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Section: || Employment | Number: | 1. Revision Date: | 3/31/2010 | Page 1 of 1
Approved: Manager of
Department: | Human Resources pRrov 8 -
Human Resources: Tamara Williams
Subject] Employmen#t-Will Approved: President

Seniorcorp, LLC: Tom Knox

. POLICY

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

Il. PRACTI

A.

Seniorcorp

CE

Employees are employed at the will of the Organization and are subject to termination at any time, for any ree
without cause or notice. At the tiamesuch Employees may terminate their employment at any time and for
reason.

No Organization representative is authorized to modify this policy for any Employees or to enter into any agree
written, contrary to this policy. Sapeansl management personnel are not to make any representations to Emplc
or applicants concerning the terms or conditions of employment with the Organization which are not con:
Organization policies. No statements mathrénimierwies or discussions, or in recruiting materials of any kind, are
alter the atill nature of employment or imply that discharge will occur only for cause.

This policy may not be modified by any statements contained in this Manual or any tidmedbBokdpyees
employment applications, recruiting materials, memoranda, or other materials provided to applicants and Er
connection with their employment. None of these documents, whether singly or combined, are to create an
implied caract of employment for a definite period, nor an express or implied contract concerning any terms or
of employment. Similarly, Organization policies and practices with respect to any matter are not to be cor
creating any contractidigation on the part of the Organization or as stating in any way that termination will occur
"just cause." Statements of specific grounds for termination set forth in these policies or in any other O
documents are examples onlglHmatusive 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 statement acknowledging that if taey are em
the will of the gamnization and are subject to termination at any time, for any reason, with or without notice, an
without cause.

Completion of an introductory period or conferral of regular status does not change an Employee's status as a
atwill oin any way restrict the right of the Organization to terminate such an Employee or change the terms or c
employment.
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Section: I‘ Employment ‘ Number: ‘ 2. Revision Date: ‘ 8/26/2011 ‘ Page 1of1
Approved: Manager of
Department: | Human Resources pprov & -
Human Resources: Tamara Williams
Subiect: Introductory Approved: President
Ject: Employmeni®Period Seniorcorp, LLC: Tom Knox
. POLICY

Seniorcorpolicies provide that all new employees are to be carefully monitored andrewetiad et douctory
period on the job. The initial employmeniviidbedor a period of 60 dayter satisfactory completion of the
Introductory Period Evaluationesuzibyees will be evaluatgdoagded for in the Performance Evahaditign

Il. PRACTI

A.

Seniorcorp

CE

Managers are to observe carefully the performance of each employee in a new job position. Where «
weaknesses in performance, conduct, or attitude are to be brought immediately to the employee's ¢
correctionEmployees that receive a verbal warning of performance issues and/or written warning m:
approved for continued employment. The severity of the performance concerns and the su
improvement made by the employee will be taken intecoconsiderat

Managers are to prepare a written evaluation of the employee's job performapropsiag the
Performance Evaluation Form by the end of initial employment period on the new job. The evalu
include a recommendation as to whetaeioyee should continue in the position. The original evalua
should be forwarded to the Human Resources Department for approval and inclusion in the e
personnel file

Employees will be allowed to continue in their new positiengivistheysatisfactory evaluation by the end
of their introductory period and receive their manager's endorsement to continue in the job

Managers may recommend that a newly hired employee be terminated at any time during the ir
period. S a recommendation for termination should be made to the Human Resources Departl
review. Information provided should include a review of performance concerns (warnings) share
employees and actions taken to assist the employee. tefttioaitedéomust have prior approval of the
Human Resources Department.

At all times, employment with the Organization is considered to be "at will," and the employer/
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
A M f

Department: | Human Resources pproved: Manager o -
Human Resources: Tamara Williams

Subiect: Equal Employment Approved: President
Ject: Opportunity Seniorcorp, LLC: Tom Knox
. POLICY

Seniorcorp provides equal opportunity in employment to all employees and applicants for employment. No person is
discriminated against in employment because of race, religion, colatioset,camgn or disability.

Il PRACTICE

A.

Seniorcorp

This policy applies to all terms, conditions and privileges of employment including, but not limited to re
selection, placement, introductory period, promotion, transfer, demotion, layoff, return from layoff, com
benefs, training, social and recreational programs, employee facilities, termination and retirement.

The Director of Human Resources, who reports directly to the Chief Executive Officer on matters relating to tt
responsible for formulatingeimgmting, coordinating and monitoring all efforts in the area of equal employ
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 em
policies of the Company.

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

4, Assisting supervisory personnel in arriving at solutions to specific personnel problems potentially
concerns of equal opportunity.

6. Serving as liaison between the Company and government agencies midoritwo mendés or g
other community groups; and

7. Keeping management informed of the latest development in theeeloyeguedportunity area.

Any communication from an applicant for employment, an employee, a goveoraenatiyergyconcerning
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 p@rtunity program cannot be achieved without the support of supervisory personnel and employ
levels. Any employee who feels he is the victim of discrimination has a responsibility to report this fact to his
department manager antdloHuman Resources Department.
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Section: | ‘ Employment ‘ Number: 4, Revision Date: ‘ 3/31/2010 ‘ Page 1 of 2
A M f
Department: | Human Resources pproved: Manager o -
Human Resources: Tamara Williams
Subiect: Confidentiality & Approved: President
1€t NonSolicittion Seniorcorp, LLC: Tom Knox
. POLICY

Seniorcorp regards security and confidentiality of personal information to be of utmost importance. As such, Senic
requires all individuals with access to personal information tododdurdéiseopitliined below:
Il. PRACTICE

A. Confidentiality

aEach employee, contractor, or person granted acces
trust and must preserve the security and confidentiality of the iefehmati@s land are required to abide by all
applicable federal and state guidelines and Seniorcorp policies regarding confidentiality of personal information
but not I|imited to, the Health HhBAAahceAPlbrpabsodn
understand how Seniorcorpds HIPAA privacy 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 employeebs responsibility to report i
action which violates confidentiality of pefeamation.

