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IMPORTANT NOTICE 
 

THIS HANDBOOK IS INTENDED AS A GUIDE FOR THE EMPLOYEE TO PERFORM THE JOB IN AN EFFICIENT 
AND PROFESSIONAL MANNER. NOTHING IN THIS HANDBOOK SHALL BE CONSTRUED TO BE A CONTRACT 
BETWEEN I-REACH 2 Inc.( IR2) AND THE EMPLOYEE. ADDITIONALLY, THIS HANDBOOK IS NOT TO BE 
CONSTRUED BY ANY EMPLOYEE AS CONTAINING BINDING TERMS AND CONDITIONS OF EMPLOYMENT. 
REGARDLESS OF WHAT THESE POLICIES SAY OR PROVIDE, THE EMPLOYER PROMISES NOTHING AND 
REMAINS FREE TO CHANGE ITS POLICIES, WAGES, AND ALL WORKING CONDITIONS WITHOUT HAVING TO 
CONSULT ANYONE AND WITHOUT ANYONE'S AGREEMENT, WITH OR WITHOUT NOTICE, IN WRITING OR 
OTHERWISE. 

 

ALL EMPLOYEES ARE AT WILL EMPLOYEES. IR2 RETAINS THE ABSOLUTE RIGHT TO TERMINATE ANY 
EMPLOYEE AT ANY TIME, WITH OR WITHOUT CAUSE. IN THE SAME REGARD, AN EMPLOYEE MAY 
TERMINATE HIS EMPLOYMENT WITH IR2 AT ANY TIME, WITH OR WITHOUT NOTICE OR WITH OR WITHOUT 
CAUSE. 
 
THIS EDITIONS SUPERCEDES ALL PREVIOUS EDITIONS.   
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     Preface 
IR2 operates three programs under our company umbrella; Community 
Supports, Community Living,  and Community Employment. For the sake 
of simplicity, the term "IR2" will be used throughout the policy manual 
as it relates to I-REACH 2, Inc. and its associated programs. Terms (i.e. 
her, his, hers, or him) will be used interchangeably throughout the 
employee handbook as gender-neutral. 

 
The policies and provisions contained in this handbook apply to all employees, unless otherwise indicated in 
a policy or provision. 
 

Management Rights 
IR2 is continually looking for ways to improve the services provided to the 
people we serve. In order to accomplish this, IR2 retains all rights to manage, 
direct, and control its business and, as such, has the right to plan, manage, 
direct, and control the work of employees. Inclusive in this right is the right 
to hire; the right to determine the size, structure, and makeup of the work 
force; the right to establish hours of work; the right to assign job tasks; the 
right to establish personnel, pay, and benefits systems; the right to evaluate 
work performance; the right to establish work rules and standards; and the 

right to discipline and terminate employees. Only the Executive Director or her designated representative has 
the authority to make any changes or exceptions in IR2 policies or procedures. In addition, the Executive 
Director or her designated agent or representative 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 of IR2 is to provide premier services that promote quality of life, independence, and ability.  

 

Mission 
In order to support this vision, LwнΩǎ aƛǎǎƛƻƴ ƛǎ ǘƻ ǇǊƻǾƛŘŜ ƘƛƎƘ ǉǳŀƭƛǘȅΣ ƛƴŘƛǾƛŘǳŀƭƛȊŜŘΣ ƛƴƴƻǾŀǘƛǾŜ ŀƴŘ 
therapeutic services to adults with developmental disabilities and brain injury.  

 

Value Statement 
The values of IR2 guide every decision made in supporting people with 
intellectual disabilities. These 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. 

 

The policies and provisions 
contained in this handbook 

apply to all employees, unless 
otherwise indicated in a 

particular policy or provision. 

Only the Executive 
Director or her 

designated 
representative has the 
authority to make any 

changes or exceptions in IR2 
policies or procedures. 

We Value: 
Passion 
Respect  
Integrity 
Dignity 

Education  

file://///IR2-FS1/Main/Administrative/PnP/Employee%20handbook/2022


\ \ IR2-FS1\Main\Administrative\PnP\Employee handbook\2022 Original 01/2018, revised 02/2018, 10/18, 11/19, 11/20 11/21 7 | P a g e 
 

