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Section: I‘ Employment ‘ Number: ‘ 1. Revision Date: ‘ 3/31/2010 ‘ Page1of1

Department: | Human Resources

Approved: Director of
Human Resources:

Subject] Employmen#t-Will

Approved: Esident
Seniorcorp, LLC: Tom Knox

I POLICY

SeniorcorpEmployees are employed at the will of the Organization for an indefinite period.

Il. PRACTICE

A.

Seniorcorp

Employees are employed at the will of the Organization and are subject to terminatioangt raagdimeyifio or
without cause or notice. At the same time, such Employees may terminate their employment at any time ¢
reason.

No Organization representative is authorized to maodify this policy for any Employees or teesnestjraabay agr
written, contrary to this policy. Supervisory and management personnel are not to make any representations tc
or applicants concerning the terms or conditions of employment with the Organization which are not con:
Orgaization policies. No statements madhiia prerviews or discussions, or in recruiting materials of any kind, ar
alter the atill nature of employment or imply that discharge will occur only for cause.

This policy may not be modified bgtetagnents contained in this Manual or any other Employees handboc
employment applications, recruiting materials, memoranda, or other materials provided to applicants and Er
connection with their employment. None of these documersisiglyhetreambined, are to create an express or
implied contract of employment for a definite period, nor an express or implied contract concerning any terms (
of employment. Similarly, Organization policies and practices with resjtat aoeangt o be considered as
creating any contractual obligation on the part of the Organization or as stating in any way that termfaation will
"just cause." Statements of specific grounds for termination set forth in thé@seappliciber adDrganization
documents are examples only -Ametulve lists, and are not intended to restrict the right of the Organization to tern
atwill.

At the time of application, Employees are required to sign a written statelyiegt theltriothvtsy are employed it is at
the will of the Organization and are subject to termination at any time, for any reason, with or without notice,
without cause.

Completion of an introductory period or conferral of regularrsibttisadgesan Employee's status as an employee
atwill or in any way restrict the right of the Organization to terminate such an Employee or change the terms or «
employment.
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Section: I‘ Employment ‘ Number: ‘ 2. Revision Date: ‘ 3/31/2010 ‘ Page 1of1

Approved: Director of
Human Resources:

Department: | Human Resources

Introductory Approved: President

Subject: EmploymenPeriod Seniorcorp, LLC: Tom Knox

I POLICY

Seniorcorpolicies provide that all new employ¢edarearefully monitored and evaluated for an initial introduct
period on the job. The initial empl oyment per.i

period, but not exceed one hundred twenty (120) calendar datistacibry completion of the Introductory Perioc
Evaluation, such employees will be evaluated on an annual basis as provided for in the Performance Evaluat

Il PRACTICE

A Managers are to observe carefully the performance of eadh ampi@yeke position. Where appropriate,
weaknesses in performance, conduct, or attitude are to be brought immediately to the employee's ¢
correction. Employees that receive a verbal warning of performance issues and/or writteérbg/arning |
approved for continued employment. The severity of the performance concerns and the su
improvement made by the employee will be taken into consideration.

B. Managers are to prepare a written evaluation of the employee's job pedgadimaResfarsiance
Evaluation Form by the end of initial employment period on the new job. The evaluation is to
recommendation as to whether the employee should continue in the position. The original evaluatiot
forwarded to the HumasdRrces Department for approval and inclusion in the employee's personnel fil

C. Employees will be allowed to continue in their new positions if they are given a satisfactory evaluatior
of their introductory period and receive their nemdagesient to continue in the job.

D. Managers may recommend that a newly hired employee be terminated at any time during the ir
period. Such a recommendation for termination should be made to the Human Resources Depe
review. Infoation provided should include a review of performance concerns (warnings) shared \
employees and actions taken to assist the employee. Action to terminate must have prior apprc
Human Resources Department.

F. At all times, employment théhOrganization is considered to be "at will," and the employer/empl
relationship may be terminated at any time for any reason by either party
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Section: I‘ Employment ‘ Number: ‘ 3. Revision Date: ‘ 3/31/2010 ‘ Page 1of1

Approved: Director of

Department: | Human Resources
Human Resources:
... | Equal Employment Approved: President
Subject: . .
Opportunity Seniorcorp, LLC: Tom Knox
l. POLICY

Seniorcorp provides equal opportunity in employment to all employees and applicants fdogepon is to be
discriminated against in employment because of race, religion, colatioset,camgn or disability.

. PRACTICE

A.

Seniorcorp

This policy applies to all terms, conditions and privileges of employment including, duearattrieited t
selection, placement, introductory period, promotion, transfer, demotion, layoff, return from layoff, com
benefits, training, social and recreational programs, employee facilities, termination and retirement.

The Director of HumResources, who reports directly to the Chief Executive Officer on matters relating to this f
responsible for formulating, implementing, coordinating and monitoring all efforts in the area of equal er
opportunity. The duties of thet@id Human Resources include, but are not necessarily limited to:

1.
2.

7.

Assisting management in collecting and analyzing employment data;

Developing policy statements and recruitment techniques designed to comply with the equal em
policies of ¢hCompany.

Complying with various statutory record keeping and notice requirements in order to ensure full cc
with all employmeeliated statutes and regulations.

Assisting supervisory personnel in arriving at solutions to speciffirqi@esosrabtentially involving
concerns of equal opportunity.

Serving as | iaison between the Company and go
other community groups; and

Keeping management informed of the latest develtpretire equal mployment opportunity area.

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

While overall authority for implementing this policy is assigned to the Director of Human Resources, an effe
employment opportunity program cannot be achieved without the support of supervisory personnel and empl
levels. Any eropke who feels he is the victim of discrimination has a responsibility to report this fact to his su
department manager and/or the Human Resources Department.
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Section: | ‘ Employment ‘ Number: 4, Revision Date: ‘ 3/31/2010 ‘ Page 1 of 2
Approved: Director of
Human Resources:

Confidentiality & Approved: President
NonSolicitation Seniorcorp, LLC: Tom Knox

Department: | Human Resources

Subject:

l. POLICY
Seniorcorp regards security and confidentiality of personal irtferofattarosi importance. As such, Seniorcorp
requires all individuals with access to personal information to follow the procedures outlined below:

Il. PRACTICE

A. Confidentiality

a.Each employee, contractor, or person granted access to the personal inforationi or cor pds cl i e
trust and must preserve the security and confidentiality of the information he/she uses and are required to al
applicable federal and state guidelines and Seniorcorp policies regardingofgrdidentlijormation, including,
but not I imited to, the Health Insurance Portabil]i
understand how Seniorcorpds HIPAA priciioascy policy a

bbAny empl oyee or person with authorized access t
files is given access to use the data or files solely for the business of Seniorcorp.

clt is the empl oy e eddaelytodis/eosaperividpi ahyi violgtiontobthisrpelipyarr any ott
action which violates confidentiality of personal information.

