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Policies and Procedures 

Section: I Employment Number: 1. Revision Date: 3/31/2010 Page 1 of 1 

Department: Human Resources 
Approved: Director of  
Human Resources:  

Subject: Employment-At-Will 
Approved: President 
Seniorcorp, LLC:  Tom Knox 

I. POLICY 

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

II. PRACTICE 

A. Employees are employed at the will of the Organization and are subject to termination at any time, for any reason, with or 

without cause or notice.  At the same time, such Employees may terminate their employment at any time and for any 

reason. 

B. No Organization representative is authorized to modify this policy for any Employees or to enter into any agreement, oral or 

written, contrary to this policy.  Supervisory and management personnel are not to make any representations to Employees 

or applicants concerning the terms or conditions of employment with the Organization which are not consistent with 

Organization policies.  No statements made in pre-hire interviews or discussions, or in recruiting materials of any kind, are to 

alter the at-will nature of employment or imply that discharge will occur only for cause. 

C. This policy may not be modified by any statements contained in this Manual or any other Employees handbooks, 

employment applications, recruiting materials, memoranda, or other materials provided to applicants and Employees in 

connection with their employment.  None of these documents, whether singly or combined, are to create an express or 

implied contract of employment for a definite period, nor an express or implied contract concerning any terms or conditions 

of employment.  Similarly, Organization policies and practices with respect to any matter are not to be considered as 

creating any contractual obligation on the part of the Organization or as stating in any way that termination will occur only for 

"just cause."  Statements of specific grounds for termination set forth in these policies or in any other Organization 

documents are examples only, not all-inclusive lists, and are not intended to restrict the right of the Organization to terminate 

at-will. 

D. At the time of application, Employees are required to sign a written statement acknowledging that if they 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, and with or 

without cause. 

E. Completion of an introductory period or conferral of regular status does not change an Employee's status as an employee-

at-will or in any way restrict the right of the Organization to terminate such an Employee or change the terms or conditions of 

employment. 

  



Seniorcorp Policies and Procedures – Revised May 10, 2010 Page 4 of 32 

 

Policies and Procedures 

Section: I Employment Number: 2. Revision Date: 3/31/2010 Page 1 of 1 

Department: Human Resources 
Approved: Director of  
Human Resources:  

Subject: 
Introductory 
Employment Period 

Approved: President 
Seniorcorp, LLC:  Tom Knox 

I. POLICY 

Seniorcorp policies provide that all new employees are to be carefully monitored and evaluated for an initial introductory 

period on the job.  The initial employment period will coincide with one of the companyôs regularly scheduled evaluation 

period, but not exceed one hundred twenty (120) calendar days.  After satisfactory completion of the Introductory Period 

Evaluation, such employees will be evaluated on an annual basis as provided for in the Performance Evaluation Policy.. 

II. PRACTICE 

A. Managers are to observe carefully the performance of each employee in a new job position.  Where appropriate, 

weaknesses in performance, conduct, or attitude are to be brought immediately to the employee's attention for 

correction.  Employees that receive a verbal warning of performance issues and/or written warning may not be 

approved for continued employment.  The severity of the performance concerns and the subsequent 

improvement made by the employee will be taken into consideration. 

B. Managers are to prepare a written evaluation of the employee's job performance using the Performance 

Evaluation Form by the end of initial employment period on the new job.  The evaluation is to include a 

recommendation as to whether the employee should continue in the position.  The original evaluation should be 

forwarded to the Human Resources Department for approval and inclusion in the employee's personnel file 

C. Employees will be allowed to continue in their new positions if they are given a satisfactory evaluation by the end 

of their introductory period and receive their manager's endorsement to continue in the job.. 

D. Managers may recommend that a newly hired employee be terminated at any time during the introductory 

period.  Such a recommendation for termination should be made to the Human Resources Department for 

review.  Information provided should include a review of performance concerns (warnings) shared with the 

employees and actions taken to assist the employee.  Action to terminate must have prior approval of the 

Human Resources Department. 

F. At all times, employment with the Organization is considered to be "at will," and the employer/employee 

relationship may be terminated at any time for any reason by either party.   
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Policies and Procedures 

Section: I Employment Number: 3. Revision Date: 3/31/2010 Page 1 of 1 

Department: Human Resources 
Approved: Director of  
Human Resources:  

Subject: 
Equal Employment 
Opportunity 

Approved: President 
Seniorcorp, LLC:  Tom Knox 

I. POLICY 

Seniorcorp provides equal opportunity in employment to all employees and applicants for employment.  No person is to be 

discriminated against in employment because of race, religion, color, sex, age, national origin or disability. 

II. PRACTICE 

A. This policy applies to all terms, conditions and privileges of employment including, but not limited to recruitment, 

selection, placement, introductory period, promotion, transfer, demotion, layoff, return from layoff, compensation, 

benefits, training, social and recreational programs, employee facilities, termination and retirement. 

B. The Director of Human Resources, who reports directly to the Chief Executive Officer on matters relating to this policy, is 

responsible for formulating, implementing, coordinating and monitoring all efforts in the area of equal employment 

opportunity.  The duties of the Director of Human Resources include, but are not necessarily limited to: 

1. Assisting management in collecting and analyzing employment data; 

2. Developing policy statements and recruitment techniques designed to comply with the equal employment 

policies of the Company. 

3. Complying with various statutory record keeping and notice requirements in order to ensure full compliance 

with all employment-related statutes and regulations. 

4. Assisting supervisory personnel in arriving at solutions to specific personnel problems potentially involving 

concerns of equal opportunity. 

6. Serving as liaison between the Company and government agencies, minority and womenôs organizations, and 

other community groups; and 

7. Keeping management informed of the latest development in the entire equal mployment opportunity area. 

C. Any communication from an applicant for employment, an employee, a government agency, or an attorney concerning 

any equal employment opportunity matter is to be referred to the Director of Human Resources. 

D. While overall authority for implementing this policy is assigned to the Director of Human Resources, an effective equal 

employment opportunity program cannot be achieved without the support of supervisory personnel and employees at all 

levels.  Any employee who feels he is the victim of discrimination has a responsibility to report this fact to his supervisor, 

department manager and/or the Human Resources Department. 
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Policies and Procedures 

Section: I Employment Number: 4. Revision Date: 3/31/2010 Page 1 of 2 

Department: Human Resources 
Approved: Director of  
Human Resources:  

Subject: 
Confidentiality & 
NonSolicitation 

Approved: President 
Seniorcorp, LLC:  Tom Knox 

I. POLICY 

Seniorcorp regards security and confidentiality of personal information to be of utmost importance. As such, Seniorcorp 

requires all individuals with access to personal information to follow the procedures outlined below: 

II. PRACTICE 

A. Confidentiality 
a. Each employee, contractor, or person granted access to the personal information of Seniorcorpôs clients holds a position of 

trust and must preserve the security and confidentiality of the information he/she uses and are required to abide by all 
applicable federal and state guidelines and Seniorcorp policies regarding confidentiality of personal information, including, 
but not limited to, the Health Insurance Portability and Accountability Act of 1996 (ñHIPAAò). All personnel must read and 
understand how Seniorcorpôs HIPAA privacy policy and procedures apply to their respective job functions. 

b. Any employee or person with authorized access to Seniorcorpôs computer resources, information system, records or 
files is given access to use the data or files solely for the business of Seniorcorp. 

c. It is the employeeôs responsibility to report immediately to his/her supervisor any violation of this policy or any other 
action which violates confidentiality of personal information. 

