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D AS A GUIDE FOR THE EMPREREGBRM THE JOB IN AN EFFICIENT
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POLICBWAGESAND ALL WORKING CONDITIONS WITHAVINGTO
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MPLOYEER2 RETAINSTHE ABSOLUTE RIGHI TERMINATEANY
OR WITHOUT CAUSE. IN THE SAME REGARD, AN BWMRL.OYEE
THR2ATANY TIME, WITH OR WITHOUT NOTICE OR WITH OR WITHOU

ALL PREVIOUS EDITIONS.
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Preface

IR20peratesthree programs under our company umbrell@ommunity The policies and provisions
Supports CommunityLiving and CommunityEmployment For the sake contained in this handbook
of simplicity, the term IR2' will be used throughout the policy manual ReTeJo|YATRC1IR=13alo] (o) /ISIMg] X

as it relates td-REACH,anc. and its associategrograms Terms (i.e. otherwise indicated in a
her, his, hers, or him) will be used interchangeably throughout the JeETgileb|F1@elo][[aVAI@eI o) [ [e]sR
employee handbook as gendeeutral.

The policies and provisions contained in this handbook apply to all employees, unless otherwise indicated it
apolicyor provision.

Management Rights
Only the Executive IR2is continually looking fowaysto improve the services provided to the
Director or her peoplewe serve.Inorderto accomplistthis, IR2retainsall rightsto manage,

designated direct, and control its business and, as such, has the tggplan, manage,
representative has the direct, and control the work of employees. Inclusive in this right is the right
authority to makeany to hire; the right to determine the size, structure, and makeup of the work
IERL RN e ekl force; the right to establish hours of work; the right to assign job tasks; the
MR Aol  right to establish personnepay,and benefits systems; the right to evaluate
work performancethe right to establishwork rulesandstandardsandthe
right to discipline and terminate employees. Only teecutive Directoor her designated representative has
the authority to make any changes or exceptiondR2 policies or procedures. In addition, tHexecutive
Directoror her designated agent or reggentative may terminate or reassign any employee and may change
any employee's status from full time to part time, for any reason, with or without cause, as management deems
necessary or proper, with or without notice.

Vision
The vision ofR2is to provde premier services that promote quality of lifadependenceand ability.

Mission
In order to support this visionL wH Q&4 aAadaaizy Aa G2 LINPYARS KA3IK
therapeutic services to adults with dee@mental disabilities and brain injury.

Value Statement We Value:
The values ofR2guide every decision made in supporting people with
intellectual disabilitiesThese values are at the core of what we believe,
and in turn how we behave. They are intended to provide the basis for
which we all assure accountability to one another.

Passion
Respect

Integrity
Dignity
Education
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ETHICAL CODE OF CONDUCT

Revised 11/15/2012, May 2019
It is the policy of-REACH 2, Inc. that its employees and board members uphold the highest standards of ethical, professional behavi
To that end, these employees and boameémbers shall dedicate themselves to carrying out the mission of this organization and shall:

1.

2.

@9

© N o gk

10.
11.

12.
13.
14.
15.

16.

17.

18.

19.
20.

21.

22.

Hold paramount the safety, health, welfaréignity,and respect of the program participants in the performance of professional
duties.

Act in such a manner as uphold and enhance personal and professional hoimdegrity, and the dignity of the profession.

Treat with respect and consideration all persons, regardless of race, religion, gender, sexual orientation, maternitypmarita
family status, disabilityage,or national origin.

Engage incarryingoutt 9! / 1 H Ly O®dQa YAdaaAirzy Ay | LINRFSa
Collaborate with and support other professionals in carryingaudl ! / I H Ly O®dQa YA
Build professional reputations on the merit of services and reffiam competing unfairly with others.
Recognize that the chief function eBREACH 2, Inc. at all times is to serve the best interests of its constituency.

Accept as a personal duty the responsibility to keep up to date on emerging issues and to cbedwsztlves with professional
competence, fairness, impartiality, efficiency, and effectiveness.

Respect the structure and responsibilities of the board of directors, provide them with facts and advice as a basigfiakihgir
policy decisions, and upho&hd implement policies adopted by the board of directors.

Keep the community informed about issues affecting it.

Conduct organizational and operational duties with positive leadership exemplified by open communication, creativity,
dedication, and compassn.

Exercise whatever discretionary authority they have under the law to carry out the mission of the organization.

{ SNBPS 6A0GK NBaLISOGxX 02y OSNYys O2dz2NIiSaeés FyR NBalLlRyaigdSySa
Demonstrate the highest standards ofénsonal integrity, truthfulness, honesty, and fortitude in all activities in order to inspire
confidence and trust in such activities.

