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Acknowledgement of Receipt of HR Policy and Procedure Manual 
 

I understand that this Human Resources Policy and Procedure Manual supersedes all previous employee 
handbooks, written policies, oral and written agreements, procedures, manuals, and memoranda regarding 
the terms and conditions of my employment. I acknowledge that I am expected to read, understand, and 
adhere to the AccentCare’s referred to herein as the “Company” policies documented in this manual. 
 
I understand and agree that I have the right to leave the Company at any time, with or without cause or 
advance notice, and that the Company has the same right to terminate my employment at any time, with or 
without cause or advance notice. I understand that this at- will nature of my employment, which includes the 
right of the Company to demote, transfer or discipline me with or without cause or notice, cannot be changed, 
waived, or modified, except in an individual written employment contract, signed by both the CEO of the 
Company and me. 
 
I understand that other than the Company’s policy of at-will employment, the statements contained in this 
manual are not intended to create any contractual or other legal obligations of the Company. I further 
understand that other than the at-will policy, the Company may revise, modify, supplement, or rescind any of 
the policies summarized in this manual without advance notice to me. 
 
In all situations the electronic version will be the most current version and will supersede any other version in 
any form. All changes and additions to HR Policy and Procedure Manual will be updated in the electronic 
version of the HR Policy & Procedure Manual which can be accessed on the Company’s Intranet. 
 
I understand that if I am an employee who is covered by the HR Policy & Procedure Manual and I have 
subsequently entered into a written employment agreement signed by the CEO and me, the guidelines, 
procedures and benefits discussed in this manual are not applicable to the extent they are inconsistent with 
my written employment agreement. However, if the written agreement does not address conditions or terms 
set forth in the Manual, the Manual shall apply to me. 
 
I understand that AccentCare Policies apply to me whether working on site at an AccentCare location, in the 
field with patients or working remotely, including at home or virtual. 
 
I acknowledge I have received the HR Policy and Procedure Manual. 
 
 
Employee’s Signature    Date 
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Americans With Disabilities Act 

Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all employees 
of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” throughout) unless 
otherwise noted. 

Purpose  

To promote a positive and productive work environment for our employees and to ensure 
compliance with the Americans with Disabilities Act. 

Scope  

All employees of the Company, contractors and other people working on behalf of AccentCare who 
support the talent acquisition process are expected to adhere to this policy and ensure decisions 
made do not violate the Americans with Disabilities Act. 

Definition(s) / Key Terms 

Term Definition 

Disability A physical or mental impairment that substantially limits one (1) or more of 
the major life activities of an individual; an individual who has such 
impairment, has a record of such impairment, or is regarded as having such 
impairment is a disabled individual. 

Direct Threat to 
Safety or Health 

A significant risk to the health or safety of others that cannot be eliminated by 
reasonable accommodation. 

Qualified 
Individual with a 
Disability 

An individual with a disability who, with or without reasonable 
accommodation, can perform the essential functions of the position that the 
individual holds or has applied for. 

Reasonable 
Accommodation 

A variety of possible adaptations, not limited to and including making existing 
facilities accessible to individuals with disabilities; restructuring jobs; 
modifying work schedules; reassigning individuals to vacant positions; 
acquiring or modifying equipment or devices; and adjusting or modifying 
examinations, training materials, or policies. 

Functional Owner: HR Last Revision Date:    

Policy Number: HR-1 Effective Date: 01.01.2022 Approved By:  
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Undue Hardship Significant difficulty or expense for AccentCare. Examples of some of the 
factors to be considered in determining whether a proposed 
accommodation creates an undue hardship are the nature and cost of the 
accommodation, the financial resources of the facility at which the 
reasonable accommodation is necessary, and the overall financial resources 
of AccentCare. Other factors also can have a bearing on whether an 
accommodation would create an undue hardship. 

Policy  

The Company complies with federal and state laws concerning the employment of individuals with 
any disability. Accordingly, it is the Company’s policy not to discriminate against qualified individuals 
who have a disability.  This includes, but is not limited to selection and hiring, advancement, 
separation, compensation, training, or other terms, conditions, and privileges of employment. 
Furthermore, AccentCare reasonably accommodates qualified individuals with a disability so that 
they can perform the essential functions of a job. An individual who cannot be reasonably 
accommodated for a job, without undue hardship to the Company, may not be selected for that 
position. 

All employees are required to comply with safety standards. If an applicant's physical or medical 
condition poses a direct threat to the health or safety of individuals in the workplace and this threat 
cannot be eliminated by reasonable accommodation, the individual will not be hired. Current 
employees who have a physical or medical condition that poses a direct threat to the health or 
safety of themselves or others in the workplace that cannot be eliminated by reasonable 
accommodation may be removed from their role. 

Procedures 

1. The Company’s Chief People Officer is responsible for overseeing and amending this 
policy. 

2. Leaders (e.g., supervisors, managers, directors, vice presidents, etc.) are responsible 
for ensuring compliance at a functional and departmental level including, but not 
limited to ensuring reasonable accommodations, when appropriate, are made. 

Reference(s):  

• Anti-Harassment, Discrimination, & Retaliation 
• Diversity, Equity, Inclusion, & Belonging 

• Equal Employment Opportunity 

• Standards of Conduct & Workplace Behaviors 
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Change Control Log:  

Revision 
Date  Type of Revision  

Version 
Number  Approved/Issued By  
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Covid-19 Vaccination 

 Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization. These policies apply to employees 
of the Company, its subsidiaries, and affiliates and as outlined under Scope. 

Purpose  

To ensure a safe work environment for our employees, patients, clients, contractors, vendors, and 
communities. 

Scope  

This policy applies to all Covered Individuals of AccentCare in all service lines. 

Definition(s) / Key Terms 

Term Definition 

Compliance 
Date(s) 

Date all Covered Individuals must have their single dose or second dose 
unless the individual has received an approved accommodation. 

Covered 
Individuals 

Employees, interns, temporary or contracted employees in roles as 
described in # 1- 2 below, including new hires. Additionally, volunteers, 
vendors, and others as determined by AccentCare, or as required by 
applicable federal, state or local law or regulation, are required to receive 
the COVID-19 vaccine in accordance with this policy. 

1. Regional leadership positions for all service lines, listed in Appendix A  
2. All Corporate Support & Service Center Employees who work onsite or 

remote at one of the following: 
AccentCare Corporate Support Center (Dallas, TX); McKinney Support 
Center (McKinney, TX); Ontario Service Center (Ontario, CA); Denton 
Service Center (Denton, TX); NY PCS Support Center (Brooklyn, NY); HRS 
Corporate (Rosemont, IL); Seasons Corporate (Rosemont, IL); or other 
applicable corporate/business support sites; and/or are required to visit 
or travel to any AccentCare facility as part of their job/role and 
responsibilities at any time. 

3. Gareda Administrative roles, listed in Appendix B 

Functional Owner: HR Last Revision Date: 12.03.2021 
 

 

Policy Number: HR-2 Effective Date: 08.24.2021 Approved By:  
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COVID-19 A disease caused by the virus SARS-CoV-2. It can cause mild to severe 
illness and at times can lead to death. 

CRC Covid Resource Center “CRC” is AccentCare’s Covid information and rapid 
response team.  Employees should report COVID-19 illness, request COVID-
19 vaccine assistance, provide proof of vaccination, request any 
accommodation and other information by email at CRC@AccentCare.com 
or at 1-833-961-2983. 

Accommodation 
Review 
Committee 

Committee of AccentCare or its designee who review accommodation 
requests. 

Fully Vaccinated Covered Individuals are considered fully vaccinated: 

• Fourteen (14) days after their second dose in two (2) dose series, 
such as the Pfizer or Moderna vaccines; 

• Fourteen (14) days after a single-dose vaccine, such as the Johnson 
& Johnson (Janssen) vaccine; or 

Upon receipt of any COVID-19 vaccine authorized, approved, or otherwise in 
compliance with the Centers for Disease Control & Prevention (“CDC”) and 
Food & Drug Administration (“FDA”) guidelines. Other vaccines approved by 
the World Health Organization (“WHO”) may be accepted by the Chief 
Medical Officer of AccentCare. 

Virtual 
Employees 

Employees who only work from home and are not required to work in an 
office or commute to an office at all.  Virtual employees are not Covered 
Individuals under this policy. 

Remote 
Employees 

Employees who work at home but commute and/or travel regularly or 
periodically to an office.  

Policy  

AccentCare is committed to maintaining a safe healthcare environment for our communities, 
patients, visitors, and staff. COVID-19 vaccines are safe and effective at reducing the risk of COVID-
19 for unvaccinated individuals, and all Covered Individuals must be vaccinated against COVID-19 
by the Compliance Date(s) unless the individual has received an approved accommodation. 

It is AccentCare policy to comply with all applicable laws, rules and regulations related to COVID-19, 
including requirements regarding vaccinations, testing, and masking. To the extent that any 
applicable federal, state or local law, rule or regulation establishes additional or more stringent 
requirements than those outlined in this policy, those additional and more stringent requirements 
apply to AccentCare and its employees. 
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Procedures 
Where and when to get the COVID-19 Vaccine 
1. Covered Individuals must be vaccinated against COVID-19, provide written proof of being 

vaccinated, or receive an approved accommodation by the Compliance Date(s) listed 
below: 

* Virtual employees are not Covered Individuals. 

2. Written proof of COVID-19 vaccination must include name, date of birth, record of 
vaccine, date(s) of vaccine administration, and lot number(s) (example: photo of CDC 
vaccination card). Proof of vaccination should be submitted through the Workday 
process or through the CRC. 

3. COVID-19 vaccines are available free of charge to Covered Individuals either at local 
community vaccination sites or locations recommended by AccentCare (such as CVS). 
The Company’s Covid Resource Center (CRC) can assist employees with vaccine 
appointments/availability and any reimbursement steps if qualified. 

4. New hires starting employment after 8/24/2021 will be required to present proof of Dose 
1/Dose2/Single Dose vaccination in alignment with the Compliance Date(s) or an 
approved accommodation prior to commencement of employment. Note: Employees 
with offers accepted prior to 8/24/2021 may follow vaccine compliance dates for non-
new hires. (Final dose required by 10/1/2021) 

 Compliance Dates 

Covered Individuals 

Pfizer or Moderna 
Dose 1 

Recommendation 
Pfizer or Moderna 
Dose 2 Deadline 

J&J (single dose) 
Deadline 

Regional Leadership & Above (All service lines) As soon as possible or 
by 9/1/2021 

10/1/2021 10/1/2021 

Corporate Support/Service Center Employees* As soon as possible or 
by 9/1/2021 

10/1/2021 10/1/2021 

Gareda Administrative Employees 12/5/2021 1/4/2021 1/4/2021 

Any employee in roles listed above or who are 
required to be vaccinated under applicable 
state, local or Federal law, rule or regulation. 

Prior to employment 
commencement 

 

Prior to employment 
commencement 

Prior to 
employment 

commencement 
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5. If any Covered Individual is on a Leave of Absence at the time of the Compliance Date, 
they must have Dose 1, a Single Dose, or obtain an approved accommodation before 
returning to work or abide by local, state, federal law, rule or regulation if applicable. 

Procedures for Verifying Compliance 

AccentCare may maintain a written or electronic record of each Covered Individual’s 
compliance with this policy. 

Accommodations to the Requirement to have the COVID-19 Vaccine 

1. Medical contraindications, certain conditions covered by the Americans with Disabilities 
Act (“ADA”) or sincerely held religious tenets or beliefs are considered acceptable 
reasons for being exempted from the requirement to have the COVID-19 vaccine. 

2. Covered Individuals requesting an accommodation will be required to complete the 
appropriate accommodation form and may be required to complete the form on a 
periodic basis as requested by the Company’s COVID-19 Vaccination Medical/Religious 
Accommodation Request Form.   

3. If a Covered Individual’s accommodation request is denied, the Covered Individual must 
become compliant by the Compliance Date or will be subject to non-compliance actions 
described herein.  

4. Medical Accommodation:  A Covered Individual may be eligible to receive an 
accommodation (as allowed by ADA) from the COVID-19 vaccine requirement for 
medical contraindications and/or certain conditions. A Covered Individual requesting 
medical accommodation is required to complete and submit the form “Covid Vaccine & 
Accommodation Request” to the CRC and, if requested, answer follow-up questions and 
engage in an interactive process.  The Accommodation Review Committee will review 
each request for accommodation and, for purposes of this policy, only the 
Accommodation Review Committee is authorized to approve any accommodation. 

Medical contraindications may include, but are not limited to, the items listed below: 

• Immediate allergic reaction within 4 hours to any COVID-19 vaccine component 
including polyethylene glycol (“PEG”), polysorbate, or polyoxyl 35 Castor oil or a 
COVID-19 vaccine. 

• A severe allergic reaction to any COVID-19 vaccine component including 
polyethylene glycol (PEG), polysorbate, or polyoxyl 35 Castor oil or a COVID-19 
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vaccine. 
 

A Covered Individual with a medical contraindication to one type of COVID-19 vaccine 
(example, MRNA vaccines) may be required to receive another type of COVID-19 vaccine. 

A person who has a temporary medical condition (example, received monoclonal 
antibody therapies to treat COVID-19) may be temporarily accommodated, but must be 
Fully Vaccinated or obtain an approved accommodation as soon as practicable after 
resolution of the temporary medical condition. 

5. Religious Accommodation: Covered Individuals who believe the COVID-19 vaccine is 
inconsistent with a sincerely held religious tenet or belief (as allowed by Title VII) will be 
required to complete the form “COVID-19 Vaccination Medical/Religious 
Accommodation Request Form” and submit it to the CRC and, if requested, answer 
follow-up questions and engage in an interactive process. The Accommodation Review 
Committee reviews each request for accommodation and, for purposes of this policy, 
only the Accommodation Review Committee is authorized to approve any 
accommodation. 

 

6. Covered Individuals who receive an approved accommodation and do not receive the 
COVID-19 vaccine will be required to wear CDC approved and/or recommended 
equipment during their shift or while otherwise in an AccentCare facility or workplace, for 
example, an N95 Respirator and additional PPE such as Eye Goggles, Face Shield or other 
as designated by AccentCare. Requirements could also include eating and drinking to 
take place outside of a healthcare facility.  

Note: Regardless of COVID-19 vaccination status, refer to Company guidelines for PPE and 
safety practices.  
Should any additional accommodation apply pursuant to federal, state, or local law, the 
AccentCare Accommodation Review Committee will review each request in accordance 
with the applicable law. 

Actions for Non-Compliance 

1. Covered Individuals who are not vaccinated or do not have an AccentCare-approved 
accommodation by the Compliance Date will be considered noncompliant with this 
policy. Covered Individuals who may be eligible for an accommodation request and 
have not submitted an accommodation request are also considered noncompliant 
with this policy. 

2. Covered Individuals and their supervisors will receive notification that the individual 
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is not in compliance with this policy. 
3. New hires who start after 8/24/21 who fail to comply with this policy will have their 

employment offer rescinded. 
4. A Covered Individual who is not in compliance with this policy will be subject to 

separation from employment, termination, and/or other remedies as permitted by 
the applicable governing documents (example, medical staff bylaws, contract, etc.). 

5. A Covered Individual who has an approved accommodation and who does not 
comply with wearing required PPE and other established safety guidelines and 
protocols will be subject to disciplinary action up to and including separation from 
employment, termination and/or other remedies as permitted by the applicable 
governing documents (example, medical staff bylaws, contract, etc.). 
 

Non-Discrimination/Retaliation 

AccentCare prohibits discrimination or retaliation against any Covered Individual who is 
exempt from the required COVID-19 vaccination under this policy. Required use of PPE, such 
as masks, eye protection, gowns, and/or gloves, shall not be considered retaliatory action. 

Contingency Plan 

In the event of a COVID-19 vaccine shortage, AccentCare will evaluate the situation. If 
possible, the vaccine will be offered to Covered Individuals based on job function and the 
level of risk the individual presents to patients by the individual’s routine and direct exposure 
to patients. 

Reference(s):  

• Standards of Conduct & Acceptable Workplace Behavior 

Change Control Log:  

Revision Date  Type of Revision  
Version 
Number  Approved/Issued By  
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Covid-19 Vaccination Appendix A 
 
List of Regional Leadership Positions that are Covered Individuals: 
 

Home Health (Includes HRS) 
DCN - Director of Care Navigation 
ESVPOPS - SVP Operations 
ESVPS - SVP Sales 
ESVPOPS - SVP Operations 
EVPPR - VP Strategic Partnerships 
ICDRNI - Director RN Intake 
PDOPS - Program Director Operations 
RCSD - Regional Clinical Support Director 
RDOHH - RDO HH 
RDS - Regional Director of Sales 
RMBHE - Regional Manager Behavioral Health Services 
ROM - Regional Operations Manager 
ROMHH - Regional Operations Manager - HH 
RVPO - Regional VP Operations 
SMDM - Marketing Development Manager 
SREGMGR - Regional Sales Manager 
SRVP – Regional Vice President Sales 
SSD - Director Senior Services 
SVPGMOHH - SVP/GM Operations HH 
TRDR – Director, Therapy 
VPCSC - VP Clinical Service Center 
VPHHSD - VP Home Health Service Delivery 
VPNHHO - National VP Home Health Operational Performance 
VPOP - VP/GM Operations 
VPPRPCS - VP Payor Relations PCS 

Hospice 
AAOM - Area Operations Manager 
AGM - Assistant General Manager 
AVP - Area VP PCS 
CGM - General Manager 
COD - Clinical Operations Director 
RCSD- Regional Clinical Support Director 
RDS - Regional Director of Sales 
ROM - Regional Operations Manager 
RVPHOS - RVP Hospice 
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RVPO - Regional VP Operations 
PCS 

AADO - Area Operations Director 
AVP - Area VP PCS 
DMSD- Director PCS Market Segment Development 
NYOD – NY Operations Director 
OPCCDIR – Operations Client Care Director 
ROM - Regional Operations Manager 
RDOPCS – Regional Director Operations 
SREGMGR - Regional Sales Manager 
SVPGMOPCS - SVP/GM Operations PCS 
VPMSD - VP PCS Market Segment Development 
VPO - VP Operations 
VPOP - VP/GM Operations 

MHC 
CED – Executive Director 

Seasons 
Area Director-Business Development  
Area Director-MCO ACO Development 
Clinical Director 
Regional Director-Business Operations  
Regional Director-Clinical Operations  
Regional Director-Human Resources  
Regional Director-Learning and Development  
Regional Director-Patient Experience  
Regional Director-Quality and Field Compliance  
Regional Medical Director  
Regional VP-Business Development  
Regional VP-Operations  
Sr Regional Director-Clinical Operations  
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Covid-19 Vaccination Appendix B 
 
List of Gareda Administrative Roles that are Covered Individuals: 
 

Gareda 
Administrative Assistant 
Client Service Coordinator 
Client Service Liaison 
Client Service Supervisor 
Customer Relations Rep 
Employment Specialist NEH 
Employment Specialist/Compliance 
Employment Specialist/Recruitment 
EVV Agent 
EVV Team Lead 
Field Supervisor NEH 
File Clerk 
Intake Specialist 
Operations Manager/Field Supervision 
Special Attendant 
Systems Administrator I NE 
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Diversity, Equity, Inclusion & Belonging 

 Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all employees 
of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” throughout) unless 
otherwise noted. 
 

Our Commitment  

AccentCare is committed to fostering, cultivating and preserving a culture of diversity, equity and 
inclusion. 

Our employees are the most valuable asset we have. The collective sum of the individual 
differences, life experiences, knowledge, inventiveness, innovation, self-expression, unique 
capabilities and talent that our people invest in their work represents a significant part of not only 
our culture, but our reputation and the company’s achievement as well. 

Scope  

This policy applies to all employees of the Company. 

 General  

We embrace and encourage our employees’ differences in all areas, included, but not limited to 
age, color, disability, ethnicity, family or marital status, gender identity or expression, language, 
national origin, physical and mental ability, political affiliation, race, religion, sexual orientation, 
socio-economic status, veteran status, and other dimensions that make our employees unique. 

AccentCare’s diversity, equity & inclusion initiatives are applicable—but not limited—to our 
practices and policies on recruitment and selection; compensation and benefits; professional 
development and training; promotions; transfers; social and recreational programs; layoffs; 
terminations; and the ongoing development of a work environment built on the premise of gender 
and diversity equity that encourages and enforces: 

▪ Respectful communication and cooperation between all employees. 
▪ Teamwork and employee participation, permitting the representation of all groups and 

employee perspectives. 

Functional Owner: HR Last Revision Date:  
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▪ Employer and employee contributions to the communities we serve to promote a greater 
understanding and respect for the diversity. 

All employees of AccentCare have a responsibility to treat others with dignity and respect at all 
times. All employees are expected to exhibit conduct that reflects inclusion during work, at work 
functions on or off the work site, and at all other company-sponsored and participative events. All 
employees are also required to attend and complete annual diversity and inclusion awareness 
training to enhance their knowledge to fulfill this responsibility. 

Any individual found to have exhibited any inappropriate conduct or behavior against others may 
be subject to disciplinary action up to and including termination of employment. 

Employees who believe they have been subjected to any kind of discrimination that conflicts with 
the company’s diversity, equity & inclusion policy and initiatives should seek assistance from a 
supervisor or Human Resources. 

AccentCare Diversity, Equity & Inclusion Pledge 

Care for each other will be at the core of our diversity, equity, and inclusion journey by fostering 
a culture of curiosity, accountability, responsibility, and empathy among our employees, 
patients, and the community at large. 

• We will work toward a diverse and inclusive workplace by unleashing opportunities for all 
and by creating an open and trusting work environment. 

• We will not tolerate any form of harassment or discrimination. 

• We believe our business is stronger when we reflect the communities we serve.  

• We will take ownership of our role in society to help heal inequities for all.  

• Care will begin and end with people. 

Reference(s):   

• Anti-Harassment, Discrimination & Retaliation 

• Standards of Conduct & Acceptable Workplace Behavior 

Change Control Log:   
Revision 

Date 
Revision Description(s) Version 

Number 
Approved / Issued By 
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Equal Employment Opportunity   

 Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all employees 
of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” throughout) unless 
otherwise noted. 

Purpose  

To promote a positive and productive work environment for our employees and to ensure 
compliance with all federal, state and local laws that regulate equality in employment. 

Scope  

All employees of the Company, contractors and vendors with whom we partner to support 
employment and/or decisions related to selection. 

General  

The Company is committed to providing equal employment opportunities (EEO) to all employees 
and applicants for employment without regard to age, color, disability, ethnicity, family or marital 
status, gender identity or expression, national origin, ancestry, physical and mental ability, political 
affiliation, race, religion, sexual orientation, socio-economic status, veteran status, and other 
characteristics that make them unique or any other basis protected by federal, state, or local law. 
The Company expressly prohibits any form of workplace discrimination or harassment on the basis 
of any of the aforementioned or any other basis protected by federal, state, or local law. 

The Company complies with applicable laws governing non-discrimination in employment in every 
location in which the Company has facilities. This policy applies to all terms and conditions of 
employment, including, but not limited to, hiring, placement, promotion, transfer, layoff, termination, 
recall, leaves of absence, compensation, and training. 

Procedures 

The Company leadership (e.g., supervisor, manager, director, etc.) will follow the policy in all 
employment actions, ensuring decisions remove any form of bias based on any of the items listed 
under “General” or that violate the law.  The Company has zero tolerance for any violation of this 
policy.  Should circumstances require an investigation or uncover the need for corrections and/or 

Functional Owner: HR Last Revision Date:  
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other remedial action, Human Resources will coordinate with the appropriate leadership to make 
the necessary corrections or remedies up to and including terminating the employment of 
individuals in breach of the EEO and/or other referenced policies. 

Reference(s):  

• Anti-harassment, Discrimination, & Retaliation 

• Diversity, Equity, Inclusion, & Belonging 

• Standards of Conduct & Workplace Behaviors 

Change Control Log:  

Revision Date  Type of Revision  Version Number  Approved/Issued By  
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Employee Classifications 

Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all employees 
of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” throughout) unless 
otherwise noted. 

Purpose  

Define employee categories and how these are used to determine eligibility for benefits and 
employment requirements. 

Scope  

All employees of the Company.  Each employee will belong to one of the employment categories 
under Definition(s) / Key Terms. 

Definition(s) / Key Terms 

Term Definition 

Full-Time Regularly scheduled (non-temporary) employees who are scheduled to work 
thirty-two (32) hours per week or more. 

Full-Time 
Regular Salaried 

Regularly scheduled thirty-two (32) hours per week or more (Corporate, 
Regional Positions, Field Clinician and others) who are in an exempt position. 

Full-Time 
Regular Hourly 

Regularly scheduled thirty-two (32) hours per week or more (Corporate, 
Regional positions, Field Clinicians and others) who are in a non-exempt 
position. 

Full-Time 
Regular Per Visit 
(Full Time 
Productivity) 

Expected to work thirty-two (32) hours per week or more and is compensated 
on a per visit basis (clinicians only); must meet minimum requirement of 
Productivity Visits. 

Full-Time 
Temporary* 

Regularly scheduled thirty-two (32) hours per week or more. Used only for 
employees hired on an as needed basis for a specific limited duration. 

Functional Owner: HR Last Revision Date:  
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Assignments are no longer than three (3) months and *must be approved by 
Human Resources. 

Health Benefits 
Eligible 

Employees who are regularly scheduled to work thirty (30) hours or more per 
week are eligible to participate in all Company Health Insurance Benefit Plans. 
Participation in the company’s full benefit programs is subject to meeting 
requirements outlined on the plan documents or per the appropriate policy 
documents. 

Part-Time Part-time employees (non-temporary) have a regular schedule of less than 
32 hours per week. Part-time employees receive all legally mandated benefits 
(such as Social Security and Workers’ Compensation insurance) 

Part-Time 
Regular Salaried 

Exempt office or corporate employees scheduled weekly with standard hours 
less than 32 hours per week. 

Part-Time 
Regular Hourly 

Non- exempt employees expected to work a regular schedule of less than 32 
hours per week on an ongoing basis. 

Part-Time 
Regular Per Visit 

Expected to work a regular schedule of less than 32 hours per week and is paid 
on a per visit basis (clinicians only). 

Part-Time 
Casual (PRN) 

Hired on an as needed basis, includes ALL Care Partners, Team Leads, LVNs, 
PTAs, etc. and all other PRN employees who are expected to work less than 32 
hours per week. 

Part-Time 
Casual (PRN) 
Per Visit 

Hired on an as needed basis; PRN Clinical that are expected to work less than 
32 hours per week and are paid on a per visit basis. 

Part-Time 
Temporary* 

Used only for employees hired on an as needed basis for a specific limited 
duration. Assignments are no longer than 3 months and *must be approved 
by HR. 

General  

It is the policy of the Company, to establish employment classifications for purposes of 
determining employment status and benefit eligibility. These classifications do not guarantee 
employment for any specific period of time. Accordingly, the Company and the employee have the 
right to terminate the employment relationship at any time. 

An employee’s Exempt or Non-Exempt Fair Labor Standards Act (FLSA) classification may only be 
changed by Human Resources. 
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Procedures 

1. Upon hire, employees will be informed of the FLSA classification into which they will be placed. 
For the payment of minimum wage and overtime, each employee will be classified as “non-
exempt” or “exempt” in accordance with the FLSA and/or state law. 

a. Non-exempt: Non-exempt employees must be paid the applicable minimum wage and 
receive overtime pay at the rate of time and one-half for all hours worked over forty (40) 
in a workweek, or as determined by state or local law (e.g., number of hours worked in a 
day or pay period).  In accordance with state law, benefits hours for Paid Time Off (PTO), 
Floating Holiday, Holiday or other hours paid but not worked are not factored into hours 
worked when calculating overtime pay. 

b. Exempt: Exempt employees are excluded from specific provisions of the FLSA and/or 
state wage and hour laws, including payment of overtime. Exempt employees must be 
paid on a salary or fee basis and satisfy the requirements of an exempt classification 
under applicable federal and state laws. 

c. Non-exempt salary: Non-exempt salary employees receive a salary wage as well as 
overtime pay at one half of the calculated base rate (“overtime rate”) for worked hours 
over forty (40) in a workweek. Worked hours do not include PTO, Floating Holiday, Holiday 
or other hours paid but not worked. In accordance with state law, benefits hours for PTO, 
Floating Holiday or other hours paid but not worked are not factored into hours worked 
for overtime purposes. See below for the methodology and example. 

The calculated base rate for Non-exempt and per visit employee overtime is:  
• Weekly salary / actual worked hours in the week = calculated base rate  

(for example $1,000 weekly salary / 50 actual worked hours = $20)  
• The overtime rate = calculated base rate X 0.5 (for example $20 x 0.5 = $10) 

 
2. The Company is required by law to accurately record all hours worked by non-exempt 

employees. The divisions may use various forms of timekeeping. If a division is not using the 
designated Human Resources Information System (HRIS), or a time clock to record hours, then 
hours should be recorded on the employee’s timesheet and forwarded to the appropriate 
timesheet processor. All non-exempt employees who refuse or repeatedly fail to record hours 
worked in accordance with this policy will be subject to corrective action up to and including 
termination of employment. 

3. A Supervisor must approve all overtime hours. Employees working overtime without approval 
maybe subject to disciplinary action. All non-exempt employees must be paid overtime 
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compensation within state and federal guidelines. “Comp-time” or other time-off plans 
offered in lieu of payment of overtime or as provided by state laws are strictly prohibited. 

Reference(s):  

• Introductory / Orientation Period 

• Recruiting, Hiring, & Retention 

Change Control Log:  

Revision Date  Type of Revision  Version Number  Approved/Issued By  
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Employment of Relatives or Significant Others  

 Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all employees 
of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” throughout) unless 
otherwise noted. 

Purpose  

The purpose of this policy is to state the Company’s position regarding employment of relatives, 
members of the same household, individuals in a committed relationship, or related parties in 
order to enhance the quality of objective business decisions and to safeguard against unfairness 
in the employment relationship, confidentiality, security or safety breaches, employee morale 
problems, or disputes or misunderstandings.  

The Company strives to provide an environment that is respectful, fair and free of unlawful 
harassment or discrimination. In keeping with its commitment to provide equal opportunity to staff, 
and in order to avoid potential conflicts of interest, favoritism, exploitation, harassment, or 
breaches of professional standards, the Company prohibits romantic or sexual relationships where 
there is supervision, direction or control between the parties.  

Scope  

All employees of the Company. 

 

Definition(s) / Key Terms 

Term Definition 

Supervisor Any person who has the authority and/or responsibility to hire, promote, 
discipline, evaluate, assign, or direct staff of the Company. 

Employee 
(Employee) 

Any person employed by the Company, its affiliates, and/or subsidiaries who 
is reported on our regular payroll. 

Relative A current spouse, parent, significant other, child, stepchild, grandparent, 
grandchild, sibling, aunt, uncle, nephew, niece, father/mother–in-law, 

Functional Owner: HR Last Revision Date:  
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daughter/son-in-law, any other members of the employee’s family or 
extended family, or individuals involved with the employee through any other 
relationship that might create an inappropriate manager/subordinate 
relationship between the individuals. 

General  

The Company will avoid employment situations which compromise or have the appearance of 
compromising sensitive or confidential information and prevent potential favoritism. To that end, it 
is the policy of the Company that relatives will not be employed in a position where one has direct 
supervisory authority over another. 

Procedures 

1. All relatives as defined above must be listed on the employment application. 
2. Relatives may be employed in the same department in accordance with standards 

stated below only with the prior approval of the appropriate management. Relatives 
cannot have a direct or indirect reporting relationship to each other or work in the 
same workgroup. 

3. Relatives or members of the same household may not be employed in positions 
which have the possibility of creating a conflict of interest or the appearance of 
compromising sensitive or confidential Company information. Such situations will be 
reviewed on a case-by-case basis. 

4. Members of an employee’s family may not be hired, transferred or promoted if the 
hiring, transfer or promotion would: 

1. Create a direct or indirect supervisor/subordinate relationship between relatives. 
2. Create an actual conflict of interest or the appearance of a conflict of interest. 

5. Managers who develop a relationship with a direct report that become intimate in 
nature or become members of the same household shall notify their Manager and 
Human Resources so that a determination may be made as to whether the relationship 
presents an actual, potential, or perceived conflict of interest exists. 

6. If a determination is made that an actual, potential, or perceived conflict of interest 
exists, the Company may take whatever action it deems appropriate based on the 
circumstances, up to and including transfer or termination. 

7. Notwithstanding the foregoing, employees who are married to one another, or who 
are otherwise in a domestic partner relationship with one another, may both work 
for the Company subject to Company approval, but will not be permitted to be 
employed in: 
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1. A direct or indirect supervisor/subordinate relationship between such employees, 
2. An actual conflict of interest, the appearance of a conflict of interest or any 

operational disruption as identified by management in the business location. 
Any exceptions to this policy require prior approval by the Chief People Officer. 

Reference(s):  

• Anti-Harassment, Discrimination & Retaliation 

• Conflict of Interest 

• Code of Conduct & Business Ethics 

• Standards of Conduct & Workplace Behaviors 

Change Control Log:  

Revision Date  Type of Revision  Version Number  Approved/Issued By  
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Employee Referral Program (ERP) 

Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all employees 
of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” throughout) unless 
otherwise noted. 

Purpose  

Outline the Company’s process and incentive for referring candidates. 

Scope  

This policy applies to all Company employees. 

Program Overview 

AccentCare believes strongly in the quality of its employees and strongly encourages them to refer 
qualified candidates for consideration.  Research has shown, and our own experience supports, 
that new hires who come into a Company through employee referrals are excellent contributors, 
stay with the Company longer and provide better service to our patients and clients. 

