
 1 

 

 

ARLO 
AttentaCare Residential Living Options  
“Your Home, My Home, Our Home” 

      
 

 
 
 
 
 

AttentaCare Residential 

Living Options 

 
 
 

Employee Handbook & 

Personnel Policies and  
(Revised 12/08/15) 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 2 

Very Important Updates to Handbook and Policies as  

of 12/8/2015 

 

To provide for the best quality care and efficient work 

flow for our residents and staff, the following updates 

and clarifications are provided to all ARLO staff.  We 

appreciate the work that you do and we want to be 

clear about expectations to assist you in performing 

daily activities. 

 

 
1) New employees will not be eligible for vacation or time off 

for the first 90 days of employment. 

 

2) Time off for doctor’s appointments must be requested 2 

weeks in advance. (a week is Sunday to Saturday) 

 

3) Staff that cannot report to work their shift due to 

unanticipated circumstances must call in (text messages are 

not acceptable) at least 4 hours prior to start of shift. 

 

4) Taking possession of a resident’s household or other keys is 

grounds for termination. 

 

5) Calling a resident after being reassigned or terminated and 

harassing them in any form, is grounds for termination and/or 

legal action. 

 

6) Failure to complete documentation fully and accurately, is a 

very serious matter that will be subject to disciplinary action 

up to and including termination. 

 



 3 

Table of Contents 
Contents         Page Number 

 
Welcome Message         4 

Program Statement and Philosophy       5 

Definitions 

 Introductory Period        6 

 Annual Evaluation Date        6 

 Grievance         6 

 Immediate Supervisors        6 

 Resident Care Worker        6 

 Personnel Action        6 

 Position Description         6 

 Termination Date        7 

Equal Opportunity Statement        8 
Substance Abuse Policy         8 

Smoking         8 

Employment Policies and Procedures 

Employment Policy        9 

Employment Classification       9 

Application for Employment       10 

Reference Checks        10 

New Employee Orientation       10 

Arrest and Conviction Records       11 

Gifts and Gratuities        11 

Employee Personnel Records       12 

Confidentiality Policy        12 

Confidentiality of Personnel Records      12  

Preservation of Confidential Information      13 

Reference Checks and Employment Verification     13 

Standards Governing Employee Conduct     14 

Activities Prohibited by Legislation, Regulation and/or Special Grant Conditions 14 
Scheduling         14 

Attendance, Unanticipated Absences, and Time Reporting    

Attendance         14 

Unanticipated Absences        15 
Time reporting         15 

Wages/Salary         16 

Wage Adjustments: Increases/Decreases      16 

Salary Bonuses         16 

Employee Evaluations/Performance Appraisals     16 

Dress Code         16 

Employee Benefits  

Sick Leave and Vacations       17 
Requests for Vacation Annual Leave       17  

Holidays         17 

Benefits for Administrative Staff 

 Personal Days         18 

 Vacation         18 

Sick Leave         18 



 4 

 

Jury Duty          18 

Job Related Expenses        19 

Safety and Accident Rules        19 

Use of Company Property        19 

Disciplinary Action         20 

 Rules of Conduct        21 

 Serious Violations        22 

 Warning Notice         22 

 Suspension without Pay        22 

 Discharge/Termination        22 

 Final Paychecks         22 

Separation from Employment 

 Layoff          23 

 Resignation         23  

 Dismissal         23 

Automatic Dismissal         24 

Exit Interview          24 

Amendments           

 Operational Statement        24 

 Annual Review         24 

       

 

       



 5 

Welcome Message 

 
Dear Employee, 
 
Welcome to AttentaCare Residential Living Options! 
 
We are excited to have you as part of our company.  AttentaCare Residential 
Living Options is committed to quality care and superior customer service in all 
aspects of our business. 
 
We value our employees and encourage them to make productive suggestions. 
We want you to succeed at your job. 
 
This Employee Handbook & Personnel Policy Manual provides guidance for 
performance and sets forth the policies, procedures, and guidelines for 
appropriate conduct for employees of AttentaCare Residential Living Options. 
The contents of this Manual are confidential and are not to be distributed outside 
the Company.  This Manual remains the property of AttentaCare Residential 
Living Options and must be returned upon request. 
 
You should use this Manual as a reference as you pursue your career with us.  
Each of the policies and/or procedures is dated and current as of the date last 
revised, but may be unilaterally amended by AttentaCare Residential Living 
Options at any time, with or without notice, and we also reserve the right to 
deviate from the policies herein at our sole discretion.  When there is a change in 
a policy, we will update this Manual as soon as possible. 
 
Feel free to discuss with us any questions you may have about this Manual or 
about your employment with us. 
 
Good luck in your career at AttentaCare Residential Living Options, and we look 
forward to your success as an employee. 
 
Sincerely, 
 
 
Sabrina Dotson 
Director of Operations and Administration 
Alice Trunnell, Director of Healthcare 
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Program Statement and Philosophy 
 

Our goal is to address the needs of an increasing segment of our society that suffers from mental illness, 
alcohol/drug addition, physical disability, and developmental disabilities in a manner that respects their dignity, 
maintains their safety and promotes their independence to the greatest degree possible. We have an office 
location at 6944 N. Port Washington Rd, Suite 101, Glendale, WI 53217, which serves as the center of all 
administrative functioning. Our caregivers and field staff serve as an extension of our office by providing 
supportive care in the homes of our Residents and ensuring quality service.   
 