ETHICAL CODE OF CONDUCT  
Revised 11/15/2012, May 2019 
It is the policy of I-REACH 2, Inc. that its employees and board members uphold the highest standards of ethical, professional behavior. 
To that end, these employees and board members shall dedicate themselves to carrying out the mission of this organization and shall: 
1. Hold paramount the safety, health, welfare, dignity, and respect of the program participants in the performance of professional 

duties. 
2. Act in such a manner as to uphold and enhance personal and professional honor, integrity, and the dignity of the profession. 
3. Treat with respect and consideration all persons, regardless of race, religion, gender, sexual orientation, maternity, marital or 

family status, disability, age, or national origin. 
4. Engage in carrying out I-w9!/I н LƴŎΦΩǎ Ƴƛǎǎƛƻƴ ƛƴ ŀ ǇǊƻŦŜǎǎƛƻƴŀƭ ƳŀƴƴŜǊΦ 
5. Collaborate with and support other professionals in carrying out I-w9!/I н LƴŎΦΩǎ ƳƛǎǎƛƻƴΦ 
6. Build professional reputations on the merit of services and refrain from competing unfairly with others. 
7. Recognize that the chief function of I-REACH 2, Inc. at all times is to serve the best interests of its constituency. 
8. Accept as a personal duty the responsibility to keep up to date on emerging issues and to conduct themselves with professional 

competence, fairness, impartiality, efficiency, and effectiveness. 
9. Respect the structure and responsibilities of the board of directors, provide them with facts and advice as a basis for their making 

policy decisions, and uphold and implement policies adopted by the board of directors. 
10. Keep the community informed about issues affecting it. 
11. Conduct organizational and operational duties with positive leadership exemplified by open communication, creativity, 

dedication, and compassion. 
12. Exercise whatever discretionary authority they have under the law to carry out the mission of the organization. 
13. {ŜǊǾŜ ǿƛǘƘ ǊŜǎǇŜŎǘΣ ŎƻƴŎŜǊƴΣ ŎƻǳǊǘŜǎȅΣ ŀƴŘ ǊŜǎǇƻƴǎƛǾŜƴŜǎǎ ƛƴ ŎŀǊǊȅƛƴƎ ƻǳǘ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƳƛǎǎƛƻƴΦ 
14. Demonstrate the highest standards of personal integrity, truthfulness, honesty, and fortitude in all activities in order to inspire 

confidence and trust in such activities. 
15. Avoid any interest or activity that is in conflict with the conduct of their official duties and has the potential to interrupt service 

delivery.  
16. Staff, Management, or the I-REACH 2, Inc. Board of Directors shall not engage in the exchange of money, gifts, or gratuities with 

any person served, guardian, case manager that may promote an environment of favoritism.  Employees should not accept a gift 
if they would be uncomfortable discussing it with their manager, coworkers, or a newspaper reporter. 

17. Refrain from Personal Fund Raising; this includes selling items to persons served or to staff during normally scheduled work hours, 
for a personal profit or to benefit a personal cause I-REACH 2, Inc. will also refrain from asking persons served to solicit funds on 
behalf of the organization.  

18. Respect and protect the personal property of the persons served and the property of the organization. Direct Support staff are 
not authorized to dispose of any personal property of persons served without consulting with Management and, as appropriate, 
ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ƎǳŀǊŘƛŀƴΦ  Lƴ ǘƘŜ ŜǾŜƴǘ ǘƘŀǘ ǇŜǊǎƻƴŀƭ ǇǊƻǇŜǊǘȅ ƛǎ ŘƛǎǇƻǎŜŘ ƻŦ ǿƛǘƘƻǳǘ Ŏƻƴǎǳƭǘŀǘƛƻƴ ƻŦ ƳŀƴŀƎŜƳŜƴǘΣ ǘƘŜ ŜƳǇƭƻȅee 
will be held financially responsible to replace such items. 

19. Maintain professional relationship boundaries between staff and persons served as well as management and staff.  
20. Refrain from the witnessing of documents for persons served such as power of attorney, guardianship papers, or advanced 

directives.     
21. Respect and protect privileged information 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. 
22. Safeguard I-w9!/I н LƴŎΦΩǎ όL-REACH 2 INC.) public image, assure consistency with policies/positions, and preserve confidentiality 

ƻŦ ǇŀǊǘƛŎƛǇŀƴǘ ƛƴŦƻǊƳŀǘƛƻƴΣ ōȅ ŀŘƘŜǊƛƴƎ ǘƻ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǇƻƭƛŎƛŜǎ ƻƴ aŜŘƛŀ ŀƴŘ {ƻŎƛŀƭ ƳŜŘƛŀΦ  

 

The Executive Director will address breaches of this ethical code of conduct within 10 days of a reported 
violation. IR2 prohibits retaliation against anyone making a good faith report of alleged wrongdoing. 
 

Organizational Chart and Chain of Command 
It is important for all employees of IR2 to understand the organizational design relative to the cross 
section of services provided for persons served. IR2 is organized according to the divisions as outlined on 
the organizational chart. 