Avoid any interest or activity that is in conflict with the conduct of their official duties and has the potentiaktouipit service
delivery.

Staff, Management, or theREACH 2, Inc. Board of Directors shall not engage in the exchange of money, gifts, or gratuities witl
any person served, guardian, case manager that may promote an environment of favoritism. Emglhmyddsiot accept a gift

if they would be uncomfortable discussing it with their manager, coworkers, or a newspaper reporter.

Refrain from Personal Fund Raising; this includes selling items to persons served or to staff during normally schedubenlsyork

for a personal profit or to benefit a personal causRHACH 2, Inc. will also refrain from asking persons served to femidston

behalf of the organization.

Respect and protect the personal property of the persons served and the property of the organifiteet Support staff are

not authorized to dispose of any personal property of persons served without consultimgi@ahagement and, as appropriate,
0KS AYRA@GARdIZ t Q&4 3JIdzt NRAL Yy @ Ly GKS S@Syid GKFG LISNRERZ2yeef LI
will be held financially responsible to replace such items.

Maintain professional relationspiboundaries between staff and persons served as well as management and staff.

Refrain from the witnessing of documents for persons served such as power of attorney, guardianship papers, or advance
directives.

Respect and protect privileged informaiti to which they have access in the course of their official duties.

Strive for personal and professional excellence and encourage the professional development of others.

Safeguard-iv9 ! / | H-REAZHDZHNGE) public image, assure consistétitpolicies/positions, and preserve confidentiality

2F LI NIOAOALN yiG AyF2NNIGA2YS o0& FRKSNAyYy3 (2 GKS 2NBFYyAT

Yyt YIyys$

A A2
AAA2Y D

TheExecutive Directowill address breaches of this ethical code of conduct within 10 daysepfaated
violation.IR2prohibitsretaliation againstanyonemakinga goodfaith report of alleged wrongdoing.

Organizational Chart and Chain of Comnmh

It is important for all employeesof IR2to understandthe organizationaldesignrelative tothe cross
sectionof servicegrovidedfor personsserved.IR2is organizedaccordingo the divisionsas outlined on
the organizationathart.

Except as otherwise permitted by other policies, (such as the Policy Prohibiting Retaliation, the Equal
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Employment Opportunity, and Policy Prohibiting Harassment) all employees should follow the chain
of command when addressing work issues or questions regarding organizational policies and
procedures.

An employee should always report to and work with hisiediate supervisor. However, if the immediate
supervisor is unavailable or if there are concerns that are not addressed, refer to the chain of command
listed below:

1. Executive Director

2. Chairman of the Board of Directors

iReach 2, Inc. Organizational Chart

(_om“‘“"iw Members / Stakep, Oldler;

goard of Directors
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Contact List

LEADERSHIP TEAM

Executive DirectoerTina Conley tina@ireach2.com 307-660-9547

Community Employment/Community Living bri@ireach2.com 307-251-2134

Coordinator Bri Sonsoucie

Community Integration CoordinatoBrandy Teague |Brandy@ireach2.con 307-277-5992

Administrative CoordinaterJolene Cummings jolene@ireach2.com 307-258-8776

Business ManageBrynn Fry brynn@ireach2.com 307-631-5297

Community Living ManagérisaDennis lisa@ireach2.com 307-399-7540

Community Living ManageZarey Osborn carey@ireach2.com 307-277-8767

Community Living Managdédonna Madsen donna@ireach2.com 307-797-1302

Administrative Specialisdoy Bishop joy@ireach2.com 307-267-4955

ADDITIONAL CONTACT INFORMATION

HIPAA and Privacy Officeffina Conley tina@ireach2.com 307-265-8086
Human Rights Committee Chgidolene Cumming jolene@ireach2.com 307-265-8086
Health and Safety CoordinatqQrJolene Cummings jolene@ireach?2.con 307-265-8086
Corporate Compliance OfficefTina Conley tina@ireach2.com 307-265-8086
Emergency O«€all Number 307-258-5959
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Getting A Job
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WITHOUT THE HUMAN
COMMUNITY ONE
SINGLE HUMAN BEING
CANNOT SURVIVE
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Equal Employment Opportunities

Equal enployment opportunities shall be provided to all employees in the administration of all personnel
practices including, but not limited to, recruitment, appointments, promotions, discipline, retention,
training and other benefits, and terms and conditions evhployment in a manner which does not
discriminate on the basis of race, color, gender, religion, national origin, age, political affiliation, disability
status, or genetic information.