Our personalized care plans are tailored to the specific needs of individual Residents and meet scheduled needs, 
as well as unplanned needs. 
 
We provide services for individuals with one or more of the following needs: 

 Advanced Age 

 Developmentally Disabled (DD) 

 Mental Illness/Emotional Disturbance (MH) 

 Alcohol/Drug Addiction (AODA) 

 Physically Disabled 

 Terminally Ill 

 Traumatic Brain Injury 
 
We also provide support to adults with special needs such as asthma, tracheotomy care, COPD and other 
respiratory needs. 
 
Services include: 

 Individualized Service Plan (ISP) for each resident 

 Assistance with arranging transportation to and from Medical Appointments 

 Escorts to and from medical appointments 

 Assistance with ADL (Activities of Daily Living) including meal preparation, cleaning, bathing, laundry, 
and toileting. 

 Medication Assistance/Administration 

 Shopping Assistance 

 Ambulation exercise 

 Companionship 

 Organized social outings 
 
 
Our commitment is to continuously encourage the involvement of family and friends as we cultivate the 
enrichment of our Residents through love, warmth and appropriate activities.  We believe in embracing the 
natural progression of life, as well as life’s challenges; and that a continuum of care is the primary contributor to 
a rich, dignified, and independent life. 
 
In addition to traveling to individual homes to provide care, we also, strategically place Residents who are in 
need of housing in one of our SIL sites. In a SIL site, we can provide several Residents with appropriate housing 
and very accessible staff in one building at the same time.  We begin the placement process with a detailed initial 
assessment for each resident.  We carefully consider the needs of the resident and AttentaCare’s ability to meet 
those needs prior to placement.  We strive to achieve a mix of Residents that are compatible and ensure each 
Resident’s satisfaction. 
 
Only after determining that we can accommodate the needs of the resident, an Individualized Service Plan (ISP) 
is developed.  This plan is used as a guide in meeting resident needs and providing services.  The plan is utilized 
to evaluate the Resident’s status and progress on an on-going basis.  We monitor each resident and make any 
required changes to adapt to changing needs. 
 
AttentaCare staff is a minimum of eighteen years of age and trained according to our established program which 
incorporates mainstream and accepted caregiver standards. Staff is expected to exhibit the characteristics of 
maturity, responsibility, and a high regard for the welfare of our Residents.  Managerial staff has over twenty-five 
years of combined experience in caring for individuals with needs such as those of the residents we serve. 
 
We believe in providing every opportunity to exercise personal choice and participate in decision-making.  It is 
very important that we assist Residents while encouraging independence and self-direction.  We strive to honor 
individual preferences to the highest degree possible and maintain the important connection to family and 
community. 
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Definitions 
 
INTRODUCTORY PERIOD 
 
AttentaCare has a 90-day probationary period to ensure that the new employees 
are qualified to perform the job and achieve regular status. During this period, 
staff is carefully evaluated to determine whether or not performance standards 
are being met.  Employees may be discharged during this period if they fail to 
meet requirements. New staff members are encouraged to ask questions and 
seek support needed to assist in performance of duties. 
 
 
ANNUAL EVALUATION DATE 
 
Initial employee evaluations will take place after the first three months from the 
date of hire and subsequently evaluations will be conducted on an annual basis.  
If the office does not remind you of your evaluation date, please call and set up 
an appointment with management to have your job performance evaluated.  
 
GRIEVANCE 
A grievance is a complaint related to a violation of these Personnel Policies and 
Procedures.  The grievance procedures may not be used for the appeal of 
disciplinary actions, including termination or discharge, or for the appeal of other 
personnel actions, such as transfer, layoff, promotion and pay issues. 
 
IMMEDIATE SUPERVISORS (Field Coordinators) & (Nurse) 
An immediate supervisor (Field Coordinator) is the person who immediately 
directs the work of one or more employees, provides information, assistance and 
support to caregivers and coordinates overall resident care.  AttentaCare 
Managers are the Director of Healthcare and the Director of 
Operations/Administration. 
 
RESIDENT CARE WORKER 
Resident Care Staff report to the Field Coordinators and are responsible for the 
day-to-day care for residents at AttentaCare. 
 
PERSONNEL ACTION 
A personnel action is the written documentation of an employee’s position, 
employment status, salary or salary changes, and/or disciplinary actions. 
 
POSITION DESCRIPTION 
A position description is a statement of duties and responsibilities of an approved 
position.  It also includes the qualifications a person must have to satisfactorily 
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perform the duties and responsibilities of that position.  Position descriptions may 
be modified as necessary for the benefit of the AttentaCare programs. 
 
 
TERMINATION DATE 
Termination date is the date upon which an employee’s employment with 
AttentaCare comes to an end, as specified in a completed Personnel Action form 
and/ or letter of termination/termination notice. 
 

Equal Opportunity Statement 
 
AttentaCare Residential Living Options is an equal employment opportunity 
employer and does not discriminate against employees or job applicants on the 
basis of race, religion, color, sex, age, national origin, mental or physical 
disability, veteran or family status, or any other status or condition protected by 
applicable federal, state, or local laws, except where a bona fide occupational 
qualification applies. 
 