 
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 his immediate 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 
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Contact List 

 
 
 
 
 
 

 

LEADERSHIP TEAM 

 

Executive Director- Tina Conley tina@ireach2.com 307-660-9547 
Community Employment/Community Living 
Coordinator- Bri Sonsoucie  

bri@ireach2.com 307-251-2134 

Community Integration Coordinator- Brandy Teague Brandy@ireach2.com 307-277-5992 
Administrative Coordinator- Jolene Cummings jolene@ireach2.com 307-258-8776 
Business Manager- Brynn Fry brynn@ireach2.com 307-631-5297 

Community Living Manager-Lisa Dennis 
Community Living Manager-Carey Osborn 

 lisa@ireach2.com  
carey@ireach2.com                                                                

307-399-7540 
307-277-8767 

Community Living Manager-Donna Madsen donna @ireach2.com 307-797-1302 
Administrative Specialist- Joy Bishop 
 

joy@ireach2.com 
 

307-267-4955 

ADDITIONAL CONTACT INFORMATION 
 

HIPAA and Privacy Officer ς Tina Conley tina@ireach2.com            307-265-8086  
Human Rights Committee Chair ς Jolene Cumming jolene@ireach2.com            307-265-8086 
Health and Safety Coordinator ς Jolene Cummings jolene@ireach2.com            307-265-8086 
Corporate Compliance Officer ς Tina Conley tina@ireach2.com            307-265-8086 

Emergency On-Call Number                                                                 307-258-5959 
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Equal Employment Opportunities 
Equal employment 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 of employment 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 discrimination on the basis 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 the Executive Director or any manager or coordinator. Supervisors who become 
aware of any action or condition that might violate this policy must notify the Executive Director. All reports 
will be investigated promptly and as confidentially 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 that discrimination 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 must be 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 the Executive 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 immediate supervisor. An employee should also feel free to take requests for accommodation directly 
to the Executive Director ƛŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎǳǇŜǊǾƛǎƻǊ Ƙŀǎ ƴƻǘ ǊŜǎǇƻƴŘŜŘ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊŜǉǳŜǎǘ for 
accommodation within a reasonable time, or the employee feels that the response has been inadequate 
or inconsistent with IR2Ωǎ legal obligations. 

 
Staffing Patterns 
In order to ensure the health and safety of our participants and address the support needs of each person: 

¶ All staff shall be trained regarding the support needs, preferences, and staffing level of the participants 
ƛƴ ǿƘƛŎƘ ǎƘŜ ƛǎ ŀǎǎƛƎƴŜŘΦ ¢ƻ ŜƴǎǳǊŜ ŜŀŎƘ ǎǘŀŦŦ ǇŜǊǎƻƴ ƛǎ ǘǊŀƛƴŜŘΣ ǘƘŜ ǎǘŀŦŦ ǎƘŀƭƭ ǎƛƎƴ ŀ άtŀǊǘƛŎƛǇŀƴǘ {ǇŜŎƛŦƛŎ 
¢ǊŀƛƴƛƴƎέ ŦƻǊƳ ŦƻǊ ŜŀŎƘ ǇŜǊǎƻƴ ǿƛǘƘ ǿhom she may work, and the signed form(s) shall be kept in the 
Master Participant Training file, which is located in the business office. 

¶ Staff assignments and schedules shall be developed every two weeks by the area supervisor and will be 
published in Deputy. Schedules are developed for effectiveness and appropriateness based upon the 
ǇŀǊǘƛŎƛǇŀƴǘǎ ƛƴ ǘƘŜ ǎŜǊǾƛŎŜ ƭƻŎŀǘƛƻƴ ŀƴŘ ŜŀŎƘ ǇŀǊǘƛŎƛǇŀƴǘΩǎ ƴŜŜŘǎ ŀǎ ǎǘŀǘŜŘ ƛƴ Ƙƛǎ Ǉƭŀƴ ƻŦ ŎŀǊŜΦ Area 
supervisors shall ōŜ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ŜƴǎǳǊƛƴƎ ǎǘŀŦŦ ǿƻǊƪƛƴƎ ƛƴ ǘƘŜƛǊ ŀǎǎƛƎƴŜŘ ǎƛǘŜǎ ƘŀǾŜ ƘŀŘ άtŀǊǘƛŎƛǇŀƴǘ 
Specific TrainingέΦ 

¶ Staff shall utilize deputy to clock in and clock out of each shift in addition staff are required  document 
time in and out for each shift on the bi-weekly timesheet in the service location in which she works. 

¶ Staff shall report to work at the service location at the time scheduled and complete service 
documentation for the participant(s) with which she works within the time of the shift worked. 
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¶ Calling in absent or late shall be kept to a minimum, and staff shall call in according to company on-call 
procedures. 

¶ Staff shall utilize the on-call procedure anytime during the day, night or on weekends immediately upon 
ƴƻǘƛŦƛŎŀǘƛƻƴ ƻŦ ŀƴƻǘƘŜǊ ǎǘŀŦŦΩǎ ŀōǎŜƴŎŜΣ ǘƻ ŜƴǎǳǊŜ ŀ ōŀŎƪ-up staff works with the participant(s) as his 
support needs require.   
 