B. Non-solicitation of Clients 
Employee agrees that while employed by Seniorcorp and for period of one (1) year following the termination of 
Employeeôs employment, whether such employment is terminated by Seniorcorp of Employee and with or without 
cause, Employee will not, for the benefit of Employee or any subsequent employer or third party, provide or perform 
services to any Client of Seniorcorp where such services are substantially similar to those Employee performed while 
employed by Seniorcorp. Likewise, during the one (1) year period specified above, Employee will not solicit any Client 
of Seniorcorp to provide or perform services which are substantially similar to those Employee performed while 
employed by Seniorcorp. The term ñClient,ò as used herein, shall apply to any person or entity to whom Seniorcorp has 
rendered services in the twelve (12) months prior to the termination of Employeeôs employment. 

C. Non-solicitation of Employees 
Employee agrees that while employed by Seniorcorp and for a period of one (1) year following the termination of 

Employeeôs employment, whether such employment is terminated by Seniorcorp or Employee and with or without 

cause, Employee shall not, on Employeeôs own behalf or on behalf of any other person or entity, solicit for employment 

or hire, or assist in the solicitation or hiring, of any individual who is employed by Seniorcorp at the time of the 

solicitation. 
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D. Proprietary and Confidential Information 

Employee agrees not to disclose, use, or otherwise exploit any confidential information of Seniorcorp without the prior 
written authorization of Seniorcorp, and to take all reasonable precautions to prevent inadvertent disclosure of such 
confidential information, particularly personnel and client information, is strictly prohibited and will subject Employee to 
disciplinary action, up to and including termination of employment. ñConfidential informationò shall mean information 
which is used in Seniorcorp business and: (i) is proprietary to, about or created by Seniorcorp; (ii) gives Seniorcorp 
some competitive business advantage or the opportunity of obtaining such advantage or the disclosure of which could 
be detrimental to the interests of Seniorcorp; (iii) is designated as confidential information by Seniorcorp, or from all the 
relevant circumstances should be reasonably be assumed by Employee to be confidential and proprietary to 
Seniorcorp; or (iv) is not generally known by non-employees of Seniorcorp. Such confidential information includes, but 
is not limited to, the following types of information and other information of a similar nature (whether or not reduced to 
writing or designated as confidential); (i) business plans and concepts for conducting business operations; (ii) marketing 
concepts and strategies, including price and cost data, price and fee amounts, and pricing and billing policies; (iii) 
product distribution strategies, vendor information, and identities of contracted service providers and strategic partners; 
(iv) internal personnel and financial information, including corporate organizational models and charts, job descriptions, 
and compensation packages and plans; (v) information relating to proprietary rights prior to any public disclosure 
thereof; (vi) identities of clients and their representatives, client contracts and their contents and parties, client services, 
data provided by clients, and the type, quantity and specifications of services received by clients; (vii) the text and 
substance of internal policies, procedures and programs, including in-house orientation and training programs, and 
employee evaluation materials; (viii) information regarding online strategies, website strategies and management, and 
custom software modifications; and (ix) information contained on computerized databases. Furthermore, all documents 
that contain or set forth any such information are likewise confidential and/or proprietary to Seniorcorp. Confidential 
information does not include information publicly known or which comes into the public domain without a breach of any 
obligation of confidentiality contained herein. The phrase ñpublicly knownò shall mean readily accessible to the public in 
a written publication. The burden of proving that information is not confidential information shall be on the party 
asserting the exclusion. Employee agrees that the restrictions on disclosure and use of Seniorcorpôs confidential and/or 
proprietary information and documents that contain or set forth any such information shall continue after the termination 
of Employeeôs employment, irrespective of the reason for the conclusion of the employment relationship. 
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Policies and Procedures 

Section: I Employment Number: 5. Revision Date: 3/31/2010 Page 1 of 1 

Department: Human Resources 
Approved: Director of  
Human Resources:  

Subject: Drug and Alcohol Use 
Approved: President 
Seniorcorp, LLC:  Tom Knox 

I. Policy 

It is Seniorcorpôs intent and commitment to operate and maintain work locations in a safe and efficient manner and 
to provide a safe environment for its clients and employees. Consistent with this intent and commitment, the 
possession, use, sale, distribution, or being under the influence of any illegal drug, controlled substance, and/or 
alcohol on Company premises or assigned work location is strictly prohibited and may be grounds for immediate 
termination of employment. 

II. PRACTICE 

1. Company premises are defined in their broadest sense and include all land, property, buildings, structures, vehicles, 
and all other means of transport owned or leased by the Company or otherwise being utilized for the Company 
business. Any employee suspected of having used drugs, controlled substances, or alcohol may not be permitted to 
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 terminated 
immediately. Seniorcorp reserves the right to perform a drug/alcohol screen randomly or for presence of performance, 
behavior and/or physical indicators. These indicators are defined but not limited to: performance ï excessive 
absenteeism or tardiness, deteriorating work quality, poor morale, reports of theft from clients. Behavioral ï sudden 
change in attitude, explosive arguments and disagreements over small matters, erratic behavior, forgetfulness, 
deterioration in personal appearance and hygiene, hyper-activity, easy excitability, restlessness, wearing of long sleeve 
garments in warm weather, new financial problems or frequent borrowing of money. Physical ï bloodshot or watery 
eyes, runny nose, speech pattern changes, slurred speech, faster speech, tremors or jitters, poor coordination, tripping, 
spilling, bumping into things or people, dilate pupils, or smell of alcohol not eh breath 

3. A ñdrugò is defined as any substance included in Schedule I of the Schedule of Controlled Substances of the Drug 
Enforcement Agency or any other substance which in its broad general sense is considered a drug and is not 
dispensed through a licensed physicianôs prescription specifically for an individual. ñAlcoholò is defined in broad general 
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 sign the 
appropriate consent forms, may result in disciplinary action, including termination of employment. 