An employee who believes she has been subject to discriminatiohebdsis of one of the characteristics
described above should immediately report the circumstances to her immediate supervisor. If the employee
is not satisfied with the response, or if she is reluctant to discuss the problem with the immediate supervisor,
the employee should notify thExecutive Directoor any manager or coordinator. Supervisors who become
aware of any action or condition that might violate this policy must notifyERkecutive DirectorAllreports

will be investigated promptly and as miidentially as possible consistent with the need to conduct a
thorough investigation. Appropriate corrective action will be taken for violations of this policy.

People with Disabilities

Employment decisions shall be made in a manner which ensures ig@atndination based on disability

does not occur. Such decisions may not limit, segregate, or classify an applicant or employee on the basis
of disability in a way that would adversely affect his opportunities or status. Equal employment
opportunities mustbe available to people physically and mentally qualified to perform the essential
functions of a job.

At the time of hire, an employee who wishes to request an accommodation due to a physical or mental
disability should first make the request to thxeaitive Director If such a request is not made at the time

of hire, an employee who wishes such an accommodation should then make the request to

his immediatesupervisorAn employee should also feel freetake requestsfor accommodation directly

to the Executive DirectoA ¥ (G KS SYLJX 28SSQa adzLJSNIZAA2NI Klfar y2i
accommodatiorwithin areasonableime, or the employeefeelsthat the responsehasbeeninadequate

or inconsistentvith IRX2l&galobligations.

Staffing Patterns
In order to ensure the health and safety of our participants and address the support needs of each person:
1 All staff shall be trained regarding the support needs, preferences, and staffing level of the participant
AY SGKAOK &aKS Aad aaAaAdySRe ¢2 SyadsaNBE SIFOK aidl ¥
CNFAYAYy3IE F2NY  TFhOiNShS may Kork, Jholdesigned torin() shall be kept in the
Master Participant Traininfile, which is located in the business office
1 Staff assignments and schedules shall be developed every two weeks by trsupesaisorand will be
published in DeputySchedules are developddr effectiveness and appropriateness based upon the
LI NOAOALI yiGa Ay GKS aSNBAOS t20F0A2y | yRre&sl O
supervisorshallo S NBalLlR2yaAofS F2N) SyadzZNAy3a adl FF 62N
Specific Trainirg ®
i Staff shalutilize deputy to clock in andlock out of each shift in addition staff are requireldcument
time in and out for each shift on the-bieekly timesheet in the service location in which she works.
1 Staff shall report to work at the service location at the time scheduled and completgcser
documentation for the participant(s) with which she works within the time of the shift worked.
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1 Calling in absent or late shall be kept to a minimum, and staff shall call in according to compzaily on
procedures.

1 Staff shall utilize the owall procelure anytime during the day, night or on weekends immediatgiyn
Y2UAFAOLFGA2Y 27F | y2iKSNI-up saff warks avith [the pafiviparg(®) adihgs ¢
support needs require.

Planning Appropriate Staffing

1. The areasupervisorsare responsible for reviewing the current employee roster and support needs for
participants served by the organization. The following factors will be used to determine the appropriate staf
needed for all participants in the same service emwinent:

¢CKS LI NIGAOALI yGQA F LIINRPGDSR Fdzy RAy3 GASNJ

Varying support/supervision needs

Medical and Medication assistance

Medical Conditions and Medical Appointments

Activities of Daily Living (ADL)

Participant iliness, need to stay home

Habilitation andObjective training

Social interaction

Community access and integration

Employee Background check or training status

Participant preference for a certain staff

Special events and holiday participation and coverage

Incidents involving participants

Divisiontraining requirements

Company employee training requirements

2. The areasupervisorwill develop staff assignmenis the Deputy scheduling platfor that demonstrate
staffing conformanceBiweekly schedules should be completed in Deputy on the Wednesdaytpribe
end of the current payroll period.

3. Areasupervisorswill ensure that employees are provided training on how to access their work schedule
Employees are provided initial training in this area by the administrative specialist as paw employee
orientation I.

4. Changes to the schedule shall be approweud updated in Deputypy the area manager and/or
administrative orcall personnel.

5. The IRzadministrative specialisthall be responsible f@nsuring thatany changego the weekly schedule
has beerupdated by the orcall manageor area manageafter the weekly orcall reports are provided.

6. Work Schedules shall be reviewgdarterlyby the Executive Directoensure staff assignments are meeting
the needs of the participants and staff assigned are trained and assigned to participants with whom the
have a good rapport.

