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Welcome to Make A Way 
We are glad you have joined our professional social services an organization that provides a healthy and safe environment for youth whose biological parents are unable to care for them.  We hope this will be a satisfying endeavor for you and your career.

Before you is our Employee Handbook, which is designed to provide you with all the information required to perform your tasks in sync with the big picture of what we are all about.  

Call on us for support.

Warm regards,

Kristina Williams
 EXECUTIVE DIRECTOR
I. INTRODUCTION

Limitations

This Personnel Policies and Procedures Manual does not constitute all or part of the terms of an employment agreement with Make A Way.  Final interpretation and/or application of these policies are within the discretion of the Board of Directors.  The policies set forth herein are subject to change at the discretion of the Board of Directors, unless otherwise dictated by funding sources.

Definitions

1. The Manual
The Personnel Policies and Procedures Manual is hereinafter referred to as “The Manual.”

2. The Board
The Board of Directors of Make A Way shall hereinafter be referred to as “The Board.”

3. Make A Way . 

Hereinafter referred to as “MAKE A WAY ” or the “Agency.”

4. Client
A client is a youth who has been admitted to Make A Way  Agency Home, or Agency Group Home.
Policy Statements ~ Conduct & Discipline

1. The authority and responsibility of the selection and termination of all staff personnel is in the Executive Director, who may at his/her discretion, delegate this authority and responsibility, as he/she deems necessary.

2. It is the policy of Make A Way that the following hiring practices will prevail at and during the time of employment with the program:

a. Capable and responsible personnel will be hired, who are of good character and reputation.

b. All applicants recovering from alcoholism or drug dependency and/or use must have at least two (2) years of continuous absolute abstinence from alcohol and all mind affecting drugs, must enter into an agreement with Make A Way for Make A Way , and must be an active participant in Make A Way . 

c. No person shall be hired with any active felony convictions; applicants must notify Make A Way if he/she is presently on probation or parole.

d. No person shall be hired with any active warrants at the time of employment; applicants must notify Make A Way if he/she has any active warrants, including traffic tickets.

e. All employees and applicants for employment with Make A Way must notify Make A Way  if he/she has been convicted of any crime while employed by Make A Way  other than a misdemeanor, within five (5) days of disposition of that case.

f. To have an aggressive goal of career development for employees.

3. Inappropriate public behavior, which reflects adversely on Make A Way in the opinion of the Executive Director, is inconsistent with employment by Make A Way  and is a basis for termination of employment.

4. Make A Way shall establish and maintain in effect Personnel Policy and Procedure Manual, personnel records, job descriptions and qualification standards.

5. Personal conduct, grooming and dress of all personnel is required to conform to that expected of an employee of the Agency.  Employees are to conduct themselves in a business-like, courteous manner when dealing with parents, CPS, other staff and the public at-large.

6. To avoid the appearance of conflict of interest, the following policies are established:

a. Make A Way  employees who take on new and/or additional jobs other than at the MAKE A WAY  facility are required to notify the Program Director prior to acceptance of the new and/or additional job, while they are yet employed by MAKE A WAY .  Employees are also required to complete a New and/or Additional Employment Form to be retained on file at Make A Way .
b. Employees will not engage in outside employment or self-employment where such employment would constitute a conflict of interest or would affect adversely the employee’s performance at Make A Way .  Employees will not use Make A Way  time or resources for non-Agency work for any personal or private gain.  A conflict of interest exists in such instances when a regular full-time, part-time or temporary employee:

(i) Accepts full or part-time employment in any organization, which does business with or for MAKE A WAY .

(ii) Gives business to a firm which he or she has a financial or personal interest;

(iii) Advises or recommends activities or programs to an agency which involves expenditures of money from which they expect to gain financially.

c. No person shall be employed or compensated by MAKE A WAY  in any manner whatsoever as a reward or penalized for the support or defeat of any political party or candidate for political office.

d. No person shall be employed as a reward for any contributions of cash or in-kind services provided MAKE A WAY .
e. Employees of MAKE A WAY  are prohibited from engaging in financial transactions, or accepting gifts, money and/or gratuities from persons receiving benefits or services under the MAKE A WAY  program, or from performing services under contract or otherwise in a position to benefit from an employee action.  Any cash donations or other in-kind gratuities received by an employee shall be presented to MAKE A WAY  through the Executive Director to the Board at the next regular Board meeting.

f.  No employee shall use or remove for the employee’s personal benefit or for the benefit of others, any agency-owned property, tools, and equipment or supply items.  Employees are expected to have a sense of responsibility and exercise proper care when using Agency equipment and/or facilities.

g. The Agency telephones are provided for official business use only.  The only exception to this policy is that an employee may make limited personal use of the telephones in accordance with the following restrictions.  Abuse of the following rules and restrictions on telephone usage will subject the employee to disciplinary action.

(i) Local Calls
Personal use of the telephone for local calls is to be limited in both the number and duration of calls so as to not interfere with an employee’s work schedule or distract from official business in the office.

(ii) Long Distance Calls
The supervisor should approve business long distance calls made.  Calls of this nature generally are restricted to official business only and should be documented.  Personal long distance calls of an urgent nature may be made, provided that the call is charged to the employee’s home number or the employee’s personal long distance telephone calling or credit card.  It is the responsibility of the employee on duty to monitor client local and long distance telephone calls.  Should excessive long distance charges appear on the bill during employee’s shift, such charges may become the full responsibility of the employee for payment.

7. Statement of Affirmative Action

It is the policy of MAKE A WAY  to comply fully with nondiscrimination provisions of all local, state and federal laws.  The Administration enthusiastically agrees to comply with the letter and spirit of Title VII of the Civil Rights Act of 1964, as amended and other amendments.

a. Equal Employment Opportunity

The Agency is committed to an action-oriented program of equal employment opportunity for all individuals regarding race, color, religion, gender, national origin, cultural background, age, physical or mental handicap or sexual orientation; or ethnic slurs and insults are wholly inappropriate and violate MAKE A WAY  equal employment opportunity policy, and may also violate Title VII of the Civil Rights Act, the Texas Commission on Human Rights Act, the Americans with Disabilities Act, and/or other applicable laws.

Certain types of conduct which might be intended to be inoffensive social exchanges, but that might be perceived as offensive, may be used as a basis for harassment claims on any of the above grounds.  Such conduct is not necessarily a violation of the law or this policy.  Rather, employees should be aware that certain conduct holds the potential for supporting claims of harassment, even though no offense was intended.

Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature by an employee or supervisor when (1) submission to such conduct is made, either explicitly or implicitly, a term or condition of an individual’s employment; or (ii) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual.  Sexual harassment also includes conduct of a sexual nature that unreasonably interferes with an individual’s work performance or creates an intimidating, hostile, or offensive working environment or otherwise adversely affects an individual’s employment opportunities.

b. Affirmative Action Policy

The Board of Directors of MAKE A WAY  shall also enthusiastically pursue an Affirmative Action Policy in regard to applicable laws respecting discrimination and unfair employment practices.

c. Sexual Harassment

Harassment on the basis of race, color, religion, gender, national origin, cultural background, age, physical or mental handicap or sexual orientation; or ethnic slurs and insults are wholly inappropriate and violate MAKE A WAY  equal employment opportunity policy, and may also violate Title VII of the Civil Rights Act, the Texas commission on Human Rights Act, the Americans with Disabilities Act, and/or other applicable laws.

Certain types of conduct which might be intended to be inoffensive social exchanges, but that might be perceived as offensive, may be used as a basis for harassment claims on any of the above grounds.  Such conduct is not necessarily a violation of the law or this policy.  Rather, employees should be aware that certain conduct holds the potential for supporting claims of harassment, even though no offense was intended.

Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature by an employee or supervisor when (I) submission to such conduct is made, either explicitly or implicitly, a term or condition of an individual’s employment; or (ii) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual.  Sexual harassment also includes conduct of a sexual nature that unreasonably interferes with an individual’s work performance or creates an intimidating, hostile, or offensive working environment or otherwise adversely affects an individual’s employment opportunities.

Comments or conduct that might be perceived as sexually offensive are to be strictly avoided.  Examples of conduct that might constitute sexual harassment include, but are not limited to, repeated offensive or unwelcome sexual flirtations, advances, or propositions; continual or repeated verbal abuse of a sexual nature or graphic verbal commentaries about an individual’s body, sexual degrading words used to describe an individual; or the display in the work place of sexually suggestive objects or pictures.

8. All personnel files, records, documents, notes, reports, memoranda, or other papers generated by or about an employee are confidential and/or under the care and control of the Program Director or his/her designee.

An employee may request an appointment to examine his/her personnel records during regular office hours.  Only persons authorized by the Program Director or his/her designee may gain access to personnel records by requesting the same and giving his/her reason for such request.

9. All files, records, documents, notes, reports, memoranda, or other papers generated by or about an employee of MAKE A WAY  are confidential and may be released by MAKE A WAY  only to the employee or the person(s) to whom the employee has designated by way of a written release, and to other agencies or persons as defined under the State & Federal Confidentiality Law (P.L. 930579 “Privacy Act of 1984”).

10. All files, documents, notes, reports, memoranda, or other papers generated by an employee in any connection with his/her work at MAKE A WAY  are the sole property of MAKE A WAY .  The Program Director and his/her designee are responsible for the security of all records, files, documents, etc., and shall take such steps, as the Program Director deems necessary to insure that the same are properly maintained, secured and protected.

All complaints will be promptly investigated and appropriately privacy safeguards will be applied to the extent possible.  Any employee found to have violated this Agency’s policy against sexual harassment or knowingly files a false charge will immediately be subject to the Agency’s discipline procedure.  By enforcing this policy, we will preserve the right of every agency employee and applicant to enjoy a work place free of sexual harassment.  Employees are encouraged to follow the discrimination complaint procedures in this Personnel Policies and Procedures Manual
II. EMPLOYMENT

A. There are four (4) categories of employment available at MAKE A WAY : full time, contract, temporary and part-time.

B. Payday

All employees are paid on the 19th of the month.  All employees are required to turn in time sheets on the last day of the month.  Failure to do so may result in the employee not receiving compensation until the next pay period.  Each pay period covers a 30-day period beginning on the 1st and ending on the last day of the month.  Management distributes paychecks.  Employees may not draw earnings in advance of the regular payday.  Each employee must sign for his/her own payroll check.  If the check is to be picked up by someone other than the employee, MAKE A WAY  must receive notice from the employee in writing giving that person permission to pick up the check.  The person must have a driver’s license or picture identification ready before MAKE A WAY can release the employee’s check to that person.  The person must also sign his/her own name and the employee’s name on the Payroll Signature Sheet.

C. POSITION QUALIFICATIONS:

1. Positions shall be classified on the basis of duties and responsibilities.  The job description shall indicate the title, function, duties, responsibilities, authority and minimum qualifications.

2. Any new classification, merit increases, or proposed changes of a classification shall be approved by the Program Director.

D. PROBATION

1. All employees will be on probation for a minimum period of six (6) months.  Provisions shall be made for adequate supervision during this period and for evaluation prior to the end of the period.  The employee shall be notified by the Program Director in writing of his/her status as to retention or an extension of the probationary period.

2. The probationary period shall be utilized for the purpose of closely observing the employee’s work to determine his/her suitability and qualifications for the position.  During this period of time, the supervisor shall observe the employee’s ability to perform various duties and requirements of the position and shall make performance evaluations, as required and specified by administrative regulations.

3. The Executive Director may terminate an employee at any time during the probationary period.  If the Executive Director desires to extend the probationary period, he/she must notify the employee before the expiration of the original probationary period.  The Program Director may extend the probationary period in increments of 90 days, not to exceed a total of one year.

4. All employees hired or rehired by MAKE A WAY shall be probationary employees for a minimum of six (6) months from the date of employment or re-employment.  Employee(s) who transfer or are promoted from one position to another at MAKE A WAY will be considered to be probationary employee(s) with respect to their new position for a minimum of six (6) months following the transfer or promotion.

5. There shall be an informal on-going evaluation of each probationary employee by the employee’s immediate supervisor.  The supervisor shall periodically review the probationary employee’s job performance and shall inform the employee of areas that need improvement.  The immediate supervisor shall prepare a written evaluation report for each employee which is to be completed and discussed with the employee no later than seven (7) days before the end of the probationary period, and may also prepare additional reports to provide the probationary employee with notice of areas in need of improvement.  Each written evaluation report shall be discussed with the employee.  The supervisor shall obtain the employee'’ signature acknowledging the discussion, the employee'’ review of the report and written comments, if any, before forwarding it to the employee'’ personnel file through the Program Director.

In addition to the six (6) month report, the immediate supervisor shall prepare a final report for each probationary employee.  The final report shall be forwarded to the Program Director and placed in the employee’s personnel file.

E. HIRING AND SELECTION:

1. To further promote career development and training program of MAKE A WAY , the following procedures apply in filling all vacant positions”

A. The Program Director and Executive Director shall determine at what level the position shall be advertised.  Utmost consideration shall be given to: promotion opportunity, staff qualifications and the lowest level at which a position can be filled while still maintaining the integrity of the position.

B. The Program Director and Executive Director shall prepare an announcement which shall include the title of position, duty and location, brief description of major duties, qualification requirement, statements of non-discrimination, how, when, where and whom to apply.