5. A reliable and accurate testing method meeting statutory guidelines will be utilized and positive results will be reviewed 
by an independent Medical Review Officer. Any disputed results will be handled directly with the independent Medical 
Review Officer. 
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Policies and Procedures 

Section: I Employment Number: 6. Revision Date: 3/31/2010 Page 1 of 2 

Department: Human Resources 
Approved: Director of  
Human Resources:  

Subject: 
Performance 
Evaluation 

Approved: President 
Seniorcorp, LLC:  Tom Knox 

I. POLICY 
Seniorcorp requires the job performance of each employee be annually evaluated by the employee's supervisor.  The objectives of the 
performance appraisal are: 

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

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

 To identify immediately promotable individuals, employees who could qualify for promotion with further training and 
development, employees who have reached a development plateau of a permanent nature, employees who are not 
performing and specific programs to meet developmental  

 To encourage self-development; 

 To determine merit base salary increases or incentive payments when applicable; 

 To supply management with needed information. 

 II. PRACTICE 

A. The Company is responsible for establishing an objective performance appraisal system.  The Human Resources 
Department will distribute appropriate forms to supervisors in advance of the effective date of the appraisal.  The Human 
Resources 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 the annual appraisal date. 

4. The Organization reserves the right to administer formal appraisals at any other time, including, but not limited to, 
when an employee is promoted or transferred to another job, at the time of the employee's termination, at the time 
of the immediate supervisor's promotion, transfer or termination. 

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

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

2. Supervisors in completing evaluations should prepare a written evaluation of each employee's job performance.  
The evaluation should include the supervisor's comments and recommendations, any action plan required for 
improvement for the employee , and performance goals for the next evaluation period.   
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D. After the written evaluation has been completed and reviewed by Human Resources (if appropriate) the supervisor and 
employee should meet. 

1. The supervisor will begin the session by explaining the purpose of the meeting, how the meeting will be handled 
and the role each will play, and the importance of two way discussion throughout the meeting. 

2. The supervisor will constructively present his assessment of the employee's job performance. 

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

a. If the employee's performance has been generally good, then this stage will consist primarily of praising 
him for the work he has done well and pointing out the few areas in which improvement is still needed. 

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

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

5. The supervisor will inform the employee of the specific date of follow up action. 

6. The employee will review the written appraisal and be afforded the opportunity to document his comments in 
writing.  The employee will then sign the form.  The employee's signature does not necessarily imply agreement 
with the contents but that he has had the opportunity to review the appraisal.  The employee may request a copy 
of the appraisal for his records. 

7. The supervisor will sign the completed appraisal form and begin action with the employee to accomplish the 
goals relative to the employee's potential growth or to remedy performance deficiencies . 

8. The immediate supervisor will forward the completed self appraisal and performance appraisal to the Human 
Resources Department for inclusion in the employee's personnel file. 

E. Information derived from the performance appraisal may be considered when making decisions affecting an employee 
including, but not limited to, decisions concerning training needs and opportunities, pay, promotion, transfer, or continued 
employment. 

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

G. The procedures discussed in this policy are only guidelines.  The Organization may unilaterally modify or revoke them in 
whole or in part from time to time.  Accordingly, these procedures are not a promise or contract, express or implied, that they 
will be used in every instance. 
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Policies and Procedures 

Section: I Employment Number: 7. Revision Date: 3/31/2010 Page 1 of 2 

Department: Human Resources 
Approved: Director of  
Human Resources:  

Subject: 
Performance 
Management 

Approved: President 
Seniorcorp, LLC:  Tom Knox 

I. POLICY 

Seniorcorp expects all employees to comply with the companyôs standards of behavior and performance and any noncompliance will 

require immediate action.  The Company makes provisions for documenting, as needed, unacceptable performance and resulting 

action taken on a Performance Management Form.  The objectives of performance management are 

Å To direct and improve future performance by outlining an employee's unacceptable behavior and/or policy violations 
Å To identify employees who are not meeting performance standards and develop specific individualized programs to improve 

performance 
Å To supply management with needed information. 

II. PRACTICE 

A. The Company endorses a policy of progressive corrective action in which it attempts to provide employees with notice of 

deficiencies and an opportunity to improve.  It does, however, retain the right to administer discipline in any manner it sees fit. 

B. Corrective action may be documented as one of the following on the Performance Management Form: 
1. A Verbal Warning is a documented discussion between the supervisor and the employee concerning the infraction 

of a minor rule. 
2. A Written Warning is a notice to the employee issued for the repeated infraction of minor rules or the initial 

infraction of a major rule. 
3. A Formal Warning is disciplinary action taken against an employee for the repeated infraction of minor rules or the 

initial infraction of a major rule, or any combination thereof. 
4. A Termination is the severance of the employment relationship for the continued infraction of minor rules, 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 remains in the 
personnel file even if it does not actively count in the progressive procedure. 

D. Verbal Warnings are given for minor violations of work rules or company policies.  Examples of such violations include, but 
are not limited to: 
1. Unexcused absence or tardiness to work 
2. Tobacco use in unauthorized area 
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 employee's past record. 

F. The following conduct (but not limited to) on company time or property is prohibited and considered a major violation which 

will result in immediate corrective action at the written warning or final written warning level depending on the severity. 

1. Unproductive behavior while on duty including insubordination 
2. An absence without calling in (no call, no show) 
3. Refusal to complete a work assignment 
4. Refusal to work weekends or shifts assigned  
5. Failure to resolve a clientôs or family memberôs concern 
6. Leaving a work location prior to end of shift without authorization 
7. Undertaking business endeavors for yourself or others while on duty for Seniorcorp 
8. Abusive, disruptive or harassing behavior 
9. Failure to follow Workers Compensation reporting guidelines 
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G. The following conduct (but limited to) on company time or property is prohibited and considered a major violation 
which will result in immediate termination of employment. 
1. Falsification of application for employment. 
2. Theft of Company property. 
3. Fighting; physical assault of client or co-worker. 
4. Sleeping on the job. 
5. Walking off of the job. 
6. Possession or consumption of controlled substances illegally, alcohol or illegal drugs. 
7. Possession of weapons, firearms, or explosives, real or facsimile. 
8. Accepting tips or other monetary gifts from clients or family members 
9. Confirmed sexual harassment 
10. Withholding information which may be detrimental to a client 
11. Falsification of information of hours worked 
12. Failure to follow safety guidelines impacting client care 
13. Unethical behavior including HIPAA violations 
14. Failure to uphold clientôs rights including reporting suspected abuse 
15. Any conduct deemed to be harmful to the Company, clients & employees 

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

H. Warnings will remain active six (6) months.  Documentation of a major violation remains in the personnel file even if it does 

not actively count in the progressive procedure. 

I. It is the Supervisor's responsibility to know what stage of performance management an employee is in prior to the issuance 

of any corrective action to ensure proper progressive action is taken. 

J. The supervisor will complete the Performance Management Form documenting the event to be disciplined within forty-eight 

(48) hours of their discovery or notification of the occurrence.  The supervisor will describe the event giving all circumstances 

and attaching all pertinent documentation to the report.  The supervisor will identify the policies and/or procedures violated as 

applicable.  The supervisor will recommend the corrective and/or disciplinary action to be taken in the event of a policy 

infraction.  The supervisor will forward the Performance Management Form to Human Resources review and approval prior to 

presentation to the employee. 