7. The IRZadministrative specialiswill also keep a monthly attendance form for each staffiich includes:

I & ¢KS adl FFQa GeLAOFf &aOKSRdzAZ S
b. Dates the staff called off and the reason staff gave for not working
c. Missed mandatory staff meetings, trainings, and No Call/No shows

=4 =448 _-5_45_9_98_2_°_2_-49_-2°5_2._-2_-2-°
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Actual Shift Coverage Verification

1. Staff shall report to work at the service location at the time scheduled, document his time in and out for
each shift on the biveekly timesheet located at the service location in which she waaksl complete
service documentation for the participgs) in which she works within the time of the shift worked.

2. Thearea coordinator/manageshall verify on a weekly basis that staff have documented his time in and out
on the biweekly timesheet, documented services provided, and has completed the shiftdacg to
defined shift expectations. The administrative specialist also verifies on a weekly basis that services a
documented as required through Therap.

Staff Calling in Sick/Changes to work schedule/Personal Leave Time
1. Unscheduled absences may gevimpact a participant, family and other employees. Unscheduled
absences from work shall be kept to an absolute minimum. Staff shall gh@@4otice to his Supervisor,
if at all possible.
2. Staff is responsible for finding coverage for a shift éyttare going to call in. Trerea coordinatomwill
continue to arrange coverage for vacations and requests for leave that are turned in witt8mtaekpre-
approved request timeframe.
Once a sub has been arranged, staff is to report this to the administratoaltbn
In cases of a No Call/No Show, where participants requirer Maffing, the staff on duty will notifyhe
administratoron-call who will contact a qualified baclp. $aff must remain with the participants until a
replacement is able to get to the location and continue providing services. At no time will staff leave ¢
participant without coverage if he requiresa G F FFAyYy 3 2NJ G KS LI NI A @ikdJ y
environment will be in jeopardy without support onsite.
5. For participantseceivingintermittent Community Living supportgho have a staff call off but are safe for
the time being, assistance with medical services, grocery shopping, household tasks, and schedul
activities will be arranged according to level of need and staff availability.

B~ w

6. If s‘,\taff does not show up tthe service location as scheduled and does not contact the area manager to
SELX IAY (KS &aAddzZ dA2y> A0 A& O2yaARSNBR | ab2 |

Job vacancies are postedTherap, Wyoming at Work, Indeex o

IRX) & siteSas appropriate. IR2 only accepts employment

applications for authorized vacant jobs. Current employees whi

wish to apply for a different job wittR2are required to complete =
a letter of interestand send it to the attention of the Executive [
Director. ~ W

Previous employment history, driving record, employment credentials, and other relevant information will be
verified bythe executive director and/or administrative speciafist applicants as deemed necessary.

Job Openings

Background Checks _ New employees of IR2 are
New employees ofR2are required to undergo a background ched required to tndergo a
which includes fingerprinting. Th&xecutive Directowill verify the background check, which
employee's criminal record and other records deemed necessary. Q includes fingerprinting.

associated with such investigations will be incurred IR with the
exeption of the driving record While a criminal conviction will no
necessarily disqualifan applicant, if the background check reveé
information which is inconsistent with the rules and regulations of the
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Behavioral Health Bision of the Wyoming Department of Health, inconsistent WiRPs job-related
requirements,or revealsthat the applicanthas given false or incomplete information, the employment
relationship may be immediately terminated. See the Administrative Policectionof the Policy and
Procedure manual for complete and thorough guidance on Background Checks.

IR2shall run additional background checks of an employee during employaveny 5 years or ifve
become aware of issuebat could potentially disqualify the employee from being eligible to provide waiver
services.

Authorization to Drive
IR2must adhere to strict guidelines regarding driving eligibility requirements for employees. As part of the
SYLX 28SSQa o0l O1l3INRdzyR OKSO1X KA&A RNAGAY3a NBO2N
requirements are met. If he receives a trafficlatmn after he is hired, he must notitiie Executive Director
within five dayswho will then verify that he is still eligible to drive according to insurance guidelihas.
employee is no longer eligible to drive, he may be transferred to amgtbsition or employment may be
terminated. Driving records will beeviewed annually. All personnel sign a comprehensieNA @S NI
agreement annually that outlines expectations and driver standards.

Personnel Files
TheBusiness Manager and Administrative Speciatigintains a personnel file on each employee 162
Any employee concerned may review his file, at a reasonable tip@n request to théusiness Manager

Part-time Employment

Parttime employment shall be defined as any position that is budgeted a
part time and typically involves scheduled wobetween 0 and 3%ours per
week. The rate opay for parttime positions shall be determined by the
requirement of the positiorand shall be expressed on an hourly basis. In an
case, the hourly rate shall not bess than the current federal minimum wage.
A parttime employee is eligible fqgyersonal leavef he is scheduled to work
25 hours or more per week, but he is radtgible for paid holidaysParttime
employees are able to participate in optiormey-for insurance coverage such
as vision, dental and supplemental insurances.