Planning Appropriate Staffing 
1. The area supervisors are 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 staff 
needed for all participants in the same service environment: 

¶ ¢ƘŜ ǇŀǊǘƛŎƛǇŀƴǘΩǎ ŀǇǇǊƻǾŜŘ ŦǳƴŘƛƴƎ ǘƛŜǊ 

¶ Varying support/supervision needs 

¶ Medical and Medication assistance 

¶ Medical Conditions and Medical Appointments 

¶ Activities of Daily Living (ADL) 

¶ Participant illness, need to stay home 

¶ Habilitation and Objective 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  

¶ Division training requirements 

¶ Company employee training requirements 
2. The area supervisor will develop staff assignments in the Deputy scheduling platform that demonstrate 

staffing conformance. Bi-weekly schedules should be completed in Deputy on the Wednesday prior to the 
end of the current payroll period.  

3. Area supervisors will 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 part of new employee 
orientation I.  

4. Changes to the schedule shall be approved and updated in Deputy by the area manager and/or 
administrative on-call personnel.  

5. The IR2 administrative specialist shall be responsible for ensuring that any changes to the weekly schedule 
has been updated by the on-call manager or area manager after the weekly on-call reports are provided.   

6. Work Schedules shall be reviewed quarterly by the Executive Director ensure staff assignments are meeting 
the needs of the participants and staff assigned are trained and assigned to participants with whom they 
have a good rapport. 

7. The IR2 administrative specialist will also keep a monthly attendance form for each staff, which includes: 
 ŀΦ   ¢ƘŜ ǎǘŀŦŦΩǎ ǘȅǇƛŎŀƭ ǎŎƘŜŘǳƭŜ 

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 
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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 bi-weekly timesheet located at the service location in which she works, and complete 
service documentation for the participant(s) in which she works within the time of the shift worked. 

2. The area coordinator/manager shall verify on a weekly basis that staff have documented his time in and out 
on the bi-weekly timesheet, documented services provided, and has completed the shift according to 
defined shift expectations. The administrative specialist also verifies on a weekly basis that services are 
documented as required through Therap.  
 

Staff Calling in Sick/Changes to work schedule/Personal Leave Time 
1. Unscheduled absences may gravely impact a participant, family and other employees.  Unscheduled 

absences from work shall be kept to an absolute minimum.   Staff shall give 24-hour notice to his Supervisor, 
if at all possible. 

2. Staff is responsible for finding coverage for a shift if they are going to call in. The area coordinator will 
continue to arrange coverage for vacations and requests for leave that are turned in within the 3-week pre-
approved request timeframe.   

3. Once a sub has been arranged, staff is to report this to the administrator on-call.   
4. In cases of a No Call/No Show, where participants require 24-hr staffing, the staff on duty will notify the 

administrator on-call who will contact a qualified back-up.  Staff 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 a 
participant without coverage if he requires 24-hr ǎǘŀŦŦƛƴƎ ƻǊ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘΩǎ ǎŀŦŜǘȅ ƛƴ ǘƘŜ ǎǳǇǇƻǊǘŜŘ living 
environment will be in jeopardy without support onsite. 

5. For participants receiving intermittent Community Living supports who have a staff call off but are safe for 
the time being, assistance with medical services, grocery shopping, household tasks, and scheduled 
activities will be arranged according to level of need and staff availability.  

6. If staff does not show up to the service location as scheduled and does not contact the area manager to 
ŜȄǇƭŀƛƴ ǘƘŜ ǎƛǘǳŀǘƛƻƴΣ ƛǘ ƛǎ ŎƻƴǎƛŘŜǊŜŘ ŀ άbƻ /ŀƭƭΣ bƻ {Ƙƻǿέ ŀƴŘ ǘƘŜ ǎǘŀŦŦ Ƴŀȅ ōŜ ǘŜǊƳƛƴŀǘŜŘΦ 

 

Job Openings 
Job vacancies are posted in Therap, Wyoming at Work, Indeed or 
IR2Ωǎ ǿŜōsite as appropriate.  IR2 only accepts employment 
applications for authorized vacant jobs. Current employees who 
wish to apply for a different job with IR2 are required to complete 
a letter of interest and send it to the attention of the Executive 
Director.  
Previous employment history, driving record, employment credentials, and other relevant information will be 
verified by the executive director and/or administrative specialist for applicants as deemed necessary. 

Background Checks 
New employees of IR2 are required to undergo a background check, 
which includes fingerprinting. The Executive Director will verify the 
employee's criminal record and other records deemed necessary. Costs 
associated with such investigations will be incurred by IR2 with the 
exception of the driving record.  While a criminal conviction will not 
necessarily disqualify an applicant, if the background check reveals 
information which is inconsistent with the rules and regulations of the  

New employees of IR2 are 
required to undergo a 

background check, which 
includes fingerprinting.  
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Behavioral Health Division of the Wyoming Department of Health, inconsistent with IR2's job-related 
requirements, or reveals that the applicant has given false or incomplete information, the employment 
relationship may be immediately terminated. See the Administrative Policy Section of the Policy and 
Procedure manual for complete and thorough guidance on Background Checks.  