2. RECRUITMENT

A. The vacancy-promotion announcement shall be prepared by the Administration immediately upon a position’s becoming vacant, and shall be posted.  The announcement shall remain posted for a minimum of 72 hours during which only applicants from qualified employees will be considered.  External requirement may begin concurrently.  External applications will be considered if no employee is selected.

B. A vacant position shall be advertised through appropriate local or regional communication systems (centers, newspapers, employment services, etc.).  At the end of the announcement period, the appropriate personnel to determine basic eligibility and qualifications shall review all applicants.  The Program Director shall make the final decision as to an applicant’s selection for employment.

3. CAREER DEVELOPMENT AND TRAINING

A. MAKE A WAY  shall assist employees with career development programs, and the positions within MAKE A WAY  shall be structured to provide career development.

B. Career development is an integral part of training.  Training shall be of such nature as to develop not only current skills, but additional skills as well, to include knowledge and tools to enable individuals to move to higher-grade positions.

C. MAKE A WAY  shall attempt to provide employees with opportunities to participate in on-the-job training.  Selection for such training shall be based on the needs of MAKE A WAY  and position requirements.

III. SALARY ADMINISTRATION

A. Employee’s salaries shall be governed by salary schedules for the position that they fill.  Exempt employees are paid annually rather than hourly.

B. Rates shown in salary schedules shall be for full-time employment.  If an employee other than an exempt employee works less than forty hours per week, he/she shall be paid for those hours worked.  To determine the hourly rate for employees other than non-exempt employees, the annual rate shall be divided by 2,080 hours (1 year).

C. Changes in pay due to promotion, demotion, or reassignment within grade transfer shall be effective at the beginning of the pay period following the date of the action.

D. When an agency employee is promoted to a higher-grade position, the salary shall be established at the minimum step of the new grade; unless exceptional circumstances merit a higher step.

E. Salary progression within the range established for each position shall be based on length of service, merit, and job performance, availability of funds and performance of such nature that it is deserving of recognition.

F. Whenever an employee is promoted to a new position requiring new responsibilities, he/she shall commence a new probationary period of six (6) months.

G. Once an employee arrives at the top step of the grade, he/she shall not be eligible for a pay increase unless there are changes in the salary for that grade.

H. Payday shall be monthly on the 19th of the month.

I. Advances on salaries are prohibited except in cases of extreme emergency and require written approval of the Executive Director.

Sick Leave 

Paid sick leave benefits will be accrued and made available for use by eligible employees on a fiscal year basis.  Paid sick leave is designed to protect against the loss of income due to personal illness. In addition it is intended to facilitate daytime health care appointments and care of a spouse, child or parent who is ill. 

Benefit and Eligibility: Regular Full- Time Employee 
Year One and Two: During the first fiscal year of continuous employment, Paid Sick Leave is accrued at the rate of 3.33 hours per month for a maximum total of 5 working days or 40 hours per year, accrued from the first day worked in the fiscal year. 

Employees become eligible to use accrued paid sick leave upon completion of their initial 90-day orientation period. 

Year Three through Five: During the third and through the fifth fiscal years of continuous employment. Paid Sick Leave is accrued at the rate of 5 hours per month, for a maximum of 7.5 working days or 60 hours per fiscal year. 

Year Six through Ten:  During the sixth through the tenth fiscal years of continuous employment. Paid Sick Leave is accrued at the rate of 6.67 hours per month, for a maximum of 10  working days or 80 hours per fiscal year. 
Benefit and Eligibility: Regular Part-Time 
Regular Part-Time Employees who work a regular schedule of 20 or more hours per week and have continuous employment of the same number of fiscal years as their Full-Time counterparts are eligible for a prorated portion of the Full-Time Employee Paid Sick leave benefits accrued from the first day worked in the fiscal year based on the following formula: 

The number of regularly scheduled part-time work hours per week multiplied by 52 weeks in a year, divided by 2,080 full-time work hours per year, equals the percent of the maximum Regular Full-Time Employee benefit for which the Regular Employee is eligible. 

The maximum Regular Full-Time Employee benefit multiplied by the percent of the benefit for which the Part-Time Employee is eligible gives the prorated number of hours per fiscal year of Paid Sick Leave for which the employee is eligible. 

Regular Part-Time Employees who work a regular schedule of 20 or more hours per week become eligible to use their accrued paid sick leave upon completion of their initial 90.day probationary period. 

Limited Part-Time Employees who work less than 20 hours per week are not eligible for accrued paid sick leave. 

Carry Over of Unused Sick Leave: Unused sick leave at the end of the fiscal year will be carried over into the next fiscal year. The maximum amount of sick leave will not exceed 20 days. 

Notification: An employee who must be absent from duty because of personal or family illness must notify his/her supervisor at the earliest possible time. 

Advances on Accruals: Advances of paid sick will not be granted except at the discretion of the Executive Director. 
Limitations: 
1. MAKE A WAY  may request and obtain verification of the circumstances surrounding any use of Paid Sick Leave. 

2. At termination of employment, regardless of the reason for such termination, there is no cash reimbursement for unused sick leave. 

3. If an employee must use sick leave during their orientation period their Director may approve for the employee to make up the time, or time will be deducted at the Director's discretion. 

G. Special Circumstances:
1. An employee who becomes ill or injured during a vacation may request that the vacation pay be terminated and the time of illness or injury be charged to his/her accrued Paid Sick Leave.

H. Extended Sick Leave 
1. Authorization: No employee is entitled to extend sick leave. However, in special cases of serious, lengthy illness, where regularly accrued leave has been exhausted, the EXECUTIVE DIRECTOR at his/her discretion, may authorize additional sick leave; with or without pay on an individual basis, after reviewing the merits of each particular case. 

2. Requirements: Extended Sick Leave requests will be reviewed by the Executive Director according to the following guidelines: 

· The employee must be a regular employee with at least two years of service with MAKE A WAY .

· The employee’s job performance and past sick leave record will be considered as a factor in the decision.

3. Limitations: If granted, Extended Sick leave may be terminated at any time at the discretion of the Executive Director.

Upon completion of an Extended Sick Leave, the Executive Director  may re-evaluate the need for approving additional leave. 

MAKE A WAY  has the right to rescind an Extended Sick Leave should medical circumstances change. 

Extended Sick leave must be repaid in a manner and time frame prescribed by the Executive Director.

Vacation

Paid vacation benefits will be accrued and made available for use by eligible employees. 

A. Benefit and Eligibility: Regular Full- Time Employees: 
1. Years One and Two: During the first two years of continuous employment, Paid Vacation leave is accrued at the rate of 3.33 hours per month for a maximum total of 5 working days or 40 hours per fiscal year. 

2. Vacation leave is accrued from the first day of employment. Employees become eligible to use the accrued paid vacation leave upon completion of their initial 90-day orientation period. 

3. Years Three, Four and Five: During the third, fourth and fifth years of continuous employment. Paid Vacation leave is accrued at the rate of 6.67 hours per month for a maximum of 10 working days or 80 hours per fiscal year. 

4. Year Six and Thereafter: During the six and successive years of continuous employment, Paid Vacation Leave is accrued at the rate of ten hours per month, for a maximum of 15 working days or 120 hours per year. 

B. Benefit and Eligibility: Part Time Employees:
1. Regular Part-Time Employees who work a regular schedule of 20 or more hours per week and have continuous employment of the same number of years as their Full-Time counterparts, are eligible for a prorated portion of the Full-Time Employee Paid Vacation benefits, accrued from the first day of employment, based on the following formula: 

The number of regularly scheduled part-time work hours per week multiplied by 52 weeks in a year, divided by 2,080 full time work hours per year, equals the percent of the maximum Regular Full-Time Employee benefit for which the Regular Part-Time employee is eligible. The maximum regular Full-Time Employee benefit multiplied by the percent of the benefit for which the Part-Time Employee is eligible gives the prorated number of hours per year of Paid Vacation leave.

2. Regular Part- Time Employees who work a regular schedule of 20 or more hours per week become eligible to use accrued paid vacation leave upon the completion of their initial 90-day orientation period. 

3. Contract Employees are not eligible for accrued paid vacation leave.

C. Compensation:  All regular Full-Time Employees and all Regular Part-Time Employees are entitled to accrued vacation pay for the number of scheduled hours that would have been worked on the vacation day(s) taken. 

However, employees may not substitute work for vacation and receive payment for both. If not taken, or approved to be carried forward, vacation time will be lost. 

D. Scheduling and Approval: Supervisors shall schedule and give written approval in advance for all accrued vacation time, giving due consideration to needs of MAKE A WAY  and its clients as well as the interests of the employee. In the interest of fairness to all concerned, vacations may be split. 

E. Advances on Accruals: Advances of paid vacation will not be granted.

F. Special Allowances: At the request of the Regular Full-Time Employee, and with the recommendation of his/her immediate supervisor, the EXECUTIVE DIRECTOR may, at his/her discretion, grant a regular employee the option to carry over accrued vacation leave from one fiscal year to another. To use vacation time carried forward from one fiscal year to the next, the employee must have a signed authorization from the EXECUTIVE DIRECTOR. 

G. Special Circumstances: 
1. Illness: If an illness occurs during a vacation period, sick leave may be substituted for those vacation days during which the regular employee was ill. 

H. Reimbursement for Unused Vacation:
1. All regular employees will be reimbursed for accrued, unused vacation at the salary rate he/she is earning at the time of termination/separation of employment, provided the employee has completed the 90 day Orientation Period. Compensation for the unused vacation is only paid in the fiscal year it is earned. 

2. In the event of the death of a regular MAKE A WAY  employee, a lump sum payment of all of the employee’s unused accrued vacation leave will be made to the employee’s estate. Payment will be calculated on the basis of the employee's salary at the time of death.
IV. PERSONNEL ACTIONS

A. Discipline

There are four (4) kinds of disciplinary actions that may affect the employment of persons working at MAKE A WAY .

1. Admonishments:

An admonishment is an oral or written warning given to an employee for minor infractions of MAKE A WAY  guidelines, policies, instructions, etc.  The supervisor gives an admonishment to the employee.  The employee has appeal and grievance rights as to this type of discipline.

2. Reprimand:

A reprimand is a written warning given to an employee for violation of MAKE A WAY  regulations, policies, procedures, instructions, etc.  The supervisor with the Program Director’s approval issues a reprimand.  A copy of the reprimand shall be delivered to the employee within ten (10) working days from the date of the infraction and a copy shall be placed in the employee’s personnel folder.  A written reprimand shall be removed from the employee’s personnel folder one year from the date it was issued, unless the employee receives another written reprimand within that time period.  An employee may appeal the reprimand.

3. Suspension:

A suspension is a temporary enforced absence from duty in a no-pay status.  It may be imposed in lieu of dismissal for just cause.  It shall also cover those instances where the seriousness of the allegation requires investigation.  The supervisor, with the Program Director’s approval shall prepare a statement in writing setting forth cause (how, when, where and why), and stating if any previous disciplinary actions have been taken, and the employee shall receive a copy of this statement.  A copy shall be placed in the employee’s personnel folder.  The employee may appeal. No single suspension shall exceed ten (10) working days, and no employee shall receive more than two (2) suspensions in a twelve (12) month continuous period.

4. Dismissal:

An employee may be discharged without prior notice for just cause, including dishonesty, insubordination, failure to report for work or to report the reason for absence, gross neglect of duty, alcohol and/or drug use or abuse or other conduct unbecoming to any employee of Make A Way .

5. Grounds for Reprimand, Suspension or Dismissal:

a. Since the philosophy of MAKE A WAY  is that the client comes first, there shall be immediate dismissal for callous disregard for any client’s physical, emotional and spiritual well being.

b. Willful violation of any of the provisions of the personnel rules and regulations, the administrative regulations, or the written or verbal instructions of the Program Director will be cause for disciplinary action.

c. Failure to report promptly for work in accordance with shift schedules and failure to maintain a good attendance record on the job will result in a reprimand or dismissal.

d. Incompetence or inefficiency in the performance of his/her duties will be cause for dismissal.

e. Gross carelessness or negligence in the care of property of MAKE A WAY or a client is cause for suspension and/or dismissal.

f. Abusive and improper treatment of other employees, clients, or the public, unless such conduct is committed in self-defense or to protect others.

g. A staff member who embarrasses the Agency with inappropriate social drinking or drug usage, either legal or illegal, is subject to immediate dismissal.

h. An employee, who fails to report to work after two (2) days without communication to the Program Director, shall be terminated without notice.

i. Immediate dismissal of any employee not following State and Federal Guidelines and Make A Way. Policy & Procedures.

j. Employees, Board members, volunteers, and other individuals are not allowed to continue job duties if their behavior, including the unauthorized use of alcohol or other drugs, endangers the health, safety or well being of clients.

B. Other Personnel Actions

1. Suspension Pending Investigation:

The Program Director may suspend an employee for up to ten (10) days without notice in order to investigate charges of misconduct against the employee.  The employee shall not receive pay for the period of suspension should termination result.  However, the employee shall be paid for the suspension, as determined by the Program Director, based on the degree of the disciplinary action.