K. The Human Resources Dept. may meet with the supervisor to review the Performance Management Form for consistency in 

application, objectivity and timeliness.  

L. The supervisor will schedule a meeting with the employee to review the Performance Management Form no later than the 

employee's next scheduled work day.  The supervisor will 

a. review the incident; 
b. advise the employee that the problem must be corrected; 
c. inform the employee that failure to correct the problem will result in further corrective action which may include 

termination; 

M. The employee will review the Performance Management Form.  The employee will be afforded the opportunity to document 

his comments, including disagreement with the information in the comment section.  The employee will be requested to 

acknowledge receipt of the report by signing. 

P. The supervisor will sign the Performance Management Form at the conclusion of the meeting with the employee and 

forward the completed report to Human Resources. 

O. Human Resources will review the completed Performance Management Form for the employee's comments.  The Human 

Resources Department may meet with the employee and/or supervisor to review the employee's comments with his 

signature on the completed report.   

P. Employees who believe that they have been disciplined too severely or without good cause are encouraged to contact the 

Human Resources Department to discuss their concerns. 
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Policies and Procedures 

Section: I Employment Number: 8. Revision Date: 3/31/2010 Page 1 of 2 

Department: Human Resources 
Approved: Director of  
Human Resources:  

Subject: Sexual Harassment 
Approved: President 
Seniorcorp, LLC:  Tom Knox 

I. POLICY 

It is the goal of Seniorcorp to promote a workplace that is free of sexual harassment.  Sexual Harassment of employees occurring 

in the workplace or in other settings in which employees may find themselves in connection with their employment is unlawful and 

will not be tolerated by this organization.  Further, any retaliation against an individual who has complained about sexual 

harassment or retaliation against individuals for cooperating with an investigation of a sexual harassment complaint is similarly 

unlawful and will not be tolerated.  To achieve our goal of providing a workplace free from sexual harassment, the conduct that is 

described in this policy will not be tolerated and we have provided a procedure by which inappropriate conduct will be dealt with, if 

encountered by employees. 

Because Seniorcorp takes allegations of sexual harassment seriously, we will respond promptly to complaints of sexual 

harassment and where it is determined that such inappropriate conduct has occurred, we 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 workplace that is free of sexual harassment, the policy is not 

designed or intended to limit our authority to discipline or take remedial action for workplace conduct which we deem unacceptable, 

regardless of whether that conduct satisfies the definition of sexual harassment. 

II. PRACTICE 

A. Definition of Sexual Harassment 

One definition for sexual harassment is:  ñsexual harassmentò means sexual advances, requests for sexual favors, and 
verbal or physical conduct of a sexual nature when: 

(1) Submission to or rejection of such advances, requests or conduct is made either explicitly or implicitly a term or 
condition of employment or as a basis for employment decision; 

or, 

(2) such advances, requests or conduct have the purpose or effect of unreasonably interfering with an individualôs 
work performance by creating an intimidating, hostile, humiliating or sexually offensive work environment. 

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

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

While it is not possible to list all those additional circumstances that may constitute sexual harassment, the following are 
some examples of conduct which, if unwelcome, may constitute sexual harassment depending upon the totality of the 
circumstances, including the severity of the conduct and its pervasiveness: 

- Unwelcome sexual advances - whether they involve physical touching or not; 

- Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding oneôs sex life; comment 
on an individualôs body, comment about an individualôs sexual activity, deficiencies, or prowess; 

- Displaying sexually suggestive objects, pictures, cartoons; 

- Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive or insulting comments; 

- Inquiries into oneôs sexual experiences; and, 

- Discussion of oneôs sexual activities. 
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All employees should take special note that, as stated above, retaliation against an individual who has complained about 
sexual harassment, and retaliation against individuals for cooperating with an investigation of a sexual harassment 
complaint is unlawful and will not be tolerated by this organization. 

B. Complaints of Sexual Harassment 

If any of our employees believes that he or she has been subjected to sexual harassment, the 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 Resources Department ï the HR Director.  
This person is also available to discuss any concerns you may have and to provide information to you about our policy 
on sexual harassment and our complaint process. 

C. Sexual Harassment Investigation 

When we receive the complaint we will promptly investigate the allegation in a fair and expeditious manner.  The 
investigation will be conducted in such a way as to maintain confidentiality to the extent practicable under the 
circumstances.  Our investigation will include a private interview with the person filing the complaint and with witnesses.  
We will also interview the person alleged to have committed sexual harassment.  When we have completed our 
investigation, we will, to the extent appropriate, inform the person filing the complaint and the person alleged to have 
committed 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 conduct, and 
where it is appropriate we will also impose disciplinary action. 

D. Disciplinary Action 

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

Department: Human Resources 
Approved: Director of  
Human Resources:  

Subject: Workers Compensation 
Approved: President 
Seniorcorp, LLC:  Tom Knox 

 

I. POLICY 

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

II. PRACTICE 

1. It is your responsibility to notify the office immediately when an incident occurs. Please utilize the 24-hour phone number to 
report injuries if they occur outside of the regular office business hours. This number in 757-640-0176. Injuries or illnesses 
that are not reported immediately may be impossible to verify. This could cause delays in obtaining workers compensation 
benefits or the claim may be denied. 

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

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

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

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

6. Human Resources will provide you with an Employer Medical Request Form, which authorizes medical treatment through our 
approved panel of medical providers, and 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 medical visit. 

7. Any lost time as a work related injury or accident that also qualifies as a medical leave of absence will be charged against an 
eligible employee's Family and Medical Leave. 

8. All claims will be investigated to prevent recurrence and to discover the circumstances which allowed the injury to occur. All 
parties such as the employee and any witnesses are required to cooperate with the investigation, providing accurate and 
detailed information. The investigation will be initiated by Human Resources and may also include additional investigations by 
a third party administrator or case manager for the workers compensation insurance carrier. 
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Section: I Employment Number: 10. Revision Date: 3/31/2010 Page 1 of 3 

Department: Human Resources 
Approved: Director of  
Human Resources:  

Subject: Leave Of Absence 
Approved: President 
Seniorcorp, LLC:  Tom Knox 

I. POLICY 

Seniorcorp grants employees extended leaves of absence under certain circumstances.  It is the intent of the Organization to comply 
with the Family and Medical Leave Act of 1993.  The Organization reserves the right to grant or deny any requests with full 
consideration for employees' health, family situation, client care, continuity of service and administrative needs. 