 

IR2 shall run additional background checks of an employee during employment every 5 years or if we 
become aware of issues that could potentially disqualify the employee from being eligible to provide waiver 
services. 
 

Authorization to Drive 
IR2 must adhere to strict guidelines regarding driving eligibility requirements for employees. As part of the 
ŜƳǇƭƻȅŜŜΩǎ ōŀŎƪƎǊƻǳƴŘ ŎƘŜŎƪΣ Ƙƛǎ ŘǊƛǾƛƴƎ ǊŜŎƻǊŘ ǿƛƭƭ ōŜ ŎƘŜŎƪŜŘ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ŘǊƛǾƛƴƎ ŜƭƛƎƛōƛƭƛǘȅ 
requirements are met. If he receives a traffic violation after he is hired, he must notify the Executive Director 
within five days who will then verify that he is still eligible to drive according to insurance guidelines. If an 
employee is no longer eligible to drive, he may be transferred to another position or employment may be 
terminated. Driving records will be reviewed annually.  All personnel sign a comprehensive ŘǊƛǾŜǊΩǎ 
agreement annually that outlines expectations and driver standards.  

   

Personnel Files 
The Business Manager and Administrative Specialist maintains a personnel file on each employee of IR2. 
Any employee concerned may review his file, at a reasonable time, upon request to the Business Manager. 
 
Part-time Employment 
Part-time employment shall be defined as any position that is budgeted as 
part time and typically involves scheduled work between 0 and 35 hours per 
week. The rate of pay for part-time positions shall be determined by the 
requirement of the position and shall be expressed on an hourly basis. In any 
case, the hourly rate shall not be less than the current federal minimum wage. 
A part-time employee is eligible for personal leave if he is scheduled to work 
25 hours or more per week, but he is not eligible for paid holidays. Part-time 
employees are able to participate in optional pay-for insurance coverage such 
as vision, dental and supplemental insurances.  
 
Part-time employees earning more than $5,000/year will also be eligible to  
Participate in the Retirement plan.   Eligibility and participation in LwнΩǎ 
retirement benefits are governed by plan documents, which are available from 
the Business Manager. 

 
Full-time Employment 
Full-time employment shall be defined as any position budgeted as full time and typically involves scheduled 
work of  36-40 hours per week. The rate of pay for full-time 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 than 
the current federal minimum wage. A full-time employee is eligible for such benefits enhanced personal leave, 
extended leave bank, retirement and holiday pay. Eligibility and participation in LwнΩǎ retirement benefits are 
governed by plan documents, which are available from the Business Manager.

A part-time employee is 
scheduled to work 35hours 

or less per week.  
Employees working 25-35 
hours/wk are eligible for 

PTO.  
A full-time employee is 

scheduled and budgeted at 
more than 36 hours per 

week and is eligible for PTO 
and paid holidays.  
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Job Descriptions 
A job description listing essential functions, current duties and responsibilities, and supervisory 
relationships for each job within IR2 is maintained. Annually, an employee and her immediate supervisor 
will review the job description as a means 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 the Executive Director. 
 

Employee Dress and Chemical Sensitivities 
Every employee of IR2 is 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 looking neat and clean and should 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 in a manner, that is appropriate when having 
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 may be appropriate. If an employee is assisting 
ŀ ŎƭƛŜƴǘ ŀǘ ŀ ŘƻŎǘƻǊΩǎ appointment, or assisting them at their job, then jeans or business casual is 
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 body piercings 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 and limit or omit the use of potentially offensive products. 

 

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

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

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

¶ Clothing with holes, stains, phrases that may be considered provocative and/or offensive are not 
appropriate.  

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

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

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

¶ Shorts/skirts should be no more than six inches from the knee. 

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

¶ Job Coaches should dress in a manner that follows the dress code of the employer they are assigned at.  
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The IR2 Policy and Procedures 
manual is located in all community 
living sites, in the administrative 
offices and on the IR2 website at: 
www.ireach2.com 
 
 

IR2 expects each employee 
to show up for work on 

time, remain at work, and be 
engaged in work activities 

for her entire shift. 

 
Timekeeping Requirements 

Employees designated as hourly will record time worked on the IR2 bi-weekly timesheet which is a self-
calculating Excel document. It is strictly prohibited for any hourly employee to work off-the-clock, or to work 
beyond the hours scheduled on the published schedule. Employees shall immediately contact the Executive 
Director if a supervisor makes any request which would violate this policy. Also, employees are prohibited 
from remaining on-the-clock while not at work. 