B. Nonsolicitation of Clients

Employee agrees that while employed by Seniorcorp and for period of one (1) year following the term
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 any Client of Seniorcorp where such services are substantially similar to those Employee perfo
employed by Seniopcd.ikewise, during the one (1) year period specified above, Employee will not solicit an
of Seniorcorp to provide or perform services which are substantially similar to those Employee perforr
empl oyed by Seni owuseadhenin, shallagply toany persén®t entiyrtat wham Sarsorcorp |
rendered services in the twelve (12) months prio

C. Nonsolicitatioaf Employees
Employee agrees that while employed by Seniorcorpentfof ane (1) year following the termination of

Empl oyeebs empl oyment, whether such empl oyment i
cause, Empl oyee shall not, on Empl o ydicd forsemmowmentb e h
or hire, or assist in the solicitation or hiring, of any individual who is employed by Seniorcorp at the time of tl
solicitation.
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| Policy: Confidentiality and9diiatation Page 2 of ]

D. Proprietary and Confidential ltform

Employee agrees not to disclose, use, or otherwise exploit any confidential information of Seniorcorp witho
written authorization of Seniorcorp, and to take all reasonable precautions to prevent inadvertent disclosL
confidentiahformation, particularly personnel and client information, is strictly prohibited and will subject Em
di sciplinary action, up to and including termin:
which is used in Senigrdausiness and: (i) is proprietary to, about or created by Seniorcorp; (ii) gives Seni
some competitive business advantage or the opportunity of obtaining such advantage or the disclosure of v
be detrimental to the interests of Seni@iittsmlesignated as confidential information by Seniorcorp, or from all
relevant circumstances should be reasonably be assumed by Employee to be confidential and prop
Seniorcorp; or (iv) is not generally knowrehyplayees of Seniopccsuch confidential information includes, but
is not limited to, the following types of information and other information of a similar nature (whether or not
writing or designated as confidential); (i) business plans and conceptg farsioeskicterations; (i) marketing
concepts and strategies, including price and cost data, price and fee amounts, and pricing and billing pc
product distribution strategies, vendor information, and identities of contracted samdictrateygideartners;

(iv) internal personnel and financial information, including corporate organizational models and charts, job d
and compensation packages and plans; (v) information relating to proprietary rights prior lwsay 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, -molisgirayiémtation and training programs, and
employee evaluation materials; (viii) information regarding online strategies, website strategies and manag
custom software madtiiims; and (ix) information contained on computerized databases. Furthermore, all doc!
that contain or set forth any such information are likewise confidential and/or proprietary to Seniorcorp. C
information does not include informdicty pjunown or which comes into the public domain without a breach of

obligation of confidentiality contained herein.

a written publication. The burden of proving thaibbmfigrmat confidential information shall be on the party

asserting the exclusion. Empl oyee agrees that th

proprietary information and documents that contain or set forth mngtguckhafbcontinue after the termination

of Employeebs employment, irrespective of the re
Policies and Procedures — Revised November 1, 2011 Page 7 of 37
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Section: | ‘ Employment ‘ Number: | 5. Revision Date: ‘ 11/17/10 ‘ Page 1of1

Approved: Manager of
Department: | Human Resources pprov & -
Human Resources: Tamara Williams
.| Drug and Alcohd®on | Approved: President
Subject: .
Use Seniorcorp, LLC: Tom Knox
l. Policy
It i s Seniorcorpbs intent an dnsinasaeiandmfécrent manoer amg

to provide a safe environment for its clients and employees. Consistent with this intent and commi
possession, use, sale, distribution, or being under the influence of any illegal drug, contnotiéat substal
alcohol on Company premises or assigned work location is strictly prohibited and may be grounds for
termination of employment.

Il PRACTICE

1. Company premises are defined in their broadest sense and include all land, proparttutas]diedssiss,
and all other means of transport owned or leased by the Company or otherwise being utilized for the
business. Any employee suspected of having used drugs, controlled substances, or alcohol may not be p
work or to deNCompany vehicles.

2. If, during a drug and/or alcohol screening, an employee tests positive for drug use, he/she may be t
immediately. Seniorcorp reserves the right to perform a drug/alcohol screen randomly or for presence of pe
behavioand/or physical indicators. These indicators are defined but not limited to: pert@samece
absenteeism or tardiness, deteriorating work quality, poor morale, reports of theft from dlisadddehavioral
change in attitude, explosive artgiraed disagreements over small matters, erratic behavior, forgetfulne
deterioration in personal appearance and hygieaetiVijypezasy excitability, restlessness, wearing of long sleev
garments in warm weather, new financial problems dvdrexient of money. Physitddodshot or watery
eyes, runny nose, speech pattern changes, slurred speech, faster speech, tremors or jitters, poor coordinatit
spilling, bumping into things or people, dilate pupils, or smell of diceath not eh

3. In keeping with the requirements of the Virginia Department of Health, if during a drug and/or alcohol scr
employee tests positive for drug use, Seniorcorp will report licensed and certified medical personnel for vi
their licesing ocertification to the appropriate board within the Deplaeattbri®adfessions.

4., A fAdrugo is defined as any substance included i
Enforcement Agency or any other substance w#ibinoad general sense is considered a drug and is not
di spensed through a |icensed physiciands prescri

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

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

6. A reliable and accurate testing method meetinggstatelioss will be utilized and positive results will be reviewe
by an independent Medical Review Officer. Any disputed results will be handled directly with the independ:
Review Officer.
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@ Seniorcorp Policies and Procedures
Section: | ‘ Employment ‘ Number: | 6. Revision Date: ‘ 8/26/2011 ‘ Page 1 of 2
A M f
Department: | Human Resources pproved: Manager o 1
Human Resources: Tamara Williams
Subiect: Performance Approved: President
ject: Evaluation Seniorcorp, LLC: Tom Knox
. POLICY

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

o 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;

o 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

o To encourage sadfvelopment;
o To determine merit base salary increases or incentive payments when applicable;
o 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. Bythe completion of the initida@@eriod, 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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D.

