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The Cottages at Alpine Meadows
The Cottages of Boise
The Cottages at Columbia Village
The Cottages of Emmett
The Cottages at Lochsa Falls
The Cottages of Meridian 
The Cottages of Middleton
The Cottages of Mountain Home
The Cottages of Payette
The Cottages of Weiser

Introduction

Welcome!

As an employee of one of The Cottages listed above, this is your employee handbook.  Throughout this handbook, you will see references to “The Cottages” or to the “company.”  These will be used to describe all the above companies so that we do not need to print and maintain multiple employee handbooks, and all the policies contained herein are identical for all The Cottages. 

You have joined a vibrant, exciting, fast-moving Company.   Many caring, hard-working people have been instrumental in building the success of The Cottages over the years.  As an integral member of our team, you will not only be expected to perform well, you will also be expected to bring your intelligence, experience, and other talents to bear in order to achieve for yourself and for The Cottages the high level of success to which we aspire.

The reputation of The Cottages has been built by providing our residents with the highest quality of care.  Indeed, The Cottages enjoys an excellent reputation in all of the communities in which we operate because of our untiring commitment to excellence and quality service.  In turn, we realize that without quality-oriented employees who take pride in themselves and their responsibilities our success is not possible.

We believe that every single employee is important. While there is no single rule that can guarantee success in any business, there are certain fundamental things that determine an individual’s progress.  All employees are expected to 1. Be on time.  2. Demonstrate compassion for our residents.  3. Pay attention to details.  Finally, 4. Have a good attitude. Our residents and their welfare are the most important aspects of what we do.  Employees that follow these rules and are always willing to take on greater responsibility are more likely to succeed. 

We hope you will take pride in being a member of The Cottages team. The purpose of this handbook is to acquaint you with The Cottages expectations and personnel policies.  A complete handbook of our general operational policies is also available for you to read.  This handbook also outlines certain benefits available to employees.  While we hope that your employment will be long lasting, employees are, of course, free to resign at any time, and the at-will employment may be terminated by The Cottages at any time with or without cause and with or without notice.

Four Things Expected At
The Cottages


1. Be on Time

2. Demonstrate Compassion for our Residents

3. Pay Attention to Details

4. Have a Good Attitude



Equal Employment Policy


The Cottages believes that all persons are entitled to equal employment opportunity and does not discriminate against its employees or applicants because of race, color, religion, sex, national origin, citizenship, veteran status, age, physical disability, sexual orientation, gender identity or any other consideration made unlawful by applicable federal, state, or local laws.  Equal employment opportunity will be extended to all persons in all aspects of the employer-employee relationship, including recruitment, hiring, upgrading, training, promotions, transfer, discipline, layoff, recall, and termination.  The Cottages will make reasonable accommodations for the known disabilities of an employee unless undue hardship would result.  All employees will be required to meet any bona fide occupational qualifications specific to employment in an assisted living facility.  These may be specific to the individual Cottage sites depending on a number of various circumstances. (For example, women residents may not wish to have a male staff member assist them with their bathing, toileting, or dressing needs and he, therefore, would not be able to work in an environment where this would be required of him.)

If you believe you have been subjected to any form of unlawful discrimination or harassment, report the facts of the incident, names of the individuals involved, and the names of any witnesses to the onsite manager/administrator.  The Cottages will promptly and thoroughly investigate all claims and ensure that appropriate action will be taken.  Any employees found to have engaged in unlawful activity will be subject to disciplinary action at the discretion of The Cottages.  

No action will be taken against any employee in any manner for reporting or opposing any form of unlawful discrimination harassment.
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Rules and Regulations


· Employees are required to follow the instructions of their supervisor, or his/her representative.
· Employees are required to be courteous to all residents’ families and other employees at all times.
· Employees are required to demonstrate compassion for all residents!
· Employees are required to be honest!  Any employee caught stealing from The Cottages, a resident, or from any other employee will be dismissed immediately.
· Employees are required to take care of The Cottages building and equipment.  Any employee caught doing harm to any of The Cottages property will be dismissed.
· Employees are required to be reliable and to be at work on time.  Any employee who anticipates missing work needs to inform his supervisor immediately.  Tardiness, no call/no shows, and leaving the building without permission is not tolerated
· Employees are required to use judgment that is in the best interest of the employer and his business efforts while performing their duties.
· Employees are expected to know and follow The Cottages Safety Policy.
· Employees are expected to know and follow The Cottages Drug Free Workplace policy.  Employees are drug screened before hire and randomly thereafter.
· Employees are expected to know and follow The Cottages Operational policies as well as any other expressed or implied policies as established by their supervisor.
· Employees are expected to know and follow The Cottages dress/grooming code.
· Employees are not to consume any of The Cottages food without the permission of their supervisor, nor are they to share any with anyone not a resident or approved visitor.
· Employees are expected to take all actions necessary in the safeguarding of the resident’s life and/or body at all times in accordance with any advanced directions or wishes of the resident.
· Employees are required to be up and awake at all times and actively engaged in the performance of their duties.

*violation of any above rules and regulations could lead to immediate termination of employment 
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Open Door Policy


The Cottages is committed to maintaining a positive and pleasant environment in which to work and believes in an open-door policy.  You are encouraged to see your immediate supervisor with suggestions, questions, or concerns relating to your job.  Your administrator will be able to help guide or assist you in the appropriate actions to take.  If at any time you are not satisfied with the results from consultation with the administrator, you can also speak/meet with an executive member of management over operations.  After following these steps, you are also free to speak with Mark Maxfield.    

While this procedure cannot result in every problem being resolved to your satisfaction, The Cottages values your input, and you should feel free to raise issues of concern.  We are confident that by maintaining open channels of communication nearly all concerns or questions can be resolved.  

Refrain from gossiping, back biting, or expressing in any way a general bad attitude towards coworkers, the residents, their family members, or any visitors of The Cottages.  Many of the residents look to you constantly for assistance and how you feel or present yourself, oftentimes, has a great effect on how they in turn feel.  
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Gift Receiving Policy


The Cottages does not allow taking or receiving gifts from residents or their family members.  This includes cash, clothing, furniture, or any other items of value.  Exceptions to this are thank-you cards and birthday gifts which fellow employees or supervisors may give you.  Occasionally family members may wish to express their sincere gratitude after the death of a loved one for all the care and service they received.  The administrator may allow family members to give small tokens of their appreciation to the staff as a whole.  This decision is made by the administrator only after consultation with the operations manager and only on a case-by-case basis.  If you have received something from a resident and/or family member and are unsure if it is appropriate to keep it, consult with your administrator.  