Employees who refer someone that is hired into a position covered by the program and remains 
employed with the Company for the requisite timeframe may be eligible to receive a referral bonus 
(less applicable deductions, withholding orders, and taxes).  Referral bonuses may vary across 
business lines and regions and are determined by AccentCare’s business needs.  Referral 
payments are paid in installments, refer to the ERP Summary document on The Pulse. 

Eligibility 

All employees (excluding Human Resources and Hiring Managers) may participate in the program.  
To avoid possible conflicts of interest, referral bonuses are not paid for candidates referred by 
employees who are involved in any part of the hiring process (e.g., the Recruiter) or responsible for 
making hiring decisions (e.g., the Hiring Manager).  This includes employees working in the Human 
Resources department or other members of leadership involved in the hiring decision.   
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Procedure 

Employees have multiple ways to submit a referral.  Following are two more common and preferred 
referral methods: 

Option 1: 

Employee submits Referral Electronic Form 

1. Go to http://refer-a-
friend.accentcare.com 

2. Complete the online form. The form will 
ask for some basic referral information. 

3. Submit. 
4. Your referral will be routed to a 

Recruiter. 

 

You will be notified via email if your referral is 
hired. 

Option 2: 

Allow your referral to identify you  
when they apply 

1. Direct your referral to AccentCare.com. 

2. The referral will navigate to Careers and 
Search Jobs. 

3. The referral will identify the job that fits 
his/her background. 

4. Apply for the position. 

5. In the section “How did you hear about 
us?” the referral will select Employee 
Referral. 

The referred candidate submits the 
application, and the process is complete. 

Employees should keep the following in mind when submitting a referral: 
• Applicants already credited to some other source (advertising, employment 

agency, or their own initiative) are not eligible as a referral. 
• If multiple employees make the same referral submission the first employee to 

refer the candidate will be recognized as the only referring employee eligible for 
payment. 

• Employee Referral Program Bonus payments are discretionary; the amount of the 
bonus will be determined on budget allowances and how difficult the position is to 
fill. 

• AccentCare does not provide referral bonuses for candidates who are former 
employees or for persons returning from a leave of absence status. 

• All employee referrals must be for an actively posted position for which they are qualified.  
• Both the referred employee and the employee receiving the bonus must be in active status 

at the time of the bonus payout. 
Any questions regarding the Employee Referral Program should be directed to 
employeereferrals@accentcare.com or the Talent Acquisition Department. 
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Reference(s):   

• AccentCare Talent Acquisition Standard Operating Procedure 
• Standards of Conduct & Acceptable Workplace Behavior 

Change Control Log:   
Revision 

Date 
Revision Description(s) Program Owner Approver 
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Employment Verification & Reference Checks   

Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all employees 
of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” throughout) unless 
otherwise noted. 

Purpose  

To establish and convey the process for verifying a current or past employee’s employment. 

Scope  

All current and former employees of the Company. 

General  

It is the policy of the Company to provide a mechanism so that employment status verification 
and reference checks may be provided for former and current employees consistent with 
confidentiality. 

All inquiries concerning employment-related information on current and former employees, 
including reference requests and verifications of employment, should be directed to The Work 
Number.  

The Work Number is an automated service that gives employees the ability to quickly provide proof 
of employment or income. 

The person or group seeking verification from the Company of proof of employment will need to 
call The Work Number at 1-800-367-5690 using the Company Employer Code 12985. 

Reference(s):  

• Confidentiality 

• Recruiting, Hiring & Retention 
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Change  
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Federal & State Program Eligibility Screening & 
Exclusion  

Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all employees 
of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” throughout) unless 
otherwise noted. 

Purpose 

This policy is to ensure that all Screened Persons are not Ineligible Persons and the process to ensure 
Ineligible Persons are not employed by the Company. 

Scope  

This applies to all employees involved in the hiring process or who are making hiring decisions on 
behalf of the company. 

Definition(s) / Key Terms 

Term Definition 

Screened Persons All of AccentCare’s prospective and current employees, contracted 
personnel, temporary staff and independent contractors providing 
healthcare services. 

Ineligible Persons An individual or entity who has (a) currently been excluded, suspended, 
debarred, or otherwise ineligible to participate in Federally funded health 
care programs or in Federal procurement or non-procurement programs or 
(b) been included on a current state healthcare exclusion list or (c) that has 
been convicted of a criminal offense that falls within the ambit of 42USC   §  
1320a-7(a) (see References, below) but has not yet been  excluded, 
debarred, suspended, or otherwise declared ineligible. 

Functional Owner: HR Last Revision Date:  
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Federally funded 
health care 
programs 

Medicare, Medicaid, managed Medicare/Medicaid, Veteran’s Administration, 
the State Children’s Health Insurance Program, and TriCare among others. 

Exclusion Lists 1. Office of Inspector General (OIG) List of Excluded Individuals/Entities 
(LEIE), 

2. General Services Administration (GSA) Excluded Parties List System 
(EPLS), 

3. Applicable state healthcare exclusion list including Texas HHSC-OIG and 
LEIE website.  

General 

AccentCare prohibits the employment of the execution of contracts with, or services provided by or 
contemplated by an Ineligible Person in conformance with the authority of the Federal government, 
through the Office of Inspector General of the Department of Health and Human Services (“OIG”), 
which excludes individuals and entities who have engaged in fraud or abuse from participation in 
Medicare, Medicaid, and certain other Federal health care programs. 
 

Procedure – Employee, Vendor, or Contractor 
1. OIG Screenings of employees are coordinated at the Support Center through AccentCare’s 

designated vendor. Contract, Temporary Staff, and independent contractors shall be 
screened, by the vendor contracted with or by the hiring location manager. 

2. HR must ensure that AccentCare employees are screened against the OIG Exclusion lists 
prior to hire and on an ongoing basis, no less than monthly, thereafter. Hiring Managers 
ensure that contracted employees are screened locally or by the contract vendor prior to 
working with AccentCare. 

3. All Screened Persons shall be screened against the LEIE and as required by state regulations, 
the EPLS and any applicable state healthcare exclusion list on a basis which follows the 
guidelines of the specific list. (Note: Additional screenings are also conducted when 
appropriate. 

4. In certain cases, such as a contracted entity, AccentCare may accept an affidavit or 
representations and warranties from an entity affirming that the entity has performed its 
own screening for status as an Ineligible Person against the Exclusion Lists and, neither the 
entity, nor any individuals who are Screened Persons are ineligible. Such affirmation or 
representations and warranties must include a requirement that the entity will notify 
AccentCare of any changes in the exclusion or ineligibility status of any Screened Persons. 
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5. AccentCare requires all Screened Persons to disclose at the time of the initial hiring, 
credentialing, or contracting process or at any point in the future whether they are an 
Ineligible Person.  The Screened Person shall disclose to his or her supervisor, the Compliance 
Officer, or other individual as designated in the relevant contract, any felony, exclusion, 
suspension, or other event that makes that person or entity an Ineligible Person. Failure to do 
so may result in disciplinary action up to and including suspension or discharge, termination 
of the contract, or other actions as authorized by other AccentCare policies. 

6. When Human Resources has actual notice that a Screened Person has become an Ineligible 
Person: 

a. The individual's immediate supervisor shall remove such Screened Person from 
responsibility for, or involvement in, the provision of services or business 
operations related to any federally funded health care programs in accordance 
with point. 

b. Terminate employment or contract with Ineligible Person from responsibility for, or 
involvement in, the business operations related to any federally funded health 
care programs or provision of items or services, directly or indirectly, to federally 
funded health care program beneficiaries. 

c. Remove such person from any position for which the Ineligible Person’s 
compensation, or the items or services furnished, ordered, or prescribed by the 
Ineligible Person, are paid in whole or part, directly or indirectly, by federally funded 
health care programs or otherwise with federal funds. 

d. Ensure that the company does not submit claims for any services provided, 
ordered, or referred by such Ineligible Person. 

7. If AccentCare has actual notice that a Screened Person is charged with a criminal offense 
that falls within the ambit of 42 U.S.C. § 1320a-7(a) or 42 U.S. §§ 1320a-7(b)(1)-(3) (see 
References, below), or is proposed for exclusion during their employment or contract term 
AccentCare shall take all appropriate  actions  to ensure that the responsibilities of that 
Screened Person have not and shall not adversely affect the quality of care rendered to any 
beneficiary, patient, or resident, or the accuracy of any claims submitted retrospective  or 
prospectively to any Federally funded health care program. This may include suspension, 
termination, termination of the contract, or other actions as authorized by other AccentCare 
policies. 

8. If the Screened Person denies any material findings contained in the background 
investigation results, further investigation shall be initiated. The subject of the investigation 
may provide documentation indicating that they are not excluded or that reinstatement has 
been granted. The subject may also submit a sworn affidavit that they are not the Ineligible 
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Person that appears on the Exclusion Lists. The Human Resources Department or other 
responsible department shall forward the documentation to the Background Screening 
Services and Compliance Officer for evaluation and input. After the additional investigation 
is complete, a response will be provided to the individual within a reasonable period. 

9. The Human Resources Department and the Compliance Officer will be notified immediately 
when it is learned that a Screened Person is on the OIG Exclusion List. An immediate 
investigation by the individual’s supervisor must be done to learn from the individual the 
reason for inclusion on the OIG Exclusion List. The Legal Department, Human Resources 
Department and the Compliance Officer shall coordinate with the Regional Vice President or 
administrator/director to immediately develop a corrective action plan, including 
termination of the employee and immediate calculation of and processing refunds to the 
proper agency.  The Legal Department, Compliance Officer and Chief People Officer shall be 
responsible for making appropriate notifications to the OIG or other Federal or State required 
Regulatory body of any Reportable Events relating to Persons on the OIG Exclusion List 
(Agencies licensed in Texas are required to self-report to DADS within 24-hours). Should the 
individual apply to the OIG and be taken off the OIG Exclusion List that person could become 
eligible for hire.  

Documentation of the screenings shall be maintained by the background screening services 
vendor with notification to the Human Resource Department.  All documents related to 
screening processes under this policy shall be maintained in the appropriate files as 
appropriate for a minimum of 10 years after the expiration or termination of employment, 
contract, or privileges.  All such documents are subject to audit by the Compliance Officer or 
designated representative. 

Background 

The Federal government, through the Office of Inspector General of the Department of Health 
and Human Services (“OIG”), has the authority to exclude individuals and entities who have 
engaged in fraud or abuse from participation in Medicare, Medicaid and certain other Federal 
health care programs. In addition, under Federal procurement rules, the Federal government’s 
General Services Administration has the authority to debar, suspend, exclude, disqualify or 
otherwise declare ineligible individuals or entities from receiving federal contracts, certain 
subcontracts, and certain federal assistance and benefits. 

Exclusion from participation means no federally funded program payment may be made for 
any services furnished by an excluded individual or entity. This payment prohibition applies to 
all methods of Federal program reimbursement. In addition, any services furnished are not 
reimbursable when the individual or entity furnishing the services either knows or should know 
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of the exclusion.  The payment prohibition applies regardless of who submits the claim even 
when the Federal payment itself is made to another provider, contractor or vendor that is not 
excluded. 

The prohibition against federally funded program payment for services furnished by excluded 
individuals or entities also extends to payment for administrative and management services 
not directly related to patient care, but  that  are  a  necessary  component  of  providing  
services  to  Federal  program beneficiaries. For example, this would include payment of the 
salary for a billing employee who had been excluded. 

An excluded individual or entity violates the law if it provides services to federally funded 
healthcare program beneficiaries and a federal payment is sought for those services. 
Furthermore, no payment can be made from a federally funded health care program payment 
to cover an excluded individual’s salary, expenses or fringe benefits, regardless of whether they 
provide direct patient care. 

Furthermore, there are certain states that have exclusionary lists in addition to the Federal 
exclusionary lists which prohibit state funded program payment for any services furnished by 
an excluded individual or entity providing services in the specific state 

References 

a. 42 U.S.C. § 1320A-7(A) – mandates exclusion for conviction of healthcare program-related 
crimes, conviction relating to  patient  abuse   or neglect, felony conviction relating to 
healthcare fraud, or felony conviction relating to controlled substances. 

b. 42 U.S.C. §§ 1320a-7(b)(1)-(3) – permits exclusion for misdemeanor conviction relating to 
healthcare fraud, conviction relating to fraud in non-healthcare programs, conviction 
relation to obstruction of an investigation, or misdemeanor conviction  relating  to 
controlled substances. 

c.  OIG Special Advisory Bulletin on The Effect of Exclusion from Participation in Federal 
Health Care Programs, 64 FR 52791 (September 30, 

1999), https://oig.hhs.gov/fraud/docs/alertsandbulletins/effected.htm 
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Health Requirements 

 Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all employees 
of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” throughout) unless 
otherwise noted. 

Purpose  

Clarify the Company’s expectation when an employee is ill with a communicable disease or has 
symptoms related to a communicable disease including screening measures. 

Scope  

All employees of the Company, as well as contractors and vendors. 

General  

Any employees with symptoms of communicable disease or infected skin lesions are not permitted 
to work until such time as the symptoms are no longer present or a doctor certifies that the 
employee is no longer contagious and releases the employee to return to work. In accordance with 
applicable law, periodic examination may be required to ensure that the employee is free from 
communicable disease. The following procedure is in place in an effort to control communicable 
diseases. 

Procedures 

1. Employees must report any changes in physical or mental ability which may affect their ability 
to perform the essential functions of their jobs. 

2. This change in condition must be reported regardless of when or how the change occurred. 

3. Employees who have an infectious disease will not be permitted to work for the duration of the 
communicability period if it presents a direct threat is present to themselves or others. 

4. If a change in the employee’s ability to perform their job is suspected, even if temporary, a 
medical examination may be requested by the employee or the Company, to the extent 
permitted by applicable law, to confirm the employee’s continued ability to perform the 
essential functions of their assigned duties without posing a direct threat to themselves or 

Functional Owner: HR Last Revision Date:  
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others. 

5. Some locations may require employees, whose assigned tasks require regular contact with 
patients, to have a screening or test and/or complete annual certification that they have not 
experienced or are not currently experiencing symptoms. For example, an annual tuberculin 
test may be required. 

 

Reference(s):  

• Disease Response, Management & Employee Matters 

• Health & Safety Policy 

• Open Door 

Change Control Log:  
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Introductory / Orientation Period 

Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization. These policies apply to employees 
of the Company, its subsidiaries, and affiliates as outlined under Scope. 

Purpose  

Outline the company’s introductory/orientation period for newly hired employees or an employee 
moving into a new role for the first time. Clarify expectations with regard to onboarding, 
performance, and support. 

Scope  

This policy applies to all employees. 

Definition(s) / Key Terms 

Term Definition 

Introductory 
Period 

Initial period spanning from the first day of employment in a new position/role 
to the ninetieth (90) day in the role. 

On-boarding The process through which new employees acquire the necessary knowledge, 
skills, and behaviors to become effective organizational members. 

Orientation The process of introducing new hires to their jobs, employees, and the 
organization.  

New Hire Individuals who accept an offer of employment with the Company, begin 
employment and are classified as an employee for the first time within the 
Company. 

General  

The introductory period enables new employees to assimilate into their new position and 
responsibilities, while also providing management an adequate opportunity to evaluate the 
employee’s ability to meet communicated performance standards. The first ninety (90) days of 
continuous employment with Company, the Introductory Period, is a learning experience. 

Functional Owner: HR Last Revision Date:  
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Employees go through a defined onboarding process specific to their role.  They learn to perform 
their job duties and responsibilities, get acquainted with their employees and management, and 
familiarize themselves with the Company in general including policies, procedures, and operating 
protocols. This initial period of employment is the “Introductory Period”. 

As part of the onboarding experience, employees receive an Orientation and review of the 
Company’s standards, policies, values and practices, and completion of all new hire documents as 
required by federal, state, and/or local regulations. An orientation program is provided to 
thoroughly prepare a new employee in the performance of their duties and responsibilities; it helps 
provide a positive work experience that supports their success. 

Introductory / Orientation Period Provisions 

1. The Company will review the employee’s job performance, reliability, execution and 
approach toward their assigned responsibilities and evaluate continuation of their 
employment.  Once an Introductory Period is completed, the employee’s manager may 
complete a written review of the employee’s performance up to that point.  The Company will 
continue to review overall job performance throughout the employee’s tenure.  

2. The existence of an introductory period does not in any way alter the Company’s at-will 
employment policy. At-will employment allows the Company and the employee to terminate 
the employment relationship at any time with or without notice, and with or without cause, 
regardless of the completion of the introductory period. 

3. If an employee is absent from work more than three (3) days during the Introductory Period, 
the Company may choose to extend the Introductory Period as necessary to give the 
employee an opportunity to demonstrate their ability to effectively do the job. The Company 
reserves the right to extend the Introductory Period in other cases as well, where warranted 
based on overall performance and the circumstances. 

Orientation Procedure  

1. The new hire orientation content for all personnel will include the following as applicable and 
appropriate to the care and service provided: 

a. General Company information including the organization’s vision, mission and passions. 

b. Care and services provided by the company/agency/center. 

c. Review of the specific organization chart, including the lines of authority and 
responsibility. 

d. Working hours, attendance guidelines, and reporting expectations. 
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e. Job related responsibilities and skills as outlined in the job description. 

f. Compliance training including code of conduct, confidentiality of organizational and 
patient Information /HIPAA regulations, documentation standards and the Company 
reporting process. 

g. Infection prevention and control within the organization and the homecare setting 
(applicable roles only). 

h. Performance standards. 

i. OSHA training and compliance. 

j. Medical Device reporting, if agency CHAP certified 

k. The Company adherence to the Equal Employment Opportunity (EEO) and Americans 
with Disabilities Act (ADA) Requirements. 

l. Grievance Procedure. 

m. Ethical issue identification and resolution. 

n. Sexual Harassment Protection. 

o. Compensation and benefits information. 

p. Unemployment and workers’ compensation. 

q. Collective bargaining information, as applicable. 

r. Family/State Medical Leave Act. 

2. The hiring manager or designee will ensure orientation to and accurate completion of all new 
hire documents during the orientation period and completion of all required compliance 
training. 

3. All employee files will be maintained in electronic format in the HR system or kept in a secured 
area designated by the manager/administrator. 

4. Each line of business/type of care will provide a new hire orientation program specific 
to its care or service requirements. 
a. During orientation, the supervisor will be responsible for evaluating the knowledge 

and skills of the personnel being oriented. Any areas of concern will be brought to 
the immediate attention of the new personnel. Appropriate guidance or training 
will be provided as needed. 

b. The introductory period will be 90 days, during which time the orientation process 
may be extended. 

 

 



 
 

 
 

44 
 

OVERVIEW OF ORIENTATION FOR CLINICAL PERSONNEL 

1. The orientation process for all clinical personnel will consist of didactic and practical 
components. Observation in a lab or patient setting will be performed by the supervisor or 
assigned preceptors to assess the skills demonstrated by new or reassigned personnel as 
well as reinforce information presented during didactic sessions. 

2. The supervisor or assigned personnel will orient newly assigned employees or volunteers to 
their responsibilities, patient needs, and care specifics when patient assignments change. 
Orientation may be provided in the patient’s home and consist of record review and instructions 
either written or verbal. 

3. Orientation of current employees assigned to new job classifications will include, as 
applicable: 

a. Lines of authority and responsibility, 

b. Working hours, 

c. Job responsibilities and skills as outlined in the job description, 

d. Documentation responsibilities. 
4. The orientation process for contract personnel will consist of the following: 

a. For a contracting organization or vendor, the contractor will assign one member of the 
organization to be oriented to the agency's policies, procedures, compliance 
requirements, documentation requirements and other agency information presented 
during orientation. The contractor's appointee will be responsible for orienting other 
contract personnel from that organization provided to the agency. 

b. For independent contractors a preceptor or other clinician will be assigned to complete 
the orientation process. 

Reference(s):  

• Attendance 
• Standards of Conduct 

Change Control Log:  

Revision 
Date 

Revision Description(s) Version 
Number 

Approved / Issued By 

    

 
 



 
 

 
 

45 
 

License & Certification Verification   

 

Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization. These policies apply to employees 
of the Company, its subsidiaries, and affiliates as defined under Scope. 

Purpose  

To define the process of license or certification validation for all personnel for which licensure or 
certification is a requirement. 

Scope  

All employees of the Company. 

General  

Employees of the Company requiring a professional license and/or certification to perform their job 
duties shall maintain that current license and/or certification, including but not limited to registered 
nurses (RNs), licensed vocational/practical nurses (LVN/LPNs), speech therapists (STs), physical 
therapists (PTs), physical therapy assistants (PTAs), occupational therapists (OTs), occupational 
therapy assistants (OTAs), home health aides (HHAs) and certified nursing assistants (CNAs). 

Procedures 

1. Copy of license or certification shall be obtained at the time of application by the hiring 
manager or agency/center staff member responsible for HR files. 

2. The license or certification shall be verified for current registration and disciplinary actions with 
the appropriate state licensing agency prior to the start of employment.  

3. Proof of licensure or certification shall be maintained as part of the employee record. 

4. Licensed and certified personnel shall provide a proof of license or certification prior to 
expiration of the current license or certificate for evidence of continued licensure or certification.   
The Company or its delegates shall verify the license or certification to ensure compliance. 

5. Failure to maintain current licensure or certification will result in disciplinary action, up 
to and including suspension without pay and/or termination of employment. 

Functional Owner: HR Last Revision Date:    
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6. Any license, registration, or certification required for employment will be verified 
periodically as required by the Company or local, state, and/or federal law. 

7. The Company will not allow any employee who does not have a current, valid license or 
certification, as required by law, to perform his/her job duties. 

8. An employee must notify his/her Manager of any action taken by any licensing agency 
or any credentialing body that results or might result in the revocation or suspension of 
the license, registration or certification. The employee must notify his/her Manager 
immediately upon receiving notice of any such action. If the employee does not notify 
his/her Manager in advance, disciplinary action up to and including termination may 
occur. 

9. All licensed employees are required to follow their state board guidelines for posting 
licenses. 

Change Control Log:  

Revision Date  Type of Revision  Version Number  Approved/Issued By  
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Recruiting, Hiring & Retention   
 

Functional Owner: HR Last Revision Date:    

Policy Number: HR-13 Effective Date: 01.01.2022 Approved By:  

Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization. These policies apply to employees 
of the Company, its subsidiaries, and affiliates, as outlined under the scope. 

Purpose  

To ensure a non-discriminatory, selection, hiring, promotion and advancement process that complies 
with government regulations while supporting efforts to recruit, hire, and retain the most qualified 
individuals without regard to age, color, disability, ethnicity, family or marital status, gender identity 
or expression, national origin, physical and mental ability, communicable disease, political affiliation, 
race, religion, sexual orientation, socio-economic status, or veteran status. 

Scope  

All employees of the Company, contractors and others working on behalf of AccentCare who 
support the talent acquisition process and/or influence related decisions. 

Definition(s) / Key Terms 

Term Definition 

Good Standing No written disciplinary action within the past 12 months. 

General  

The Company will provide for the needs of its patients/clients by recruiting, hiring, advancing and 
retaining the appropriate number and type of qualified, competent personnel needed to provide 
safe and effective care. 
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Procedures 

1. Positions are posted online via the career site. 

2. Candidates will be screened (e.g., by phone, video, or in person) to ensure they meet the job 
requirements and qualifications, such as: 

a. Valid state license or certification, as applicable 
b. Experience as defined in the job description 
c. Minimum age 18 

3. Qualified applicants will be given proper consideration and the hiring manager or designee will 
make employment decisions. 

Hiring Process 

1. An individual seeking employment will complete an application, including information and 
verification about education, work experience, job history, references, and have a personal 
interview. Candidates to whom an offer of employment is extended will also submit to a 
criminal background check and pre-employment drug screen as required by policy and 
regulation. 

2. Applicants will be interviewed by a manager. 

3. The interviewer will submit a report of the interview to Talent Acquisition. 

4. Two (2) references will be obtained prior to employment for candidates in all New York 
agencies, Community Health Accreditation Partners (CHAP) certified agencies, Corporate and 
/or home health / home care agencies licensed in Colorado, Tennessee or Texas. 

5. Education will be verified, if required by the position. 

6. Professional licensure/certification will be confirmed. In all cases the current licensure or 
certificate will be verified by the applicable licensing body either through its website, Call 
Center or other means, as available.  

7. Information will be obtained to verify that the candidate is eligible to work in the United States. 

8. Verification of the above items will be documented. 

9. Applicants who are not selected are notified by the Company (e.g., Talent Acquisition 
Specialist, Recruiter, facility Coordinator, or hiring manager). 
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10. Employment offers may be made orally or in writing. 

Background Checks and Pre-Employment Drug Screens 

1. All job offers are contingent upon satisfactory completion of the criminal background check, 
which is explained to the candidate verbally or referenced in a written offer letter. If the 
candidate refuses to provide information required to complete the background screening 
process, or if the Company receives disqualifying information during the screening process, 
the offer may be rescinded. 

2. The hiring manager or designee will initiate a background check for the selected 
candidate(s) through the approved background screening vendor. 

3. If background check results do not meet the company adjudication matrix, Human Resources 
will review the results and consistent with the adjudication matrix make a determination with 
regard to the applicant’s eligibility for hire. 

4. Upon request, candidates may be provided a copy of their background report as outlined 
(according to the Federal and State regulations) in the Consumer and Authorization 
Background release form. 

5. The hiring manager or designee will initiate a drug screen, if required by policy or compliance 
requirements. An authorization form is required prior to screening. 

6. Personnel attends an orientation prior to assuming job responsibilities. Depending on the 
personnel classification, a specific orientation program may be conducted which addresses 
job responsibilities and a further review of organization policies. 

7. For clinical (all field Staff) staff or patient volunteers a current physical assessment and TB 
screen must be received prior to the first day of patient assignment. 

8. All new employees will be in an introductory period for 90 days from their initial date of 
employment unless otherwise specified. 

Internal Application Process 

1. Employees eligible to apply for job openings must meet all requirements and qualifications of 
the position. 

2. All internal applicants must communicate their interest in another position to their current 
manager, be in Good Standing, been in their current position at least six (6) months (twelve 
(12) months for the McKinney Service Center). 
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3. Key leadership positions (e.g., Executive Director and above) require that employees have 
been in their current position for eighteen (18) to twenty-four (24) months prior to applying.  
Tenure requirement varies by role. 

4. Position transfer requests for qualified candidates will be forwarded to the hiring manager for 
consideration.  Every applicant will be evaluated based on their qualifications with respect to 
the requirements of the position and their demonstrated abilities based on performance in 
their current position (e.g., documented performance evaluation, formal written recognition, 
verbal feedback from the internal applicant’s current manager).   

5. Internal candidates who do not meet eligibility requirements will be notified by their current 
manager or Human Resources.  

6. Employees who are interviewed but not selected will be notified by the Hiring Manager.  If the 
hiring manager is from a different department than the applicant, the hiring manager will 
coordinate communication of the decision with individual’s manager beforehand and share 
any feedback that will support the individual’s manager efforts in continuing to coach and 
develop the internal applicant. 

7. Transfer offer letters and restrictive agreements are generated when required for some 
position changes. 

8. The hiring manager will update the Human Resource’s Information System with the 
appropriate changes once the offer letter and agreements are signed and returned. 

Reference(s):  

• Americans With Disabilities Act 
• Anti-Harassment, Discrimination, & Retaliation 

• Diversity, Equity, and Inclusion) 

• Equal Employment Opportunity 

• Introductory / Orientation Period 

Change Control Log:  
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Rehire / Reinstatement   

Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization. These policies apply to employees 
of the Company, its subsidiaries, and affiliates as defined under the Scope. 

Purpose  

To establish guidelines under which former employees may be reinstated or rehired. 

Scope  

All current and former employees of the Company. 

Definition(s) / Key Terms 

Term Definition 

Rehired 
Employees 

A former employee who is rehired after having been separated from the 
Company for ninety (90) or more days and is given a new hire date. 

Reinstated 
Employees 

A former employee who is reinstated with the original seniority hire date after 
being separated from the Company for less than 90 days. 

General  

Consideration shall be given to former employees who seek re-employment where past 
performance qualifies them for such consideration. Such determination shall be solely at the 
discretion of the Company. 

Employees discharged for unacceptable performance, etc. may not be considered for rehire or 
reinstatement. 

An employee re-hired by the Company must go through the pre-hire and hire process and 
complete all new hire documentation. Rehired/reinstated employees will not be credited with 
accrued benefits during their absence. 

Reference(s):  

• Introductory / Orientation Period 

• Recruiting, Hiring & Retention 

Functional Owner: HR Last Revision Date:  
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Acceptable Use of Computing Resources   

Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization. These policies apply to employees 
of the Company, its subsidiaries, and affiliates. 

Purpose  

The purpose of the policy is to define and outline the acceptable use of computer equipment for 
AccentCare. The Acceptable Use Policy details specific requirements for the use of all computing 
and network resources at the Company. These stipulations exist to protect the 
employee/contractor and AccentCare. Inappropriate use exposes the Company to risks including 
compromise of data, compromise of network services and systems, virus attacks, and potential 
damage to reputation, which could lead to legal liability. This Acceptable Use Policy applies to the 
use of information, use of computer equipment and all electronic devices, and network resources 
used to conduct official Company business.  

Scope  

This policy applies to all employees and temporary workers/consultants/contractors (described as 
“contractors” in this policy) of AccentCare and its subsidiaries and is subject to change as state 
and federal laws evolve. 

General 

This policy exists to protect AccentCare and its employees. Inappropriate use exposes the 
Company to risks including compromise of data, compromise of network services and systems, 
virus attacks, and potential damage to reputation, which could lead to legal liability. This 
Acceptable Use Policy applies to the use of information, use of computer equipment and all 
electronic devices, and network resources used to conduct official Company business. 

Policy Statement 

This Acceptable Use Policy applies to the use of information, use of computer equipment and all 
electronic devices, and network resources used to conduct official Company business. Additionally, 
this policy spans AccentCare’s internal networks and business systems, whether owned or leased 
by Company employees, temporary workers, consultants, contractors, or a third party. All 
employees responsible for practicing good judgment regarding the appropriate use of information, 
electronic devices, and network resources in accordance with Company policies and standards, 

Functional Owner: HR Last Revision Date:  
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and all laws and regulations. The use of personal computer equipment is prohibited on AccentCare 
systems or networks. 
 
As a user of AccentCare services, equipment, and networks, you have access to valuable 
resources, to legally restricted or confidential information, and to internal and external networks. 
Consequently, it is important for you to behave in a responsible, ethical, and legally compliant 
manner. 
 

COMPUTER, INTERNET, AND ELECTRONIC MAIL USAGE 

Acceptable Uses of Communication and Data Systems: 
• The Company’s computer systems (desktops, laptops, servers, etc.), hardware, software, 

Internet, e-mail system, wireless devices, fax machines, data files, source codes, telephones, 
cellular telephones, voice mail, electronic communications, and any other electronic 
equipment or communication system used to access or transmit information (hereinafter 
“Communication and Data Systems”) are provided by the Company primarily for business 
purposes and are property of the Company. 

• The Company encourages the use of the Internet and e-mail because it creates more 
efficient and effective communication. Internet service and e-mail are Company property, 
and their purpose is to facilitate Company business. Appropriate levels of access to each 
system will be provided to enable employees and contractors to perform their assigned job 
functions. 

• To ensure compliance with this policy, the Company has the absolute right to monitor, 
access, audit, intercept, retrieve, review and/or disclose any electronically stored 
communication that employees send to or receive from others through the Company’s 
Communication and Data Systems. Thus, the Company will override all personal passwords 
and/or encryption keys, if necessary. Employees and contractors have no expectation of 
privacy when using the Company Communication and Data Systems. 

• All Company-related email correspondence must be transmitted using an email account 
issued by AccentCare. Personal email accounts, including webmail accounts, must never be 
used to conduct Company business. AccentCare electronic business records, including 
business emails, spreadsheets and all other electronic documents, must be retained 
exclusively on AccentCare IT infrastructure. This includes company-issued computer 
hardware and networked storage tools (e.g., shared drives and SharePoint sites) 

• While the Company recognizes that employees and contractors may need to use its 
Communication and Data Systems on a limited basis during the workday for non-business 
purposes, employees and contractors are reminded to use common sense and must 
minimize nonbusiness use. Non-business use should not conflict with company or business 
objectives or guidelines, abuse company time or resources, and should not interfere with 
the user’s job duties, the business needs of other users, or with serving our clients. 
Unacceptable use of the Company’s Communication and Data Systems may result in 
disciplinary action, up to and including termination, or termination of contract. 
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Unacceptable Uses of Communication and Data Systems: 

• Sending or posting trade secret, Confidential Information (as defined in the Confidentiality 
Policy) outside of the Company absent an authorized business purpose. Prohibited activity 
would include transferring such information to a personal e-mail account, an external 
electronic device, or some another method not previously authorized by the Company. 

• Transmitting, accessing, retrieving, posting or storing any sexually explicit, discriminatory, 
harassing or threatening messages, images, or content. Viewing or exchanging 
pornography or other obscene materials is also prohibited. 

• Transmitting, accessing, retrieving, posting or storing any messages, images, or content 
that would discriminate against or harass someone on the basis of sex, genetic information, 
pregnancy (including childbirth, breastfeeding, and related medical conditions), disability, 
predisposing genetic characteristics, sexual orientation, gender, gender identity, gender 
expression, race, color, religion (including religious dress and grooming practices), creed, 
national origin, citizenship, ancestry, age, ethnicity, marital or familial status, HIV/AIDS status, 
political affiliation, military or veteran status, domestic violence victim status, or any other 
personal characteristic protected by federal, state or local laws. 