This policy extends to all aspects of the employment relationship, including, but 
not limited to, recruiting, interviewing, job assignments, training, compensation, 
benefits, discipline, use of facilities, participation in Company-sponsored 
activities, termination, and all other terms, conditions, and privileges of 
employment. 
 

Substance Abuse Policy 
 
AttentaCare Residential Living Options takes seriously the problem of drug and 
alcohol abuse and is committed to providing a work place free of such 
substances.  Under no circumstance will it be permissible for anyone to possess 
any alcoholic beverages or illegal drugs on the premises of the AttentaCare 
Office or a Residents home. 
 
No employee is allowed to consume, possess, sell, or purchase any alcoholic 
beverage on any property owned or leased by AttentaCare, or a Resident. In any 
vehicle on the premises owned or leased by AttentaCare.  No employee may 
use, possess, sell, transfer, or purchase any drug or other controlled substance 
that may alter an individual’s mental or physical capacity while working for 
AttentaCare.  The exceptions are over-the-counter pain relievers and the like, 
used as intended and directed, and any other drugs that have been prescribed to 
you, and which are being used as prescribed by your doctor. 
 
AttentaCare will not tolerate employees that are impaired by or under the 
influence of alcohol or drugs while working. 
  
In cases where the use of alcohol or drugs poses a threat to the safety of other 
people or property, you must report the violation.  Employees who violate our 
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Substance Abuse Policy will be subject to disciplinary action, up to and including 
termination. 
 
As a part of AttentaCare’s policy to ensure a drug and alcohol free workplace, 
within the limits of applicable federal and state laws, AttentaCare reserves the 
right, in its sole discretion, to test for drugs and alcohol.  Some such situations 
may include, but not be limited, to the following:  
 
A)  In conjunction with an offer of employment with AttentaCare; 
B)  Where there are reasonable grounds for believing an employee is under the 
influence of alcohol or drugs; 
C)  As part of an investigation of any accident in the workplace in which there are 
reasonable grounds to suspect alcohol and/or drugs contributed to the accident; 
D)  on a random basis, where allowed by statute;  
E) as a follow-up to a rehabilitation program, where allowed by statute;  
F)  As necessary for the safety of employees, Residents, or the general public 
where allowed by statute. 
 

All tested employees will be able to receive a copy of the laboratory results that 

certify the results or the testing done.  It is a condition of your employment and 

continued employment with AttentaCare Residential Living Options that you 

comply with the Substance Abuse Policy. 
 
Smoking 

 
While our goal is to provide a healthy and pleasant work environment for all 
employees, smoking is permitted outside only.  Employees are prohibited from 
smoking with Residents; in or around Residents home or property. 
 
 

Employment Policies and Procedures 
 

The purpose of these polices and procedures is to provide information to staff 

members relative to their rights and responsibilities as employees of AttentaCare; 

provide guidelines for appropriate employee conduct; and to minimize the time 

and effort needed to resolve personnel-related matters while to maximizing the 

time and effort devoted to achieving the goals and objectives stated in the 

AttentaCare mission and philosophy.  

 

Management staff of AttentaCare: 
 

a. Is responsible for the implementation of these policies and 
procedures. 

  
b. Employs, disciplines, and terminates staff as the situation requires. 
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c.     Supervises and evaluates the performance of staff, maintains  
confidential personnel records or delegates these functions to an 
appropriate supervisory staff member. 

 
 
Employment Policy 
 

It is the policy of AttentaCare to fill vacancies with the best-qualified candidates.  

Opportunity for employment will be open to persons who, on the basis of merit, 

can present satisfactory evidence of qualifications.  AttentaCare typically does 

not hire family members or individuals with relationships deemed to create a 

conflict of interest. 

 
Employment Classification 
 
As an employee of the AttentaCare, you are an “employee at will”.  This means 
that either you or AttentaCare Residential Living Options may choose to 
terminate the employment relationship at any time, with or without cause, and 
with or without advance notice. 
 
Any information outlined in this Manual or any other AttentaCare document does 
not modify the employment at will policy and should not be interpreted to mean 
that termination will occur only for “just cause”.  Documents or statements, 
written or oral, prior, current, or future that conflict with the employment at will 
policy, is void. 
 
Regular Full-Time is an employee who is employed to fill an approved staff 
position and who is employed on a regularly scheduled basis of 40 hours per 
week and who has successfully completed the probationary period; employment 
is contingent upon available funding. 
 
Regular Part-Time is an employee who is employed on a scheduled basis of 35 
hours or less per week. 
 
Trainee/Intern is an employee who may be hired to fill a newly created position, 
or a current employee who transfers to a new position.  A trainee/intern is an 
employee who has not had prior employment experience of the specific 
educational qualifications as required by the description of duties or needed for 
the position, but has demonstrated the motivation and desire, as well as a related 
background, to fill the position.  The employee may be considered to be in 
training for a period not to exceed one year.  The trainee/intern will be considered 
to be probationary for a period of six months to one year based on progress in 
training, may work a schedule that is flexible and not fixed, and will receive a 
stipend as compensation.  Upon completion of required training and after 
maintaining satisfactory performance and other requirements of the Company 
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and the State of Wisconsin, the trainee/intern may become a regular full-time or 
part-time employee. 
 