A parttime employee is
scheduled to work 35hours
or less per week.
Employees working 285
hours/wk are eligible for
PTO.

A fulttime employee is
scheduled and budgeted &
more than 36 hours per
week and is @fible for PTO
and paid holidays.

Parttime employees earning more than $5,000/year will also be eligible to
Participate in the Retirement plan. Eligibility and participation irL w H (&€
retirement benefits aregoverned by plan documents, which are available from
the Business Manager

Fulktime Employment

Fulitime employment shall be defined as any position budgeted as full time and typically involves schedule
work of 36-40 hours per week. The rate of pay for fithe positions shall be determined by the requirement

of the position and shall be expressed on a monthly or hourly basis. In any case, the rate shall not be less tr
the current federal minimum wage. A fdiime employee is eligible for such beneféishanced personal leave,
extended leave bankgetirement and holiday pay Eligibility and participation ih w Heframent benefits are
governed by plan documents, which are available ftbsmBusiness Manager.
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Job Descriptions
Employee Dress and Chemical Sensitivities
TimekeepindRequirements
Attendance and Work
Schedules
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JobDescriptions

A job description listing essential functions, current duties and responsibilities, and supervisory
relationships for each job withirR2is maintained. Annually, an employee and her immediate supervisor
will review the job description as a rmes to evaluate employee performance and to ensure
appropriateness of the job description. An employee's job description is available to the employee or the
employee's supervisor upon request from tBgecutive Director

Employee Dress and Chemical Sewmgies

Every employee dfR2is a role model for the people receiving support; therefore, it is important to be
dressed in a manner that demonstrates the importance of appropriate dress and personal hygiene. Each
employee is expected to come to work loogineat andclean andshould be dressed in good taste and
appropriately for her job or any company sponsored event. Every employee should also be dressed for all
types of situations that may occur during the day, and imanner,that is appropriate when &ving
interactions with parents, guests, and other members of the community.

An employee must be mindful of how she will be supporting people throughout their day. If an
employee is helping a client clean his room, then shorts mappeopriate. If an employee is assisting
I Of A Sy ( appointmentro? d3<iséniglizé at their job, then jeansor businesscasualis
appropriate.

An employee is expected to use good judgment in selecting appropriate clothing, and present herself
in an appropriate manner, remembering that she is a role model for the clients and other

employees, and a representative of the organization. That being said, management reserves the right
to determine the appropriateness of clothing, tattoos, and bodyq@iegs as it relates to this policy.

Employees are also reminded that some clients and employees have chemical/odor sensitivities to
tobacco smoke, perfumes, colognes, and candles. It is important that employees be considerate of
these sensitivities andnhit or omit the use of potentially offensive products.

Non-conformance to the dress code/hygiene expectations of IR2 can result in verbal or written disciplinan
action and/or suspension or termination depending on the number and severity of the vitdaifdhis policy.

The following are some general guidelines for adhering to the dress code:

9 Employees of IR2 shall dress in casual but appropriate clothing that reflects professionalism and decreas
health and safety risks to themselves and others

1 Clothing with holes, stains, phrases that may be considered provocative and/or offensive are no
appropriate.

1 Employees must wear protective footwear when working in areas where there is a danger of foot injurie:
due to falling or rolling objects, or olges piercing the sole, or where employees' feet are exposed to
electrical hazards

i Pants that fall below the base of the waist area are not appropriate.

9 Tank tops and or shirts that expose cleavage or those with low necklines are not appropriate.

9 Shortskkirts should be no more than six inches from the knee.

1 ANY clothing that does not fully cover undergarments or that exposes bare skin at the waistline are nc
appropriate.

9 Job Coaches should dress in a manner that follows the dress code of the employer they aredcaatig
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TimekeepingRequirements
Employees designated as hourly will record time workedthe IR2 biveekly timesheet which is a self
calculatingexcel documentlt is strictly prohibited for any hourly employee to work-tte-clock,or to work
beyond the hours schedulezh the published scheduléeEmployees shall immediately contaice Executive
Directorif a supervisor makes any request which would violate this policy. Also, employees are prohibited
from remaining orthe-clock while not at work.

In upholdingRX2 &  @rid intdzfity, it is important an employee use his time wisely. An employee should
not arrivefor an assigned shiénd then immediately go out and take a break to smoke, nor should he take
a break immediately beforthe assigned shifsicompleted for theday.