• Sending or posting messages that are knowingly false. 
• Passing of personal views as representing those of the Company. 
• Solicitation of non-company business or any use of the Company e-mail or Internet for 

personal gain. Also refer to the Non-Solicitation of Goods and Services Policy. 
• Stealing, using, or disclosing someone else’s code or password without authorization. 
• Copying, pirating, or downloading software and electronic files without permission. 
• Violating copyright law. 
• Failing to observe licensing agreements. 
• Engaging in unauthorized transactions that may incur a cost to the Company or initiate 

unwanted Internet services and transmissions. 
• Attempting to break into the computer system of another organization or person. 
• Intentionally interfering with a security investigation. 
• Unauthorized sharing of any access codes or passwords. 
• Using Communication and Data Systems for secondary employment or for personal 

entertainment purposes, such as accepting, downloading, or transmitting instant 
messaging services, gambling, music, videos, games, software programs and/or otherwise 
creating unnecessary network traffic. 

• Using Communication and Data Systems to engage in any action that would violate the 
Company’s other policies or procedures. 

 
The Company’s Communication and Data Systems may not be used for any illegal purpose or for 
any purpose that is against Company policy. 
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OTHER INTERNET COMMUNICATIONS 
Each individual is responsible for the content of all text, audio, or images they place or send over 
the Company’s Communication and Data Systems. No e-mail, instant message, posting or other 
electronic communications may be sent, which hides the identity of the sender or represents the 
sender as someone else. All messages communicated on the Company’s e-mail and Internet 
system should contain the name of the individual who is sending the message. The drafting of e-
mail messages should be accomplished in the same careful manner as the creation of any other 
business document. 
 
SECURITY AND MONITORING 
The Company reserves the right, at all times, and without prior notice, to inspect, via human and/or 
automated means, and search any and all of the Company’s Communication and Data Systems. 
Such inspections may be conducted during or after business hours, in the presence or absence of 
the employee (or contractor) and without notice. Employees (or contractors) should not assume 
Communication and Data Systems are private. If you have sensitive or personal information to 
receive or transmit, it should be done through the individual’s and not the Company’s 
Communication and Data Systems. 
Employees and contractors have no expectation of privacy or confidentiality with regard to any 
information placed on, created, sent, received, or accessed through Company owned computers 
or otherwise on the Company’s Communication and Data Systems, even if employees and 
contractors use these systems to access personal accounts such as Facebook or personal Web-
based e-mail accounts (e.g., Gmail, Hotmail, or Yahoo accounts). Refer to AccentCare’s Social 
Media Policy. 
 
COPYRIGHT ISSUES 
The Company prohibits all copying or “pirating” of software from outside vendors or sources which 
violate any copyright or license agreement. The use, duplication, dissemination, or printing of any 
copyrighted materials in violation of copyright laws is strictly prohibited. Copyrighted materials 
which do not belong to the Company may not be transmitted by employees or contractors on the 
Company’s Communication and Data Systems. 
Additionally, the Company prohibits the use of any pirated DVD or music CD on Company property. 
Failure to observe copyright or license agreements may result in disciplinary action, up to and 
including termination, or termination of contract. 
 
SOFTWARE AND FILES 
An employee or contractor must only use fully licensed copies of software purchased from 
legitimate vendors. Employees or contractors may access only files or programs, whether 
computerized or not, that they have permission to access. Employees or contractors may not load 
personal software onto the Company’s computer system and may not copy software from the 
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Company for personal use. All employees and contractors must obtain explicit permission from the 
Company before installing or downloading any software or files on the Company’s computer 
system. Unauthorized review, duplication, dissemination, removal, installation, damage, or 
alteration of files, software, data, passwords, computer systems or programs, or other property of 
the Company, or improper use of information obtained may be grounds for disciplinary action, up 
to and including termination of employment, or termination of contract. 
 
HIPAA and PHI 
During the course of normal business activities, Company system users may come in contact 
with data or information that is deemed sensitive or protected by one or more laws. This 
includes, but is not limited to data protected by HIPAA, the HITECH Act, copyright and payment 
card industry data security standards, trade secrets, and/or proprietary data. 

Staff and contractors shall never email protected health information (PHI) outside of the 
company network unless allowed by company HIPAA policy. Only the minimum amount of PHI 
may be used when communicating via phone, fax, or email. The Company strongly 
discourages the transmission of PHI outside of the patient EMR system unless absolutely 
necessary to provide adequate health care for the patient under Company supervision. 

Direct communication with patients via email is strongly discouraged unless proper HIPAA 
procedures are followed and practiced, such as: encrypting email messages that contain PHI and/or 
personally identifiable information (PII), properly logging the interaction in the company electronic 
medical records and reporting all medical emergencies and/or situations through the proper 
channels. Under no circumstances should email ever be used for communications required to 
diagnose or treat patients.  Employees should never send unencrypted sensitive information (e.g., 
covered information, HIPAA, PHI) by end-user messaging technologies (e.g., e-mail, instant 
messaging, and chat). 

Users will not download PHI or other sensitive information to a local hard drive, CD, DVD, flash 
drive, laptop, or other storage device without documented prior approval from Information 
Security. 

Only devices equipped with encryption technology approved by Information Security may be 
used to store/transmit PHI, or other sensitive information. 

Cell phones may only be used to discuss PHI or other sensitive information or confidential 
agency business in an area where unauthorized individuals are not likely to overhear the 
conversations. 
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POLICY COMPLIANCE 

Compliance Measurement 

The Information Security department will verify compliance to this policy through various 
methods, including but not limited to, business tool reports, internal and external audits, and 
feedback to the policy owner. 

Exceptions 

Any exception to the policy must be approved by Information Security in advance. Issues not 
directly addressed in this policy document or in some other written forms are to be decided 
by Company management and/or the IT Department should the need(s) and situation(s) 
arise. 

Non-Compliance 

Employees who violate the Acceptable Use of Computing Resources policy are informed in writing 
and are subject to sanctions or disciplinary actions, up to and including termination of 
employment, and risk having privileges removed for themselves and other employees. HIPAA 
violations are punishable by law and those found violating HIPAA and its related acts are subject to 
personal liabilities in both civil and/or criminal court. The Company offers no personal legal shelter 
for HIPAA violations.  The company may verify compliance to this policy through various methods 
including, but not limited to, audits, business tool reports, and feedback to the policy owner.  

Reference(s):   

• Code of Conduct 
• Social Media Policy 
• Standards of Conduct & Acceptable Workplace Behaviors 
• Non-Solicitation of Good & Services Policy 
• Termination Policy 

Change Control Log:   
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Access to Employee Files   

Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all employees 
of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” throughout) unless 
otherwise noted.  

Purpose  

To ensure confidentiality and conformance to all legal requirements in the release and maintenance 
of personnel information.   

Scope  

This applies to all employee information and records.  

General 

Employee personnel files are the Company’s property and are considered confidential information. 
This policy sets out the conditions under which employees, managers and outside agencies are 
permitted to review personnel records.  

Procedure 

1. Employee Access 
Employees who wish to review their own file may contact their Manager or Human 
Resources. With reasonable notice, employees may review their own employment 
files in the presence of an HR employee or HR designated representative to maintain 
the files. 

Employment records are retained in accordance with record retention requirements 
under federal and state law. After the expiration of the applicable retention period, the 
records may be destroyed. Consequently, certain historical documents may not be 
available for review. 

An employee can add a statement to qualify or counter information in their files. Statements 
must be reviewed by the employee's Supervisor before being placed in the employment file. 
Supervisory approval of an employee’s statement is not required as a condition of having the 
statement included in the employee's file, as long as the statement is factually based and 
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directly relevant to the employee's performance or employment qualifications. 

2. Management Access 
Employment files are accessible only by authorized Human Resources personnel, Executives, 
Managers and Supervisors who have a valid, definite need for access. As the term is defined 
by federal and/or state laws, health information can be disclosed to “authorized” Supervisors, 
Managers, (for necessary work restrictions or accommodations), first aid and safety 
personnel, and for government compliance issues.  The Legal & Compliance Officer must be 
consulted before releasing any health information. 
 

3. External Agencies (Subpoena Required) 

All requests for employee data from External Agencies require a subpoena. Before disclosing 
any information, the manager will inform the Legal Department of the request. The Legal 
Department will coordinate with the appropriate leaders and Human Resources personnel to 
collect and review the requested information prior to its release. 

4. Unemployment Claims 
Based on contractual arrangements, the Hiring Manager or human resources can release 
limited termination information relating to unemployment claims to an authorized agent of 
the Company. 

5. Worker’s Compensation 
Based on contractual arrangements, the Hiring Manager can release limited termination 
information relating to worker’s compensation to an authorized agent of the Company. 

6. Disclosure Methods 
Current employees who want the Company to release information from their records 
or otherwise respond to an outside organization's information request must fill out and 
sign a Consent and Release form authorizing the Company or an authorized third 
party to release such information. The signed consent form releases AccentCare and 
representing third parties from any liability associated with the disclosure. These 
forms are available from Human Resources. 

Former employees who want the Company to provide information beyond that 
normally provided for past employment verification must complete and sign the 
Consent and Release form before any such information will be provided. 

Inappropriate access to or disclosure of employment records in violation of this policy may 
result in corrective action up to and including termination of employment. 
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Reference(s):   

• Employee File Contents & Retention 

• Employee Information Changes 

Change Control Log:   

Revision Date   Type of Revision   
Version   
Number   

Approved/Issued By   
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Anti-Harassment, Discrimination & 
Retaliation   

 

Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all employees 
of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” throughout) unless 
otherwise noted. 

Purpose  

To promote a positive and productive work environment for our employees and to ensure 
compliance with all federal, state and local laws. 

Scope  

All employees of the Company, interns, vendors, contractors and other people working on behalf of 
AccentCare are expected to help maintain a work environment free from discrimination and 
harassment. 

General  

AccentCare is committed to providing a work environment free of discrimination and harassment. 
It is AccentCare’s policy that all its employees, independent contractors, interns, and volunteers have 
a right to work in an environment free of discrimination and harassment based on race, religious 
creed, color, national origin, ancestry, denial of family & medical care leave, physical disability, 
mental disability, medical condition, genetic information, marital status, sex, gender, gender identity, 
gender expression, age, sexual orientation, military and veteran status, or any other basis protected 
by federal, state, or local law. AccentCare prohibits harassment of its employees, independent 
contractors, interns, and volunteers in any form—by supervisors, co-workers, clients, patients, or 
vendors. An employee’s behavior while at work or at a Company function, whether intentional or 
unintentional, that results in the discrimination, harassment, or abuse of other employees, visitors, 
clients, patients, contractors or vendors violates our policy and will not be tolerated. 

No employee, not even the highest-ranking employee in the Company, is exempt from the 
requirements of this policy. In addition, the Company will not tolerate its clients, patients, 

Functional Owner: HR Last Revision Date:    

Policy Number: HR-17 Effective Date: 01.01.2022 Approved By:  
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contractors and/or outside vendors harassing any employee. Such conduct should be immediately 
reported to the supervisor or a member of AccentCare's human resources department. 

Provision 

Employees in a supervisory, managerial or leadership role are required to provide prompt and 
appropriate follow-up upon notification of any allegation of harassment. 

Every report of alleged harassment will be fully investigated by the appropriate manager in 
consultation with their Human Resources Business Partner. Corrective action will be taken where 
appropriate, up to and including termination of employment for any employee(s) who violate this 
policy. 
The Company will not tolerate any form of retaliation against individuals who report alleged 
harassment or who cooperate in the investigation of such reports in accordance with this policy. 
Retaliation is unlawful. Any form of retaliation in violation of this policy will result in corrective action, 
up to and including termination of employment. 

Examples of Prohibited Behavior(s) 

Examples of prohibited sexual harassment or discrimination includes a broad spectrum of conduct, 
including harassment based on sex, gender, gender identity or expression, and sexual orientation. 

Examples of unlawful and unacceptable behavior include: 

1. Unwanted sexual advances. Offering an employment benefit (such as a raise, 
promotion or career advancement) in exchange for sexual favors or 
threatening an employment detriment (such as termination or demotion) for 
an employee’s failure to engage in sexual activity. 

2. Visual conduct, such as leering, making sexual gestures and displaying or 
posting sexually suggestive objects or pictures, cartoons or posters. 

3. Verbal sexual advances, propositions, requests or comments. 

4. Sending or posting sexually related messages, videos or messages via text, 
instant messaging, or social media. 

5. Verbal abuse of a sexual nature, graphic verbal comments about an 
individual’s body, sexually degrading words used to describe an individual, 
and suggestive or obscene letters, notes or invitations. 

6. Physical conduct, such as touching, groping, assault or blocking movement 
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7. Physical or verbal abuse concerning an individual’s gender, gender identity or 
gender expression. 

8. Verbal abuse concerning a person’s characteristics such as pitch of voice, 
facial hair or the size or shape of a person’s body, including remarks that a 
male is too feminine, or a woman is too masculine. 

9. Other examples of prohibited harassment or discrimination in addition to the 
above listed conduct, the company strictly prohibits harassment or 
discrimination concerning any other protected characteristic. Such prohibited 
harassment includes: 
• Racial or ethnic slurs, epithets and any other offensive remarks. Jokes, whether written, 

verbal or electronic. 
• Threats, intimidation and other menacing behavior. Inappropriate verbal, graphic or 

physical conduct. 
• Sending or posting harassing messages, videos or messages via text, instant 

messaging or social media. 
• Other harassing or discriminatory conduct based on one or more of the protected 

categories identified in this policy. 

Procedures 

1. If conduct in the workplace to be unwelcome or offensive, employees are expected 
to immediately inform the person engaging in the conduct in a clear and 
unambiguous manner that the conduct is unwelcome or offensive and that they 
want the conduct to stop. 

2. If the employee is not comfortable directly informing the individual, or the behavior 
continues or the initial behavior is such that the employee wishes to report it, they 
have the right and the duty to report the incident directly to their immediate 
Supervisor. If the supervisor is unavailable the employee should contact the next 
higher level of management or their Human Resources Business Partner. 

3. Employees may choose to report issues or concerns using the AccentCare Reporting 
Process: 

• Local supervisor/management 

• Human Resources (Your HR Business Partner or see the AccentCare Pulse -HR Home 
page for complete listing) 

• AccentCareLine at 866-339-3844 or at http://AccentCare.alertline.com. 
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Employees may use the AccentCare Line or website to anonymously 
report any good faith concern about legal, ethical or quality issues 24 
hours per day/seven (7) days per week. 

4. In addition to notifying AccentCare about harassment, discrimination, or retaliation, 
employees may also file an administrative complaint with the United States Equal 
Employment Opportunity Commission (EEOC) within 180 days of the event and/or 
the State Specific Agency (for state specific reporting deadlines refer to the specific 
state website). These agencies will independently investigate and prosecute 
complaints of discrimination, harassment, or retaliation in employment. The nearest 
office of the EEOC is listed in the telephone book or may be found online at 
http://www.eeoc.gov/.  

California employees may file an administrative complaint with the California 
Department of Fair Employment and Housing (DFEH). The deadline for filing an 
administrative complaint with the DFEH is one year from the date of the alleged 
unlawful conduct.  You may locate a DFEH office online at http://www.dfeh.ca.gov/. 

5. As required by state-specific regulations, care providers and office staff are 
designated as “mandated reporters." This designation requires that employees 
who have knowledge of or observed known or suspected abuse and neglect 
incidents must report such an event to an outside agency. The report, either 
written or oral, must be made as required by state law. 

6. Supervisors / Managers will promptly report any complaints of discrimination, 
harassment or retaliation to Human Resources and will investigate all incidents 
of alleged discrimination, harassment under the direct guidance of Human 
Resources. 

7. When a complaint is reported AccentCare will conduct a fair, timely and thorough 
investigation that provides all parties appropriate due process and reaches a 
reasonable conclusion based on the evidence collected. 

8. During the investigation, AccentCare will maintain confidentiality to the extent 
possible. At the conclusion of an investigation or sooner if requested, the Manager 
or Human Resources will provide feedback to the complainant.  AccentCare will 
take appropriate remedial measures if misconduct is found. 

9. No retaliation will be taken against any individual for complaining about discrimination or 
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harassment. The complaint procedure outlined in this policy should be followed to report 
retaliation. 

Reference(s):  

• Standards of Conduct & Workplace Behaviors 
• Corrective Action 
• Diversity, Equity & Inclusion Policy 

Change Control Log:  

Revision Date  Type of Revision  Version Number  Approved/Issued By  
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Attendance 

 Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all employees 
of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” throughout) unless 
otherwise noted.  

Purpose  

To define the Company’s expectations and standards related to attendance and absenteeism.  

Scope  

This policy applies to all employees.  

Definition(s) / Key Terms 

Absence: The failure of an employee to report for work when scheduled. 

Availability: The failure of an employee to be present and undistracted during the 
workday or fail to participate in a meeting (e.g., virtual or in person) with a 
client or colleague, or to visually appear and join a designated virtual 
meeting using approved tools (e.g., MS Office Teams; Webex;). 

Early Departure: When an employee leaves work prior to the end of their scheduled shift 
without prior approval. Leaving work prior to the end of a scheduled shift 
without notifying the manager may be considered job abandonment.  

Tardy: When a non-exempt employee is not present at their scheduled start time 
or returns late from end of rest and/or meal breaks. Tardiness will be 
determined by the time in the time recording system.  Any deviation greater 
than five (5) minutes from the employee’s scheduled start time. 

No Call/No Show 
(NCNS): 

When an employee neither calls to report an absence, in accordance with 
this policy, nor reports for work at or prior to their scheduled start time. 

Notification: One (1) hour advance notice (i.e., via telephone, email, or the required 
reporting method as defined by your Manager. Failure to call could result in 
the absence being categorized as a No Call / No Show. 

Functional Owner: HR Last Revision Date:    

Policy Number: HR-18 Effective Date: 01.01.2022 Approved By:  
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Job 
Abandonment: 

When an employee fails to report to work or call in to notify their supervisor 
that they will not be at work for three (3) consecutive scheduled days. Job 
abandonment is considered a voluntary resignation of employment. 

Definition(s) / Key Terms (cont’d) 

Remote Workers: Employees who work from a location other than a designated AccentCare 
location or Patient location (e.g., individual’s home residence; other virtual 
office site). 

Voluntary Time 
Off (VTO): 

Time off without pay that is offered by the Company. Employees may 
choose to take it and to request to use any available paid time they may 
have accrued in order to be compensated. 

Policy  

All employees are expected to maintain satisfactory attendance and report to work on time as 
scheduled. 

Attendance, in addition to being essential to the efficient operation of the organization, is also an 
important measure of an employee’s reliability and overall performance on the job. Consistent 
attendance habits are required of all employees. 

Normal business hours are Monday through Friday, 8:00 a.m. until 5:00 p.m.; however, because the 
Company is a provider of essential health care services, working hours may vary. We are a 365-
days-a year business, and we require that some employees be on-call and occasionally work 
non-scheduled hours so that we can best serve our clients. 

AccentCare has the right to require employees with poor attendance records to provide 
substantiation & verification, e.g., a doctor's note to justify absences due to illness or injury. 

Provisions  

Each supervisor is responsible for establishing a schedule for employees under their direct 
supervision and communicating that schedule. 

Excessive absenteeism or tardiness is cause for disciplinary action up to and including termination 
of employment. Excessive absenteeism or tardiness will be a prime factor in determining transfers, 
promotions, or compensation changes (e.g., salary increases or decreases). 

Procedures  

1. Notification of Being Late or Absent 

Employees are expected to notify their manager/supervisor directly and not rely on friends, 
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family members or co-workers. If an employee is going to be late, they are expected to notify 
their Supervisor at least one (1) hour prior to their scheduled start time. When employees know 
that they will be absent, they are expected to provide their supervisor with at least one week’s, 
five (5) days advance notice. In cases of an emergency or where it is not possible to provide five 
(5) days advance notice, supervisors normally request at least four (4) hours of advance notice 
so they can make appropriate plans to cover the workload during the employee’s absence. It is 
the responsibility of the employee to ensure their supervisor is notified of tardiness or absence. 
Messages left with co-workers or other employees are not acceptable form of notification. 

2. Leaves – Family, Medical, Worker’s Compensation and/or Disability 

AccentCare administers a Leave of Absence Policy in accordance with all applicable federal, 
state, and local laws.  Absences or instances of lateness covered by an employee’s use of an 
approved leave of absence or due to a Worker’s Compensation illness or injury, or due to a 
disability are not considered grounds for corrective action.  

3. Job Abandonment 

An employee who misses three (3) consecutively scheduled shifts without calling their Manager 
shall be considered to have voluntarily resigned their employment unless otherwise excused by 
applicable law. If an employee can provide an explanation outlining an extenuating 
circumstance that prevented them from contacting their Manager per company call-in 
procedure, the Company may at its sole discretion retain the employee and deliver appropriate 
disciplinary action. Such an explanation will require substantiation and/or verification. 
Employees will not receive compensation for unauthorized absences to the extent permitted by 
applicable law. 

Reference(s):  

• Performance Evaluation 
• Leaves of Absence 

• Standards of Conduct & Acceptable Workplace Behavior 

• Termination of Employment 

Change Control Log:  

Revision Date Type of Revision Version Number Approved/Issued 
By 
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Business Travel & Expense 
 

Functional 
Owner: 

Financ
e 

Last Revision 
Date: 

   

Policy Number: HR-19 Effective Date: 01.01.2022 Approved By:  

Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all employees 
of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” throughout) unless 
otherwise noted. 

Purpose 

This document establishes a uniform policy and proper guidelines for business travel, business 
meals  

and entertainment, purchases on behalf of the Company, and other business expenses. 

Scope  

This applies to all employees.  Specific business units may, at their discretion, impose greater 
controls or limitations than are required by this policy on their business unit, but never less controls 
or limitations. 

General 

It is the company’s policy to reimburse s for all approved expenses necessary, reasonable and 
actually incurred when traveling on authorized company business or approved in order to fulfill 
their daily work responsibilities. 
  
Business expenses must be properly documented and approved via the approved Company 
system.  It is each employee’s responsibility to adhere to policy when involved with expenditures on 
behalf of the company.  Further, it is the responsibility of the manager to be familiar with the 
reason for the expenditures, alignment with budget and to be satisfied that they have been 
reported in a manner consistent with the recognized policy. 

 
Employees are expected to: 

a) Exercise good judgment with respect to expenses.  
b) Spend the company’s money as carefully and judiciously as they would their own.  



 
 

 
 

71 
 

c) Report all expenses and advances promptly and accurately with required documentation. 
d) Make travel reservations as far in advance as possible to take advantage of available 

discounted rates. 

Section I   Reimbursement, Policies & Responsibilities Overview 

1. Payment Methods / Reimbursement 

The methods of payment for business travel and expenses are as follows:  

⎯ AccentCare Corporate Credit Card (“CCC”)  
⎯ Out of Pocket (cash or personal credit card) (“OOP”)  

 

The preferred payment method is the CCC.  Whenever possible, employees should use the CCC 
to pay for business expenses.  This payment method provides financial benefit to the Company 
in the form of rebates. The method of reimbursement for business travel and expenses is 
through the approved Expense module in Workday.  

 

2. Responsibilities: 

It is the responsibility of the employee to:  

⎯ Understand and comply with all parts of this policy.  
⎯ Ensure business travel and expense are appropriate and consistent with the Company’s 

business needs and such expenses are in the Company’s best interests.  
⎯ Maintain accurate documentation of business travel and expense including all receipts 

regardless of the amount of the expense.  
⎯ Submit expense reports of business travel and expense.  
⎯ Ensure that the CCC is not used for personal expenses.  

 

 It is the responsibility of expense approvers to:  

⎯ Ensure employees understand and comply with all parts of this policy. 
⎯ Ensure employees exercise good judgment when incurring business travel and expenses.  
⎯ Confirm all business travel and expenses are properly documented and submitted timely.  
⎯ Review all business travel and expenses for appropriateness and correctness.  
⎯ Approve all reasonable and necessary business travel and expenses incurred by 

employees in a timely manner.  
⎯ Understand that by approving business travel and expenses, they will be held 

accountable that such amounts are reasonable and necessary and incurred in the 
proper course of conducting business on behalf of the Company.  
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3. Policy Compliance 
⎯ All business travel and expense, regardless of the payment method, will be monitored 

and audited for policy compliance.  
⎯ Management reserves the discretion to decline to reimburse and to hold the employee 

personally responsible for any travel or other expenses incurred outside the scope of this 
policy.  

⎯  Employees who do not comply with this policy may be subject to delay or denial of 
reimbursement, being held personally and financially responsible for charges incurred 
outside the scope of this policy, revocation of CCCs, and disciplinary employment action, 
up to and including termination, if they disregard this policy.  This is subject to any 
applicable laws and regulations.  

⎯ Instances of fraud are subject to revocation of the CCC and adverse employment action, 
up to and including termination.  

⎯ Approvers who do not comply with this policy or who do not fulfill their responsibilities as 
approvers will also be subject to disciplinary employment action, up to and including 
termination.  
 

4. Receipts and IRS Requirements Regarding Documentation 
⎯ Per Internal Revenue Service (IRS) regulations, receipts must be submitted to document 

the expense regardless of the payment method and regardless of the amount of the 
expense.  

⎯ Scanned receipt(s) should be submitted as supporting documentation in Workday 
Expense.  

⎯ The receipt must include the name of the vendor, the location, the date, the specific item 
or items purchased, and the dollar amount.    

⎯ Receipts for meals MUST BE itemized.  Credit card slips are not acceptable forms of 
documentation.  

⎯  If a receipt is lost or if no receipt was provided for the expense, a Missing Receipt Form 
(Attachment B) must be filled out and attached with a full description of the expense and 
details as to why a receipt was not provided for the expense.  You will not be able to 
proceed with submitting your expense report through the Workday Expense module 
without attaching the Missing Receipt Form as the receipt.  

⎯ Any questions regarding receipts should be directed to the Corporate Credit Card and 
T&E Program Administrator.  Questions concerning IRS Documentation Requirements 
should be directed to the Tax Department.  
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5. Business Functions/Staff Events 
⎯  When more than one employee is present at a business function, the most senior level  

 employee should pay, regardless of the payment method.  
⎯  Large, internal meetings, staff events, or business functions must be budgeted.  Events 

with  
 a cost of more than $5,000 will require the approval of the Company’s CFO prior to 
organizing the meeting.  
 

6. Business Meals and Entertainment 
⎯ Business meals should only be with clients, prospects, or associates during which a 

specific business discussion takes place.  Note there are specific IRS Documentation 
Requirements listed below that pertain to business meals and entertainment.  These 
documentation requirements apply regardless of the payment method.  

⎯ When more than one employee is present at this type of event, the most senior level 
employee should pay, regardless of the payment method.  

⎯ Note that entertainment of customers/clients is governed by the Company’s Code of 
Conduct.  For any questions, contact the Company’s Compliance Department or visit 
the Compliance page on The Pulse.  

⎯ Special documentation requirements exist to meet IRS requirements when the expense 
is for a business meal or entertainment.  The following must be included as 
documentation for business meal and entertainment expenses:  

‐ First and last names of the individuals present 

‐ Titles of the individuals present  

‐ Company name of the individuals present  

‐ Name and location of where the meal or event took place 

‐ Date and amount of the expense  

‐ Specific business topic discussed  

‐ Specific time the business discussion took place (i.e., before, during, or after)  

 

7. Use of Personal Vehicles 

Employees will be reimbursed for the business usage of personal vehicles in accordance with 
company mileage allowances.    Mileage reimbursement is intended to cover the cost of fuel, 
repairs and maintenance, depreciation, insurance, and all other operating costs of the vehicle.   
Therefore, with the exception of mileage reimbursement on an expense report, no expenses for 
the use of a personal vehicle for company business (including fuel, repairs, tires, etc.) should 
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ever be submitted on an expense report or charged to the CCC.  The cost of replacement fuel 
for a rental vehicle is permitted as a cost on an expense report or as a charge on the CCC.    If 
the business travel will exceed 200 miles per day, the use of a rental car should be considered 
in lieu of the employee’s personal vehicle.  

 

 Note that business mileage does not include personal commuting costs.    Personal commuting 
costs are the shorter of the first trip of the day or the distance from home to the office and the 
shorter of the final trip of the day or the distance from the office to home.  

 

 To be reimbursed on an expense report for the use of their personal vehicle for business, 
employees must detail and document the purpose of the trip, the date of the trip, the 
beginning and ending locations of each segment of travel, and the accurate distance traveled 
in miles.  If this documentation is not provided, mileage may not be reimbursed. This 
documentation is to meet IRS requirements when mileage is being reimbursed.   Refer to the 
Workday expense module to process mileage reimbursement.  

 

 Any receipts for tolls or parking fees during business trips will be reimbursed and should be 
listed separately on the expense report.    Tolls that are charged through a rental car company 
directly to the CCC via the rental car company’s toll tag are also permitted.    However, 
attaching a CCC directly to a toll tag account is strictly prohibited.  All tolls tag charges that 
result from a CCC being tied directly to a toll tag account are subject to reimbursement from 
the employee to the Company. 

 

 Some employees may drive a fleet vehicle or receive an auto allowance due to the extensive 
use of their personal vehicles.  The fleet vehicle or auto allowance is in lieu of mileage 
reimbursement.   If an employee has a fleet vehicle or is receiving an auto allowance, business 
mileage will not be reimbursed under any circumstances.   Fuel or gasoline purchases for 
personal vehicles are not a business expense and therefore, will never be reimbursed or paid 
by the Company.  Auto allowances are taxed through Payroll.  

 

 If you are involved in an accident in your personal vehicle while conducting business on behalf 
of the Company, contact the Risk Management Department to find out how to proceed with 
insurance claims. 
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8. Coordination with the Strategic Sourcing Policy 

 This policy does not negate any requirements under the Strategic Sourcing Policy.  Any non‐
travel goods or services purchased in excess of $1,000 will require a purchase requisition 
submitted to the Strategic Sourcing Manager prior to the purchase with the appropriate 
approvals as detailed in the Strategic Sourcing Policy.    Therefore, goods or services that are 
subject to the Strategic Sourcing Policy, if charged to a CCC or submitted on an expense 
report for reimbursement, will need an executed purchase requisition included with the 
receipt for payment.  

 

9. Related Policy Considerations 

 This policy is subject to future revisions.    If there is an inconsistency between this policy and 
any other Company policy, or a definition or term and condition contained in any other 
Company policy, this policy is deemed to take precedence and be controlling over the pre‐
existing policy and/or procedure. 

  

Section II.   Booking Corporate Travel and Entertainment 

1.  Corporate Travel 

 Before any corporate travel is booked, employees need to consider whether alternative 
solutions to travel such as conference calls or webinars will suffice, or it is critical or essential 
to the business to travel. If travel is deemed to be critical or essential, the requirements 
detailed below must be followed.    In general, appropriate travel expenses will include airfare, 
lodging, car rentals, replacement fuel for car rentals, other forms of transportation, parking, 
tolls, meals, and other incidental expenses incurred related to Company business.  

2.  Corporate Credit Card (“CCC”) 

− Employees who travel frequently on Company business or have the approval of their 
manager will be issued a CCC.  

− These employees must use their CCC to pay for business travel whenever it is an option.  
− If the employee is not issued a CCC, then approved business travel expenses will be 

reimbursed to the employee via the Workday Expense module.  Airfare for employees 
without a CCC should be booked through the T&E Program Administrator.   

 3.  Online Travel Booking Tool 

−  All business travel must be arranged through AccentCare’s online travel booking tool 
including airfare, trains, lodging, and rental cars.  The only exception is for American 
Airlines Airpass members.  
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−  All business travelers must use the in‐policy or preferred airline, hotel, and vehicle rental 
options offered by the online travel booking tool – provided they meet the business 
needs of the traveler.  

− Travel arrangements must be made without consideration of promotional incentives or 
frequent flyer program credits.  Personal preference regarding travel plans should never 
result in any additional expense to the Company, including any negative impact on the 
employee’s work schedule.  

− The online travel booking tool may be used for personal travel bookings, but the traveler 
must have their personal credit card in their profile for payment.  The nominal booking 
fee is the expense of the personal traveler.  

− For a link to AccentCare’s online travel booking tool, go to the Travel & Expense page on 
The Pulse.  

4.  Air Travel 

− Before booking airline travel for destinations closer than 300 miles, the employee should 
compare the cost of driving their personal car, using a rail service, or renting a car, to the 
cost of air travel.  The cost comparison should consider total travel time, the cost of 
transportation at the destination, the cost of airport parking, use of car services/rental, 
rental car gas replacement, etc.  

− Travelers should only book economy/coach class.  Upgrades are permissible as long as 
there is no cost to the Company.  Employees are not permitted to purchase premium coach 
seats or any other higher cost economy seat that would allow them to upgrade to business 
or first class at an additional cost to the Company.  

− Travelers are required to accept the lowest logical airfare that is consistent with the 
Company’s business needs.  The following should be considered in booking any flight: 
alternate flights that depart/arrive within four hours before or after the requested time, 
penalty fares, advance purchase tickets, non‐refundable tickets, connecting and one‐stop 
flights, alternate airports, Saturday night stays, whether overtime will need to be paid to an 
hourly employee based on one flight over another, and utilizing low-cost airlines such as Jet 
Blue or Southwest.  Connections with layovers greater than two hours should be avoided.  