Other Employment Appointments are made to augment AttentaCare staff for 
specific time periods without long-term commitments or for work overloads on an 
infrequent and irregular basis as may be necessary to meet specific program 
needs as defined by the Board of Directors.  These appointments include 
consultants, contract/hourly employees, temporary employees and project-
specific employees.  
 

Application for Employment 

 

The following statement will be placed on the Agency’s application for 

employment forms in order to ensure accurate information: “In the event of 

employment, I understand that false or misleading information given on my 

application or in an interview(s) may result in discharge.  I understand, also that I 

am required to abide by all rules and regulations of the employer.” 
 

Reference Checks 

 

In order to select the best qualified candidates, it is important to verify the 

candidates’ qualifications.  Accordingly, reference checks are made on applicants 

for employment with AttentaCare.  Such reference checks are recorded and 

maintained in the respective confidential employee’s personnel file.  Whenever 

possible, reference checks are conducted before interviews to further screen 

applicants. 
 
New Employee Orientation 
 
An orientation meeting is scheduled for all new employees.  Orientation is usually 
conducted during the first week of employment by the professional staff and 
Director of Operations. 
 
Orientation includes, but is not limited to, the following areas: 
 

 Introduction to Staff 

 Completion of all required employment forms and documentation 

 Review of safety procedures, videos, etc... 

 Review of the position description 

 Prevention and reporting of resident abuse, neglect and misappropriation 
of resident property.  

 Information regarding assessed needs and individual services for each 
resident for whom the employee is responsible.  

 Emergency and disaster plan and evacuation procedures  
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 Policies and procedures.  

 Recognizing and responding to resident changes of condition.  

 Explanation of AttentaCare, Inc. purpose, goals, and philosophy 

 Explanation of these personnel policies and procedures 

 Explanation of other office procedures 

 Time reporting procedure 
 

Arrest and Conviction Records 
 
Arrest and conviction records of applicants for employment and current 
employees shall be considered on an individual basis in relation to the position to 
be filled or position held.  Assessment of an applicant’s or employee’s potential 
for rehabilitation shall also be considered. 
 

 The following criteria shall be used in reviewing arrest and conviction 
records:  state laws and regulations for Adult Family/CBRF’s in the state of 
Wisconsin,  

 The nature and seriousness of the offense  

 Circumstances under which it occurred  

 How long ago it occurred  

 Whether the offense was an isolated or repeated violation  

 The age of the person when he/she committed the offense 

 Social conditions which may have contributed to the action, evidence of 
rehabilitation, and  

 The type of crime 
 
All employees must report all arrests to AttentaCare.  If management determines 
that retention of the employee in active status might be detrimental to the 
interests of AttentaCare, the Residents, or injurious to the employee, fellow 
employees, or the general public, the Director of Operations may take action 
prior to the final disposition of the criminal charges. 
 
This action may include reassignment of the employee until final disposition of 
charges occurs.  Termination may occur if deemed to be in the best interests of 
AttentaCare or the Residents we serve. 
 

Gifts and Gratuities 

 

Employees of the agency are strictly prohibited from accepting gifts, money, and 

gratuities from persons receiving services from AttentaCare or otherwise in a 

position to benefit from an employee action. 
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Employee Personnel Records 

 

The Director of Operations or his/her designee will maintain a personnel file for 

each employee.  Personnel files include only documents and information 

pertaining to the employee’s employment and work performance.  Each 

employee is entitled to review documents contained in his/her personnel file.  

The Administration considers the contents of all employee personnel files to be 

confidential and such contents are only available for review by authorized 

persons. 

 

It is important that the personnel records of AttentaCare be accurate at all times.  

In order to avoid problems with your benefit matters, tax issues, or our ability to 

communicate with you regarding shift changes and the like, AttentaCare requires 

that you will promptly notify your supervisor or the Director of Operations of any 

change in your name, home address, telephone number, number of dependents, 

or any other information pertinent to your employment with AttentaCare 

 

Confidentiality Policy 
 

As the result of your employment at AttentaCare, you will acquire and have 
access to confidential information belonging to AttentaCare of special and unique 
value. This includes such matters as AttentaCare’s personnel information, 
suppliers, procedures, cost of merchandise, sales data, price lists, financial 
information, records, business plans, prospect names, business opportunities, 
confidential reports, customer lists and contracts, as well as any other 
information specific to Company. 

 
As a condition of employment, you must and hereby do agree that all such 
information is the exclusive property of the AttentaCare, and you will not at any 
time disclose to anyone, except in the responsible exercise of your job, any such 
information whether or not it has been designated specifically as “confidential”.  
Signing a separate confidentiality agreement further clarifying this policy at 
AttentaCare’s requests is also a condition of your continued employment with the 
company.  
  
If you are ever unsure of your obligations under this policy, it is your responsibility 
to consult with your supervisor or the Director of Operations for clarification. 

 
Confidentiality of Personnel Records 
 
All personnel records and files of employees are the property of AttentaCare.  
Copies of any parts of personnel records or files shall not be made available to 
employees, former employees, their representatives, or anyone else, except as 
outlined below.  However, AttentaCare is committed to compliance with all 
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applicable laws, regulations and court orders regarding the disclosure or partial 
disclosure of all personnel records or files.  This policy refers to current and 
former employees. 
 