An hourly employee is required to verify accuracy agha timesheetfor the appropriate pay period
according to the published schedulealfimesheet isigned by the employeend there are errors, the pay

will reflect only what isurrent and verifiableOnce the timsheethas been correctedhe pay resulting

from those corrections will be reflected on the paycheck for the next pay period. An employee is responsible
for approving higimesheetwithin the required time frame for edcpay period, and by submitting an
approved timeheet certifies that the time recorded on the card was actually worked, and that he did not
work any time during the period covered by thinesheet which is not recorded on the time card
Timesheets for harly employees are due every other Monday by 9 am.

Attendanceand Work Schedules
IR2expectseachemployeeto showup for work on time, remainat work, and
be engagedn work activitiesfor her entire shift. IR2 expects each employe
to show up for work on
Support and quality of servicder the clients are greatlynhanced when RiuEREET RRN o =Tyl (=
supervisors can plan for and adjust to employee absences. engaged in work activities
IR2has a proceduréor requesing timeoff, for beinglate, or leavingwork for her entireshift.
early.Each employee is required to attemtbnthly staffmeetings and
will be paid for her time. An employee missing any departmental
meetings will be responsible for contacting her supervisor ddditional
training or information. An employee who does not follow the established
procedure is subject to disciplinary action, up to and including termination.

Work <hedules are not guaranteed and are based on the needs of the organiZtadinarehired to a position

as opposed to individual sites and management reserves the right to rotate staff to different sites within the
program in order to comply with mandated staffing requirements, improve etossing across programs, and

to provide progam participants the greatest access to their individual services as possiitbermore,IR2 is

a human service organization that provides supports and services 7 days2dedurs per day. On occasion
overtime will be required for all employees in erdto maintain individual services. While every effort is made
to only utilize employees who volunteer for overtime; management reserves the right to schedule any employe
above their normal schedule and/or overtime hours. Refusal to work your schedhiéd will be handled
through our employee supervision and discipline policy

www.ireach2.com
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Testing and Training

Staff Development and Training
Drugs and Alcohol
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Staff Development and Training

All new employees are required to complete the N&maff Orientation with the Executive Director, and other staff
trainers New Staff Orientation includes training/tasks which must be completed before an employee can work with
program participants.

New Employee Orientation: |
9 IR2 Mission, Culture and PersCentered philosophy.
1 Introduction to Your Role (Open Future Learning)
0 NADSP Code of Ethics
o Participant Choice
o Dignity
0 Respect
1 Effective Teaching Techniqudositive Guidance
Organizational Chart/Chain of Comma(ndies and responsibilities)
9 Employeeand ParticipanHandbook
o Confidentiality
Ethical Code of Conduct
Grievance and Complaint Procedures
Performance Support and Appraisal
Attendance/requesting time off
Communication Systems (Therdgogs, timesheets, work schedule)
New Employee Paperwork Packet
o On the job training
9 Reporting of Abuse/Negle¢bD section trainingnline)
9 Participant Rights (DD section trainiogline)

O OO O O O

In addition, all new staff must all atteriddew Employee Orientation Ithat is held monthly. This training includes:
ServicesCommunity Employment Coordinatdr2 hours.

1 Individual Plan of Care

9 Promoting Wellness of Persons Served

1 Person Centered Planning/Philosophy

I Rightsand the Plan of Care

9 Critical Incident Reporting

1 Accessibility

9 Community Integration

1 Waiver Schedule Documentation

9 Supervision Levels/Supports

9 Reviewed Assigned Sections of PNP
Health/Safety (H&S Coord.): 1.5 hours.

1 Health and Safety Practices (Inspectiadgntification of unsafe environmental factors, reducing physical risks)

9 Emergency and Evacuation Procedui@slis Workplace Violence)

9 PPE/MSDS/Bloodborne Pathogens

9 Medications

9 Review Assigned Sections of PNP

Transportation/Driver Training(H&SCoord: 0.5 hour.

9 PreTrips

9 Mileage Logs

9 Travel Kits

9 PNP Review
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ADDITIONAL REQUIRED TRAINING

9 CPR and FIRST Aid Training

9 Crisis Prevention and Intervention (CPI) Training
9 Medication Assistant Training

In addition to required training, IR&ovides ongoing training for each employee to ensure the skills
and competencies necessary for working effectively with people who have developmental disabilities.
The annual calendar provides an overview of planned staff training throughout thelfyemployees
attend a training outside of our organization the employee should forward a copy of the certificate of
attendance to the administrative specialist for filing.