 
In upholding IR2Ωǎ ǾŀƭǳŜ ŀnd integrity, it is important an employee use his time wisely. An employee should 
not arrive for an assigned shift and then immediately go out and take a break to smoke, nor should he take 
a break immediately before the assigned shift is completed for the day.  

 

An hourly employee is required to verify accuracy and sign a timesheet for the appropriate pay period 
according to the published schedule. If a timesheet is signed by the employee and there are errors, the pay 
will reflect only what is current and verifiable. Once the timesheet has been corrected, the pay resulting 
from those corrections will be reflected on the paycheck for the next pay period. An employee is responsible 
for approving his timesheet within the required time frame for each pay period, and by submitting an 
approved timesheet, certifies that the time recorded on the card was actually worked, and that he did not 
work any time during the period covered by the timesheet which is not recorded on the time card.  
Timesheets for hourly employees are due every other Monday by 9 am.   
 

Attendance and Work Schedules 
IR2 expects each employee to show up for work on time, remain at work, and 
be engaged in work activities for her entire shift.  
 
Support and quality of services for the clients are greatly enhanced when 
supervisors can plan for and adjust to employee absences.  
IR2 has a procedure for requesting time off, for being late, or leaving work 
early. Each employee is required to attend monthly staff meetings and 
will be paid for her time. An employee missing any departmental 
meetings will be responsible for contacting her supervisor for additional 
training or information. An employee who does not follow the established 
procedure is subject to disciplinary action, up to and including termination.  

 
Work schedules are not guaranteed and are based on the needs of the organization. Staff are hired 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 cross- training across programs, and 
to provide program participants the greatest access to their individual services as possible. Furthermore, IR2 is 
a human service organization that provides supports and services 7 days/week 24 hours per day.  On occasion 
overtime will be required for all employees in order to maintain individual services.  While every effort is made 
to only utilize employees who volunteer for overtime; management reserves the right to schedule any employee 
above their normal schedule and/or overtime hours.  Refusal to work your scheduled shifts will be handled 
through our employee supervision and discipline policy. 
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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 New Staff 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 I: 

¶ IR2 Mission, Culture and Person-Centered philosophy.  

¶ Introduction to Your Role (Open Future Learning)  
o NADSP Code of Ethics 
o Participant Choice 
o Dignity 
o Respect 

¶ Effective Teaching Techniques /Positive Guidance 
Organizational Chart/Chain of Command (roles and responsibilities) 

¶ Employee and Participant Handbook 
o Confidentiality 
o Ethical Code of Conduct 
o Grievance and Complaint Procedures 
o Performance Support and Appraisal  
o Attendance/requesting time off 
o Communication Systems (Therap, t-logs, timesheets, work schedule)  
o New Employee Paperwork Packet 
o On the job training 

¶ Reporting of Abuse/Neglect (DD section training-online) 

¶ Participant Rights (DD section training-online)  
 
In addition, all new staff must all attend New Employee Orientation II that is held monthly.  This training includes: 

Services (Community Employment Coordinator): 2 hours. 

¶ Individual Plan of Care 

¶ Promoting Wellness of Persons Served 

¶ Person Centered Planning/Philosophy 

¶ Rights and the Plan of Care 

¶ Critical Incident Reporting 

¶ Accessibility 

¶ Community Integration 

¶ Waiver Schedule Documentation 

¶ Supervision Levels/Supports 

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

¶ Health and Safety Practices (Inspections, identification of unsafe environmental factors, reducing physical risks) 

¶ Emergency and Evacuation Procedures (Drills, Workplace Violence) 

¶ PPE/MSDS/Bloodborne Pathogens 

¶ Medications 

¶ Review Assigned Sections of PNP  
Transportation /Driver Training (H&S Coord):  0.5 hour. 

¶ Pre-Trips 

¶ Mileage Logs 

¶ Travel Kits 

¶ PNP Review 
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ADDITIONAL REQUIRED TRAINING:   

¶ CPR and FIRST Aid Training  

¶ Crisis Prevention and Intervention (CPI) Training 

¶ Medication Assistant Training 

 

In addition to required training, IR2 provides 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 the year. If employees 
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 ongoing program and additional individual specific training as needed.  An 
employee must have current certification in IR2 Annual Recurrent Safety Training, CPI, CPR and First Aid, 
Medication Assistance Training, and have received client specific training in order to work alone with clients.  
 