B. Nonsolicitation of Clients

Employee agrees that while employed by Seniorcorp and for period of one (1) heederfoiloatiog of
Empl oyeeds empl oyment, whet her such employment
cause, Employee will not, for the benefit of Employee or any subsequent employer or third party, provide
services to ai@lient of Seniorcorp where such services are substantially similar to those Employee perform
employed by Seniorcorp. Likewise, during the one (1) year period specified above, Employee will not solicii
of Seniorcorp to provide or pedemices which are substantially similar to those Employee performed w
empl oyed by Seniorcorp. The term AClIient, 0 as us
rendered services in the twelve (12) months prior to the termin  of Empl oyeebds empl o

C. Nonsolicitatioaf Employees
Employee agrees that while employed by Seniorcorp and for a period of one (1) year following the terminati

Empl oyeebs empl oyment, whet her s logebanewipdrwithoue nt i
cause, Empl oyee shall not, on Employeebds own beh
or hire, or assist in the solicitation or hiring, of any individual who is employed by Senidrtdwep at the time o
solicitation.
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| Policy: Confidentiality and9diiatation Page 2 of ]

D. Proprietary and Confidential Information

Employee agrees not to disclose, use, or otherwise exploit any confidential information of Seniorcorp witho
writterauthorization of Seniorcorp, and to take all reasonable precautions to prevent inadvertent disclosur
confidential information, particularly personnel and client information, is strictly prohibited and will subject E
disciplinary actianp t o and including termination of empl o
which is used in Seniorcorp business and: (i) is proprietary to, about or created by Seniorcorp; (ii) gives .
some competitive business advantégeompbrtunity of obtaining such advantage or the disclosure of which cc
be detrimental to the interests of Seniorcorp; (iii) is designated as confidential information by Seniorcorp, or
relevant circumstances should be reasonably be bhgstmgdoyee to be confidential and proprietary to
Seniorcorp; or (iv) is not generally knowrebyptayees of Seniorcorp. Such confidential information includes, t
is not limited to, the following types of information and other informatiarabfra sivhitther or not reduced to
writing or designated as confidential); (i) business plans and concepts for conducting business operations; (i
concepts and strategies, including price and cost data, price and fee amounts, aiichgrimatigies)d(ik)
product distribution strategies, vendor information, and identities of contracted service providers and strateg
(iv) internal personnel and financial information, including corporate organizational modelesanigtabvasts, job
and compensation packages and plans; (v) information relating to proprietary rights prior to any public
thereof; (vi) identities of clients and their representatives, client contracts and their contents andgzarties, clie
data provided by clients, and the type, quantity and specifications of services received by clients; (vii) th
substance of internal policies, procedures and programs, -molisg@ir@yiémtation and training programs, and
employee evaluatioaterials; (viii) information regarding online strategies, website strategies and manageme
custom software modifications; and (ix) information contained on computerized databases. Furthermore, all
that contain or set forth any suchatiforrare likewise confidential and/or proprietary to Seniorcorp. Confidel
information does not include information publicly known or which comes into the public domain without a brt
obligation of confidentiality contained herein. THephrdsd i cl y knownodo shall me an
a written publication. The burden of proving that information is not confidential information shall be on
asserting the exclusion. Employee agrees that the restrictions enmlidclosue e of Seni orcor
proprietary information and documents that contain or set forth any such information shall continue after the
of Employeebs employment, irrespecrelationshipof the re
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Section: | ‘ Employment ‘ Number: | 5. Revision Date: ‘ 3/31/2010 ‘ Page 1of1

Department: | Human Resources

Approved: Director of
Human Resources:

Approved: President

Subject: | Drug and Alcohol Use Seniorcorp, LLC: Tom Knox

Seniorcorp

Policy

It is Seniorcorpbs intent and commitment to op:
to provide a safe environment for its clients and employees. Consistent with this intent and commi
possessigruse, sale, distribution, or being under the influence of any illegal drug, controlled substanc
alcohol on Company premises or assigned work location is strictly prohibited and may be grounds for
termination of employment.

PRACTICE

1. Company premises are defined in their broadest sense and include all land, property, buildings, structure:
and all other means of transport owned or leased by the Company or otherwise being utilized for the
business. Any employee susgphexfthaving used drugs, controlled substances, or alcohol may not be permitt
work or to drive Company vehicles.

2. If, during a drug and/or alcohol screening, an employee tests positive for drug use, he/she may be t
immediately. Seniorcorprvesethe right to perform a drug/alcohol screen randomly or for presence of performn
behavior and/or physical indicators. These indicators are defined but not limited to: epedssiiance
absenteeism or tardiness, deteriorating work quatitgrgdeoreports of theft from clients. Behatidddn
change in attitude, explosive arguments and disagreements over small matters, erratic behavior, forg
deterioration in personal appearance and hygieaetiViyypezasy excitabilégtlessness, wearing of long sleeve
garments in warm weather, new financial problems or frequent borrowing of nidnepdBthysizalvatery
eyes, runny nose, speech pattern changes, slurred speech, faster speech, tremors or jittens, ppmingordina
spilling, bumping into things or people, dilate pupils, or smell of alcohol not eh breath

3. A Adrugodo is defined as any substance included i
Enforcement Agency or any otheamstdbsivhich in its broad general sense is considered a drug and is |
di spensed through a |icensed physiciands prescri

sense, including, but not limited to, beer, wine, and liquor.

4. Refusal to consent to drug or alcohol testing, failure to submit to a test when requested, or failure to
appropriate consent forms, may result in disciplinary action, including termination of employment.

5. Arreliable and accurate testing methagnseatitory guidelines will be utilized and positive results will be reviey
by an independent Medical Review Officer. Any disputed results will be handled directly with the independ:
Review Officer.
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Section: | ‘ Employment ‘ Number: | 6. Revision Date: ‘ 3/31/2010 ‘ Page 1 of 2

Approved: Director of
Human Resources:

Department: | Human Resources

Performance Approved: President

Subject: Evaluation Seniorcorp, LLC: Tom Knox

l. POLICY
Seniorcorp requires the job perforaiaamh employee be annually evaluated by the employee's supervisor. The objective:
performance appraisal are:

L To direct and improve future performance by evaluating an employee's efforts against previously agreed upo
expectations;

° To deelop a mutual understanding of what is expected of the employee in the future;

L To identify immediately promotable individuals, employees who could qualify for promotion with further tr

development, employees who have reached a developmarit golptgenanent nature, employees who are not
performing and specific programs to meet developmental

L To encourage sadfvelopment;
L To determine merit base salary increases or incentive payments when applicable;
L To supply management with needed ioformati
Il. PRACTICE
A. The Company is responsible for establishing an objective performance appraisal system. The Human

Department will distribute appropriate forms to supervisors in advance of the effective date of the appraisal.
Resotces Director will continually monitor the performance appraisal system, for consistency and objectivity.

B. Performance appraisals should be completed upon the following occasions:
1. By the completion of the initial 90 day period, of employment.
3. By he annual appraisal date.
4. The Organization reserves the right to administer formal appraisals at any other time, including, but no

when an employee is promoted or transferred to another job, at the time of the employee'diteemination,
of the immediate supervisor's promotion, transfer or termination.

C. The supervisor is responsible for completing performance evaluations for all employees under their supervi
designated time intervals.

1. Supervisors in evaluating engslogleould consider such factors as the experience and training of t
employee, the job description, and the employee's attainment of previously set objectives and goal
factors that normally should be considered include, but are not dwigddeamfithe job, quantity and
quality of work, promptness in completing assignments, cooperation, initiative, reliability, attendance,
conduct, and acceptance of responsibility as defined by the job description.

2. Supervisors in completirgduations should prepare a written evaluation of each employee's job perform:
The evaluation should includsuttervisor's comments and recommendations, any action plan required
improvement for the employee , and performance goals feathatioexperiod.
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Seniorcorp

Policy: Performance Evaluation Page 2 of

After the written evaluation has been completed and reviewed by Human Resources (if appropriate) the sug
employee should meet.

1.

The supervisor will begin the sessigoldigieg the purpose of the meeting, how the meeting will be handl|
and the role each will play, and the importance of two way discussion throughout the meeting.

The supervisor will constructively present his assessment of the employee's job performanc

The supervisor and employee will then enter into a joint assessment for the purpose of reaching an unc
of the other person's views; not necessarily total agreement.

a. If the employee's performance has been generally good, theiiltb@nstaggrimarily of praising
him for the work he has done well and pointing out the few areas in which improvement is still n

b. If the employee's performance has been poor, then this stage will consist of establishing an ac
that willesult in improved performance or disciplinary action.

At the end of the session, the supervisor and employee will review the objective and goals that h:
established for the upcoming evaluation period.

The supervisor will inform the empldyesmécific date of follow up action.

The employee will review the written appraisal and be afforded the opportunity to document his cor
writing. The employee will then sign the form. The employee's signature does not neceassgntly imply
with the contents but that he has had the opportunity to review the appraisal. The employee may requ
of the appraisal for his records.