Supervisors will also provide ongoipgogram and additional individuapecific taining as needed. An
employee must have current certification in IR2 AnnRaturrent Safetyraining, CPIl, CPR and First Aid,
Medication Assistance Training, and have received client specific training in order to work alone with clients.

Drugs and Alchol

NOTICE OF ALCOHOL/DRUG FREE WORK POLICY

Ly O2YLX AlFIyOS 46AGK CSRSNIf IyR {GFGS adza3SaidiSR Lkf
environment, IR has adoptedan Alcohol/Drug Free Work Policy and has informed all employees at least 60 days
prior to the random program.

The Alcohol/Drug Free Work Policy applies to all Workers Compensation covered employees and is as follows:
The use and misuse of drugs and alcatenh threaten, IR2 and its participants. The unlawful use, possession,
transfer, or sale of illegal drugs or controlled substances and the misuse of alcohol by employees during work hot
are prohibited.

All new employees are subject to padfer, preemployment drug/alcohol testing. Receipt of a negative drug test
result is required prior to employment. Any applicant with a confirmed positive screen, except those legally takin
prescription medications, will not be considered for employment. To ledeshe employee must sign the consent

and release frontiability,d KA OK A& AYyO2NLI2NI §SR Ayid2 GKS ! LILX AOF G2
Refusal to sign the consent and release from liability will result in no further consideratiemfiloyment.

Any employee under the influence of alcohol or drugs that may impair judgment, performance or the safety of the
employee or others while on IR2 property, during working hours, is subject to discipline including termination.

The possession of drugs, controlled substances, or alcohol during work hours or on IR2 premises is strict
prohibited. Therefore, drugs, alcohol or paraphernalia possibly used in connection with illicit drugs round on th
SYLX 28SSQa LISNEEYLERN2 $SQ2 NFF¥NEJ NI NEKIS gAatt faz O2ya
reserves the right to inspect employee work area. Any employee who is found to be in possession of drug
controlled substances, and/or alcohol during work hours or an IR2 gesnar while operating IR2 vehicles, tools,

or equipment will be in violation of drug policy and will be subject to termination.

Employees are required to promptly notify the Executive Director if they are taking any medication that may affec
their judgment, performance, behavior or could compromise the safety of persons served.

IR2 may conduct postccident drug/alcohol testing of employees when an accident occurs during company time
resulting in damages of $500 or greater or if an injury occurs tganty.

IR2 will conduct random drug testing. A third party will generate a list of employees (20% of employees annually
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which will then be disclosed to the Executive Director. The Executive Director will contact the employee to arrang
a collection da sample. The employee will be required to submit to the testing witloneshour window.

IR2 will contract with a licensed laboratory to conduct all drug testing.

IR2 will pay the cost of initial and confirmation drug testing which is requires.lolfegs who dispute any results

will pay the cost of any additional drug testing. Any disputes must be done within 5 working days of being notifie
the results. During the time of the dispute, the employee will be on leave without pay until the resaits df the
results are negative, the employee will be reimbursed for the missed days off of work.

IR2 may conduct drug and/or alcohol testing if an employee is having work performance problems and/or i
displaying behavior that may be alcohol or dragated. A supervisor or ecall will notify the Executive Director
who may require that the employee submit to a drug test if an employee notes behavior that may be drug or alcohc
related. The employee must notify the supervisor during regular busiress lor On Call staff during ndousiness
hours and must include any documentation. In such circumstances, the employee will be suspended without pe
until the test results are known. If the results are negative, the employee will be reimbursed forlalinve lost.

In addition, IR2 may conduct drug and/or alcohol testing if there are participants and/or staff medications missing
No adverse employment action will take place until the tests are in.

As a condition of employment, employees are requirechotify the Executive Director in writing of any criminal
drug/alcohol statute conviction they receive. The Executive Director must receive this notification within five (5
calendar days of the conviction.

Confidentiality
IR2 will make every effort tkeep the results of drug and alcohol tests confidential. Only results showing illegal

RNHzA dzaS ¢gAff 6S RA&AOE2aSROD ¢tKS SYLX 28SS gAfttf 0S
to anyone else. Be advised, however, that test ltssmay be used in arbitration, administrative hearings and court
OF&asSa INRAAY3I Fa | NBadZ# G 2F GKS SyLX 2eS5S5SQa RNHA

federal law. The results of drug testing in the workplace may bel agminst the employee in any criminal
prosecution.