 

Travelers should make reservations as far in advance as possible.  Travel not booked at least 
fourteen days in advance of the date of the trip departure will be considered out of policy.  If it is 
necessary to book less than fourteen days in advance of travel, an explanation of the business 
reason will be required.  

−  If it is not included in the price of airfare, the Company will pay for/reimburse for up to two 
pieces of luggage.   
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− Travelers are encouraged to use carry‐on bags whenever possible.  
− In cases where business travel ends earlier than originally scheduled, the employee may fly 

standby on an earlier flight as long as there is no additional cost to the Company.  If there is 
an additional cost to guarantee a seat on an earlier standby flight, then that fee will be the 
responsibility of the employee.  The only exceptions to this are if the standby flight is 
necessary for business purposes or if an employee can avoid an overnight stay by taking 
the earlier flight.  

− Airlines sometimes offer free tickets or cash allowances to compensate travelers for delays 
and inconveniences due to overbooking, flight cancellations, etc.  If an employee is 
involuntarily denied boarding, they should immediately obtain a free voucher from the 
airline and use for future business travel.  The employee should never volunteer for denied 
boarding compensation when traveling on Company business where volunteering might 
result in missing a scheduled business event.  

− Non‐refundable tickets may be reusable; however, in some cases there is a change fee 
associated with re‐using them.  Due to airline policies, the change must be done prior to the 
flight’s departure, or the ticket will be voided.  Therefore, it is critical to contact AccentCare’s 
online travel booking tool to cancel the ticket prior to the flight’s departure to retain the 
ticket’s residual value after the change fee is applied.  

− Unused airline tickets or flight coupons must never be discarded or destroyed as these 
documents may have cash value.  Unused tickets can be used at a later date.  Employees 
should reuse airline tickets if airfare eligibility requirements are met, and it is possible to 
reuse the tickets.  

− All unused airline tickets purchased through the online travel booking tool will be tracked 
and posted online.   

o Employees should inquire about using the ticket for future travel. 

 
5.  Lodging 

− The cost of lodging is an appropriate business expense when the employee is away from 
their normal work location on Company business, and it is supported by an itemized 
invoice or receipt.  

− All travelers must use the in‐policy or preferred hotels offered by the online travel booking 
tool – provided it meets the business needs of the traveler – unless lower cost lodging is 
available or there is not a preferred hotel within reasonable distance of the travel 
destination.  
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− If an in‐policy or preferred hotel is not available or does not meet the business needs of 
the traveler, the employee should choose a hotel property that is in the moderate 
category on the online travel booking tool.    

− The cost of lodging should include only a single occupancy room rate and applicable 
taxes.  

− Employees may accept room upgrades such as suites or executive floor rooms only if 
there is no additional cost to the Company.  

− All lodging reservations should be guaranteed for late arrival with the employee’s CCC or 
with the employee’s personal credit card if they have not been issued a CCC.  This is 
accomplished automatically when payment information is entered into the traveler’s 
profile on the online travel booking tool.  

− Hotel cancellations are the responsibility of the employee.  Employees are responsible for 
no‐show charges unless they were incurred for reasons beyond the traveler’s control.  If 
the cancellation is unavoidable, the employee should record the cancellation number in 
case of billing disputes.  Employees should keep in mind that cancellation deadlines are 
based upon the local time of the property.  Most hotels have posted their cancellation 
penalties on the online travel booking tool.  It is the responsibility of the employee to 
review these prior to booking the lodging.  Employees should not choose a non‐
refundable room if it is likely their plans will change.  

− In‐room hotel telephones calls should be avoided unless using a calling card or calling 
collect as substantial charges may apply.  Travelers should use a cell phone, a public 
phone, or make calls from local Company offices instead.  

−  If an airline delay necessitates an unexpected overnight stay, the traveler must attempt 
to obtain complimentary lodging from the airline before making other lodging 
arrangements.  

 

6.  Rental Cars 

− The use of a rental car must be based on business purpose and economy, not convenience.  
− Employees should rent a car when it is a less expensive option than other modes of 

transportation (such as taxis, airport limousines, airport shuttles); the employee is entertaining 
customers; more than two employees are traveling together; or the employee will be traveling 
distances greater than 200 miles per day and chooses to rent a car rather than use their 
personal vehicle.  

− All employees must use the preferred rental car companies.  These include Enterprise, National, 
and Alamo.  These three companies are all part of Enterprise Holdings.  No other rental car 
companies should be used unless these options are not available.  
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− All rental cars should be inspected by the traveler at the time of rental and any damage found 
should be noted on the contract before the vehicle is accepted.  

− The cost of tolls, replacement fuel for the rental vehicle, and parking should be charged to the 
CCC to the greatest extent possible.  Any of these expenses that are not charged to the CCC 
should be included on a Workday Expense report.  

− Employees should book a compact or smaller (economy/compact) vehicle unless they are an 
Enterprise Emerald Club member.  If they are a member, they are permitted to book a mid‐sized 
vehicle and then select any standard‐sized car from the Emerald Aisle at most airports.  
Employees are strongly encouraged to join the Enterprise Emerald Club to take advantage of 
this benefit.  Membership is free and an enrollment link is on Travel & Expense page on The 
Pulse.  

− Employees can also upgrade if there is no additional cost to the Company.  
− Upgrades may be necessary when the employee is transporting excess baggage such as 

displays or when the employee has medical reasons/disabilities that require a larger vehicle.  
The most cost-effective class of vehicle should be chosen that meets such needs.  

− Employees are responsible for cancelling rental car reservations.  Employees should request 
and record the cancellation number in case of billing disputes.  

− Employees should make every reasonable effort to return rental cars to the original city so as 
not to incur one‐ way rental fees.  Vehicles should also be returned on time and with a full tank 
of gas to avoid additional fees. 

 
7.  Rental Car Insurance and Rental Car Accidents 

Employees should always waive both liability and collision insurance when renting a vehicle for 
company business.  The Company’s blanket liability insurance policy automatically covers rental 
vehicles being used on Company business.   When a rental agency offers to provide liability or 
collision insurance for an extra fee, there is no penalty for waiving the offer and thereby avoiding 
extra fees.    In the case of liability insurance, additional coverage is expensive and merely 
duplicates existing coverage.  

 

In general, the Company’s blanket liability insurance comes into play only after other applicable 
insurance coverage has been exhausted.   If a rented vehicle is being used for Company business, 
there should be no other applicable coverage.    Therefore, it is strongly recommended that an 
employee never volunteer information about their own personal automobile insurance to either the 
rental car agency or anyone involved in an accident.  The employee should provide only the 
Company’s Risk Management Department phone number and not their own personal insurance 
information.  
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If the rental vehicle is to be used at least in part for non‐business purposes, the employee who rents 
the vehicle must decide whether or not to purchase additional liability and/or collision insurance 
from the rental agency.   The rental vehicle, in this case, will not be covered by the Company’s 
blanket liability insurance policy except when the vehicle is being driven for business.    Note that in 
most cases, as provided in the terms of the rental car agency policies, the employee’s own 
personal insurance would bear the primary responsibility even if the additional coverage was 
purchased and the vehicle was not being driven for business purposes.    Further, if the employee 
charged the portion of the cost of renting the vehicle for personal use on a major credit card, the 
credit card may automatically provide a limited amount of liability and/or collision coverage.    An 
employee who has no personal automobile insurance will want to consider purchasing the rental 
car agency insurance when they rent a vehicle for non‐business use.  
 

Some states require a traveler who is less than twenty‐five years of age to obtain additional 
insurance if they are renting a car.    If the insurance is required and not voluntary, it will be 
considered to be a valid business / traveling expense. Should an accident occur while driving a 
rental vehicle, the employee should immediately contact the rental car company, the local 
authorities, and the Company’s Risk Management Director.  Should an accident occur while driving 
a rental vehicle, a police report must be completed. 

 

When the employee contacts the Company’s Risk Management Director, they will need to provide 
the following  

information:  

− Date and time of the accident  
− Location of the accident (City, State, Street, Route, etc.)  
− Police Department contacted  
− Police report number  
− Description of how the accident occurred  
− Description of damage to the other vehicle  
− Year, make, model, VIN, and license plate number of the rental vehicle  
− Year, make, model, VIN, and license plate number of the other vehicle(s) involved  
− Rental agency’s name, address, and telephone number  
−  Description of any injuries  
− Name of the injured parties  
− Name of the other vehicle’s driver and/or owner as well as the addresses and telephone 

numbers for both  
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− Name of the insurance company of the other vehicle  
 

8.  Meals while Traveling 

− The guideline for meal expenses incurred by employees while traveling on out-of-town 
business is $75 per day.  Greater than $75 must have prior approval.  This is NOT a per diem.  
Employees will not be reimbursed the limit amount but will be reimbursed for actual 
expenses up to the daily limit.  

− Meal expenses incurred by employees while traveling on out-of-town business should be 
charged to the CCC.  Any amounts that cannot be charged to the CCC should be submitted 
for reimbursement via the Workday Expense module.  

− If the employee is traveling alone, room service meals are acceptable within guidelines 
above.  These meals should be separated on the hotel receipt and coded separately from 
lodging, on the Workday Expense report.  

There is no meal allowance for conference travel when meals are provided. 
 

9.  Meals In‐Town 

− Meals in your base town should be kept to a minimum and have legitimate business 
purpose. 

−  Lunch meals during a meeting should only be served if the meeting is all day or half a day 
and go over the lunch hour.  Short meetings should be avoided during the lunch hour. 

− In Town meals and entertainment must be coded differently in Workday Expense from 
meals while traveling. 
 

  10.  Frequent Travel Loyalty Programs 

− As noted above, travel arrangements must be made without consideration of promotional 
incentives, loyalty programs, or frequent flyer program credits.  Personal preference for 
travel plans should never result in any additional expense to the Company for such 
programs, including any negative impact on the employee’s work schedule.  

− Membership fees for these types of programs are not authorized as a Company business 
expenses. 
 

11.  Direct Billing 

Direct billing to the Company is only permitted when approved by the CFO, CEO, or their 
delegate.   Direct billing reservations must be made by those authorized by the Company, 
and in advance.   Requests for additional direct billing arrangements must  be  submitted  
to  the  Strategic  Sourcing  Department  for  consideration.   No vendor accounts are 
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allowed to be established directly by employees with airlines, hotels, conference centers, 
etc.  

 

12.  Group Travel 

− Ten or more employees qualify as a group and may be eligible for special negotiated 
rates.  The meeting sponsor should contact the Strategic Sourcing Department at least 
thirty days before the meeting to discuss, coordinate, and determine the meeting 
location and facility.  

− Group travelers are not required to originate from the same location but must be 
traveling to the same destination to qualify as a group.  

− The Strategic Sourcing Department will work with the online travel booking tool to 
negotiate the most cost‐effective overall contracts, including discounted group 
airfares.  The selections offered for location, airport, airlines, airfare, vehicle rental, hotel 
and conference centers, and related options should be utilized.  

− Even when individuals plan their own meeting and do not require any other group 
travel arrangements except airfare, the airline reservations must be booked through 
the online travel booking tool.  

 

13.  Personal Travel 

− Personal vacation or travel may be combined with business travel provided there is no 
additional cost to the Company.  

− Company negotiated rates for travel may be used for personal vacation travel.  
− Corporate insurance coverage for rental vehicles will not apply during personal 

vacation travel even when using Company negotiated rates.  

 

14.  Spouse/Companion Travel 

− The Company will not reimburse or pay for travel or entertainment expenses incurred 
by a spouse or other individual accompanying an employee on business travel unless 
prior approval from a Regional Vice President, CFO, or CEO has been received.  These 
requests will only be approved if there is a bona fide business purpose for the spouse 
or other individual to be present.  

− A spouse or other individual may accompany an employee during business travel at 
the employee’s expense for any amounts in excess of the cost of the travel for the 
employee only. 
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15.  Out of Policy Bookings/Management Notifications/Management Reports 

− All bookings made through the online travel booking tool and outside of this Company 
policy will require the employee to designate a reason code at the time of the booking.  
Any out of policy transactions that exceed 15% of the lowest option will be brought to the 
attention of the employee’s supervisor via an automatically generated e‐mail from the 
online travel booking tool.  This includes transactions for airfare, lodging, and rental cars. 
Supervisors reserve the right to ask the employee to cancel any out of policy transactions 
and re‐book within Company policy unless a valid business reason has necessitated the 
out of policy transactions.  

− Travel Management Reports will be available to Senior Management.  These reports will 
include detail, by traveler, of any travel booked outside the parameters of this policy and 
the associated cost of the out of policy booking.  

− Travelers who do not use the online travel booking tool to book their travel, including 
airfare, lodging, and rental cars, will appear on reports distributed to executive 
management.  

 

Section III.   Purchasing 
 

1.  Corporate Purchasing Corporate purchasing can be done in a variety of ways    This policy 
addresses only those purchases authorized to be made with the CCC, primarily office 
supplies, postage, and medical supplies.  If a vendor is normally paid through Accounts 
Payable, CCCs should not be used to pay invoices due to potential payment duplication.  
For all other Company purchases, particularly capital expenditures, consult the Strategic 
Sourcing Policy.  

 

2.  Corporate Credit Card (“CCC”) 

− Employees who make certain purchases on behalf of the Company may be issued 
a CCC.  

−  CCC cardholders will be assigned a single transaction and a spending limit.  The 
types of expenditures for which the card can be used are controlled through 
industry and merchant category restrictions.  For example, purchases of fuel or 
gasoline are blocked.  

− Limit increase requests are made through Workday.  
− Splitting payments to avoid the transaction and spending limits is prohibited.    
−  The CCC should not be used for any supply purchases other than from the 

preferred office supply vendor, the U.S. Post Office, and the preferred medical 
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supply vendor unless prior arrangements have been made with the T&E Program 
Administrator.  
 

3.  Preferred Office Supply Vendor 

− All office supply purchases should be completed through the Company’s preferred office 
supply vendor, unless business circumstances require the immediate purchase of a supply, 
and the office supply vendor cannot deliver in time to meet the business need.  

− Appliances and furniture should not be ordered through the office supply vendor.  These 
purchases the purchase requisition process found in the Strategic Sourcing policy located 
on The Pulse.  

− IT items, such as printers, monitors, laptops, projectors, televisions, and phones all require 
ordering through the IT Service Portal located at https://accentcare.service‐now.com/sp.  IT 
consumables, such as phone chargers, cases, laptop bags, etc., may be purchased through 
the preferred office supply vendor.  

− Details on how to participate in the preferred office supply vendor program are available on 
the Strategic Sourcing Department page on The Pulse.  

− The CCC may be used to purchase postage at the U.S. Post Office.  

 

  4.  Preferred Medical Supply Vendor 

Medical supplies should be purchased through AccentCare’s preferred medical supply vendor.  
Details on this vendor are available on the Strategic Sourcing Department page on The Pulse.  

 

Section IV.   Business Development (Sales) 
 

1.  Business Development (Sales) Expenses 

Due to strong federal regulations, expenses incurred for Business Development by the salesforce 
must be closely monitored and enforced.  Pay close attention to the following policy guidelines.  

Allowable business development expenses include the following categories:  

− Meals or snacks provided in conjunction with education must meet the following 
requirements:  

− Must be considered nominal and modest – approximately $35 per attendee for a group 
event.    This is also limited by an annual cap per referral source (physician) under Health 
and Human Services Section 411.357.  Refer to the Non‐Monetary Compensation for 
Physicians policy on the Compliance page on The Pulse.  

− Must be an appropriate amount of food for the number of participants.  
− Must have a sign in sheet with signatures if provided for more than two people and the 

sign‐in sheet must be scanned into a Workday Expense report.  
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− Must have a detailed receipt along with the credit card signature slip and the receipt 
must be scanned into a Workday Expense report.  

− Must provide a description of the collateral used.  
− The portion of the expense for the referral source must be separated on its own allocation 

line in Workday Expense from the referral source’s staff and the AccentCare employee.  
−  Parking.  
− Booths, gift baskets, or raffle items for community health fairs ‐ if prior approval from a 

Regional Sales Manager is received.  
− Advertising, subscriptions, or organizational fees ‐ if prior approval from a Regional Sales 

Manager is received.  
− Any expense greater than $100 must have prior approval from a Regional Sales Manager.  

The following are not business development expenses and are not allowed or approved:  
− Bingo items, other gifts, or favors for facilities or providers 
− Flowers for providers, facilities, patients, or families – unless prior approval is received from 

the Company’s Compliance Department  
− Gift cards of any kind, denomination, or amount  
− Stationary or cards – these should be ordered through the Company’s Marketing 

Department  
− Office related expenses such as computer bags, paper, ink, faxes, color copies, overnight 

charges, equipment accessories, computer hardware, phone chargers, etc. – these should 
be ordered/provided through your branch office 

 

2.  Corporate Credit Card (“CCC”) 

− Employees who are authorized to incur expenses associated with business development of 
the Company will be issued a CCC.  The CCC is the only approved payment method of 
Company expenditure for business development efforts.  Therefore, all Account Executives 
and any other employees who are responsible for business development efforts should 
receive this card.  

− Cardholders will be assigned a single transaction limit and a credit limit.  Further, the types 
of expenses for which the card can be used are controlled through industry and merchant 
category restrictions.  For example, purchases of fuel or gasoline are blocked.  

− Limit increase requests are made through Workday.  
− Splitting payments to avoid the transaction and spending limits is prohibited.  
− Note that business development is governed by the Company’s Code of Conduct.  For any 

questions, contact the Company’s Compliance Department. 
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Section V.   Expense Report Reimbursement 
 

1.  Submission of Expense Reports* 

Employees should submit expense reports for approval within 30 days of the completion of travel or 
incurring the expense, but no later than 60 days.  

− If an employee does not submit and substantiate an expense report within 60 days of the 
expense incurred, the expenses may not be reimbursed, depending upon state law.  

− Expenses should be submitted in weekly increments, but no more than monthly.  
− If you submit an expense report that is out of compliance, your report will be returned to you 

for correction.    
− Each expense report should include all business expenses and/or travel activity for the 

period covered.  
− Each expense should be listed separately on the expense report including each meal.  
− Questions concerning expense reports should be directed to the Company’s Corporate 

Credit Card and T&E Program Administrator.   
 

2.  Expense Report Approval/Authorization Process 

− The employee’s immediate supervisor or the next higher authority must approve all expense 
reports.  

− No employee is authorized to approve their own expense report.  
− Executive Assistants may serve as proxies for their executives who are SVP level and above 

to create and approve reports.  
− The CEO’s expense report will be approved by the CFO (or proxy). 
− Expense report approval is a vital role in the success of the T&E program.  When approving 

an expense report pay close attention to details.  Approvers will be held accountable for the 
reports they approve. 

 
3.  Incorrect or Incomplete Expense Reports 

Expense reports that are incorrect, incomplete, or out of compliance in any manner will be return
ed to the employee for corrective action and may result in a delay or non-
reimbursement of specific items.   

 
* Refer to WorkDay Expense Training for procedures related to expense report creation and submiss

ion in  

   WorkDay Expense. 
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General Corporate Credit Card Policies 

− Employees who hold these cards and their Approvers must complete training on this policy 
and Workday  

− Expense reporting prior to the card being issued.  This training is available online anytime 
through AccentCare Education (ACE).  

−  All CCC transactions will post in Workday Expense and must be added to an expense report 
by the end of the cycle.  

− In Workday Expense, each transaction must be coded to the correct financial account, have 
detailed notes added explaining the business purpose, have the appropriate receipt 
uploaded, and be approved by the Approver.  In addition, the cardholder must identify a 
referral source for each transaction when a referral source is present.  

− Fraudulent transactions should be reported by the cardholder immediately to the CCC 
company.  

− Misuse of the card may result in revocation of the CCC and may subject the employee to 
disciplinary action, up to and including termination.  

− The CCC should never be loaned to anyone, including other employees of the Company. 
 

Reference(s):   

• Purchase of Goods and Services – Strategic Sourcing 

Change Control Log:   
Revision 
Date   Type of Revision   

Version   
Number   

Approved/Issued By   
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Business Expense & Travel Policy APPENDIX  
 
Acceptable Business Expenses: 

The following are considered reimbursable.  All employees must use good business judgment when 
spending corporate funds and follow the appropriate approval guidelines (refer to the Approval 
Matrix on the Accounts Payable page on The Pulse).  Before every transaction, ask yourself, is it 
necessary, reasonable, appropriate, and allowable?  

− Travel, lodging, car rental, meals, and entertainment (refer to Section II for relevant travel 
policies)  

−  Laundry and dry cleaning when travel is longer than four consecutive nights  
−  Internet connectivity in hotel, airports, airplanes, and other public places ‐ employees 

should be mindful of security issues surrounding wireless connectivity (contact the IT 
Service Desk for more information)  

− Mileage on personal cars for business purposes  
− Overweight and/or over‐limit baggage is allowed if the overage is due to Company 

equipment required for business  
− Travel immunization expenses for employees who are not enrolled in the Company’s 

medical plan or do not have other medical coverage that provides for travel immunizations 
should use their personal or CCC  

− Business visas (or the equivalent) or expenses associated with obtaining a business visa or 
passport, i.e., certified copies of birth certificates – if required for Company‐related business 
travel  

−  In‐car navigation systems and electronic toll payment options for rental cars are 
considered reimbursable  
all other convenience options (i.e., satellite radio) are considered non‐reimbursable  

− Professional licenses, dues, subscriptions, and membership fees when appropriate for the 
performance of the employee’s job  

− Medical supplies ONLY if not able to purchase from preferred vendor (refer to Section III 
Purchasing)  

− Building maintenance and supplies are reimbursable after coordination with the Facilities 
Department to determine whether or not such expenses are the landlord’s responsibility or 
the Company’s  

− Postage  
− Tools and supplies necessary for employee’s job (preferably through preferred vendor – 

refer to Section III Purchasing)  
− Recruiting‐related expenses  
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− Training expenses – including continuing education units (CEUs), seminars, and 
conferences – must be pre‐approved by the employee’s immediate supervisor  

− Purchases for client/patient emergencies when necessary (i.e., groceries).  Regulatory limits 
are $15 per  

− instance and $75 annually per patient.  
− Employee relations ‐ including recognition awards, plaques, certificates, flowers for 

funerals/special  
occasions, etc.    

− Employee gifts – Due to the taxable nature of employee gifts, any gifts to employees over 
$25 in value must be pre‐approved by a VP or above and disclosed to the Tax Department.    

− Community relations  
− Sponsorships  
− Licenses and permits  
− Tips (20% maximum on meals, reasonable amounts for all other tips)  
− Tolls  
− Relocation must be pre‐approved by Human Resources.  All questions regarding relocation 

should be directed to the Human Resources Department. 

 
Specific department‐related expenses should be paid for by an employee in that department.  
Generally, these  

expenses should be paid through the Accounts Payable department.  

− Marketing  
− Advertising  
− Promotional items  
− Employee medical testing  
− IT hardware and software subscriptions should be coordinated and purchased through IT  

 

Alcohol The purchase of alcohol is only allowed with an evening meal with a two (2) drink 
maximum.  The daily spending limit is $75 for breakfast, lunch, and dinner combined.   

 

 
 

 

 

 

Unacceptable Business Expenses: 
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The following are not acceptable, nor reimbursable, unless prior approval is received and 
documented.  All employees must use good business judgment when spending corporate funds:  

− Airline Club Fees  
− Travel expenses for 

spouse/children  
− Toll tags linked to 

CCC (automatic 
reload)  

− Uber or Lyft for 
personal 
transportation  

− Commuting 
expenses – travel 
from home to work  

− Gas for a personal 
vehicle  

− Tires, brakes, 
windshields, 
maintenance & 
repairs  

− Car washes  
− Valet Parking – if 

self‐parking is 
available  

− Parking tickets, 
speeding tickets, 
and other fines  

− Capital Expenditures  
− Liquor, beer, wine in a bar or for carry‐out  
− Subscriptions like Amazon Prime, iTunes, or 

Audible  
− Clothing (unless specific job‐related 

requirement)  
− Hair, nail, spa services  
− Childcare  
− Pet care  
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In addition, charitable donations should not be paid with a CCC and should not be in an 
employee’s name.  Charitable donation must be paid for directly by the company.  

− Gift cards purchased with company funds and given to an employee, regardless of the 
monetary amount, are taxable to the employee.  Any gift cards purchased with corporate 
funds must have prior approval from a VP or above and must be disclosed to the Tax 
Department immediately.    

− Any other personal or non‐business-related expenses 
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Conflict of Interest 

Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all 
employees of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” 
throughout) unless otherwise noted. 

 
Purpose  
Define those circumstances that may result in a conflict of interest with the Company.  

Scope  

This policy applies to all employees (employees) of the Company and contractors or 
vendors. 

General  

Employees must not engage in any activities, transactions, or relationships that are  
incompatible with the impartial, objective, and effective performance of their duties. 

Definition(s) / Key Terms 

Immediate 
Family Member 

Spouse, Registered Partner, Mother, Father, Sister, Brother, Daughter, Son, 
Child, Daughter-in-law, Son-in-law, Stepchild, Grandchild, Grandparent, 
Stepparent, Parent-in-law, Sibling/Stepsibling, Sister, Brother-in-law. 

 

Procedures 

1. Examples of matters and relationships that could create a conflict of interest or 
a potential conflict, include, but are not limited to, when an employee or a 
member of the employee’s immediate family: 

a) Accepts or solicits a gift, favor, or service from a client/patient, individual, 
business, or another party involved, or potentially involved, in a contract or 
transaction with the Company. 

b) Accepts, agrees to accept, or solicits money or other tangible or 
intangible benefit in exchange for the exercise of official powers or the 
performance of official responsibilities. 
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c) Accepts employment for compensation/perks or engages in any business 
or professional activity that might require disclosure of Company 
confidential information. 

d) Accepts other employment or compensation that could reasonably be 
expected to impair the individual's independence of judgment in the 
performance of official duties. 

e) Other relationships with the client/patient, individual, or organization that 
actually or potentially create a conflict of interest. 

2.  All disclosures required under this policy must be directed in writing to the Chief People 
Officer who will promptly review the disclosure and determine which interests are in 
conflict and which, if any, can be resolved. 

3. As a condition of employment, all employees are required, to execute a Policy and 
Procedure acknowledgement. This signed acknowledgment is to be retained in the 
employee’s official company record. 

4. Confidentiality - To encourage the full disclosure of potential conflicts, disclosures are 
treated confidentially. Information provided is available only on a need-to-know basis. 
All employees working at Accent- Care, worksites are required to participate in a 
mandatory training program on the confidentiality of company information and the 
protected health and personal information of AccentCare’ s clients and patients. 

5. Withdrawal from Decisions – Employees are prohibited from exercising decision-
making authority or exerting influence concerning any client, patient, organization, or 
transaction in which they or a family member have a personal interest. Employees must 
disclose such interest to the Chief People Officer and have that individual approve any 
arrangement for resolving the conflict—including the employee’s withdrawal from 
decision-making in the matter. 

6. Misuse of Information - No employee of AccentCare, shall, for personal gain or for the 
gain of others, use any information not available to the public that was obtained 
because of service to AccentCare. No employee shall personally exploit any business 
opportunity in which the employee knows or reasonably should know AccentCare, is or 
would be interested, unless AccentCare, first consents thereto in writing. 

7. Gifts, Favors & Compensation - No employee shall solicit or except for personal use, or 
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for the use of others, any gift, favor, loan, gratuity, reward, promise of future employment, 
or any other thing of monetary value that might influence or appear to influence the 
judgment or conduct of the employee in the performance of their job. Employees can 
accept occasional unsolicited courtesy gifts or favors (such as business lunches, tickets 
to baseball games, or holiday baskets) as long as the gifts or favors have a modest 
market value, are customary in the industry, and do not influence or appear to influence 
the judgment or conduct of the employee in Company business. Employees will not 
accept compensation from any AccentCare patient and failure to comply may result in 
termination of their employment. 

8. Work with Professional Organizations/Associations – A employee who works with or for 
an outside professional organization (including professional associations) does not 
create a conflict of interest if such work: 

a) Is related to the legitimate professional interest and development of the 
employee, b. Does not interfere with the employee's regular duties, 

b) Does not use Company materials, facilities, or resources except as provided and 
approved by AccentCare, 

c) Does not compete with the services provided by the Company, and is not 
otherwise contrary to the best interests of AccentCare, and 

d) Does not violate federal, state or local laws. 

9. Reporting Suspected Violations - Alleged violations of this policy and the basis for the 
allegations shall be communicated, confidentially and preferably (but not necessarily) 
in writing, to the employee's Supervisor or, if that would be problematic, to the Human 
Resources or Compliance. Measures must be taken to ensure that no adverse action is 
taken, either directly or indirectly, against a complainant who makes allegations in 
good faith. Employees may report alleged violations of this policy using the AccentCare 
Reporting Process: 
• Local supervisor/management 

• Human Resources 

• AccentCareLine at http://AccentCare.alertline.com. 
Employees may use the AccentCareLine or website to anonymously report any good 
faith concern about legal, ethical or quality issues 24 hours per day/seven days per 
week. 
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10. Corrective Action - Engaging in any activity, transaction, or relationship that is adverse 
to the Company’s interests or failing to make disclosures required by this policy may 
result in immediate corrective action, up to and including termination of employment. 
AccentCare can take action immediately when the Company has knowledge that the 
employee has engaged in activity prohibited by this policy. The Company’s exercise of 
such action does not depend on the disclosure process outlined in this policy. 

Reference(s):  

• Standards of Conduct & Acceptable Workplace Behavior 

• Policy Manual / Handbook(s) 

• Code of Conduct & Business Ethics 

Change Control Log:  

Revision Date  Type of Revision  
Version 
Number  

Approved/Issued 
By  
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Confidentiality 

  

Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all 
employees of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” 
throughout) unless otherwise noted.  

Purpose  

Define confidential information and clarify expectations for protecting information and 
safeguarding against a breach.  

Scope  

This policy applies to all employees (employees), contractors, vendors, and guests that have 
access to Company facilities and/or patient or employee information based on legal or 
regulatory requirements. 

General  

During the course of employment, staff may have access to Confidential Information. Any 
Confidential Information, whether oral, written, or electronic, should be maintained in a 
manner that ensures its confidentiality. The release of any such Confidential Information may 
result in negative financial or competitive action, productive loss, or cause legal or other non-
beneficial impacts on AccentCare. 

Confidential Information must be treated with respect and care by any employee who is 
authorized to have access to this information. Employees who are authorized to use or 
disclose Confidential Information also have the responsibility to safeguard access to such 
information. Employees who are authorized by AccentCare to access Confidential 
Information have a responsibility to limit access to those that are allowed by permission 
and/or by law. The access must be appropriate to the employee's job responsibility. A breach 
is a violation of this policy and/or state or federal regulatory requirements resulting in the 
unauthorized or inappropriate use, disclosure or access of Confidential Information. 

Functional Owner: HR Last Revision Date:  
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Employees shall comply with the terms of the Company’s Confidentiality Agreement. Any 
AccentCare employee’s behavior that compromises Confidential Information is covered by 
this policy. This policy does not address a breach of protected health information; such 
breaches are addressed under the AccentCare Breach of Protected Health 
Information/Privacy Policy. 

Procedures 

1. Proprietary information is circulated within AccentCare in many different forms. It may be 
found in a letter, presentation, or a report. The Company may disclose it verbally during a 
meeting. It is important that employees understand that the form of the confidential 
material is not important. The fact that the Company discloses information in a letter, 
presentation or report does not make the information any less confidential. Confidential 
information in any form must not be disclosed to people outside our Company. Further, any 
request for information about an individual’s position, telephone number, or address 
should be referred to Human Resources. 

2. Confidential information includes any media, including hardcopy, or computerized data, 
and includes, but is not limited to financial records, contract, legal, personnel and payroll 
records (regarding current or past employees), information regarding clients and patients, 
or any documents or information regarding Company operations, procedures or practices. 
If in doubt as to whether information should be divulged, employees should discuss the 
situation with their supervisor or the appropriate senior leader responsible for that area. 

3. All records and files maintained by the Company are confidential and remain the property 
of AccentCare. Disclosing any Company trade secrets to anyone outside of our Company 
including a competitor or to the public at large devalues the Company’s assets and 
diminishes the Company’s competitive advantage. Disclosure or improper use of such 
information will subject an employee to corrective action, up to and including termination 
of employment, and may also subject them to legal action. 

4. Confidential information obtained during or through employment with the 
Company is the property of AccentCare and may not be used by any employee for 
the purpose of furthering current or future outside employment or activities or for 
obtaining personal gain or profit. 

5. AccentCare reserves the right to avail itself of all legal or equitable remedies to 
prevent impermissible use of confidential information or to recover damages 
incurred as a result of such impermissible use of confidential information. 
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6. Any violation of this policy could result in disciplinary action up to and including 
termination of employment. 

Reference(s):  

• Conflict of Interest 

• Policy Manual / Handbook(s) 

• Standards of Conduct & Workplace Behaviors 
• Code of Conduct  

 

Change Control Log:  

Revision Date  Type of Revision  
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Number  

Approved/Issued 
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Drug and Alcohol-Free Workplace 

  

Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all 
employees of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” 
throughout) unless otherwise noted.  

Purpose  

To promote the ability to perform all essential job functions free from impairment and to 
ensure a safe environment for our employees, patients, clients, and visitors.  

Scope  

This policy applies to all employees of the Company, applicants for employment, contractors 
and vendors. 

Definition(s) / Key Terms 

Term Definition 

Company 
Premises 

All buildings, offices, facilities, grounds, parking lots, lockers, places and 
vehicles owned, leased or managed by the Company or any site on 
which the Company is conducting business. 

