¢uation.

TheExecutive Directowill determine if circumstances dictate a closure of the program.

ogkrwnE

Active Shooter
For the purpose of this policy as it pertains to RVI, an Active Shooter is a person who is in possession of and using, typica
a firearm to kill, or attempting to kill, people in any of our siteesidences, worksites, offices, etc. Because the situation is
unpredictable, chaotic and typically over in 10 to 15 minutes, it is important to be as prepared, mentally and physically, as
possible for the sake of safety for yourself and the individuals we serve. Given the many conditions we face in our service
setting, response will largely be the judgment call of the staff, however, following is a general guideline for resp@mling to
activeshooter situation:
1. Evacuatd be knowledgeable about the escape route for the area; in typical situations, begin evaath&m
will follow; help others escape; prevent individuals from entering an area where the active shooter is; leave your
belonghgs behind; do not attempt to move wounded people; call 911 when you are safe; keep your hands visible as
much as possible; follow instructions when law enforcement arrives
2. Hide outi if evacuation is not possible, find a hiding place out of the viewen&thive shooter; provide a
protective barrier by locking the door, placing heavy furniture in front of the door; silence your cell phone; keep as
quiet as possible; call 911 and leave line open if you cannot sjfesdfe to do so; follow instructionshen law
enforcement arrives
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3. Take action against the active shodtgou can attempt to distract and/or take out the active shooter if you are in
imminent danger as a last resort; act aggressively directly toward the active shooter; throw items deld yell; y
makeshift weapon; understand this action is risky and once initiated, commit to the finish; follow instructions when
law enforcement arrives

4. Arrival of law enforcemeni try to stay calm; follow all directions; do not act erraticéllyelling, waving hands,
making quick movements; account for individuals for whom you are responsible; be prepared to provide a
description of the active shooter if asked.

Threats
This is a plan for dealing with internal direct threats to the environment of RVI thattaresolved by dismissing the people
served and removing them from the building (ex. fire, bomb threat), such as a possible presence of a weapon in the building.

General Principles

A The safety of the people served and staff are paramount in any thrgastiéumétion.

Threats should be dealt with at the least disruptive level to the habilitation process.

The presence in the building of armed individuals is not a situation where the people served can be generally
evacuated (i.e. a fire drill situation).

Thepresence of a weapon in the building is a situation in which finding the weapon is the main concern short of the
safety of people served and staff.

> D>
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In the event of a suspected weapon, people served are safest in the cafeteria.

Office personnel will otify staff of alert status.

Staff should bring people served into the cafeteria, and lock the door(s).

People served who are not assigned or are far away from the area should be taken into the nearest area by the staff.
Staff should immediately take att#gamce and note all people served not present.

Administrative personnel should check restrooms, storage areas, etc., then collect attendance slip.

Administrative personnel can then proceed with searches or other actions.

Once the area has been declared, shéepeople served and staff should return to the same area as when the threat
was received. Attendance should be taken again and any absences should be reported to the Administration and the
investigating law enforcement agency. After attendance éntgleople served should proceed to their area as

directed by the Administration.

I I D D D D D D

Bomb and other threats may be originated in writing, in person, over the telephone or relayed through a second source. All
threats will be considered real until otherwikgtermined by law enforcement.

1. Basic DocumentationThe individual taking the call shall attempt to:
1 Keep the caller on the line as long as possible. Do not hang up.
1 Notify Executive Directoor designee
1 Write down all the information obtained inetlexact words. Use the record sheet or write on any paper available
immediately following these instruction pages; place copies of the bomb threat sheet at switchboard and other
appropriate phone locations.

1 Ask what time the bomb is due to go off. i very important.

1 Document in writing, as soon as possible, other types of threat contacts including:
A Specific time message is received
A Date and day of week
A Exact wording of message
A Estimation of sex, age, cultural background of person making call
A Make note of background noises, tone of voice

2. Authorities to be involved:
1 Police and Fire Departments (911)
1 Executive Directoor designee
3. The building administrator or designee shall:
1 Notify the authorities
T Consider the s af sdmployees/pebpleservedragtherpiinte dattor.oThevefore, if
advised, direct them to safe areas of the property. Nothing is to be touched or altered such as opening
desks or lockers. All electricity, gas or fuel lines should be shut off at the magt swit
4. Do not reenter building until authorized:
i Alert staff of situation and implement building search procedure
i Activities should be continued as normally as possible in designated safe areas
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Submit written reports as appropriate following the inciden

6.5EMERGENCY DRILLS

The nonprofit recognizes the need for preparedness in emergency situations to ensure the safety of personnel and people
served by the neprofit. The Safety Committee/Coordinator is responsible for:

1. training all nonprofit emplo/ees and people served on drills

2.  implementing and documenting regular drilthe paperwork should identify problems and the resolution to those
problems, if any

3. ensuring that all warning systems and fire equipment are operational

4. ensuring that all persoel and people served are aware of the evacuation routes and that personnel know their
responsibilities relevant to the safe evacuation of people served

5. creating and maintaining policies and procedures relevant to evacuations

6. addressing problems and conteregarding emergency drills and procedures

7. posting of emergency escape routes or safe places (fire, tornado, other) in all applicable rooms

8. assessing the effectiveness of all drills and making recommendations as needed

Fire Drills

Fire drills will be canducted at least once every month. Fire drills or alarm testing will be held regardless of other drills being
conducted and require the cooperation of facility staff and Safety Committee members. Each fire drill will include written
notes to indicate angsues that may occur during the drill and requires adaptation or changing and will be reviewed by the
Safety Committee/Coordinator.

> D>

Drills should be unannounced, without the staff having prior knowledge of the drill.

The Safety Coordinator will interwe staff after the drill and document any problems or concerns raised by staff or

people served.

Comments will be written on the Emergency Drill Form.

Procedures for fire drills will act as the procedures for actual fires except where noted.

Fire extingushers and alarms will be properly located and identified as such.

a. The Safety Coordinator will notify the Office Manager not to call the fire department at the time of the drill.

b. The Safety Coordinator will activate the fire alarm system.

c. Pasons responsible for the drill should occasionally block an exit normally used to test employees/people
served on finding alternate routes. In drills, and in case of an actual fire, isolate persons from fire and smoke,
directing them to safe routes.

d. Supevisors should bring with them attendance sheets in order to verify the safety of each person for whom they
are responsible. The business office téke with them the binder(s) containing the Emergency Medical
Sheets.

e. Staff and people served should dhi¢ building using the nearest safe route, normally using the exit routes
posted by the Safety Committee, during drills or in case of an actual fire.

f. Doublecheck the evacuation. The Safety Coordinator witmeer the building and check with each
evacuation group's attendance to ensure everyone has left the building, including visitors.

g-. Persons in charge of -tlda®. Indan acludl fireydoIndt-emeemhe buiding enlessh e i a
instructed to do so by the fire department. i$itleemed unsafe to-emter the building, the facility director or
person designated with such authority will make arrangements to transport employees/people served home.

h. The drill will be timed from the activation of the alarm system to theclatr".

i. The Fire Drill Form will be completed and sent to all Safety Committee members, the Executive Director or
designee, and the County Board.

j- The drill will be discussed at the next monthly Safety Committee meeting and any appropriate action will be
taken to orrect problems noted during the drill unless immediate action is necessary.

k. Causing a false fire alarm is dangerous and is a crime and may be prosecuted and/or disciplinary action taken at
the discretion of the Executive Director.

Tornado Dirills

Tornadodrills should be conducted as required by state regulatm e time monthly, March thru July. Tornado drill will
include written notes to indicate any issues that may occur during the drill and requires adaptation or changing and will be
reviewed by thé&xecutive Director or designee.

1. Tornado shelters must be clearly posted. The designated rooms should be located away from external walls, have no
windows, and should have a solid door. Each room will have a flashlight, which staff will bring evittdtiring a
tornado drill or actual emergency.
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2. Unscheduled drills will be arranged and conducted by the safety committee and for designated personnel.
a. The alarm sound for the tornado drill will be clearly distinguishable from other alarms uskil$or
b. RVI employees/people served will move to the designated areas, crouch on the floor or under heavy furniture, and
turn off the lights. No one may leave until the drill is over.
c. Safety Committee members will monitor the drill.
d. The monibrs will time the drill, announce the "allear", and report on the drill using the appropriate form.

6.6 EXPOSURET BLOODBORNE PATHOGENS

RVI will follow the Exposure Control Plan for Control of Occupational Exposure to Blood borne Pathogens asdrsyitut

the OCBDD.

The following procedures should be used routinely to minimize the risks of transmission of communicable diseases. These
guidelines provide simple and effective precautions for all staff members who may be exposed to the body flpids of an
individual we serve or another staffer.

ABody fluidso or fiblood borne exposuredo applies to blood
drainage from any orifice (e.g., nose, ears).

Rule #1: Avoid direct skin contact with bodlyids of others when possible.
Procedures:

1 Gloves should be worn when direct hand contact with body fluids is anticipated. For example, gloves
should be worn when treating bloody noses, handling clothes soiled by incontinence or vomit, cleaning
small splls by hand and changing diapers.

1 Gloves and other contaminated articles, whether it is clothes or paper, should be placed in a red biohazard
bag when possible. If not, the materials can be placed in a double bag. A biohazaradrstitker
placedon theoutside of the double bag to alert that contaminated articles are inside.

1 Gloves should be kept in all areas, including restrooms, maintenance areas, offices and any rooms where

the risk of spills is high.