The Cottages does not discourage payment for services rendered, but because of the frail nature and questionable cognitive ability of many of our residents, we do not allow individual staff members to receive gifts from individual residents or their families.   Items that were once given as gifts often times become items that are “lost” or “stolen” and The Cottages does not wish any of our employees to become suspect of theft or misappropriation.  In conclusion, the staff are paid for their time and should not accept further payment or gifts.  Staff should not allow residents to feel obliged to tip or pay for their services.
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Benefits Policy


Definition of PTO (Paid Time Off):  To provide employees with flexible paid time off from work that can be used for such needs as vacation, personal or family illness, doctor appointments, school, volunteerism, and other activities of the employee’s choice.  

Eligibility:  All regular full-time employees are eligible for company benefits.  To be considered full time, the employee must be regularly scheduled for at least 30 hours weekly.  Probationary employees are not considered eligible for benefits regardless of full-time status.  The probationary period is considered to be 90 days from the date of hire.  New employees are considered probationary until they pass and complete a job performance evaluation.  Once the employee passes this performance evaluation, they are then considered non-probationary and are eligible for benefits if they work at least 30 hours weekly.  

Guidelines:  PTO will start accruing after the employee’s probationary period is complete, and they pass their performance evaluation.  PTO accrues each pay period and is displayed on the employees pay stub.    

Accruals & Maximums:  All eligible full-time employees earn an accrual equivalent of seven personal days (56 hours) per year and can accumulate up to a maximum of 112 hours.  Once an employee reaches 112 hours, their PTO will stop accruing.  In addition, to reward employee loyalty, the PTO accrual will increase by 2 additional days per year on the completion of the employee’s 1st, 3rd, 5th, and 10th anniversary.  PTO accruals and maximums are dependent on the employee’s tenure. (see below)

	Years of Service
	  Annual Accrual
	Maximum Hours Employee 
Can Accumulate

	
  < 1 year
	
  7 days (  56 hours)
	
112 hours

	  1
	  9 days (  76 hours)
	144 hours

	  3
	11 days (  88 hours)
	176 hours

	  5
	13 days (104 hours)
	208 hours

	10+
	15 days (120 hours)
	240 hours




Accumulated PTO is not paid at the end of employment.



.

Bereavement Policy


 The Cottages is sympathetic to the needs of employees and the families of employees when there is loss of a loved one. The Cottages provides Bereavement Leave to allow employees to attend to the legal, financial, and emotional needs of their families in the event of such loss.

Eligibility 
All full-time staff is eligible for paid leave upon the death of an immediate family member. Immediate family member is defined as a spouse or significant other, child, parent, sibling, grandparent, grandchild, or parent in-laws.  Employees may be required to submit proof of their relationship to the deceased.

Length of leave 
Bereavement Leave is a paid leave and is granted for no more than three days or a total of 24 hours per event. If additional time is necessary, the employee may elect to use accumulated PTO or leave without pay with the approval of his/her supervisor.

Notification 
Employees taking Bereavement Leave will notify their supervisor as soon as possible of the funeral arrangements, anticipated length of leave, where the employee can be reached during the Leave, and other appropriate information. In no case will Bereavement Leave begin before the Supervisor is notified.











Anti-Harassment / Non-Discrimination Policy


The Cottages is committed to maintaining a work environment that is free of discrimination.  In keeping with this commitment, we will not tolerate any form of harassment or unlawful discrimination against or employees by anyone, including supervisors, other employees, vendors, clients, or residents.  All employees are expected to avoid any behavior or conduct that could reasonable be interpreted as unlawful harassment of employees or persons who do business with The Cottages.

Harassment consists of unwelcome conduct, whether verbal, physical, or visual that is based upon a person’s protected status, such as sex, color, race, ancestry, religion, national origin, disability, veteran status, citizenship status, sexual orientation, gender identity or other protected group status.  Harassment includes conduct that denigrates or shows hostility or aversion toward an individual because of his or her protected status or that of his or her relatives, friends, or associates.

Sexual harassment deserves special mention.  Unwelcome sexual advances, requests of sexual favors, and other physical, verbal, or visual conduct based on sex may constitute sexual harassment.  This conduct is unlawful when (1) submission to the conduct is an explicit or implicit term or condition of employment, (2) submission to or rejection of the conduct is used as the basis for an employment decision, or (3) the conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or offensive working environment.  Sexual harassment may include such actions as: sex-oriented verbal “kidding,” “teasing,” or jokes; foul or obscene language or gestures; display of foul or obscene printed or visual material; physical contact such as patting, pinching or brushing against another’s body; and demands for sexual favors.  While such conduct generally can amount to sexual harassment only if it is both unwelcome and either severe or pervasive, The Cottages nonetheless discourages any such conduct in the workplace, regardless of the circumstances.

Everyone at The Cottages, and especially each supervisor, is expected to avoid any behavior or conduct that could be interpreted as unlawful harassment.  All employees should also understand the importance of informing an individual whenever that individual’s behavior is unwelcome, offensive, in poor taste, or inappropriate.

If you feel that you have experienced or witnessed discrimination or harassment, you are to notify immediately your supervisor, the manager of your facility, or an owner of The Cottages, who will take steps to ensure that your report is properly investigated. There will be no retaliation against anyone for reporting discrimination or harassment, or for cooperating with an investigation of a complaint of discrimination or harassment.

The policy of The Cottages is to investigate each complaint promptly and to keep complaints and the result of our investigation confidential to the fullest extent practical.

If an investigation confirms that a violation of this policy has occurred, then appropriate corrective actions, including disciplinary measures, will be taken.  In investigating complaints of harassment under this policy, The Cottages may impose discipline for inappropriate conduct without regard to whether the conduct constitutes a violation of the law and even if that conduct does not rise to the level of violation of this policy.  The Cottages will advise interested parties of the outcome of an investigation, although not necessarily all details of the actions The Cottages has taken to maintain a harassment-free environment.



Holiday Pay


We will observe the following six days as paid holidays:

1. New Year’s Day
2. Memorial Day
3. July 4th
4. Labor Day
5. Thanksgiving Day
6. Christmas Day


All hourly employees (facility) that work on any of the holidays listed above will be paid holiday pay at one and one-half times their regular hourly rate for the hours that they worked during the holiday.

All exempt salaried employees (corporate & Administrators) will be paid 8 hours of holiday pay on the above observed holidays.  If the holiday lands on a Saturday, the Friday prior will be observed as the holiday.  If the holiday lands on a Sunday, the next Monday will be observed as the holiday.  