Employees may come to the office and examine all information contained in their 
personnel records and files, except for references and related data.  In order to 
review any such references or related data, express written authorization must 
be provided to the administration by the reference source.  Personnel records 
and file contents may be reviewed at the mutual convenience and in the 
presence of the employee and the Director of Operations or the Director’s 
designee. 
 
Access to staff records is limited to employees who are in the direct line of 
supervision above the employees. 
 
Preservation of Confidential Information 
 
Confidential information (whether or not designated as such) related to 
AttentaCare, or any entity in which AttentaCare has an existing or prospective 
financial interest acquired by any employee as a result of his or her position of 
employment with AttentaCare shall be solely for AttentaCare purposes and shall 
not be used for private interest of the employee or any other person. 
 
The obligations of any employee of AttentaCare under this section will continue 
to apply after separation from employment with AttentaCare. 
 
Reference Checks and Employment Verification 
 
Unless authorized in writing by the employee, only the following information will 
be provided when employment verification or reference requests are received: 
dates of employment, beginning and current or ending position titles; verification 
of salary only; part-time or full-time status; and regular or temporary employment 

 

Only the Director of Operations or designee will disseminate this information. 
 
An employee may request in writing that further information be released, e.g., 
name of supervisor, amount of earnings, performance appraisal data, address, 
telephone number, etc.  There must be written statement allowing the release of 
additional information to accompany each request. 
  
Upon termination of employment, the same procedure as described above will be 
followed for employment verification or reference checks. 
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Standards Governing Employee Conduct 
 
The purpose of this section is to establish standards of ethical behavior for the 
employees of AttentaCare, in order to ensure that AttentaCare merits the trust 
and responsibility placed in AttentaCare by the residents we serve. 
 
 
Activities Prohibited by Legislation, Regulation and/or Special Grant Conditions 
 
No employee shall engage in any activity or transaction that is prohibited by any 
law, regulation, or grant condition, now existing or hereinafter enacted, which is 
applicable to him or her by virtue of his or her employment with AttentaCare. 
 
Scheduling 
 
AttentaCare uses an online scheduling system on Whentowork.com. Login 
information and passwords will be distributed during Orientation or before the first 
day of work. All staff is required to check their schedules online daily in 
order to verify assignments. 
 
The shift for full-time employees will be: 

o Generally, shifts are 4, 6, 8 or 12 hours but can extend beyond 12 hours; 
shifts are subject to change without notice. 

o A half hour unpaid meal period and 2 fifteen minute breaks are allowed 
during an 8-hour shift. 

o A half hour unpaid meal period and 3 fifteen-minute breaks are allowed 
during a 12-hour shift. 

o For shifts of 16hrs, 4 15- minute breaks and 2 staggered half hour unpaid 
meal periods are allowed. 

o For shifts of 20hrs, 5 15- minute breaks and 2 staggered half hour unpaid 
meal periods are allowed. 

o Meal periods are not compensated. 
o Break periods are compensated. 
o AttentaCare does not provide meals for staff.  Staff is prohibited from 

eating Residents’ food under any circumstances. Staff is required to bring 
their own meals if they feel that they will become hungry during their shift.   

 
 

Attendance, Unanticipated Absences, and Time Reporting 
 
Attendance 
 
AttentaCare believes that a good record of attendance and punctuality is an 
essential component of good work performance.  You are expected to 
arrive at work before you are scheduled to start your shift and be at the 
Resident’s home by your scheduled start time.  If, for any reason, you are 
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unable to report for work on time, or unable to remain at work until the end 
of your shift, you must notify the central office a minimum of 4 hours 
before your regular starting time. 
 

All time off must be requested in advance through the Whentowork 

scheduling system. Excessive absences may result in disciplinary action, 
up to and including termination.  
 

 For requested vacation- 4 weeks notice is required. (Sunday to 
Saturday). Time off for vacation may not be requested and will not be 
approved within the first 90 days of employment. 

 For requested time off for doctors appointments – 2 weeks notice is 
required (Sunday to Saturday) 

 
Unanticipated Absences 
 

Employees who are unable to report to work at their regularly scheduled 

time due to illness, weather conditions, etc., must call a supervisor within 4 

hours of their starting time.  Consistent or repeated violation of this policy shall 

be grounds for disciplinary action up to and including termination of employment.  

Exceptions may be made for shorter notice under certain emergency or 

unforeseen circumstances. Calling off work on holidays can jeopardize resident 

care.  If an employee does not report for work on a scheduled holiday a written 

warning will be issued and it will be treated as an “occurrence” that may lead to 

termination. 

 

All call-ins for non-attendance must be verbal.  Please do not text or email 

that you will be late or absent from for work. 

 

Time Reporting 

 
Staff will be required to call in and out of work using the Ez-Labor electronic time 
reporting system.  Staff will be provided with instructions for reporting start and 
end times through the telephone system during Orientation or before the first day 
of work.  The system immediately captures your start and end time in the same 
moment that you call, and is visible to administrative staff.  Please to not attempt 
to falsify your time reporting; it is grounds for immediate termination. If you are 
having trouble with calling in your time, or forget to call in our out for your shift, 
please to do NOT call into the system at a later time, contact the office 
immediately to have your time adjusted. 
 