Individuals should be taught to handle their dvady fluids as appropriate for age or state of health.
Individuals should be taught proper hamdshing techniques and encouraged to use them routinely (i.e.,
before eating, after toileting, etc.). Proper hand washing requires the use of soap anddwaderrains
washing under a stream of water for 10 seconds. Thorough drying of hands after washing is necessary.

=a =4

Rule #2: When direct skin contact or contamination of materials occurs from unanticipated skin contact with body fluids,
proper cleaning témiques should be followed.
Procedures:
1 Hands and other affected skin areas of the exposed person should routinely be washed with soap and
water after contact. Liquid soap is preferable.
1 Clothing items that are soaked through to the skin should be repmeaedd in a plastic bag and sent
home for laundering. Items laundered for organization use, or in the nonprofit, should be washed with
detergent in a hewater cycle before rase. If lowtemperature laundry cycles are used, chemicals
suitable for lontemperature washing should be used.
1 Contaminated disposable items (tissues, paper towels, diapers) should be handled with disposable gloves.

Rule #3: Spilled body fluids should be removed from the environment by proper cleaning techniques.

Procedures:

1 Contaminated surfaces should be thoroughly cleaned with a freshly prepared solution containing one cup
of household bleach per gallon of water. A germicide can be substituted if a bleach solution is
unavailable. Disposable gloves should be worn.

Wastes andlisposable cleaning equipment should be placed in a toilet or plastic bag as appropriate.

Non-disposable cleaning equipment (mops, buckets) should be thoroughly rinsed in a bleach solution.

The bleach solution should be poured out promptly.

1 Janitorial reponsibilities include daily cleaning with bleach/germicide in areas particularly where contact
with body fluids is likely (restrooms, sinks, toilets, etc.). Spilled body fluids on carpets should be disposed
of by routine use of a moisture absorbent, wictihen swept/vacuumed, followed by reporting to
janitorial service in order to have carpets professionally cleaned.

=a =4

Rule #4: Clothing of staff should be protected, especially staff who may be at frequent high risk for contact withdsody flui
Procedues:

1 Protective clothing such as smocks or paper gowns are recommended for use in some areas or when staff

RVI Staff Policies p. 49 of 121



members are tending sick individuals. This will protect the staffers from contamination with body fluids
and can be removed when staffers leave tha.aSuch procedures help prevent unknown/unnecessary
transmission of disease.

1 Protective clothing and any other contaminated clothing should be laundered as previously described.

Rule # 5: Needle Stick Injury
Procedures:

1 The best way to avoid a needte&k injury is to practice safe needle handling practices. Used needles should
be discarded immediately without recapping into a pungtuef container.

1 A staff member who is stuck by a sterile, unused needle should immediately cleanse the areh sedipwit
and water.

1 A staff member who is stuck by a needle after the needle was used to inject medication into an individual
should immediately cleanse the area well with soap and water. They should then notify their supervisor as
soon as possible, prefétg within 1 hour of the incident.

1 Their supervisor should then direct they to seek care from a health care provider as soon as possible for
appropriate counseling, testing and foltoy testing.

1 The guardian for the individual who the needle was usedould be contacted by the supervisor. The
guardian should contact the individual s health ca

Other Preventative Measures

1. Health Education

a. Staff Members The nonprofit will provide education regardirgpecific infectious disease information,
infection control techniques, access to health professionals who will provide resource information and
assistance in interpreting specific health guidelines. The Organization will provide staff current information
on specific situations and written material as appropriate and available and as requested.

b. Because many infections, which develop during pregnancy, can be transmitted to the infant, pregnant
employees/people served should be especially familiar widrstictly adhere to infection control
procedures.

2. Immunizations

a.Current tetanus is strongly recommended and should be updated as needed.

b.The Hepatitis B vaccine is recommended when working in or with arisgtpopulation. The number of
Hepatiis B carriers and/or environment high in incidents of biting, scratching, etc, can determine high risk.
All carriers are not equally at risk of potentially transmitting Hepatitis B. Carriers who bite or exhibit
aggressive behaviors are at a higher riskifansmitting. If a staff member declines to take the series, he or
she must sign a waiver of liability. This waiver relinquishes RVI from any repercussions should the
employee contract Hepatitis B during the course of their employment.

c. RVI will provide the opportunity for all staffers who are at substantial risk of directly contacting body fluids to
receive hepatitis B vaccinationghis excludes secretaries, receptionists, maintenance personnel, public
relations representatives, administrative offieespnnel, and any other staff members who are not at
substantial risk as determined by their job descriptions and the administration dtiBMification of
persons at risk is the responsibility of Administrative staff. Decisions regarding the neaddimation
are based on an understanding of the modes of transmission and an assessment of those factors that
influence the risk of transmissionhe nonprofit will provide information on the vaccination at the time of
hire to assist in determining whettthe staff person would like to receive the vaccination. The nonprofit will
pay for the cost of these vaccinations if conducted by the Ottawa County Health Department. The nonprofit will
not pay for screening to see if an individual is a carrier of hisdat If a staff member wishes to have the
screening, he or she will be responsible for the cost. If a staff person chooses to use a different location to
receive the vaccination, the staff member will assume the cost of the vaccination. If the lit $dlin
Service recommends a routine booster dose of hepatitis B vaccine at a future date, such booster dose shall be
made available at the cost of RVI. Hepatitis B vaccinations are a series of three vaccinations. The second
vaccination is given 30 dagster the first, and the final is given six months after the initial dose. It is the
responsibility of the staff person to schedule and attend all appointments with the Ottawa County Health
Department. Information on the location and hours of the iHBalpartment will be provided by RVI. RVI
will give its staff members who qualify the opportunity to receive the appropriate vaccinations at appropriate
intervals through the health department. A staff member who fails to complete a series will netdzbtallo
begin the series again at a | ater date at RVI b6s exX
vaccination of a series can start with the next scheduled series.

d. The use of universal precautions will eliminate or greatly lessen the tsigmof Hepatitis B.
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6.7 INCIDENT/ACCIDENT/OCCURRENCE REPORTING

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

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

Accident with a vehicle (Policy.13

Behavior incident

An observation by the employee that might affect the Individual

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

Safety violations

A violation of the rights of people served by the company

. Incidents with theyeneral public

RVI follows the policy of OCBDD for reporting an unusual incident regarding an Individual. Using professional, concise
language and proper grammatr, Incident reports must be entered into the CareTracker system or legibly writtendilsink (pen
are not acceptablélrorm: Incident Report (for Individual)).

Incidents must be reported within twertyur hours of the occurrence, preferably by the-efaghift or at the start of the
following workday. Incidents occurring after hours must be rigbto the Department Manager, who will report the incident
to the RVI Habilitation Manager and/or the SSAaail.

ONoA~WNE

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

6.8INCIDENTS ADVERSELY AFFECTING HEALTH & SAFETY (02/16)

All people served have the right to be treated with courtesy and respect and with full recognition of their dignity and
individuality at all times by staff memberall Individuals have the right of access to opportunities that enable them to
develop their full human potential.

Each has the right to be treated equally as citizens under th&koh. has the right to beefe from emotional, psychological

and physical abuse to be free from unnecessary chemical and physical tre&asbn®taff employee shall endeavor to

protect these rights at all times. The people RVI serves shall not be subjected to bodily or veehalegiberst or any form

of mistreatment by staff, visitors or others RVI serves. No staff member shall subject a Person served to physical, verbal or
psychological/emotional abuse or respond in kind to behaviors of the Person $&mveetlures that cauplysical, visual

and/or auditory pain are strictly prohibiteditacks on personal dignity, such as foul language, peatimg, shouting and

other types of verbal abuse are forbiddéwtions such as threats, whether founded or unfounded, or the obgofs that

are frightening to a Person served, constitute psychological/emotional abuse and are fofitfidderactions are subject to
termination of employmentEach staff member shall comply with the proper procedures for Behavior Support Intarventi

No employee shall subject a Person served to sexual abuse or take advantage of Person served by procuring sexual favors
either on or off regular work hours.

At no time shall an employee betray the trust relationship that exists between himselfamerseé Person serveth

particular, relationships outside the work environment require caution regarding social contacts, financial dealings, or any
other activities that would take advantage or appear to take advantage of the trust the Persbassirtied staff member

who is working for the wellbeing of the Individual.

Any alleged violation shall be immediately reported in accordance with Ohio Administrative Code-2T-22 2nd the

Ohio Revised Code 5123.61 and recorded on an RVI Incident fkanm: Incident Report (for Individualyr electronically

via CareTracker Staffers shall cooperate in any investigations regarding abuse or neglect. Failure to report any incident may
be grounds for dismissallhe supervisor will maintain confidentityl as far as possible by reminding staff not to discuss the
incident with anyone except the supervisor and Executive Director.

If the allegation is substantiated, the Executive Director (or acting director in his or her absence) shall be responsible fo
invoking appropriate discipline up to, and including, terminatidhis action will be recorded on a Disciplinary Action form
and will be placed in the staffer's personnel file.

RVI shall comply with the requirements relating to incidents adversedgtaify health and safety of the Ohio Administrative
Code 5123:217-02 and the Ohio Revised Code 5123.61.
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It is the policy of RVI to establish requirements for managing incidents adversely affecting health or safety and implements
continuous quality immmvement process in order to prevent or reduce the risk of harm to individuals.

This policy applies to all departments of RVI and staff who provide servidething in this policy relieves any person of
the responsibility to comply with section 5123 @&1the Revised Code, which requires the reporting of abuse, neglect, and
misappropriation.