The supervisor will sign the completed appraisal form and bétintlzetemployee to accomiplésh
goals relative to the employee's potential growth or to remedy performance deficiencies .

The immediate supervisor will forward the completed self apend@ahamce appraisal to the Human
Resources Department for inclusion in the enpelegaisl file.

Information derived from the performance appraisal may be considered when making decisions affecting at
including, but not limited to, decisions concerning training needs and opportunities, pay, promotiondtransfer, «
employment.

Between scheduled appraisals, supervisors should discuss with employees any performance issues which wart
and should keep written records of any significant incidents.

The procedures discussed in this policy are elmgsgyuifihe Organization may unilaterally modify or revoke them
whole or in part from time to time. Accordingly, these procedures are not a promise or contract, expegss or impl
will be used in every instance.
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Section: | ‘ Employment ‘ Number: | 7. Revision Date: ‘ 3/31/2010 ‘ Page 1 of 2
Approved: Director of
Human Resources:

Performance Approved: President
Management Seniorcorp, LLC: Tom Knox

Department: | Human Resources

Subject:

l. POLICY
Seniorcorp expeclsale mpl oyees to comply with the companyds star
require immediate action. The Company makes provisions for documenting, as needed, unacceptable performance
action taken on a Perfoomdhanagement Form. The objectives of performance management are

A To direct and improve future performance by outlining an employee's unacceptable behavior and/or policy violat
A To identify employees who are not meeting performance standaogsspedifievndividualized programs to improve
performance
A To supply management with needed information.
Il PRACTICE
A. The Company endorses a policy of progressive corrective action in which it attempts to provide employees wit|
deficiencgeand an opportunity to improve. It does, however, retain the right to administer discipline in any manner it
B. Corrective action may be documented as one of the following on the Performance Management Form:
1. AVerbal Warniigga documentdiscussion between the supervisor and the employee concerning the infras
of a minor rule.
2. A Written Warninig a notice to the employee issued for the repeated infraction of minor rules or the
infraction of a major rule.
3. AFormal Warniigdisciplinary action taken against an employee for the repeated infraction of minor rule
initial infraction of a major rule, or any combination thereof.
4. ATerminatids the severance of the employment relationship for the continoédinivactias, the initial
or repeated infraction of a major rule, and any combination thereof.
C. Each corrective action taken will remain active for a six (6) month period. Documentation of a violation ren
personnel file even if it doesctively count in the progressive procedure.
D. Verbal Warnings are given for minor violations of work rules or company policies. Examples of such violations

are not limited to:

1. Unexcused absence or tardiness to work
2. Tobacco use in unautiedrarea

3. Minor performance concerns

E. In the event of major rule violations, the corrective action administered will be contingent upon:
1. The seriousness of the infraction,
2. The circumstances surrounding the particular situation, and
3. The employegdast record.
F. The following conduct (but not limited to) on company time or property is prohibited and considered a major Vic

will result in immediate corrective action at the written warning or final written warning levekdepignding on the s
Unproductive behavior while on duty including insubordination

An absence without calling in (no call, no show)

Refusal to complete a work assignment

Refusal to work weekends or shifts assigned

Failure to resolve en clientés or family member d
Leaving a work location prior to end of shift without authorization

Undertaking business endeavors for yourself or others while on duty for Seniorcorp

Abusive, disruptive or harassing behavior

Failure to follow Workers Compensation reporting guidelines

CoNoA~®WNE
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| Policy: Performance ManagemenPage 2 ¢f |

The following conduct (but limited to) on company time or property is prohibited and considered a maj
hich will result in immediate termination of employment.

Falsification of applicatoerployment.

Theft of Company property.

Fighting; physical assault of clienivorlasr.

Sleeping on the job.

Walking off of the job.

Possession or consumption of controlled substances illegally, alcohol or illegal drugs.

Possessiorf weapons, firearms, or explosives, real or facsimile.

Accepting tips or other monetary gifts from clients or family members

Confirmed sexual harassment

10. Withholding information which may be detrimental to a client

11. Falsification of informatfdrours worked

12. Failure to follow safety guidelines impacting client care

13. Unethical behavior including HIPAA violations

14, Failure to uphold clientés rights including r ¢
15. Any conduct deemed to be harmful to the Cdiapeng,employees

Employees terminated for cause will not be eligible for rehire and will not be paid for unused benefits.

CoNo,rWNEZE O

Warnings will remain active six (6) months. Documentation of a major violation remains in the personnel file e
na actively count in the progressive procedure.

It is the Supervisor's responsibility to know what stage of performance management an employee is in prior to
of any corrective action to ensure proper progressive action is taken.

The supeisor will complete the Performance Management Form documenting the event to be discipigied within f
(48) hours of their discovery or naotification of the occurrence. The supervisor will describe the evenhggging all circ
and attachindl @ertinent documentation to the report. The supervisor will identify the policies and/or procedures vi
applicable. The supervisor will recommend the corrective and/or disciplinary action to be taken in the event ¢
infraction. Thepmrvisor will forward the Performance Management Form to Human Resources review and approva
presentation to the employee.

The Human Resources Dept. may meet with the supervisor to review the Performance Management Form for ¢
appltation, objectivity and timeliness.

The supervisor will schedule a meeting with the employee to review the Performance Management Form no |
employee's next scheduled work day. The supervisor will

a. review the incident;

b. advise the eropke that the problem must be corrected;

C. inform the employee that failure to correct the problem will result in further corrective action which m.
termination;

The employee will review the Performance Management Form. The emffitogled thidd bportunity to document
his comments, including disagreement with the information in the comment section. The employee will be r
acknowledge receipt of the report by signing.

The supervisor will sign the Performance Managemantheoconclusion of the meeting with the employee anc
forward the completed report to Human Resources.

Human Resources will review the completed Performance Management Form for the employee's comments.
Resources Department may meeheavidmployee and/or supervisor to review the employee's comments with
signature on the completed report.

Employees who believe that they have been disciplined too severely or without good cause are encouraged tc
Human Resources Depantioediscuss their concerns.
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Section: | ‘ Employment ‘ Number: 8. Revision Date: ‘ 3/31/2010 ‘ Page 1 of 2

Approved: Director of
Human Resources:

Department: | Human Resources

Approved: President

Subject: | Sexual Harassment Seniorcorp, LLC: Tom Knox

l. POLICY

It is the goal of Seniorcorp to promote a workplace that is free of sexual harassment. Sexual Harassmernngf employ:
in the workplace or in other settings in which employees may find themselves inticeinresapboymigint is unlawful and

will not be tolerated by this organization. Further, any retaliation against an individual who has complained al
harassment or retaliation against individuals for cooperating with an investigatioraséraesg>aghplaint is similarly
unlawful and will not be tolerated. To achieve our goal of providing a workplace free from sexual harasamignt, the c
described in this policy will not be tolerated and we have provided a proceduredpyiatbiclndagpwill be dealt with, if
encountered by employees.

Because Seniorcorp takes allegations of sexual harassment seriously, we will respond promptly to complaint:
harassment and where it is determined that such inappropriate conwtuet hae will act promptly to eliminate the conduct
and impose such corrective action as is necessary, including disciplinary action where appropriate.

Please note that while this policy sets forth our goals of promoting a workplacexbal isafiessofent, the policy is not
designed or intended to limit our authority to discipline or take remedial action for workplace conduct whibleye deem 1
regardless of whether that conduct satisfies the definition of sexual harassment.

Il. PRACTICE
A. Definition of Sexual Harassment
One definition for sexual harassment i s: isexua
verbal or physical conduct of a sexual nature when:
(1) Submission to or rejection of such eslvaaguests or conduct is made either explicitly or implicitly a term
condition of employment or as a basis for employment decision;

or,
(2) such advances, requests or conduct have the p

work performance by creating an intimidating, hostile, humiliating or sexually offensive work environm

Under these definitions, direct or implied requests by a supervisor for sexual favors in exchange for actual c
job benefits such as faverabviews, salary increases, promotions, increase benefits, or continued employ
constitutes sexual harassment.