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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@ Seniorcorp Policies and Procedures
Section: | ‘ Employment ‘ Number: | 7. Revision Date: ‘ 3/31/2010 ‘ Page 1 of 2
Approved: Manager of
Department: | Human Resources pprov & 1
Human Resources: Tamara Williams
. Performance Approved: President
Subject: .
Management Seniorcorp, LLC: Tom Knox
. POLICY
Seniomr p expects all empl oyees to comply with the compe

require immediate action. The Company makes provisions for documenting, as needed, unacceptable performance
action takemn a Performance Management 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 performdandte atel develop specific individualized programs to improy
performance
A To supply management with needed information.
1. PRACTICE
A. The Company endorses a policy of progressive corrective action in which it attempts to provide empfoyees wit|
deficiencies and an opportunity to improve. It does, however, retain the right to administer disciplinesifitany manner
B. Corrective action may be documented as one of the following on the Performance Management Form:
1. AVerbal Warniigp documented discussion between the supervisor and the employee concerning the in
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 Warningdisciplinary 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 foudukiiatition 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 ren
personnel file evéit 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

are not limited to:

1. Unexcused absence or tardiness to work
2. Tobacco asin 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 Vic

will result in immediate corrective action at the written warning or final written wadimggletet deperity.
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 rememberédsctcbeneds or family
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 Compensationggpdatelines

CoNoA~®WNE
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Seniorcorp

| 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 application for employment.

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.

Possession of 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. Falsificatioof information of hours 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 haritifelGompany, clients & employees

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

CoNoorWNEZE O

Warnings will remain active six (6) months. Documentation of a major violation remains in thefgekmsel file e
not 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 supervisor will complete the Performance Management Form documenting the event to be diseighihed withir
(48) hours of their discovery or naotification of the occurrence. The supervisor will describe the evenhggging all circ
and attaching all pertinent documentation to the report. The supervisor will identify the policies and/orggocedures
applicable. The supervisor will recommend the corrective and/or disciplinary action to be taken in the event ¢
infraction. The supervisor will forward the Performance Management Form to Human Resources review and appro
presentation to the employee.

The Human Resources Dept. may meet with the supervisor to review the Performance Manageteray irorm for ¢
application, 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 employee 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 Forayed hélldmephfforded the opportunity 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 PerforiManegement Form at the conclusion of the meeting with the employee
forward the completed report to Human Resources.

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

Employees who believe that they have been disciplined too severely or without good cause are encouraged tc
Human Reseces Department to discuss their concerns.

Policies and Procedures — Revised November 1, 2011 Page 12 of 37



o
@S('lll()l‘('( np Policies and Procedures
Section: | ‘ Employment ‘ Number: 8. Revision Date: ‘ 3/31/2010 ‘ Page 1 of 2
Approved: Manager of

Department: | Human Resources 1
P Human Resources: Tamara Williams

Approved: President

Subject: | Sexual Harassment Seniorcorp, LLC: Tom Knox

I 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 employeesemaglfiad th connection with their employment is unlawful an
will not be tolerated by this organization. Further, any retaliation against an individual who has complained al
harassment or retaliation against individuals for cooperatingesfitpationi of a sexual harassment complaint 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 hava provetkire by which inappropriate conduct will be dealt with,
encountered by employees.

Because Seniorcorp takes allegations of sexual harassment seriously, we will respond promptly to complaint:
harassment and where it is determinactcthetappropriate conduct has occurred, we will act promptly to eliminate the co
and impose such corrective action as is necessary, including disciplinary action where appropriate.

Please note that while this policy sets forth our goals of pronkptengeahat is free of sexual harassment, the policy is nc
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 theafefitiahharassment.

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 @ rejection of such advances, requests or conduct is made either explicitly or implicitly a
condition of employment or as a basis for employment decision;

or,
(2) such advances, requests or conduct have the purpose or effect of unréasonablpigter wi t h an

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 favorable reviews, salary increases, promotions, increase benefits, or continued el
constitutes sexual harassment.

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

While it is notgsible to list all those additional circumstances that may constitute sexual harassment, the follo
some examples of conduct which, if unwelcome, may constitute sexual harassment depending upon the to
circumstances, including the seoktihe conduct and its pervasiveness:

- Unwelcome sexual advanedegether they involve physical touching or not;

- Sexual epithets, jokes, written or oral refer
on an indéomdemt 6abdwtdyan individual 6s sexual

- Displaying sexually suggestive objects, pictures, cartoons;

- Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive or insulting con
- Inquiies Nt o oneb6s sexual experiences; and,

- 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 harassemt, and retaliation against individuals for cooperating with an investigation of a sexual hare
complaint is unlawful and will not be tolerated by this organization.

Complaints of Sexual Harassment

If any of our employees believes that he as bberhsubjected to sexual harassment, the employee has the righi
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 Diépantrient

This person is also available to discuss any concerns you may have and to provide information to you abou
on sexual harassment and our complaint process.

Sexual Harassment Investigation

When we receive the complaint we willypiougstigate the allegation in a fair and expeditious manner. Tl
investigation will be conducted in such a way as to maintain confidentiality to the extent practicable
circumstances. Our investigation will include a private inteevigavseiitfitimg the complaint and with withesses.
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 copwisamt altehdweto 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 cc
where it is appropriate we will also imposdeatiseigtion.
Disciplinary Action

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 temphiryatient framad enay
include such 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: Manager of
Human Resources: Tamara Williams

Subject: | Workers Compensatid

Approved: President
Seniorcorp, LLC: Tom Knox

I POLICY

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

Il. PRACTICE
1. Itisyourresponsibility to notify the office immediately when an incident occurs. Pleatewtibbetieen2dnber to

Seniorcorp

report injuries if they occur outside of the regular office business hours. ThisA00&S.imiBiEs bnésses
that are not reported immediately may be impossible to verify. This could cause delays in obtaining workers comp
benefits or the claim may be denied.

All life threatening emergencies should be handled by calling 911. Otherwesemaisengiifyygour scheduling
manager or Human Resources Department immediately and within 24 hours complete an Incident Report, a post
drug and alcohol screen, and a Human Resources department interview.

Except for medical emergencies, emplmgem to one of our approved panel of medical providers. If an injury occur
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, anyestithsEgment must be arranged with one of our approved panel. If yol
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 ajgeoved peoat employee expense.

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

If a medical provider has instructéal ngsnain out of work, you must contact Human Resources immediately and give
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 roedltalureatment
approved panel of medical providers, and a Work Status Report that the medical provider will fill out and must fax
Human Resources department. The original report must be returned to HR with 24 hours of the employee medica
Any lostime as a work related injury or accident that also qualifies as a medical leave of absence will be charged ¢
eligible employee's Family and Medical Leave.