Drugs Includes alcoholic beverages and prescription drugs as well as illegal 
inhalants and illegal drugs. The policy shall exclude prescription drugs 
when taken as directed by the employee’s doctor. 

Illegal Drug A substance whose use or possession is controlled by federal law and/or 
applicable state law but that is not being used or possessed under the 
supervision of a licensed health care professional. (Controlled 
substances are listed in Schedules I-V of 21 Code of Federal Regulations 
Part 1308.) 

Functional Owner: HR Last Revision Date:  
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Refuse to 
cooperate 

To obstruct the collection or testing process; to submit an altered, 
adulterated or substitute sample; to fail to show up for a scheduled test; 
to refuse to complete the requested drug testing forms; or to fail to 
promptly provide specimen(s) for testing when directed to do so, without 
a valid medical basis for the failure. Employees who leave the scene of 
an accident without justifiable explanation prior to submission to drug 
and alcohol testing will also be considered to have refused to cooperate 
and will automatically be subject to discharge. 

Under the 
Influence of 
Alcohol 

A blood alcohol concentration equal to or greater than the level 
published as above the legal limit, or actions, appearance, speech or 
bodily odors that reasonably cause a supervisor to conclude that an 
employee is impaired because of alcohol use. 

Under the 
Influence of 
Drugs 

A confirmed positive test result for illegal drug use per this policy. In 
addition, it means the misuse of legal drugs (prescription and possibly 
OTC) when there is not a valid prescription from a physician for the 
lawful use of a drug in the course of medical treatment (containers must 
include the patient’s name, the name of the substance, quantity/amount 
to be taken and the period of authorization). 

General  

It is the policy of AccentCare to maintain a drug and alcohol-free workplace in accordance 
with the Drug and Alcohol-Free Workplace Act of 1988. 

The Company is committed to providing employees with a working environment that is free of 
the problems associated with the use of illegal drugs and abuse of legal drugs. The use of 
illegal drugs is inconsistent with the behavior expected of employees and subjects the 
Company to unacceptable safety risks or other failures that would undermine the Company’s 
ability to operate effectively and efficiently. Non-compliance with this policy will result in 
disciplinary action up to and including termination of employment. 

The non-prescriptive use, sale, possession, distribution, dispensation, manufacture, or 
transfer of illegal drugs at any worksite where employees may be assigned, or elsewhere 
during work hours is strictly prohibited. Further prohibited is the use, sale, possession, 
distribution, dispensation, manufacture or transfer of illegal drugs on non-working time 
where such actions are illegal or where it affects the reputation of the Company to the 
general public or threatens its integrity. The company follows local and state laws regarding 
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the use of marijuana. 
  

Employee Assistance  

The Company will assist and support employees who voluntarily seek help for drug or alcohol 
problems before becoming subject to discipline or termination under this or other Company 
policies. Such employees will be allowed to use accrued paid time off (PTO), placed on leaves 
of absence, referred to treatment providers and otherwise accommodated as required by 
law. Employees may be required to document that they are successfully following prescribed 
treatment and to take and pass follow-up tests if they hold jobs that are safety-sensitive or 
require driving, or if they have violated this policy previously. Once a drug test initiated under 
this policy has a positive finding, unless otherwise required by the Family and Medical Leave 
Act or the Americans with Disabilities Act, the employee will have forfeited the opportunity to 
be granted a leave of absence for treatment, and will face possible discipline, up to and 
including termination of employment. 

 

Employees should report to work fit for duty and free of any adverse effects of illegal drugs, or 
controlled substances or prescription drugs not medically authorized for use while on the job, 
or alcohol. This policy does not prohibit employees from the lawful use and possession of 
prescribed medications. Employees must, however, consult with their doctors about the 
medications’ effect on their fitness for duty and ability to work safely, and they must promptly 
disclose any work restrictions to their supervisor.  
 

Work Rules 
1. Employees on the job are prohibited from:  

a. Using, possessing, buying, selling, manufacturing or dispensing an illegal drug 
(to include possession of drug paraphernalia), controlled substance, or 
prescription drug not medically authorized for use while on the job, on 
Company property, or while on work time. 

b. Being under the influence of alcohol or an illegal drug as defined in this policy. 

c. Possessing or consuming alcohol. 

d. Driving a company vehicle or driving any vehicle for company business while 
under the influence of drugs or alcohol. 
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2. The presence of any detectable amount of any illegal drug, illegal controlled 
substance or alcohol in an employee’s system, while performing company business or 
while in a company facility, is prohibited. 

3. The Company will also not allow employees to perform their duties while taking 
prescribed drugs that are adversely affecting their ability to safely and effectively 
perform their job duties. Employees taking a prescribed medication that has the 
potential to adversely affect their ability to safely and effectively perform their job 
duties must carry it in a container labeled by a licensed pharmacist or be prepared to 
produce the container if asked. 

4. Any illegal drugs or drug paraphernalia will be turned over to an appropriate law 
enforcement agency and may result in criminal prosecution. 

Required Testing 

Pre-employment 

Applicants being considered for hire for patient facing positions in Home Health, Hospice, or 
Medical Home Care hire must pass a drug test before beginning work or receiving an offer of 
employment. Refusal to submit to testing will result in disqualification of further employment 
consideration, as federal, state and/or local laws permit. 

Reasonable suspicion 

Employees are subject to drug and/or alcohol testing based on (but not limited to) 
observations by at least two members of management of apparent workplace use, 
possession or impairment. HR and the department head should be consulted before sending 
an employee for testing. Management must have a reasonable suspicion that an employee 
is under the influence of illegal drugs or alcohol including but not limited to the following list:  

1. Odors (smell of alcohol, body odor or urine). 
2. Movements (unsteady, fidgety, dizzy). 
3. Eyes (dilated, constricted or watery eyes, or involuntary eye movements). 
4. Face (flushed, sweating, confused or blank look). 
5. Speech (slurred, slow, distracted mid-thought, inability to verbalize thoughts). 
6. Emotions (argumentative, agitated, irritable, drowsy). 
7. Actions (yawning, twitching). 
8. Inactions (sleeping, unconscious, no reaction to questions). 



 
 
 
 

103 
 

When reasonable suspicion testing is warranted, both management and Human Resources 
will meet with the employee to explain the observations and the requirement to undergo a 
drug and/or alcohol test within two hours. Refusal will be treated as a positive drug test result 
and may result in immediate termination of employment. 

1. Under no circumstances will the employee be allowed to drive themselves to the 
testing facility. A member of management must arrange for a car service (e.g., Uber, 
Lyft, local car service) and arrange for the employee to be transported home. 

Post-accident 

1. Employees may be subject to testing when they are involved in an accident that 
seriously damages a company vehicle, machinery, equipment or property or that 
results in an injury to themselves, a patient, or another employee requiring offsite 
medical attention. A circumstance that constitutes probable belief will be presumed 
to arise in any instance involving a work-related accident or injury in which an 
Employee who was operating a motorized vehicle (including a rental vehicle, or other 
company vehicle) is found to be responsible for causing the accident. In any of these 
instances, the investigation and subsequent testing must take place within two (2) 
hours following the accident, if not sooner. Refusal will be treated as a positive drug 
and/or alcohol test result and will result in immediate termination of employment. 

2. Under no circumstances will the employee be allowed to drive themselves to the 
testing facility. A member of management must arrange for a car service (e.g., cab, 
Uber, Lyft) and arrange for the employee to be transported home. 

Collection and Testing Procedures 

1. Employees subject to alcohol testing will be transported to a Company-designated 
facility and directed to provide breath specimens. Breath specimens will be tested by 
trained technicians using federally approved breath alcohol testing devices capable 
of producing printed results that identify the employee. If an employee’s breath 
alcohol concentration is greater than what is deemed under the influence, a second 
breath specimen will be tested approximately 20 minutes later. The results of the 
second test will be determinative. Alcohol tests may, however, be a breath, blood or 
saliva test, at the Company’s discretion. For purposes of this policy, test results 
generated by law enforcement or medical providers may be considered by the 
Company as work rule violations. 
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2. Applicants subject to drug testing will directed to a Company-designated testing 
facility to provide urine specimens.  Employees required to take reasonable suspicion 
or post-accident drug test will be transported to a company - designated testing 
facility to provide a urine specimen.  

3. Applicants and employees may provide specimens in private unless they appear to 
be submitting altered, adulterated or substitute specimens. Collected specimens will 
be sent to a federally certified laboratory and tested for evidence of marijuana (only 
in accordance with local/state regulations) cocaine, opiates, amphetamines, PCP, 
benzodiazepines, methadone, methaqualone and propoxyphene use. (Where 
indicated, specimens may be tested for other illegal drugs.) The laboratory will screen 
all specimens and confirm all positive screens. There must be a chain of custody from 
the time specimens are collected through testing and storage. 

4. The laboratory will transmit all positive drug test results to a medical review officer 
(MRO) retained by the Company, who will offer individuals with positive results a 
reasonable opportunity to rebut or explain the results. Individuals with positive test 
results may also ask the MRO to have their split specimen sent to another federally 
certified laboratory to be tested at the applicant’s or employee’s own expense. Such 
requests must be made within 72 hours of notice of test results. If the second facility 
fails to find any evidence of drug use in the split specimen, the employee or applicant 
will be treated as passing the test. In no event should a positive test result be 
communicated to the Company until such time that the MRO has confirmed the test 
to be positive. 

Consequences 

1. Applicants who refuse to cooperate in a drug test or who test positive will not be hired 
and will not be allowed to reapply/retest in the future. 

2. Any employee who refuses to cooperate in required tests or who use, possess, buy, 
sell, manufacture or dispense an illegal drug in violation of this policy will be 
terminated. If the employee refuses to be tested, yet the company believes he or she 
is impaired, under no circumstances will the employee be allowed to drive themselves 
home. 

3. Employees who test positive, or otherwise violate this policy, will be subject to 
discipline, up to and including termination. Depending on the circumstances, the 
employee’s work history/record and any state law requirements, the Company may 
offer an employee who violates this policy or tests positive the opportunity to return to 
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work on a last-chance basis pursuant to mutually agreeable terms, which could 
include follow-up drug testing at times and frequencies determined by the Company 
for a minimum of one year but not more than two years as well as a waiver of the right 
to contest any termination resulting from a subsequent positive test. If the employee 
either does not complete the rehabilitation program or tests positive after completing 
the rehabilitation program, the employee will be immediately discharged from 
employment. 

4. Employees will be paid for time spent in alcohol or drug testing and then suspended 
pending the results of the drug or alcohol test. After the results of the test are received, 
a date and time will be scheduled to discuss the results of the test; this meeting will 
include a member of management and Human Resources. Should the results prove to 
be negative, the employee will receive back pay for the times/days of suspension. 

Confidentiality 

Information and records relating to positive test results, drug and alcohol dependencies, and 
legitimate medical explanations provided to the MRO will be kept confidential to the extent 
required by law and maintained in secure files separate from normal personnel files. Such 
records and information may be disclosed among managers and supervisors on a need-to-
know basis and may also be disclosed when relevant to a grievance, charge, claim or other 
legal proceeding initiated by or on behalf of an employee or applicant. 

Inspections 

The Company reserves the right to inspect all portions of its premises for drugs, alcohol or 
other contraband. All employees, contract employees and visitors may be asked to 
cooperate in inspections of their persons, work areas and property that might conceal a drug, 
alcohol or other contraband. Employees who possess such contraband or refuse to 
cooperate in such inspections are subject to appropriate discipline, up to and including 
discharge. 

 
Crimes Involving Drugs 

1. The Company prohibits all employees from manufacturing, distributing, dispensing, 
possessing or using an illegal drug in or on company premises or while conducting 
company business. Employees are also prohibited from misusing legally prescribed or 
over-the-counter (OTC) drugs. Law enforcement personnel may be notified, as 
appropriate, when criminal activity is suspected. 
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2. The Company prohibits all employees from misappropriating (e.g., taking, selling, sharing, 
using) a client’s or patients’ prescriptions, or over-the counter (OTC) drugs.  Law 
enforcement personnel may be notified, as appropriate, when criminal activity is 
suspected. 

3. The Company does not desire to intrude into the private lives of its employees but 
recognizes that employees’ off-the-job involvement with drugs and alcohol may have an 
impact on the workplace. Therefore, the Company reserves the right to take appropriate 
disciplinary action for drug use, sale or distribution while off company premises. All 
employees who are convicted of, plead guilty to or are sentenced for a crime involving an 
illegal drugs are required to report the conviction, plea or sentence to Human Resources 
within five (5) days of its occurrence. Failure to comply will result in automatic discharge. 
Cooperation in complying may result in suspension without pay to allow management to 
review the nature of the charges and the employee’s past record with the Company. 

Reference(s):  

• Standards of Conduct & Acceptable Workplace Behavior 

• Code of Conduct & Business Ethics 

Change Control Log:  

Revision Date  Type of Revision  
Version 
Number  Approved/Issued By  
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Disease Response, Management &  

 Employee Matters 

 

Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all 
employees of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” 
throughout) unless otherwise noted. 

Purpose  

To ensure the Company is aware and follows the Center for Disease Control’s (CDC’s) 
recommendations with regard to infectious diseases (e.g., SARS, COVID-19, etc.) by 
supplementing the Company’s existing policies and procedures and by providing guidance 
on the effective and compliant responses including when there has been a potential 
exposure. 

Scope  

This applies to all employees, vendors, and contractors who work from a company location. 

 
Definition(s) / Key Terms 

Term Definition 

Employee’s 
Associated Contacts 

Anyone who lives in the employee’s household and/or 
anyone with whom the employee comes in contact (e.g., 
external Company consultant). 

General 

The health and safety of the Company, employees, and patients are a priority. The 
organization expects all supervisors and employees to take appropriate action in 

Functional Owner: HR/Clinica
l 

Last Revision 
Date: 
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response to illness and reports of potential exposures (e.g. COVID-19). This policy shall be 
used as a guide to ensure a safe work environment and protect the health and wellbeing 
of the Company’s staff and patients. This policy may be revised, as necessary, to comply 
with local, state or federal requirements or to ensure effective protocols are current and 
in place. 

Procedures 
 

1. Employees will be required to adhere to Company provided training and 
education, safety protocols for screening and reporting and may include CDC 
established criteria.  Examples include:: 

a. Acknowledged outbreak and gathered local/state/federal resources, 
b. Provided announcements and education by means of: 

i. Email 
ii. Accent Care Today (ACT) 
iii. Learning Management Systems  
iv. Mandatory conference calls 
v. SMS texting 
vi. Printed materials delivered to homes and offices 

 
c. Following clinical programs for screening individuals using CDC reported symptoms, 
d. Communicating appropriate practices for hand hygiene, use of sanitizers, 

and cleaning of surfaces and/or equipment with EPA approved 
disinfectants, 

e. Instructing employees on proper use of applying and removing personal protective 
equipment (PPE), 

f. Centralized inventory tracking of PPE supplies, 
g. Reviewing and initiating emergency preparedness plan, 
h. Developing a protocol for sick employees, 
i. Limiting non-essential travel for staff, 
j. Tracking and trending potential and confirmed cases among employees and 

patients. 
 
2. Employees involved in the care of a patient with presumed or confirmed diseases 

(such as COVID 19) should use standard precautions, contact precautions, 
airborne precautions, and eye protection. 

3. Employees must immediately report if they have been presumed or confirmed 
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to have contracted an infectious disease, as well as any potential exposure of 
the disease to a supervisor, and whether the potential exposure has occurred 
through providing patient care, assisting an ill person, handling a contaminated 
object, or cleaning a contaminated environment or through other means 
including travel, an ill family member or other community exposure. 

4. Any employee experiencing symptoms of infectious disease is advised to 
immediately contact his/her healthcare provider by phone for guidance in 
connection with seeking medical attention.  

5. Employees should contact their direct Manager, Human Resources and Risk 
Management Department for additional guidance. 

6. Confidentiality: All documents prepared in connection with an employee’s report 
of potential exposure must be collected and maintained on forms separate and 
apart from documents in a employee’s personnel file. All documents will be 
maintained in the confidential medical file when appropriate and must be 
treated as confidential. 

a. The following are the only exceptions to this rule: 
i. Supervisors and managers may communicate with Risk 

Management, Human Resources and members of the 
Leadership as appropriate. 

ii. Supervisors and managers may be told about necessary 
restrictions on work duties and about necessary accommodations. 

iii. First aid or state personnel may be told if the condition requires emergency 
treatment 

iv.  Government officials may access the information when 
investigating compliance with the Americans Disabilities Act 

v. Information may be provided in connection with a workers’ compensation 
claim; and/or 

vi. Information may be provided for insurance purposes. 

b. Discussions about an employee’s medical status with other employees, 
co-workers, or patients except as permitted by this Policy are 
prohibited. 

c. Employees shall refrain from posting any protected health information 
on social media, or otherwise publishing such information, regardless of 
whether such information relates to employees or patients, even if the 
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employee thinks it may be de-identified information. Applicable 
principles and guidelines may be found in the Social Media Policy. 

7. Supervisors should ensure that employees are fully aware of the Leave of 
Absence Policy and consult with Human Resources to determine if applicable 
to the employee’s situation. 

8. Discrimination or retaliation against any employee for reporting concerns 
regarding potential disease exposure, for reporting any related workplace 
concerns, for reporting any violations of this policy, or for taking a leave of 
absence under the policy is strictly prohibited. The same applies if any 
employee voluntarily discloses that he or she may have been exposed to an 
infectious illness or is at risk of exposure; this information must be kept 
confidential. 

a. Employees may choose to report concerns using the AccentCare Line at 

866.339.3844. 
Office Locations & Work Environments: 

All employees must follow Company policy guidelines and protocols at all 
times when directed while in the office which may include: 

• Wear facial masks, as directed by the organization or federal / local regulations, 
• Maintaining social distancing at all times (during meetings, in offices, etc.) 
• Sanitize work areas daily (minimum) or after each use (for conference rooms), 
• Conference room meetings may only be utilized if appropriate social 

distancing can be maintained and are approved, in advance, by 
executive management, 

• Employees, contractors or vendors in an AccentCare office/location 
are required to wear face masks/coverings in all group meetings. 

• Abide by all temperature check requirements established for the location, 
• Limit in-person meetings or social events 
• Utilize virtual business meetings (i.e. remote case conference or interdisciplinary 

group meeting), 
• Restrict outside vendors or visitors (including contractors/temps). 

Must have leadership approval in advance to bring in external people 
into office/location. 

• Universal masking for all patient / caregiver interactions 
• Restrict equipment sharing between employees. 
• Any employees, who have returned to work in-office, must abide by all 

return to work guidelines as communicated by the Company. 
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• Avoid shaking hands. 
 
Quarantine: 
Employees may be required to self-quarantine for a designated period after travel, 
diagnosis, exposure or suspected exposure. Employees who are able to work from 
home will work with their Manager to determine if working from home is appropriate. 
 

TREATMENT OF ABSENCE 

Paid Time Off, Absence or Leaves of Absence: 
Supervisors should ensure that employees are aware of Company policies and 
procedures pertaining to paid time off, paid and unpaid leaves of absence, including 
but not limited to the Company’s FMLA and PTO policies. Questions or issues related 
to compensation while absent from work should be directed to Human Resources to 
determine the appropriate time off in accordance with AccentCare policies and any 
state and/or federal regulations. 

 
Worker’s Compensation: 
Employees who are exposed to an infectious disease in the course and scope of work 
may be entitled to workers’ compensation benefits based on the facts and 
circumstances and depending on the applicable state law. Affected employees 
should contact Human Resources and the Risk Management Department for 
assistance. 

Any paid time off and any other applicable benefits will be paid in accordance and 
in compliance with Fair Labor Standard Act and Dept. of Labor Wage & Hour 
regulations. 
 
TRAVEL REQUIREMENTS 

The Company may restrict essential business travel as a result of CDC guidelines or in 
accordance with Company policy related to a pandemic. Essential business travel is 
defined as: 

a. Company travel required to care for patients /clients  
b. Supervisory visits to patient/client homes 
c. Travel for recruiting, interviewing, onboarding and training candidates or employees 
d. Travel approved by immediate supervisor for business meeting by way of 

private automobile to or through areas that are not under travel advisory 
at time of travel, as defined by the CDC, state, county or city authorities 
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e. Essential business travel must also be approved by the Manager and the Senior 
Leadership Team 

f. Includes travel on planes, trains, cars, and public transportation 

The above essential travel definition may be revised, as necessary at any time and at the 
sole discretion of the Company. 

Reference(s):  

• Health, Safety, Emergency Plans & Procedures 

Change Control Log:  

Revision Date  Type of Revision  Version Number  Approved/Issued By  
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Health, Safety & Emergency Plans and 
Procedures 

Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all 
employees of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” 
throughout) unless otherwise noted. 

Purpose  

To define the Company’s policy regarding fulfillment of the Company’s obligations under 
Occupational Health and Safety (OSHA) regulations and the Workers’ Compensation Act and 
to protect the assets of the Company by providing for the safety and well-being of all 
employees and clients in the event of a natural disaster or emergency.  

Scope  

This applies to all employees. 

General  

The Company is committed to providing a safe and healthy workplace for all its employees. 
The Company complies with all applicable requirements issued by the federal Occupational 
Health and Safety Administration (“OSHA”) and or the state and implements a site-specific 
safety and health program for each of its facilities. The responsibility for the success of the 
safety and health program is shared by management and all employees working at the 
Company. 

The objective of the safety and health program is to mitigate or eliminate injuries and  
illnesses.  It is the policy of AccentCare to exercise all precautions necessary to protect team 
employees from all accidents. Management firmly believes that all accidents are 
preventable.  It is the policy of AccentCare to maintain location specific plans to meet critical 
needs in an emergency or crisis situation. The Company expects each employee to know 
and follow the plan particular to their location(s). 

Managers and Supervisors are responsible for developing safety awareness in themselves 
and in those they supervise. Managers and Supervisors must ensure that all operations are 
performed with the utmost regard for the safety and health of all employees involved, 
including themselves. 

Functional Owner: HR Last Revision Date:  
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Since the severity of a natural disaster or crisis is unknown prior to the event, it is impossible 
to  prepare for all eventualities. It is an inherent assumption therefore, that environmental or 
civil conditions such as incapacitation of a key employee or inability to communicate with 
management may hamper deployment of this policy. It is, therefore, the responsibility of all 
office staff to remain calm, work together and to make every reasonable effort possible to 
implement this policy. 

All employees are responsible for cooperation with all aspects of the safety and health 
program, including compliance with all rules and regulations. Everyone is encouraged to be 
alert to unsafe conditions and report them promptly to their Manager, Supervisor, safety 
coordinator, or a safety and health committee member. Employees also are responsible for 
continuously practicing safety while performing their job duties. 

If required by job duties, the employee shall be provided with personal protective equipment 
(PPE) at no cost, fitted if necessary, and instructed in the use of PPE. The employee’s Manager 
will inform the employee about any special attire requirements where applicable. 

Failure to comply with AccentCare safety and health policies can result in disciplinary action 
up to and including termination of employment. 

All occurrences of workplace related injury or illness will be documented, reported, and 
investigated as soon as possible after they occur. 

AccentCare is committed to meeting its obligation under Workers' Compensation Act (where 
required) to provide medical, rehabilitation, and wage-replacement benefits to employees 
who sustain work-related injuries or illnesses. 

Procedures 

Employees cannot use group health plans for injuries or illnesses covered under the Workers' 
Compensation Act. Unless required by state law, employees cannot use accrued PTO while 
they are receiving wage-replacement benefits under workers' compensation. 

AccentCare works with its workers' compensation insurer to investigate any suspected 
fraudulent workers' compensation claims. Accent Care’s Risk Team will seek the prosecution 
of any employees filing fraudulent claims or engaging in other workers' compensation fraud. 

Employees must immediately report all work-related injuries or illnesses, regardless of 
severity, to their supervisor as specified by local, state, and/or federal requirements. 
Supervisors also must work with the employee to complete a First Notice of Injury Report, 
which must be filed with the Risk Manager and the workers’ compensation carrier as soon as 
possible, but in any case, no later than 24 hours after the injury occurs. 

The Risk Team or worker's compensation carrier will notify the physician's office to authorize 
treatment release by Worker's Compensation. 

If an employee has sustained an injury that requires immediate medical attention, the 
employee is instructed to call 911. The Supervisor will determine if the employee’s emergency 
contact needs to be notified. 
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All events are reported on the Accident/Incident Report Form. The employee completes their 
portion within 48 hours of the incident. The employee describes all circumstances in detail. 

Completed Accident/Incident Report forms are submitted to the Supervisor for review and 
investigation 

Serious injuries involving an employee death, injury requiring overnight hospital stays, 
amputations or loss of an eye must be immediately reported to the Risk Management Team 
within one (1) hour of the Supervisor or Managers notice of the serious injury and/or death. 
The Risk Management team will then comply with all of the OSHA reporting requirements. 

The Manager/Supervisor All locations shall develop and maintain an emergency 
preparedness plan (EPP) in coordination with the VP of Emergency Management.  

It is the responsibility of the Manager/Supervisor to educate employees in the EPP, conduct 
drills and activate the plan in the event of an emergency and be familiar with the plan for 
their location and ensure that their employees are prepared to execute it in an emergency. 

Change Control Log:   
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Inclement Weather 

Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all 
employees of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” 
throughout) unless otherwise noted. 

Purpose 

The purpose of this policy is to establish a baseline for the safety and security of our employees 
traveling to/from home/work/client locations during periods of inclement weather. As a rule, 
the Senior Leadership team within each business unit will communicate to their personnel any 
work stoppages due to weather. We expect our personnel to exercise their best judgment and 
look out for their safety during these weather-related instances. 

Scope  

This applies to all employees. 

General 

As a service organization, we strive to remain “open for business” at all times to serve the 
needs of our patients and partners.  Employee safety is of utmost concern.  It is imperative 
that individuals use their best judgment in deciding whether it is safe to travel to and from 
the office and/or patient homes to carry out services. 

Employees must contact their manager to inform them of an absence if they are unable to 
work due to inclement weather.  Days not worked due to inclement weather may be 
considered a PTO day, or a day off without pay as appropriate. 

Procedures 

Fortunately, emergencies and inclement weather days are infrequent, but the company has 
established guidelines to be followed if/when they occur.  AccentCare expects employees to 
use sound judgment when inclement weather causes hazardous weather conditions. 

Functional 
Owner: 

HR Last Revision 
Date: 
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Individual employee circumstances may affect a employee’s ability to come to work. Key to 
assessing the situation on a case-by-case basis is the communication between the 
employee and his or her manager. The company recognizes that in a severe national or 
regional disaster, all methods of communication may be unavailable, but employees should 
persist to reach their manager to discuss individual circumstances.  Failure to do so may 
result in an unexcused absence. 

Field Staff: 

• Field staff must communicate with branch management if they are not able to reach 
a patient’s home to conduct a scheduled visit.  If hourly staff or paid per visit staff is 
unable to make visits, they will not be paid for that time; those with available PTO 
may request to use it at that time. 

• Office staff must communicate with their manager if they are not able to reach the 
office during normal business hours.  Employees must decide and get approval from 
their manager to work remotely or take PTO. 

Support Center Staff: 

• Employees who have been provided with a company laptop should always bring 
their laptop home during non- business hours.  If an employee is unable to travel to 
the office, they should decide with their direct supervisor to work remotely.  If this is 
not possible, then the employee may utilize available PTO. 

Reference(s):   

• Attendance 

• Paid Time Off (PTO) 

Change Control Log:   
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Non-Solicitation of Goods and Services   

Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization. These policies apply to 
employees of the Company, its subsidiaries, and affiliates as defined under the Scope. 

Purpose  

To ensure solicitation of any kind does not take place. 

Scope  

This applies to all employees, vendors, and contractors work from a company location or 
engaging with employees during their work schedule. 

Definition(s) / Key Terms 

Term Definition 

Solicitation The act of obtaining orders for merchandise or business, appeals for 
contributions to charities or outside organizations. 

Distribution The act of delivering or handing out materials or programs that are not 
work related. 

General  

It is the Company’s policy to prohibit any solicitation from employees or outside vendors for 
contributions, orders, distribution of non-work-related goods, services or material on 
Company property at any time for any purpose.  Examples of solicitation and distribution 
include, but are not limited to the following: 
• Cosmetic 

Products 
• Food • Jewelry • Sports Pools • Tickets to 

Civic Events 
• Crafts • Girl Scout 

Cookies 
• Lotteries • Political 

Activities 

Functional Owner: HR Last Revision Date:  
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Procedure 

Solicitation as described above is considered personal business which should be 
conducted during personal time. 
 
Areas where solicitation is not allowed at any time include electronic communication, 
bulletin boards, all common areas such as patient care, treatment, surgery and 
nursing stations, admitting rooms, adjoining corridors, offices, and laboratories. 
 
Report outside organizations and /or persons engaging in solicitation or distribution of 
materials, products, articles, or in posting of any written or printed material in or on the 
premises to the Care Center Manager or Human Resources. 

Reference(s):   

• Code of Conduct  

Change Control Log:   
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Open Door  

Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization. These policies apply to 
employees of the Company, its subsidiaries, and affiliates as defined under the Scope. 

Purpose  

To define guidelines for the resolution of employee concerns, dissatisfaction, or complaints. 

Scope  

All employees of the Company, as well as contractors and consultants working with the 
Company. 

General  

All employees have the right to express concerns to their manager/supervisor (or other 
members of the management team) regarding any aspect of their employment or the 
application of policies or procedures without fear of ridicule, retaliation or reprisal. 

The Company’s policies prohibit retaliation against anyone who reports a compliance concern 
or participates in a compliance investigation. 

Procedures 

1. All are encouraged to first discuss work-related concerns and/or issues with their 
immediate manager/supervisor. If an employee does not feel comfortable bringing their 
concerns to their immediate manager, they should talk with the next higher level of 
management, Functional Leader/Executive Leadership Team (ELT) member, or Human 
Resources. 

2. If an employee feels they have been discriminated against, or if they believe they have 
been sexually harassed, the individual should immediately notify their immediate 
manager/supervisor (or the next higher level of management) or Human Resources. 

3. The appropriate member of management or Human Resources will promptly investigate 
the issues/concerns, will seek to remedy those concerns, and will provide feedback to 

Functional Owner: HR Last Revision Date:  
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the person who brought the concerns to their attention. 

4. Retaliation is strictly prohibited against anyone who reports a concern in good faith. 
However, should an employee knowingly and falsely accuse someone of wrongful 
conduct; this action is subject to corrective action up to and including termination of 
employment. 

5. Anyone who engages in retribution or harassment is subject to corrective action up to 
and including termination of employment. 

Reference(s):  

• Anti-Harassment, Discrimination & Retaliation 
• Corrective Action 

• Standards of Conduct & Acceptable Workplace Behaviors 

Change Control Log:  
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Performance Evaluations 

Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization. These policies apply to 
employees of the Company, its subsidiaries, and affiliates. 

Purpose  

The purpose of a performance evaluation is to assess each employee's performance of the 
functions required to perform their job stated in their job description, to identify strengths and 
any areas   of needed improvement, to make plans for achieving and maintaining this 
improvement and to serve as a component for advancement. 

Evaluating performance and discussing goals and expectations are an ongoing part of 
employee and manager communication. The purpose of a performance evaluation is to 
formally discuss an employee’s overall performance in their job as a matter of record. 

Scope  

This policy applies to all employees of the Company. 

Policy  

It is the policy of the Company, to conduct performance evaluations annually. Some union 
employees may fall under a different policy, as applicable by the collective bargaining 
agreement. In addition, and as directed by the Executive Leadership Team (ELT), any 
corporate or regional Senior Vice President level roles and above will be evaluated on an 
undefined periodic basis. For those agencies who are acquired by the Company, the time 
frame may be extended up to six (6) months during transition to the Company evaluation 
cycle. All pre-existing evaluations will be maintained with the employee’s official personnel 
records. 

Procedure 

1. An employee’s job performance should be evaluated and documented once a 
year by their immediate Supervisor. A modified process is used for attendants in 

Functional Owner: HR Last Revision Date:    
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Texas State-Licensed Agencies. During a Public Health Emergency (PHE) annual 
performance evaluation are granted an extension of 90-days after conclusion of 
the PHE. 

2. Employees complete their self-evaluation and rating using the designated system (e.g., 
HRIS). 

3. The immediate Supervisor reviews the employees self-evaluation and 
completes the Supervisor evaluation and rating in the designated system 
(e.g., HRIS). 

4. The Supervisor reviews the Performance Evaluation with the employee in 
a confidential and undisturbed environment. The following topics are 
discussed during this meeting: 

a. Job Performance 
b. Projects underway 
c. Accomplishments 
d. Strengths 
e. Any Improvements needed 
f. Goals (established for new period) 
g. Employee concerns 
h. Development plan 
i. Other Items 

5. The Supervisor sends the final review back to the employee through the 
designated system and the employee reviews, acknowledges, and signs 
(e.g., wet-signature or electronic signature) as an acknowledgment of 
receipt, and submits the final Performance Evaluation to their supervisor or 
HR. 

6. For Attendants in Texas State-Licensed Agencies: The agency administrator 
shall ensure that the performance evaluation of the attendant's competency to 
perform the assigned tasks is performed annually and documented on a 
company-approved form. 

7. A copy of the signed Performance Evaluation is maintained in the employee’s official 
personnel record. 
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Change Control Log:   

Revision Date   Type of Revision   Version   Number   
Approved/Issued 

By   

    

    

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

125 
 

Personal Appearance 

Company Overview 
Accent Care, Inc. (the “Company”) is a healthcare organization. These policies apply to 
employees of the Company, its subsidiaries, and affiliates. 