The legal definition of sexual harassment is broad and in addition to the above examples, other sexuall
conduct, whether it isrided or not, that is unwelcome and has the effect of creating a work place environmen
hostile, offensive, intimidating, or humiliating to male or female workers may also constitute sexual harassmel

While it is not possible to list all thaBereddircumstances that may constitute sexual harassment, the following
some examples of conduct which, if unwelcome, may constitute sexual harassment depending upon the to
circumstances, including the severity of the conduchasiviénpss:

- Unwelcome sexual advanedeether they involve physical touching or not;

- Sexual epithets, jokes, written or oral refer
on an individual 6s bseakyalactcity deficeencies, & promesds; an i nd

- Displaying sexually suggestive objects, pictures, cartoons;

- Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive or insulting con
- I nquiries intcesadebdbs sexual experienc

- Di scussion of oneb6s sexwual activities.
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Policy: Sexual HarassmeRage 2 of

All employees should take special note that, as stated above, retaliation against an individual who has compl
sexual harassment, and retaliation agdivistuals for cooperating with an investigation of a sexual harassm
complaint is unlawful and will not be tolerated by this organization.

Complaints of Sexual Harassment

If any of our employees believes that he or she has been subjechedasssesmnglthe employee has the right to
file a complaint with our organization. This may be done in writing or orally.

If you would like to file a complaint you may do so by contacting the Human Resourdbe DiEp&iraetatr.

This person issalavailable to discuss any concerns you may have and to provide information to you about o
on sexual harassment and our complaint process.

Sexual Harassment Investigation

When we receive the complaint we will promptly investigate tha aldgatiand expeditious manner. The
investigation will be conducted in such a way as to maintain confidentiality to the extent practicable
circumstances. Our investigation will include a private interview with the person filiagdheitbonipiasses.

We will also interview the person alleged to have committed sexual harassment. When we have comj
investigation, we will, to the extent appropriate, inform the person filing the complaint and the person alleg
comnited the conduct of the results of that investigation.

If it is determined that inappropriate conduct has occurred, we will act promptly to eliminate the offending cc
where it is appropriate we will also impose disciplinary action.
DisciplingrAction

If it is determined that inappropriate conduct has been committed by one of our employees, we will take such
appropriate under the circumstances. Such action may range from counseling to termination from employme
includech other forms of disciplinary action as we deem appropriate under the circumstances.
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Section: | ‘ Employment ‘ Number: | 9. Revision Date: ‘ 3/31/2010 ‘ Page 1of1

Department: | Human Resources

Approved: Director of
Human Resources:

Subject: | Workers Compensatid

Approved: President
Seniorcorp, LLC: Tom Knox

l. POLICY

Seniorcorp provides worker's compensation coverage to employees who are hurt or injured while working for Seniorc

Il. PRACTICE
1. Itisyouresponsibility totifipthe office immediately when an incident occurs. Please #tdizeghernumber to

Seniorcorp

report injuries if they occur outside of the regular office business hours. ThisA0G&S.ijiBies or illnesses
that are not reported immediatshbe impossible to verify. This could cause delays in obtaining workers compensati
benefits or the claim may be denied.

All life threatening emergencies should be handled by calling 911. Otherwise, all employees must notify your sche
manager ¢iuman Resources Department immediately and within 24 hours complete an Incident Report, a post in
drug and alcohol screen, and a Human Resources department interview.

Except for medical emergencies, employees must go to one of our appredicapanelioens. If an injury occurs

which requires care, employees must be seen by one of the Seniorcorp panel of medical providers. If you are req
emergency services for a serious injury, any subsequent treatment must be arraogedppitbvaaepainel. If you
decided to go outside these authorized providers, please be aware that treatment may not be covered under our \
compensation policy and any treatment by other than an approved provider will be at employee expense.

If you ee referred to a specialist for treatment, you are required to seek prior authorization from our workers compe
carrier and the Seniorcorp Human Resources Department.

If a medical provider has instructed you to remain out of work, you mustncBetsmiindes immediately and give a
copy of the out of work directive to HR within 24 hours of receipt.

Human Resources will provide you with an Employer Medical Request Form, which authorizes medical treatment
approved panel of medical prsyiand a Work Status Report that the medical provider will fill out and must fax to our
Human Resources department. The original report must be returned to HR with 24 hours of the employee medica
Any lost time as a work related injury or #taiddsd qualifies as a medical leave of absence will be charged against
eligible employee's Family and Medical Leave.

All claims will be investigated to prevent recurrence and to discover the circumstances which allowedl the injury to
partes such as the employee and any witnesses are required to cooperate with the investigation, providing accura
detailed information. The investigation will be initiated by Human Resources and may also include additional inves
a third pargdministrator or case manager for the workers compensation insurance carrier.
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Section: | | Employment | Number: | 10. | Revision Date: | 3/31/2010 | Page 1 of 3
A : Director of
Department: | Human Resources pproved: Director o
Human Resources:
iect: Approved: President
Subject: | Leave Of Absence Seniorcorp, LLC: o Koo
I POLICY

Seniorcorp grants employees extended leaves of absence under certain circumstances. It is the intent adriipyOrganiza
with the Family and Medical Leave Act .of Tk#9rganization reserves the right to grant or deny any requests with
consideration for employees' health, family situation, client care, continuity of service and administrative needs.

Il. PRACTI
A.

Seniorcorp

CE

Employees are eligible for leaves of abtfemgcbave been employed for at least twelve (12) months and worked at |
1250 hours during the twelve (12) month period preceding the commencement of the leave. Such eligible em|
take up to twelve (12) weeks leave in any (12) montFhigetieelve (12) month period will be a rolling twelve (12
month period measured backward from the date an employee uses any Family Medical Leave Act leave. The
duration of each leave of absence and compensation received by tharemgloyeg the leave of absence will be

determined by the Organization in conjunction with applicable federal and state law. The following types of le

considered:

1. Sick Leave of Abseriemployees may be granted a Sick Leave of Alsare@ndble to work because of

their own serious health condition. A serious health condition is defined as an illness, injury, impa
physical or mental condition that involves inpatient care, absence from work of more than three (3) c
work days that also involves treatment by a health care provider, or continuing treatment by a he
provider for a chronic or long term health condition that is incurable or will likely result in incapacity of
three (3) days if not treatétlis type of leave covers disabilities caused by pregnancy, childbirth, or ¢
medical conditions.

a.

The Organization requires certification, prior to granting the leave and periodically during the
an employee's need for sick leavedmwiglmyee's health care provider and/or a health care provide
selected by the Organization. The certification must include the date on which the serious
condition commenced, the probable duration of the condition, the medical factsnditjarging the «
and the statement that the employee is unable to perform the essential functions of his jol
certification must be furnished within fifteen (15) days of the employee's request for leave.
Leave may be taken intermittehith means bagy leave in blocks of time, or by reducing the
normal weekly or daily work schedule. If intermittent leave is requested, the Organization ma
the employee to transfer temporarily to an alternative position or status change which
accommodsg recurring periods of absence or a reduced schedule.

When leave is needed for planned medical treatment, the employee should schedule treatmer
it will not unduly disrupt business operation, subject to approval of the health care provider.

In accordance with the Family Medical Leave Act of 1993, the Organization reserves the right t
a second or third opinion regarding an employee's absence because of illness or injury. A
second or third opinion will be paid for by tzatiorgani

While on leave, the employee must notify the Organization every week concerning the statu:
condition and their intention to return to work.