II. PRACTICE 

A. Employees are eligible for leaves of absence if they have been employed for at least twelve (12) months and worked at least 

1250 hours during the twelve (12) month period preceding the commencement of the leave.  Such eligible employees may 

take up to twelve (12) weeks leave in any (12) month period.  This twelve (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 granting and 

duration of each leave of absence and compensation received by the employee, if any, during the leave of absence will be 

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

considered: 

1. Sick Leave of Absence  Employees may be granted a Sick Leave of Absence who are unable to work because of 

their own serious health condition.  A serious health condition is defined as an illness, injury, impairment or 

physical or mental condition that involves inpatient care, absence from work of more than three (3) consecutive 

work days that also involves treatment by a health care provider, or continuing treatment by a health care 

provider for a chronic or long term health condition that is incurable or will likely result in incapacity of more than 

three (3) days if not treated.  This type of leave covers disabilities caused by pregnancy, childbirth, or other 

medical conditions.   

a. The Organization requires certification, prior to granting the leave and periodically during the leave, of 
an employee's need for sick leave by the employee's health care provider and/or a health care provider 
selected by the Organization.  The certification must include the date on which the serious health 
condition commenced, the probable duration of the condition, the medical facts regarding the condition, 
and the statement that the employee is unable to perform the essential functions of his job.  This 
certification must be furnished within fifteen (15) days of the employee's request for leave. 

b. Leave may be taken intermittently--which means taking leave in blocks of time, or by reducing the 
normal weekly or daily work schedule.  If intermittent leave is requested, the Organization may require 
the employee to transfer temporarily to an alternative position or status change which better 
accommodates recurring periods of absence or a reduced schedule. 

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

d. In accordance with the Family Medical Leave Act of 1993, the Organization reserves the right to require 
a second or third opinion regarding an employee's absence because of illness or injury.  Any such 
second or third opinion will be paid for by the Organization. 

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

f. A Sick Leave of Absence may be granted for a total maximum period of twelve (12) weeks during a 
twelve (12) month period, paid and/or unpaid.  If an employee requests leave because of a serious 
health condition, any accrued paid time off must first be substituted for any unpaid Family and Medical 
Leave Act leave.  The substitution of paid annual leave time for unpaid leave time does not extend the 
twelve (12) week period. 
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2. Parental Leave of Absence  Employees, male and female, may be granted a Parental Leave of Absence for the 
purpose of caring for a newborn 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 placement. 

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

3. Family Care Leave of Absence  Employees may be granted a Family Care Leave of Absence for the purpose of 
caring for a child, spouse or parent who has a serious health condition and is incapable of self-care.  A serious 
health condition is defined as an illness, injury, impairment or physical condition that involves inpatient care, 
absence of more than three (3) calendar days from work that also involves continuing treatment by a health care 
provider, or continuing treatment by a health care provider for a chronic or long term health condition, or long term 
health condition that is incurable or will likely result in incapacity of more than three (3) days if not treated. 

a. The Organization requires certification, prior to granting the leave and periodically during the leave, of 
the family member's continuing serious health condition by the family member's physician and or a 
physician selected by the Organization.  The certification must include the date on which the serious 
health condition commenced, the probable duration of the condition, the medical facts regarding the 
condition, an estimate of the amount of time that the employee is needed to provide such care, and 
certification why the employee is needed. 

b. Leave may be taken intermittently--which means taking leave in blocks of time, or by reducing the 
normal weekly or daily work schedule.  If intermittent leave is requested, the Organization may require 
the employee to transfer temporarily to an alternative position which better accommodates recurring 
periods of absence or a reduced schedule. 

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

d. While on leave, the employee must notify the Organization every week concerning the status of their 
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) weeks in a 
twelve (12) month period, paid and/or unpaid.  All Paid Annual Leave time must be exhausted prior to 
unpaid leave being granted. 

4. Personal Leave of Absence  Employees may be granted a Personal Leave of Absence to attend to personal 
matters in cases in which the Organization determines that an extended period of time away from the job will be in 
the best interests of the employee and the Organization.  A Personal Leave of Absence must be accompanied by 
the employee's statement describing the need for time off from work.  A Personal Leave of Absence may be 
granted for a total maximum period not to exceed thirty (30) calendar days in a twelve (12) month period.  All Paid 
Annual Leave time must be exhausted prior to unpaid leave being granted. 

5. Military Leave of Absence  Employees will be granted a Military Leave of Absence if they enlist, are inducted, or 
are recalled to active duty in the Armed Forces of the United States for a period of up to four (4) years (plus any 
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 states the 
dates and location of active duty service. 

b. Employees who perform and return from military service in the Armed Forces, the military Reserves, or 
the National Guard will retain such rights with respect to reinstatement, seniority, vacation, layoffs, and 
compensation. 

c. Employees with one (1) year or more of service will be protected against a loss of income as a result of 
participation in annual encampment or training duty in the U.S. Military Reserves or the National Guard.  
In these circumstances, the Organization will pay the difference between what an employee earns from 
the government for military service and what the employee would have earned as normal straight-time 
earnings.  This difference will be paid up to two (2) weeks in a calendar year. 

  



Seniorcorp Policies and Procedures – Revised May 10, 2010 Page 18 of 32 

 

Policy: Leave of Absence   Page 3 of 3 

 

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

C. When possible, all LOA requests should be submitted to the employee's Department Manager thirty (30) days prior to the 
commencement of the leave period, or as soon as practicable so that it will not unduly disrupt business operations.  The 
Department Manager and others involved in the leave approval process will approve or deny all LOA requests in writing.  
The LOA Request will be retained by the Human Resources Department for inclusion in the employee's personnel file. 

D. Supervisors and others in the approval process will consider the following factors when reviewing a request for Leave.  
Nothing herein listed will deprive an employee of required Family and Medical Leave Act leave: 
1. Nature of the leave, 
2. Urgency, 
3. Length of Service, 
4. Job Performance, 
5. Attendance record, including any previous LOA, 
6. Department work load, and 
7. Unused accrued paid time off 

E. Employees on a Sick Leave of Absence are required to utilize all accrued paid time off prior to an unpaid LOA.  Employees on a 
Parental, Family Care or Personal Leave of Absence are required to use all paid time off prior to an unpaid LOA.  Employees will 
be granted an unpaid LOA when there is no accrued paid time off PAL or when paid time off has been exhausted.   

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

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

H. Company paid medical and dental benefits for employees on a LOA will be continued during the LOA for a total maximum 
period of twelve (12) weeks. 
1. Employees paying for medical/dental coverage for themselves and/or for covered dependents will be required to 

continue that contribution on a monthly basis for the length of the LOA.  If the absence is a paid LOA (utilizing 
accrued paid time off) the regular payroll deduction amount will continue.  If the absence is an unpaid LOA 
monthly payments will equal the regular payroll deduction amount.  Checks or money orders should be submitted 
to the Human Resources Department 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 Organization 
may recover from the employee the cost of any payments made to maintain the employee coverage, unless the 
failure to return to work was for reasons beyond the employee's control. 

I. Employees on LOA who engage in paid employment of any kind during the period of absence shall be terminated as having 
voluntarily quit their position.  Date of termination will be last actual day worked.  