Purpose  

To define the Company’s expectations and standards related to employee appearance and 
hygiene. While we are in the health sector, employees should dress appropriate to their role 
in the Company, work environment and interaction with our patients, clients, and the public. 
The following guidelines are just that – guidelines. Employees should use good judgement 
when it comes to their personal appearance. AccentCare strives to maintain a workplace 
environment that contributes to the morale of all employees and has a positive effect on the 
business image presented to clients, patients and visitors. 

Scope  

This policy applies to all employees. The Company will do everything we can to help 
employees understand our expectations, but sometimes a stronger message is needed. If an 
employee is sent home because of their dress or appearance the employee will not be 
compensated for any work time missed. Reasonable accommodations are made for 
employees who require adjustments for religious beliefs or medical conditions.  

Office 

Employees working in an office environment are expected to dress in business casual attire 
and jeans are also acceptable (without holes or rips, tears, etc.). We interpret business 
casual to include casual shirts (e.g., polo shirts, pull-overs), and slacks. Acceptable footwear 
under this definition includes riding/cowboy boots and shoes, athletic shoes and sandals. 
Examples of unacceptable attire and footwear include low-cut tops, midriff baring shirts, 
gym clothes, pajamas, flip flops and spaghetti straps (unless used as a layering piece). 
Employees working events must wear scrubs or uniform or business attire appropriate to the 
type of event during the scheduled event day(s) or hour(s). 
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Care Partner  

All employees are expected to maintain appropriate dress including wearing hospital scrubs 
(or otherwise instructed), white skid proof shoes or sneakers, neat appearance including 
clean clothing, short nails, hair tied back for safety purposes, no dangling jewelry (e.g., 
earrings, bracelets, etc.), and visible, prominently worn identification (ID) badge.  

Procedures  

1. Employees must report to work appropriately dressed, well- groomed and maintain 
a neat and clean appearance at all times. 
 

2. Clothing that has the Company logo may be required in certain locations, subject to 
determination of local management. 
 

3. All employees must be conscientious about their personal/physical and dental 
hygiene. Strong odors (Including odor from smoking) and the excessive use of 
perfume or cologne are inappropriate. 
 

4. Piercings or tattoos that create a safety hazard because of the potential to be 
distracting, or offensive will be subject to restrictions as determined by the 
Supervisor. 
 

5. The Supervisor is responsible for ensuring compliance with this policy and reserves 
the right to determine the appropriateness of an employee’s attire necessary for 
their position responsibilities. 
 

6. Supervisors / Managers may exercise reasonable discretion to determine 
appropriateness in employee dress and appearance. Employees working with 
patients may be required to meet special dress, grooming and hygiene standards, 
such as wearing uniforms or protective clothing, depending on the nature of their 
job. Reasonable accommodations will be made where required by applicable law. 

Employees unsure of the proper dress code for their line of business should consult with 
their Supervisor. 
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Reference(s): 

• Standards of Conduct 

• Policy Manual 

Revision Log:  
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Purchases of Goods & Services/ Strategic 
 Sourcing 

Functional 
Owner: 

Financ
e 

Last Revision 
Date: 

   

Policy Number: HR-30 Effective Date: 01.01.2022 Approved By:  

Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization. These policies apply to 
employees of the Company, its subsidiaries, and affiliates as defined under the Scope. 

Purpose 

The purpose of the Purchases of Goods & Services / Strategic Sourcing Contract Policy is to 
provide a standard for the process of preparing, conducting contract related activities, such 
as supplier pricing negotiations, Requests for Proposals (RFP) and authorizing employees to 
contract for the purchase of goods and services, as described in this document. 

This policy should be used consistently and uniformly throughout Horizon Group Holding GP, 
LLC and its subsidiaries (The Company). All personnel are expected to comply with its 
provisions. It is, however, recognized that special conditions can exist where a policy will be 
difficult or impossible to apply, and accordingly this manual establishes procedures for 
deviations and exceptions. 

 

Scope  

This policy applies to Horizon Group Holdings GP, LLC. (the Company), each of its subsidiaries 
and any ventures that are controlled by the Company. Except as otherwise provided below, 
all agreements and contracts (including letter agreements) which obligate the Company in 
any manner must comply with this Contract Policy. 

General Guidance 

This policy applies to the acquisition of all goods and services above one thousand dollars 
($1,000) required for the Company to operate its business including, but not limited to: 

• All services performed for or on behalf of the Company, including consulting, 
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professional services and services performed by outsource service providers, (EXCEPT 
patient care services: i.e., physical therapists, speech therapists, RN’s, etc.); 

• Maintenance, repair and operations goods and services; 
• Capital expenditures, such as furniture and fixtures; 
• Tangible and intangible assets, including IT hardware, software, custom software 

development or other intellectual property developed by a Supplier for the Company; 
and 

• All other goods and services provided by a supplier and acquired by the Company as 
necessary to conduct its business.  

This policy does not apply to payments for or contracts related to: 

• Taxes 
• Inter-company settlements 
• Rents 
• Escheat 
• Compensation or benefits 
• Patient care services (i.e., physical therapists, speech therapists, RN’s, etc.) 
• Interest payments on corporate debt 
• Legal settlements 
• External legal services 
• Surety bonds 
• Banking fees 
• Business acquisitions 
• Mergers 

Definition(s) / Key Terms 

Term Definition 

Business 
Owner 

An employee in the organization that owns the business relationship with 
a Supplier or owns a specific process or function 

Purchase 
Requisition 

An internal document initiated by an employee who identifies the need to 
purchase a good or service for Company use. 

Purchase 
Order 

An external document issued by IT Procurement, the Strategic Sourcing 
dept., or Purchasing Specialist to Suppliers that authorizes the purchase 
of a good or service for Company use. Purchase Orders should first have 
an approved Purchase Requisition and should be issued to Suppliers prior 
to the receipt of delivery of a good or service.  Purchase Orders should 
also be submitted to Suppliers prior to the receipt of the Invoice. 
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Executive 
Sponsor 

An Executive Director, Corporate Director, Regional Vice President, Vice 
President, Sr. Vice President, Executive Vice President, the Chief Financial 
Officer, or the Chief Executive Officer, as applicable, who approves a 
Purchase Requisition. 

Supplier An external entity paid by the Company to provide a good or service to 
the Company, except as otherwise provided in this policy. 

Supplier 
Agreement 

Any document that describes a transaction between a Supplier and the 
Company resulting in the provision of goods or services to the Company 
within the scope of this policy regardless of how it is labeled and whether 
it is called a contract, statement of work, engagement letter, 
memorandum of understanding, letter of intent, agreement, or other 
similar term. 

Contract The term “Contract” is defined, broadly, to mean any document intended 
to set forth an agreement or arrangement between the Company and an 
outside party. 

Non-Disclosure 
Agreement 

A contract by which one or more parties agree not to disclose 
confidential information that they have shared with each other as a 
necessary part of doing business together. 

 

Requests for Proposals (RFPs) 

Only employees of the Strategic Sourcing Department and its executive management are 
authorized to conduct the following purchasing related activities for the Company: 

• Issue and facilitate Requests for Proposals (RFPs) to Suppliers of goods or services in 
collaboration with the appropriate Business Owner or Executive Sponsor. 

• Negotiate pricing with Suppliers and commit company funds for the purchases or lease of 
goods or the purchase of services.  

• Negotiate terms and conditions of Supplier Agreements, including Supplier Agreement 
terminations, in collaboration with the Business Owner, Executive Sponsor and the Legal 
Department. 

Obtain a signed Non-Disclosure Agreement, when necessary. 
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Contract Review 

For all agreements/contracts (received or paid during the term of the contract), the 
appropriate authorized personnel, or other authorized individual if applicable: 

• The Strategic Sourcing dept. or the Office of the General counsel must review and approve 
the business terms of the agreement/contract; 

• The Strategic Sourcing dept. has the discretion to seek additional review and approval of 
contract language from the following teams: Legal, IT, Compliance, INFOSEC, Risk 
Management and other teams as necessary.  

• The Strategic Sourcing dept. or the Office of the General counsel must obtain signed copies 
(both parties) of all such agreements/contracts; 

• The Office of the General Counsel must review the legal terms of the agreement/contract, 
when necessary. 

Some suppliers may ask for changes to the Company’s standard terms or may present their 
own form of contract to be used along with, or instead of, the Company’s terms. In such cases, 
Strategic Sourcing, with assisstance from Legal Counsel, when applicable, will review the 
supplier’s requested changes. Strategic Sourcing may negotiate changes to the standard 
terms that do not require review of Office of the General Counsel per this Policy. 

Contracts with terms that do any of the following: 

• Commit the Company for three or more years (unless contract allows the Company to 
terminate earlier for convenience without penalty); 

• Obligate the Company to defend, indemnify or hold harmless the other party(ies) or add 
them as additional insured’s to Company’s insurance policies; 

• Limit the amount or types of liability of the other contracting party, its subcontractors, 
agents, or successors; 

• Disclaim or limit warranties; 

• Say the contract is governed by the laws of another country; 

• Are commercially unusual; 

• State a time within which the Company must make a claim (e.g. under a warranty) or bring 
a lawsuit. 

 

In general, the Strategic Sourcing dept. and/or the Office of the General Counsel review is 
limited to legal terms and not business terms, for which the signatories remain ultimately 
responsible. In particular, where the Strategic Sourcing dept. and/or Office of the General 
Counsel reviews a contract because it contains one or more of terms on the above list, the 
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Strategic Sourcing dept. and/or Office of the General Counsel is not therefore responsible for 
review of the business terms in the agreement or for the decision to enter into it. The 
department initiating or implementing the Contract, have the primary responsibility to 
negotiate and review the overall agreement to make sure that it is in the best business interests 
of the Company and consistent with the Company’s policy generally. 
Renewals of contracts with the same parties and the same terms where the contract review 
process has been provided on the original contract may be exempt from a complete contract 
review process. 

Contract Review Approval Form 

All contracts must be submitted through the Company’s intranet Contract Review Approval 
Form. Prior to submitting the contract review approval form, the following information should 
be obtained: 

• The contract review process starts upon obtaining budgetary financial approval. It is 
strongly encouraged that requestor have obtained the appropriate approval prior to 
submitting this form in accordance with the Company’s Delegation of Authority Policy.  

• Supplier’s name 

• Supplier’s contact information (i.e. telephone number, email address) 

• Contract’s annual value 

• Purpose of the contract 

• Access to AccentCare Network or Systems. If yes, INFOSEC and IT department must be 
informed prior to engaging with the supplier. 

• Access to Personal Health Information, Personal Information or Personal Financial 
Information. If yes, Compliance department must be informed prior to engaging with the 
supplier. 

• Term of contract 

• Type of contract (i.e. MSA, SOW, LOI, LOA) 

• Business owner (name and title) 

• Executive sponsor (name and title) 

• Cost Center (it may be obtained from the Accounting department) 

• Department to be charged 
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Contract Approval and Signature Authority 

Contract approval and signature authority is prescribed by the Company’s Delegation of 
Authority Policy.  

All Company’s contracts must be in writing, which may include electronic (but not email) form. 
No contract will bind the Company unless in writing and signed according to this policy. 

Exclusions and Limitations to the Contract Approval and Signature Authority  

Under the Code of Conduct, an employee who has a conflict of interest with respect to a 
contract does not have authority to sign the contract and should not be involved in the 
approval process with respect to the contract, unless pre-approved by the Audit Committee. 

If suspected that the execution of a contract may originate a “related-party transaction” as 
defined in the Company’s Related-Party Policy, prior approval from the Audit Committee must 
be obtained. 

 

A person who signs a contract on behalf of the Company without authority may be subject to 
disciplinary action up to and including termination. A person who signs without authority in 
some cases even may be liable for the obligations, debts, and risks under that contract. The 
individual’s liability may be personal.  

The Company will not be bound by the terms of a contract signed by an individual without 
authority unless an Officer of the Company subsequently agrees that the Company will honor 
the Contract. 

Retention of Signed Contracts 

Retention of signed contracts must be performed in accordance with the Company’s Record 
Disposal and Retention Policy. 

Policy Interpretation 

Chief Financial Officer and/or the Chief General Counsel are responsible for this policy 
interpretation. 

Change Control Log:   
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Smoking 

Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization. These policies apply to 
employees of the Company, its subsidiaries, and affiliates and as outlined under Scope. 

Purpose  

Clarify the Company’s expectations with regard to maintaining a smoke-free environment.  

Scope  

This policy applies to all employees, guests, contractors, and vendors visiting an AccentCare 
facility. 

Definition(s) / Key Terms 

Term Definition 

Company 
Premises 

All buildings, offices, facilities, grounds, parking lots, lockers, places and 
vehicles owned, leased or managed by AccentCare or any site on which 
the company is conducting business. 

General  

The Company maintains a smoke- and tobacco-free environment. No smoking or other use 
of tobacco products (including, but not limited to, cigarettes, pipes, cigars, snuff, or chewing 
tobacco) is permitted in any part of Company Premises or in vehicles owned, leased, or 
rented by the Company. Employees may smoke outside in designated areas during breaks. 
When smoking or otherwise using tobacco or similar products outside, do not leave cigarette 
butts or other traces of litter or tobacco use on the ground or anywhere else.  No additional 
breaks beyond those allowed under the Company's break policy may be taken for the 
purpose of using tobacco or similar products. Dispose of any litter properly in the receptacles 
provided for that purpose. 

 Functional Owner: HR Last Revision Date:  
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Procedures 

1. Smoking by employees and visitors including patients, clients and family members is 
prohibited on Company Premises or in a patient’s home or facility while performing 
work activities, and in all vehicles owned or rented by the Company. 

2. The use of smokeless tobacco, electronic cigarettes (e-cig or e-cigarette), personal 
vaporizer (PV) or electronic nicotine delivery system (ENDS) is also prohibited. 

3. The only designated area for smoking is outside smoking areas, usually at the rear of 
any Company Premises and more than 20 feet from any entrance. 

4. If an employee chooses to smoke, they must not smoke around flammable 
substances, including gasoline, naphtha, natural/LP gas, cleaning solutions, or other 
fuels. 

5. If an employee abuses the smoking or smokeless tobacco policy, that may result in 
disciplinary action, up to and including termination of employment. 

Reference(s):  

• Standards of Conduct & Acceptable Workplace Behavior 

Change Control Log:  
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Social Media 

 

Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization.  These policies apply to 
employees of the Company, its subsidiaries, and affiliates. 

Purpose  

Clarify and define expectations regarding social media. At AccentCare, we understand that 
social media can be a fun and rewarding way to share your life and opinions with family, friends 
and co-workers around the world. However, use of social media also presents certain risks and 
carries with it certain responsibilities. To assist you in making responsible decisions about your 
use of social media, we have established these guidelines for appropriate use of social media. 

Scope  

This policy applies to all employees of the Company. 

General  

AccentCare team employees, branch offices, service or support centers, business lines, 
regions, suppliers, partners, and contractors are prohibited from starting and/or maintaining 
any AccentCare or AccentCare affiliated social media site (public or private) without the prior 
approval of the AccentCare Marketing & Communications Department. 

Social media includes all means of sharing or posting of information or content of any sort 
on the Internet. That includes, but is not limited to blogs, personal web sites, photo sharing 
sites (Flickr, Instagram etc.) social networks like Facebook or Twitter, chat rooms, or online 
review sites. The same principles and guidelines found in Company policies apply to your 
online activities. Ultimately, you are solely responsible for what you share or say on the 
Internet. Think before you create or post content. Keep in mind that any of your conduct that 
adversely affects your job performance, the performance of fellow employees or otherwise 
adversely affects clients, patients, suppliers, people who work on behalf of AccentCare or 
AccentCare’ s legitimate business interests may result in disciplinary action up to and 
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including termination. 

Know and Follow the Rules 
Carefully read these guidelines and the Anti- Harassment, Discrimination and Retaliation 
Policy, and ensure your postings are consistent with these policies. Inappropriate postings 
that may include discriminatory remarks, harassment, and threats of violence or similar 
inappropriate or unlawful conduct will not be tolerated and may subject you to disciplinary 
action, up to and including termination.  
 

Be Respectful 
Always be fair and courteous to fellow employees, customers, members, suppliers or people 
who work on behalf of AccentCare. Also, keep in mind that you are more likely to resolve 
work-related complaints by speaking directly with your co-workers or discussing with your 
manager, than by posting complaints to a social media outlet. Nevertheless, if you decide 
to post complaints or criticism, avoid using statements, photographs, video or audio that 
reasonably could be viewed as malicious, obscene, threatening or intimidating, that 
disparage clients, patients, employees or suppliers, or that might constitute harassment or 
bullying. Examples of such conduct might include offensive posts meant to intentionally 
harm someone’s reputation or posts that could contribute to a hostile work environment on 
the basis of race, sex, disability, religion or any other status protected by law or AccentCare 
policy. 

Be Honest and Accurate 
Make sure you are always honest and accurate when posting information or news, and if you 
make a mistake, correct it quickly. Be open about any previous posts you have altered. 
Remember that the Internet archives almost everything; therefore, even deleted postings 
can be searched. Never post any information or rumors that you know to be false about the 
Company, fellow employees, customers, suppliers, and other people working on behalf of 
AccentCare. 

Post Only Appropriate and Respectful Content  
• Maintain the confidentiality of AccentCare trade secrets and private or confidential 

information. Trade secrets may include information regarding the development of 

systems, processes, products, know-how and technology. Do not post internal reports, 

policies, procedures, or other internal business-related confidential communications 

• Express only your personal opinions. Never represent yourself as a spokesperson for the 
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Company. If AccentCare is a subject of the content you are creating, be clear and open 

about the fact that you are an employee and make it clear that your views do not 

represent those of AccentCare, fellow employees, patients, clients, suppliers or other 

people working on behalf of the Company. If you do publish a blog or post online related 

to the work you do or subjects associated with the Company, make it clear that you are 

not speaking on behalf of AccentCare. It is best to include a disclaimer such as “The 

postings on this site are my own and do not necessarily reflect the views of AccentCare.” 

Using Social Media at Work 
Refrain from using social media while on work time or on equipment we provide, unless it is 
work-related as authorized by your manager or consistent with Acceptable Use of 
Computing Resources Policy. Do not use Company email addresses to register on social 
networks, blogs or other online tools utilized for personal use.  

Retaliation is Prohibited 
AccentCare prohibits taking negative action against any employee for reporting a possible 
deviation from this policy or for cooperating in an investigation. Any employee who retaliates 
against another employee for reporting a possible deviation from this policy or for cooperating 
in an investigation will be subject to disciplinary action, up to and including termination of 
employment. 

Media Contacts 
Employees should not speak to the media on AccentCare’s behalf. Media inquiries 
should be directed to Marketing & Communications. Employees must follow the 
Company’s External Communications Policy. 

For More Information 
Employees with questions or need further guidance should contact the Human Resources 
Department. 

Reference(s):   

• External Communications with Media, Analysts & Third Parties 
• Acceptable Use of Computing Resources 
• Code of Conduct 
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Support of Breastfeeding 

Functional 
Owner: 

HR Last Revision 
Date: 

   

Policy Number: HR-33 Effective Date: 01.01.2022 Approved By:  

Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization. These policies apply to 
employees of the Company, its subsidiaries, and affiliates, as outlined under the scope. 

Purpose 

To establish protocols to support breastfeeding by providing a safe, clean and consistent area 
for that purpose. 

Scope  

This applies to employees actively engaged in breastfeeding or milk production. 

General 

AccentCare provides a supportive environment to enable breastfeeding employees to 
express their milk during work hours. AccentCare subscribes to the following worksite support 
policy. 

Process 

Employees who continue providing their milk for their infants after returning to work shall 
receive: 

• Milk Expression Breaks – Breastfeeding employees are allowed to breastfeed or 
express milk during work hours using their normal breaks and mealtimes.  For time 
that may be needed beyond the usual break times, employees may use personal 
leave or may make up the time as negotiated with their supervisors. 

• Place to Express Milk- A private room (not a toilet stall or restroom) shall be available 
to breastfeed or express milk.  The room will be private and sanitary, located near a 
sink with running water for washing hands and rinsing out breast pump, parts, and 
have an electrical outlet.  If employees prefer, they may also breastfeed or express 
milk in their own private offices, or in other comfortable locations agreed upon in 
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consultation with the employee’s supervisor.  Expressed milk labeled and dated, can 
be stored in general company refrigerators. 

• Staff Support – Supervisors are responsible for alerting pregnant and breastfeeding 
employees about the company’s policy.  It is expected that all employees will assist in 
providing a positive atmosphere of support for breastfeeding. 

Employee Responsibilities: 

• Communication with Supervisors – Employees who wish to express milk during the 
work period shall keep supervisors informed of their needs so that appropriate 
accommodations can be made to satisfy the needs of both the employee and the 
company. 

• Employees should engage Human Resources with any questions, concerns or 
support needed. Additionally, employees have the right to file a complaint with the 
labor commissioner or other applicable local or state regulatory bodies. For 
example, California employees may report any violation of rights provided under 
Chapter 3.8 of the California Labor Code regarding lactation accommodations. 

Maintenance of Milk Expression Areas – Breastfeeding employees are responsible for keeping 
milk expression areas clean and for keeping the general lactation room clean for the next 
user. 

 

Reference(s):   

• Open Door 

Change Control Log:   
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Standards of Conduct & Acceptable 
Workplace Behaviors  

 

Company Overview  

Accent Care, Inc. (the “Company”) is a healthcare organization. These policies apply to 
employees of the Company, its subsidiaries, and affiliates. 

Purpose  

To clarify the Company’s expectations with regard to maintaining orderly operations and to 
provide the best possible work environment for our employees.  

Definition(s) / Key Terms 

Bullying Bullying is unwanted, aggressive behavior that involves a real or perceived 
power imbalance. The behavior is repeated, or has the potential to be 
repeated, over time. In order to be considered bullying, the behavior must 
be aggressive and include a real or perceived imbalance of power and be 
repeated. Bullying includes actions such as making threats, spreading 
rumors, attacking someone physically or verbally, and excluding someone 
from a group on purpose. 

Imbalance of 
Power 

Such as physical strength, access to embarrassing information, or 
popularity—to control or harm others. Power imbalances can change over 
time and in different situations, even if they involve the same people. 

Harassment Unwanted, unwelcome, and uninvited behavior that demeans, threatens 
or offends the victim and results in a hostile environment for the victim.  
Harassing behavior may include, but is not limited to, epithets, derogatory 
comments, or slur and lewd propositions, assault, impeding or blocking 
movement, offensive touching or any physical interference with normal 
work or movement and visual insults such as derogatory posters, 
cartoons, slack or text messages. 
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Substandard 
Performance 

Employee conduct such as inconsistent or unacceptable output levels or 
failure to achieve other standards for acceptable performance. 

Scope 

All employees, vendors, and contractors working or visiting our work sites or events are 
expected to follow rules of conduct that will protect the interests and safety of all employees, 
patients, clients, and the Company. The Company is committed to providing a workplace 
that is safe, secure and free of harassment, threats, bullying, intimidation and violence. 

General 
It is not possible to list all the forms of behavior that are considered unacceptable in the 
workplace. The following are examples of infractions of rules of conduct that may result in 
disciplinary action, up to and including termination of employment. Nothing in this list alters 
the at-will nature of your employment; either you or the Company may terminate the 
employment relationship with or without reason, and in the absence of any violation of these 
rules. 

• Theft or inappropriate removal or possession of property including unauthorized 
possession of Company or a employee’s property.  

• Negligence or improper conduct leading to damage of Company-owned property or 
misappropriating Company funds or assets. 

• Untimely or inaccurately completing documentation in the clinical/service, payroll or 
billing records. 

• Falsification of Company records including, but not limited to, clinical/service, payroll or 
billing records, patient records, employment applications, timekeeping records, and/or 
expense receipts for reimbursement. 

• Working under the influence of alcohol or drugs that impair your ability to perform your 
job safely. Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the 
workplace, while on duty, or while operating Company-owned vehicles or equipment.  

• Insubordination, other disrespectful conduct, or refusal to comply with instructions or 
failure to perform reasonable duties to which assigned. 

• Work avoidance and/or excessive or disruptive non-business conversation with a 
patient. 

• Tape or video recording conversations and/or interactions with co-workers, managers or 
patient in violation of state or federal law. 
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• Fraud, gambling, or violation of criminal laws on Company premises. 

• Excessive absenteeism or any absence without notice including unauthorized absence 
from one’s work assignment during the workday (refer to Attendance policy); exceeding 
the authorized number or length of break periods. 

• Unsatisfactory performance or conduct or performance which in the Company’s opinion 
does not meet the requirements of the position, including failure to follow practices and 
procedures provided via formal training or instruction. 

• Sleeping in the workplace (e.g., office, patient’s home, vehicle, or a vendor’s location 
during scheduled work time. 

• Misrepresentation of facts, failure to report accurate details in a business context, or 
supplying false information to management or otherwise in a business context. 

• Failing to report overpayment of wages, benefits or perquisites. 
• Accept gifts and/or failing to report gifts of any value from vendors, partners, or 

customers (Refer to Code of Conduct and Conflicts of Interest) and documenting in 
accordance with your business unit’s procedures. 

• Violations of the Company’s Equal Opportunity Policy or Anti-Harassment, Discrimination 
& Retaliation Policy. 

• Unauthorized disclosure of business “secrets” or confidential information. 
• Disparaging our employees, patients, vendors, and/or suppliers. 
• Patient abandonment; leaving a Patient inappropriately or unattended without proper 

notification. 
• Accepting or offering bribes or other form of compensation to incent someone to 

circumvent company policy and/or practice. 
• Employees whose job responsibilities require them to have confidential access to salary 

or compensation or other personal information (e.g., telephone numbers, addresses, 
marital status, etc.) are not to discuss, or otherwise share, that information with any other 
person unless necessary to perform their job duties. 

• Unsatisfactory performance or conduct that is deemed disruptive, inappropriate or 
detracts from an inclusive and respectful work environment. 

It is every employee’s duty to maintain a safe workplace. To ensure a safe and harassment 
free workplace and to reduce the risk of violence, all employees should review and 
understand all provisions of this policy. Consistent with this policy, threats or acts of physical 
violence, including intimidation, harassment, and/or coercion which involves or affects our 
employees, or which occur in the workplace, on company property, a client’s location or 
facility, or during Company-sponsored events will not be tolerated.  



 
 
 
 

145 
 

• All threats and acts of aggression or violent behavior will be taken seriously and 
addressed immediately.  Such threats or acts include but are not limited to: Harming or 
threatening to harm any employee or customer, using intimidation tactics or making 
threats; sabotaging another’s work; or making malicious, false and harmful statements 
about others. 

• Failing to observe safety rules or safety practices (i.e., not wearing required safety 
equipment, tampering with AccentCare or patient/client property or safety equipment, 
disregarding the rules set forth in our Handbooks and policies). 

• Employees are responsible for maintaining cleanliness of their workstation and common 
work areas, if used (i.e. breakrooms, meeting rooms, and washrooms).  Should anything 
need repair or replacement, the manager should be notified. 

• Possession of dangerous or unauthorized materials, such as explosives or firearms, or 
other weapons in the workplace. 

• Unwanted or hostile physical contact such as hitting, fighting, spitting, pushing, shoving 
or throwing objects. 

• Damaging or threatening to damage property or the property of any employee, 
customer or vendor. 

• Engaging in bullying and/or stalking behavior of any employee, customer or vendor. 

• Harassment (including sexual), threatening, intimidating, coercing, invasion of personal 
effects or workspace, using abusive language, or interfering with the performance of 
fellow employees, repeated incidents or a pattern of behavior that intimidates, offends, 
degrades or humiliates a particular person or group of people. It may also be the 
assertion of power through aggression.  

All employees must follow all applicable local, state, and federal codes, standards and 
licensing and permitting laws and ordinances regarding regulations for our business. This 
includes, but is not limited to, all local and state permitting, local and state licensing and 
local and state adopted codes and standards where required.  This policy shall apply unless 
local, state or federal law provides otherwise. 

The Company reserves the right to search unlocked and/or publicly used Company property 
at any time without consent as permitted by local and state law. The Company may request 
a search of personal property at the worksite (e.g., office, patient location, etc.) or locked 
Company property assigned to an individual if there is reasonable suspicion that evidence of 
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illegal or prohibited activities resides therein. Refusal of such a request may result in 
disciplinary action, up to and including termination. 

For discussion of weapons in the workplace, please see the Company’s No Weapons Policy. For 
discussion of harassment, please see the Company's Anti-Harassment, Discrimination, 
Retaliation Policy.  For information about the appropriate use of Social Media, please see the 
Company’s Social Media Policy. 

Reference(s):  

• Anti-Harassment, Discrimination & Retaliation 

• Attendance 
• Code of Conduct 
• Conflicts of Interest 
• Confidentiality 
• Corrective Action 
• No Weapons 
• Drug & Alcohol-Free Workplace 
• Termination of Employment 
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Voting 

  

Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization.  These policies apply to 
employees of the Company, its subsidiaries, and affiliates. 

Purpose  

To clarify the Company’s expectations of employees regarding notification for time off to vote 
in all local, municipal, state and federal elections. 

Scope  

This policy applies to all Regular Full- or Part-time employees eligible to request unpaid time 
off for the purpose of voting or as governed by local and/or state laws. 

General  

The Company encourages everyone to vote in all local, municipal, state and federal 
elections. In the event an employee is unable to vote outside of normal working hours or 
via absentee ballots, and/or early/late voting based on their given work schedule, the 
employee should contact their manager who will make any accommodations including 
available Paid Time Off (PTO) or Flexible Time Off (FTO) to the time taken, or additional 
time if required by applicable state/local law. Employees should provide as much 
advance notice as possible, but minimally two workdays prior to election day.  Requests 
should be submitted using the approved absence reporting system (e.g., HRIS). 

Procedures 

1. Employees should notify their immediate manager in writing, at least two days prior to 
election day with their request. 

2. Employees must also enter the request via the Payroll, HRIS, or other approved process or 
reporting system prior to election day.  
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Reference(s):   

• Paid Time Off (PTO) 

• Flexible Time Off (FTO) 

• Attendance 

Change Control Log:   
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Working at Home  

Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization. These policies apply to 
employees of the Company, its subsidiaries, and affiliates and as outlined under Scope. 

Purpose  

Clarify the Company’s expectations with regard to working at home.  

Scope  

This policy applies to all employees who are eligible to work at home. 

Policy 
AccentCare may provide Work From Home ( WFH ) as an alternative work 
arrangement in sup- port of our commitment to safely and effectively meet 
business needs as part of the normal business plan or during crisis situations 
as deemed by AccentCare. AccentCare will comply with all local, state and 
federal requirements regarding work from home employees. 
AccentCare may incorporate “virtual rooms” or productivity application software 
as a part of the WFH process. 
 
 
Procedures 
As determined by AccentCare, Work From Home maybe informal, such as working from 
home for a short-term project or temporarily during a crisis situation or maybe more 
formal as a regular work arrangement. 

WFH is not an entitlement, it is not a Company-wide benefit, and it in no way changes the 
terms and conditions of “at-will” employment with AccentCare. 

This WFH arrangement depends on a mutual agreement and partnership between the 
employees and their manager to ensure that the needs of both the employee and the 
Company are being met. 

In addition, AccentCare further defines Work at Home employees as either Virtual or 
Remote Employees.  Virtual Employees only work from home and are not required to work 
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or travel to an office or commute to an office or facility for any reason.  Remote Employees 
work at home but commute and/or travel regularly or periodically to an office or facility. 
The role determination of Remove versus Virtual designation is determined by Department 
leaders with approval from the Executive Leadership Team. 

Eligibility 
To be eligible to be considered for WFH assignment, employees, among other things, must: 

• Have portable job duties and be in a role that allows their work to be completed 
remotely; 

• Have a work site and equipment (e.g., internet, telephone) suitable for working at 
home; 

• Be able to work independently and productively 
Some positions, responsibilities and projects are more suitable for working from home 
than others and may be appropriate to maintain business continuity in the event of an 
emergency or as part of a flexible work arrangement. Also, responsibilities that do not 
require face-to-face inter- action, require minimal supervision, involve extensive use of 
computers and/or telephones and have clearly defined and easily measurable tasks are 
more appropriate for a WFH arrangement. There may be exceptions to this work from 
home criteria that would be evaluated on a case-by- case basis and would require 
business unit Executive Leadership approval. 

 
Expectations & Requirements Compensation and Work Hours 
Employees’ compensation, benefits, work status and work responsibilities will not change 
due to the WFH arrangement. The amount of time the employee is expected to work per 
day or pay period will not change as a result of participation in this WFH arrangement. 

• Employees are expected to observe a regular work schedule, be 
accessible, and perform the functions of the role just as if working in a 
traditional work arrangement. 

• Employees who are not exempt from the overtime requirements of Fair 
Labor Standards Act will be required to accurately document all time 
worked and account for hours not worked with the appropriate leave 
designation and, if eligible for overtime, must receive supervisor 
authorization before working overtime. 

• Employees will adhere to all Company policies regarding time 
reporting, tracking and payroll practices. 
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Communication and Availability 
• Employees must be reachable and responsive by phone, email, and/or 

the corporate approved instant messenger solution during core 
business hours. 

• Employees must be available to participate in staff meetings, huddles 
and other meetings deemed necessary by management on a regular 
basis. Based on the business need some meetings may call for the 
employee to report to the AccentCare Office. 

• Employees are expected to notify manager of any potential availability 
conflicts ahead of such conflict. 