A Sick Leave of Absence may be granted for a total maximum period of twelve ¢12) weeks |
twelve (12) month period, paid and/or unpaid. If an employee requests leave because of a
health condition, any accrued paid time off must first be substituted for any unpaid Family and
Leave Act leave. The substitution of paideaweuahe for unpaid leave time does not extend the
twelve (12) week period.
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Policy: Leave of Absence Page 2 of 3

Parental Leave of AbseRoeployees, male and female, may be granted a Parental Leave of Absence fc
purpose of caring foralmn child and for the placement for adoption or for foster care of a child.

a. Leave for birth, adoption or foster care must conclude within twelve (12) months of the birth or placer

b. A Parental Leave of Absence may be granted for a total enmdrotitavelve (12) weeks in a twelve
(12) month period, and will include all time granted under a Sick Leave of Absence, paid and/or
All Paid Annual Leave time accrued must be used before approval is granted for leave with out pay

Family CarLeave of AbsenEanployees may be granted a Family Care Leave of Absence for the purpos
caring for a child, spouse or parent who has a serious health condition and is -ter@pableserficef
health condition is defined as an illneys,inmpairment or physical condition that involves inpatient car
absence of more than three (3) calendar days from work that also involves continuing treatment by a t
provider, or continuing treatment by a health care provider folanghernichaalth condition, or long term
health condition that is incurable or will likely result in incapacity of more than three (3) days if not treate

a. The Organization requires certification, prior to granting the leave and periodieairg,dofring the
the family member's continuing serious health condition by the family member's physician &
physician selected by the Organization. The certification must include the date on which the
health condition commenced, the probaibe dfiridie condition, the medical facts regarding the
condition, an estimate of the amount of time that the employee is needed to provide such c:
certification why the employee is needed.

b. Leave may be taken intermittehith means taking ée@v blocks of time, or by reducing the
normal weekly or daily work schedule. If intermittent leave is requested, the Organization ma
the employee to transfer temporarily to an alternative position which better accommodates r
periods ofsence or a reduced schedule.

C. When leave is needed for planned medical treatment, the employee should schedule treatmer
it will not unduly disrupt business operation, subject to the approval of the health care provider.

d. While on leave, themoyee must notify the Organization every week concerning the status of
family members condition and their intention to return to work.

e. A Family Care Leave of Absence may be granted for a total maximum period of twelve (12) we

twelve (12ponth period, paid and/or unpaid. All Paid Annual Leave time must be exhausted f
unpaid leave being granted.

Personal Leave of Abselceployees may be granted a Personal Leave of Absence to attend to pers
matters in cases in which then@egion determines that an extended period of time away from the job will
the best interests of the employee and the Organization. A Personal Leave of Absence must be accon
the employee's statement describing the need for time iff florRensmnal Leave of Absence may be
granted for a total maximum period not to exceed thirty (30) calendar days in a twelve (12) month perio
Annual Leave time must be exhausted prior to unpaid leave being granted.

Military Leave of Abselanployees will be granted a Military Leave of Absence if they enlist, are inductt
are recalled to active duty in the Armed Forces of the United States for a period of up to four (4) years
involuntary extension for not more than one year).

a. A Military Leave of Absence must be accompanied by a copy of the military orders which st
dates and location of active duty service.

b. Employees who perform and return from military service in the Armed Forces, the military Res
the N&onal Guard will retain such rights with respect to reinstatement, seniority, vacation, layo
compensation.

C. Employees with one (1) year or more of service will be protected against a loss of income as a

participation in annual encantponéraining duty in the U.S. Military Reserves or the National Gua
In these circumstances, the Organization will pay the difference between what an employee e
the government for military service and what the employee would haveredrsiedigstme
earnings. This difference will be paid up to two (2) weeks in a calendar year.
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Seniorcorp

| Policy: Leave of Absence Page 3 of 3 |

All LOAs must be requested in writing with the required supporting documentation attached.

When possibldl BOA requests should be submitted to the employee's Department Manager thirty (30) days pr
commencement of the leave period, or as soon as practicable so that it will not unduly disrupt business oper
Department Manager and othased in the leave approval process will approve or deny all LOA requests in w
The LOA Request will be retained by the Human Resources Department for inclusion in the employee's personr

Supervisors and others in the approval proaessiddr the following factors when reviewing a request for Lea
Nothing herein listed will deprive an employee of required Family and Medical Leave Act leave:

Nature of the leave,

Urgency,

Length of Service,

Job Performance,

Attendanaecord, including any previous LOA,

Department work load, and

Unused accrued paid time off

Employees on a Sick Leave of Absence are required to utilize all accrued paid time off prior to an unpaidaLOA. Emj
Parental, Family Care osd?&i Leave of Absence are required to use all paid time off prior to an unpaid LOA. Employ
be granted an unpaid LOA when there is no accrued paid time off PAL or when paid time off has been exhausted

Paid time off does not accrue whitepdoyee is on an unpaid LOA. Holidays occurring during an unpaid LOA are not paid

Spouses who are both employed by Seniorcorp are entitled to a combined total of twelve (12) weeks leave
Leave or Family Care Leave of Absence requieddra garent with a serious health condition that is incurable or \
likely result in incapacity of more than three (3) days if not treated.

Company paid medical and dental benefits for employees on a LOA will be continued duringrfexin@#nfor a tot

period of twelve (12) weeks.

1. Employees paying for medical/dental coverage for themselves and/or for covered dependents will be |
continue that contribution on a monthly basis for the length of the LOA. If the absenciligiagpaid LO;
accrued paid time off) the regular payroll deduction amount will continue. If the absence is an un
monthly payments will equal the regular payroll deduction amount. Checks or money orders should be
to the Human Resources Dapat by the fifth of each month of absence.

2. In the event the employee elects not to return to work upon the completion of an unpaid LOA, the Or
may recover from the employee the cost of any payments made to maintain the emplegsetlveverage,
failure to return to work was for reasons beyond the employee's control.

Employees on LOA who engage in paid employment of any kind during the period of absence shall be terminat
voluntarily quit their position. Date of termithdgdast actual day worked.

Employees who do not report for work at the completion at their LOA will be terminated as having voluntari
position. Date of termination will be the date the employee fails to report to work.

Employea®ady to return to work should notify their supervisor at least one (1) week prior to returning to work.
Employees on a Sick Leave of Absence must provide a physician's certificate authorizing their return to work.
Employees returning from a FamilWledical Leave Act LOA will be reinstated to their same job or to an equivale
with equivalent status and pay, as required by law. If the same job or one of equivalent status is nobgavailable :

a reduction in force, the employdes trélated in the same manner as though they were not on leave at the time ¢
reduction in force.

NogohrwpnE

For key employees, the Family and Medical Leave Act of 1993 provides exception to the reinstatement guar
reinstatement would cause subktar@tigrievous economic injury to the employer. A "key" employee is a salaried €
employee who is among the highest ten (10) percent of employees. The Organization will consider these re
caseby-case basis, and key employees will e afuthis exception each time Family and Medical Leave Act leave
requested.

Employees who are unable to return to work due to their own serious health condition, and request an accc
under the Americans with Disabilities Act may redeit®real twelve (12) weeks of leave for a total six (6) mont
absence from the Organization. The additional leave is contingent upon the employee providing the same
information as requested in item Al.a and the factors specifiedeéndfgsndDring the second twelve (12) weeks
period will be continued if COBRA coverage is elected by the employee under ADA.
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Section: | ‘ Employment ‘ Number: ‘ 11. Revision Date: ‘ 5/10/2010 ‘ Page 1of1

Approved: Director of

Department: | Human Resources
Human Resources:

Approved: President

Subject: | Bereavement Leave Policy Seniorcorp, LLC: Tom Knox

. POLICY

Seniorcorp policies provide that all employees who have successfully completed their Introductory
Employment Period are eligible for Bereavement Leave to manage personal concerns arising from the death
of an immediate family member.

Il PRACTICE

A Eligible employees who experience the death of an immediate family member should contact their
Client Coordinator as soon possible (within 24 hrs of notice of death) to request unpaid time off.
Eligible employees can request up to three (3) days of unpaid time to manage personal concerns
arising from the death of an immediate family member.