Drugs and Alcohol 
NOTICE OF ALCOHOL/DRUG FREE WORK POLICY 

Lƴ ŎƻƳǇƭƛŀƴŎŜ ǿƛǘƘ CŜŘŜǊŀƭ ŀƴŘ {ǘŀǘŜ ǎǳƎƎŜǎǘŜŘ ǇƻƭƛŎƛŜǎ ǊŜƎŀǊŘƛƴƎ ǘƘŜ ŎƻƴŘǳŎǘ ƻŦ ōǳǎƛƴŜǎǎ ƛƴ ŀ άŀƭŎƻƘƻƭκŘǊǳƎ ŦǊŜŜέ 
environment, IR2 has adopted an 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 alcohol can 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 hours 
are prohibited. 

 
All new employees are subject to post-offer, pre-employment 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 taking 
prescription medications, will not be considered for employment.  To be tested, the employee must sign the consent 
and release from liability, ǿƘƛŎƘ ƛǎ ƛƴŎƻǊǇƻǊŀǘŜŘ ƛƴǘƻ ǘƘŜ !ǇǇƭƛŎŀǘƛƻƴ ŦƻǊ 9ƳǇƭƻȅƳŜƴǘΣ ŀǇǇƭƛŎŀƴǘǎΩ ǎǘŀǘŜƳŜƴǘ ǎŜŎǘƛƻƴΦ  
Refusal to sign the consent and release from liability will result in no further consideration for employment. 
 
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 strictly 
prohibited.  Therefore, drugs, alcohol or paraphernalia possibly used in connection with illicit drugs round on the 
ŜƳǇƭƻȅŜŜΩǎ ǇŜǊǎƻƴ ƻǊ ŀǘ ƻǊ ƴŜŀǊ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǿƻǊƪ ŀǊŜŀ ǿƛƭƭ ŀƭǎƻ ŎƻƴǎǘƛǘǳǘŜ ǊŜŀǎƻƴŀōƭŜ ǎǳǎǇƛŎƛƻƴΦ  ¢ƘŜ ŜƳǇƭƻȅŜǊ 
reserves the right to inspect employee work area.  Any employee who is found to be in possession of drugs, 
controlled substances, and/or alcohol during work hours or an IR2 premises or 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 affect 
their judgment, performance, behavior or could compromise the safety of persons served.  

 
IR2 may conduct post-accident drug/alcohol testing of employees when an accident occurs during company time 
resulting in damages of $500 or greater or if an injury occurs to any party. 
 

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 arrange 
a collection of a sample.  The employee will be required to submit to the testing within a one-hour 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.  Employees who dispute any results 
will pay the cost of any additional drug testing.  Any disputes must be done within 5 working days of being notified 
the results.  During the time of the dispute, the employee will be on leave without pay until the results are in.  If 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 is 
displaying behavior that may be alcohol or drug related.  A supervisor or on-call 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 alcohol 
related. The employee must notify the supervisor during regular business hours or On Call staff during non-business 
hours and must include any documentation. In such circumstances, the employee will be suspended without pay 
until the test results are known.  If the results are negative, the employee will be reimbursed for all work time 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 required to notify 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 to keep the results of drug and alcohol tests confidential.  Only results showing illegal 
ŘǊǳƎ ǳǎŜ ǿƛƭƭ ōŜ ŘƛǎŎƭƻǎŜŘΦ   ¢ƘŜ ŜƳǇƭƻȅŜŜ ǿƛƭƭ ōŜ ŀǎƪŜŘ ŦƻǊ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŎƻƴǎŜƴǘ ōŜŦƻǊŜ ǘŜǎǘ ǊŜǎǳƭǘǎ ŀǊŜ ǊŜƭŜŀǎŜŘ 
to anyone else.  Be advised, however, that test results may be used in arbitration, administrative hearings and court 
ŎŀǎŜǎ ŀǊƛǎƛƴƎ ŀǎ ŀ ǊŜǎǳƭǘ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŘǊǳƎ ǘŜǎǘƛƴƎΦ  !ƭǎƻΣ ǊŜǎǳƭǘǎ ǿƛƭƭ ōŜ ǎŜƴǘ ǘƻ ŦŜŘŜǊŀƭ ŀƎŜƴŎƛŜǎ ŀǎ ǊŜǉǳƛǊŜŘ ōȅ 
federal law.  The results of drug testing in the workplace may be used against the employee in any criminal 
prosecution. 
 
Consequences of Positive Test Results 
The consequences for violation of the drug-free policy may include, but is not limited to, referral for therapeutic 
help, discipline and/or discharge.  A positive drug test will result in termination of employment unless the employee 
ƻōǘŀƛƴǎ ŀƴŘ ŎƻƳǇƭŜǘŜǎ ǎǳōǎǘŀƴŎŜ ŀōǳǎŜ ǘǊŜŀǘƳŜƴǘ ŀǘ ŜƳǇƭƻȅŜŜΩǎ ŎƻǎǘΦ  ! ƭƛǎǘ ƻŦ ŎƻƳƳǳƴƛǘȅ ǊŜǎƻǳǊŎŜǎ ǘƘŀǘ ǇǊƻǾƛŘŜ 
substance abuse treatment will be available for review by any employee.  The Department of Health also provides 
information on their website or may 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 periodic basis 
ƻǾŜǊ ŀ ǇŜǊƛƻŘ ƻŦ ƻƴŜ ȅŜŀǊ ŀǘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŎƻǎǘΦ  LŦ ŀ ǇƻǎƛǘƛǾŜ ǘŜǎǘ ƻŎŎǳǊǎ ŘǳǊƛƴƎ ǘƘŜ one-year period, the employee 
will be terminated.  Refusal to comply with the testing requirements of this policy will be considered to be a positive 
result and will result in immediate termination of employment. 