All hourly, full-time employees (corporate & Administrators) will be paid for 8 hours on the above observed holidays.  If the holiday lands on a Saturday, the Friday prior will be observed as the holiday.  If the holiday lands on a Sunday, the next Monday will be observed as the holiday.  

All hourly, part-time employees (corporate) will not be paid for the above holidays unless you are required to work (if you are required to work, you will receive one and one-half times your regular hourly rate of pay)

All non-exempt, salaried employees (corporate) will not be paid for the above holidays.
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Family and Medical Care Leave


After one year of aggregate employment, any employee who has worked at least 1250 hours (excluding vacations, holidays, sick leave, and leaves of absences) during the immediately preceding 12 month period will be granted an unpaid leave of absence due to the birth of a child, the placement of a child by adoption or for foster care, or to care for a child, spouse or parent with a serious health condition, or on account of the employee’s own serious health condition.

Leave time may not exceed 12 weeks off in any 12-month period, commencing with the first day on which any family and medical care leave is taken.

An employee who takes family or medical care leave must substitute for such leave any vacation time that the employee may have accrued.  If an employee takes leave because of the employee’s own serious health condition, the employee must substitute for such leave any sick leave time that the employee may have accrued.

No more than a combined total of 12 weeks of family and medical care leave in a 12-month period will be granted to a husband and wife who both work for The Cottages where the leave is taken on account of the birth of a child, for placement of a child by adoption or for foster care, or to care for a child, spouse, or parent with a serious health condition.

If the leave is due to a serious health condition in the employee’s family or the employee’s own health problems, it will, upon request, be granted to an employee on an intermittent basis.  If the employee has requested intermittent leave, The Cottages may temporarily transfer the employee to another position which better accommodates recurring periods of leave, provided that the employee is qualified for the other position and that the employee continues to receive equivalent pay and benefits.

No leave will be granted to an employee unless he or she submits a written request for a family and medical care leave stating the beginning date and length of such leave.  If the employee’s need for family or medical leave is foreseeable, the employee must provide The Cottages with reasonable advance notice of the need for the leave.  Written updates may be required from time to time thereafter.  Failure to comply with these requirements is grounds for denial of a family or medical care leave.

Where the leave is requested to enable the employee to care for a  seriously ill child, spouse or parent, or because of the employee’s own serious health condition, the employee must furnish a doctor’s written certification, on a form provided by The Cottages, including the date that the serious health condition commenced, and an estimate of the amount of time that the doctor believes the employee needs to care for a family member, and a statement that the serious health condition warrants participation of a family member to provide care during a period of treatment or supervision.  For leave because of the employee’s own serious health condition, a written 


certification must also indicate if the employee is unable to perform work of any kind or is unable to perform the employee’s written job description.  Prior to granting leave because of an employee’s own serious health condition, The Cottages may request a second medical opinion rendered by a doctor of its choice.  If the opinions of the employees’ and The Cottages doctors differ, The Cottages may require a final and binding opinion from a third doctor jointly approved by The Cottages and the employee.

If the leave is required due to a planned medical treatment, the employee must make a reasonable effort to schedule the treatment to avoid disruption of The Cottages’ operations.

Family and medical care leave is without pay.

The Cottages will, however, continue to pay that portion of the premium for the employee’s (and dependent’s) health insurance that The Cottages would have to pay but for the employee’s leave.  The employee will be responsible for paying for the employee portion of the health insurance premium, and such payment will be due at the same time as if it had been made by payroll deduction. Such payment by The Cottages will continue for a maximum of 12 weeks in any 12-month period.

Where family and medical care leave has been taken by an employee on account of the employee’s own serious health condition, before the employee returns to work, the employee must provide The Cottages with a doctor’s certification that the employee is able to resume work.  The Cottages reserves the right to require a physical examination by a doctor of its choice to determine if the employee is able to perform the essential functions of the employee’s job as set forth in the employee’s written job description.

Upon return from a family and medical care leave The Cottages will use its best efforts to return the employee to a position which is the same or similar to that which was previously held.
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Ethical Standards


The Cottages is committed to conducting our business in accordance with the law, and with integrity, honesty, and fairness.  This applies to our dealings with residents and their families, suppliers; with those we contract services with, and with each other.  You should not do anything in the course of Cottage’s business that violates the law or your own ethical standards, nor should you be asked to do so.  If you become aware of a situation, which you believe violates appropriate legal or ethical standards, please discuss it with your supervisor.  Your privacy and confidentiality will be respected.  



[image: Image result for ethical standards]

Commitment to Confidentiality


Over a period of time, The Cottages has developed certain information, processes, procedures, forms, contacts and associations, customer lists, etc., which are an important part of our business. It is essential for all employees to realize that this information is proprietary and is the property of The Cottages.  It is a violation of your responsibility to your employer for you to share this information with any party or to use it for your own purposes.  Keeping this information confidential is a specific condition of your employment with The Cottages.  If you are uncertain what information should be considered confidential, ask your supervisor.  

Unless there is a written contract to the contrary, any work produced during your employment with The Cottages, is considered “work for hire’ and the rights to such work belongs to the Cottages.
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Social Media Policy

Introduction:  The Cottages recognizes the importance of the Internet in shaping public thinking about our company and our current and potential employees, partners, and customers.  The Cottages also recognizes the importance of our employees joining in and helping shape industry conversation and direction.  Therefore, The Cottages is committed to supporting your right to interact knowledgeably and responsibly on the Internet through blogging and interaction in social media.  Facebook, Myspace, Twitter, YouTube, TikTok, etc., and many other online networking communities are the fastest growing form of communication between people and business.  Social Media provides a great way for staff, volunteers, residents, and their families to share information and advocate for The Cottages. 
 
Purpose:  While other social media applications may be used in the future, Facebook, Instagram, Twitter, YouTube, and TikTok, are now serving as our first phase in developing an official social media presence for The Cottages and our assisted living communities.  This will help augment our current marketing efforts and leverage our online presence and get the most out of our efforts.  All of this is to help us with a certain purpose in mind---to educate and inform the public of the superior services and assisted living care provided at all the communities with The Cottages. 

Guidelines:  Recognizing that the use of online blogs and other social platforms is popular with our staff and our potential customers, The Cottages has a Social Media Policy as outlined herein to help guide the staff in appropriate communication on the internet.  The guidelines will help you open up a respectful and knowledgeable interaction with people on the Internet.   They also protect the privacy, confidentiality, and interests of The Cottages and our current services, employees, partners, customers, and competitors.  