B. Eligible employees are defined as those employees who have successfully completed their
Introductory Employment Period.

C. Immediate family members are defined as parent, parent-in-law, spouse, biological/adopted child,
step-child by marriage, sibling, grandparent, or grandchild.

D. Bereavement absences are considered excused if the employee provides proof of death such as an
obituary, death certificate, funeral program, etc.

E. Bereavement absences without proof of death will be considered like any other unexcused absence.
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Section: | ‘ Employment ‘ Number: ‘ 12. Revision Date: ‘ 5/10/2010 ‘ Page 1of1

Department: | Human Resources

Approved: Director of
Human Resources:

Subject: | Time Off Policy

Approved: President
Seniorcorp, LLC: Tom Knox

. POLICY

Seniorcorp policies provide that Employees who have successfully completed their Introductory

Employment Period are eligible to request time off from their normal work schedule.

1. PRACTICE

A.

Seniorcorp

Eligible employees are defined as those employees who have successfully completed their Introductory
Employment Period.

Excused absences are defined as time off requested by an employee in writing to their supervisor at
least seven (7) days prior to the date requested. Eligible Caregivers may request up to two (2) excused
absences within any performance period.

Employees eligible for Paid Time Off (PTO) or Personal Day may utilize accrued PTO or Personal Day for
excused absences. Requests to utilize PTO not yet accrued will not be approved.

Employee absences not requested in advance will be considered unexcused. Unexcused absences are
considered a performance management concern and will be handled through the Performance
Management Policy at the appropriate level of discipline up to and including termination of
employment if warranted.

Caregiver requests for absence due to personal illness will be considered excused if a doctor’s note is
provided.

Office staff can request PTO for short term absence due to personal illness.

All employees who have been absence for 3 days or more due to personal illness must provide a
doctor’s note releasing them to return to work.

When ever possible, Supervisors are required to approve appropriate requests for excused absences.
Any questions regarding the approval of requested time off should be raised to the Human Resources
Department.
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Section: | ‘ Employment ‘ Number: ‘ 13. Revision Date: ‘ 3/31/2010 ‘ Page 1of1

Department: | Human Resources

Approved: Director of
Human Resources:

Subject: | Phone Etiquette

Approved: President
Seniorcorp, LLC: Tom Knox

I POLICY

Seniorcorp supports effective communication with its employees. Due to the nature of the services we finavide, it is im
the company have the ability to reach its employees at all times. In addition, it is vital that our employatasansderstand ¢

for cell phone use while providing client services

Il. PRACTICE
1. Please limit phone calls while providing cle® setvi Do not use a clientds phone
out your clientds phone number to anyone and never
2. Cel | phones can be on in cl i e wydudanilytandfrierss tdo raspectymirework f
time. Since talking on a cel/l phone is the number ¢

Seniorcorp

take emergency calls from family members or Seniorcorp only. If you do adiedpoltalieeatc your client and move
to another room to have the conversation. If frequent cell phone calls become a performance concern you will be
leave your phone turned off during work hours.

You must be accessible to the schedulingpstarffebgt all times. Good communication with caregivers is the key to
quality home care. If you receive a call from the office, please return the call immediately.

The emergency phone number is for EMERGENCIES ONLY!! All other issues sholé&ifbkodentl biitsiness day
between 9AM and 5PM directly with your manager. Proper phone etiquette is important to your job performance a
addressed in your evaluation and may affect further employment.

Policies and Procedures — Revised May 10, 2010 Page 21 of 32



@
@ Seniorcorp Policies and Procedures

hanging the Way America Ages

Section:|l | Client/Clinical | Number: | 1. Revision Date: | 3/31/2010 | Page 10f 1

Approved: Director of
Clinical Services

Department: | Clinical Services

Approved: President

Subject: | Client Abuse and Neglect Seniorcorp, LLC: Tom Knox

I POLICY

Seniorcorp clients haveitite to be treated with the respect, dignity and full consideration of their individuality. Seniorcc
very seriously its role as a guardian of client rights and expects its employees to actively participaspantilislitpportant r

Il. PRACTICE

1. Any suspected client abuse or willful neglect must be reported immediately to the Nursing Supervisor. Reports
abuse or willful neglect will be documented and investigated fully.

2. Appropriate local and state agencies will be ndtégmtiohs and investigations. Seniorcorp is a mandatory reporter
any suspicion of elder abuse and neglect.

3. Any caregiver suspected of abuse or willful widghectsuspendédm employment pending the outcome of the
investigation. If the investigaindicates that client abuse or willful neglect was not confirmed, the caregiver v
rescheduled to work and will receive pay for missed scheduled time during the period of suspension. Itabuse or \
is confirmed, the employee witméated from employment with Seniorcorp and appropriate reporting agencies, inc
police, will be notified.

4. The following are some signs and symptoms of abuse and neglect. Please keep these signs and symptoms in |
are providing patient isexs; and immediately report their presence as outlined above.

Bruising

Black eyes

Open wounds

Dehydration

Under or over utilization of medications

Sudden changes in behavior

Financial changes

@~ooooTp
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Section:|l | Client/Clinical | Number: | 2. Revision Date: [3/31/2010 |  Pagelofl

Department: | Clinical Services

Approved: Director of
Clinical Services

Subject: | Sexual Abuse

Approved: President

Seniorcorp, LLC: Tom Knox
l. POLICY
Seniorcorp prohibits and does not tolerate sexualtebwsekiplace or in any organization related activity.
Il. PRACTICE
1. Seniorcorp provides procedures for employees, volunteers, family members, board members, advisory committ

Seniorcorp

victims of sexual abuse, or others to report sexual abusgliaa gienalties for those who commit such acts. No
employee, client, or third party, no matter his or her title or position has the authority to commit or allow sexual abt

Seniorcorp hasZaro Tolerancpolicy for any sexual abuse committed byayeemplunteer, board member, advisory
committee, or third party. Upon completion of the investigation, disciplinary action up to and including terr
employment and criminal prosecution may ensue.

Sexual abuse is inappropriate sexual corduounaf nature or interaction for gratification of the adult who is a careg
and responsible for the client. Sexual abuse includes sexual molestation, sexual assault, sexual explojtation, or <
but does not include sexual harassmentcideytinof sexual abuse reasonably believed to have occurred will
reportable to appropriate law enforcement agencies and regulatory agencies.

Physical and behavioral evidence or signs that someone is being sexually abused are listed below.
Physical gns that may indicate sexual abuse
a. Difficulty in walking
b. Torn, stained or bloody underwear
c. Pain oritching in the genital area
d. Bruises or bleeding of external genitalia
e. Sexually transmitted diseases
Behavior sigathat may indicateexual abuse:
f. Reluctance be left alone with a particular person
g. Wearing lots of clothing, especially in bed
h. Fear of touch
i. Nightmares or fear of night
j- Apprehension when sex is brought up

Reporting Procedurelf you are aware of or suspect sexual abuse taking place, youiatest neoet it to the
President of Seniorcorp or designee and Human Resources Coordinator. Adult Protective Services (APS) Agenc
6123 will be notified of any suspected abuse to any Seniorcorp client. Should a nursing employsexoalsuspecte
abuse, the State Board of Nursing will also be notified.

Seniorcorp will report the alleged sexual abuse to

AntiRetaliation Seniorcorp prohibits retaliation made against any employee, volunteer, bdarsbnyerobenitiee,

or client who reports a good faith complaint of sexual abuse or who patrticipates in any related investigation. N
accusations of sexual abuse in bad faith can have serious consequences for those who are wrongigpaccused.
prohibits making false and/or malicious sexual abuse allegations, as well as deliberately providing fala@ informati
investigation. Anyone who violates this directive is subject to disciplinary action, up to and including termination.