6.9INSPECTION OF FACILITIES AND FIRE EQUIPMENT

In accordance with OAC 5123202 (K). Each program facility shall be inspected annually by the local fire manshal
designee to ensure compliance with fire safety practices. In addition, on a regular basis each department will ble responsib
to inspect their facilities for fire and general safety hazards to include, but not limited to:

9 Storage areas for combusgldr flammable materials shall be effectively separated from all rooms and work areas
in such a way as to minimize and inhibit the spread of a fire.
All hallways, entrances, ramps, and corridors shall be kept clear and unobstructed at all times.
Power equpment, fixed or portable, should include operating safeguards as required by the BWC Division of
Safety and Hygiene.

1 Ensure emergency contact numbers are located by each telephone.
A Safety Committee representative shall be available to participateimsghection. Results of the inspection and
recommendations, if any, will be given to the Executive Director and Safety Coordinator.
RVI shall make available, in all facilities owned, operated or leased, appropriate fire fighting equipment and alteast. At
one staff member in each building shall have training in techniques of fire suppression.
Each facility owned, leased or operated by RVI shall test the fire evacuation system at least once per year.
An in-house inspection of fire equipment wik Iperformed by RVI personnel at least monthly as follows:
Remove fire extinguisher from wall bracket
Shake the fire extinguisher, turning upside down to stir up the product inside the canister
Check the pin to make sure it is properly positioned all tag through
Check the nozzle for any obstructions
Check the hose for any damage or deterioration
Check the gauge to make sure the extinguisher is fully charged
Place the canister back in the wall bracket
Date and Initial the backside of the tag
A professimal company is engaged to inspect and fill all fire extinguishers annually.
Sites where there are people served but not owned, operated or leased byptttditnsimall follow the emergency policies
and procedures of the host. Personnel are still regpens train and monitor people served in emergency situations and
drills. Policies and procedures of the host should be known to all staff and reviewed by-grefiton

f
f
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6.10 MISSING PERSON SEARCH PROCEDURES

When an individual is missing or lostninediately notify the Executive Director. If the Executive Director is not available,
contact the Habilitation Manager or other member(s) of the management staff. OCBDD (or the-Eal) Gmould also be
contacted and law enforcement may be necessary.

6.11NOISE CONTROL

The organization recognizes that excessive noise can result in serious health problems, lack of concentration and increased
behavioral outbursts. The organization, the Safety Committee, personnel and people served by RVI wilktdanalblie

steps to ensure that noise remain below levels set by qualified health agencies (i.e. PERRP) and/or within generally accepted
social norms.

When appropriate, the Executive Director or designee shall contract for or employ a qualified cotesattaduct a noise

evaluation survey. Results of the Noise Evaluation Survey will be filed in the appropriate administrative office and a copy
shall be forwarded to and maintained by the Committee. The Executive Director and the Safety Commitieessitadind

take all reasonable steps to correct noise level problems suggested by the results of the survey.

6.12SAFETY FOR OFF-SITE PERSONNEL

Should there be a threatening situation in the community, the following procedures should be followed:
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1) Immedately leave the home or area assisting clients and children to safety, as possible. Call 911 if situation
demands police intervention.

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

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

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

5) Department Manager will notify tHeVI Habilitation Manager or the SSA arall for determination of an Unusual
Incident.

6.13 SAFETY, HEALTH & WELFARE

It is the goal of RVI to have practices and policies in place that promote the safety abdingibf staff and people served
by ourorganization.
This section contains emergency procedures and policies utilized by RVI for program services which have been developed to:

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

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

1 insure the provision of a safe, weltganized environment

1 promote safe medicaHlselated practices

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

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

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

1 Refrain from any unsafe act that might endanger oneself, the people we serwgarkexs.

9 Personal Appearance Standards have been developed to ensure that safety standards are maretaned to p
injury. (See Policy 7.18
Use all safety devices (safedyl asses, earplugs, facemasksé) provided
Refrain from using radio/headsets, and wearing loose clothing and large, ornate jewelry while operating power
equipment. Long hair should be pulled back and secured.
Report any unsafetsiation or acts immediately to the supervigborm Report of Safety Hazayd
Assume his or her share of the responsibility for thoughtless or deliberate acts that cause injury to eneself, co
workers or those we serve. Scuffling, fighting, running, thingwhings and other unruly behavior is not permitted
at any time. Weapons or potentially dangerous items of any kind are not permitted at any time on the premises or in
vehicles.
Failure to comply with safety requirements could result in immediate diamis

f
f

f
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6.14SHARPS AND DISPOSAL

Any sharps (needle, lancets, etc.) must be disposed of in a manner that will limit any danger to staff or people served. We
have selected the following process to maintain and dispose of any sharps.

Any item considered toebin the sharps classification, upon use, will be placed in an authorized lockable container (puncture
and leak proof) to be secured until disposal by a professional company.

See Policy 6.4 for Needle Stick Injury

6.15STAFFING REQUIREMENTS/RATIOS

In accordance with state service delivery regulations, ISPs shall indicate the staff intensity ratios and typical staffatg ratio
which applicable services are to be delivered. Staffing ratios will be based on the assessed needs of the individasls served
well the overall needs of the collective program, ensuring the health and safety of the people we serve.

6.16 TRAINING

In accordance with Policy B4 Staff Training, RVI believes that welained staff provides for a safer environment for all.
Safey related training is included in new staff orientation and annual trainiiggepartments determine a need for other
safety or medicallrelated training, this should be made available to all applicable staff. At least annually, the safety
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committee a well as department managers should review the orientation procedures.

When appropriate, each department shall provide safety training to people served as well as family members.
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SECTION 70 EMPLOYEE EXPECTATIONS

7.1 Acceptable Use of the Internet
7.2 Changeof Personal Information
7.3 Conflict of Interests

7.4 Copyright

7.5 Drug-Free Workplace

7.6 Electronic Surveillance
7.7 Employee Expectations
7.8 Fees/Honoraria

7.9 Firearms/Weapons

7.10  Fraternization

7.11  In-House Volunteers

7.12  Nepotism

7.13  Nonprofit Vehicles

7.14  Open Door

7.15  Outside Employment of Staffe

7.16  Outside Volunteers

7.17  Permission to Leave During Work Hours
7.18  Personal Appearance

7.19  Personal Property

7.20  Personnel Records

7.21  Receipt of Policy Manual

7.22  Representing the Nonprofit

7.23  Requests for Information about Staffers
7.24  Smoking/Smokeless Tobacco

7.25  Solicitation and Distbution

7.26  Staffer Financial Affairs

7.27  Telephone Use

7.28  Time Clock

7.29 Travel

7.30  Use of Nonprofit Assets for Political Purposes
7.31  Use of Nonprofit Letterhead Representing the Nonprofit
7.32  Use of Nonprofit Property
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7.1ACCEPTABLE USE OF THE INTERNET

Internet access is now available to staff members of RVI. Staff members have access to:
A -mail (electronic mail)
A Ilnternet
A discussion groups
Use of the internet is for nonprofit business only, and RVI may monitor employeesthiséntérnet to ensure that it is being
used for the stated purpose only.
In addition, it is expected that all staff members using the internet will abide by these rules:
1. Users must respect the privacy of others. Users shall not intentionally obtamafopienodify files, passwords,
or data that belong to anyone else. Users should not represent themselves as someone else by using another's
account. No one should forward material without prior consent.

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

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

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

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

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

7. E-malil is not guaranteed t@lprivate. Messages dealing with illegal activities may be reported to the appropriate
authority.

8. Users must exercise care in protecting their passwords. Any abuse of a staff member's account by someone else is

the staff member's responsibility. Staff mesrdbwho believe that someone else may have their password should
immediately change it and report the problem to the system administrator.
9. Users must abide by all existing federal and state laws regarding electronic communication. This includes, but is

notlimited to, accessing information without authorization, giving passwords out, or causing a system to

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

Social Media

This policy governs the publication of and commentary on social media by employees @&oR¥le purposes of this

policy, social media means any facility for online publication and commentary, including but not limited to: blogs, @ikis, an
social networking sites (Facebook, LinkedIn, Twitter, MySpace, Flickr, and YouTube). This poli@ddiiion to and
complements any existing or future policies regarding the use of technology, computaisared the internet.

RVI employees are free to publish or comment via social media in accordance with this policy. RVI employees are subject to
this policy to the extent they identify themselves as a RVI employee (other than as an incidental mention of place of
employment in a personal blog on topics unrelated to RVI). This policy applies to all uses of social media by RVI employees,
especially thosavhose position with RVI would be welinown within the community.

Publication and commentary on social media carries similar obligations to any other kind of publication or commentary.
All uses of social media must follow the same ethical standards HatrfRployees must otherwise follow.

Employees who choose to discuss or identify RVI as their employer must respect all confidentiality issues as addressed
within the Confidentiality Agreement signed upon hire and contained within this manual. Confiohdotiahtion includes

things such as: details of current projects, strategic planning, financial information, research, and trade secretls and any/a
information with regard to the people we serve. We must respect the wishes of our corporate custoioers tregar
confidentiality of current projects. We must also be mindful of the competitiveness of our industry.