As an employee or associate of The Cottages you may do the following:
· Mention on your blog or website that you are an employee of The Cottages.
· Share with others the nature of what you do, i.e.  Provide personal care for the elderly.
· Talk about exciting activities and/or events that are coming up.
· Mention the positive aspects of your job that you like.
· Speak respectfully about the company in general in a positive, uplifting manner.
· Drive traffic to our website or encourage others to visit one of our locations.

You may not:
· Speak on behalf of the company, nor represent that you do so, unless you have permission from the owners.
· Share information that is confidential and proprietary in nature about the company.
· Speak about particular residents by name or about the residents in general in a negative way.  Do not disclose a resident’s identity or health condition in any way.

· Speak about your manager/supervisor in a negative or demeaning way.
· Speak about fellow employees or associates in a negative or demeaning way.
· Speak about the company in any manner that is negative or casts a bad light.
· Post pictures or likenesses of residents or other employees.
· Share your feelings in specific or general about your job if they are negative or contrary.
· Use The Cottages logo or trademarks without explicit permission from the owners.
· Share anything at all that is inflammatory, offensive, or derogatory in nature.
· Take photos of residents or facility on your personal cell phone
Conclusion:  Please remember that this policy is intended to help you blog responsibly. Those that do not will be subject to immediate disciplinary action, which may include termination.  You must recognize that you are legally liable for anything you write or present online.  Employees will be disciplined by The Cottages for commentary, content, or images that are defamatory, pornographic, proprietary, harassing, libelous, or that can create a hostile work environment.  You can also be sued by the company, employees, competitors, and any individual or company that views your commentary, content, or images as such stated above. 

The Internet is your permanent record.  Everything you post on the Internet is cached by Google forever, and otherwise copied to innumerable other places out of your control.  The Internet is a pen, not a pencil. 

There will likely be events or issues that are not addressed in these Guidelines. Therefore, the
responsibility lies with each individual to use good judgment.  So, when in doubt, don’t post it!
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Employee Privacy

We do not monitor employee communications or activities outside of the performance of your duties.  It is our philosophy that your personal life is your business, but activities on the job, on our premises, or that affect The Cottages or our residents, are not only our concern, but also our responsibility.  Under the law, an employer has the right to monitor communications and activities in the workplace and to inspect anything stored on The Cottages property.  We reserve the right to conduct whatever monitoring by video or otherwise or conduct any inspections management deems necessary for adequate supervision of the conduct of business or quality control.  Please remember that monitoring or requesting a search is not an accusation of wrongdoing.  However, your cooperation, if requested, may be a condition of continued employment.

It should be understood that The Cottages work time, equipment, and property are for the purpose of conducting The Cottages business.  Any files, electronic or otherwise, on The Cottages property are expected to relate to Cottages business, not personal matters.  Any matters or items that you wish to remain private should be conducted outside of business hours and stored outside of The Cottages property.  Any computer hardware, software, e-mail, voicemail, Internet, or other electronic equipment or service made available to you is expected to be used solely for the conduct of The Cottages business during your work hours.
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Attendance

All employees of the company are expected to arrive at work punctually and be at their work area at their agreed upon starting time for their particular shift.  When employees fail to report to work, or fail to report in a timely manner, productivity suffers.  An unfair burden of extra work may be placed on others when an employee is tardy or absent.

The Cottages recognizes that there may be times when an employee is unable to work or must be late because of illness or personal emergency.  When these situations arise, an employee should call the administrator as far in advance as possible but no later than 3 hours before the start of the employee’s shift.  

The employees should keep the administrator informed if the absence extends for more than one day, according to the above, unless otherwise directed by the administrator.  For an illness causing more than a three-day absence, a doctor’s note may be required to define the illness and confirm the employee’s ability to resume work.

A reasonable level of occasional sick days is considered to be no more than six days per rolling calendar year.  The company recognizes that there are times when a child, spouse, or other family member is sick and incapable of self-care.  Accrued PTO may be used in these situations as well.  However, the reasonable level of usage in total is still considered to be six days in a rolling calendar year.  Extended illnesses or injury periods are addressed elsewhere in this handbook.  (See Family Medical Leave Act)

Under no circumstance will the Cottages tolerate any abuse of this policy.  Excessive tardiness, absenteeism, or other attendance problems including failure to observe work schedules, leaving the work area during the assigned work hours without notifying your supervisor, excessive partial day absences, failure to notify your supervisor in advance of tardiness or absence, failure to return to work upon the expiration of vacations or leaves of absence, or similar problems will not be tolerated.  Abuse of this policy is cause for disciplinary action up to and including termination.
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Job Abandonment

Any employee who fails to report for work and fails to notify his or her supervisor in advance of the reason for the failure to report to work, will be presumed to have resigned his or her position with the company.
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Jury Duty

The company encourages employees to meet their civic duty to serve on juries and appear as witnesses in court cases, if summoned.  An employee who is summoned for jury duty will be paid his or her regular pay for the period of service exclusive of travel expenses.  However, the amount of jury duty fees received by the employee will be deducted from the regular salary.
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Relationship Policy/Employment of Relatives

The company does not have a rule prohibiting dating between employees.   All employees are cautioned, however, that personal relationships are not to intrude in any fashion into the workplace.

Nepotism, the hiring or favoring of employees on the basis of a relationship rather than merit is against the philosophy of the company.  The company will consider for employment any individuals who qualify for job vacancies on their own merit.  However, the company will not hire, transfer, or promote any relative who would place him or her in a position where: 
· One relative would have the authority to hire, supervise, discipline, terminate, or evaluate the performance of the other.
· One relative would be responsible for auditing the work of another.
· Any other circumstance which would place the related persons in a situation of actual or reasonably foreseeable conflict between the employer’s interest and their own.  

Any and all exceptions to this rule are to be approved on a case-by-case basis by one of the executives of the company only. 

If two employees who fall within one of the above circumstances become related, the situation may be resolved by the acceptance of a transfer of one of the employees to another acceptable position for which the employee is qualified.  If no other position is acceptable or available, the employees involved may be asked to decide which one will resign his or her position.

The term relative is defined as mother, father, wife, husband, child, grandchild, sister, brother, grandparent, stepmother, stepfather, stepchild, aunt, uncle, or cousin.  Exceptions to this policy must be authorized in writing, by the owner and/or his designee.
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Visitors

We ask that you do not receive personal visitors during work hours.  Arrange to meet visitors on personal business before or after work.  Personal visitors should not be permitted in work areas.  Exceptions to this rule are approved by the administrator of your facility.