2. Demotion:

A demotion is the act of lowering a person’s position and commensurate pay, usually as a result of inefficiency and/or inability to perform the duties of the position.  Demotions can be caused by unforeseen funding constraints, voluntary request by employee, etc.

The supervisor shall prepare a written proposal of demotion to the Program Director.  The proposal shall set forth specific reasons and causes, plus what action had been taken to bring the employee’s performance up to an acceptable level, setting forth why the employee failed (i.e., attitude, lack of desire, inability to assimilate the training, etc.).  The Program Director shall review the submitted material and make his/her decision.

If demotion is in order, the Program Director shall prepare a letter of demotion, setting forth-pertinent facts and previous action to solve the problems.  The copy of the demotion shall be placed in the employee’s personnel folder.  The employee may appeal this action.

V. PERSONNEL POLICIES AND PROCEDURES INQUIRIES:

We recognize that employees of MAKE A WAY may have questions, suggestions or recommendations for changes in the Personnel Policies and Procedures Manual.  Thus certain standing committees of the Board have been established.  The procedures for submitting questions, suggestions, etc. to the committee are as follows:

A. Questions, suggestions, etc. may either be submitted to the supervisor, Program Director, and they must be in writing.  If the supervisor or Program Director can answer the question, they may do so.  If they cannot answer the question or if the employee is dissatisfied with the reply, then the Program Director shall forward the written request to the appropriate standing committee of the Board.

B. The standing committee shall respond in writing to the employee inquiry.

VI. PERSONNEL RECORDS

Make A Way shall maintain, for each employee, a personnel record.  This record is confidential and is available only tot he employee, Program Director or his/her designee, and the Office Manager, if requested.

VII. TERMINATION

Ordinarily, the termination of an employment relationship with MAKE A WAY will fall within one of the following categories with indicated policies applicable to each: resignation, abandonment, unsatisfactory performance, misconduct, reduction in force or death.  Just as employees have the right to terminate their employment at will, MAKE A WAY reserves the right to sever the relationship at will.  In addition, upon termination or Dismissal the employee is responsible for returning any or all materials issued and used during your time of employment to the office or Make A Way.  Such items include child’s record, keys, documents, diskettes, and electronic records.  Ethical standards require that you delete any, records pertaining to the agency, its clients, and any other records you may have in your possession, i.e. information stored electronically on PDAs and Personal Computers.  (This includes phone numbers, addresses and other information about foster parents or children placed with the agency.)  After termination you are prohibited from logging into the data base system, telephone voice mail and/or any agency computers/servers.    See Employee Agreement.

A. Voluntary Resignation
Employees who freely and voluntarily resign are expected to give at least two weeks notice.  Failure to do so may affect future consideration of re-employment with MAKE A WAY.  If an employee resigns without notice, the supervisor should prepare an incident report.

Notice by the employee must be in writing, and the resignation should be forwarded to his/her supervisor immediately.  Once an employee has entered a notice of resignation, its retraction should be permitted only by the mutual agreement of the employee and the supervisor.  If employee fails to provide written notice, he/she will forfeit remaining vacation pay.

Forced resignation must not be used as an alternative to involuntary resignation.

An employee who resigns will be paid all salary to which he/she is entitled, including earned but unused vacation pay, provided the employee provides MAKE A WAY with two (2) weeks notice.

B. Abandonment
An employee who is absent for more than three (3) consecutive scheduled workdays, without approval and notification to MAKE A WAY  is considered to have abandoned his/her employment.  This applies to an employee during the normal course of employment, as well as the scheduled return from vacation or leaves of absence.  On the fourth consecutive day of absence from scheduled work, MAKE A WAY will notify the employee, by certified mail, that employment has been terminated as of the first day of the unauthorized absence.

Employees who are absent without approval, but who make reasonable attempts to notify MAKE A WAY of their interest in retaining employment, will not be terminated under the employment abandonment provisions.  Rather the unexcused absences may be the basis for disciplinary action, up to and including discharge.

Employment termination will not be retracted except for circumstances where the employee can substantiate that he/she could not notify MAKE A WAY as required.

C. Unsatisfactory Performance
Unsatisfactory performance, such as failure of an employee to meet performance standards, complete tasks in a timely manner, or maintain an adequate attendance record, can result in termination.  An employee discharged for unsatisfactory performance will be paid accrued annual leave.

D. Misconduct
Misconduct involving misbehavior, refusal to work a reasonably expected amount, wrongful use or taking of MAKE A WAY property or conviction of a felony is examples of grounds for termination.

E. Reduction in Force
Termination of employment resulting from job elimination due to reorganization or financial considerations, determined by MAKE A WAY management, will be paid salary and accrued but unused vacation pay.

If the need to lay off or reduce the staff is caused by an emergency or by factors that could not be reasonably anticipated and planned for, MAKE A WAY will not be bound to give notice or pay in lieu of notice.

F. Severance Pay
MAKE A WAY does not provide severance pay.

VIII. EXIT INTERVIEWS

Whenever possible, an exit interview will be completed by the Program Director to determine the following: stipulation of termination date; review of benefits at termination, if any; calculation of final pay; return of keys, ID, property, etc.; settlement of accounts; verification of address; employee assessment of MAKE A WAY  operations; and administration and transmittal of final paycheck.  Cost of property not returned to Program Director shall be deducted from final pay check as determined by replacement cost, i.e., pagers, manuals, keys, papers, etc.

Employees who are voluntarily resigning should schedule an appointment with the Program Director for an exit interview as early as possible.

Employees who are terminated due to release, unsatisfactory performance, misconduct, reduction in force, or retirement should also have an exit interview with the Program Director before transmittal of final pay.

In cases of termination due to death or abandonment when exit interviews are not possible, the Program Director will consult with the supervisor and complete the termination form as fully as possible under the circumstances.

IX. REVISION OF PERSONNEL PROCEDURES

A. Personnel procedures shall be updated from time to time as needed, and as approved by the Board.  Notice of such changes shall be recorded and distributed to all employees.

B. Additions and changes to Personnel Policies and Procedures Manual requiring immediate implementation shall be issued by the Program Director and ratified at the next regular Board meeting.

X. APPEALS AND COMPLAINT PROCEDURES

These procedures are intended to aid the employee in procedures to follow resulting from the employee’s dissatisfaction with any disciplinary action taken by a supervisor.  Appeals shall consist of matters of disagreement arising out of written personnel or disciplinary actions directly involving the individual bring the appeal.

Should the employee elect to appeal, the appeal should deal only with the charges as outlined in the disciplinary action.  The effective date of termination will remain in effect regardless of the hearing date established by the Executive Director and/or the Board of Directors.  If the appeal is found in favor of the employee, the employee will be reinstated with back pay and continuation of all fringe benefits.  The decision of the Board of Directors is final.

Under no circumstances shall an employee go directly to the Board of Directors or a member of the Board concerning matters of disagreement arising out of the employer-employee relationship, but shall follow the procedures stated below.  Any deviation from this procedure is grounds for disciplinary action.

Each appeal shall be presented to the appropriate party as indicated in the “Procedure for Appeal,” below.  The initiation of the appeal shall commence within fourteen (14) calendar days after the occurrence of personnel/disciplinary action.  Failure to present the appeal within 14 days is a waiver of the right of appeal.

A. Procedure for Appeal:

1. The employee shall discuss the subject of his/her appeal with the immediate supervisor.

2. If no satisfactory solution is reached, the employee may request, in writing, a meeting with the Program Director to discuss the alleged grievance.  This request must be made within five (5) days.  The Program Director will discuss the alleged grievance with the employee within five (5) days of the receipt of the employee’s request.

3. The Program Director shall give the employee a written decision within five (5) days.  If the employee is dissatisfied with the decision of the Program Director, he/she may submit the appeal in writing to the Program Director within five (5) days and request a hearing before the Board of Directors.

The Program Director shall arrange a hearing within ten (10) days before the Board, including but not limited to, the Executive Board, the Executive Director, the Program Director and the employee.  The Board shall render a decision within ten (10) days.  If the employee or the Program Director is dissatisfied with the decision of the Board, either may request in writing a hearing before the entire MAKE A WAY  Board of Directors, within five (5) days of the Board decision.

The Board Chair shall schedule a special hearing with a quorum of the Board within thirty (30) days of the request from either the employee or the Program Director.  The Board shall render a decision within ten (10) days.  The action of a quorum of the Board shall be binding and final.

B. Discrimination Procedure
1. An employee complaint alleging discrimination because of race, color, religion, gender, national origin, cultural background, age, physical or mental handicap or sexual orientation, veteran status or disability, except where disability might be a bona fide disqualification for the job, in accordance with state and federal laws, will notify the Program Director in writing within fifteen (15) working days of the alleged complaint.  The Program Director will assist in the preparation of the complaint for submission to the Employee’s supervisor for response.  The supervisor must respond within five (5) working days in writing to Program Director.  A meeting with the supervisor, Program Director and Executive Director will be scheduled within ten (10) working days to discuss and come to a conclusion concerning the allegation.  If the stated conclusion is not satisfactory to the complainant, all documentation and related information will be provided to the Board of Directors with a request that a hearing be scheduled for final resolution.  The Program Director will notify all parties involved of the hearing date.  The total process upon first notification of allegation should take no more than 45 days.

2. If the Board determines that the complaint was not a victim of discrimination as outlined by statue, the complainant has the option to accept the decision of the Board or take other available action.




ABUSE AND NEGLECT REPORTING

The Family Code requires that suspected incidents of abuse and neglect be reported to law enforcement, the Court and/or the Texas Department of Protective and Regulatory Services (TDPRS) 1-800/252-5400.

If you suspect that a child in Make A Way . foster home is being abused, you must immediately report the information to the Executive Director (who will report the information) to the local police department, or the 1-800 number listed above.

Specialized abuse investigators from the licensing Division of the Department of Protective and Regulatory services investigates allegations of abuse and neglect when the alleged perpetrator is an employee or volunteer of a childcare facility.  Alleged victims alleged perpetrators and potential witnesses must not be interviewed or made to write statements.  No investigations of any kind are to be initiated by Make A Way , until TDPRS is notified and TDPRS conducts the investigation or authorizes Make A Way  personnel to make an investigation.

A staff suspects of involvement in an abuse and neglect incident will be suspended with pay pending completion of the investigation.

Chapter 261 of the Texas Family Code defines abuse and neglect, by action or by omission, by a person responsible for the child’s care, custody and welfare.  This means a person who traditionally is responsible for the child’s care; including personnel or volunteers in a childcare facility.

Definitions:

ABUSE:

1. Mental or emotional injury to a child that results in an observable and material impairment in the child’s growth, development or psychological functioning;

2. Causing or permitting the child to be in a situation in which the child sustains a mental or emotional injury that results in an observable and material impairment in the child’s growth, development or psychological functioning;

3. Physical injury that results in substantial harm to the child or the genuine threat of substantial harm to the child, or the genuine threat of substantial harm from physical injury to the child, including an injury that is at variance with the history or explanation given and excluding an accident or reasonable discipline by the parent, guardian or managing or possessory conservator that does not expose the child to a substantial risk of harm;

4. Failing to make reasonable effort to prevent an action by another person that results in physical injury that results in substantial harm to the child;

5. Sexual conduct harmful to a child’s mental, emotional or physical welfare;

6. Failing to make a reasonable effort to prevent sexual conduct harmful to a child; 

7. Compelling or encouraging the child to engage in sexual conduct as defined by Section 43.01, Penal Code;

8. Causing, permitting, encouraging in, or allowing the photographing, filming or depicting of the child if the person knew or should have known that the resulting photograph, film or depiction of the child is obscene as defined by Section 43.21, Penal Code or pornographic;

9. The current use by a person of a controlled substance as defined by Chapter 401, Health and Safety Code, in a manner or to the extent that the use results n physical, mental or emotional injury to a child; or

10. Causing, expressly permitting or encouraging a child to use a controlled substance as defined by Chapter 481, health and Safety Code.

NEGLECT:

1. Leaving a child in a situation where the child would be exposed to a substantial risk of physical or mental harm, without arranging for necessary care for the child and the demonstration of intent not to return by a parent, guardian and managing or possessory conservator of a child;

2. Placing a child in or failing to remove a child from a situation that a reasonable person would realize requires judgment or actions beyond the child’s level of maturity, physical condition, or mental abilities and that results in bodily injury or a substantial risk of immediate harm to the child;

3. Failing to seek, obtain or follow through with medical care for a child, with the failure resulting in or presenting a substantial risk of death, disfigurement, or bodily injury or with the failure resulting in an observable and material impairment t the growth, development or functioning of the child;

4. Failing to provide a child with food, clothing or shelter necessary to sustain life or health of the child, excluding failure caused primarily by financial inability unless relief services had been offered and refused; or

5. Placing a child in or failing to remove a child from a situation in which the child would be exposed to a substantial risk of sexual conduct harmful to the child.

6. Failure of the person responsible for the child’s care, custody or welfare to permit the child to return to the child’s home without arranging for the necessary care for the child after the child has been absent from the home for any reason, including having been in a residential placement or having run away.