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

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

The public in general, and RVI's emplegeand customers, reflect a diverse set of customs, values and points of view. Don't
say anything contradictory or in conflict with the RVI website. When discussing or identifying RVI in your postings, use
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your best judgment and be sure to make it cleairttie views and opinions expressed are yours alone and do not represent

the official views of RVI. Customers, partners or suppliers should not be cited or obviously referenced without their

approval. Never identify a customer, partner or supplier by neitheut permission and never discuss confidential details of

a customer engagement. It is acceptable to discuss general details about kinds of projects and-ideuntgyman

pseudonyms for a customer (e.g., Customer 123) so long as the informatimiegrmoes not violate any nalisclosure

agreements that may be in place with the customer or make it easy for someone to identify the customer. Your blog is not the
place to "conduct business" with a customer. If you see misrepresentations made ahinuh&X¥ledia, mention to RVI
management is appreciated.

Many social media users include a prominent disclaimer saying who they work for, but that they're not speaking officially.
This is good practice and is encouraged, but don't count on it to avdidetrdumay not have much legal effect.

Policy violations will be subject to disciplinary action, up to and including termination for cause.
7.2CHANGE OF PERSONAL INFORMATION

Any time a staff member's personal status changes, he or she must regf@htfeeto the Office Manager in charge of payroll
administratiorin writing. (Form: Personal Information Change

7.3CONFLICT OF INTERESTS

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

OUTSIDE BUSINESS INTEREST®S Staffers may have outside business interests and outside employment so long as these
do not interfere with job p&rmance, policies, objectives and operations of RVI. Staffers may not earn profit from outside
employment or business interests that directly results from affiliation with RVI.

GIFTS, GRATUITIES® Staff members shall not barter (trade) with Individualdar any circumstances. Any employee
verified to be bartering with an Individual shall be immediately terminated from employment.

It is not a practice of RVI to promote or condone their employees to accept gifts from vendors, Individuals or contracted
sewrice providers. Gifts may be considered payment in exchange for services and are discouraged.

PERSONAL BELIEF® RVI recognizes that its staffers may hold a wide range of personal beliefs, values and
commitments. These beliefs, values and commitments epaflict of interest only when (1) they prevent staffers

from fulfilling their job responsibilities, (2) staffers attempt to use the RVI's time and facilities for furthering them, or

(3) staffers continue attempting to convince others of their perbetiafs after they have been asked to stop.

7.4COPYRIGHT

RVI has the right to any materials developed by staff members in the course and scope of their employment hereidyis the pol
of RVI to copyright written material, photographs, drawings, prams other materials when reproduction by others would be
detrimental to the organization.

7.5DRUG-FREE WORKPLACE

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

Any location at which RVI conducts its business isldeed a drugand alcohcfree work place. This means:

Narcotics (heroin, morphine, etc.)

Cannabis (marijuana, hashish)

Stimulants (cocaine, diet pills, etc.)

Depressant (tranquilizers)

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

Alcohol (in any form)

Any employee violating the above policy is subject to discipline, up to and including termination. More specific information
and instructions on our Drigree Workplace are detailed in Attachmddtug Free Workplace Program/Policy

Too Too Too Joo T I

7.6 ELECTRONIC SURVEILLANCE
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Unauthorized electronic surveillance of stafffemployees is inconsistent with positive culture and the respectful treatment of
our employees. Should electronic surveillance become necessary for security reasons or otherwisildlmotice

conspicuously posted.

No employee may record the conversation of another staff/femployee without his or her full knowledge and written consent to
include the date and purpose of the recording. Secret video and/or audio recordings of anotmaplsigdf are prohibited.

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

7.7TEMPLOYEE EXPECTATIONS

Each staffer 6s per fitwal tmthersafeguaandmg of lodividudls' dghts, proviginga quality work

environment for all employees and the health of the Program. Therefore, the following is a basic statement of what is
expected of each employee. It is meant to be illustrativeiure and should not be consideredrallusive.

Supervisors are obligated to maintain standards in both performance and conduct of their assigned staff. When standards are
not met, supervisors have the discretion to recommend disciplinary actiefletd the seriousness of offenses, harmful

impact upon the program and/or participants and other circumstances.

As an employee, you are expected to do the following:

A Safeguard Individuals and their rights. Be aware of and report incidents, and/or arspsated violation of the

rights of the people we serve.

A Becourteous Be friendly, hel pful, and supportive. Use a p

you, 6 and fimay | help you?d whenever appropriate.

A Promote team spirit Work together ashcooperate in an effort to promote quality services and enhance staff

relationships. Help fellow staff members perform their work. Share responsibilities. Recognize the achievements
of others.

A Anticipate and meet the needs of those we senBe observaniand be aware of and react to the individual's

needs. The dignity of those we serve is of primary importance.

A Use good judgment in decisiommaking. Anything that would/may be perceived as questionable or

inappropriate should be avoided. The viming of grsons served will be considered our primary priority when
evaluating such behavior, erring on the side of caution for the people we serve.

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

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

Make efficient use of your time at work Establish priorities with your supesair and use your time wisely.
Knowyourjobanddoitwel. Make sure you know what is expected of
Individuals or performing work at a contract site, do your best and meet the expectations of your supervisor and
our customers.

A Communicate effectively Be open, honest, and truthful with yourself and others. Talk to your supervisor. Ask
questionsProvide complete, accurate and timely reportiiye your supervisor pertinent information, stating the
facts without concealment oxaggeration.

Maintain confidentiality . Keep information concerning those we serve ewotkers confidential.

Maintain professionalism. Behavior and language with all employees and the public should portray a
professional imagéMaintain a safe, clean amdofessional working environment; conduct personal business
during nonworking time; be free of intoxicating or illegal substances on the job or on RVI business; and
always remain fit for duty. Follow all proper department and agency rules, policiescaed pres.

Maintain an appropriate appearance Make sure clothing is clean and you are neatly groomed. It is important
to portray a positive image.

Know the structure, philosophy, and purpose of the organizatiorKnow how you fit into the structure and
purpose of the organization. Maintain and promote its philosophy.

Treat co-workers in a manner consistent with the Positive Culture CommitmenfAttachment Positive

Culture Commitment Demonstrate kindness and respect and offer assistance whenever reqagadsted.

Avoid words and actions that might diminish a positive workplace, such as gossip, destructive criticism, or
unwelcome interference.

> >
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7.8 FEES/HONORARIA

All fees, honoraria, etc. collected as compensation for activities performed duringoucsiohas a representative of RVI must
be turned over to the nonprofit.
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7.9FIREARMS/WEAPONS

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

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

7.10FRATERNIZATION

RVI prohibits staffers from fraternizing with any of the people served by our programs. If evidenceprbfessional, non
work-related interaction between any staffer(s) andmergon(s) served is found, the Executive Director will conduct an
investigation of the charges to determine if a policy violation has occurred.
If a violation is established, the staffer(s) will be dismissed. Further, if vulnerable adults are inaakedst will be filed with
the appropriate authorities.
It is assumed that involvement by our staff with persons formerly served will be professional and ethical. The following
guidelines have been developed:

1) The former Individual must have receivied services from the nonprofit for at least one year.

2) The former Individual must not be involved in counseling or treatment which indicates vulnerability

3) Staff will discuss possible relationships with the Executive Director prior to involvemdmatsany

concerns may be addressed before they arise.

Any violation of this policy will place the staffer's job in jeopardy.

7.11 IN-HOUSE VOLUNTEERS

Staffers who wish to be involved with nonprofit activities during-mmrking hours must be registerediunteers.

Staffers can become registered volunteers by receiving approval from the Executive Director. This approval includes all
activities either on or away from nonprofit facilities. This approval will indicate the nature and the extent of titeevisiu
activities. Nonexempt staffers may not volunteer for activities that are normally part of their job because of possible
violation of Fair Labor Standards Act regulations.

When a staffer who volunteers at RVI ends employment with this organizaioar, her volunteer status is terminated. The
former staffer must apply for a status change if he or she wishes to continue to volunteer. The status change will be
processed contingent upon a positive recommendation from the former staffer's supervisor

7.12 NEPOTISM

It is our policy to avoid bringing family relationships into the workplace whenever possible. However, on occasion more
than one family member may work for RVI. The following guidelines will govern these situations:
1. Nostafferwilbeper mi tted to hire a Arelativedo (hereinafter t
2. When related persons work for RVI, every effort wildl
another frelative. o
3. In cases where direct supervision of a relative cannot be alwiitleout disruption, related persons will
not be involved in evaluating each other's job performance or in making recommendations for salary
adjustments, promotions or other budget decisions.
Rev. 22017

7.13NONPROFIT TRANSPORTATION

This policy affecs any individual who may drive a nonprofit vehicle or personal velildo business for the
nonprofit, attend meeting in other places, or provide transportation to individuals served.

Use of Company Vehicle

Authorized staff are expected to use nonpraghicles when conducting nonprofit business. Vehicles will only be
authorized for use for company business. Any employee using the vehicle for personal business or conducting personal
business while driving a company car on company time shall be stdjisciplinary action up to and including termination
from employment.

Use of Personal Vehicle for Company Business

RVI Staff Policies p. 59 of 121



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

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

Driving Requirements
To be eligible to drive a vehicle owned by RVI or use a personal vehicle for company business, personnel must:
1 Beemployed or approved by RVI
1 Be atleast 18 years of age
1 Have a current valid Ohio Driver's licen$at covers the type of vehicle they are assigned to drive
1 Comply with and meet the requirements of the rules and regulations of service provision
Additionally, the following are required or apply:
T Driverds Abstract ( may brey rtehgrue er eyde aarnsn)u ad tl yt hoer eamip Il ceye
% Annual proof of valid liability insurance.
1 Meet the requirements of a physical examination if required by service provision.
1 Adherence to all Ohio driving laws and rules.
T A revoked or susperndsidx dori vmarbes ddicretnssegn t he empl oye
suspension, and possible termination if the job classification requires the staffer to drive.