Investgation and Follow UpSeniorcorp will take all allegations of sexual abuse seriously and will promptly inves
whether sexual abuse has taken place. If the result of the investigation suggests wrongdoing on the part of a
employee, AdulbRctive Services Agency will be notified. The State Board of Nursing will be notified should the €
be employed as a Home Health Aide, Certified Nursing Assistant, Licensed Practical Nurse, or Registered Nurse
will cooperate fully withya i nvesti gati on conducted by | aw enforce
and impartial investigation, but will have the option of placing the accused on a leave of absence pending the ou
investigation. Seniorcorpnalle every reasonable effort to keep the matters involved in the investigation as confide
possible while allowing for a prompt and thorough investigation.
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Section:ll ‘ Client/Clinical ‘ Number: ‘ 3. Revision Date: ‘ 3/31/2010 ‘ Page 1 of1
Approved: Director of
Clinical Services

Acknowledgmeruf Approved: President
Sexual AbusPolicy Seniorcorp, LLC: Tom Knox

Department: | Clinical Services

Subject:

I POLICY

Seniorcorp will emphasize the importaZs®fTolerancpolicy prohibiting sexual abuse by requiring each employee to sig
acknowledgment of receipt an understanding of this policy.

Il. PRACTICE
Acknowledgment of Receipt and Understanding of Sexual Abuse Policy

| acknowledge that | have received and read the Sexual Abuse Policy and/or have had it
explained to me. | understand that Seniorcorp will not tolerate any employee, volunteer, board
member, advisory committee, or third party who commits sexual abuse. Disciplinary actions
will be taken against those who are found to have committed sexual abuse.

| understand that it is my responsibility to abide by all rules contained in the policy. | also

understand how to report incidents of sexual abuse as set forth in the abuse policy, including
retaliating against any employee/volunteer exercising his or her rights under the policy.
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Section:|l | Client/Clinical | Number: | 4. Revision Date: | 3/31/2010 |  Pagelofl

Approved: Director of

Department: | Clinical Services . .
Clinical Services

Approved: President

Subject: | Medication Management Seniorcorp, LLC: Tom Knox

POLICY
All caregivers working for Seniorcorp are authorized to give medication reminders to clients in the home setting

PRACTICE
All clients are strongly encouraged ¢onitliplanners to make it easier to remember when and if meds have been take

caregivers can fAremindod clients to take their akimmgds b
out the pills for the right day andAlincaregivers may then document that meds were taken without difficulty. Caregive
NOT all owed to fildl the mediplanners in the clsinegnt 6s

available to perform this dutycategiver will call the office and the client can be placed on the medication managemen
that a RN or LPN can fill the mediplanner weekly or biweekly in accordance with state regulations.

| have read and understand the Medication ManagenfenSealmrcorp as it applies to the home setting.
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Section:|l | Client/Clinical | Number: | 5. Revision Date: | 3/31/2010 | Page 10f 1

Approved: Director of

Department: | Clinical Services L .
Clinical Services
Subiect: Adknowledgment of Approved: President
JECE 1 Infection Control Policy | Seniorcorp, LLC: Tom Knox
. POLICY

Seniorcorp is dedicated to tymioig reduction of risk of infection in the workplace

Il. PRACTICE

1. Activities to reduce infection include:

e I

Seniorcorp

Staff educatioegarding infection-risttuction behaviors

Use of universal precautions

Handling, storing, processing, and transporting of regulated medical waste according to applicable proced
Handling, storing, processing, and transporting supplies andreguimeat that prevents the spread of infection
Monitoring staff performance in infection control practices

All employees will be instructed at orientation regarding proper hand washing techniques and policy of sal
Show video on universal precautidrisfaction control.

Ongoing yearly review of infection control policy with signed acknowledgment of same to be kept in perso
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Section:|l | Client/Clinical | Number: | 6. Revision Date: | 3/31/2010 | Page 1 of 2

Department: | Clinical Services

Approved: Director of
Clinical Services

Approved: President

Subject: | Basic Home Safety Seniorcorp, LLC: Tom Knox

POLICY

Caregivers should be aware of these potential home safety issues. When the Caregivers asttenttbizehsheudd a
assess the physical space for the potential home safety issues listed below

PRACTICE
If the Caregiver observes any of these home safety issues they should immediately make the clinical team aware and
the clinicalteamahdst cl i ent 6s family to correct the home safet

should report it to their manager.

1. Bathroom
1. Wet surfaces
2. Assistive devices such as ETS, grab bars, transfer or showerssdtshbaeds
3. Asking for assistance
4. Old medications/safe storage of any new medications

2. Bedroom

Those confined to the ro@asy access to lights, phone, bell, or communication device

Clear pathways for elderly or room confined patients

Throw rugs, electrical condsgl carpet, scattered clothing or towels, protruding tables or chairs, etc.
No smoking in bed

Inadequate lightinghades open in the daylight and good lighting with nightlights for sleeping hours
Trapeze, side rdiissistance to prevent falls or essey stress

Consider possibility of bedside commodes, patient lifts, and pressure sore prevention

NogakrwNhpE

3. Kitchen
1. Open flamdsloose clothing
2. Use of footstools
3. Dizziness created by bending to lower ¢atlithetsveakened patients
4. Fire extinguistieknow howo use
5. Spilled liquids

4. Stairways
1. Secure handrails
2. Nonslip surfacewatch for loose carpeting or worn carpet
3. Free of boxes or other miscellaneous objects that obstruct the pathway
4. Adequate lighting
5. Porches, stairways, and walkways outside free af meow an

5. Electrical

All electrical devices are kept an arm length from sinks, tubs, showers, etc.

Do not touch electrical medical or any electrical devices with wet hands or while standing in water or liquic
Replace worn or frayed cords

No extension cordsrake sure they are heavy eriough surge protectors

Keep cords out from under rugs or movable furniture or stapled or tacked above doorways
Be sure outlets are not fAhotd to touch

No exposed outlets or wiring

Watch for overloaded circuits

Space heatersare they safelocation, etc.

10. Groundingiever remove or bypass the ground prong on a plug

11. Have flashlights easily accessible and batteries working

6. General
1. Emergency phone numbers posted in easily accessible places
2. Smoke detectors (1 per fiodhgclbattery
3. Emergency exit plans
4. Presence of flammable liquids

CoNoRrwWNE
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| Policy: Basic Home Safety Page 2 of |

Fire Safety

A. AT THE ORGANIZATION

Employees know the location of all fire extinguishers.

Employees demonstrate use of fire extinguisher.

Employes know proper fire exit procedures.

Employees know where the meting point is outside the building and know the contact person to report acco
Employees are aware of organization6s smoking re
Employees know emergency assistambers if 911 is not available in their area.

All fl ammable solutions are kept in a metal stor

Nook~kwppRE

B. At TheHOME
1. Always inquire about smoke detectors and encourage use and battery replacement.
2. Check for smallsts and heaters and be sure they are free of dust and placed away from curtains, sheets, rt
oxygen, etc. Also be sure they are stable and out of traffic areas to avoid being knocked over.
Advise patients about emergency fire exit plans andidgarfpatiasy exit in case of fire.
Advise patients about the hazards of smoking and the dangers of smoking in bed or around oxygen.
Be sure patients have access to phone numbers for emergency fire assistance.
Check for containers of flammabtisiigat may be stored too close to areas of ignition sources (stove, water
heater, and smokers).

ok w
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I POLICY

Competent adults have the right to decide to accept
condition and the resybur decision may have. As long as they are competent, they are the only person who can dec
medical treatment thentanddo not wanto receive. At some point clients may become too sick to make their own deci
about their medical cdrénalt happens, then decisions will have to be made for them.

Il. PRACTICE

1.

Seniorcorp

What is an advance directivieAdvanced directives are documents signed by a competent person giving directi
health care providers about treatment choices in certaimogiscuhingiee are two types of advanced directives. A
durable power of attorney for health care (fAdurabl
out your wishes. A living will allows you to sate your wishes inoestimgf, haine a patient advocate.