All claims will be investigated to prevent recurrence and to discover the ciichrafitamedshetinjury to occur. All
parties such as the employee and any witnesses are required to cooperate with the investigation, providing accur:
detailed information. The investigation will be initiated by Human Resources and noalitialsal iimslestigations by

a third party administrator or case manager for the workers compensation insurance carrier.
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l. POLICY

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

Il. PRACTICE

A.

Seniorcorp

Employees are eligible for leaves of absence if they have been employed for at least twelve (12) months and wc
1250 hours during the twelve (12) month period preceding the commencement of the leave. Such eligible em|
takeup to twelve (12) weeks leave in any (12) month period. This twelve (12) month period will be a rolling t
month period measured backward from the date an employee uses any Family Medical Leave Act leave. The
duration of each leaf@bsence and compensation received by the employee, if any, during the leave of absenc
determined by the Organization in conjunction with applicable federal and state law. The following types of le

considered:

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

their own serious health condition. A serious health condition is defined as an illness, injury, impa
physical or mental condition that involves inpatigibseace from work of more than three (3) consecutive
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 wilindabacegwdt more than
three (3) days if not treated. This type of leave covers disabilities caused by pregnancy, childbirth
medical conditions.

a.

The Organization requires certification, prior to granting the leave and pgribdidadlyediofn

an employee's need for sick leave by the employee's health care provider and/or a health care
selected by the Organization. The certification must include the date on which the serious
condition commenced, the proballerdofahe condition, the medical facts regarding the conditiol
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'seequest for leav

Leave may be taken intermittehilsh means taking leave in blocks of time, or by reducing th
normal weekly or daily work schedule. If intermittent leave is requested, the Organization ma
the employee to transfer temporarily to matiadtgoosition or status change which better
accommodates 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 businessapesakiject 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 ohinjury. Al
second or third opinion will be paid for by the Organization.

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 bedyfanta total maximum period of twelve (12) weeks during
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 unpadticBamily and
Leave Act leave. The substitution of paid annual leave time for unpaid leave time does not e»
twelve (12) week period.
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Policy: Leave of Absence Page 2 of 3

Parental Leave of AbseBRoeployees, male and female, may be grantedbh|Raee 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 placer

b. A Parem Leave of Absence may be granted for a total maximum period of twelve (12) weeks in a
(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 usepref@dsagranted for leave with out pay.

Family Care Leave of Absdfroployees 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@palerafuse|f

health condition is defined as an illness, injury, impairment or physical condition that involves inpat
absence of more than three (3) calendar days from work that also involves continuing treatment by a t
provider, or contimuireatment by a health care provider for a chronic or long term health condition, or lor
health condition that is incurable or will likely result in incapacity of more than three (3) days if not treate

a. The Organization requires certifipaitbortp granting the leave and periodically during the leave, «
the family member's continuing serious health condition by the family member's physician &
physician selected by the Organization. The certification must include the datedoushich th
health condition commenced, the probable duration of the condition, the medical facts regar
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 intermittevtiigh means taking leave in blocks of time, or by reducing th
normal weekly or daily work schedule. If intermittent leave is requested, the Organization ma
the employee to transfer temporarily to an altesi@dinenmich better accommodates recurring
periods of absence 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 tattud dygoh@alth care provider.

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

e. A Family Care Leave of Absence may be granttd foaxdrtaum period of twelve (12) weeks in a

twelve (12) month period, paid and/or unpaid. All Paid Annual Leave time must be exhaustec
unpaid leave being granted.

Personal Leave of Abselceployees may be granted a Personal Leave ofté\lssemmzbto personal
matters in cases in which the Organization determines that an extended period of time away from the jc
the best interests of the employee and the Organization. A Personal Leave of Absence must be accon
the empiee's statement describing the need for time off from work. A Personal Leave of Absence
granted for a total maximum period not to exceed thirty (30) calendar days in a twelve (12) month perio
Annual Leave time must be exhaustedump@iddeave being granted.

Military Leave of Abselraployees 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 tsfany (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 miltarin $beviArmed Forces, the military Reserves, or
the National Guard will retain such rights with respect to reinstatement, seniority, vacation, lay
compensation.

C. Employees with one (1) year or more of service will be protected afjmiosiree lassaaesult of

participation in annual encampment or training duty in the U.S. Military Reserves or the Nation:
In these circumstances, the Organization will pay the difference between what an employee e
the government for myliseervice and what the employee would have earned as notima straight
earnings. This difference will be paid up to two (2) weeks in a calendar year.
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| Policy: Leave of Absence Page 3 of 3 |

All LOAs must be requested in writing with tldestgaporéing documentation attached.

When possible, all LOA requests should be submitted to the employee's Department Manager thirty (30) days
commencement of the leave period, or as soon as practicable so that it will not simdsly oj@tgitdns. The

Department Manager and others involved in the leave approval process will approve or deny all LOA reques
The LOA Request will be retained by the Human Resources Department for inclusion in the emgloyee's personr

Supervisors and others in the approval process will consider the following factors when reviewing a reques
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,

Attendance record, 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 timepaffdptioido Bmployees on a
Parental, Family Care or Personal Leave of Absence are required to use all paid time off prior to an unpailll LOA. Er
be granted an unpaid LOA when there is no accrued paid time off PAL or when paiddixhawstdths been

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

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

Company paid medical and dental benefits feesroplayLOA will be continued during the LOA for a total maximt

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 monthlyrithgiddogth of the LOA. If the absence is a paid LOA (utilizin
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. Checlersshrandybe 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 Or
may recover from the employee the aogtpafyments made to maintain the employee coverage, unless t
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 lge terminat
voluntarily quit their position. Date of termination will be last 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 lzeahiredemployee fails to report to work.

Employees ready 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 reitiorizimngpthe

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

For key employees, the Family and Medical Leave Act of 1993 provides exceptieménttiyeiasnsta when
reinstatement would cause substantial and grievous economic injury to the employer. A "key" employee is a sal
employee who is among the highest ten (10) percent of employees. The Organization will consitieathese re
caseby-case basis, and key employees will be advised of this exception each time Family and Medical 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 receive an additional twelve (12) weeks of leave for a total si:
absence from the Organization. The additional leave is contingent upon the employee providing the same
information as requeekin item Al.a and the factors specified in item D. Benefits during the second twelve (12
period will be continued if COBRA coverage is elected by the employee under ADA.