[image: Image result for no visitors]

Use of Company Property

All employees are expected to take reasonable care to safeguard company property assigned to them.  A terminated employee must return all company property to his or her supervisor by the employee’s last day of work.  Theft or misuse of any company property may lead to disciplinary action, up to and including termination.  The following actions are examples of prohibited uses of company property:  use of company facilities or equipment for private business pursuits; solicitation of company clients for employee’s private business pursuits; and /or use of company time for private business pursuits.
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Theft Policy

The Cottages does not tolerate theft of any kind.  This includes theft of food or any property of The Cottages, residents, employees, or visitors.  Theft is a criminal offense and a serious violation of The Cottages’ standard of conduct and will result in immediate termination of employment as well as possible criminal prosecution.  Theft of property affects everyone.  It decreases morale, productivity, and the overall sense of safety and wellbeing for our residents and employees.  If you know of or suspect any theft occurring in the home, it is your responsibility to report it immediately to the administrator.  Failure to do so may implicate you in future theft investigations.  There is no place for theft in the workplace, and by working together we can ensure that The Cottages remains the absolute best place to be for both employees and residents.  
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Telephone Use

Please limit the use of our telephones for personal business to emergency situations only.  Employees shall be responsible for reimbursing the company for all personal long-distance telephone calls charged to company telephones.  Telephone bills are audited; any deviation from this policy will be grounds for discipline up to and including termination.
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Computer Use

The use of The Cottage’s computers and network will be only for the purpose of conducting business.   Violations will be taken very seriously and may result in disciplinary action, up to and including termination, civil and /or criminal liability.
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Internal Document Use

All of The Cottages’ policies, procedures, forms, and documents are created and distributed from the home office. At no time should an employee create or use documents that are not authorized from the home office. Approved documents can be located on the intranet site.  Employees who wish to submit suggestions, ideas, or new documents for internal use, need to send the information to the CEO’s assistant for review and approval. Not following this protocol will be grounds for disciplinary action up to and including termination. 
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Vehicle / Driving Policy


Company-owned vehicles and/or those used by company employees will be operated in a safe and economical manner.  Employees are to operate vehicles in a manner consistent with the Vehicle/Driving Policy of The Cottages.  Operating any vehicle outside outlined rules in the Vehicle/Driving Policy may result in forfeiture of all driving privileges and/or termination.  

1. All employees who, as a requirement of their job, drive a company vehicle are expected to operate the vehicle in a lawful, safe, and responsible manner.  All accidents and moving violations involving company vehicles must be reported to the appropriate supervisor immediately.  All accidents will be reviewed by the safety committee and classified as either preventable or non-preventable.  A preventable accident is defined as an accident in which the driver failed to do everything reasonably possible to avoid it.  Employees are responsible for reimbursing the company for all damages to the vehicle that are not covered by insurance, provided that the company accident review shows a recklessness and/or irresponsibility.

2. On an annual basis, all employees who drive company vehicles must provide proof of a valid driver’s license from the state in which they work.  If an employee fails to maintain a valid driver’s license and/or fails to notify the company immediately of involvement in an accident or citation in a company vehicle, then the company may take disciplinary action up to and including termination.

3. While driving, attention to the road and safety must always take precedence over using a cell phone.  Cell phone use while driving should be kept to a minimum.  Drivers need to be aware when use of the cell phone is creating a distraction from safe driving and adjust their usage, accordingly, including using hands-free devices and/or pulling off the road to continue/finish the conversation.  Whenever possible, drivers should complete calls while the vehicle is parked and/or hands-free device is in use.  Driver is responsible to obey all laws pertaining to cell phone usage while driving.  Texting while driving is prohibited.

4. Employees who operate a company vehicle are prohibited from using the vehicle for personal use other than regular commuting or de minimis errands.

5. Employees who operate a company vehicle during or after work, whether on business or personal time, in an unsafe manner or while under the influence of drugs or alcohol, may be subject to disciplinary action up to and including termination

6. All traffic violations received while operating the assigned vehicle will be paid by the employee.

7. The employee is not to give permission for the vehicle to be driven by any other person, including family members.  

8. Report vehicle defects and needed repairs immediately to company management so necessary repairs can be made.  
Safety Policy for The Cottages 


The Cottages stresses the importance of following safe practices/guidelines while at work.  Accidents represent a needless waste of human resources and economic loss.   The Cottages also prohibits any acts or practices by employees that may serve to misrepresent or defraud in an effort to receive workers compensation benefits.  This practice is a criminal offense, and The Cottages will investigate all suspected illegal workplace injury claims. Workers’ compensation is there to help workers with legitimate work-related injuries in returning to work as soon as possible.

The overriding philosophy of The Cottages in regard to safety, and work-related injuries, is to return the employee back to full duty as soon as possible.  The practice of The Cottages is to continually strive to maintain a safe environment for all employees.  It is proven that it is in the best interest of the employee, and the employer, if the injured worker is returned to work as soon as possible.   Not only does this improve the ability to give raises, benefits, bonuses, and gifts, but also lessens the impact on the staff and other employees at the job site and enables the employee to rehabilitate quickly and still feel productive.  

Everyone, including employees, and all levels of management, have a primary responsibility to practice safe work procedures and ensure safe working conditions.  Any employee with safety concerns should immediately notify their supervisor. All employees should practice safe lifting procedures as instructed while on duty.  All direct care staff should be mindful of the resident’s level of cares and lifting requirements before providing direct care to residents.  All employees that provide direct care are required to use a gait belt while transferring residents.  This is MANDATORY!  Supervisors and all employees are expected to follow the work methods and procedures established by the company.  

It is the policy of The Cottages employees to work safely and to further encourage your fellow workers and others to do the same.  To promote this, The Cottages has various gifts and monetary prizes available to all staff members who work safely.  All employees are eligible.  The gifts are contingent upon the entire home maintaining an accident-free record on a month-to-month basis.  The purpose of this program is to simply further encourage all Cottages employee to work safely and is in no way intended to discourage the reporting of all legitimate accidents and workplace injuries to the supervisor.  There will be absolutely no reprisal on the behalf of the reporting employee for those that report a workplace injury.  

These responsibilities can be met by striving continually to promote safe work practices among all employees and to maintain property and equipment in a safe operating condition.  By working together, we can maintain a safe, efficient, and injury free organization.  Remember…. THINK SMART, WORK SAFE.







Injury Procedure:

1. All injuries are to be reported immediately to the administrator.  If the administrator is not on duty, then they are to be reached at home or by phone before the employee leaves his/her shift. It is mandatory that Medcor (a triage service for injuries) is called by the administrator (if available) and the injured employee immediately at 1-800-775-5866. An Incident Report is to be filled out and left on the administrator’s desk.  If the injury is extremely serious or life threatening, either call or have a coworker call 911.  Notify the administrator as soon as possible.