CLIENT RIGHTS

	All Clients of Make A Way  have the following rights:

	
	

	· Right to equal treatment

· Right to appropriate treatment

· Right to free speech and expression

· Right to religious freedom

· Right to personal possessions

· Right to receive visitors

· Right to access to mail and telephone

· Right to earnings and monetary gifts

· Right to refuse to participate in 


fund raising activities

· Right to volunteer to pay restitution

· Right to protection from physical and 
psychological harm

· Right to training in personal care, 
hygiene and grooming

· Right to have personal clothing

· Right to medical and dental care

· Right of access to attorneys

· Right to be informed

· Right to accuracy and fairness 


in decision making


	· Right to dignity and respect

· Right to appropriate discipline

· Right to confidentiality of records 


and identifying information

· Right to express grievances

· Right to complain directly to the 


program source

· Right to have a treatment plan

· Right to meet with professional staff

· Right to meet with the staff

· Right to refuse to take part in research

· Right to be told in advance of all 


estimated charges

· Right to an explanation of treatment

· Right to be told about the treatment 
program

· Right to know the reason for any 
changes

· Right to participate in the development of the discharge plan

· Right to have client rights explained

	
	


CONFIDENTIALITY

All information received regarding MAKE A WAY  personnel, foster parents and any child referred to Make A Way . must be maintained as confidential.  Only authorized individuals may review this information.  

No disclosure (oral or written) is permitted without consent.  Consent for release of information must be signed by the Managing Conservator in order to release information to any individual not professionally affiliated with Make A Way  or licensing/monitoring entities.  

No one may name a client and discuss any significant information about a client without consent.  Foster Parents may not discuss client information with other Foster Parents, family members or friends, unless consent for release of information had been signed by the Managing Conservator and is in the best interests of the child (except emergency medical treatment).

No child may participate in any media interview or public function where he/she is identified as a foster child without prior consent.

Consent of an HIV infected client must be provided by the client and the Managing Conservator.  MAKE A WAY  officials/employees who are made aware of a client’s HIV status are forbidden by law to disclose this information without consent and the client’s knowledge.  Information regarding a client’s HIV infection will be maintained in restricted access files and marked “confidential.”

All children who are accepted into care will have both a working file and a master file.  The master file will be maintained at the main office and is kept in a locked file cabinet. Only MAKE A WAY  and other collaborating agency staff will have access to both files.  The working file is maintained in the foster home and kept in a locked area out of reach of others living in the home.  All information maintained via a computer must be saved to a disk, no information concerning a client will be saved to the hard drive of a computer allowing others access to that information.  Each month the working file documentation for the month is turned in to the MAKE A WAY  Case Manager.  This documentation is then filed in the appropriate location at the main office.

All MAKE A WAY  employees and collaborating agencies are informed about client confidentially policies and procedures at orientation or at initial contact.

I/we the undersigned understand the confidentiality policy of Make A Way  and will abide by the above policy.

	
	     

	Signature
	Date

	Printed Name:      
	


	
	     

	Signature
	Date

	Printed Name:      
	 


CONFLICT OF INTEREST

It is the policy of Make A Way . to prevent all employees, consultants, contractual personnel, volunteers and members of the governing body of Make A Way  from using their positions for purposes that are, or give the appearance of being, motivated by a desire for private gain for themselves or others, such as those persons with whom they have family, business, or other ties.

	Guidelines for Determining Conditions Under Which a Conflict of Interest

May or Does Exist:



	Financial Relationships: The potential for conflict of interest exists when an employee, consultant, contractual personnel, volunteer or member of the governing body has the opportunity for financial gain as a result of his/her involvement and/or the involvement of members of his/her family in a business transaction in which Make A Way  is engaged, e.g., rental or sale of equipment or property, a loan, the sale/purchase of goods and services.



	Outside Activities: The potential for a conflict of interest exists when an employee, consultant, contractual personnel, volunteer or member of the governing body is engaged in any activity, or holds and position, which would give an unfair advantage to Make A Way  in the receipt of awards or referral of program participants.


Requirement to Report and Document Potential and Actual Conflicts of Interest- When a potential or actual conflict involves an employee, consultant, contractual personnel, or volunteer, he or she is required to notify immediately both his/her immediate supervisor and the Chief Executive Director.  In turn, the Chief Executive Director will inform the Board of Directors.   When potential or actual conflict involves a member of the governing body, he/she is to notify immediately the Board President and other members of the Board.  The Board President will inform the Chief Executive Director.  When a potential or actual conflict of interest is identified and resolved, the resolution will be documented in the Board minutes.

©OPYRIGHTS, PATENTS AND MATERIALS AGREEMENT

All employees must sign the Copyright, Patents & Materials Agreement that states:

“I, the undersigned, acknowledge that all patents and copyrights resulting from work by me will be the in the name of Make A Way . and shall remain the sole property of Make A Way .

I further acknowledge that any materials (electronic or printed materials), developed for Make A Way . whether by me or someone else, is sole property of Make A Way . and may not be used for purposes other than those designated by Make A Way . without prior written permission from the Executive Director.  I also understand at termination or leave of my job, all products and materials must be returned before my exit interview is completed.  I understand that if I violate this policy, I will be prosecuted.”

	
	

	Signature
	Date

	Printed Name:      
	


CULTURAL SENSITIVITY

Policy:

All of our program personnel, governing Board Members, consultants and volunteers have received specialized training in cultural competency and we strive to update ourselves and our program curriculum to ensure the most effective treatment services possible for all races and cultures.

DRUG-FREE WORKPLACE

Policy:  

Make A Way . prohibits any use of any alcohol and or drugs on the premises of Make A Way  Inc.  No employee shall endanger client or fellow employee health, safety or welfare by the use of alcohol and or drugs on or off the premises of Make A Way  Inc.  Make A Way  Inc. reserves the right to take all legal measures to ensure that this policy is strictly upheld including reasonable searches and random drug testing.
Procedure:

Make A Way  Inc. performs random drug testing of employees and may include hair, blood and/or urine testing.  An employee shall have no prior notice when the test will occur.  Employee must sign written consent forms authorizing the test and release of the results.  Documentation of the notification, time of test, type of test, employee’s response and results of the test shall be maintained in the personnel file.

Refusal to submit to a search o test as stipulated above, may result in the immediate termination of the employee, or can be considered a “voluntary quit.”

The following conduct is prohibited at Make A Way  Inc. with the following consequences for infractions of the prohibited conduct:

· No use, possession, sale or transfer or illegal drugs on or off Agency property-use, possession, safe or transfer of illegal drugs on Agency property shall result in immediate termination of the employee and legal charges shall be charged as well as all required reporting regarding client abuse.  Use, possession, sale or transfer of illegal drugs off Agency property shall result in termination of employee contact with any clients and contingent on the circumstances; further termination action may be taken to secure the safety of clients.

· No use, possession or being under the influence of alcohol or drugs on company property or while conducting Agency business.  If this occurs, the employee shall be terminated from any client contact and further termination action may be taken to secure the safety of clients.

· No use of alcohol or any illegal drugs off Agency property is acceptable when it affects the employees' work performance, other employees’ safety, client safety or the Make A Way  Inc. position in the community.  If this occurs the employee shall be terminated from any client contact, and further termination action may be taken to secure the safety of clients and other employees.

· All employees taking any medication that can cause any degree of impairment shall notify their immediate supervisor.  Action shall be taken to protect client safety and a temporary reassignment may occur if the employee has direct contact with clients.
EMPLOYEE ORIENTATION CHECKLIST
All new agency staff and any staff in the foster homes will be oriented on the following topics.  

Placement staff will receive 8 hours of pre-service training prior to having contact with agency clients.  

Child Care staff will receive a minimum of 20 hours of pre-service training; 

children will not be placed into their homes until the training is completed.

	Employee:      
	Position:      

	Supervisor:      
	Starting Date:      


	Topics/Subjects
	Minimum Time Required/Spent
	Date Completed
	Training Provided 

by
	Renewal/

Update 

Date

	Staff Orientation
	
	
	
	

	Agency history, purpose, core beliefs and mission
	 FORMCHECKBOX 
 30 min      
	     
	     
	     

	Children Served by MAKE A WAY 
	 FORMCHECKBOX 
 15 min      
	     
	     
	     

	Conditions of Employment
	 FORMCHECKBOX 
 30 min      
	     
	     
	     

	Conflict of Interest
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Job Duties/Expectations
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Organizational Chart
	 FORMCHECKBOX 
 15 min      
	     
	     
	     

	Patents & Copyrights
	 FORMCHECKBOX 
 15 min      
	     
	     
	     

	Services Provided/Available
	 FORMCHECKBOX 
 15 min      
	     
	     
	     

	Standards of Conduct
	 FORMCHECKBOX 
 15 min      
	     
	     
	     

	Pre-Service Training
	
	
	
	

	Admission Process
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Agency Services
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Client Rights
	 FORMCHECKBOX 
 30 min      
	     
	     
	     

	Confidentiality
	 FORMCHECKBOX 
 30 min      
	     
	     
	     

	Documentation
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Emergency Evacuation Procedure
	 FORMCHECKBOX 
 30 min      
	     
	     
	     

	Monitoring Process (Child & Parent)
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Organization
	 FORMCHECKBOX 
 30 min      
	     
	     
	     

	Policies Regarding Participant Abuse, Neglect & Exploitation
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Recording: Quality, Type & Content
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Reporting Child Abuse, Neglect & Other Incidents
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Role/Relationships CPS/Licensing
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Roles of Staff
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Specific Job Assignments
	 FORMCHECKBOX 
 30 min      
	     
	     
	     

	Teamwork
	 FORMCHECKBOX 
 30 min      
	     
	     
	     

	Verifying Process
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Personnel Policy & Procedures
	
	
	
	

	Probationary Period, Work Schedule, Vacation/Holidays, Attendance & Absences
	 FORMCHECKBOX 
 30 min      
	     
	     
	     

	General Fringe Benefits
	
	
	
	

	Group Insurance, Life Insurance, Health Insurance & Pension/Retirement
	 FORMCHECKBOX 
 30 min      
	     
	     
	     


	Required Training

(within the first three months)
	
	
	
	

	Behavior Intervention
	 FORMCHECKBOX 
 4 hrs      
	     
	     
	     

	CPR & Basic First Aid Training

(within two years, Prior to DOE)
	 FORMCHECKBOX 
 4 hrs      
	     
	     
	     

	Cultural Sensitivity
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	HIV/AIDS/STD Training
	 FORMCHECKBOX 
 2 hr      
	     
	     
	     

	Intake & Screening Procedure
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Make a Way Behavior Management System
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Medication (Side Effects & Monitoring & Dispensing)
	 FORMCHECKBOX 
 4 hrs      
	     
	     
	     

	Non-Violent Physical Crisis Intervention/ Restraint
	 FORMCHECKBOX 
 2 hrs      
	     
	     
	     

	Observation
	 FORMCHECKBOX 
 40 hrs      
	     
	     
	     

	Philosophy & Treatment Methods
	 FORMCHECKBOX 
 2 hrs      
	     
	     
	     

	Trauma Informed Care
	 FORMCHECKBOX 
 8 hrs     
	     
	     
	     


EMPLOYEE PERFORMANCE EVALUATION (90-Day)

	Name:      

	

	Title:      

	

	Department:      

	

	Supervisor:      

	

	Start Date:      


This evaluation will be completed by the supervisor of new staff or staff assuming a new position upon completion of the 90 day probation period.  After 12 weeks, the supervisor will rate the progress of the staff member on each factor, using the codes described.  The supervisor will discuss the staff member’s progress with him/her.

E= Exceeds Expectations             M=Meets Expectations            D= Does Not Meet Expectations

	General Work Trait
	E
	M
	D

	Knowledge of job: Has knowledge required to perform duties effectively.  Strives to improve that knowledge.

Comments:      
	     
	     
	     

	Initiative: The degree to which the employee acts independently in new as well as in everyday situations.  The extent to which the employee sees what needs to be done and does it without being told.

Comments:      

	     
	     
	     

	Productivity:  The actual work output of the employee.  Consider what the employee actually produces rather that what the employee may be capable of producing.

Comments:      

	     
	     
	     

	Quality:  Freedom from errors and mistakes; accuracy and quality of work in general.

Comments:      
	     
	     
	     

	Effort:  The degree to which the employee does his/her best to be a top employee (without regard to how effective the employee may be in reality.)  Consider conscientiousness and motivation.

Comments:      

	     
	     
	     

	Dependability:  The extent to which the employee can be relied upon to be available for work and do it properly.  The degree to which the employee is reliable, trustworthy and persistent.

Comments:      

	     
	     
	     

	Interpersonal Relations: Effectiveness in accomplishing tasks by working with others (e.g. peers, supervisor, board, and clients.)

Comments:      

	     
	     
	     

	Public Contacts and Clients Service: The extent to which the employee does a good job building good will for the agency.

Comments:      

	     
	     
	     

	Cooperation:      
Comments:      
	     
	     
	     

	Attitude:      
Comments:      
	     
	     
	     

	Attendance:      
Comments:      
	     
	     
	     

	Punctuality:      
Comments:      
	     
	     
	     

	Overall Rating:      
Comments:      
	     
	     
	     


	Employee’s Signature: 

	

	Supervisor’s Signature: 

	

	Date: 


EQUAL EMPLOYMENT OPPORTUNITY

Policy:

Make A Way  does not discriminate in its hiring, promotion or termination of employees.  Make A Way  seeks to hire staff to match the ethnicity and cultural mix of the clients served.  All EEO laws are strictly observed and followed in personnel practices.