NogohrwpnE
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Approved:Manager of

Department: | Human Resources Human Resources: Tamara Williams
. .| A d: President
Subject: | Bereavement Leave Polic pproved: Fresiaen
1 Seniorcorp, LLC: Tom Knox
l. 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.

L. 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.

Seniorcorp
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Approved: Manager of
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Subject: | Time CifPolicy

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.

I, 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 5 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.

Seniorcorp

Any questions regarding the approval of requested time off should be raised to the Human Resources
Department.
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I POLICY

Seniorcorp supports effective communication with its employees. Due to the nature of the services manpthaide, 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 providingcker r vi ces. Do not wuse a clientés
out your clientds phone number to anyone and never
2. Cel | phones can be on i n c lase ask yodr $amily anchgiendsitorrespect woer warkf
time. Since talking on a cel/l phone is the number ¢

Seniorcorp

take emergency calls from family members or Seniorcorp only. If yakd@ madiddapdlogize to 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 schethffiby 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.

The emergency phone number is for EMERGENCIES ONLY!! All other issuesvgtiothe lieldedtty business 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.
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I POLICY

Seniorcorpolicis provide that all candidates for employment are considered for open positions based on their em
background and personal characteristics. In addition, candidates must have the ability to meet the minithem qualific
applicable job degtidn. In addition to the minimum job requirements, there are basic employment criteria that all
candidates must meet to be considered for employment with Seniorcorp.

Il. PRACTICE

Seniorcorp

a.

Seniorcorp employees (with the exception of dedicated pffise rst@ifitain an active Drivers License. Candidates
can have no more thapoints on their driving record to be considered eligible for employment. If current employe
-4 or more points on their driving record while employed withtSeniorconpi t1 | be given the
driving programo to |i#ppovaettshei (Theér ifiswsiange mMded wrn dig
than 30 days following notice from the HR team. If employees do motngkewteieir driving records a&bove
points, they will not meet minimum qualifications for the position and their employment can be terminated.
Driving records for current Seniorcorp employees (with the exception of dedicated officewtdfaidast re
annually, and can be reviewed more frequently.

Employees (with the exception of dedicated office staff) will acknowledge in writing that they will omly utilize
company business that is insured with at least the statéomirehiale insurance. In addition, employees will
acknowledge that they must produce a certificate of insurance should an accident occur involving a vehicl
operating while on company business.

Candidates applying for any position willomsidered eligible for employment if they have been convicted of any cr
(misdemeanor or felony) of theft, physical violence dorolesticy sexual misconduct, or any law involving mora
turpitude.

Candidates applying for any position with iBenfwdmave been convicted of a felony will not be considered eligible
employment.

All Seniorcorp employees must successfully pass a drug test post offer within their first three (3) days of emp
addition, all employees agree to be tubjetrtig test immediately following their involvement in any workplace rel
incident.
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I POLICY

It is the policy of Seniorcorp that employees maintain a personal appearance which compliments their professional rol
promotes a sensf pride and respect for their clients and each other.

Il PRACTICE

A.

Seniorcorp

Professional attirglothing, accessories, jewelry, shoes and undergarments which project style and taste appropriat
work place and reflective of the business image offs&doegivers should follow the dress code expectations outline
in the basic dress code policy regarding scrubs, etc.

Good standards of personal hygiensonal cleanliness including hair cleanliness and length and style appropriate to
work plagdeard and mustache cleanliness with neat and proper trim appropriate to the work place and cleanlines:
clothing.

Business Casual is the expected dress code with the
management reges the right to ask employees to dress in business attire as the need presents itself.

Friday casual dress code enables employees to wear dress jeans and an appropriate blouse/shirt. The following
example, but not inclusive) are not pkomit@sual Friddys

Torn or distressed jeans

Straight leg jeans designed to be form fitting

Shorts or cut off jeans

Tank tops

Sheer or revealing blouses

Flip flops (sandals are permitted)

Torn or dirty sneakers

Sweat pants and/or shirts

Tee Shirts withgbs

Managers:

Managers are responsible for enforcement of this policy and should counsel employaspldiotaedionsend
employees home if the inappropriate attire is disruptive to the work place or sets a pewogs@sple for co

Policies and Procedures — Revised November 1, 2011 Page 23 of 37



o
1?‘) ,S(‘l]i()l‘('(bl") Policies and Procedures
Section: | | Employment | Number: | 16. Revision Date: | 11/1/2011 Page 1 of 2
Approved: Manager of

Department: | Human Resources .
P Human Resources: Tamara Williams

Approved: President

ject: | Pay Poli
Subjec ay Folicy Seniorcorp, LLC: Tom Knox

l. POLICY
It is the policy of Seniorcorp to use a compensation system that will determine the current market valuerofte position
skills, knowledge and behaviors required of a fully competent incumbent. The system used will bdibjatat®ignd non
in theory, application and practice.

Il. PRACTICE

A. Regular payThe compensation system must be flexible enough to ensure that the company is able to recruit and rete
qualified workforce, while providing the structure neeéfsstivelp manage the overall compensation program. Professior
support and consultation will be available to evaluate the compensation system -gothgprassiltaone in the
administration of the program. The compensation system willgldtarraies fer exempt (salaried) and nonexempt (hourly]
positions by using local, national and industry specific survey data.

B. Holidayayi Seniorcorp recognizé®e (9) paid holidays every year. Nonexempt (hourly) workers are eligible #yreceive h
pay at a rate of one and one half times theirayslagesi gn

as foll ows: New Year 6s Day, Me mor i al Day, Easter Day
Christmas Day, and New Yearobés Eve Day. Ti me without
holiday that is not recognized by Seniorcorp, provided undue hardship is not introduced to the company. tsome Heal
(Level1&) will be required to select a fAholiday track?o

C. Seniorcorp will close the office to observe the following holidays: New Years Day, Memorial Day, Independence Day
Thankgiving Day, and Christmas Day. Office staff will receive 8 hours regular pay for these days the offizmis closed.
the office wildl close on the day after Thanksgiwli ng
receive their regular pay for these office closures. The office will not close to recognize Easter.