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

K. Employees ready to return to work should notify their supervisor at least one (1) week prior to returning to work. 

L. Employees on a Sick Leave of Absence must provide a physician's certificate authorizing their return to work. 

M. Employees returning from a Family and Medical Leave Act LOA will be reinstated to their same job or to an equivalent job 
with equivalent status and pay, as required by law.  If the same job or one of equivalent status is not available as a result of 
a reduction in force, the employees will be treated in the same manner as though they were not on leave at the time of the 
reduction in force. 

N. For key employees, the Family and Medical Leave Act of 1993 provides exception to the reinstatement guarantee when 
reinstatement would cause substantial and grievous economic injury to the employer.  A "key" employee is a salaried eligible 
employee who is among the highest ten (10) percent of employees. The Organization will consider these requests on a 
case-by-case basis, and key employees will be advised of this exception each time Family and Medical Leave Act leave is 
requested. 

O. Employees who are unable to return to work due to their own serious health condition, and request an accommodation 
under the Americans with Disabilities Act may receive an additional twelve (12) weeks of leave for a total six (6) month 
absence from the Organization.  The additional leave is contingent upon the employee providing the same sick leave 
information as requested in item A1.a and the factors specified in item D.  Benefits during the second twelve (12) weeks 
period will be continued if COBRA coverage is elected by the employee under ADA. 
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Section: I Employment Number: 11. Revision Date: 5/10/2010 Page 1 of 1 

Department: Human Resources 
Approved: Director of  
Human Resources:  

Subject: Bereavement Leave Policy 
Approved: President 
Seniorcorp, LLC:  Tom Knox 

I. 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. 

II. 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: I Employment Number: 12. Revision Date: 5/10/2010 Page 1 of 1 

Department: Human Resources 
Approved: Director of  
Human Resources:  

Subject: Time Off Policy 
Approved: President 
Seniorcorp, LLC:  Tom Knox 

I. 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. 

II. PRACTICE 

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

B. 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. 

C. 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. 

D. 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.   

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

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

G. 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.  

H. 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: I Employment Number: 13. Revision Date: 3/31/2010 Page 1 of 1 

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 provide, it is important that 
the company have the ability to reach its employees at all times. In addition, it is vital that our employees understand expectations 

for cell phone use while providing client services. 

II. PRACTICE 

1. Please limit phone calls while providing client services. Do not use a clientôs phone unless absolutely necessary. Never give 
out your clientôs phone number to anyone and never make long distance phone calls from a clientôs phone. 

2. Cell phones can be on in clientôs homes in case of emergencies, but please ask your family and friends to respect your work 
time. Since talking on a cell phone is the number one complaint from clients, please have your phone on ñvibrateò mode and 
take emergency calls from family members or Seniorcorp only. If you do need to take a call, apologize to your client and move 
to another room to have the conversation. If frequent cell phone calls become a performance concern you will be asked to 
leave your phone turned off during work hours. 

3. You must be accessible to the scheduling staff by phone at 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. 

4. The emergency phone number is for EMERGENCIES ONLY!! All other issues should be dealt with the following business day 
between 9AM and 5PM directly with your manager. Proper phone etiquette is important to your job performance and will be 
addressed in your evaluation and may affect further employment. 
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Section: II Client/Clinical Number: 1. Revision Date: 3/31/2010 Page 1 of 1 

Department: Clinical Services 
Approved: Director of  
Clinical Services  

Subject: Client Abuse and Neglect 
Approved: President 
Seniorcorp, LLC:  Tom Knox 

I. POLICY 

Seniorcorp clients have the right to be treated with the respect, dignity and full consideration of their individuality. Seniorcorp takes 
very seriously its role as a guardian of client rights and expects its employees to actively participate in this important responsibility. 

II. PRACTICE 

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

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

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

4. The following are some signs and symptoms of abuse and neglect. Please keep these signs and symptoms in mind as you 
are providing patient services, and immediately report their presence as outlined above. 

a. Bruising 
b. Black eyes 
c. Open wounds 
d. Dehydration 
e. Under or over utilization of medications 
f. Sudden changes in behavior 
g. Financial changes 
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Section: II Client/Clinical Number: 2. Revision Date: 3/31/2010 Page 1 of 1 

Department: Clinical Services 
Approved: Director of  
Clinical Services  

Subject: Sexual Abuse 
Approved: President 
Seniorcorp, LLC:  Tom Knox 

I. POLICY 

Seniorcorp prohibits and does not tolerate sexual abuse in the workplace or in any organization related activity.  

II. PRACTICE 

1. Seniorcorp provides procedures for employees, volunteers, family members, board members, advisory committees, clients, 
victims of sexual abuse, or others to report sexual abuse and disciplinary penalties 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 abuse. 

2. Seniorcorp has a Zero Tolerance policy for any sexual abuse committed by an employee, volunteer, board member, advisory 
committee, or third party. Upon completion of the investigation, disciplinary action up to and including termination of 
employment and criminal prosecution may ensue. 

3. Sexual abuse is inappropriate sexual conduct of criminal nature or interaction for gratification of the adult who is a caregiver 
and responsible for the client. Sexual abuse includes sexual molestation, sexual assault, sexual exploitation, or sexual injury, 
but does not include sexual harassment. Any incidents of sexual abuse reasonably believed to have occurred will be 
reportable to appropriate law enforcement agencies and regulatory agencies. 

4. Physical and behavioral evidence or signs that someone is being sexually abused are listed below. 
Physical signs that may indicate sexual abuse 
a. Difficulty in walking 
b. Torn, stained or bloody underwear 
c. Pain or itching in the genital area 
d. Bruises or bleeding of external genitalia 
e. Sexually transmitted diseases 
Behavior signs that may indicate sexual abuse: 
f. Reluctance to 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 

5. Reporting Procedure - If you are aware of or suspect sexual abuse taking place, you must immediately report it to the 
President of Seniorcorp or designee and Human Resources Coordinator. Adult Protective Services (APS) Agency, (757)644-
6123 will be notified of any suspected abuse to any Seniorcorp client. Should a nursing employee be suspected of sexual 
abuse, the State Board of Nursing will also be notified. 

6. Seniorcorp will report the alleged sexual abuse to the organizationôs insurance agent. 

7. Anti-Retaliation - Seniorcorp prohibits retaliation made against any employee, volunteer, board member, advisory committee, 
or client who reports a good faith complaint of sexual abuse or who participates in any related investigation. Making false 
accusations of sexual abuse in bad faith can have serious consequences for those who are wrongly accused. Seniorcorp 
prohibits making false and/or malicious sexual abuse allegations, as well as deliberately providing false information during an 
investigation. Anyone who violates this directive is subject to disciplinary action, up to and including termination. 