Procedure:

All employees shall be hired for positions based on qualifications as described in the job description for the position being filled.  No discrimination shall occur regarding race, color, religion, gender, national origin, cultural background, age, physical or mental handicap or sexual orientation.  All termination procedures shall be conducted according to our Termination Policy and Procedure.  The following is the hiring process procedure:

	JOB POSTING
	All vacancies are first posted internally unless there are no qualified individuals currently working within the Agency who could apply for the vacancy.  If no current employees apply for the vacant position then the job is advertised in the newspaper in the classified section.  If there are other appropriate environments to post vacancies this will be done (i.e.: childcare conference, university, Opportunity Knocks).

	PROSPECTIVE

EMPLOYEES
	All applicants are considered without regard to race, color, religion, gender, national origin, cultural background, age, physical or mental handicap or sexual orientation.  Make A Way  fully supports equal employment opportunity and evaluates each individual upon the merits of essential qualifications for the position posted.  No individual may be given preferential treatment based on race, color, religion, gender, national origin, cultural background, age, physical or mental handicap, sexual orientation, nor relationship (by blood or marriage), to any current employee of Make A Way , nor may they be denied any opportunity for any of these reasons. Foster parents have the option of hiring relatives to work with the children in their home as long as the person has been trained and has met all of the basic requirements established by Make A Way  to work with the foster children.




.

	SELECTION

PROCESS
	Résumés and completed employment applications are solicited from interested parties.  The most qualified applicants will be interviewed by telephone by the supervisor of the vacant position.  Initial interviews are scheduled and the process of elimination begins.  If more than one candidate appears to meet the basic criteria for the vacant position, second interviews generally take place with more than one person conducting the interview to gain a different perspective and additional insight into the applicant.  A list of the tope three applicants should be submitted to administration for review.

	HIRING
	Once the top applicants have been selected an employment agreement is drafted and an offer is proposed to the applicant.  If an agreement is arranged then the applicant will sign the employment agreement and it will be forwarded to the business office,

	PAPERWORK
	The applicant will then be sent to the Personnel Department.  He/she will complete all basic documentation (W-4, I-9), provide proof of insurance credentials, etc.).  The individual will then be given the Orientation Checklist (see forms section), a copy of the acceptance of employment agreement and the appropriate job description.  A start date will be established plus a schedule for orientation and necessary training will be developed for the employee by his/her assigned supervisor.


PERSONNEL ACTIVITY REPORTS

Policy:

Certain documentation criteria shall be met in order for salary, wages and fringe benefits (personnel costs) will be allowed.  Personnel activity Reports (PAR) or time-keeping reports shall be maintained for all staff, professional and non-professional, whose activities are funded in whole or in part by a grant or are used to meet matching obligations by the organization, and whose grant-related activities qualify to be compensated efforts by the sponsoring organization.

Procedure:

Each Personal Activity Report (PAR) shall account for the percentage of time expended on each activity for the employee’s grant related and non-grant-related workload.  Alternative documentation methods require written, prior approval for the specialist.  PARs shall be completed at least monthly and may coincide with one or more pay periods.  Additional supporting documentation shall be maintained for nonprofessional or nonexempt personnel indicating hours worked each day in order to meet Department of Labor and Fair Labor Standards Act (29) CFR Part 516) requirements.

PARS and time-keeping reports shall include:

1. grant number(s) worked on;

2. employee name;

3. position or job title;

4. grant related activities;

5. number of hours worked per activity category and/or total hours worked;

6. employee signature;

7. supervisor’s signature; and

8. applicable pay period(s).

Fringe benefits include retirement program, health insurance premiums, personal time, paid vacations and sick leave.  A fringe benefit schedule shall be prepared which shows the distribution of fringe benefits to each employee supported by grant funds (e.g., federal and/or state taxes, medical insurance, etc.).

In summary, personnel expenditures shall be directly traceable to the provider’s payroll accounting records and support amounts reported to Texas Department of Family and Protective Services (TDFPS)/TYC/Probation on the annual cost report on the Quarterly Financial Status Report.  Additionally, fringe benefit charges shall be supported by a schedule supporting such charges to each employee.

PERSONNEL & STAFF DEVELOPMENT

Policy:

Make A Way  complies with all applicable laws regarding background checks and the disclosure of employee information.  Make A Way  hires only those applicants who meet the minimum qualifications for the position.  Make A Way  trains all new personnel in all the critical policies and procedures and ensures that all staff are adequately trained, competent and supervised to perform assigned duties.

Procedure:

Criminal History and Central Registry Background Checks are completed on all staff, volunteers, foster parents, and foster family household members 14 years and older.  The identifying information is sent to licensing representative on a department form no later than two weeks from application and once every two years.  Those who do not meet the requirements in Appendix L are reassigned or removed from direct contact with clients.

Make A Way provides an organizational chart that includes all positions of staff, consultants/contractors and volunteers, and indicates the lines of supervision.

For each staff and volunteer position there is a written job description, which describes in specific terms:

· duties or responsibilities; and

· qualifications to include minimum level of education training or related work experience required.

Make A Way  has a written agreement with persons who provide chemical dependency services to the facility on a regular basis including all persons who provide services that are required by Make A Way  licensure standards.  All positions are filled by individuals who meet minimum qualifications specified in the job description as evidenced by an application or résumé and documentation of current status for credentials required by the job description.

Although employee performance is continually evaluated, formal evaluations will be performed by the responsible supervisor after the 90-day probation period, and then annually.  An evaluation shall be completed by the supervisor and placed in the employee’s file.  Staff, volunteers, and board members are not allowed to perform duties if their behavior endangers the health, safety, or well being of clients.  Staff volunteers and Board Members are not allowed to perform duties if their unauthorized use of alcohol or other drugs endangers the health, safety or well being of clients.  Any disciplinary actions shall be documented in personnel file.

Staff included in staff-to-client ratios must not have job duties that interfere with effective client supervision.  Make A Way  shall not allow clients to serve as direct Make A Way  staff at the facility until at least six months following discharge.

AT THIS TIME THERE IS A HOLD ON GROUP HOMES. THESE POLICIES ARE INCLUDED SHOULD THE HOLD BE LIFTED AND AT SUCH TIME, NEW POLICIES MAY BE REQUIRED.

MAKE A WAY  foster group home must not care for more than twelve (12) children, including the children of foster parents or childcare workers who live in the group home, and any children for whom the group home provides regular daycare.  The MAKE A WAY  foster group home must have staff coverage throughout the 24-hour period. (a) There must be at least two foster parents or childcare workers for each home.  Sufficient staff must be available to maintain a 1 to 8 staff-to-child ratio during waking hours for children five years old or older, and a 1 to 4 staff-to-child ratio for children under five.  (b) Children of foster parents or childcare workers who live in he group home must be included in the staff-child ratio.  (c) When children are in school or at work, at least one adult must be available at the foster group home. (d) During sleeping hours, there must be at least one foster parent or childcare worker in the living unit where children are sleeping.

All staff (including temporary and relief staff) and volunteers shall receive orientation before working without supervision.

Orientation must be completed before assuming duties.  All employees and volunteers who will act as employees shall have orientation on the following topics:

1. Abuse, Neglect & Exploitation

2. Agency Policies & Procedures

3. Client Rights

4. Client Rules & Regulations

5. Confidentiality

6. CPR

7. Documentation

8. Emergency Evacuation Procedures

9. First Aid *

10. Grievance Procedure

11. HIV/AIDS/STD 

12. Job Specific Duties/Responsibilities

13. Non-Violent Physical Crisis Interventions/Restraint

14. Philosophy Treatment Methods

15. Professionalism, Ethics, Dress Code, Etc.

16. Report Child Abuse

17. Side Effects Of Medication

18. Staff Conduct

19. Trauma Informed Care

20. Make A Way  Behavior Management System

Staff must complete all following special training requirements prior to assuming job responsibilities independently.  Training must be completed within ninety (90) days from the date of hire.  

Make A Way  provides to staff who have any client contact with at least an eight-hour annual in-service training that is approved by Make A Way  and that complies with the inter-Agency agreement on training to assist staff in identifying: abuse, neglect and exploitation; and illegal, unprofessional or unethical conduct.  Staff will be trained during orientation on identifying abuse, neglect and exploitation.

All staff and volunteers of Make A Way shall receive training on HIV infection, including methods of transmission and prevention.  This training shall be based on the model education program developed by the Texas Department of Health.  The instructor shall have training from a person who is a certified HIV instructor or has equivalent knowledge and experience.

All staff must complete training on tuberculosis and sexually transmitted diseases, which includes information on:

1. high risk;

2. symptoms;

3. containment;

4. standard testing and treatment procedures;

5. available resources and

6. appropriate referral.

All direct care employees shall have training in non-violent crisis intervention.  The instructor shall have completed a course for crisis intervention instructors or have equivalent training and experience.  This training will teach staff how to use verbal and other non-physical methods for prevention, early intervention and crisis management.  Documentation of this training shall be dated and signed by a qualified provider and placed in the employee’s file.

Each employee who conducts intakes or screenings must complete training in Make A Way ’s intake and screening procedures annually.  An employee may not conduct screening or intake unless training is complete and current.

All of Make A Way  programs that admit females of child-bearing age will be given special attention to the issues of pregnant substance-abusing females and their care.  When a pregnant female is admitted, all members of the treatment team shall receive information needed to provide appropriate care.

All direct care employees shall receive training and demonstrate competency in safe methods of use of special treatment procedures.

All staff responsible for supervising clients in self-administration of medications who are not credentialed to administer medication receive documented training from a physician, pharmacist or registered nurse before assuming this responsibility.  This training includes:

1. documentation requirements;

2. medical abbreviations;

3. prescription labels;

4. procedures for medication errors, adverse reactions and side effects;

5. routes of administration;

6. storage, maintenance, handling and destruction of medication; and 

7. use of drug reference materials.

PERSONNEL FILES & TRAINING RECORDS

Policy:

Make A Way  ensures that staff are qualified, trained and supervised to perform assigned duties.  Make A Way  maintains current personnel documentation on each employee, which includes all applicable and required documentation.

Procedure:

Make A Way  includes at least the following documentation in each employee’s personnel file, as applicable for each employee’s job duties:

· date of employment;

· job description;

· application or résumé;

· verification of current credentials;

· documentation of appropriate screening;

· tuberculosis test results within 90 days of hire;

· signed documentation of required training;

· criminal background check report;

· signed and notarized affidavit;

· written supervisory approval to provide treatment services independently;

· records of direct supervision for all counselor trainees and interns;


· performance evaluations 90-days, then annual; 

· records of any disciplinary actions; and

· date and reason of separation

Documentation for in-service training will include

· date;

· number of hours;

· content;

· instructor’s name and qualifications;

· signature of the instructor (or equivalent verification); and

· signature of the person completing the training.

Employees, who obtain training from providers other than Make A Way , must provide documentation of the training as indicated above.  Approved training hours may be applied to the employee’s required annual training.

Personnel files are kept for at least one year after the employee stops working for Make A Way .  Documentation of client abuse, neglect and exploitation, including unethical and illegal behavior, is maintained for at least three years.

PERSONNEL POLICIES

Abuse of Clients

Providing quality services to clients is the primary concern of Make A Way .  Client abuse in any form will not be tolerated.  If an employee is found to have abused any patient, he/she will be terminated immediately.
Access to Personnel Records

Any employee may examine his/her personnel file at any time in the presence of the Administrator or their designee.  The records shall not be removed from the personnel office.  An employee may request copies of any document contained in their personnel file.  Staff must complete the request to review file form.

Dismissal for Cause

Dismissal of an employee can result for inadequate job performance for the following reasons:

· Acts of theft

· Beach of confidentiality and or professional ethics;

· Carrying a concealed weapon while on duty

· Conviction of a felony or misdemeanor while employed with Make A Way ., if the conviction has an effect upon assignment;

· Dishonesty

· Exploitation of clients (to include borrowing money, coercion, teasing, etc.)

· Failure to conform to standards established by those agencies/individuals whom Make A Way . depends on for revenue (Medicare/Medicaid, private insurance companies, private pay, physicians) and conditions of participation for client care;

· Inability or unwillingness to accept supervision; physically or mentally unable to perform the duties of the position assigned; smoking in the patient’s home;

· Incompetence or inefficiency in the performance of the duties of the position;

· Insubordination;

· Intoxication while on duty

· Knowingly falsifying information on an application or other papers or subsequent personnel, or client records

· Mistreatment of client (verbally, physically or sexual abuse);

· Refusing to cooperate with fellow staff members

· Sexual misconduct with or toward a client, staff member or volunteer;

· Unexcused absences, chronic absenteeism or frequent tardiness; and

· Working under an invalid or expired professional license.

This list is not all-inclusive and individual cases shall be judged on their own merits.  In cases of dismissal for cause, all fringe benefits will be forfeited.

Employee Change of Status

If an employee receives a promotion, the employee is placed on a ninety (90) day probationary period in the new position.