D. Shift differential gaghift differentials allow for extra compensation to honexempt employees who are scheduled on ¢
rotating or sporabasis to work during weekend shifts, or employees who are scheduled on a regular, rotating, or spor
to work in a case that requires a designated level of skill or training.

a. Weekend hours begin at 12:00 A.M. on Saturday and end at 1B&8d2yM Hours worked outside of the shift
will be paid at the regular rate. For example, an employee scheduled 11 P.M. on Friday to 7 A.M. will be paid
the regular rate and seven hours at the weekend rate.

b. Each <cl i ent 6s istoee defermimati byl the climital defartmerd. IEraployees will be compensate
each shift at the appropriate rate based on the skill level required by the plan of care.

E. Stipend$ Stipends allow for extra compensation on a regular basis fopspesifiEpysloyees in eligible positions may
qualify for stipends after they have successfully completed their initial employment period.

a. Seniorcorp may authorize a mileage stipend of $50.00 per pay period for supplemental travel expenses incu
client support department due to company requirements. Members of the Clinical Team also receive a trave
$46.15 for supplemental travel expenses.

b. Seniorcorp may authorize a per pay period technology stipend for internet connectiorchyezrsgtoymes
in eligible positions required to support a company connection from their home.

F. Extra Pay From time to time Seniorcorp reserves the right to develop extra pay programs to recognize achieveme
programs are not a guarantee obyengrit or compensation, but will be designed to reward those employees who d
outstanding performance. These programs can also be canceled by the company at any time for any or no reason.

Each program stands alone and will have its own etigibyityemt criteria. However, under all Seniorcorp extra pay programs

employee must be in good standing and in an active employment status on the date of award. If an emplofydeinas given
intent to leave the company they are not edredigidnle for an extra pay award.
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l. POLICY

Seniorcorp provides Interragikand Instant Messaging (IM) capabilities to help you do your job faster and smarter,
be a welhformed business person. The facilities to praddeghaepresent a considerable commitment of company
resources for telecommunications, networking, software, storage, etc. Theaihtesaige Qddicy is designed to set
forth Seniorcorpds expect at i catoss afiddhe Interhee Vialasons obtlie palicy m|
will result in disciplinary action, up to and including termination of employment.

. PRACTICE

A. The Internet;rgail and IM capabilities are provided for betatedpurposes (i.e., to communicate toitiecsis
and suppliers, to research relevant business topics and obtain useful business information).

B. Employees should expect that all information created, transmitted, downloaded, received or stored in compan
computers may be accessed by the comparine,amithout prior notice. Employees should not assume that they
have an expectation of privacy or confidentiality in such messages or information (whether or not such messa
information is password protected), or that deleted messages iareereogsgdrom the system.

C. Employees will conduct themselves honestly and appropriately on the InteailetrachtMrcBnversations, and
respect the copyrights, software licensing rules, property rights, and privacy of others. AlpegisteigsSeniorc
apply to your conduct on the Intemat| &d IM, especially those that deal with intellectual property protection,
privacy, misuse of company resources, sexual harassment, information and data security, and confidentiality.

D. Employees astrictly prohibited from using Seniorcorp commaitisystems, and Internet access accounts for
personal reasons or for any improper purpose. Some specific examples of prohibited uses include, but are no

1. Transmitting, retrieving, ad@airlg, or storing messages or images that areoffensive, derogatory, sexual in
content, or otherwise inappropriate in a business environment.

2. Making threatening or harassing statements to another employee, or to a vendor, customer, or other outsi

3. Transmitting, retrieving, downloading, or storing messages or images relating to race, religion, color, sex,
origin, citizenship status, age, handicap, disability, sexual orientation, or any other status protected under
state and lodalws.

4. Communicating confidential Seniorcorp information to individuals inside or outside the company or to othe
organizations, without specific authorization from management to do so.

5. Sending or receiving confidential or copyrighted materialervéthbatipation.
6. Soliciting personal business opportunities, or personal advertising.
7. Gambling or playing electronic games.

8. Using any form of electronic communications for any activities not specified here that are in violation of fe
state, or lat laws
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Violations of these practices can be subject to Performance Management up to and including termination.

Employees are expected to practice good housekeeping rules. Storage space on the computer is critical:

1. Create folders for received and sesagassUse folders to save important information but make it a regular
habit to review all folders and delete oldateduhaterial. Delete unimportant messages as you read them.

2. Keep your "in" and "sent' boxes clean. We recommend that apengplinsetles every week.

3. Do not save multiple copies of threads. When you send a message and get a response with your original
attached, you begin to have several layers, You only need to save the last one. Do not reply with attachm
"reply all" unless the response requires it.

Users must promptly report all information security alerts, warnings, suspected vulnerabilities, and the like to t
Operations/Information Technology department. Users are prohibited from utilginateBsniofooward such
information to other users, whether the other users are internal or external to Seniorcorp.
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Department: | Clinical Services

Approved: Director of
Clinical Services: Lynn Klinger, RN

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 consideratiory.obémear coolfy icikekit
very seriously its role as a guardian of client rights and expects its employees to actively participagponsiislityportant r

Il. PRACTICE

1.

Seniorcorp

Any suspected client abuse or willful neglect must be reported immedietigly ®utier\hkor. Reports of suspected
abuse or willful neglect will be documented and investigated fully.

Appropriate local and state agencies will be notified of allegations and investigations. Seniorcorp is afmandator
any suspicion of eldbuse and neglect.

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

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

Bruising

Black eyes

Open wauds

Dehydration

Under or over utilization of medications

Sudden changes in behavior

Financial changes

@~roao0oTp
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Department: | Clinical Services

Approved: Director of
Clinical Services: Lynn Klinger, RN

Subject: | Sexual Abuse

Approved: President
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l. POLICY
Seniorcorp prohibits and does not tolerate sexual abuse in the workplace or in any organization related activity.
Il. PRACTICE

1.

Seniorcorp

Seniorcorp providesqedures for employees, volunteers, family members, board members, advisory committees
victims of sexual abuse, or others to report sexual abuse and disciplinary penalties for those who commit suc
employee, client, or third partyatterrhis or her title or position has the authority to commit or allow sexual abuse.