Consequences of Positive Test Results

The consequences for violation of the drnge policy may include, but is not limited to, referral for therapeutic
help, discipline and/or discharge. A positivegltest will result in termination of employment unless the employee
200FAya yR O2YLX SGSa adzonaidlyOS Fo6dzaS GNBFaGYSyd i
substance abuse treatment will be available for review by any employee D&partment of Health also provides
information on theirwebsite ormay be contacted directly. The employee must complete treatment successfully to
retain employment. A further condition of employment will require the employee will be tested on a pebadis
2OSNI I LISNA2R 2F 2yS @SINI G GKS S vrefearpeSod, héempl@ydel ¢
will be terminated. Refusal to comply with the testing requirements of this policy will be considered to be a positive
result andwill result in immediate termination of employment.

Employees who receive a positive confirmed test may contest or explain those results within 5 working days afte
written notification of the results.

A Medical Review Officer (MRO), who works in gogjion with the contracted testing laboratory, will review all
positive results. The MRO must assess and determine whether some other medical reason exists for the positi
results. If an employee refuses to talk to the MRO, the test results will e 50RSNE R G L2 aA (A @S¢
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immediate termination of employment.

IR2 reserves the right to amend this policy, in whole or in part. Nothing in this policy is intended to create
contractual employment relationships of any kinddascription. As always, employment remains at the will of the
employee and the employer

Employee EducationlR2 shall provide at least 1 hour of employee substance abuse education training per year
Evidence of this training shall be documented afetlfilzy RSNJ 6§ KS GNI AyAy3. GFo Ay 0
Supervisor TrainingR2 shall provide at least 2 hours of substance abuse training per ygrervisors shall receive
training to encompass at least 60 minutes on alcohol misuse and at least 60 minutes on drdgaisig shall
incorporate physical, behavioral, speech aneffprmance indicators of probable alcohol misuse and use of

drugs.9 GARSY OS 2F G(GKA& GNIAYyAy3d &KItt 08 NBGIAYSR Ay
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Safety Is No Accident

Employee Safety
Snow Days and Unplanned Closure of Facilities
Precaution to Prevent the Transmission of
Communicable Diseases
Violence Prevention Policy
Dangerous Weaporolicy

2 2 NJ Soipefisation
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Employee Safety
IR2safety policies and procedures are based on past experience and current standards. The safety prograrr
that has been developed is a top priority of the organization and an integral pdR&fa SYLJ) 2 @&
LINE OSRdzNB&a® LG A& S Otéke ScvdnitoZesdd/& immedibtd safedp gorhcaris AAN A (
employee is to report major or irresolvable safety concerns and/or repairhéoHealth and Safety
Coordinator Administrative Teamor Executive Directoeither directly or inwriting. Further information
regarding safety policies and procedures can be fountdardealth and Safetgection of the IR2 Policy and
Procedures manualThese manuals can be accessedCamnunity Livingsites, on the IR2 website,
CommunitySupportcenter and from members of the administrative team.

Snow Days and Unplanned CloswiFacilities

1. Declaration StatementThe IR2 mission is to provide high quality, innovative, individualized, therapeutic
services to adults witdevelopmental disabilities and/or brain injuries. To accomplish this missiomuR2
ensure its operations are performed efficiently with minimal disruption, especially during an emergency.
This document provides planning and program guidanceriptementing the IR2 Emergency Management
Continuity Plan to ensure the organization is capable of conducting its essential services and functions unad
all threats and conditions. While the severity and consequences of an emergency cannot be predicte
effective contingency planning can minimize the impact on the IR2 mission, personnel, and facilities.

2. Purpose:The overall purpose of continuity planning is to ensure the continuation of the essential services
under all conditions in the event IR2 normaleoations are disrupted due to a variety of natural disasters.
This plan applies to all IR2 personnel. Staff must be familiar with Emergency Management Continuity Pl
policies and procedures and respective roles and responsibilities.

3. Risk AssessmenftheWyoming Office of Homeland Secuiitentifies hazards in the state of Wyoming. In
our county of Natrona, th&latrona County Emergency Managemaas identified the following risks in our
area that could affect our facilitylash floods, tornados, earthaakes, blizzards, severthunderstorms
wildfires and hazard material releasesln addition, IR2 has identified the following risk and performs drills
for these risks; Fire, Bomb threat, utility failure and unknown or erratic individual.

4. Preparaness:IR2 has an Emergency Management Continuity Plan that is sharedhétiVyoming Office
of Homeland Securitythe Natrona County Emergency Managememd our temporary shelter site[he
Restoration ChurchThe Health and Safety Coordinator is a memibethe Natrona County Community
Emergency Response Teand participates in th&mergency Notification System

The complete IR2 pandemig
response plan can be locate

in the Health and Safety
Section of the policy and
procedure manual
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