 
Productivity 
Productivity will continue to be assessed as if working in a traditional office arrangement. 
Productivity expectations include, but are not limited to, attendance and participation in 
meetings by teleconference or videoconference, responsiveness by email, execution of 
assignments according to plan, quality and quantity of work, and meeting deadlines and 
other commitments. If there is a business need, it is expected that employees be able to 
report to the office or participate in meetings during core hours. If required for their role, 
employees must continue the following while WFH: 

• Log onto CISCO/Finesse phone daily as you would in the office 
• Remain in rotation for taking incoming calls to the main numbers for 

the department. 
• Standard and current level productivity and quality requirement must 

remain steady or increase while working remote. 
 
Work Schedules 
Employees must adhere to their break, attendance and work schedules as 
established and agreed upon by their manager. 
 
Equipment/Tools 
The Company will provide the equipment necessary to enable employee 
to perform work duties. 

• It is expected that employees currently have telephone and internet 
connectivity that is adequate (as determined by AccentCare) to 
complete their job at required levels. 

• It is expected that employees currently have telephone and internet 
connectivity, so cost for these services will not be reimbursed. 

• The use of equipment provided by the Company is limited to authorized 
persons and for purposes relating to Company business. The Company 
will provide for reasonable repairs to Company equipment. 
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• The Company is not responsible for the purchase or maintenance of 
equipment not supplied by the Company. 

• The Company may install computer monitoring software for use on 
company equipment. The software records a minimum amount of 
information, to measure performance levels; it does not record any 
private information. 

• Manager will request employee to report back to the office in the event 
of internet or connectivity issues, when working from the office is an 
alternative. 

• Consistent connectivity issues will be addressed as a performance 
management issue. It is the employee responsibility to ensure internet 
connectivity is sufficient to perform daily job functions. 

Workspace 
The employee will establish a suitable, and secure workspace within the 
remote work location for placement and installation of equipment to be used 
while engaging in the WFH program. 

• Photos of the location may be requested by management to ensure workspace 
suitability. 

• Employee shall maintain workspace in a safe condition, free from 
distractions, and free from hazards and other dangers. 

• Photos of the location may be requested by management to ensure workspace 
suitability. 

• Employee shall maintain workspace in a safe condition, free from 
distractions, and free from hazards and other dangers. 

 

Information & Equipment Security 
Consistent with the Company’s expectations of information security for 
employees working at the office, employees working from home will be 
expected to ensure the protection of proprietary Company and patient/client 
information accessible from their home office. These expectations include 
the following: 

 
• Using a screen protector 
• Logging out of applications and locking the computer screen before 

stepping away from the workstation 
• Maintaining network and application passwords in accordance with 

AccentCare’s password policy, and refraining from revealing usernames 
and/or passwords to others 

• Securing files containing confidential information when not in use by 
storing them in a locked file cabinet or desk 

• If transporting documents to/from the office, not leaving them visible 
and unattended in the car for any length of time, for any reason 
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• When discussing confidential company or patient information, selecting 
a private location where confidential conversations cannot be overheard 

• Using only IT-approved e-mail and text applications to communicate 
confidential information 

• Using the VPN  for any work being done remotely; there are no exceptions 
to this requirement. 

• Following all AccentCare policies related to privacy and security of 
company and patient/client information, including, but not limited to, the 
following: 
▪ Code of Conduct 
▪ HIPAA Policy Manual 
▪ Acceptable Use of Company Resources 
▪ Confidentiality 
▪ HIPAA Compliance 
▪ PHI Compliance 
▪ Employee Code of Conduct 
▪ Social Media 

 
Office Supplies 
The Company as necessary may provide certain job essential office supplies 
purchased through designated Company supplier. Out-of-pocket expenses for 
office supplies will not be reimbursed without prior management approval. 

 

Health and Safety 
Employees are expected to maintain their home workspace in a safe manner, 
free from safety hazards. Injuries sustained by the employee in a home office 
location and in conjunction with his or her regular work duties are covered by 
the company’s existing workers’ compensation policy or work injury plan (TX 
employees only). (Health and Safety Policy ACHR-VI.4). The employee is liable 
for any injuries sustained by visitors to his or her home worksite. 
Safety requirements may differ for Virtual employees and Remote employees. 
Remote employees who visit an AccentCare office or facility regularly or on 
occasion are subject to AccentCare safety requirements which may include 
but are not limited to vaccinations, testing, and masking. AccentCare policies 
and procedures comply with all applicable laws, rules, and regulations. 
 
Liability 
The Company is not liable for loss, destruction, or injury that may occur in or to the 
employee’s 
home. This includes family members, visitors, or others that may become injured within or 
around the employee’s home. 
 
Dependent Care 
WFH is not a substitute for dependent care. Employees are expected to be 
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fully engaged in work duties during agreed upon work hours. Dependents 
must be cared for completely separate from the work time of the employee. 
 
Change to WFH Status. 
If at any time during the WFH period the employee’s quality, productivity or 
conduct does not meet Company standards, the employee may be required 
to return to the office environment, permanently or for a limited period of 
time, at the sole discretion of Company management. 
Change Control Log:   

Revision Date   Type of Revision   Version   Number   Approved/Issued By   
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Bereavement 

Functional Owner: HR Last Revision Date:  
 

 

Policy Number: HR-38 Effective Date: 01.01.2022 Approved By:  

Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all 
employees of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” 
throughout) unless otherwise noted.  

Purpose  

Clarify the support offered by Accent Care (the Company) when an Employee experiences 
the death of an immediate family member.  

Scope  

This policy applies to Regular Full-time Employees and Regular Part-time Employees, on a 
pro-rated basis determined by their regularly scheduled work hours, who experience the 
death of an immediate family member. All other classifications are ineligible for Bereavement 
leave pay; they may request time off without pay.  

Definition(s) / Key Terms 

Regular Full-
Time Employee 

Individuals who regularly work a full-time schedule of 32 hours or more 
and are designated as full-time 

Immediate 
Family Member 

Spouse, Registered Partner, Mother, Father, Sister, Brother, Daughter, Son, 
Child, Daughter-in-law, Son-in-law, Stepchild, Grandchild, Grandparent, 
Stepparent, Parent-in-law, Sibling/Stepsibling, Sister-in-law, Brother-in-
law 

Regular Part-
Time Employee 

Individuals who regularly work a part-time schedule of less than 32 
hours and is designated as part-time 

General  

Death of a loved one, close friend or family member can be challenging.  It is the policy of 
AccentCare to offer up to three (3) days of paid bereavement leave for the loss of an 
immediate family member as defined under “Definition(s)/Key Terms” above to handle the 
necessary family details and to attend the funeral. 
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Any employees who are notified of a death in their immediate family while at work, and leave 
early, shall be paid for the hours not worked. These hours shall count toward the three (3) 
days’ paid leave of absence. Employees may extend their bereavement leave by utilizing their 
paid time off (PTO), responsible time off (RTO) or sick leave, when available, and approved in 
advance. If all accrued PTO has been exhausted, the employee may take up to an additional 
three (3) days leave unpaid. Pay in lieu of taking bereavement time off is not permitted.  

Bereavement leave must occur at the time of the family member’s death. Requests for leave, 
after extended time has passed, may be denied.  

Management in partnership with Human Resources will review petitions for consideration 
outside of the “Immediate Family”.  

Procedures 

1. Employees will request bereavement leave from their Supervisor providing 
any supporting, using the process and system established for the 
department  

2. The Supervisor will be responsible for reviewing and approving 
bereavement leave requests. The bereavement leave request, together with 
all supporting documentation, should be filed, submitted to HR for inclusion 
in the employee’s official company record. 

3. Upon approval by the Supervisor, an employee may draw upon their 
available Paid Time Off (PTO) or Responsible Time Off (RTO) to add additional 
days off beyond those allowed by the Bereavement Leave policy. 

4. Bereavement will not be counted as hours worked for overtime purposes. 

Reference(s):   

• Paid Time Off (PTO) 

• Responsible Time Off (RTO) 

• Holiday 

• Leave of Absence 

• Attendance 
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Employee Assistance Fund (EAF) 

 

Company Overview 
Accent Care, Inc. (the “Company”) is a healthcare organization.  These policies apply to 
employees of the Company, its subsidiaries, and affiliates as defined under Scope. 
 
Purpose  
Employees are the most vital asset to the company.  A financial crisis can happen at any 
time to any person.  At such times, the AccentCare Employee Assistance Fund (EAF) is 
organized and operated exclusively to relieve financial hardships and assist employees who 
(A) are victims of natural disasters, such as hurricanes, tornadoes, floods, wildfires, or 
earthquakes; (B) are victims of civil disasters, such as fires, terrorist attacks, or riots; or (C) 
suffer a severe financial hardship due to illness, death, accident, crime, or similar 
circumstances.  The EAF is applicable to all emergencies declared on or after the date of 
publication of this policy. 

Scope  

This applies to all employees. 

Policy 

The program objective is to provide employees confidential financial assistance during times 
of verifiable emergency situations.  Financial assistance is not expected to be repaid. 
 
Employee Crisis 
1) What is considered a need or a crisis situation? 

a) Natural disasters 
b) Extended illness or injury of employee or an immediate family member 
c) Theft of property (excluding vehicles) 
d) Accident  
e) Death of an immediate family member 
f) Fire, flood, or windstorm damages of residence 
g) Loss of property (excluding vehicles) 
h) Other situations that create financial distress as determined outside the control of the 

employee 
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2) How is the fund to be used? 
a) Prevent utilities from shutting off 
b) Prevent Mortgage Foreclosure 
c) Prevent Rent Eviction 
d) Emergency medication and/or food  
e) Funeral expenses 
f) Emergency travel expenses 

 
3) Ineligible Requests 

a) Normal vehicle or home maintenance 
b) Vehicle loan payment 
c) Cell phone payment 
d) Cable payment 
e) Credit Card payment 
f) Lost Wages 

 
Donations: 
 
Employees can contribute to this fund on a regular basis by electing to donate a fixed 
amount each payroll or on a sporadic basis. 
 
1) Employee completes an Employee Assistance Fund Payroll Deduction form electing an 

amount to contribute each paycheck.  Payroll deducts the contribution from the 
employee’s paycheck and allocates the money to the fund. 

 
2) Employees can also contribute voluntarily on a sporadic basis.  Donations should be 

made out to AccentCare Employee Assistance Fund and mailed to: 
 
EAF Board of Directors 
c/o  AccentCare, Inc. 
17855 North Dallas Parkway 
Suite 200 
Dallas, TX 75287 
 

3) Employees contributing to the EAF will receive appropriate tax documentation for the 
previous year’s contributions postmarked by January 31. 
 

As of July 26, 2013 the EAF became a charitable organization described in Section 501(c)(3) 
of the Internal Revenue Code of 1986.  All donations as of July 26, 2013 qualify as charitable 
contributions. 
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PROCEDURE FOR ASSISTANCE: 
 
To apply for emergency assistance, complete the EAF application found on the AccentCare 
Intranet http://pulse.accentcare.com/department/NonProfits/EAF/Pages/Home.aspx or 
contact your HR Business Partner or your Supervisor to obtain an EAF Application. 
 
1) Applicants to the Employee Assistance Fund complete a confidential application for 

assistance.  A Supervisor or co-worker of an affected employee may also complete an 
application on behalf of an affected employee. 
 

2) All applications should be sent to EAF@accentcare.com email address. 
 

3) The EAF Board Directors will review and decide within five business days of receipt of 
application and documentation.  The EAF Committee reviews the documents, verifies 
eligibility, and approves or denies the donation.  The EAF Committee is also responsible for 
determining the appropriate amount of the reward, if applicable.  No more than $2,000.00 
may be awarded to an employee during a rolling 12 month period or no more than 
$4,000.00 may be awarded to any employee during their lifetime.  The maximum 
amounts for a rolling 12 month period may be changed at any time, without notice, by a 
majority vote from the EAF Board of Directors based on the financial strength of the 
Employee Assistance Fund. 
 

4) The EAF Board meets four (4) times a year and additionally, as needed to review the 
applications for assistance and to administer financial assistance.  This group has the 
very difficult responsibility of making sure the funds are used in the most helpful manner 
possible.  Unfortunately, Employee Assistance Fund is not able to provide financial 
assistance to all applicants.  The Committee makes decisions for assistance based on 
documented crisis and need. 
 

5) The EAF Board will communicate the results of the application review to the employee in 
writing to the address indicated on the application form.  If the application is approved 
the employee will receive a check from the EAF, mailed to the address indicated on the 
application form. 

 
DEFINITIONS: 
 
1) Active Employee – an employee who has met 90-days of service and has worked a 

minimum of 10 hours per week on average per the last calendar quarter prior to the crisis 
or event.   

2) Immediate Family Member: 
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• Spouse 
• Domestic Partner 
• Child/Step-Child  
• Daughter/Son-in-law 
• Grandchild 
• Grandparent 
• Parent/Step-Parent 
• Parent-in-law 
• Sibling/Step-Sibling 
• Sister/Brother-in-law 
• Guardianship 

 
POLICY ON COMMITTEE STRUCTURE: 

▪ The AccentCare Employee Assistance Fund is a Texas Non-Profit Organization 
managed as a separate legal entity with a Board of Directors made up of no less than 
three (3) and not more than fifteen (15) AccentCare employees. 

▪ Information about the Organization can be found on the AccentCare Intranet site Non 
Profits (Employee Assistance Fund). 
https://pulse.accentcare.com/department/NonProfits/EAF/Pages/Home.aspx 
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Flexible Time Off and Paid Sick & Safe 
Time - VP and Above   

Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization. These policies apply to 
employees of the Company, its subsidiaries, and affiliates. 

Purpose  

The purpose of this Flexible Time Off (FTO) policy is to describe the conditions under which 
eligible employees may take vacation time off from work for periods of uninterrupted rest 
and relaxation and Paid Sick and Safe Time (PSST).  

Scope and Eligibility 

All exempt Vice President level and above employees are eligible for Flexible Time Off (FTO) 
and paid sick and safe time (PSST) pursuant to this policy.  

Flexible Time Off (FTO)  

We know our employees are dedicated professionals who work in the best interests of our 
customers, employees and the Company in general.  The Company allows each eligible 
employee to determine, consistent with the employee’s responsibilities and business necessity, 
when and how much Flexible Time Off (FTO) to take off.  As such, FTO is not a form of additional 
wages for services performed, however, it is part of the Company’s promise to provide a flexible 
work schedule to better accommodate our employees’ lifestyles. Paid FTO is beneficial and 
employees are encouraged to take time away from work to refresh and revitalize.  Accordingly, 
Flexible Time Off is not limited, allocated, accrued or earned.  As such, there is no specific 
amount of FTO provided and there is no bank of time.  
 
Absent extenuating circumstances, eligible employees may begin taking FTO after completing 
90 calendar days of employment. Employees may schedule reasonable FTO for any time 
during the current calendar year, subject to any department and/or position specific blackout 
dates as well as the approval of the employee’s manager.  Employees are expected to exercise 
good judgment about taking FTO and should anticipate important business activities, 
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deliverables and deadlines when scheduling. Any single period of FTO may not exceed [two (2) 
consecutive weeks unless otherwise required by applicable law.  
 
Employees should request FTO from their manager as far in advance as possible.  For FTO of 
less than one (1) week, employees are requested to give their manager at least two weeks’ 
notice.  For FTO of one (1) week or longer, employees are requested to give their manager at 
least four weeks’ notice.  Every effort will be made to approve the request.  Approvals generally 
will be granted on a first-come, first-serve basis and according to the needs and requirements 
of the employee’s position, department, and business continuity. Failure to follow Company 
procedures may affect employees’ eligibility to receive FTO. 
 
Employees will be paid their base salary for any period of approved FTO.  
 
Since employees do not accrue or earn FTO under this policy, employees will not be paid for 
any upon termination of employment for any reason, unless otherwise required by applicable 
state law.   
 
Transition: Effective January 1, 2022, eligible employees will no longer earn or accrue any 
specific amount of PTO.  Rather, exempt Vice President level employees may take paid flexible 
time off under this policy consistent with business needs and subject to management 
approval. Additionally, exempt Vice President level employees will be eligible for paid safe and 
sick time (PSST) in accordance with the new PSST policy and any applicable state supplement. 
Exempt Vice President level employees will be provided with a starting balance of PSST which 
will separately be provided to each affected employee. Eligible employees who have accrued 
unused PTO as of January 1, 2022 under the Company’s previous Paid Time Off plan will have 
all unused accrued PTO as of that date “frozen” and paid out at the time of separation at 
employee’s then pay rate where state law requires. 
 
Questions regarding this policy should be directed to Human Resources. 

Paid Sick and Safe Time (PSST)  

All exempt Vice President level employees are eligible for paid sick and safe time (PSST) 
pursuant to this policy.   
 
Employees begin accruing PSST at the start of employment.  Employees will accrue PSST at a 
rate of 1 hour for every 30 hours worked, up to a maximum accrual of 80 hours each year, 
unless otherwise required by applicable law. Exempt employees are assumed to work 40 
hours in each workweek unless their normal workweek is less than 40 hours, in which case 
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PSST accrues based upon that normal workweek.  For purposes of this policy, the year is the 
consecutive 12-month period beginning January 1st and ending on December 31st.  
 
Accrued PSST may be used immediately.  PSST may be used in a minimum increment of four 
hours, unless otherwise required by applicable law.  An employee may not use more than 80 
hours of accrued PSST in any year, unless otherwise required by applicable law.  
 
Employees may use accrued PSST for absences due to: 

1. The employee’s mental or physical illness, injury or health condition or need for 
medical diagnosis, care or treatment of a mental or physical illness, injury or health 
condition or need for preventive medical care including routine medical 
appointments;  

2. The care of the employee’s family member, who needs medical diagnosis, care or 
treatment of a mental or physical illness, injury or health condition or who needs 
preventive medical care including routine medical appointments;  

3. Closure of the employer’s place of business or the school or place of care of a child 
of the employee, by order of a public official due to an epidemic or other public 
health emergency, or because of the issuance by a public health authority of a 
determination that the presence in the community of the employee, or a member of 
the employee’s family in need of care by the employee, would jeopardize the health 
of others; 

4. The employee or a family member of the employee being the victim of domestic 
violence/family offense matters, sexual offenses, stalking, or human trafficking 
including, but not limited,:  

a. To obtain services from a domestic violence shelter, rape crisis center, or 
other shelter or services program for relief from a domestic violence/family 
offense matter, sexual offense, stalking, or human trafficking;  

b. To participate in safety planning, temporarily relocate, or take other actions to 
increase the safety of the employee or employee’s family members from 
future domestic violence/family offense matters, sexual offenses, stalking, or 
human trafficking;  

c. To meet with a civil attorney or other social service provider to obtain 
information and advice on, and prepare for or participate in any criminal or 
civil proceeding, including but not limited to, matters related to a domestic 
violence/family offense matters, sexual offense, stalking, human trafficking, 
custody, visitation, matrimonial issues, orders of protection, immigration, 
housing, discrimination in employment, housing or consumer credit;  

d. To file a complaint or domestic incident report with law enforcement;  
e. To meet with a district attorney’s office;  
f. To enroll children in a new school; or  
g. To take other actions necessary to maintain, improve, or restore the physical, 
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psychological, or economic health or safety of the employee or employee’s 
family member or to protect those who associate or work with the employee;  

5. For maternity and paternity reasons such as for the birth of a child, or for the 
placement of a child with an employee for adoption or foster care; or to care for a 
newborn, newly adopted, or newly placed child within one year of birth, adoption, or 
placement; 

6. Time needed by the employee in connection with a child of the employee to attend a 
school-related conference, meeting, function or other event requested or required by 
a school administrator, teacher, or other professional staff member responsible for 
the child’s education, or to attend a meeting regarding care provided to the child in 
connection with the child’s health conditions or disability; 

7. For bereavement for the death a family member; 
8. For travel to and from an appointment, a pharmacy, or other location related to the 

purpose for which PSST was taken; or 
9. Any other reason required by any applicable paid sick/safe time/leave or similar law 

or ordinance.  
 
For purposes of this policy, family member means a child, spouse, domestic/civil union 
partner, parent, sibling, grandchild, or grandparent of the employee or the employee's spouse 
or domestic/civil union partner, any other individual related by blood to the employee, any 
other individual whose close association with the employee is the equivalent of a family 
relationship, and any other relation required by applicable law. The family members listed 
above are not limited to biological family members but also include step, foster, adoptive, 
half relations and those who stand in loco parentis and legal guardians.  
 
An employee’s use of PSST will not be conditioned upon searching for or finding a 
replacement worker.  
 
Unless the employee advises the Company otherwise, we will assume, subject to applicable 
law, that employees want to use available PSST for absences for reasons set forth above and 
employees will be paid for such absences to the extent they have PSST available.  
 
If the need for the use of PSST is foreseeable, an employee must provide 7 days advance 
notice in writing, orally or electronically to their manager, unless less notice is required by 
applicable law. Where the need is not foreseeable, employees should provide notice as early 
as practicable.   
 
The Company may require supporting documentation if the employee uses PSST for more 
than 3 consecutive work days, to the maximum extent permitted by applicable law.  For 
example, for PSST used for reasons (1) or (2) above, documentation signed by a licensed 
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health care provider indicating the need for the amount of PSST taken and that PSST was 
used for a covered reason under this policy and/or applicable law will be considered 
reasonable documentation, and such documentation need not specify the nature of the 
employee's or the employee's family member's injury, illness or condition, except as required 
by law.  For example, for PSST used for reason (4) above, documentation signed by an 
employee, agent, or volunteer of a victim services organization, an attorney, a member of the 
clergy, or a medical or other professional service provider from whom the employee or that 
employee’s family member has sought assistance in addressing domestic violence/family 
offense matters, sexual assault, stalking or human trafficking and their effects; a police or 
court record; a notarized letter from the employee explaining the need for such time; or any 
other acceptable documentation pursuant to applicable state or local law will be considered 
reasonable documentation, and such documentation need not specify the details of the 
domestic violence/family offense matter, sexual assault, stalking or human trafficking.  
Supporting documentation will not be required if it would result in an unreasonable burden or 
expenses on the employee and employees will be reimbursed for expenses, costs or fees 
associated with obtaining supporting documentation requested by the Company to the 
extent required by applicable law.   
 
PSST will be paid at the same rate as the employee earns from the employee’s employment 
at the time the employee uses such time, unless otherwise required by applicable law, but no 
less than the applicable minimum wage.  Use of PSST is not considered hours worked for 
purposes of calculating overtime.  
 
An employee may carry over 40 hours of accrued, unused PSST to the following year, unless 
otherwise required by applicable law.   
 
Accrued, unused PSST will not be paid out upon separation of employment. 
 
Employees with questions regarding this policy should contact Human Resources. 
 
To the extent any applicable paid sick/safe time/leave or similar law or ordinance provides 
any greater rights than set forth in this policy, such provisions are incorporated by reference 
and/or addressed in a supplemental policy for covered employees. 
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Holidays 

 Company Overview 

AccentCare, Inc. (the “Company”) is a healthcare organization.  This policy applies to all 
employees of the Company, its subsidiaries, and affiliates (referred to as “AccentCare” 
throughout) unless otherwise noted. 

Purpose  

Clarify the holidays observed by the Company, eligibility and provisions for floating holidays.  

Scope  

1. Regular Full-time Employees, with standard hours of 32 or more, who are not governed by 
a collective bargaining agreement. 

2. All other employee classifications are ineligible for holiday pay or for floating holidays 
including staff specifically excluded in writing and governed by separate agreements, 
plans, or approved programs. 

3. Additionally, an employee’s initial eligibility for Floating Holidays, the year of hire, is 
outlined below. 

Hiring 
Timeframe 

Employees Hired Between 
Jan 1st and Jun 30th 

Employees Hired Between  
Jul 1st and Sep 29th 

Employees Hired Between 
Oct 1st and Dec 31st 

Eligibility 2 Floating Holidays 1 Floating Holiday No Floating Holidays 

General  

AccentCare generally provides up to two (2) floating holidays to be used at the employee’s 
discretion with their manager’s approval and observes six (6) core holidays per calendar 
year: 

• New Year’s Day 
• Memorial Day 

• Independence Day 
• Labor Day 

• Thanksgiving Day 
• Christmas Day 
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Organizations, within the AccentCare family, that designate additional days (or those days 
which are different than what is listed above) will notify their employees at the beginning of 
each year.   

Should a holiday fall on a weekend, the holiday will be observed on the workday closest to the 
holiday. 

Time off for holidays does not accrue; rather, eligible employees will be paid for applicable 
holiday time during the pay period in which the holiday occurs. Floating Holidays do not roll-
over from year to year.  Employees eligible for this benefit must use them within the year 
awarded or forfeit them. Holidays and Floating Holiday time off cannot be donated or 
transferred to another employee. 

Procedures 

1. All scheduled, Regular Full-time Employees will be paid for AccentCare’s observed 
holidays at their normal hourly base rate of pay, excluding any special elements of 
compensation, such as pay or shift differentials, bonuses, or commissions.   

2. If a full-time non-exempt employee works on a holiday, they will be paid for all hours 
worked plus, they will be paid holiday pay equivalent to their normally scheduled 
hours up to eight (8) hours maximum, unless the Vice President for the organization, in 
partnership with their HR Partner, modifies the core holiday schedule to ensure the 
Company is capable of adequately providing services for our patients and clients 
during the holiday. When this becomes necessary, the Operation’s Executive 
Director/Administrator will inform the affected employees in advance that their 
holiday has been moved to another day within the same week.  This must be 
coordinated with Payroll and HRIS. 

o Exception to above: Hospice IPC Employees will be paid their time worked on 
holidays at 1 ½ times their normal rate, in addition to the core holiday pay 
(normally scheduled hours up to eight (8) hours). 

3. Holidays are not counted as work hours in calculating overtime; overtime will be paid 
only based on hours worked.  In a week in which a paid holiday occurs, overtime will 
be paid only if actual work time exceeds 40 hours, or in accordance with applicable 
state or local law.  

4. In order to qualify for holiday pay, non-exempt employees must work the scheduled 
workday immediately before and after the holiday. The only exception to this policy is 
when employees are using pre-approved Paid Time Off (PTO) to cover their absence. 
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5. All salaried employees will be paid for AccentCare’s observed holidays as part of their 
agreed upon base salary. Salaried employees who are required to work on the 

observed or actual holiday will receive another paid day off, scheduled on an alternate 

day that is approved by their manager. 
6. Exempt employees must use Floating Holidays in eight (8) hour increments. 

Reference(s):   

• Paid Time Off 

• Flexible Time Off 

• Attendance 

Change Control Log:   
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Jury / Civil Service   

 Company Overview 
Accent Care, Inc. (the “Company”) is a healthcare organization.  These policies apply to 
employees of the Company, its subsidiaries, and affiliates. 

Purpose  

Clarify and define compensation related to Jury and/or Civil (Witness) service responsibilities 
for employees.  

Scope  

1. Regular full- and regular part-time employees are eligible to receive pay for up to five (5) 
days of Jury / Civil Service when summoned to serve. 

2. All other classifications (e.g., per diem, casual, temporary, etc.) are not eligible for 
Jury/Civil Service pay unless required by state or local law. 

General  

The Company supports and encourages employees to fulfill their civic obligations when 
they are summoned to serve. Eligible employees are excused from work with pay for up to 
five (5) days, per occurrence, when providing Jury Service.  If an employee’s presence is 
requested to appear as a witness in a trial due to no fault of their own, and not in connection 
with Jury Service, the employee may be excused from work. This time will not be paid, and 
the employee will be required to provide a copy of the court summons. Employees will have 
the option to use accrued/available paid time off (PTO), with their supervisor’s approval, as 
necessary for the purpose of pay (e.g., paid time off, floating holiday).  Employees may 
retain any Jury Service pay received from the court to help defray expenses related to 
parking, meals, or other expenses incurred as a result of Jury / Witness Service.  The 
Company will not reimburse any of these expenses. 

Procedures 

1. Employees, when possible, should provide their immediate supervisor three (3) weeks of 
advance notice when they have been summoned to appear for Jury Service.  
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2. Employees should provide their supervisor with a copy of the letter/subpoena when 
notifying their supervisor.  

3. Employees are asked to report to work on those days or parts of days when excused from 
Jury Service in time to perform their assigned duties, or a substantial part of the work day 
(e.g., three or more hours). 

4. It is the employee’s responsibility to report for employment at the end of an approved 
Jury Service Leave.  

5. Employees should request Time off using the Time Off request feature in the Payroll / 
Timekeeping system and selecting the option for Jury Service.  

6. Employee benefits in which the employee is enrolled will continue while the employee is 
on Jury / Witness Service Leave. The employee will be required to continue their portion of 
the payments of any required contributions for their employee benefits during the Leave. 

7. Exempt employees who participate in the Flexible Time Off (FTO) program may not use 
FTO without their immediate Vice President’s approval if their Jury / Witness Service 
expands beyond five (5) days. 

Reference(s):   

• Paid Time Off   

• Flexible Time Off 

• Attendance 
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Leaves of Absence 

 Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization. These policies apply to 
employees of the Company, its subsidiaries, and affiliates. 

Purpose  

The Company recognizes that from time-to-time Employees may require additional time 
away for an extended period for personal health or family needs. It is the policy of the 
Company to grant time off under specific leaves that may be paid or unpaid depending on 
the reason and length of time required. This policy outlines the Company’s policy and 
process for requests for a leave of absence. 

Scope  

The leaves outlined within this policy apply to all regular full-time employees or other 
employees who meet the eligibility requirements of local, state, or federal leave laws or 
regulations. Some leaves may be unpaid. Each leave will outline other benefits (e.g., Paid Time 
Off, Floating Holidays, Sick Time) that may be used concurrently with the leave. 

 

Definition(s) / Key Terms 

Term Definition 

FMLA Eligible Individuals who are an employee of the Company with twelve (12) 
months of employment and worked at least 1250 hours in that twelve (12) 
month period  

Regular Full-
Time Employee 

Individuals who regularly work a full-time schedule of 32 hours or more 

Healthcare 
Provider 

A medical doctor or doctor of osteopathy, physician assistant, podiatrist, 

dentist, clinical psychologist, optometrist, nurse practitioner, nurse-
midwife, clinical social worker, or Christian Science practitioner licensed 
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by the First Church of Christ. Under limited circumstances, a chiropractor 
or other provider recognized by our group health plan for the purposes of 
certifying a claim for benefits may also be considered a healthcare 
provider. 

 
Definition(s) / Key Terms (cont’d) 

Term Definition 

Next of Kin A blood relative, for the purposes of military care leave, other than a 
spouse,  

parent, or child in the following order: brothers and sisters, grandparents, 
aunts and uncles, and first cousins. If a military service member 
designates in writing another blood relative as his or her caregiver, that 
individual will be the only “next of kin”. In appropriate circumstances, the 
employee may be required to provide documentation of next of kin 
status. 

Parent a biological, adoptive, step, or foster parent or any other individual who 
stood in loco parentis to the eligible employee when they were a child 

Part-Time 
Employee 

Individuals who regularly work a part-time schedule of less than 32 hours 

Leaves of Absence (LOA) 

AccentCare complies with all federal, state and local laws governing a leave of absence (LOA). 
To that end leaves may be taken in the following categories: Family & Medical Leave (FML), 
Military Leave (USERRA), or Personal Leave.  

The effective date of an employee’s LOA starts on the employee’s first date of absence due to 
the need for leave, not after the exhaustion of paid time-off (PTO). While on LOA, an employee 
must contact their manager at least once every 30 days, unless otherwise governed by 
federal, state or local law. Failure to do so may result in the employee being deemed to have 
voluntarily ended their employment.  

If an employee fails to return to work upon the expiration of their LOA or if they refuse an offer 
of reinstatement (to a position for which they are qualified) they may also be considered as 
voluntarily resigning their employment. This would also include a refusal to return to work when 
restrictions can be accommodated for work and non-work-related injuries. Any questions 
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concerning LOA’s and the applicability of specific state laws relating to the LOA should be 
directed to the Absence Management Team. 

I. LOA Required Documentation 

All Requests for leave must be initiated by the employee and submitted to the Absence 
Management Team using the approved communication method for your department 
(e.g., Request Form, HRIS). It should include the reason for the leave and the anticipated 
end date or return to work from leave. 

For foreseeable events, employees are requested to provide AccentCare with at least 
30-days advance notice prior to the commencement of their leave. For events which 
are unforeseeable, employees must notify AccentCare as soon as they learn of the 
need for a leave. Failure to comply with these notice requirements may result in a 
deferral of the requested leave. 

Physician certifications supporting the need for an LOA are required within fifteen (15) 
calendar days of the date of request or as soon as practicable for all medical and some 
parental LOA’s. For an extension of a medical leave of absence, recertification maybe 
required. Recertification may also be required in other circumstances. “Certification of 
Health Care Provider” forms can be obtained from the Absence Management Team. 

II. Approval 

The Absence Management Team will review the leave request and will notify the 
employee as to whether the request was approved. Based on the supporting 
documentation provided, the approval notification will include the type of leave that 
has been granted, the leave start date and the estimated date the employee is 
scheduled to return to work. A leave of absence will not be granted to allow an 
employee time off to seek employment elsewhere or to work for another employer. 
Employees who begin employment elsewhere while on LOA, except military reserve 
duty, are considered to have resigned voluntarily. 