T Report revoked or suspended driver ddngimmedmtals e, or si x
1 Moving violations or accidents while conducting company business must be immediately reported to your
supervisor.

f—Employees are responsible for reporting any accidents
1 . no matter how minor, involving an RVI or personal vehicle wtileducting company business,the police
before leaving the scene of the accident.
1 Should an employee receive a ticket for violation of Ohio driving laws, the payment of the ticket shall be the
responsibility of the employee.
All drivers and passengease required to wear seat belts.
The use of tobacco is not permitted in any RVI owned or operated vehicles; and not in the presence of individuals.
No vehicle is to be returned with less than a half tank of fuel. Any gasoline credit cards that migigredashall
be the responsibility of the person to whom the card is assigned. Lost or stolen cards should be reported
immediately. Gasoline cards shall be the responsibility of the employee and misuse will result in termination as well
as referral for dminal prosecution.
1 Report any addition of points (whether personal or on business) to the employee's license to their immediate
supervisor
1 Any use of electronic devices, including cell phones and laptop computers while operating a company vehicle,
including talking, text messaging, checking messages, etc.
Leaving trash in the vehicle is not permitted.
Completion of prerip checklist or any other required documentation/forms.

=A =4 =4
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Any violation of the above will result in disciplinary action up to and inicigdermination.

Revocation of Driving Privileges and Termination of Employment

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

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

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

3. Use of an agency credit card in any vehicle other than for the assigned purpose as stated earlier or falsifying
reimbursement records. This may also result in crimir@dguution.

4. Jeopardizing the safety and wbking of passengers, other drivers and/or Individuals while driving a vehicle owned
by RVI or while on business for RVI.

5. Failure to provide annual proof of valid liability insurance upon request.

Usage Logs & Pe-Trip Checklist

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

Safety Equipment/Maintenance

Designated safety equipment shall baikable on all vehicles in accordance with requirements set forth in the most stringent
applicable regulations relevant to the organizationds se

All safety equipment shall be secured or stored in a safe manner. The Department Maiblgerasponsible for regular

vehicle checks to insure all equipment is available in working order. The Department Manager shall also be responsible to
complete regular maintenance checklists and schedule the vehicles for work done as needed and twr perftract for

any training that might be required by drivers.

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

Vehicle Accidents

In the event of an accident withnonprofit vehicle:
1 Stop as near to the scene as is safely practical, avoid blocking traffic, and otherwise minimize potential danger to
others.
If qualified, administer necessary emergency first aid if no emergency medical personnel are available.
Notify police or ensure notification of police has been made.
Provide and obtain identification and insurance information to and from all involved parties.
Cooperate with police and emergency medical personnel.
Avoid admitting guilt or offering any settlements.
Obtain names and addresses of witnesses.
Notify your supervisor immediately.
ProvideRVI with copies of all documentation issued by law enforcement
Rev. 22017
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7.140PEN DOOR

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

RVI operates in an fiopen door o manner . Al | empl oyee inp
recrimination of his or her position. There are occasions when you have a complaint redp@rdienyite operation of RVI
or you have suggestions to improve our services. We are interested in your ideas and using them to improve services.

Start with the right person

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

Issues need to be timely

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

Be specific

Objectively state concerns, involved individuals, when it happened or did not happen and what ytowseahippen in the
future.

One issue at a time

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

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

7.150UTSIDE EMPLOYMENT OF STAFFERS

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

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

b. Interest Conflict - Defined as when an employee engages in outside employment which tends to compromise
his or her judgment, actions and/or jobfperr mance wi th RVI or which compron
community.

Full-time employment with RVI shall be considered the employee's primary occupation, taking precedence over all other
occupations. "Out si de" e mpalcangem ¢orihe Execotive Direcioroomyi ifiit gdierselyn g *
affects the employeebs job performance with RVI or con:
Should the Executive Director feel that an employee's outside employment is adversely affecting the efobloyee's
performance, the Executive Director may request that the employee refrain from such activity. Any conflict, policy
infraction, or other specific offense which is the direct result of an employee's participation in outside employment shall

be disciplired in accordance with the policies set forth in this mang8&ff members who are on medical or family

leave may not engage in outside employment during the time of their leave

A staff member who sustains an injury or illness in connection wittub§f employment will not:
1. Be entitled to receive workers' compensation benefits provided by RVI
2. Accrue credit for vacation, sick leave, or any other discretionary employment benefits during a period of absence
resulting from such injury or iliness
3. Be entitkd to the normal contribution by the nonprofit toward health care benefit premiums during a period of absence
resulting from such injury or illness beyond FMLA entitlement
In those cases where an-dfity, employmentelated injury or illness results irsgaff member's temporary disability, the staff
member must either request and obtain a leave of absence without pay, request and use accrued paid time off wheraby items 2 a
3 above would not apply, or be subject to termination by the nonprofit dué tf lacailability of work.
A staff member's authorization to engage inrdiify employment may be revoked at any time and at the sole discretion of the
nonprofit where it is determined that it is in the best interest of the nonprofit to do so.
Occasionly, a staff member may request to work part time in addition to his or her regular job, in some other capacity at
this organization. Permission to do so will be given in accordance with this policy on outside employment. In such cases,
the US Departmertdf Labor, Wage and Hour Division has established guidelines that require hourly employees to be paid
overtime for hours worked in excess of 40 per week, regardless of position or department.

7.16 OUTSIDE VOLUNTEERS

It is the policy of RVI to provide gportunities for volunteers so that they can gain practical and professional experience, or

so that they may simply have an outlet for helping the people we serve.

To be accepted as volunteers, candidates must complete a Volunteer Application form (s&®okomeer Applicatiop,

undergo a reference and background check, and be interviewed by the Executive Director or the manager in charge of the
volunteer program. If appropriate placements can be made, volunteers will be assigned to work undera swperwsl

see that they adhere to a work schedule and observe the same rules and codes of conduct as all regular staff members at RVI
All volunteers serve at the discretion of the Executive Director, who can terminate their relationship with RMiraedor

any reason.

7.17PERMISSION TO LEAVE DURING WORK HOURS

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

7.18PERSONAL APPEARANCE

As representatives of RVI, staff is expected to exhibit a neat,grnetimed appearance. Shirts, pants/shorts, socks and shoes
are to be worn at all times. All work clothes are to be clean agdad condition and presenting a positive, professional
image. All employees of RVI are strongly encouraged to dress for safety and in good taste at all times. For this reason, the
following guidelines shall apply:
1 Dresses, skirts and shorts shall not bertghn than 4 inches above the knee
1 Shorts may only be worn by Workshop employees and attendees from May 1 through October 1.
1 Open back, halter tops or midriffs are not permitted
T No tight or restrictive cl ot hi ngrayb&womiwithiaprgfessonat h as fis
looking top that is at least fingertip length.
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Cutoff shorts will not be permitted. No cut wshirts.

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

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

Clothing that may be considered revealing or provocative is inappropriate and will not be permitted (including

lowcut, back or midriff baring tops or pants)

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

1 Staffers shall not wear dangling earrings (those which hang below the earlobe) when working widbatglor on
the Production Floor

1 Clothing with holes or rips is not permitted

1 At no time should undergarments be visible, through or around other clothing.

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

=A =4 =8 =4

Employeesnay be afforded exceptions to this policy when such attire is appropriate for the activity being conducted
(exercise, swimming, etc.), and should utilize good judgment and consider professionalism at all times. Swimwear should be
modest at all times; bikis are not allowed. Additionally, more restrictive guidelines may be placed on employees working
off-site when the individual, site, or home requires and will be communicated individually.
Rubber or skid resistant shoe bottoms are required for all engslayarking on the Production Floor as defined above*
(Steettoed shoes may be required for certain jobs).
Special safety equipment may be required by law or by RVI. This may include eye protection, hearing protection, foot
protection and/or gloves.
In addtion to the above listed general restrictions and requirements, proper attire for operation of power equipment, for
safety reasons, include the following:

1 Safety glasses at all times

9 No loose clothing

9 Long hair pulled back from face and secured

9 No largerings or ornate jewelry (i.e. bracelets, necklaces)

9 Earplugs and facemasks are available at all times
Businesses with which RVI contracts may dictate standards for acceptable attire at their sites and it is expected that RVI
employees abide by any suchretards.

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

7.19 FERSONAL PROPERTY

Staffers who bring personal belongings to the office to decorate their workspaces and common areas, or to facilitate their
work, must ensure that such items are prominently marked to prove ownership. If an article has been foundgivento be

to the front office immediately for safekeeping.

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

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

RVI will not be responsible for neassential items that may be lost, stolen, or damaged.

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

When the direct physical action of a Individual results in damagor the destruction of, personal articles owned by staff of
RVI that are being used in the scope and course of their duties, and when reasonable care has been shown by staff, then RVI
will reimburse the staff member for the reasonable cost of repttieactual cash value of the item (cost less depreciation)
upon approval by the Executive Director. Reimbursement for eyeglasses will not exceed $250, twice per year. Employees
should not wear jewelry or other nessential items of substantial valuetake items to work that have no functional use at

the specific job site. RVI will not reimburse employees for such items if damaged or stolen.