2. Fill out an Incident Report and First Report of Injury fully describing the incident including any witnesses.  These documents can be found on the E-binder on Blue step.  The Incident Report is to include the nature of the injury, and how it happened.  This is to be completed before or at end of shift and before leaving work.

3. Assist administrator in filling out First Report of Injury worksheet.  (Administrator may or may not require assistance from employee for this.)

4. If a doctor visit and/or medical attention is required for a non-emergency situation, as instructed by Medcor, the Administrator will assist the employee with setting up an appointment with The Cottages’ work comp provider.  As allowed by law, the administrator may choose to attend this appointment with you.  The employee is not to deny access to the doctor from the administrator.  It is Idaho law and company policy that all injured employees are treated by the work comp provider chosen by the company.  If an employee chooses to see their own doctor, all expenses will be the responsibility of the employee.  

5. The employee is to return to work on the next scheduled workday unless instructions have been received from the attending physician. All work restrictions and instructions from the doctors are to be given to the administrator immediately upon receiving them from the doctor.  The doctor’s office will usually include the administrator in all communications; however, the employee will further inform the administrator of all the details from the doctor and/or physical therapy visits.  

6. Contact the administrator at least weekly for an update on your status.  This is mandatory.
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Light Duty Job Descriptions:  (see included job description sample)

In an effort to returning the employee back to work as soon as possible, The Cottages will implement a light duty job description for the injured employee where applicable.  This job description will be specific and tailored to the individual medical requirements of the employee as based upon the restrictions from the physician.  The Cottages will attempt to accommodate all restrictions where feasible; however, there may be times when it is not possible.  This decision is made by the administrator and is at their sole discretion.  The Cottages will try to offer work consistent with the employees scheduled shift and hours/days of work where possible, but no guarantee of this is made and is not always possible.  The employee may be offered work consistent with restrictions at any of the other The Cottages locations.  If the distance required for travel is deemed excessive, mileage reimbursement may be offered.  If an offer of work consistent with medically authorized work restrictions is made and the employee either is unable or refuses to accept, then this will be considered a work refusal and notification of such refusal will be sent to the treating physician, as well as the claims examiner with the Workers Comp Insurance carrier and The Idaho Industrial Commission.  This may reduce or eliminate benefits the injured worker is eligible for.  

Because of the possible reduced workload required of the injured employee and the resulting increase of workload for the other employees, The Cottages may lower the wage of the injured employee to the federally mandated minimum wage.  This is at the discretion of the home administrator.  No expectations should be drawn that would serve to obligate either The Cottages or its employees.  It should be understood that oftentimes a light duty job description for one employee places undue burden on the employer and the other workers.  The light duty job description is in place solely for the temporary benefit of the employee to more quickly enable him/her to return to full duty.  A light duty job description is a privilege to assist the employee and should be considered neither a right nor a burden.  In conjunction with this, any employee who may be placed on a light duty job restriction is required to maintain a happy, positive attitude. Employees who work begrudgingly, foster a hostile work environment for the other employees.  Any employee who has been placed on a light duty job description, and then executes duties that are considered medically restricted shall jeopardize any workers compensation benefits and may be subject to termination.  Employees who gloat or showboat the fact that they are on limited duty to the other employees will also be subject to discipline and/or termination.   

All light duty job descriptions are formulated collaboratively by the home administrator and medical personnel at the health care facility.  All questions about this policy should be taken up with their administrator.







The Cottages purchases workers’ compensation insurance from an insurance carrier.  

While workers’ compensation protects an employee, who may be injured on the job, the protection is not free, and all claims ultimately are paid by the company, and the employees, in the form of increased insurance premiums, reduced profits, and lost employee raises and other benefits.

The Cottages encourages all employees to report injuries immediately and to only utilize workers’ compensation coverage as it is intended and eliminate work comp insurance fraud and abuse.

By signing this Employee Handbook, you acknowledge that you understand that workers’ compensation claims are to be filed only when injuries while in the course of your duties on the job.  You are also acknowledging that you understand that false injury or disability claims are a crime.  Insurance fraud is a criminal offense that will be prosecuted in the state of Idaho.  You are also stating that you have read and understand the safety policy, injury procedure form, light duty job description form.  















[image: Image result for workers compensation]










Non-Compete Policy

The undersigned Employee (the “Employee”) of The Cottages, LLC (the “Employer”) hereby promises the Employer:

1. To keep the Employer’s business secrets including, but not limited to, client lists, suppliers, logistical, financial, research and development information confidential and not to disclose the employer’s business secrets to any third party during and after the term of the Employee’s employment for a period of eighteen (18) months; except with the prior written authorization of an officer of the Employer.

2. That upon termination of the Employees’ employment with the employer for any reason, the Employee will not solicit any client of the Employer that was a client of the Employer during the course of the Employee’s employment with the Employer whether or not knowledge of the client is considered confidential information, or in any way aid and assist any other person to solicit such client for a period of eighteen (18) months from the date of termination of the Employee’s employment and within a one hundred (100) mile radius from the previous employment location.

3. If any part of these promises is void for any reason, the undersigned accepts that it may be severed without affecting the validity or enforceability of the balance of the promises.

4. Employee acknowledges that any breech of the promises contained herein may result in the Employer seeking whatever legal remedies are available to the Employer by law including monetary damages.
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Smoke and Vape Free Workplace Policy

The Cottages is a smoke and vape free employer.  The cottages is committed to providing a safe and healthy workplace and to promoting the health and well-being of its employees and residents.  Employees who do not comply with this policy will be subject to disciplinary action up to and including termination.

It is the policy of The Cottages to prohibit smoking and vaping on all company premises to provide a safe and healthy work environment for all employees.  Smoking is defined as the act of lighting, smoking or carry a lighted or smoldering cigar, cigarette, or pipe of any kind.  Vaping refers to the use of electronic nicotine delivery systems or electronic smoking devices such as e-cigarettes, e-pipes, e-hookahs, and e-cigars.

This policy does not apply to residents of The Cottages who choose to smoke or vape and any visitors who are visiting their friends and family who are residents of The Cottages.  Any and all smoking by residents and visitors is to be conducted outside of the building in designated areas.