Seniorcorp hasZaro Tolerancpolicy for any sexual abuse committed by an employee, volunteer, board member, ac
committee, or third party. Upon completionineeskigation, disciplinary action up to and including termination
employment and criminal prosecution may ensue.

Sexual abuse is inappropriate sexual conduct of criminal nature or interaction for gratification of the &stult who is
and respaible for the client. Sexual abuse includes sexual molestation, sexual assault, sexual exploitation, or se:
but does not include sexual harassment. Any incidents of sexual abuse reasonably believed to have occur
reportable to appraf@ilaw 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. Padn oritching in the genital area
d. Bruises or bleeding of external genitalia
e. Sexually transmitted diseases
Behavior sigathat may indicateexual abuse:
f. Reluctance to be left alone with a particular person
g. Wearing lots of clothing, especially in bed
h. Fear 6touch
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, you must immediately report it
President of Seniorcorp or designee and Human Resources. GooittiPadtective Services (APS) Agency, {757)644
6123 will be notified of any suspected abuse to any Seniorcorp client. Should a nursing employee be suspecte
abuse, the State Board of Nursing will also be notified.

Seniorcorp will reportdaHel eged sexual abuse to the organizationo

AntiRetaliation Seniorcorp prohibits retaliation made against any employee, volunteer, board member, advisory cc
or client who reports a good faith complaint of sexual abuseidpate® ipaainy related investigation. Making false
accusations of sexual abuse in bad faith can have serious consequences for those who are wrongly accused.
prohibits making false and/or malicious sexual abuse allegations, as wdil peostelibgrétse information during an
investigation. Anyone who violates this directive is subject to disciplinary action, up to and including termination.

Investigation and Follow Ujseniorcorp will take all allegations of sexual abuse senalighyoamgtly investigate
whether sexual abuse has taken place. If the result of the investigation suggests wrongdoing on the part of a
employee, Adult Protective Services Agency will be notified. The State Board of Nursing Vdlltbe eotjilegieshou

be employed as a Home Health Aide, Certified Nursing Assistant, Licensed Practical Nurse, or Registered Nurse
wi || cooperate fully with any investigationtafamduc
and impartial investigation, but will have the option of placing the accused on a leave of absence pending the ou
investigation. Seniorcorp will make every reasonable effort to keep the matters involved in the invegigagion as cc
possible while allowing for a prompt and thorough investigation.
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Subiect: Acknowledgmeruf Approved: President
18t sexual AbusPolicy Seniorcorp, LLC: Tom Knox
. POLICY

Seniorcorp will emphasize the importaZs®fTolerancpgolicy prohibiting sexual abuse by requiring each employee to si
acknowledgment of re@ipinderstanding 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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Approved: Director of
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Approved: President

Subject: | Medication Management Seniorcorp, LLC: Tom Knox

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

PRACTICE
All clients are strongly encouraged to utilize mediplanners to make it easier to remember when and if medls have be

caregves can fAremindd clients to take their meds by pl a
out the pills for the right day and time. All caregivers may then document that meds were taken withostatificulty. C:
NOfT all owed to fildl the mediplanners in the cliseont &s

available to perform this duty, the caregiver will call the office and the client can be placed on the medisaon manag
that a RN or LPN can fill the mediplanner weekly or biweekly in accordance with state regulations.

| have read and understand the Medication Management Policy for Seniorcorp as it applies to the home setting.
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) . . . Approved: Director of
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Subiect: Acknowledgment 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 education regarding infectiwadiskion behaviors

Use of universal precautions

Handling, stoginprocessing, and transporting of regulated medical waste according to applicable procedure
Handling, storing, processing, and transporting supplies and equipment in a manner that prevents the spread of
Monitoring staff performance in intexttool practices

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

Ongoing yearly review of infection control policy with sighedigao&nbaf same to be kept in personnel file
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Department: | Clinical Services

Approved: Director of
Clinical Services: Lynn Klinger, RN

Approved: President

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

POLICY

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

PRACTICE
If the Caregiver observes any of these home safety issues they should immediately make the clinical team aware and
the clinical team and the clientds f ami | iy sdfetyissuesitheye c t

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 atfined to the rodreasy access to lights, phone, bell, or communication device

Clear pathways for elderly or room confined patients

Throw rugs, electrical cords, loose carpet, scattered clothing or towels, protruding tables or chairs, etc.
No smoking lred

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

Consider possibility of bedside commodes, patient lifts, and pressemésore pr

NogakrwNhpE

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

4. Stairways
1. Secure handrails
2. Nonslip surfacewatch for loose caipg 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

All electrical devices are kept an arm length from sinks, tubg¢cshowers, e

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 cords or make sure they are heaviyus®sgige protectors

Keep cords out from under rugsvaibita 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 pronggon a pl

11. Have flashlights easily accessible and batteries working

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

CoNor~wWNE
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Fire Safety

A.

Seniorcorp

| Policy: Basic Home Safety Pag 2 of 2

AT THE ORGANIZATION

Nook~kwppRE

Employees know the location of all fire extinguishers.

Employees demonstrate use of fire extinguisher.

Employees know proper fire exit procedures.

Employees know where the meting point is @ukgidditiy and know the contact person to report accountability.
Employees are aware of organization6s smoking re
Employees know emergency assistance numbers if 911 is not available in their area.

All flammable solutions are keptinarhe st orage cabinet identified AF

At TheHOME

1
2.

ok w

Always inquire about smoke detectors and encourage use and battery replacement.

Check for small stoves and heaters and be sure they are free of dust and placed away fromgsirtains, sheet
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 and clear pathways for easy exit in case of fire.

Advise patients about the hazards of smokinglanddtsof smoking in bed or around oxygen.

Be sure patients have access to phone numbers for emergency fire assistance.

Check for containers of flammable liquids that may be stored too close to areas of ignition sources (stove, v
heater, and sxkers).
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I POLICY

Competent adults have the right to decide to accept
condition and the results your decision may have. As long as they are competent, they are the odgcigersamatvho can
medical treatment thentanddo not wanto receive. At some point clients may become too sick to make their own deci
about their medical care. If that happens, then decisions will have to be made for them.