 Under no circumstances is staff allowed to punch in or out for 
another staff member. 
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 Staff is expected to punch out at the end of their shift.  If you need to 
work beyond your scheduled end time, approval must be obtained 
from management or your supervisor. 

 
Wages/Salary 
 

New employees are usually hired at a rate consistent with the prevailing market, 

commensurate with their experience and qualifications as determined by the 

Director of Operations or his/her designee.   
 
Wage Adjustments: Increases/Decreases 
 

Management staff may review and recommend salary adjustments based upon 

the following: 

 
o Evaluation of performance 
o Unique skills and attributes contributed to the organization 
o Economic conditions 

 

Salary Bonuses 

 

At their discretion, Management may approve the award of a salary bonus for 

exemplary work performance to any employee. 
 
Employee Evaluations/Performance Appraisals 
 
The performance evaluation process offers all employees and their supervisors 
an opportunity to assess performance and working conditions, and to enhance 
working relationships and to devise a plan for improvement and growth. 
 

o Employees are evaluated after completion of a minimum three-month 
introductory period with a possible extension to six (6) months.  Regular 
employees may be evaluated on an annual basis. 

 
o The performance evaluation will be completed by the Management staff or 

the immediate supervisor.  The immediate supervisor and the employees 
will discuss the evaluation and the employee will have an opportunity to 
respond in writing to any comment on his/her evaluation.  A copy of the 
evaluation and the employee response will be retained in the employee’s 
personnel file.   

 
Dress Code 
 
As an employee of AttentaCare, you must maintain a clean, safe, professional 
and businesslike appearance.  Your attire should be consistent with the type of 
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work you are performing as well as being appropriate for the position you hold 
and the image AttentaCare seeks to project as a healthcare environment.  
Clothing must be neat and clean.  Good personal grooming and hygiene are also 
essential and should contribute to a professional appearance.  You are required 
to wear and pay for your own uniform (scrubs) and/or safety equipment. Long 
nails, excessive make-up, dangling jewelry, visible body piercings and excessive 
exposed tattoos are examples of inappropriate appearance.  If you have further 
questions about your expected attire, please discuss these questions with your 
immediate supervisor/field coordinator. 
 

Employee Benefits 
 
The benefits provided to employees by AttentaCare are subject to change at any 
time.  Please communicate with your supervisor or the Management if you have 
any questions concerning the benefits available to you as an employee of 
AttentaCare. 
 
Sick Leave and Vacations 
 
Resident Care Workers and Lead Caregivers and other non-administrative staff, 
are compensated for hours worked and are not eligible for paid sick leave or paid 
vacations or paid personal time. 
 
Requests for Vacation/Annual Leave 
 
An employee must submit written request in advance for unpaid vacation dates 
to their immediate supervisor or Office Manager for approval.  Vacation time 
must be taken in full day or half-day increments.  While every effort will be made 
to accommodate vacation requests, vacation time will be scheduled in 
accordance with staffing needs and to ensure that program and Resident 
services are maintained.  
 
Holidays 
 
AttentaCare recognizes the following holidays, however due to the nature of the 
services we provide, it may be necessary for staff to work on holidays: 
 
New Year’s Day 
Memorial Day 
Independence Day 
Labor Day 
Thanksgiving Day 
Christmas Day 
 
Eligible employees will be paid time and a half per hour, when working holidays 
and overtime. In order to receive holiday, pay, employees must work the day 
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before the holiday and the day after the holiday, if those are scheduled 
work days. 
 
 
Benefits for Administrative and Salaried Staff 
 

All part-time administrative staff is eligible for the same benefits 
as full-time on a pro-rated basis. 

 
Personal Days 
 
Three personal days are provided each calendar year for full-time administrative 
staff.  These days are not accrued. Staff should obtain advance approval from 
supervisory or management staff prior to using a personal day. 
 
Vacation 
 
After completing 6 months of employment, full-time administrative staff is eligible 
for 1 week paid vacation. After 2 years, 2 weeks; 3 years, 3 weeks, and 5 years, 
4 weeks paid vacation. Vacation may be used in whole or half day increments, or 
as a full week.  All vacation must be approved by management in order to ensure 
resident coverage and staff management needs are appropriately addressed. 
Generally, vacation days are not eligible for carryover, but management may 
grant vacation carryover under extenuating circumstances. If carryover is 
granted, the amount approved at the discretion of management. Unused vacation 
is not paid out upon termination of employment.  
 
Sick Leave 
 
After 3 months of employment, full-time administrative staff will accrue sick leave 
at a rate of .25 days per pay period, for a total of 6 sick days per year. Sick time 
may be carried over up to a level of 10 total accrued sick days. Sick leave is not 
paid out upon termination. 
 
Jury Duty 
 
AttentaCare agrees to give an employee the necessary leave of absence with 
pay if he/she is subpoenaed for jury or court appearances.  The employee will 
not be paid for services that exceed the eight (8) hour working day. The fee paid 
for this service will be deducted from the regular pay.  It is expected that the 
employee will report to work when his/her presence is not required in court.  An 
employee who is absent for court appearances other than jury duty or 
subpoenaed appearances will not be paid for time away from work. 
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Job-Related Expenses 
 
AttentaCare staff members will be reimbursed for necessary expenses incurred 
in the performance of job duties but not going to or from work. 
 