8. Investigation and Follow Up - Seniorcorp will take all allegations of sexual abuse seriously and will promptly investigate 
whether sexual abuse has taken place. If the result of the investigation suggests wrongdoing on the part of a Seniorcorp 
employee, Adult Protective Services Agency will be notified. The State Board of Nursing will be notified should the employee 
be employed as a Home Health Aide, Certified Nursing Assistant, Licensed Practical Nurse, or Registered Nurse. Seniorcorp 
will cooperate fully with any investigation conducted by law enforcement agencies. Seniorcorpôs objective is to conduct a fair 
and impartial investigation, but will have the option of placing the accused on a leave of absence pending the outcome of the 
investigation. Seniorcorp will make every reasonable effort to keep the matters involved in the investigation as confidential as 
possible while allowing for a prompt and thorough investigation. 
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Section: II Client/Clinical Number: 3. Revision Date: 3/31/2010 Page 1 of 1 

Department: Clinical Services 
Approved: Director of  
Clinical Services  

Subject: 
Acknowledgment of 
Sexual Abuse Policy 

Approved: President 
Seniorcorp, LLC:  Tom Knox 

I. POLICY 

Seniorcorp will emphasize the importance of a Zero Tolerance policy prohibiting sexual abuse by requiring each employee to sign 
acknowledgment of receipt an understanding of this policy. 

II. PRACTICE 

Acknowledgment of Receipt and Understanding of Sexual Abuse Policy 

I acknowledge that I have received and read the Sexual Abuse Policy and/or have had it 
explained to me. I 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. 

I understand that it is my responsibility to abide by all rules contained in the policy. I 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: II Client/Clinical Number: 4. Revision Date: 3/31/2010 Page 1 of 1 

Department: Clinical Services 
Approved: Director of  
Clinical Services  

Subject: Medication Management 
Approved: President 
Seniorcorp, LLC:  Tom Knox 

I. POLICY 

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

II. PRACTICE 

All clients are strongly encouraged to utilize mediplanners to make it easier to remember when and if meds have been taken. All 
caregivers can ñremindò clients to take their meds by placing the mediplanner in front of them and even assisting them with taking 
out the pills for the right day and time. All caregivers may then document that meds were taken without difficulty. Caregivers are 
NOT allowed to fill the mediplanners in the clientôs home. If the client is unable to accomplish this and their family member is not 
available to perform this duty, the caregiver will call the office and the client can be placed on the medication management list so 
that a RN or LPN can fill the mediplanner weekly or biweekly in accordance with state regulations. 

I have read and understand the Medication Management Policy for Seniorcorp as it applies to the home setting. 
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Section: II Client/Clinical Number: 5. Revision Date: 3/31/2010 Page 1 of 1 

Department: Clinical Services 
Approved: Director of  
Clinical Services  

Subject: 
Acknowledgment of 
Infection Control Policy 

Approved: President 
Seniorcorp, LLC:  Tom Knox 

I. POLICY 

Seniorcorp is dedicated to the on-going reduction of risk of infection in the workplace  

II. PRACTICE 

1. Activities to reduce infection include: 
a. Staff education regarding infection risk-reduction behaviors 
b. Use of universal precautions 
c. Handling, storing, processing, and transporting of regulated medical waste according to applicable procedures 
d. Handling, storing, processing, and transporting supplies and equipment in a manner that prevents the spread of infection 
e. Monitoring staff performance in infection control practices 
f. All employees will be instructed at orientation regarding proper hand washing techniques and policy of same. 
g. Show video on universal precautions and infection control. 
h. On-going yearly review of infection control policy with signed acknowledgment of same to be kept in personnel file 
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Section: II Client/Clinical Number: 6. Revision Date: 3/31/2010 Page 1 of 2 

Department: Clinical Services 
Approved: Director of  
Clinical Services  

Subject: Basic Home Safety 
Approved: President 
Seniorcorp, LLC:  Tom Knox 

I. POLICY 

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

II. PRACTICE 

If the Caregiver observes any of these home safety issues they should immediately make the clinical team aware and work with 
the clinical team and the clientôs family to correct the home safety issue. If the Caregiver observes any office fire safety issues they 
should report it to their manager. 

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

2. Bedroom 
1. Those confined to the room ï easy access to lights, phone, bell, or communication device 
2. Clear pathways for elderly or room confined patients 
3. Throw rugs, electrical cords, loose carpet, scattered clothing or towels, protruding tables or chairs, etc. 
4. No smoking in bed 
5. Inadequate lighting ï shades open in the daylight and good lighting with nightlights for sleeping hours 
6. Trapeze, side rails ïassistance to prevent falls or unnecessary stress 
7. Consider possibility of bedside commodes, patient lifts, and pressure sore prevention 

3. Kitchen 
1. Open flames ï loose clothing 
2. Use of footstools 
3. Dizziness created by bending to lower cabinets ï older weakened patients 
4. Fire extinguisher ï know how to use 
5. Spilled liquids 

4. Stairways 
1. Secure handrails 
2. Non-slip surface ï watch 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 of snow and ice 

5. Electrical 
1. All electrical devices are kept an arm length from sinks, tubs, showers, etc. 
2. Do not touch electrical medical or any electrical devices with wet hands or while standing in water or liquids 
3. Replace worn or frayed cords 
4. No extension cords or make sure they are heavy enough ï use surge protectors 
5. Keep cords out from under rugs or movable furniture or stapled or tacked above doorways 
6. Be sure outlets are not ñhotò to touch 
7. No exposed outlets or wiring 
8. Watch for overloaded circuits 
9. Space heaters ï are they safe ï location, etc. 
10. Grounding- never 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 floor) ï check battery 
3. Emergency exit plans 
4. Presence of flammable liquids 
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Fire Safety 
A. AT THE ORGANIZATION 

1. Employees know the location of all fire extinguishers. 
2. Employees demonstrate use of fire extinguisher. 
3. Employees know proper fire exit procedures. 
4. Employees know where the meting point is outside the building and know the contact person to report accountability. 
5. Employees are aware of organizationôs smoking regulations. 
6. Employees know emergency assistance numbers if 911 is not available in their area. 
7. All flammable solutions are kept in a metal storage cabinet identified ñFLAMMABLE.ò 
 

B. At The HOME 
1. Always inquire about smoke detectors and encourage use and battery replacement. 
2. Check for small stoves and heaters and be sure they are free of dust and placed away from curtains, sheets, rugs, 

oxygen, etc. Also be sure they are stable and out of traffic areas to avoid being knocked over. 
3. Advise patients about emergency fire exit plans and clear pathways for easy exit in case of fire. 
4. Advise patients about the hazards of smoking and the dangers of smoking in bed or around oxygen. 
5. Be sure patients have access to phone numbers for emergency fire assistance. 
6. Check for containers of flammable liquids that may be stored too close to areas of ignition sources (stove, water 

heater, and smokers). 
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I. POLICY 

Competent adults have the right to decide to accept or refuse any medical treatment. ñCompetentò means you understand your 
condition and the results your decision may have. As long as they are competent, they are the only person who can decide what 
medical treatment they want and do not want to receive. At some point clients may become too sick to make their own decisions 
about their medical care. If that happens, then decisions will have to be made for them. 