Why have an advance directiVveMlany people have strong feelings about the kind of medical care they would li
receive or refuse in certain circumstances. An advance directive allows you to clearly state your feelings.

What decisions should a client consider regarding an advanced directive?

a. Who would you like to make treatment decisions for you, if you become unable to do so?

b. How do you feel about ventilators, surgery, resuscitation (CPR), drugs, or tubevégedmpexdtoroe terminally
ill? If you were unconscious and not likely to wake up? If you were senile?

¢c. What kinds of medical treatment would you want if you had a severe stroke or other medical condition that
dependent on others for all your care?

d. What sort of mental, physical, or social abilities are important for you to enjoy living?

e. Do you want to receive every treatment ygivecanrecommend?

Many Seniorcorp clients have an Advance Directive inlpiadmportant that every careghew the plan of care to
see if the client has an Advance Directive or a DNR (Do Not Resuscitate) Form. In the event of an emergency, it i
to follow the clientbés wishes, and you must call t|
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I POLCY

As a personal care home health agency, we always do our best to provide the care that our clients need and desir
emergency or natur al di saster however, we may B8lmt be
light of this fact, Seniorcorp recommends that all families hgvglarbackase the Seniorcorp caregiver cannot get to ou
clientdéds homes. Al so, it is important to have an eva

Il. PRACTICE

1. Every active Seniorcorp client is assigned a color code upon admission which correlates to a particular level of |
level of need during a time of natural disaster or biological act of terrorism. The color code is as follows:

Greeri denotes client is able on his/her own, or has family or friend in close proximity who will be able to
to emergency shelter or safe haven away from disaster area. This would happen without the help of ¢
staff. Family or friend will attzetient for the duration of the crisis. A client residing in a facility would als
given a green level because the facility staff would be responsible for care of this client during a disaster.

Yellovi denotes client requires transportation bgreyénrgnsport to an evacuation shelter

Redidenotes client requires transportation by emergency medical transport with life sustaining equipn
hospital to be cared for the duration of the crisis.

The above color code will be prominently digphayethb client record located on Seniorcorp office premises, and in
clientbés home record. Wi thin one hour of a decl ar e
local EMS personnel with a list of clients, theesidiiress numbers and their needs.

2. Upon admission, a letter informing the client and his/her family of our intent and limitations is givenedncluded il
there is also a recommended list of supplies to have on hand at all timesfoeasargeming

3. Upon admission, if is deemed that a client has fsp
with transportation or need for actual physical removal from home upon evacuation orders, or hgedtjfmucontinuou:
hour care which would not be compromised due to cognitive or physical limitations, their name and demographic
will be forwarded to the department of emergency preparedness in the city in which the client residesl Béeir inforn
put in a special needs registry which is accessed by EMS workers during a disaster or emergency.

4. The demographic information of these special needs clients will be forwarded to the appropriate city-dffecial within
hours of admissiond documented in the clientds medical file.

5. Seniorcorp will provide inservice training in emergency preparedness for caregivers to educate them about tf
caring for Seniorcorp clients. This training will be made available to stdff. at least ye

6. All new employees will be educated in orientation regarding their role in emergency preparedness for Seniorcorp

7. As soon as an emergency or disaster is reported/identified, Seniorcorp will announce via emaiiffitgossible,
intercom if possible, Seniorcorp website if possible, and cell phone communication if possible that we have
femergency di saster mode. 0
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10.
11.
12.

13.
14.

15.

| Policy: Emergency Preparedness Page 2 of |

The chain of command for further actions is as followd,, ¢onthactvailable, then #2, etc for direction:

a. Norfolk Office

1. Tom Knox, CEO
Kim Hovermale, Director of Nursing
Lynn Klinger, Nurse Case Manager
Sandi Turner, Schedule Manager Captain
Ron Lovell, Operations Manager

eninsula Office
Tom Knox, CEO
Brenda McCullen, Director of Nursing
Lynn Klinger, Nurse Case Manager
Kris Parker, Schedule Manager
Ron Lovell, Operations Manager
Current list of clients with their disaster color code will be accessed from HomeREdX eligmta being

contacted first, YELLOW contacts second, and GREEN clients being contacted third to ensure that their neec
attended to. Caregivers for these clients will be contacted by phone if possible to ensure their location.

Schedigers will communicate via telephone or cell phone if possible with CEO, Nursing Staff, caregivers, and ¢
Twentfour hour cases will be staffed first priority if less staff is available during or immediately following a dise

If clientsnust evacuate to a shelter, the caregiver should accompany the client and remain with the client at th
possible.

Caregivers who regularly assist client in the home are expected to continue to do the same in the shelter.

Since differeglhelters will be available for different emergencies, the Seniorcorp staff will contact the EMS coo
for the shelters that are open for use during a particular emergency, Television and or radio may also be
access the usable shelters.

Upon rentry after evacuation situation, care of Seniorcorp clients will be resumed as soon as possible. Agai
four hour cases will be staffed first if there is a shortage of caregivers available. For those clients who t
evacuated witheir families or friends, telephone contact will be resumed as soon as possible to ensure their s
resumption of care.

gD OFODN
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From childhood, we learn to look at people's differences primarily through cultural or racial identities. i@@ufificatioraBatgésts a

set of generalized expectations covering religion, styles of communication, attitudes about family relatforesteipss andugpesses.
Culture can include how people live, role expectations, child reariatfifudesi@dmout time or money, definitions of achievement, concepts
beauty, art, music, food, and a host of other things. Nonetheless, culture is only one element of who a person is.

Other factors profoundly influence who we are and contriayteriermes and perceptions of others. Self perception plays a major role in
ability to provide services. As caregivers, particularly in diverse communities, it is critical that we hawing cearhondersiee as
individuals. Experiences lfe stories guide interactions, expectations and biases. We each have individual reactions based on our ow
and characteristics. Recognizing this, we can then begin to see others for their unique qualities and &ireglgsity within th

We can begin to identify our uniqueness and begin to understand how we experience others by examiningnttee dactors tha
values, behaviors, ideas, and interpretations of situations. The following is a list of ten factors to et@geiherandodisruss
identify personal beliefs that may underlie our expected behaviors of others:
e Age
Gender
Education
Language
Racial/Cultural Ethnic Identification
Sexual Orientation
Spiritual/Religious Identification
Family Composition
Political Vadg
Geographic Area of Origin

IN LOOKING AT WHAT CREATES THE UNIQUENESS OF INDIVIDUALS, IT WOULD BE INACCURATE TO ALLOW
PERSON TO REPRESENT A PARTICULAR CULTURAL GROUP, OR TO ALLOW OUR EXPERIENCES WITH AN INDI
CREATE EXPECTATIONS OF WHANEXT EXPERIENCE WILL BE LIKE.

It is important to pay attention to personal feelings, discomforts and uncertainties when working with faimiteesamhese disco
indications that you are in fact experiencing value differences with adanlifg téahase feelings may compromise the quality of
service and lose the fafodysed approach.

Part of forming a partnership with families and working together is like a dance; learning when to lead, when tadgadlow, find
rhythm, and keeping Btep. Sometimes toes get stepped on. Acknowledging mistakes and learning to talk about them wi
families is sometimes difficult for professionals, but it is crucial if we are to truly work together.

Bridging the gap is a complex process that takee tiotebe afraid to ask questibtasmy families may appreciate the opportunity to
talk about themselves. Consider it a sign of progress when a family can engage in conversation about differaheesl itidividual
is critical, however, natsttume that there ear understanding of each other because the client has had a few discussions with

Understanding the conagpdiversity is an oimgp evolving process. This process includes understanding self, understandin
uniquenessf the client and their family, amimdeetingroundetween those values arities There is always much to learn,
and in tit learnig, mistakes will be made. The process outlined here is just a starting place. The integnamtsahti@se co
caregigr/client interactions formeséfor culturally sensitive, farnilgedare.

Excerpts taken from AThe Sourceo, Vol ume 6, Number 3
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