7.20PERSONNEL RECORDS

This is a description of the nonprofit's recéwekping system with regard to peraehinformation. Each staffer's individual
personnel file is regarded as confidential information and is treated as such. The only persons with access to tie file shal

the department manager, the HR Manager and Executive Director. Staff membersréttegh access to their own personnel

files provided requests are made in writing to the HR Manager. Appointments must be made so that employees may review
their files with supervision in a secure | ocation. Copie
Staffersd personnel files include, but are not | imited t
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A Application and resume

A Letters of appointment and acceptance

A Signed job description

A Copies of transcripts, diplomas, certificates and licenses

A Current and pastgsformance evaluations

A Any memoranda or documents relating to performance which are of current relevance

A Memoranda concerning unusual job changes or transfers

A Letters of commendation or other indications of exceptional performance

A Warning lettes and records of all disciplinary actions

A Training records, including grades and notations of those who have completed or are presently-hakisg in
training programs

A Leave of absence information including some limited medical documentation

ASigned code of ethics and other notices requiring staf

A Documentation required by state or private regulatory agencies

7.21RECEIPT OF POLICY MANUAL

A copy of the personnel policies manual and/or any addendum that may affect their eemplojlirbe made available

online to all staff members. Staffers are responsible for reading and understanding RVI's policies. Staffers also a&knowledg
their understanding that no part of this manual shall be construed as being an employmend aatitesémplied or

expressed between the staffer and the nonprofit. There is no guarantee of employment made to any staff member in this
manual.

This manual has been prepared for the information and guidance of staffers working at RVI. It is intendedtte cover
procedures, rules and policies most often applied tet@tdpy work activities. Some of the information will change from
time to time since our policies are under constant review and are revised when appropriate. Such changes will be
communicatedad you in writing, in advance of their implementation.

7.22REPRESENTING THE NONPROFIT

No employee shall make a public appearance, news release, or public speech representing RVI without the specific knowledge
and prior authorization of the Executiver@itor or her designee.

Employees may not speak to the news media as an official or unofficial spokesperson of RVI without prior clearance from

the Executive Director. All inquiries from the media should be referred to the Executive Director.

Shouldanem!| oyee receive a media inquiry, he or she shoul d re
reqguest. You should refer your question to the Executive

7.23REQUESTSFOR INFORMATION ABOUT STAFFERS

RVI recognizes the individual staffer'gihit to privacy. Therefore, all requests for information about a current, retired or
terminated employee must be transferred to the Human Resources Manager, or designee, who may disclose to prospective
employers dates of employment, final title or posithoil job location. With the staffer's written consent, the Human

Resources Manager may give up to a-ffear employment and salary history.

The nonprofit will require each staffer involved in record keeping to adhere to this policy and practice,aimhsiolay

result in disciplinary action up to and including termination.

7.24SMOKING / SMOKELESS TOBACCO / E-CIGARETTES

This policy refers to the use of tobacco in any form, as well as the use of related products/substances such as electronic
cigaretts , et c., hereon referred to as fAsmoking. 0

RVI offers a smokdree work environment. Smoking is permitted only in designated areas. Staff members should see their
supervisor for approved designated smoking areas. Smokers are responsible for keepiagctearaand free of smoking
debris.

Smoking in the presence of nemoking persons servedrist permitted.

Smoking in company vehicles is not permitted.

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

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

Residential staff should use good judgment in deciding when and where it is appropriate to take smoking breaks. Smoking in
I ndividual 6ds r esi de n cualsshoukl nohle teft ynatended.tAtldéiahally sntbkells are respansible
for cleaning up any mess left behind. Failure to do so will result in suspension of smoking privileges.
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Staff members are not permitted to chew smokeless tobacco while in worlaadestsould not leave bottles/cans in areas
where Individuals could have access. Staff is expected to respect good housekeeping at all sites.

7.25SOLICITATION AND DISTRIBUTION

No employee shall be permitted to solicit or distribute literature of amy diring the actual working time of the

employee(s) soliciting, or the actual working time of the employee(s) being solicited. This does not include recognized
breaks and lunch period. However, at no time may any employee(s) solicit or distributalroataerature of an illegal

nature, or that by its distribution or by employees participating, constitutes a form of gambling. Any person who slistribute
nonRVI program material and literature is responsible for its accuracy and content.

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

This policy is vital to our efficiency and palactivity, and is also critical to egoing working relationships and continuing
goodwill with the public we serve.

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

Distribution of literature by means of RVI facilities, including mailboxes, bulletin boards, walls and tables, shalldzetbmit
official RVI information and material pertinent thereto, unless expressly approved by the Executive Diradt@mnice.

7.26STAFFER FINANCIAL AFFAIRS

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

7.271 TELEPHONE USE

Telephones are an important resource to the operation of RVI. Therefoimpbigant to keep the lines free of personal

calls. Such calls, both incoming and outgoing, are discouraged and should be limited to break times, not only for business
reasons, but because the service we provide to individuals suffers when attentiamiawlag due to personal matters.

Personal use of telephones for ledigtance calls by staffers at RVI is not permitted, except in the case of emergency and
with permission from their supervisor. Employees should also limit the use of personal cell gidiodser electronic

devices such as iPads, etc. to break tindse of tweway radios is strictly prohibited. Staffers are not permitted to use cell
phones while supervising or providing direct care to Individuals, or while driving company vehiclgsvehéoie to

transport Individuals. This includes text messaging or web surfing. Additionally, telephones belonging to Individuals served
are not to be used by staff. Apparent abuse of this policy will result in disciplinary action.

Company Cell Phones

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

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

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

presented above.

Rev. 22017

7.28 TIME CLOCK

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

If a staff member forgets to punamor out, he/she should report to the supervisor immediately and in writing to have the time
corrected. Frequent or intentional failure to puirchr out could result in discipline.
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Misuse of the time clock or purposely phing in/out for another staff member is considered a serious violation of policy that
could result in termination.

7.20 TRAVEL

From time to time, staff members of this nonprofit will be required to travel on official business.

of travel and lodging, all staffers will meet the following requirements:

1.
2.

o u

8.

9.
10.

Obtain prior approval from their immediate supervisor for any overnighyfetatwn travel plans

Report all expenses such as meals, lodging, tips, travel to and featedtination, and car renta{Eorm:
Expense Reimbursement FormMileage on personal vehicles will be reimbursed at the rate established by
the IRS (FormVehicle Mileage Reimbursem@nt

Buy airline tickets as far in advance of a trip as possiSkek discount fares. Consult a travel agency for the
best fares based on time of arrival and departure, booking restrictions and comparison of various carriers
Choose rental cars (only when required) and rental car companies by price, not by fiegadfiliation.

Rental cars should be the least expensive available

Buy only the type of gasoline recommended in the car manufacturer's specifications

In order to cortast the

Purchase gasoline where cash discounts are offered a

Stay in moderaly priced motels. For safety reasons, staffers may stay in a more expensive motel or the
motel where a meeting or conference is held

When attending a-tlay meeting within a threlkour drive of your home, do not rent a motel room for an
overnight sty without permission from the Executive Director

Use discretion with meal costs and show a receipt for all meal expenditures

Use company vehicle when possible

Other expenses that have been identified for reimbursement must be accompaniettthyecdgpt and must be
submitted within 30 days. Employees are provided a schedule of allowed expense amounts and will reimbursed
according to that schedule.

Staff Expense Reimbursement with Individuals Served

Staff who accompany individuals to eof-home meals and activities during the course of their work duties will be
reimbursed for the costs of these meals and activities by RVI. Expenses must occur as a result of providing services in
rdance with each i ndi viable ddcdimented an8 suPmitted aEcorgirgy tosaeceptabteu s t
procedures. Normally, these procedures include providing receipts for each expense item and submitting a completed
Expense Sheet to your supervisor by the end of the month in which they occurred.
Ceilings considered relative to meals should be consistent with the following ranges:

acco

Breakfast No more than $5.00.
Lunch No more than $7.00.
Dinner No more than $10.00.

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

Ceilings considered relative to activity and recreational feed:

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

Mi |l eage incurred during the regular course of your
you at the rate set forth by the IRS(changesodically). Mileage is only reimbursable when the client is with you in your

personal

vehicle or you are traveling between client homes.

(Form: Expense Reimbursement and Form: VehMikage Reimbursement)

7.30 USE OF NONPROFIT ASSETS FOR POLITICAL PURPOSES

duti e

Since RVI is registered as a 501(c) 3 corporation, there are definite restrictions on its involvement in political exege®, Th
no funds or assets of RVI may be used to promote a political candidate or party. This includes use of thés isoppiis,
materials, stationery, postage, telephone, equipment, or property.

7.31 USE OF NONPROFIT LETTERHEAD

Staff members may not use official nonprofit stationery, envelopes, etc., when the nonprofit's influence could be ndsconstrue
either as diect solicitation for funds or as expressing personal opinions that could be interpreted as a position or statement of the

nonprofit.
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7.32 USEOF NONPROFIT PROPERTY

Staff members will not directly or indirectly use or allow the use of property, equippnenpplies belonging to the

nonprofit or located on the nonprofit premises for any purpose other than nonprofit business, unless special permission is
obtained from the Executive Director. Furthermore, no staff member shall willfully alter, mutilase, @bwaste any

property, equipment or supplies belonging to the nonprofit or located on nonprofit property. The improper, careless,
negligent, destructive or unsafe use or operation of equipment or vehicles can result in disciplinary action, up to and
including termination.