II. PRACTICE 

1. What is an advance directive? ï Advanced directives are documents signed by a competent person giving direction to 
health care providers about treatment choices in certain circumstances. There are two types of advanced directives. A 
durable power of attorney for health care (ñdurable powerò) allows you to name a ñpatient advocateò to act for you and carry 
out your wishes. A living will allows you to sate your wishes in writing, but does not name a patient advocate. 

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

3. 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 tube feeding of you were to become 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 made you 

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 your care-givers recommend? 

4. Many Seniorcorp clients have an Advance Directive in place. It is important that every caregiver review 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 is important 
to follow the clientôs wishes, and you must call the Seniorcorp nurse for further guidance. 
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I. POLICY 

As a personal care home health agency, we always do our best to provide the care that our clients need and desire. During an 
emergency or natural disaster however, we may not be able to guarantee that our caregivers can arrive safety to clientôs homes. In 
light of this fact, Seniorcorp recommends that all families have a back-up plan in case the Seniorcorp caregiver cannot get to our 
clientôs homes. Also, it is important to have an evacuation plan that can be reasonably executed if it becomes necessary. 

II. PRACTICE 

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

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

Yellow ï denotes client requires transportation by emergency transport to an evacuation shelter 

Red ïdenotes client requires transportation by emergency medical transport with life sustaining equipment to a 
hospital to be cared for the duration of the crisis. 

The above color code will be prominently displayed both in the client record located on Seniorcorp office premises, and in the 
clientôs home record. Within one hour of a declared emergency in the service area, Seniorcorp staff will be able to provide 
local EMS personnel with a list of clients, their addresses, phone numbers and their needs. 

2. Upon admission, a letter informing the client and his/her family of our intent and limitations is given. Included in this letter, 
there is also a recommended list of supplies to have on hand at all times for use during an emergency. 

3. Upon admission, if is deemed that a client has ñspecial needsò during a disaster or emergency, such as a need for assistance 
with transportation or need for actual physical removal from home upon evacuation orders, or need for continuous twenty-four 
hour care which would not be compromised due to cognitive or physical limitations, their name and demographic information 
will be forwarded to the department of emergency preparedness in the city in which the client resides. Their information will be 
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 official within seventy-two 
hours of admission and documented in the clientôs medical file. 

5. Seniorcorp will provide inservice training in emergency preparedness for caregivers to educate them about their roles in 
caring for Seniorcorp clients. This training will be made available to staff at least yearly. 

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

7. As soon as an emergency or disaster is reported/identified, Seniorcorp will announce via email if possible, inter-office 
intercom if possible, Seniorcorp website if possible, and cell phone communication if possible that we have moved to 
ñemergency disaster mode.ò 
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8. The chain of command for further actions is as follows, contact #1, if not available, then #2, etc for direction:  

a. Norfolk Office 
1. Tom Knox, CEO 
2. Kim Hovermale, Director of Nursing 
3. Lynn Klinger, Nurse Case Manager 
4. Sandi Turner, Schedule Manager Captain 
5. Ron Lovell, Operations Manager 

b. Peninsula Office 
1. Tom Knox, CEO 
2. Brenda McCullen, Director of Nursing 
3. Lynn Klinger, Nurse Case Manager 
4. Kris Parker, Schedule Manager 
5. Ron Lovell, Operations Manager 

9. Current list of clients with their disaster color code will be accessed from HomeTrak with any RED clients being 
contacted first, YELLOW contacts second, and GREEN clients being contacted third to ensure that their needs are being 
attended to. Caregivers for these clients will be contacted by phone if possible to ensure their location. 

10. Schedulers will communicate via telephone or cell phone if possible with CEO, Nursing Staff, caregivers, and clients. 

11. Twenty-four hour cases will be staffed first priority if less staff is available during or immediately following a disaster. 

12. If clients must evacuate to a shelter, the caregiver should accompany the client and remain with the client at the shelter if 
possible. 

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

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

15. Upon re-entry after evacuation situation, care of Seniorcorp clients will be resumed as soon as possible. Again, twenty-
four hour cases will be staffed first if there is a shortage of caregivers available. For those clients who have been 
evacuated with their families or friends, telephone contact will be resumed as soon as possible to ensure their safety and 
resumption of care. 
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From childhood, we learn to look at people's differences primarily through cultural or racial identities. Each cultural/ethnic identification suggests a 
set of generalized expectations covering religion, styles of communication, attitudes about family relationships, and types of careers or businesses. 
Culture can include how people live, role expectations, child rearing practices, attitudes about time or money, definitions of achievement, concepts of 
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 contribute to our experiences and perceptions of others. Self perception plays a major role in our 
ability to provide services. As caregivers, particularly in diverse communities, it is critical that we have a clear understanding of who we are as 
individuals. Experiences and life stories guide interactions, expectations and biases. We each have individual reactions based on our own histories 
and characteristics. Recognizing this, we can then begin to see others for their unique qualities and the diversity within their group. 

We can begin to identify our uniqueness and begin to understand how we experience others by examining the factors that influence our 
values, behaviors, ideas, and interpretations of situations. The following is a list of ten factors to examine and discuss together in order to 
identify personal beliefs that may underlie our expected behaviors of others: 

 Age 

 Gender 

 Education  

 Language 

 Racial/Cultural Ethnic Identification 

 Sexual Orientation 

 Spiritual/Religious Identification 

 Family Composition 

 Political Values 

 Geographic Area of Origin 

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

It is important to pay attention to personal feelings, discomforts and uncertainties when working with families. These discomforts can be 
indications that you are in fact experiencing value differences with a family. Not attending to these feelings may compromise the quality of 
service and lose the family-focused approach. 

Part of forming a partnership with families and working together is like a dance; learning when to lead, when to follow, finding a 
rhythm, and keeping in step. Sometimes toes get stepped on. Acknowledging mistakes and learning to talk about them with 
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 takes time.  Do not be afraid to ask questions.  Many families may appreciate the opportunity to 
talk about themselves.  Consider it a sign of progress when a family can engage in conversation about cultural and individual differences.  It 
is critical, however, not to assume that there is a clear understanding of each other because the client has had a few discussions with you. 

Understanding the concept of diversity is an ongoing, evolving process.  This process includes understanding self, understanding the 
uniqueness of the client and their family, and finding a meeting ground between those values and priorities.  There is always much to learn, 
and in that learning, mistakes will be made.  The process outlined here is just a starting place.  The integration of these concepts in to 
caregiver/client interactions forms a basis for culturally sensitive, family focused care. 

Excerpts taken from ñThe Sourceò, Volume 6, Number 3 

 