This policy applies to:
· All areas of buildings occupied by company employees.
· All company-sponsored offsite conferences and meetings.
· All vehicles owned or leased by the company.
· All company employees
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Dress/Grooming Policy
	
We want our employees to be comfortable while working and still maintain a focus on professionalism.  The Cottages requires all employees to be neat, clean, and free of any foul odors not associated with the performance of their duties.  Clothing and attire should be such that it does not draw unusual attention to oneself.  The appearance of the employees is the first thing that many visitors see upon entrance to the facility.   What does your appearance say about you?

Clothing is to be clean, well fitted, and in general good condition so as to appropriately cover the body in a modest manner.    Immodest attire would include shorts, holes in clothing, belly shirts, etc.  Open-toed shoes are not to be worn while on shift because of the rules and regulations governing kitchen and food serving areas.

Inappropriate tattoos and body markings are to be covered.  Tattoos that would not normally be covered by our dress policy (arms, ankles, etc.) are not to be offensive in nature.  For questions or further clarification, please discuss with your home administrator.  

Hair should be clean and styled in a manner that is becoming of an individual who represents The Cottages and provides personal services to the elderly.  In addition, those employees who work in the kitchen must abide by the rules and regulations regarding the use of hair nets in the kitchen and food service areas.

Your administrator may have additional dress and grooming requirements not mentioned here, and employees are expected to adhere strictly to these.  Failure to comply with this policy will result in the employee being asked to return home to change and/or comply immediately without pay.  Continued abuse of this policy may result in further discipline up to and including termination. 

In conclusion, remember which generation the residents whom we serve are from and what they would consider to be an acceptable appearance both in attire and grooming.
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Drug Free Workplace Policy

The Cottages recognize that the employees are our most valuable asset, and the most important contributors to our continued growth and success.  We are firmly committed to the safety of our employees. The Company will do everything possible to prevent workplace accidents and is committed to providing a safe working environment for all employees.

To further this goal, The Cottages has developed a Drug-free Workplace Policy.  The program will consist of four components: Post-Offer Screen, Reasonable Suspicion Drug/Alcohol Screen, Random Drug Screen, and Post-Incident Drug/Alcohol Screen. This policy applies to all candidates for employment as well as all current employees.  This policy also serves to reinforce the Company’s zero tolerance for illegal drug use and working under the influence of alcohol.

Post-Offer Testing
The Cottages believes accident prevention and a safe work environment begin with hiring. As such, all applicants offered employment will be required to undergo drug testing. Employment is conditional on the results of the drug screen.
	
	Procedure
Any applicant the company hires will be subject to drug/alcohol testing.  All testing for illegal drugs/alcohol will be done by the testing of the person’s urine specimen.  Personnel who have been instructed and trained in collection procedures, represented by The Cottages, will conduct all specimen collections.

Consequence  
In the event the results of the drug test are positive, the trained Cottage personnel will send the urine sample to the currently contracted Laboratory.  The Medical Review Officer (MRO) will review the report and contact the applicant to determine if any extenuating circumstances, relevant at the time of the test, could have resulted in a false positive.  The MRO will determine if the applicant will be re-tested.  If the test comes back positive for illegal drugs and/or alcohol the employee’s offer for employment will be revoked.  If an employee is using prescription or over-the-counter medication, it will be The Cottages decision if the employee’s offer for employment will stand. If an employee refuses to submit to the drug screen, the job offer will be revoked.  
 
Reasonable Suspicion
The Cottages reserves the right under all applicable laws to test any employee for alcohol and illegal drugs if The Cottages has reasonable suspicion of drug or alcohol use in the workplace. The Cottages management, supervisors, and lead persons have been trained to identify symptoms of being under the influence of illegal drugs or alcohol as illustrated in Appendix B of this policy. 

	Procedure  
If a supervisor, manager, or lead person identifies a problem, s/he will ask another supervisor/manager/lead person, if available, to confirm the presence of reasonable suspicion. Both persons will then individually fill out a Reasonable Suspicion Report.  After completing the report, the persons who prepared the Reasonable Suspicion Reports shall confer, and if they agree that reasonable suspicion exists, the employee will be escorted to a private area where the supervisor/manager/lead person will speak confidentially to the suspected employee to allow the 


employee an opportunity to explain or otherwise dispute the “reasonable suspicion.” Following receipt of the employee’s explanation, if the supervisor/manager/lead person believes the employee is unfit to perform his/her duties, and reasonable suspicion for use of illegal drugs or alcohol remains, the employee will be required to submit to a drug and alcohol screening as set forth in this Policy. S/he will then be tested for illegal drugs/alcohol by the testing of employee’s urine and/or an alcohol swab test.  The Cottages will perform an alcohol swab test and/or a urine analysis for the substances and/or illegal drugs listed in Exhibit ‘A’ below.

	Consequence 
In the event the results of the drug test are positive, the trained Cottage personnel will send the urine sample to the currently contracted Laboratory and the employee will be suspended without pay.  If the employee can present a prescription from an authorized health care provider, the employee may continue to work until the lab results are received.  The Medical Review Officer (MRO) will review the report and contact the applicant to determine if any extenuating circumstances, relevant at the time of the test, could have resulted in a false positive.  The MRO will determine if the applicant will be re-tested.  If the test comes back positive for illegal drugs and/or alcohol, the employee will be immediately terminated.  If an employee is using prescription or over-the-counter medication, it will be The Cottages decision if the employee is to go back to normal work activities.  If the blood alcohol test comes back with an alcohol level exceeding .02, it will be grounds for disciplinary action up to and including immediate termination.  Any/All consideration outside of this drug policy will be handled at the corporate office between the supervisor and Director of Operations and/or the President/CEO.  If an employee refuses to submit to the test they will be considered insubordinate and it will be grounds for immediate termination.  If an employee becomes hostile, law enforcement will be called in, and s/he will be considered insubordinate, which will be grounds for immediate termination.

Random Testing
Over the course of a calendar year, at least 20% of The Cottages current workforce will be required to submit to a random drug screening.

	Procedure  
Employees will be chosen randomly by Definitive Drug Testing Services, a third-party organization, on a periodic basis and will be tested by trained Cottage personnel.  

Consequence  
In the event the results of the drug test are positive, the trained Cottage personnel will send the urine sample to the currently contracted Laboratory and the employee will be suspended without pay.  If the employee has a prescription from an authorized heath care provider, the employee may continue to work until the lab results are received.  The Medical Review Officer (MRO) will review the report and contact the applicant to determine if any extenuating circumstances, relevant at the time of the test, could have resulted in a false positive.  The MRO will determine if the applicant will be re-tested.  If the test comes back positive for illegal drugs and/or alcohol, the employee will be immediately terminated.  If an employee is using prescription or over-the-counter medication, it will be The Cottages decision if the employee is to go back to normal work activities.  Any/All consideration outside of this drug policy will be handled at the corporate office between the supervisor and Director of Operations and/or the President/CEO.  