Employee Orientation & Staff Development

Orientation for all new employees will be conducted as necessary for each employee.  Orientation will be conducted in the office.  The Director of Program Development will notify employee as to the date and place of orientation. A systematic program of orientation for employees and supervisory staff will assure staff training needs through staff development programs.

Employee Yearly Evaluations

Evaluations are performed on a full-time employee at least annually.  The evaluation allows the employee to know how well he/she is meeting their job standards.  If this evaluation reflects satisfactory performance, and MAKE A WAY  standards are met, the employee may receive an increase in pay as budget allows.  This is not to be confused with any other raise that is given during that year.  Increase in pay will be reflected on the next full pay period.

Jury or Court Leave

If an employee is called for jury duty, he/she should notify his/her immediate supervisor as soon as possible.  Time off will be granted.  The agency will pay employee’s regular pay schedule.  Employees will receive pay for day or days off.

Leave

a. Holidays: Make A Way  will close its’ offices and suspend services in celebration of the following holidays: New Year’s Day, Martin Luther King Jr. Day, Good Friday, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, Thanksgiving Friday, Christmas Eve and Christmas Day.

b. Special Designated Holidays: The Executive Director can designate up to three special holidays per year in addition to the days listed above.

c. Eligibility:

1. All regular full-time employees are eligible for paid holidays

2. All part-time (including temporary) employees who would normally have worked on the day of the week observed by MAKE A WAY  as a holiday are eligible for holiday pay for the number of hours they would have worked on that day.

3. The preceding Friday normally will be observed if a holiday falls on Saturday and the following Monday normally will be observed if a holiday falls on Sunday.

d. Special Circumstances: An employee on leave of absence without pay status on the holiday shall not receive pay for the holiday.

Leave Without Pay – Temporary Disability:

After one year of full-time employment, for reasons of illness, a leave without pay may be approved for up to six weeks with a physician’s statement containing pertinent medical information.  At the expiration of the six weeks, if the employee has not returned to work, the employee will be terminated without prejudice and will be subject to rehire.

Mileage/Travel Time

If an employee leaves the office to make a home visit, mileage begins at the office.  If an employee leaves home to make the first home visit, mileage should begin at first client home.  Mileage ends at the office or last patient stop.  Any exception to this will need the approval of the Executive Director.  Make A Way . will not pay mileage or time for the following:

· Making trips to the office after you have left on schedule for reasons of picking up of supplies you have forgotten;

· Driving automobile to service shops for maintenance, gas or repairs;

· To pick up own children;

· To pick up groceries;

· Taking any route other than the shortest one; and

· Mileage, which is non-business in nature.

Travel expense for employees attending meetings, seminars, conferences or other work related activities will be reimbursed.  Current business mileage is reimbursable at the rate of .34.5 cents.  Travel reports are due on the 15th & 30th of each month.

Pay Day

Each pay period begins the first day of the month and ends on the last day of the month   Employees are paid on the nineteenth (19th) of every month.  Each pay check stub will itemize all deductions.  Each employee should examine their check stub to ensure proper deductions are being made.  If an employee feels their check is incorrect, they should notify the Executive Director within twenty-four (24) hours.

Problem Solving/Grievance Procedure

Any problem or grievance should be discussed with an employee’s immediate supervisor.  Any problem cannot be resolved with the immediate supervisor should be taken to the Clinical Director.  If no resolution, then elevate to the Executive Director.  If there is still no resolution, then the Executive Director would be the next step.  (See Grievance Form in forms section.)

Sick Leave & Vacation Policy

Vacation 

Paid vacation benefits will be accrued and made available for use by eligible employees. 

I. Benefit and Eligibility: Regular Full- Time Employees: 
1. Years One and Two: During the first two years of continuous employment, Paid Vacation leave is accrued at the rate of 3.33 hours per month for a maximum total of 5 working days or 40 hours per fiscal year. 

2. Vacation leave is accrued from the first day of employment. Employees become eligible to use the accrued paid vacation leave upon completion of their initial 90-day orientation period. 

3. Years Three, Four and Five: During the third, fourth and fifth years of continuous employment. Paid Vacation leave is accrued at the rate of 6.67 hours per month for a maximum of 10 working days or 80 hours per fiscal year. 

4. Year Six and Thereafter: During the six and successive years of continuous employment, Paid Vacation Leave is accrued at the rate of ten hours per month, for a maximum of 15 working days or 120 hours per year. 

J. Benefit and Eligibility: Part Time Employees:
1. Regular part-time employees who work a regular schedule of 20 or more hours per week and have continuous employment of the same number of years as their full-time counterparts, are eligible for a prorated portion of the full-time Employee Paid Vacation benefits, accrued from the first day of employment, based on the following formula: 

The number of regularly scheduled part-time work hours per week multiplied by 52 weeks in a year, divided by 2,080 full time work hours per year, equals the percent of the maximum regular full-time employee benefit for which the regular part-time employee is eligible. The maximum regular full-time employee benefit multiplied by the percent of the benefit for which the part-time employee is eligible gives the prorated number of hours per year of Paid Vacation leave.

2. Regular Part- Time Employees who work a regular schedule of 20 or more hours per week become eligible to use accrued paid vacation leave upon the completion of their initial 90-day orientation period. 

3. Contract Employees are not eligible for accrued paid vacation leave.

K. Compensation:  All regular full-time employees and all regular part-time Employees are entitled to accrued vacation pay for the number of scheduled hours that would have been worked on the vacation day(s) taken. 

However, employees may not substitute work for vacation and receive payment for both. If not taken, or approved to be carried forward, vacation time will be lost. 

L. Scheduling and Approval: Supervisors shall schedule and give written approval in advance for all accrued vacation time, giving due consideration to needs of MAKE A WAY  and its clients as well as the interests of the employee. In the interest of fairness to all concerned, vacations may be split. 

M. Advances on Accruals: Advances of paid vacation will not be granted.

N. Special Allowances: At the request of the regular full-time employee, and with the recommendation of his/her immediate supervisor, the EXECUTIVE DIRECTOR may, at his/her discretion, grant a regular employee the option to carry over accrued vacation leave from one fiscal year to another. To use vacation time carried forward from one fiscal year to the next, the employee must have a signed authorization from the EXECUTIVE DIRECTOR. 

O. Special Circumstances: 
1. Illness: If an illness occurs during a vacation period, sick leave may be substituted for those vacation days during which the regular employee was ill. 

P. Reimbursement for Unused Vacation:
1. All regular employees will be reimbursed for accrued, unused vacation at the salary rate he/she is earning at the time of termination/separation of employment, provided the employee has completed the 90 day Orientation Period. Compensation for the unused vacation is only paid in the fiscal year it is earned. 

2. In the event of the death of a regular MAKE A WAY  employee, a lump sum payment of all of the employee’s unused accrued vacation leave will be made to the employee’s estate. Payment will be calculated on the basis of the employee's salary at the time of death. 

Voluntary Separation/Exit Interview

The procedure for voluntary, not forced separation due to employee resignation is:

1. upon acceptance of a resignation, an exit interview will be scheduled;

2. All employees upon leaving employment of Make A Way . will schedule an Exit Interview.

The employee and supervisor must sign the exit interview form, which will then be placed in the personnel file.

Working Hours

Standard working hours at Make A Way . are 9am to 5pm, Monday through Friday.  One hour will be taken for lunch.

PERSONNEL RECORDS (QA)

	2200.7
	Personnel record includes

a. date employed
	     

	
	b. documentation person meets qualifications
	     

	(2200.6)
	c. TB test for person having contact with children
	     

	
	d. criminal history & central registry 
	     

	
	e. documentation person meets training requirements
	     

	
	f. date and reason for separation
	     

	
	Licensed Child-Placing Administrator staff:
	     

	
	a. Master’s in social work/human services field and 1-years Supervised child-placing experience (degree includes 9 credit hours graduate level courses relating to family and individual function and interaction, 350 hours field placement with social/human services agency.) and Licensed as CPAA
	     

	--OR--
	b. Master’s in human services field and 3 years or
c. Bachelor’s Degree in human services field and 2 years child placing experience and Licensed as CPAA
	     

	
	Other child-placing staff:
	     

	
	a. Master’s in human services field and 1 year child-placing experience (degree must meet same requirements as for 2311.1a)
	     

	--OR--
	b. Master’s and 2 years supervised child-placing experience.
	     

	--OR--
	c. Bachelor’s in human service field and 2 years supervised child-placing experience.
	     

	--OR--
	d. Bachelor’s and 3 years supervised child-placing experience.
	     

	--OR--
	e. Bachelor’s and direct supervision from one of the above.
	     

	
	Licensed Child Placing Administrator: 20 hours training annually, 10 directly related to child-placing responsibilities
	     

	
	Other Staff: 30 hours training in first year, 20 hours each year after, ALL directly related to child-placing responsibilities
	     

	 (Therapeutic Only)
	Person responsible for treatment program: Master’s in behavioral science field and 2 years experience with children having problems of adaptation.
	     

	 (Autistic Only)
	Person responsible for treatment program: Master’s in behavioral science, special education, or related field and one year experience working with Autistic children or children with pervasive developmental disorders; supervises behavior therapy program and approves all training for foster parents and childcare workers.
	     


.

REASONABLE SEARCHES

Policy:

Reasonable searches may occur at Make A Way ’s discretion to ensure that all employees are upholding this policy.  The Executive Director must authorize any and all searches.  An employee may be searched personally, may have his/her work areas searched and/or his/her vehicles on Agency property.  

Procedure:

The employee must sign written consent forms authorizing the search.  The employee must illicit behavior that warrants this action and documentation of the predisposing factors, the search and results will be maintained in the employee file regardless of the results of the searches.

Make A Way  Inc. performs random drug testing of employees. 

(See “Drug-Free Workplace)

STAFF AS FOSTER/ADOPTIVE PARENTS

Purpose: Provide guidelines to MAKE A WAY  employees who are considering becoming foster parents or adoptive parents for youth currently in MAKE A WAY  care.

Policy: No MAKE A WAY  employee may become a foster parent for the sole purpose of providing foster care to a specific child or children for whom the employee has provided direct services within the past year.  An employee who desires to become a foster parent must go through another child-placing agency that is licensed to verify foster homes.  An employee who desires to become  a foster parent for a child or children in MAKE A WAY  care must go through a child-placing agency that is licensed to place children for fostering/adoption.  In no case should a child be informed that an employee is considering fostering or adopting that child until the foster or adoptive study process has been finalized by another licensed child-placing agency.

Procedures:

1. If  MAKE A WAY  employee wants to be verified as a foster home or adoptive home, he/she notifies their supervisor of his/her intention to be verified/approved as a foster or adoptive home.

2. The employee contacts the MAKE A WAY child-placing agency or other licensed child-placing agency and requests that a foster or adoptive study be conducted on their home.

3. Make A Way  employees who become foster or adoptive parents have the same opportunity to stimulate the general characteristics of youth with whom they would be willing to foster or adopt as do other foster or adoptive parents.  They also have the same right to refuse any referral made by a licensed child-placing agency.

4. The Agency’s Administrator insures that any preexisting relationships between the child in MAKE A WAY care and the MAKE A WAY  staff who becomes a foster or adoptive parent in no way influences the placement of that child.

STANDARDS OF CONDUCT

As Make A Way  employee, you are expected to have the highest standard of ethical behavior and avoid even the appearance of impropriety in conducting the Agency’s business.  If you violate MAKE A WAY  Standards of Conduct, regulations or policies, including those stated in policy manuals and handbooks, and executive letters, you could be subject to disciplinary or adverse personnel action, including dismissal.  Depending on the Standard of Conduct violated, you could be dismissed and face criminal prosecution.  If you have questions about the Standards of Conduct, consult your supervisor.

The following list summarizes the fundamental Standards of Conduct.  Additionally, because no list can be all-inclusive, you must use sound judgment.

Attendance Standards

1. Once you and your supervisor have decided upon your assigned work hours, you must observe them—including time limits set for coffee and lunch breaks.  If you’re going to be late for work, or absent from work due to illness, you must notify your supervisor as soon as possible.  You may not work overtime unless your supervisor approves it in advance.

2. If you want to take annual leave, hour-for-hour compensatory leave, time-and-a-half overtime leave, or any other type of leave other than sick leave, you must obtain your supervisor’s approval first.  You may not use leave excessively or inappropriately, or fail to get your supervisor’s approval to be absent.

3. If you exhaust all of your leave entitlements and can’t return to work, you may be dismissed.

Attention to work Standards

4. You must perform your job duties and meet standards of job performance.

5. You must follow your supervisor’s job-related instructions.

6. You may not do personal work, solicit or sell products or services to other employees or clients, do personal reading, waste time, visit excessively, or use the telephone excessively for personal calls.  You may not behave in a way that distracts your co-workers or disrupts the workplace.

7. You must keep all MAKE A WAY information and information you obtain as MAKE A WAY  employee confidential (see confidentiality policy).  Any release of information must be done according to the Agency’s policies and procedures.

8. You must maintain honest and accurate time, leave, work, expense and travel records.  If you receive an advance travel payment, you must repay the amount not used for travel expenses when your return to your workplace.

9. You must not falsify any documents or make false statements related to your MAKE A WAY  duties or employment.

Personal Conduct Standards

10. You are expected to exhibit courtesy and respect in your interactions with clients, peers, other MAKE A WAY  staff, vendors, contractors and any other people you come in contact with in the course of your job.