Expenses include transportation not related to arriving and returning home from 
work, mileage, and any expenses required and authorized as part of the job. 
 
Vouchers and original receipts must be approved in advance by the immediate 
supervisor or the Director of Operations. 
 

 
Safety and Accident Rules 

 
Safety is a priority at AttentaCare.  AttentaCare strives to provide a clean, 
hazard-free, and safe environment in accordance with the Occupational Safety 
and Health Act of 1970.  
 
As an employee, you are expected to take part in maintaining this environment.  
Adhere to all safety instructions provided by your supervisor, and use safety 
equipment when required.  It is your responsibility to learn the location of all 
safety and emergency equipment, as well as the safety and/or emergency phone 
numbers.  If it is not safe to work for any reason, report the problem to your 
supervisor immediately. 
 

All work related accidents are covered by Worker’s Compensation Insurance 

pursuant to the laws of the state(s) in which we operate.  

 

Any injury or safety concern to an employee or resident must be reported 

to the office for the immediate completion an incident report. 
 

 
Use of Company Property 

 
AttentaCare will provide you with the necessary equipment to do your job.  None 
of this equipment should be used for personal use, nor should any equipment be 
removed from AttentaCare work premises or the resident’s home environment 
unless approved by your supervisor.  This includes medical, non-medical, 
household, and office supplies. 
  
Personal telephone calls are not to be made during your shift unless 
authorized by your supervisor.  Phone calls during your shift are not 
permitted except in the case of an emergency to dial 911 or if you are in 
communication with the office or ARLO management staff.  
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Use of AttentaCare’s stationery, office supplies, or postage for personal use is 

strictly prohibited. 
  
AttentaCare premises, telephones, and email are not to be used for employees 
or others to engage in the practice of soliciting collections or donations; selling 
raffles, goods, or services; operating betting pools; or solicitations of any kind. 
 

Employee use of company computers, printers, peripherals, and electronic 

equipment is for job-related or approved activities only.  Inappropriate use of 

company computers, which may be defined from time to time at the discretion of 

AttentaCare, may subject you to discipline, up to and including termination.   
 
 
Inappropriate use includes, but is not limited, to the following: 
 

o Use of AttentaCare computers to send or receive messages, pictures, or 
computer files which are illegal, pornographic, sexist, racist, harassing, or 
discriminatory.  If you receive such material, you should notify your 
supervisor immediately. 

o Loading software that is not approved in advance by management. 
o Making illegal copies of licensed software. 
o Using software that would provide unauthorized access to AttentaCare’s 

computers or would disrupt our equipment in any way. 
o Using AttentaCare computers, printers, or email for personal and/or non-

AttentaCare related use, unless authorized by your immediate supervisor. 
This includes visiting social media sites. 

Any message or file created, or emailed using any AttentaCare computer is the 
property of AttentaCare. You should have no expectation of privacy or 
confidentiality in any message or file that is created, stored, or sent using the 
computers or other communication equipment belonging to AttentaCare, and the 
company reserves the unilateral right to review, monitor, access, audit, intercept, 
copy, print, read, disclose, modify, retrieve, and delete any work you do on an 
AttentaCare computer, including email. 
 
If provided, Internet access is likewise strictly for business purposes only and is 
not for personal use.  AttentaCare reserves the unilateral right to review, monitor, 
access, audit, intercept, and disclose an employee’s use of the Internet at any 
time, with or without notice, and with or without an employee’s permission.  You 
should have no expectation of privacy or confidentiality with respect to any use of 
the Internet at work. 
 

Disciplinary Actions 
 

An employee may be disciplined by the issuance of warning, oral or written, 

suspension without pay, or termination from employment.  The decision of 
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whether or not to impose any such employee discipline is in the discretion and 

judgment of the employee’s supervisor and/or management. 
 

In case of a proposed disciplinary termination from employment, management 
shall be consulted and her/his written approval must be obtained.  Termination 
will be effective at the time of notification. 
 
Rules of Conduct 
 
In order for a group of people to work in harmony, it is necessary to establish 
certain rules that all are expected to follow with respect to their conduct while on 
the job.  The Rules of Conduct listed below in Section are offered by way of 
example only.  They should not be taken or viewed as exhaustive with respect to 
which violations may result in immediate termination or suspension.  Common 
sense and respect for others will usually dictate the manner in which employees 
conduct themselves. 
 
 
Serious Violations 
 
The violations listed below generally follow the rules of society as they are 
expressed in laws and statues.  These violations may result in immediate 
termination from employment or suspension without pay if they occur on agency 
property, in the course of employment, or are otherwise considered to bear a 
substantial relationship to the employee’s duties and responsibilities at 
AttentaCare. 
 

o Use of a cell phone while on duty. 
o Taking possession of resident household or other keys 
o Contacting residents after reassignment or termination and harassing or 

threatening them in any form. 
o Inappropriate use of social media. 
o Abuse or neglect of residents 
o Theft of any kind  
o Fighting, assault or threatening physical assault on another person 
o Possession of weapons 
o Misappropriation of the agency’s, employee’s, or Resident’s 
o Under the influence of intoxicating substances or illegal drugs 
o Possessions of alcoholic beverages or illegal drugs 
o Deliberate damage to property 
o Insubordination, including the refusal to perform assigned work or carry 

out instructions or encouraging others to do the same 
o Promotion of organized gambling, money-lending schemes, etc 
o Falsifying or misusing organizational records 
o Belligerence with Residents, Co-workers, Management, Lead staff, 

Supervisors, Office Manager or staff. 