If an employee refuses to submit to the test they will be considered insubordinate, and it will be grounds for immediate termination.  If an employee becomes hostile, law enforcement will be called in, and s/he will be considered insubordinate, which will be grounds for immediate termination.

Post-Incident Testing
This policy applies to all Company employees involved in a work-related accident or a near miss incident.  This policy also serves to reinforce the Company’s intolerance for illegal drug use and/or working under the influence of alcohol.

	Procedure  
Any employee involved in a work-related accident or near a miss incident, must immediately inform a supervisor.  If the incident involves property damage or results in an injury, the employee shall be directed to receive appropriate medical care and shall be required to submit to a drug and alcohol screening as prescribed by this Policy as soon as possible following the accident. If Cottage personnel is unable to complete the drug/alcohol testing on-site, the testing may be performed in conjunction with the employee’s medical treatment.  The test results shall only be released to the Human Resources Manager. The testing will consist of a breath alcohol test and a urine analysis which tests for the substances listed in Exhibit ‘A’.

	Consequences  
Any employee who tests positive for a controlled substance shall be terminated immediately.  If the blood alcohol test comes back with an alcohol level exceeding .02, it will be grounds for disciplinary action up to and including immediate termination. In addition, any employee who refuses to submit to the testing procedure will be considered insubordinate, which may serve as grounds for immediate termination. Any/All consideration outside of this drug policy will be handled at the corporate office between the supervisor and Director of Operations and/or the President/CEO.  

Right of employee or prospective employee to explain positive test result and request for retest
Any employee or prospective employee who tests positive for drugs or alcohol will be given written notice of that test result, including the type of substance involved. The employee shall be provided an opportunity to discuss and explain the positive test result with a medical review officer or other qualified person.

Any employee or prospective employee who has a positive test result may request that the same sample be retested. A request for retest must be submitted in writing to The Cottages corporate office within seven (7) working days from the date of the first confirmed positive test notification. The retesting shall be paid for by the employee requesting the test. If the retest results in a negative finding, The Cottages shall immediately reimburse the cost of the retest, compensate the employee for his time if suspended without pay, or if terminated solely because of the positive test, shall be immediately reinstated with back pay.

Confidentiality of Information
All information, interviews, reports, statements, memoranda, or test results, written or otherwise, received through the substance abuse testing program described in this Policy shall be kept confidential, and are solely intended for internal business use only. The information obtained by the employer under this Policy shall be the property of the employer.



The Cottages along with the laboratory, medical review officer, employee assistance program, drug or alcohol rehabilitation program and their agents, who receive or have access to information concerning test results, shall keep the information confidential.

Construction of Drug-Free Workplace Policy
The intent of this Policy is to implement and enforce the provisions of the Idaho Employer Alcohol and Drug-Free Workplace Act set forth at Idaho Code Sections 72-1701, et seq., and the construction of this Policy shall be consistent with and in accordance with the requirements and limitations set forth at the Idaho Employer Alcohol and Drug-Free Workplace Act, supra.

EXHIBIT A:  Tested Controlled Substances:

	Amphetamines (Speed, pep pills)
	Cannabinoids (Marijuana, THC)

	Cocaine (including crack)
	Opiates (Heroin)

	Meth Amphetamines
	

	
	

	
	



Self-Referral: 
All employees of the company who consider themselves drug or alcohol dependent and who voluntarily identify themselves as such will be encouraged to obtain an evaluation by a substance abuse counselor and to seek treatment, as such is the counselor’s recommendation.  A request for rehabilitation may not be made in order to avoid the consequence of a positive drug/alcohol result or to avoid taking a drug/alcohol test when requested to do so under the terms of this policy.     

The Cottages will take the following action to facilitate treatment:  

1. Provide the employee necessary time off work without pay for the purpose of treatment. (employee may use accrued paid time off)
2. Provide the employee information regarding available treatment programs and/or facilities.  
3. Provide the employee information about those benefits that are available for treatment under the Company’s health insurance plan.  

Any treatment sought by the employee will be at his/her own expense, except to the extent that the Company health insurance program provides any coverage.  

Employees who demonstrate progress or completion of a recommended course of treatment with a referral back to work from a certified SAP (Substance Abuse Provider) may return to work after taking and passing a drug and/or alcohol test.  Said employee will be subject to (6) random tests during the next 6 months after return to duty, at the employee’s expense.  Any positive drug/alcohol tests upon return to duty, will result with immediate termination.  

Additional Procedures
If an employee is terminated as a result of breaking this policy and seeks employment with The Cottages in the future, they are required to meet with the Director of Operations and/or the President/CEO for any consideration of employment.  
Appendix A
Notice to Employees
The Cottages
Drug-free Workplace Policy

The goal of The Cottage Drug-free Workplace policy is to balance our respect for individuals with the need to maintain a safe, productive, and Drug-Free environment. The intent of this policy is to offer a helping hand to those who need it while sending a clear message that illegal drug use and alcohol abuse are incompatible with employment at The Cottages.  
 
All employees are expected to understand and actively participate in this program.  The Cottages encourages its employees to take a proactive approach in identifying potential problems or violations by promptly reporting them to their supervisor. It is the employee’s responsibility to be aware of the following violations:

1. It is a violation of our policy for any employees to possess, sell, trade, or offer for sale illegal drugs or otherwise engage in the use of illegal drugs or alcohol on or off the job.
2. It is a violation of our policy for anyone to report to work under the influence of illegal drugs or alcohol--that is, with illegal drugs or alcohol in his/her body.
3. It is a violation of our policy for anyone to use prescription drugs illegally. It is not a violation of our policy for an employee to use legally prescribed medications, but the employee should notify his/her supervisor if the prescribed medication will affect the employee's ability to perform his/her job.
4. Violations of this policy are subject to disciplinary action ranging from a letter of reprimand to suspension from work without pay, up to and including dismissal. 

The Cottages will continue to follow federal regulations regarding the use of marijuana, meaning it is illegal under federal law because it is classified as a Schedule l drug under the Controlled Substances Act.

If you have any uncertainty regarding the content of this policy, you are required to consult your supervisor.  This should be done prior to signing and agreeing to The Cottages Drug-free Workplace Policy.  

I have read and understand The Cottages Drug-free Workplace Policy, and its requirements and expectations of me as an employee.  
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By signing, I acknowledge receipt of The Cottages Handbook and have read and understand all policies contained herein.




													
Employee Signature						Date



													
Administrator Signature					Date
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