11. You may not accept or solicit any gifts, favor, service or other benefit from anyone in exchange for performing your duties, except for your MAKE A WAY  salary and employee benefits.  You are expected to avoid situations in which personal or private gain, or that of a friend or relative may conflict with the public interest (see Conflict of Interest Policy).

12. You must avoid even the appearance of favoritism, prejudice, undue influence or impropriety.  If you work closely with law enforcement and other community agencies and/or testify in court as a representative of this agency, you must make certain that your conduct maintains your credibility in the community as a potential witness.

13. You must not engage in harassment or retaliation of any kind.  You must observe all agency non-discrimination policies.

14. You are expected to protect State information and property.  You may not destroy, falsify, remove, steal, conceal or otherwise misuse any state information or property.  You may not use lo0ng-distance telephone services; MAKE A WAY  information and communication services; MAKE A WAY  computer systems or other MAKE A WAY  equipment for personal use, except as specifically permitted by Make A Way .  You may not list your MAKE A WAY  telephone number for personal or business advertising.

15. You may not participate in political activity while at work or attempting to influence any MAKE A WAY  activity for political purposes.

16. You may not use alcohol or bring alcoholic beverages or illegal drugs onto MAKE A WAY  property, including buildings or vehicles; or possess, manufacture, distribute, dispense, or use alcoholic beverages or illegal drugs on or in MAKE A WAY  owned or leased property, including buildings and vehicles.

17. You may not be under the influence of any illegal substances while on duty, and you may not be under the influence of any substance, whether or not it is legal, that substantially impairs your ability to perform your duties.  All employees taking any medication that can cause any degree of impairment shall notify their immediate supervisor.

18. You may not have firearms or other dangerous weapons at the workplace, including your private vehicle when parked at the workplace, or during the performance of your duties.  You may not engage in any activities that endanger your co-workers, clients, or the community.  You must not make any threats or threaten violence to your co-workers or MAKE A WAY  clients and providers, even jokingly.  You may not compromise the safety of your co-workers, MAKE A WAY  clients, the general public or the workplace.

19. You may not keep your job if you have been convicted of, or admitted guilt for a misdemeanor or felony that prohibits your continued employment in your position.

20. If you have contact with the public, you should dress, as well as act, professionally.  You are also expected to:

a. dress appropriately for the job,

b. dress safely, and

c. exercise good judgment and care in personal grooming (unsuitable attire are shorts, shirts with inappropriate messages or pictures and similar casual clothing).

21. You may not smoke in any MAKE A WAY building.

Children at Work
Only in emergency or atypical situations may employees bring children to work with them.  In such circumstances, the child may remain at the work location only until other childcare arrangements can be made.  Employees must inform their supervisor as soon as possible about the situation.  The employee will be responsible and liable for the behavior of the child while on MAKE A WAY  premises.

Privacy in the Workplace

MAKE A WAY  maintains legal authority to inspect computer files, paper files, electronic mail and voice mail systems.  Additionally, authorized MAKE A WAY  staff may inspect employee workspaces, including desks.  The agency may also monitor telephone calls.  MAKE A WAY  employees must be aware that there is no expectation of privacy in the workplace.

Reasonable searches may occur at Make A Way ’s discretion to ensure that all employees are upholding this policy.  The EXECUTIVE DIRECTOR must authorize any and all searches.  An employee may be searched personally, may have his/her work areas searched and/or his/her vehicles on company property.  The employee must sign written consent forms authorizing the search.  The employee must illicit behavior that warrants this action and documentation of the predisposing factors, the search and result sill be maintain through the UNUSUAL INCIDENT REPORTING POLICY AND PROCEDURE as well as in discipline reports in the employee file regardless of the results of the searches.

Make A Way  performs random drug testing of employees and may include hair, blood and/or urine testing.  An employee shall have no prior notice when the test will occur.  Employee must sign the “Drug Screening Consent & Release Form” authorizing the test and release of the results.  Documentation of the notification, time of test, type of test, employee’s response and results of the test shall be maintained in a separate file as well as in the personnel file.

Refusal to submit to a search or test as stipulated above, shall result in the immediate termination of the employee, or can be considered “a “voluntary quit”.

There are times when MAKE A WAY  responsibilities may conflict with some of the above standards.  There may also be times when, even though outside normal work hours, your conduct has an effect on your job performance, work area or MAKE A WAY .  In such cases, these rules could apply outside the regular work hours and work site.  Ask your supervisor’s advice if you are uncomfortable with a situation or when you have questions about any issue related to work ethics.

Child Placement Conduct

► Goal: In cases involving placements and case plans are implemented to meet the specific needs of the individual family members, foster parents and biological parents.

Performance Standards:
1. Information required by policy, standards and guidelines is obtained, recorded and updated and reflects an individualized assessment of the client’s problems and needs of the situation which fit Agency objectives.

2. Initial Service Plans are developed within 30 days from the date of admission and reviewed at least three (3) months thereafter (90% compliance will meet requirements).

Policy on contacts with clients:

A. Initial contact must occur within seven days (90-85% compliance meets requirements).

B. In-person contact must occur within two weeks, or whatever specified by supervisor (85-90% compliance meets requirements).

C. At least one parent and all victims must receive face-to-face contact within thirty (30) days from the date of placement and prior to completion of the Service Plan (90% compliance meets requirements).

D. Monthly contact is maintained with parent(s) unless supervisor approves less frequent contact (90% compliance meets requirements).

E. Monthly contact is made at least three (3) times with youth victim in each family each month (90% compliance meets requirements), unless otherwise specified by MAKE A WAY  supervision policy.

Measure of how this goal will be evaluated: Standard 1 based on all service plans due during evaluation period.  Standard 3 based on contact logs, supervision notes and reviews.  Standards 1 and 4 based on casework conferences, observations and staffings.

► Goal: Assess current life situation of child(ren) and family to determine the presence of child abuse/neglect and degree of risk, on an ongoing basis.  Based on assessments, appropriate plans are developed, and implemented to minimize future risk of harm and provide safety of the child.

Performance Standards:

1. Investigations and ongoing assessments are conducted according to state Minimum Standards, and MAKE A WAY  Policy & Procedures that result in:

A. Conducts quarterly and monthly inspections and assessments that determine the presence or likelihood of abuse/neglect within the family structure and level of risk to youth.

1) Family information is collected and evaluated according to youth service plans.

2) Collateral information from foster parents, treatment providers and community resources is collected, evaluated and incorporated into the assessment and Service Plans.

B. All information is collected and should be sufficient information when court action is needed.

C. Service Control standards are met at current CAP levels (95% compliance meets requirement).

1) Priory I begins within twenty-four hours and completed with X days.

2) Priority II investigations begun within ten days and completed in X days. 

3) The investigation includes the nature, extent and cause of the abuse or neglect, the person(s) responsible, the conditions of other children in the home, evaluation of the parents, adequacy of the home environment, and relationship of children to caretakers by citing the standard.

2. Situations where youth are accurately evaluated for degree of life-threatening and/or safety endangering conditions, initially and on an ongoing basis.

3. Investigations and/or visits are conducted at times and in locations appropriate for the individual case situation.

4. Moves cases effectively, by abiding by prescribed procedures following the removal of children from their families, following MAKE A WAY  policies and through subsequent placement

5. Recording of investigations follows regional and state policy.

► Goal: Places and provides services to youth in substitute care and their families.

Performance Standards:

1. Child Placement activities are carried out according to policy requirements and standards.

A. When reviewed by Regional or State Office readers, 90-95% of licensing standards are met (96% or above compliance exceeds requirements).

B. When reviewed by the supervisor, all correctable non-compliances found were corrected and documented shown to supervisor.

2. Child placement activity is based on sound child placement theory and practice and incorporates permanency-planning principles.

3. Plans are made in conjunction with appropriate others, and services achieved on a timely basis.

A. Initial Service Plans are developed within 30 days from the date of placement and faxed to the Managing Conservator within five (5) days from the date of plan and reviewed at least three to six months, in 95% of all cases.

B. Initial Child Service Plans are developed within fifteen (30) days from the date of placement.

4. Placement decisions and actions consider individual circumstances and available resources.

5. In ongoing cases, contacts are made according to policy and program requirements and the focus remains on achieving Service Plan.  In 80-85% of the substitute care cases:

A. Initial contact must occur within seven days, or whenever specified by supervisor

B. In-person contact must occur within two weeks, or whenever specified by the supervisor.

C. Monthly contact is maintained with all children in foster care and with their parents, unless less frequent contact with parents is approved by the supervisor and is documented in the service plan (90% compliance meets requirements).

6. Service Plans and staffings are held according to region, state policy and/or MAKE A WAY  guidelines. 

Measures of how this goal will be evaluated: Case reviews, conferences, observations, licensing contracting, Youth for Tomorrow reviews and staffings.

► Goal: Maintains sufficient case documentation, including forms and narrative to provide a complete and accurate written record.

Performance Standards:

1. Required forms, as outlined in State and Regional policy are completed on a timely basis, appropriately submitted, updated as needed and are present in the case folder, including, but not limited to:

A. Emergency and Subsequent Placements are reviewed according to Agency Policy and submitted for supervisory approved within twenty-four (24) hours before placement.

1) Medical/Mental Assessment log (including immunizations, if applicable), school history and education log, and Child Plan of Service are provided to caregiver at the time of placement.

B. CPS workers need to be notified within seventy-two (72) hours of a child leaving a licensed home/facility.

C. Forms required for placement: Intake and Level of Care Request.

2. All reports and required documentation are complete, accurate and current according to appropriate policy requirements.

A. Investigations are documented in CAPS in the structure narrative recording format or as stipulated by regional policy and include:

1) Each contact made;

2) Decision-making process; and

3) Impressions separated from facts of case.

B. Monthly narrative is to be entered into the proper case file and needs to be current within thirty (30) days of the contact month.

1) Targeted Case Management contacts are entered into the system the next business day.

2) A summary of each month’s work.

3) Assessment of client’s progress and problems at least monthly.

4) Quarterly face-to-face contacts including verbal child’s statement regarding placement.

Measures of how this goal will be evaluated: case records, case documentation and contact logs.

► Goal: Uses interviewing techniques to obtain information needed for serving client needs.

Performance Standards:

1. Methods of obtaining information are within policy and guidelines and are adapted to the individual situation.

2. Sufficient information is obtained to make timely decisions and case plans.

A. Obtains relevant social history data such as information about the client’s childhood, marital history and parenthood.

B. Integrates this into their Service Plan and casework with the family.

3. Efforts are made to obtain information from collateral contacts, including school and physicians.

4. Sufficient information is obtained to participate in permanency hearing, treatment team meeting and court proceedings.

Measures of how this goal will be evaluated: Case readings, conferences and observations.

► Goal: Builds and maintains communication and working relationships with clients, community and co-workers.

Performance Standards:

1. Effective relationships are built and maintained between youth, foster parent, CPS Staff and MAKE A WAY  Staff reflecting objectivity concerning differences in cultures and values are resulting in agency objectives being accomplished.

2. Effective relationships are built and maintained with community resources resulting in Agency objectives being accomplished.

3. Relationships with TDPRS personnel are conducive to providing services and accomplishing Agency objectives.

Measures of how this goal will be evaluated: Case review, contact documentation, conferences, observations, supervisions and staffings.

► Goal: Exhibit computer competency with authorized commercial software .

Performance Standards:

1. Can send a response to e-mail using all available functions (i.e.: attach, forward, reply, etc.).

2. Create and save work documents using all available functions.

Measures of how this goal will be evaluated: Passes PC commercial software test successfully, completes, uses e-mail effectively and accurately, automates case documentation, access MAKE A WAY  software systems and produces information within time allotted.

TRAVEL REIMBURSEMENT

Make A Way  pays the following local travel and per diem as per the  Texas Legislature for state agencies:

53.5 cents per mile for mileage reimbursement for authorized travel.

$51 in state per diem is reimbursed at the actual cost not to exceed $51 per day for meals.

$85 in state per diem is reimbursed at the actual cost not to exceed $80 per day for lodging (does not include hotel taxes). Out of State $91
$136 is the total allowable Per Diem (room and board) reimbursement cost per day. 

Cross-reference the Texas Administrative Code

Title 40 Social Services and Assistance

Part 19 Texas Department of Protective & Regulatory Services

Chapter 732 Contracted Services

Sub-Chapter L Contract Administration

Rule 732.243

(i-2) Mileage.  Allowable reimbursement for mileage is computed on a per mile rate, not exceeding the current mileage reimbursement rat set by the Texas legislature for state employee travel…

(i-3) Food and lodging.  Cost for staff food may be reimbursed either on a per diem rate or an actual cost basis, with the results of either method not exceeding the current per diem rate set by the Texas Legislature for state employee travel.  Cost for staff lodging must not exceed the per-night rate wet by the Texas Legislature for state employee ravel.  Reimbursement must be substantiated by adequate documentation.

VOLUNTEER POLICIES

Volunteers must be at least eighteen years of age and have a high school diploma or GED.