If, in the course of normal business use, a staffer notices that any equipment, machines, tools or vehicles appear to be
damaged, defective or in need of repair, he or she should notify the supervisor in writing as soon as passiiile. P

reporting of damages, defects and the need for repairs could prevent deterioration of equipment and possible injusy to staffe
or the people we serve.

7.33 VISITORS
Procedures:
1. All workshop visitors should be instructed to check in at tikeptionist's desk as soon as they arrive at the
facility to sign in and receive a visitorbds badge

2. Children are prohibited from entering the Workshop area and should remain in the lobby or may be permitted
into office areas
3. Staffers should not periré visitor in their area without notification and clearance by the office as identified
by a visitords badge or accompanied by a staff membe
or department, the staffer should inform the officethimevent that clearance cannot be granted, the visitor
should be directed to the receptionist's desk. The receptionist will determine the purpose of the visit and take
either of the following courses of action:
A. Inform the appropriate department of thsitor's arrival and give directions to it, or
B. Refer the visitor to an appropriate supervisor for further action
4. Visitors are not permitted at Residential or Contracted Services sites without express permission from the
manager priortothe i si t or sdé arri val

7.3 WORK AREAS, DESKS, AND LOCKERS

It is desirable for RVI to project a competent and professional image to the public. It is therefore necessary thatatbstedf
maintain good housekeepiimgand aroundall work areas in orddo conduct our business efficiently and to project a positive
image.
For housekeeping reasons as well as to insure thetedinnt egr i
work or habilitation areas as designated by the depattmanager.
Desks and Lockers are assigned for the convenience of employees and persons served on the following conditions:
fDesks and Lockers are to be kept clean and orderly.
flitems should not be left on top of lockers or lying about.
T Any difficulty with a desk or locker should be reported immediately to the supervisor.
TRVI can inspect desks and lockers and their contents at any time.
1 The nonprofit will not be responsible for the loss of any property from the desks and lockers.
Employees and persons seshshall be responsible for any intentional damage to desks and lockers.
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APPENDIX A FORMS

CoNOOOA~ALONE

Confidentiality Acknowledgment

Disciplinary Action Form

Dismissal Acknowledgment

Expense Reimbursement Report

Family and Medical Leave A¢FMLA) Rightsand Reuest Form
Final Pay Agreement

Grievance/Complaint & Resolution Discussion Form
Incident Report (for Individual)

Injury Incident Report (for Staff and Individuals Served)
Leave Request Form

Performance Appraisal

Personal Information Change
Photo/Audio/Vis@al/Media Consent Form

Release of Information

Report of Safety Hazard

Requisition Form

Vehicle Mileage Reimbursement

Volunteer Application
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CONFIDENTIALITY ACKNOWLEDGMENT

I shall respect the privacy concerns of the people we serve, and | shall holdcionfidence all information
obtained in the course of professional service, whether that information is obtained through written
records or daily interaction with the person. Therefore, | will not disclose an individual's confidences to
anyone, except:

1. as mandated by law;
2.to prevent a clear and immediate danger to a person or persons;

3. where | am compelled to do so by a court or pursuant to the rules of a court.

| shall store or dispose of professional records in ways that maintain confidentiality.

| shall possess a professional attitude that upholds confidentiality toward the people we serve, colleagues,
applicants and any sensitive situations arising within the nonprofit.

I, upon my termination, shall maintain client and ceworker confidentiality and | shall hold confidential
any information about sensitive situations within this nonprofit.

| understand that violation of this confidentiality statement may be grounds for immediate dismissal.
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RIVERVIEW INDUSTRIES, INC.
- FORMAL WARNING NOTICE-

Employee Name:
DepartmentTitle:

Employee of Riverview Industnes, Inc.:
This warning is being issued in response to the incident described below:

(include specific information on behavior exhibited)

You have violated the following policy:

This warning is considered to be;
Verbal Counseling
Written Counseling
Final Written Warming

Please be advised that immediate, satisfactory improvement must be shown and
maintainted or further more severe, disciplinary action will be taken up to and including

termination.

Employee's Comments on Incident:

Warning |lssued By:

Mame and Tiths Diarbe

Employee's Signature:

[Acknowledges understanding of violation, and receipt of copy of warning)

Distribution:

Original to Human Resources to Personnel File
Copy to Supervisor

Copy to Employee
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DISMISSAL ACKNOWLEDGMENT

| understand that the following behaviors are grounds for immediate dismissal. They include,
but are not limited to:

1. Theftd including, but not limited to, the removal of company property or the property of another staffer or
client from the job site without prior authorization.

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

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

4. Falsifying or altering company records including client records such as BIRs, data sheets, timesheets, etc.
or knowingly and willfully submitting false statements or information

5. Sabotaging or willfully damaging nonprofit equipment or the property of other staffers.

Abandonment of job 1 walking off the job without supervisor permission.

7. Insubordination involving, but not limited to, defaming, assaulting or threatening to assault a supervisor;
refusing to carry out the order of a supervisor; shouting at or using tone and language that is considered
disrespectful toward a member of management.

8. Threatening, fighting, or provoking a fight with any person on company premises.

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

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

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

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

13. Substantiated allegations of Clientsd RightisseMalol at i c
in nature

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

Signature Date
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(R0, liEa

EXPENSE REIMBURSMENT REFORT FOR THE

MONTH OF:
Submit to immediate supenisor the first day of the following month
DATE OF INDIVIDUAL(S)
ACTIVITY SERVED MEAL COST ACTIVITY COST TOTAL COST
*Pjeaze atfach receipiz for all expenses™ Amount Due:

Printed Name:
(Riverview employee)

Signature: Date:
(Riverview employee)

Approved by: Date:
(immediafe Supervizor)

Fevised 04/15/12
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Responsibilities Wage and Hour Division

Notice of Eligibility and Rights & U.S. Department of Labor m“
(Family and Medical Leave Act) 115, g o o o

CME Comtrol Mumshar: 1235-0003
Expizes: 53172018
In peneral, io be elizible an employes must bave worked for an employer for at least 11 months, mest the hours of service requirement in the 12
months preceding the leave, and work at a site with at least 50 employees within 75 miles. Whils use of this form by employers is optional a
fully completed Form WH-381 provides emplovess with the information required by 29 CFE_ § 825 300(b], which must be prowided within
five business days of the employee notifying the employer of the need for FMLA leave Part B prowides emplovees with information
regarding their rights and responsibilifies for taking FMLA leave, as required by 20 CF.R. § B23.30000), ().

[Eart A — NOTICE OF ELIGIBILITY]

TO:
Employee
FR.OM:-
Employer Bepressntative
DATE:
On . you informed us that yon needed leave beginning on for:
The barth of a child, or placement of a child with you for adoption or foster care;
Your own senions health condition;
HBeranse you are nesded i care for your, OIS, child;, parent dus 1o kis'her serious health condition
Becanse of a qualifying exigency arising ouf of the fact that your SpOusE; som or daughier,  parent is on covered
active duty or call to cowered active duty stamos with the Armed Forces.
Becanse you are the spouse;_som ar daughter; pareni; pext of kin of a covered servicemember with a

seriows injury or illness.
This Motice is to inform you that yoo-
Are eligible for FMLA leave (Ses Pant B below for Rights and Responsibilities)

Are  mpot eligible for FMLA leave, because (ooly one reason need be checked, although you may not be eligible for other reasons):

Yiou have not met the FMIA s 11-month lenzth of service requirement. A s of the first date of requested leave, you will
have worked approxmmately  months fowards this requirement.
You have not met the FMLA s bours of service requirement.
You do not work and/or report to a site with 50 or more employess within 73-miles.
If vou hawe amy questions, contact, o1 view the
FMLA poster located in

[FART B-RIGHTS AND RESPONSIBILITIES FOR TAKING FAMLA LEAVE]

As explained in Part &, you meet the eligibilit ¥ requirements fior taking FMLA leawe and still have FMLA leave available in the applicable
12-month period  However, in order for os to determine whether your abcence qualifies as FAMT.A leave, yon must refurn the
following information to us by . (If a certification is requested, emplovers must allow at least 15
calendar days from receipt of this potice; addidonal fime may be required in some croumstances. ) If sufficient information is oot provided in
a fimely manner, your leave may be denied

SurfTirient oenti fic amon to soppert your request for FMLA leave 4 certifiration foom that sets forth the infirmation necessary i suppart your
request i s mod enclesed
Other infoomation needed (such as doommentation for military famiby leave]:
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I your leave does quealify as FMLA keave you will have the following responsibilifies while on FMWLA leave (only checked blanks apphyc

Comtact at o make ATArESments to Confime to make por share of
ihe prewim an 'y our health innranes to maintin health henefits whils you are on kave. Yiou bave a mirdmmm (or indicate

o, I grace peniod in which io make premsum payments. If payment is not made timely, your groop healih mamnre may be
mﬂﬁmﬁnmﬂ-mnmnﬂli@hﬂehﬂhmhﬁmﬂﬂu Al U ., W Y pay Your
share of the premiume doring FMLA lkeave, and recover these payments from ym upon your refom to wok.

Yiou will be required touse your available paid sk, vaCation, and'or oither leave dorirg your FMLA absence.  This
mMmﬂmwmﬂMﬂhﬂﬂMhmmmmmmﬂmem
il e

Tre o your stane within the compary, you are considersd a “key employes”™ a5 defined in the FIMILA. As a“key employes.” restaration o
employment may be demied folloeing FMLA leave on the groumds that soch restoration will camse sobstantial and srievmes economic nfory os.
WﬂmmmMmmmhmdMMﬂmmmm
ECODOMED 0.