 23 

 
 
 
 
Warning Notice 
 
An employee may be suspended for violation of a warning notice.  Oral warnings 
should be documented in writing if so documented, a copy given to the Director 
of Operations or the employee’s immediate supervisor.  A copy of all written 
warnings and of all documented oral warnings will be kept in the employee and a 
copy maintained in the personnel file. 
 
 
Suspension Without Pay 
 
An employee may be suspended for a maximum of ten (10) working days.  
Written documentation of the suspension and the reason for it signed by the 
employee and the employee’s immediate supervisor, as well as the Director of 
Operations or his/her designee, will be provided to the employee and a copy 
maintained in the personnel file. 
 
Discharge/Termination 
 
Any employee may be discharged/terminated with the approval of Management.  
An employee whose actions are leading to a discharge/termination may be given 
prior warning and offered an opportunity for consultation and review by the 
immediate supervisor or Director of Operations at their discretion.  The employee 
will be presented with a statement outlining the reason or reasons for the 
discharge/termination, signed by the Director of Operations or designee, at the 
time of discharge/termination and a copy of the statement will be maintained in 
the employee’s personnel file.  When discharged/termination, an employee 
receives payment for substantiated hours worked.  
 
Final Paychecks 
 
The final paycheck will be issued on the next regular payday following the date of 
voluntary resignation or termination and as expeditiously as possible.  All 
AttentaCare property, including keys, must be returned to the immediate 
supervisor prior to the supervisor signing the authorization of the employee’s final 
timesheet. 
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Separation from Employment 
 
 
Layoff 
 
There may be occasions when it becomes necessary for management to reduce 
staff at Company, due to certain business conditions or for other reasons.  On 
such occasions, the company will make decisions on the basis of our business 
needs related to employee job functions and their performance.  Your supervisor 
or other company official will speak to you personally about your employment 
status as needed. 

 
 
Resignation – Termination of Employment by Employee 
 
As an at will employee, you are not subject to an employment contract, may 
choose to end your employment with AttentaCare at any time, with or without 
good cause.   
 
You are requested to submit a notice of resignation in writing to your supervisor 
two (2) weeks prior to the date you intend your resignation to take effect, to assist 
AttentaCare in planning for your departure. 
 
 
Dismissal – Termination of Employment by Employer 
 
As an at will employee not subject to an employment contract, AttentaCare is 
entitled to terminate your employment at any time and for any reason or for no 
reason at all, regardless of your work performance or compliance with the rules 
set forth this Manual.  
 
 

Automatic Dismissal 
 

The commission of any offense considered serious enough by AttentaCare’s 

management, without limitation to those outlined below, will, except in 

extraordinary circumstances in the sole discretion of AttentaCare management, 

be followed by the immediate dismissal of that employee:  
 
* Making false statements or omitting pertinent facts on an employment 
application or in an employment interview; 
* Threatening, assaulting, fighting with, or harassing another employee or anyone 
else encountered during the course of business; 
*Physically or verbally abusing a resident. 
*Neglecting a resident, including being unresponsive and/or untimely in attending 
to resident needs. 
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* Misappropriation of resident or staff belongings. 
* Stealing or deliberately damaging the company's or other employees’ property; 
* Possessing a weapon at work; 
* Reporting to work under the influence of alcohol, narcotics, or other drugs, 
unless the drug was prescribed for the employee by a physician; 
* Falsifying or destroying company documents or computer files; 
* Conviction of a felony offense and/or imprisonment; 
* Taking unauthorized leave or failing to show up at work for more than three (3) 
consecutive days without notifying a supervisor.  
 

 
Exit Interview 

 
Upon termination of employment, voluntary (by the employee) or involuntary (by 
the employer), with or without cause in both cases, a representative of the 
company may choose to have an exit interview with the departing employee.  
 
Any employee who terminates his or her employment, or is terminated by the 
company shall return all files of any kind, keys, tools, and any other materials 
whatsoever that are the property of company. 
 
Unless otherwise prohibited by applicable state or federal law, final settlement of 
your pay will not be made until all property owned by company is returned in 
satisfactory condition.  The cost of replacing any items not returned will be 
deducted from your final paycheck, or, if this is not possible, due to legal 
restrictions or otherwise, legal action may be taken to recover any property or 
monies due the company. 

 
 

Amendments 
 
Operational Statement 
 
This policy supersedes and rescinds all previous personnel policies and 
procedures. 
 
Annual Review 
 
These policies and procedures are to be reviewed on continual basis to 
determine what amendments, if any, are necessary.  Every AttentaCare 
employee will be provided with an updated Personnel Policies and Procedures 
Manual as they are approved by the Program. 
 
 

 
 