The Program Director will supervise all volunteers

The screening and selection process will consist of:

1) The volunteer applicant’s completing an application form which requests information regarding:

a) age

b) education

c) previous volunteer positions

d) paid work experience

e) day and hours available for volunteer service

f) any previous criminal record 
[The form will have a statement that the applicant must sign which sates that Texas Department of Family and Protective Services (TDFPS) and Texas Department of Public Safety (TDPS) and FBI records will be searched for information on criminal convictions and abuse/neglect findings.]

g) names and phone numbers of three references

2) An examination of the applicant’s diploma to determine educational qualifications.

3) An interview with the Assistant Executive Director who will make the final decision regarding the use of the volunteer.

4) Ensuring that a TB test is obtained when volunteer is a direct care giver

Make A Way  uses volunteers to assist foster parents:

· as chaperons for children at parties

· baby-sitting for children, at the Agency office, while foster parents attend training

· and administratively

Volunteers do not serve as childcare staff.  They are involved with the children in situations where other Make A Way  staff is present; the only exception is watching the children in the foster home occasionally to allow foster parents to have a night out.

Children do not spend nights with volunteers either in the foster home or the volunteers’ homes.

The Agency requires that volunteers have clearances Texas Department of Public Safety (TDFPS)’s criminal background check and

Texas Department of Family and Protective Services (TDFPS)’s abuse/neglect system.


► Accident Report

	Employee:

     
	Age:

     
	Gender:

 FORMCHECKBOX 
 Male  FORMCHECKBOX 
 Female

	Date and Place of Accident:

     


	Nature of Injuries:

     


	Cause of Accident:

     


	If employee left work, time of leaving:

     


	If employee returned to work, time of return:

     


	Name and Address of Physician:

     


	If hospitalized, name and address of hospital:

     


	Actions undertaken to avoid similar incidents:

     


	Comments:

     



	
	

	Signature
	Date

	Printed Name      
	


► Employee Annual Training
EMPLOYEE ANNUAL TRAINING SUMMARY

Training requirements will be evaluated every six months.

Make A Way . will maintain a system for tracking training hours for Foster Parents.
	Name:      


	Topics/Subjects
	Minimum Time Required/

Spent
	Date Completed
	Training Provided 

by
	Renewal/

Update 

Date

	Admissions Assessments
	 FORMCHECKBOX 
 2 hrs      
	     
	     
	     

	Assertiveness Training
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Behavior Intervention & Renewal
	 FORMCHECKBOX 
 4 hrs      
	     
	     
	     

	Behavioral Management
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Child Abuse Identification & Reporting
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Child Development Stages
	 FORMCHECKBOX 
 2 hrs      
	     
	     
	     

	Confidentiality
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Cultural Sensitivity
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Diagnostic Assessments
	 FORMCHECKBOX 
 2 hrs      
	     
	     
	     

	Emergency Placement Special Needs
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	First Aid & CPR
	 FORMCHECKBOX 
 4 hrs      
	     
	     
	     

	Foster Home Studies
	 FORMCHECKBOX 
 2 hrs      
	     
	     
	     

	Informational Referral & Community Resources
	 FORMCHECKBOX 
 2 hrs      
	     
	     
	     

	Interviewing with emphasis on reluctant interviewee
	 FORMCHECKBOX 
 2 hrs      
	     
	     
	     

	Licensing Standards
	 FORMCHECKBOX 
 3 hrs      
	     
	     
	     

	Monitoring & Supervising Foster Homes
	 FORMCHECKBOX 
 2 hrs      
	     
	     
	     

	Placement Process
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Report Writing
	 FORMCHECKBOX 
 2 hr      
	     
	     
	     

	Serious Incidents
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Treatment Team 
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Working with child(s) family
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	Working with CPS & Probation officers 
	 FORMCHECKBOX 
 1 hr      
	     
	     
	     

	TOTAL REQUIRED HOURS:
	38
	
	
	


► File Room Log

FILE ROOM LOG

(Please Fill Out if you remove from the File Room)

	Name of File
	Checked Out by
	Date Checked Out
	Date Returned

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


► Grievance Form
	Employee:

     

	Date:

     

	Department:

     



State your grievance in detail, including the date of aggrieved act(s):

	

	


Identify other employees with personal knowledge or observance of your grievance:

	

	


State briefly your efforts to resolve this grievance:

	

	


Describe the remedy or solution you desire:

	

	


	
	

	Signature of Employee
	Date

	Printed Name:      
	


.

► Mileage & Expense Record 
	Date
	Odometer Reading
	Place Of
	Time Of
	Elapsed Miles
	Tolls/

Parking
	Purpose  & Passenger
Names 

	
	Start
	End
	Departure
	Destination
	Departure
	Arrival
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Staff is reimbursement for local travel at a standard mileage rate of $.34.5 per mile up to the maximum monthly mileage allowance

	Miles x  
	$.39
	= $     
	+  $Tolls/Parking: 
	= TOTAL: $     

	I CERTIFY THAT THIS STATEMENT FOR AMOUNTS CLAIMED & ATTACHED IS TRUE, CORRECT & COMPLETE.
	

	Signature
	Date

	Printed Name      
	


► Request for Time Off

Instructions:  Complete this form, make a copy for your file and submit the original to your supervisor.  Once approved, attach the original to your time sheet (PAR) for the pay period affected.

	Name:      

	Day and Date(s) being requested off: 

	     

	.

Reason for Time Off

(List hours requested per category):

	

	 FORMCHECKBOX 
 Vacation:      

	 FORMCHECKBOX 
 Personal Time:      

	 FORMCHECKBOX 
 Other (Please Explain):      



	Administrative Authorization

	 FORMCHECKBOX 

Approval
	 FORMCHECKBOX 

Denial

	Supervisor:

     
	Date:      

	Comments:

	     


► Request to Inspect Personnel File

	Employee:

     

	Date Requested:

     

	Title:

     

	Social Security Number:

     


I request an appointment with the Personnel Department for the purpose of inspecting my personnel file.

	
	

	Employee Signature
	Date

	Printed Name:      
	


File review appointment scheduled for:

	Date:      
	Time:        FORMCHECKBOX 
 AM  FORMCHECKBOX 
 PM

	Location:

     

	Date File Review Completed:      


Employee comments regarding information in the personnel file:

	     

	     

	     


	
	

	Personnel Representative Signature
	Date

	Printed Name      
	


	
	

	Employee Signature
	Date

	Printed Name      
	


COMPLETE FORM AND FORWARD TO PERSONNEL DEPARTMENT

► Staff Sign Out & Sign In 

S T A F F

	Date:
	Name:
	Time Out:
	Time In:
	Destination

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


► Visitor Sign-In Sheet

V I S I T O R

	Date:
	Name:
	Time In:
	Time Out:
	Purpose of Visit

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


► Weekly Office Sign-In Time Sheet

	Name of Employee:

     


	For week ending:


	Day of Week
	Morning
	Afternoon
	Total

	
	In
	Out
	In
	Out
	

	Monday


	     
	     
	     
	     
	     

	Tuesday


	     
	     
	     
	     
	     

	Wednesday


	     
	     
	     
	     
	     

	Thursday


	     
	     
	     
	     
	     

	Friday


	     
	     
	     
	     
	     

	Saturday


	     
	     
	     
	     
	     

	Sunday


	     
	     
	     
	     
	     


	For week ending:


	Day of Week
	Morning
	Afternoon
	Total

	
	In
	Out
	In
	Out
	

	Monday


	     
	     
	     
	     
	     

	Tuesday


	     
	     
	     
	     
	     

	Wednesday


	     
	     
	     
	     
	     

	Thursday


	     
	     
	     
	     
	     

	Friday


	     
	     
	     
	     
	     

	Saturday


	     
	     
	     
	     
	     

	Sunday


	     
	     
	     
	     
	     


DRUG TESTING POLICY
SECTION:
APPENDIX R

SUBJECT: 
Drug Testing Policy

Minimum Standard 



§745.4151

POLICY
(A) JAE’S HELPERS has adopted the DFPS drug policy and adheres to all requirement of such policy.

(B) Jae’s Helpers will pay for any required drug tests, except as provided in subsection (c) (7) of this section.

(C) The mandatory criteria for the Model Drug Testing Policy for Residential Child Care Operations include

1. Purpose:  JAE’S HELPERS has vital interest in ensuring the safety of resident children through the appropriate drug testing of employee, while also protecting the rights of the employee.

2. Scope: This policy applies to all employees of Jae’s Helpers that have direct contact with children in care. It also applies to all contract employees that have direct contact with children in care and volunteers that frequently and regularly have direct contact with children. This policy does not apply to foster parents that are verified by the child- placing agency.

3. Definitions: The following definitions apply to this section.

a. Abusing drugs – The use of any:

i. Drug or substance defined by the Texas Controlled Substances act, Texas health and Safety code, Chapter 481;or

ii. Prescription or non-prescription drug that is not being used for the purpose for which it was prescribed or manufactured.

b. Drug Testing – The scientific analysis of urine, blood, breath, saliva, hair, tissue .and other specimens for detecting a drug.

c. Random drug testing – A testing cycle that varies the frequency and intervals that specimens are collected for testing and selects employees in a random manner that does not eliminated already tested employees from future testing. The testing should ensure all employees are subject to random testing on a continuing basis.

d. Good cause to believe the employee may be abusing drugs – A reasonable belief based on facts sufficient to lead a prudent person to conclude that the employee may be abusing drugs.  Sufficient facts may include direct observations of the employee using or possessing drugs, or exhibiting physical symptoms, including but not limited to slurred speech or difficulty in maintaining balance; erratic or marked changes in behavior, including a decrease in the quality or quantity of the employee’s productivity, judgment, reasoning, and concentration and psychomotor control, accidents, and deviations from safe working practices; or any other reliable information.

4. Mandatory drug testing.

a. All applicants that are intended to be hired for employment are subject to pre-employment testing, and may not provide direct care or have access to a child in care until the drug test results are available;

b. All employees are subject to random, unannounced drug testing;

c. Any employee that is subject of a child abuse or neglect investigation ,when DFPS determines there is “good cause to believe the employees may be abusing drug”, must be drug tested within 24 hours of notification by DFPS to the residential child-care operation; and

d. Any employee who is alleged to be using must be tested within 24 hours ,if there is “good cause to believe the employee may be abusing drugs”

5. Drug testing procedure.  All drug testing will:

a. At a minimum screen for marijuana, cocaine, opiates, amphetamines and phencyclidine(PCP)

b. Use one of the following drug testing methods:

i. A drug test performed by a certified laboratory;

ii. A testing kit with proven rates of false positives below 2% and false negatives below 8% on all drug screen; or 

iii. Another testing method for which there is scientific proof of accuracy comparable to either of the first two choices, such as saliva, hair or spray drug testing;

c. Ensure the integrity and identity of the specimen collected from time of collection to the time of disposal to minimize the opportunity for an employee to adulterate or substitute a specimen; and

d. Preserve the privacy and rights of the person tested.  This includes safeguarding the results of any test and marinating them, so they remain confidential and free from authorized access.

6. Discipline.

a. An applicant or employee’s consent to submit to drug testing is required as a conditions of employment, and he refusal to consent may result in refusal to hire the applicant and disciplinary action, including discharge ,against the employee for a refusal;

b. An employee who is tested because there is “good cause to believe the employee may be abusing drugs “may suspend pending receipt of written test results and further inquiries that may be required;

c. An employee determined through drug testing to have abused drugs is subject to discipline, up to and including discharge;

d. An applicant for employment or an employee determined through drug testing to have abused drugs may not be employed in apposition with direct contact with children in care if the employee presents a risk of harm to children; and

e. An employee determined through drug testing to have abused drugs may be offered the opportunity to complete a rehabilitation program at employee’s expense.

7. Appeal – An applicant or employee whose drug test is positive may, at the employee’s expense:

a. Have an opportunity to explain and offer written documentation why there is another cause for the positive drug test;

b. Request that the remaining portion of the sample that yield the positive results ,if available be submitted for an additional independent test, including second tests to rule out false positive result; and /or

c. Submit the written test results for and independent medical review.

8. Documentation

a. All applicants that you intend to hire for employment and employee must be provided a copy of drug testing policy and must sign a document consenting to these terms and conditions of employment.

All drug test results will be kept for one year after an employee’s last work day with the residential child-care operation, or until any investigation involving the person is resolved, whichever is later. The results must be available for review by Licensing Division within 24 hours of the request.

I HAVE BEEN PROVIDED A COPY OF THE DRUG TESTING POLICY OF JAE’S HELPERS. I UNDERSTAND THAT ACCEPTANCE OF THE POLICY IS A CONDITION OF EMPLOYMENT WITH JAE’S HELPERS. 

____________________________________


______________________
APPLICANT





DATE

____________________________________


_______________________

MAKE A WAY STAFF





DATE

EMPLOYEE HANDBOOK RECEIPT FORM

I have received a copy of the EMPLOYEE HANDBOOK from Make A Way .   

I have read and understand the contents of the manual and agree to abide by the guidelines set forth herein.  

I understand that I am on a probationary status for 90 days from the date of hire.  

I understand that failure to abide by the guidelines set forth in the EMPLOYEE HANDBOOK can result in disciplinary action including immediate termination.

	
	

	Signature
	Date

	Printed Name:      
	