Il. PRACTICE

1.

Seniorcorp

What is an advae directive? Advanced directives are documents signed by a competent person giving directi
health care providers about treatment choices in certain circumstances. There are two types of advanced d
durable power of attorney for healthca( Aidur abl e power o) allows you to n
out your wishes. A living will allows you to sate your wishes in writing, but does not name a patient advocate.

Why have an advance directiVeMany people have straadjrfgs 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.

What decisions should a client consider regarding an advanced directive?

a. Who would yotelito 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 becom
ill? If you were unconscious and not likely to wake up® Bemile®e

¢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 yqgiverareecommend?

Many Seniorcorp clients have an Advance Directive inlpiadmportant that every caregiver review the plan of care t
see if the client has an Advance Directive or a DNR (Doitdté¢)Resunscin the event of an emergency, it is important
to follow the clientbés wishes, and you must call t|
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Subject: | Emergency Preparedness Seniorcorp, LLC: Tom Knox

I POLICY

As a personal care home health agency, we always do our best to provide thelieate tiestdoand desire. During an

emergency or natur al di saster however, we may B8t be
light of this fact, Seniorcorp recommends that all families hgvglarbackasiee Seniorcorp caregiver cannot get to our
clientdéds homes. Al so, it is important to have an eva

Il. PRACTICE

1. Every active Seniorcorp client is assigned a color code upon admissilatedtchacparticular level of readiness or
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 prdx@ratieviooewdcuate

to emergency shelter or safe haven away from disaster area. This would happen without the help of ¢
staff. Family or friend will attend to client for the duration of the crisis. A client residing in a facility wou
given a green level because the facility staff would be responsible for care of this client during a disaster.

Yellovi denotes client requires transportation by emergency transport to an evacuation shelter

Redidenotes client requires transportation lgereapanedical transport with life sustaining equipment to ¢
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 offiee premise
cl i ent éoed. Withimome houg of a declared emergency in the service area, Seniorcorp staff will be able
local EMS personnel with a list of clients, their addresses, phone numbers and their needs.

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

3. Upon admi ssi on, i f i s de e meisastar or amergancycsuch asrameed far assisianqe
with transportation or need for actual physical removal from home upon evacuation orders, or need ffmucontinuou:
hour care which would not be compromised due to cognitive or physjdaleimitatie and demographic information
will be forwarded to the department of emergency preparedness in the city in which the client resides.BEheir inforn
put in a special needs registry which is accessed by EMS workers duringnaeilgsarstgr o

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

5. Seniorcorp will provide inservice trairgantgligency preparedness for caregivers to educate them about their role
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 pnepraerdeess for Seniorcorp clients.

7. As soon as an emergency or disaster is reported/identified, Seniorcorp will announce via emailffitgossible,
intercom if possible, Seniorcorp website if possible, and cell phone communieatinat Wedssile moved to
femergency di saster mode. 0
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Seniorcorp

10.
11.
12.

13.
14.

15.

| Policy: Emergency Preparedness Page 2 of |

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
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 Manag
Kris Parker, Schedule Manager
Ron Lovell, Operations Manager

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

Schedulers will communicate via telephone or cell phone if possible with CEO, Ngirgng Staffcloames.
Twentfour hour cases will be staffed first priority if less staff is available during or immediately following a dise

If clients must evacuate to a shelter, the caregiver should accompany the client andiehatrtiveitbhibléec if
possible.

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

Since different shelters will be available for different emergencies, the Seniorcorp stdMBllcoamthchtbes
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 besoesuasegassible. Again, twenty
four hour cases will be staffed first if there is a shortage of caregivers available. For those clients who t
evacuated with their families or friends, telephone contact will be resumed as soon as plossibbfdaty emslire
resumption of care.

gD OFODN
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Subject: | Cultural Awareness Seniorcorp, LLC: Tom Knox

From childhood, we learn to look at people's differences primarily through cultural or racial identities. iantificaltioralsethgests a

set of generalized expectations covering religion, stylesnéfatmm, attitudes about family relationships, and types of careers or busines
Culture can include how people live, role expectations, child rearing practices, attitudes about time of awiieye ohefitijtiorcepts of
beauty, art, musiood, 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 othays & effajerceletionopir
ability tgrovide services. As caregivers, particularly in diverse communities, it is critical that we have a clear anderatanaéng of wt
individuals. Experiences and life stories guide interactions, expectations and biases. We each have ladigitloal saactien histories

and characteristics. Recognizing this, we can then begin to see others for their unique qualities and gieglvgpsity within th

We can begin to identify our uniqueness and begin to understand how we expgrexasaimitigethid factors that influence our
values, behaviors, ideas, and interpretations of situations. The following is a list of ten factors to exaeiher anddiscuss to
identify personal beliefs that may underlie our expected hehavors of
e 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 INDIVIDDIALLS, BE WACCURATE TO ALLOW ANY ONE
PERSON TO REPRESENT A PARTICULAR CULTURAL GROUP, OR TO ALLOW OUR EXPERIENCES WITH AN INDI
CREATE EXPECTATIONS OF WHAT THE NEXT EXPERIENCE WILL BE LIKE.

It is important to pay attention to personal fealmg$ortisand uncertainties when working with families. These discomforts ca
indications that you are in fact experiencing value differences with a family. Not attending to these feelitigs quafityoofipromis
service and lose the fafodysedpproach.

Part of forming a partnership with families and working together is like a dance; learning when to lead, when iadalow, find
rhythm, and keeping in step. Sometimes toes get stepped on. Acknowledging mistakes and learning to talkwatiout them
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 ddnguiestiies may appreciate the opportunity to
talk abut themselves. Consider it a sign of progress when a family can engage in conversation about culturahaes. irtlividual
is critical, however, not to assume that tletearsiaderstanding of each other because the client hasiseusaifes dith you.

Understanding the conadpdiversity is an oimgp evolving process. This process includes understanding self, understandin
uniqueness of the client and their family,iagd riegtinggroundetween those values @eities There is always much to learn,
and in tit learnig, mistakes will be made. The process outlined here is just a starting place. The integration of these con
caregigr/client interactions formeséfor culturally sensitive, flaulyeatare.

Excerpts taken from fAThe Sourceo, Volume 6, Number 3
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