 

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

A Medical Review Officer (MRO), who works in conjunction with the contracted testing laboratory, will review all 
positive results.  The MRO must assess and determine whether some other medical reason exists for the positive 
results.  If an employee refuses to talk to the MRO, the test results will be conǎƛŘŜǊŜŘ άǇƻǎƛǘƛǾŜέ ŀƴŘ ǿƛƭƭ ǊŜǎǳƭǘ ƛƴ 
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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 kind or description. As always, employment remains at the will of the 
employee and the employer.  

 
Employee Education - IR2 shall provide at least 1 hour of employee substance abuse education training per year.  
Evidence of this training shall be documented and filed ǳƴŘŜǊ ǘƘŜ ǘǊŀƛƴƛƴƎ ǘŀō ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŦƛƭŜ.    
Supervisor Training - IR2 shall provide at least 2 hours of substance abuse training per year.  Supervisors shall receive 
training to encompass at least 60 minutes on alcohol misuse and at least 60 minutes on drug use.  Training shall 
incorporate physical, behavioral, speech and performance indicators of probable alcohol misuse and use of 
drugs.  9ǾƛŘŜƴŎŜ ƻŦ ǘƘƛǎ ǘǊŀƛƴƛƴƎ ǎƘŀƭƭ ōŜ ǊŜǘŀƛƴŜŘ ƛƴ ŜŀŎƘ ǎǳǇŜǊǾƛǎƻǊΩǎ ǇŜǊǎƻƴƴŜƭ ŦƛƭŜΦ               
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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 Weapons Policy 
²ƻǊƪŜǊΩǎ Compensation 
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Employee Safety 
IR2 safety policies and procedures are based on past experience and current standards. The safety program 
that has been developed is a top priority of the organization and an integral part of IR2Ωǎ ŜƳǇƭƻȅŜŜ 
ǇǊƻŎŜŘǳǊŜǎΦ Lǘ ƛǎ ŜŀŎƘ ŜƳǇƭƻȅŜŜΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ take action to resolve immediate safety concerns. An 
employee is to report major or irresolvable safety concerns and/or repairs to the Health and Safety 
Coordinator, Administrative Team, or Executive Director either directly or in writing. Further information 
regarding safety policies and procedures can be found in the Health and Safety section of the IR2 Policy and 
Procedures manual. These manuals can be accessed at Community Living sites, on the IR2 website, 
Community Support center and from members of the administrative team.  

 

Snow Days and Unplanned Closure of Facilities 
1. Declaration Statement: The IR2 mission is to provide high quality, innovative, individualized, therapeutic 

services to adults with developmental disabilities and/or brain injuries. To accomplish this mission, IR2 must 
ensure its operations are performed efficiently with minimal disruption, especially during an emergency. 
This document provides planning and program guidance for implementing the IR2 Emergency Management 
Continuity Plan to ensure the organization is capable of conducting its essential services and functions under 
all threats and conditions. While the severity and consequences of an emergency cannot be predicted, 
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 normal operations are disrupted due to a variety of natural disasters. 
This plan applies to all IR2 personnel. Staff must be familiar with Emergency Management Continuity Plan 
policies and procedures and respective roles and responsibilities. 

 
3. Risk Assessment: The Wyoming Office of Homeland Security identifies hazards in the state of Wyoming. In 

our county of Natrona, the Natrona County Emergency Management has identified the following risks in our 
area that could affect our facility; Flash floods, tornados, earthquakes, blizzards, severe thunderstorms, 
wildfires and hazard material releases.  In addition, IR2 has identified the following risk and performs drills 
for these risks; Fire, Bomb threat, utility failure and unknown or erratic individual.  

 
4. Preparedness: IR2 has an Emergency Management Continuity Plan that is shared with The Wyoming Office 

of Homeland Security, the Natrona County Emergency Management and our temporary shelter site, The 
Restoration Church. The Health and Safety Coordinator is a member in the Natrona County Community 
Emergency Response Team and participates in the Emergency Notification System. 

 

 

 
 

 
 
 

The complete IR2 pandemic 
response plan can be located 

in the Health and Safety 
Section of the policy and 

procedure manual  
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