While mh'ue mﬂhemmdm ﬂltlshusmllpu:ndl: [qxl:u nf]m shllr.ani mient o e i wodk every

I the circomstances of your leave change. amd you are able to return to work earlier fhan the date indicated on the this form, you will be required
to motify us at least two workudays prior o the date yon intend fo report for woerk.

I your leave does quealify as FMLA lkeave you will have the following righis while on FIWMLA leave:

= Yiowhave a right imder the FMIA for up to 12 weeks of unpaid lesve in a 12-month period caloulated as:
— the calendar year (JTamuary —December).

a fimed leave year based on,

the 12-maonth period measred fiorwmard fom the dare of your first VLA leave nsage.

a “rolling” 12-mounth perind measmed backward from the date of amy FMLA lene usage.

= Viow hawe a right under the FMTA for up to 26 weeks of inpaid lerve in a single 12-month period to care for a covered servicemember with a senome
injury o dipess. This single 12-month peried commensed on,
Ymhahhhnﬁmmuhmm&dmmmﬂﬁm&mmhmmuﬁjmmmm
Yiou mmest be reinstated to the same or an equivalent job with the same pay, benefits, and terms and conditions of retum from.
FMILA-protecied leave. ufmmmmmjﬁhu end of your mmmn vou dio oot heree refurn ﬁmﬂﬂﬂ_‘}
- E}m&}nﬂ[ﬂmhnﬂiﬁﬂmﬂgl‘hﬂ.&hﬂeﬁ:amtﬂumIjﬂncmmm,ma,{rmsunﬁmlmhtcmﬁmm
oo FMLA leaver 1) the contimation, requimence, of onset of 3 coversd servicemember” mjury of illmess which would enttle
Emuﬂﬂnmmhmimﬂmmh:umﬂmmﬂmmhmﬂﬁhﬂhmm
pudmmbdlaﬁdli:g]mwm
= Ifwehave not informed you above that mﬂmmmi;uﬂmwwh‘h mmwmmmmmm,umm
_ =ikt vecabion mmd'or 4 leave nim conoumendty with eisflement, provided you mest amy applcable requirements of
the leawe policy: Amttdﬂetuﬂﬂm:ﬂﬂihﬂnnﬂshhﬂmdpnihwmmﬁmdusﬂhﬂihﬂn Ifyon do not meet the requirements for
iaking paid lerve, you remain enfitled to take mmpasd FMLA lave.
__ Fora copy of conditiors applicable to sick vaction oiber leave usage please refer io available at

— Applirable conditions for nse of paid leave

Omce we obiain fhe information from you a5 specified above, we will inform you, within 5 bosiness days, whedher your leave will be desigmaied a5
FAMLA leave amd count towards your FALA leave entitlement If yon have any questions, please do not hesitate to contact:

It s mamdatory for employans fo mmﬂmﬂmmﬁ:m&m-ﬂMde@U&C EMIT. 29
CFE. £ EX53000b), (). Itis momdatery for amployers to retain a copy of this &isclonms i thair moonds for thmea wams. 29 U S.C. § 2616 29 CFE g B25.500.
Pamons are not requined to respond to this collection of infoemation unless it displays a curmentiy vald OME control nembar. The Department of Labor estimates that it
will take an average of 10 mimites for respondants. to complets this collection of mformaton, mchding e Gme for reviswing instmctions, warching sxsting data
womres, Fatharing ad mamoining the daa needed, and completing and roviewing the collection of infecmation. Hyou hane amy commments reganding dhis bardan
estimate or 2oy othar xspect of s collection mformation, imcnding seggestions for educing this berden, send thae to the Administator, Wage and Foer Divtuon,
5. Departmant of Lakor, Room 5-3502, 200 Comstitution Ave., MW, Washingion, DO 20210, DO NOT SEND THE COMPLETED FOEM TO THE WAGE
AND HOUE DIVISION.
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FINAL PAY AGREEMENT

| understand that upon my separation from RVI, | am responsible for returning any nonprofit
equipment or property issued to me, including keys. If | fail to return any such items, | agree that
the nonprofit may withhold from my final paycheck an amount equal to the value of the non-

returned items.

The following items have been iSSUEA t0  .......ccovviviiiiiiiie e
(Print staffer's name)
Item Date of Issue Date of Return
Staffer's signature Date
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RVI, INC.
GRIEVANCE/COMPLAINT FORM

Name of Grievant/Employee Grievance No.
Empl oyeeds Dept. __ | nts ChSgokacki f mul ti pl e
Date of incident causing concern Filing Date

What is the nature of this complaint?

Statement of facts:

Names of witnesses, if any:

Desired Resolution:

Signature of Grievant/Employee:
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RVI, INC.
RESOLUTION DISCUSSION FORM
Attach all previous documentation

Todayds dat e

Name of Grievant/Employee

Meeting attendees

Nature of complaint

Discussion of facts:

Resolution: (must be presented in writing within 5 days discussion)

Signature of Author:

| accept this offer of resolution: yes no

Signature of Grievant/Employee
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RVI, INC.
INCIDENT REPORT FORM

a.m./p.m.
Name of Individual Date Time of Occurrence

Name of Reporter Title

Type of Incident: (check one)

¢ Behavior Incident

¢ Other

¢ Unusual Incident: (check one):

0 Injury of Individual or Staff

Unexplained injury of Individual
All egation of abuse / neglect or violation of
Stolen, missing or damaged property
Serious behavior incident
Medical issue
Formal grievance
Other

O O0OO0OO0OO0OO0OOo

Was SSA/LHM called? Yes No If yes, spoke with:
a.m./p.m. Others notified:
Date of call Time of call

1. Facts: a) Describe the incident. Include who, what, when and where. (Attach additional sheets if necessary).
b) How long did the incident last?

2. Circumstances: Specifically describe the activities of the individual, staff, and RVI organization during the
following time frames:
a) What was happening immediately before the incident:

b) What was happening when the incident occurred:

¢) What was happening, generally, in the last couple of hours or so, before the incident:
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3. Indications: a) Were there any indications/cues from the individual that the behavior was about to occur? If so,

explain:

b) Was there anything happening with the individual (illness, mood, etc.) on the day that may have contributed to

the incident? If so, explain.

4. Response:a) Describe the staffés intervention/response

b) What was the individual s response to the staffobs

¢) How did others respond?

5,Result:a) From the individual s point of view, what
incident?
b) Does this seem to be a recurring behavior? Yes No

6. Opinion: What are your suggestions to avoid this type of incident or for Behavior Management?

7. Injuries: If applicable, describe any injuries and follow-up measures, including First-Aid, which occurred.

8. Was a restraint used? Yes No If so how many?
Signature of Reporting Staff Date
Signature of Witness Date
Signature of Administrator Date
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Employee Incident Report Form 48

Injured Worker should answer gff questions complefely . Date Completed:
Employer: Riverview Industries, Inc. Policy Number:  605628-0
Employee Mame: Social Security #
Home Address: Birth Date:
City, State & FAip: Telephone Mumber:

Male or Female:
Department: Shift Worked:
Position: Length of Sendce:
Diate: of Injury (DLOL); Tirme of Injury:

Exact locaion of Incident {inchude room # if applicable);

Describe e cause of the injury including wihat you were doing just before the incident and what you did mmediately
after the incident. Be sure to include any persons, objects, or substances involved:

Were there withesses? I yes, list all names:

Did you report the incident to anyone? IF MO, wity not?
FYES, when and to whom did you report the incident?

Who was your supenvisor (or Change Murse) at the time of incident?

What specific body parts wene affected as a result of the incident?
Indicate affected areas on the diagram to the right as well as listing i W

here:

What type of injury, ¥ any, did you experience? (Ex Strain'Sprain,
Frachure, Confusion, eic.) Be as specific as possible.

What were the confributing factors? (Ex Resistant or Combative
Resident, Slippery Floor, Lack of help available, Lack of training
on task being pesformed, ebc.)

Could something have been done differently to prevent the incident?
Was First Aid administered on-site? I yes, please describe (i.e. ice appled, deaned and bandaged, etc. )

Did you seek treatment at the Emergency Room? A physician's office?
I yes, when?
MName of treating physician and hospital or facility:

Was this an aggravation of a previous ingury (reinjury]?
I yes, when was the previous injury?
Did the previous injury ocour at work?

Medical Release
Linder ciment Workers" Compansanon w, the employer is entited i 2 signed medical relsasa.
"I herely auforze any person of persons wha have In the past or will In the fulure medically attend, treat, or sxamine me, or any
person who may have Information of amy kind which may be used io reach a decislon In any clalim for Injury or diseasa arising fom
the Injury descibed above fo discioss such Information to my employer, my employer's managed care organization, or my
Employers designated representative, CompManagement Health Systemsa. A copy of this form will serve 3s the onginal ™

Havalabie
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Riverview Industries, Inc.
Employee Leave Request

This request should be submitted to the Immediate Supervisor at least five (5) days before the
desired time off, except sick leave, which is due upon returning to work.

Employee Todayos
| request day(s) and/or hour(s) of: Vacation@o1) _ ; Sickeo2)
Bereavement (904)__ ; Jury Duty (906)___; Non-Paid Leave (910) ___; Floating Holiday (012)____.
Beginning on 20 and returning to work on 20

Employee Signature Date
Manager Approval Date
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