III. Benefits 

a.  The Company requires employees to use all accrued paid leave concurrently (e.g., 
PTO, Floating Holiday, etc.) with any leave of absence to provide compensation 
during the leave period. Payment of paid time off during the leave will not extend 
the leave duration. 

b.  Paid Time-off benefits do not accrue during a period of LOA. 
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c.  The employee’s anniversary date is not adjusted while he or she is on an approved 
LOA. 

d.  Group health benefits will be maintained for the duration of the employee’s LOA 
under the same conditions and at the level of coverage that would have been 
provided had the employee not taken leave. Insurance benefits will continue for 
employees on an approved LOA until the last day of the leave, not to exceed twelve 
(12) weeks in a 12- month period. 

e.  Employees must continue paying their portion of benefit premiums to continue 
benefit coverage while on LOA. Payment notification will be sent directly to the 
employee from the Company’s third-party administrator. COBRA benefits will be 
offered to employees after their approved LOA has exhausted. 

f.  After 30 days of non-payment the employee’s benefits coverage will terminate 
until the employee returns to work. 

g.  If a employee fails to return to work after his or her leave period has expired, the 
Company may recover from the employee, any premiums that were paid by the 
Company to maintain the employee’s benefit coverage while the employee was on 
leave. 

IV. Returning From Leave 

Upon return from LOA, the employee may be reinstated to their former position or a 
position similar in pay, benefits, and other terms and conditions of employment as 
required by federal, state or local law. Employees who fail to return at the completion of 
the approved leave period will have their employment with the Company terminated 
unless a reasonable accommodation can be made pursuant to the Americans with 
Disabilities Act (ADA). Employees returning from a leave due to their own serious illness 
must provide a medical certification to their supervisor verifying their ability to resume 
work.  

V. Computer Access Status While on Unpaid Leave 

Computer access is automatically suspended (disabled) when an employee is 
placed on an unpaid leave of absence or transitions from a paid leave of absence, 
e.g., Family Medical or Medical combined with Short Term Disability (STD) usage, to 
an unpaid leave status, e.g., no longer eligible for STD or has exhausted STD. 
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The Company prohibits an employee from performing work while on unpaid leave. 
Limited exceptions to the suspension of computer access while on unpaid leave 
may be made if approved by Chief People Officer (CPO). The purpose of an 
exception is to allow an employee on unpaid leave to receive non-work-related 
emails and general Company communications. 

Examples of permissible and impermissible communications while on unpaid leave 
are provided in the chart below. The CPO will review the relevant facts and 
circumstances of the specific exception request before making a determination. 
Consideration will be given to the type of leave, expected duration of leave and any 
other relevant information. 

Exception requests can be initiated in writing to Human Resources. Human Resources will 
review your request and if supported will forward to the CPO for consideration. Below are 
examples of acceptable and unacceptable use of computer access while on unpaid 
leave: 

 
Examples of Non-Work-Related Use - Acceptable use of computer access Examples of Work - Unacceptable  

use of computer access 

Reading articles on AccentCare Responding to work related emails 

Using the Company Intranet to research benefit information Utilizing any Company system, software, or application to 
perform work duties 

Using the Company Intranet to search for and apply for jobs Organizing and catching up on outstanding projects or assignments 

Communicating with AccentCare regarding details of leave, return from leave, 
and employer benefits. AccentCare regarding details of leave, return from leave, 
and employer benefits 

Getting started on new projects or assignments 

Reading all employee general informational emails or announcements  

Exchanging non-work-related emails with friends and co-workers at 
AccentCare 
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Family and Medical Leave (FML) 
In accordance with the Family and Medical Leave Act of 1993 (FMLA), AccentCare provides up 
to 12 weeks of unpaid, job-protected leave in a 12-month period to eligible employees in 
certain circumstances as defined by the Family and Medical Leave Act (FMLA). If the leave is 
for Military Caregiver leave the maximum time available is 26 weeks. FML is not paid, unless 
the employee is taking accrued PTO, paid Short-Term Disability, state funded disability, or 
worker’s compensation for lost wages. 

I. FMLA Eligibility 

To qualify for FMLA leave, you must:  

1. Have worked for the Company for at least 12 months, although it need not be 
consecutive.  

2. Worked at least 1,250 hours in the last 12 months. 

3. Be employed at a worksite that has 50 or more employees within 75 miles.  

II. FMLA Entitlement 

Eligible Employees may take up to 12 weeks of unpaid FMLA leave in a 12-month period for 
any of the reasons below. 

● The birth of a child and in order to care for that child (leave must be completed within 
one year of the child's birth).  

● The placement of a child with an employee for adoption or foster care and in order to 
care for the newly placed child (leave must be completed within one year of the 
child's placement).  

● To care for a spouse, child, or parent with a serious health condition.  

● To care for the Employee’s own serious health condition, which makes them unable to 
perform any of the essential functions of their position.  

● A qualifying exigency for military leave includes: 

- Short-notice call-ups/deployments of seven days or less (Note: Leave for this 
exigency is available for up to seven days beginning the date of call-up notice).  

- Attending official ceremonies, programs, or military events.  

- Special childcare needs created by a military call-up including making 
alternative childcare arrangements, handling urgent and nonroutine childcare 
situations, arranging for school transfers, or attending school or daycare 
meetings.  

- Making financial and legal arrangements;  
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- Attending counseling sessions for the Employee, the military service member, or 
the military service members' son or daughter who is under 18 years of age or is 18 
or older but incapable of self-care because of a mental or physical disability. 

- Rest and recuperation.  
- Post-deployment activities such as arrival ceremonies, reintegration briefings, 

and other official ceremonies sponsored by the military (Note: Leave for these 
events are available for 90 days following the termination of active-duty status). 
This type of leave may also be taken to address circumstances arising from the 
death of a covered military member while on active duty.  

- Parental care when the military family member is needed to care for a parent 
who is incapable of self-care (such as arranging for alternative care or transfer to 
a care facility); and  

- Other exigencies that arise that are agreed to by both the Company and the 
employee; or  

● Military care giver leave.  

III. Types of Family & Medical Leave 

a. Block Leave: 

Leave that is taken all at one continuous period of time, “a block of time”. 
b. Intermittent Leave: 

Under certain circumstances, FML leave may be taken on an intermittent basis or on 
a reduced leave schedule. 

• “Intermittent leave” means leave taken in separate periods of time due to a single 
illness or injury, rather than for one continuous period of time, and may include 
leave of periods from an hour or more to several days. Examples of intermittent 
leave include leave taken on an occasional basis for medical appointments and 
leave taken several days at a time spread over a period of months, such as for 
chemotherapy. 

• A “reduced leave schedule” means a schedule that reduces an employee’s usual 
number of working hours per week or per day, such as from full-time to part-time. 

• As FML leave is unpaid, the Company will reduce your salary based on the amount 
of time actually worked. In addition, while you are on an intermittent or reduced 
schedule leave that is foreseeable due to planned medical treatments, the 
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Company may temporarily transfer you to an available alternative position that 
better accommodates your leave schedule and has equivalent pay and benefits. 

• The Medical Certification Form must establish medical necessity for intermittent 
leave or a reduced leave schedule. Intermittent certification must include the 
estimated frequency and duration of needed absences. Employees needing 
intermittent leave, or a reduced leave schedule must attempt to schedule their 
time off so as not to disrupt the Company’s operations. The Company may assign 
the employee to an alternative position with equivalent pay and benefits that 
better accommodates the employee’s intermittent leave or reduced leave 
schedule. 

c. Work Injury or Illness Related: 

All absence from work due to a work-related illness or injury run concurrent with FMLA 
and all state leave entitlements. If the state’s workers’ compensation law provides 
more generous reinstatement rights than FMLA, such state laws will apply. 

IV. Call-In Procedures 
In all instances of absence  (excluding protected leave under any state or federal law), 
the call-in procedures outlined in the Attendance Policy for absence reporting for non-
exempt (hourly) Employees and the standards established for giving notice of absence 
from work as communicated by your manager must be followed. 

Military Leave (USERRA) 

To ensure the Company will grant a military leave of absence as required by law to eligible 
staff employees who are members of a military service. 

I. Military Leave Eligibility 

Only Regular Employees assigned to temporary active duty in one of the following 
uniformed services are eligible to take a military leave of absence. 

a. Armed Forces of the United States, defined to include the Army, Navy, Air Force, 
Marine Corps, Coast Guard and their reserve components.  

b. The state National Guard and the state Guard. 

c. The U.S. Public Health Service, U.S. Coast Guard and Geodetic Survey and their 
reserve components. 
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The following types of active military duty qualify for a military leave of absence: 

a. Annual duty for training. Such training periods are normally 2 weeks or 15 days in 
duration.  

b. Local or national emergency. Military leave will be granted to those employees 
whose units 

i. are activated when a local or national emergency is declared by either the 
President of the 

ii. United States (for National Guard or reserve units in the U.S. Armed Forces) or 
the state 

iii. Governor (for National Guard or state Guard units). 

II. Military Leave Procedure 

1.  An employee requiring a military leave of absence must present official military 
orders or other evidence indicating that s/he is entering active military duty. 

2.   A military leave of absence is unpaid. While service members may use PTO or 
Floating Holiday to be paid for any part of the military leave, they are not required to 
use it. If PTO is used with military pay, the combined monies cannot exceed the 
employee’s regular base pay. 

3.  Except as otherwise required by law, and subject to the terms, conditions and 
limitations of the applicable benefit plans, health insurance benefits will not be 
provided by the Company during military leave. An individual may elect to continue 
health plan coverage for up to 18 months after military leave begins or for the period 
of service, whichever is shorter. For military service of less than 31 days, the individual 
may only be required to pay the usual employee share of the premium. The employee 
may be required to pay up to 102% of the full premium if military service is longer than 
31 days. 

4.  Service members will accrue seniority and any rights or benefits based on seniority 
that they would have attained had they remained continuously employed. Military 
service also will be considered service with the employer for vesting and benefits 
accrual purposes. Employees returning from military leave will have their benefits 
restored according to the applicable plans in effect at that time. 
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5.  The employee must apply for reinstatement within the time frame provided by law. 
Returning employees should contact their department Manager to request 
reinstatement. Return to work reporting guidelines are as follows: 

a.   Military service less than 31 days must return to work the first workday after the 
completion of service. 

b.   Military service more than 30 days but less than 181 days, must submit for 
reemployment within 14 days after the completion of service. 

c.   Military service more than 181 days, must submit for reemployment within 90 
days after the completion of service. 

6.  The employee will be asked to furnish a copy of military orders showing the date of 
release from duty and a certificate showing satisfactory performance of duty. 

7.  As provided by applicable laws, an employee returning from military leave of 
absence will be reinstated with no loss of seniority to his or her original position, or 
to a position with the same status and pay rate. This reinstatement will be made 
unless re-employment is impossible or unreasonable because of a change in the 
Company’s circumstances. 

8.  It is the employee’s responsibility to report to work at the end of an approved military 
leave; otherwise, the employee will be considered to have voluntarily terminated 
employment with the Company. 

9.  If the employee sustains a service-connected disability that makes it impossible to 
return to the original job, the Company may offer the employee a position that they 
can perform and that is comparable in pay, rank and seniority. 

10.  AccentCare reserves the right to amend this policy at its discretion and in 
accordance with federal and state laws. 

Personal Leave 

To establish guidelines for granting leaves of absence for personal reasons where providing 
such leave is not otherwise required by law (hereinafter referred to as “Personal Leave(s)”). 
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I. Personal Leave Eligibility 

1.   The Company may grant a leave of absence for these reasons to employees who 
have worked regular full-time hours for at least six (6) months. 

2.   Employees who do not qualify for FMLA or other federal, state, or local leave programs 
must apply for a Personal Leave. 

3.   Personal Leaves are available only to employees who submit their request in writing. 

4.   Personal Leaves may be considered for a period of two (2) weeks to a maximum of 30 
days and renewed for 30-day periods up to a maximum leave of 60 days at the 
discretion of the Company. (If the leave is for your own medical reasons, the Company 
will engage in the ADA Interactive process to determine if additional time off may be 
accommodated.) 

5. Personal Leaves, up to 30 days, may be approved by the Executive 
Director/Administrator for the Agency. Any such leave request beyond 30 days must 
be approved by the appropriate Vice President. Personal Leaves requests in a Support 
Center may be approved by the appropriate functional head. 

II. Personal Leave Procedure 

Eligible employees must request a Personal Leave, in writing, from their Supervisor as soon 
as practicable. The request should include the reason for the leave, the anticipated dates 
on which the leave will begin and end and for leaves for medical reasons, a physician’s 
statement or other medical proof indicating the nature of the medical condition may be 
required. Additional information may be required to document the need for a leave. 

The Supervisor and Human Resources Business Partner must approve the request in 
writing before the leave may begin. 

Requests for Personal Leave will be considered on the basis of business/operational needs, 
length of service, responsibility level, the reason for the request and staffing levels. 

Employees on Personal Leave will not accrue paid time-off benefits and will be 
considered to be on “Inactive status”. 

Accrued PTO hours must be used on the front-end of the leave. 

The Company cannot and does not guarantee reinstatement after a Personal Leave or 
extension of the leave. The Company cannot guarantee the same position to an employee 
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returning from a Personal Leave. An employee who is returning to work must provide their 
manager with at least five (5) days advance notice of the intent to return to work. 

An will be considered to have abandoned their job and voluntarily resigned their 
employment with the Company if the employee 1) fails to return to work on the next 
regularly scheduled workday following the expiration of their Personal Leave or 2) fails to 
request (in advance and in writing), an extension of their leave. 

If an employee is returning from a Personal Leave for medical reasons, they must provide 
a physician’s statement to their Leaves Team one week prior to the expiration of the leave. 
The Leaves Team will review the release. If there are any restrictions, the Leaves Team will 
forward the release to the Supervisor and HRBP to see if the restrictions may be 
accommodated. The physician’s statement will let the supervisor advise if there are any 
limitations or accommodations requested for the employee to perform all required 
functions of the position. 

During Personal Leaves, the employee will continue to be covered by the Company’s 
medical plans, but only for the remainder of the month in which the leave is taken and 
only if the employee pays their portion of the premium during the leave. Thereafter the 
employee will be able to continue coverage under COBRA if the employee chooses to 
enroll. 

Reference(s):   

• Attendance 

• Employee Classifications 

• Paid Time Off (PTO) 

• Responsible Time Off (RTO) 

 

Change Control Log:   

Revision Date   Type of Revision   
Version   
Number   

Approved/Issued 
By   
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Paid Time Off 

Company Overview 
Accent Care, Inc. (the “Company”) is a healthcare organization.  These policies apply to 
employees of the Company, its subsidiaries, and affiliates as defined by the Scope. 
 

Purpose  
To clarify eligibility and use of Paid Time Off for employees. 

Scope  

1. Subject to organizational policies, this benefit is made available to all Regular Full-time 
Employees below the level of Vice President. Paid Time Off is not combined with Flexible 
Time Off (FTO). FTO employees are excluded from this policy. 

2. Paid Time Off (PTO) provides an integrated benefit inclusive of sick in a state or 
municipality with required Sick Leave in accordance with the ordinance or law.   

3. All other classifications are not eligible for Paid Time Off (PTO) benefits, unless otherwise 
required by state or local law.  

4. Change in eligibility during employment: Employees who transition from Regular to 
Casual and have PTO balances will not continue to accrue PTO but will be allowed to 
utilize any accrued balances.  

5. Employees transitioning into a position eligible for PTO will be eligible to participate under 
the Company PTO plan in place at the time of their change.  

6. Employees who are eligible for Flexible Time Off (FTO) are not eligible for PTO; if an 
employee promotes into a VP level or higher-level role that is FTO eligible, they will be 
moved to that plan with the effective date of their promotion. 

 

 

 

Functional Owner: HR Last Revision Date:  
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Definition(s) / Key Terms 

Term Definition 

Employees For the purpose of Paid Time Off (PTO) and Holidays only, this includes 
office Administrative Staff, Support Center Staff, and field-based 
employees regularly scheduled to work 32 or more hours per week. 
Excludes FTO eligible employees. 

Regular Full-
Time Employee 

Individuals who regularly work a full-time schedule of 32 hours or more 

Regular Part-
Time Employee 

Individuals who regularly work a part-time schedule of less than 32 hours 

Casual /PRN 
Employee 

Individuals hired on an as needed basis whose work hours may vary 
from week to week depending on the Company’s needs and how much 
or little the individual wishes or is able to work; generally paid.  

General  
Paid Time Off (“PTO”) days are provided to employees so they can rest, relax, attend personal 
appointments, pursue special interests, or to recover from an illness (sickness). Employees 
are encouraged to refrain from performing work of any kind when taking PTO. This includes 
checking emails or voice mail. This policy formalizes guidelines for approving PTO requests 
and defining the use of PTO hours.  Non-exempt (hourly) employees may not perform any 
work while on PTO. 

The PTO policy is intended to apply to employees. However, the laws governing paid time off 
vary from state to state. In the event this PTO policy conflicts with applicable state or local law 
in the state in which you work, AccentCare will modify its policy for that location to adhere to 
applicable state or local law requirements. This includes, but is not limited to, modifications 
for any applicable state or locally mandated paid sick leave time. For employees working in 
locally-mandated paid sick leave jurisdictions, this PTO policy is designed to comply with 
those paid sick leave laws and your paid sick leave is incorporated and included in the PTO 
accrual set forth in this policy.  

Employees accrue a specified amount of PTO each month based on seniority with the 
AccentCare, and it is up to employees to choose how to allocate it – e.g., for vacation, illness, 
caring for children, school activities, medical/ dental appointments, leave, personal business, 
or emergencies, etc. PTO does not include the AccentCare observed Holidays. Employees 
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working in jurisdictions that have locally-mandated paid sick leave laws, employees will be 
allowed to use their entire PTO accrual balance for paid sick leave purposes, if needed. 

Procedures 

1. PTO requests are to be submitted by the employee using the standard request process 
for the unit/area (e.g., timesheet, Workday) at least two weeks in advance of the desired 
time off in order to determine staffing requirements and allow scheduling of coverage in 
the department.  

2. Employees may not take more than two (2) weeks or ten days of PTO at a time without the 
approval by the functional Vice President for their operation. The Company will attempt to 
accommodate PTO requests.  

3. Exempt employees must request or take time off in full-day increments unless FMLA 
Leave, or other state protected leaves dictate otherwise.  

4. Employees must use available PTO to cover any absences not paid through another 
benefit such as Jury/Witness Service, Bereavement etc.  

Procedures for Unplanned / Unscheduled Absences 

1. Employees who are absent for three or more consecutive days due to illness or injury may 
be required to submit a health care provider's certification that the employee is capable 
of resuming his/her job responsibilities before the employee returns to work. 

2. In order to use PTO time for an unplanned absence, employees should call their 
Supervisor (or designated individual) at least one (1) hour prior to their scheduled start 
time. In the event that calling in is not possible, the Supervisor will evaluate each situation 
and determine if PTO time is approved for use.  

3. Employees, who take unplanned time off, should complete the Time Off request through 
Workday or their official process/system for their department. 

Using Paid Time Off (PTO) During the Resignation or Notice Period  

1. Previously approved PTO time may be cancelled during the resignation period or at any 
time based on work needs, staffing requirements, patient/client needs or other business 
location needs.  

2. Once an employee resigns, any additional PTO requests from that employee may be 
denied and Managers will not allow PTO to be used for the employee’s last day unless 
required by state or local law. Exempt employees must take PTO in full-day increments.  
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Compensation for Paid Time Off (PTO)  

1. PTO pay will be based on the employee’s base pay rate in effect at the time such PTO is 
taken. It does not include overtime or any special forms of compensation such as 
incentives, commissions, or bonuses.  

2. Payment for PTO time will be made on an employee’s regularly scheduled payday and 
cannot be taken in advance of accruing it.  

3. PTO may be used for absences due to medical or doctor appointments, personal illness 
or injury, specific legally protected absences such as time off for crime victims, or to 
attend to an illness of a child, parent, spouse, or domestic partner of the employee. Only 
when required by state law, payment of accrued PTO will be coordinated with State 
Disability or Workers’ Compensation Insurance benefit payments, so that all such 
payments will not exceed the employee’s normal weekly gross earnings. 

Paid Time Off (PTO) Accrual Rates and Schedules  

1. Eligible employees accrue PTO as shown below, according to their pay cycle and length of 
service with AccentCare.  Table 1.1, Core AccentCare PTO schedule applies to all regularly 
scheduled full-time benefits eligible employees unless otherwise noted.  

2. Employees acquired as part of an acquisition should refer to Appendix A: PTO for Acquired 
Employees. 

Table 1.1, AccentCare PTO Schedule  
This excludes MHC CA Field Staff    

Completed 
Years of 
Service 

Bi-Weekly 
Accrual Rate  

(In Hours) 

Weekly 
Accrual Rate  

(In Hours) 

Approximate 
Monthly 

Accrual Rate  
(In Hours) 

Total Accrual 
Per Year  

(In 
Days/Hours) 

Maximum PTO 
Accumulation 

Limit  
(In 

Days/Hours) 

0-5 4.62 hrs. 2.31 hrs. 10.00 hrs. 15 Days 
(120 hrs.) 

22.5 Days 
(180 hrs.) 

5-10 6.16 hrs. 3.08 hrs. 13.34 hrs. 20 Days 
(160 hrs.) 

30 Days 
(240 hrs.) 

10+ 8.00 hrs. 4.00 hrs. 17.34 hrs. 26 Days 
(208 hrs.) 

39 Days 
(312 hrs.) 

3. Maximum PTO Accumulation Limit (“Cap Level”)  
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a. Unused PTO may accumulate up to the maximum PTO accumulation limit (the “cap 
level”). After reaching the cap level, accrual ceases until PTO is used, causing the PTO 
balance to fall below the cap level.  

b. AccentCare encourages its employees to utilize their PTO during the year.  

c. Carryover is determined annually as of December 31st; employees may carry over 
three weeks (15 days/120 hours) unused PTO into the next calendar year or applicable 
state mandate if greater.  

4. Employees may not carry a negative PTO balance and will stop accruing when on leave. 

a. If an employee goes on an unpaid leave of absence, they will not accrue PTO time 
during the timeframe they are on LOA.  

b. If an employee inadvertently incurs a negative balance, it will be recovered from 
subsequent awards. 

5. Paid Time Off at Time of Separation – All entities: 

a. If your employment with AccentCare ends, your final paycheck will include pay for all 
PTO hours you have accrued and not taken, up to a maximum of 80 hours (unless 
otherwise required by state and local laws.) PTO benefits will be calculated at your 
final base rate of pay at time of separation.  

b. Employees who leave in their first year of employment are not eligible for PTO payout 
at separation unless required by state or local law. 

Reference(s):   

• Attendance 
• Bereavement 

• Holidays 

• Jury / Witness Service 

• Leaves of Absence 

• Flexible Time Off (FTO) 

Change Control Log:   

Revision Date   Type of Revision   
Version   
Number   

Approved/Issued By   
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Appendix A:  PTO for Acquisitions: 
 
Fairview employees (including all management employees) hired as part of the 
November 2020 acquisition accrue as below in Table 1.2.  Post-acquisition hires will 
follow the AccentCare Standard PTO Policy, listed in Table 1.1 of AccentCare PTO 
Policy. 
 
Table 1.2, Fairview Legacy PTO Schedule 

Completed 
Years of 
Service 

Bi-Weekly 
Accrual Rate  

(In Hours) 

Weekly 
Accrual Rate 

(In Hours) 

Approximate 
Monthly 

Accrual Rate 
(In Hours) 

Total Accrual 
Per Year 

(In 
Days/Hours) 

Maximum PTO 
Accumulation 

Limit  
(In Days/Hours) 

0-4 6.47 hrs. 3.24 hrs. 14 hrs. 
21 Days 

(168 hrs.) 
31.5 Days 
(252 hrs.) 

4-14 8.00 hrs. 4 hrs. 17.33 hrs. 
26 Days 

(208 hrs.) 
39 Days 
(312 hrs.) 

After 14 9.54 hrs. 4.77 hrs. 20.67 hrs. 
31 Days 

(248 hrs.) 
46.5 Days 
(372 hrs.) 

 
 
Seasons employees (including all management employees below Vice President 
level) employed as of 12/25/2021 accrue as indicated below in Table 1.3. Hires 
12/26/2021 or later will follow the AccentCare Standard PTO Policy, listed in Table 1.1 of 
AccentCare PTO Policy. 
  
Table 1.3, Seasons Legacy PTO Schedule 

Completed 
Years of 
Service 

Bi-weekly 
Accrual Rate  

(In Hours) 

Weekly 
Accrual Rate 

(In Hours) 

Approximate 
Monthly 

Accrual Rate 
(In Hours) 

Total Accrual 
Per Year 

(In 
Days/Hours) 

Maximum PTO 
Accumulation 

Limit  
(In 

Days/Hours) 

< 5 6.15 3.08 13.33 hrs. 
20 Days 

(160 hrs.) 
30 Days 

(240 hrs.) 

5 - 10 6.92 3.46 15 hrs. 
22 Days 

(180 hrs.) 
33Days 

(270 hrs.) 
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10 - 15 7.69 3.85 16.67 hrs. 
25 Days 

(200 hrs.) 
37Days 

(300 hrs.) 

15-20 8.46 4.23 18.33 hrs. 
27 Days 

(220 hours) 
41 Days 

(330 hrs.) 

20+ 9.23 4.615 20 hrs. 
30 Days 

(240 hours) 
45 Days 

(350 hrs.) 

 
 
 

 
 
 
 
 

 
 
 
 

 
 
 
 
 

 
 
 
 
 



 
 
 
 

191 
 

Pay Practices 

Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization.  These policies apply to 
employees of the Company, its subsidiaries, and affiliates as defined by the Scope. 

Purpose  

To define, for employees, the Company’s philosophy with regard to pay practices including 
deductions from pay and pay per visit. 

Scope  

This applies to all employees. 

Definition(s) / Key Terms 

Term Definition 

Base Hourly 
Rate 

Rate per hour paid to a non-exempt employee for non-visit related work. 

Compensatory 
“Comp Time” 

Time-off plans offered in lieu of overtime payment. These are strictly 
prohibited. 

Meal Period Periods typically lasting at least thirty (30) minutes for every five hours 
worked, or as determined by state or local law, when the employee is 
relieved of all work and is encouraged to be away from the work area. 
This time is not considered time worked and is not compensable except 
when required by state or local law. 

Non-Exempt 
Employee 

Employees who are eligible for overtime pay pursuant to Federal, State, 
and local wage and hour regulations based on their job’s classification.  

Non-Visit 
Related Work 

Company business not directly related to a field visit such as: orientation, 
in-service programs, general Care Center meetings, office time, and 
health fairs. 

On-Call Time Time when employees who are able to be contacted and who respond, 
to provide their professional service as needed, but who are not 

Functional Owner: HR Last Revision Date:  
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formally on duty. 

Overtime Time in addition to what is normal, as time worked beyond one's 
scheduled working hours. Employees classified as “non-exempt” by the 
Fair Labor Standards Act will receive overtime pay for time worked in 
excess of forty (40) hours in any workweek or according to the 
applicable state law. Any time that is not time worked is excluded from 
the Overtime Calculation (e.g., PTO, bereavement, holiday, jury duty, etc.). 

Pay Per Visit 
Employee 

Employees who generally perform field staff duties and who are paid 
primarily on a pre-determined per visit basis. Pay per visit 
employees are non-exempt employees for the purpose of calculating 
pay for non-visit related work. 

Pay Per Visit 
Work 

Patient visits, the completion of visit documentation and paperwork, 
normal travel time per patient visit, and the coordination of care 
activities (includes providing a clinical report to the supervisor, making 
phone calls or attending meetings at a facility to discuss clinical care 
services related to individual client care and delivery/pick up of 
supplies/lab specimens/equipment/paperwork). 

Required 
Attendance 

When an employee is required by the Company to attend a lecture, 
meeting, and training program (e.g., orientation), or when training time is 
otherwise compensable. 

Rest Break A rest break is an uninterrupted compensable period of a specified time, 
during which work should not be undertaken. The break should be 
continuous. Some employees, for example employees who have to deal 
with an emergency incident, may have to miss or reschedule their break. 
Time periods may vary and must be compliant with local/state/federal 
law or regulations. 

Schedule Predetermined hours of work set by the department head or their 
designee that may include assigned time for daily Rest Breaks and Meal 
Periods. 

Time Sheet An on-line system or document for recording all time worked. All non-
exempt employees are required to complete an individual time sheet 
(Depending on business unit, this is within the Human Resources 
Information System’s time tracking tool or the EMR time tracking or other 
time-tracking method to track and record the daily hours worked and 
Meal Periods or Rest Breaks taken.) The employee should track their time 
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throughout the day and then complete the record of their time at the 
end of each workday. 

Travel Time Official travel away from an employee’s regular assigned work location 
or travel between locations for required events, meetings, training, etc. 
that fall outside of normal travel to the employee’s regular place of work 
in accordance with the Fair Labor Standards Act and applicable state 
law. For employees who do not have a “regular place of work”, travel 
time to the day’s first appointment and back home from the last 
appointment is not considered part of hours worked and instead is 
regarded as normal commute time. Travel pay is recorded and paid in 
actual minutes. 

Work Day For purposes of pay, it is any consecutive twenty-four (24) hour period 
beginning at the same time on each calendar day. The twenty-four (24) 
hour period may begin at any hour of the day, but thereafter must be 
consistent and unchanged, although the Company may have different 
workdays for different groups of employees. 

Work Week Any seven (7) consecutive days, starting with the same calendar day 
each week. It is a fixed and regularly recurring period of 168 hours, seven 
consecutive 24-hour periods. 

 

General  

AccentCare’s pay practices are aligned with the Company’s compensation philosophy and all 
regulatory and legal standards. They achieve the following goals: 

1. Ensure fair and consistent pay practices 
2. Compliance with applicable federal, state, and local regulations 
3. Operate within the constraints of the Company’s budgetary process and financial 

resource limitations 
4. Ensure administrative efficiency 

Each work location is responsible for administering its employee wages in accordance with 
Company policies governing compensation and pay practices.  
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Pay Practice Procedures 

1. Schedules 

Each department head will determine the schedule for employees. Non-exempt 
employees (eligible for overtime), will be informed by their department head of their 
daily hours of work, including Meal Periods and Rest Breaks. This includes 
consideration for any changes required based on customer or patient request or due 
to personnel changes. 

Employees have a responsibility to notify management of any special work schedule 
changes or arrangements requiring an alteration to their regular schedule. The 
manager will consider and approve requested changes provided they do not disrupt 
the operation or result in unnecessary over time. 

2. Rest Breaks & Meal Periods 

Employees are “authorized and permitted” to take breaks, and they should inform their 
managers if they are unable or will not take their scheduled break. Meal Periods may 
not be waived without prior written approval or in accordance with state/local 
requirements.  

3. Overtime 

The department head is responsible for scheduling overtime or extra shifts as 
necessary. Overtime may be a requirement of each employee’s job; it, however, must 
be authorized and approved by management in advance of it being worked. In the 
event overtime is worked that has not been approved by a supervisor, an employee 
must ensure it is accurately reported and submitted on their timesheet for payment. 
The Company will pay the employee for all time worked.  

When overtime is required and is worked, overtime pay is as follows, except where 
state or local laws impose different requirements: 

• Employees classified as “Non-Exempt” by the Fair Labor Standards Act (FLSA) 
will receive overtime pay for time worked in excess of forty (40) hours in any 
Work Week or according to the applicable state law. 

• Any time that is not time worked is excluded from the Overtime Calculation 
(e.g., PTO, bereavement, holiday, jury duty, etc.) and will not be considered as 
time worked for purposes of calculating overtime pay. 

4. Make-up Time (California Only) 
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In accordance with California regulations the Company may allow the use of Make-
up Time when requested by the employee and when it is related to a personal 

obligation. Make-up Time worked will be paid at the employee’s straight time 
rate of pay and will not be paid at an overtime rate, and only if all of the 
following conditions are met: 

a. Makeup time is performed in the same workweek in which the time was lost. 

b. No more than three (3) hours of makeup time are performed on the 
same workday and no more than eleven (11) hours of make-up work 
are performed in anyone (1) work week. 

c. No more than forty (40) hours work are performed in one workweek. 

d. Employees requesting makeup time must complete and sign a “Makeup 
Time Request” form for each occasion on which they are requesting 
makeup time and submit it to their supervisor for approval. 

e. Only approved makeup time requests may be worked. All “Makeup 
Time Request” forms must be attached to the employee’s “Non-Exempt 
Office Staff Time Sheet” at the end of the pay period. Employees’ 
requests for makeup time are entirely voluntary and is not encouraged 
or otherwise solicited by the Company. 

f. If an employee works make-up time before they plan to take time off, 
the employee must take the time off, even if the employee no longer 
needs the time for any reason. 

5. On-Call Time 

Employees who work on-call assignments will be paid in compliance with the Fair 
Labor Standards Act (FLSA) and applicable state laws. 

If an employee, while on-call, is restricted to remain on the employer’s premises or 
close thereto and they cannot use the time effectively for their own purposes, then all 
time on-call is time worked and it must be paid. 

If an employee, while on-call, has freedom to leave their work location and to use the 
time effectively for their own purposes, then they will be paid as follows: 

a. From the time they arrive at the work location and begin work to the time 
they quit working. 
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b. For any actual time spent responding to issues over the telephone. 

6.   “Show up Pay” (or “Reporting Time Pay”) 

“Show up Pay”, sometimes referred to as “Reporting Time Pay”, applies if an employee 
is scheduled and reports for work but is not put to work or is furnished less than half of 
their hours of scheduled work. Employees who are paid per visit and who show up for 
work, but work is not available, will be paid in compliance with applicable state laws. 

For example: The employees who are not per visit (scheduled hourly) will be paid for 
half of the scheduled time, respectively, at their regular rate of pay with a minimum of 
two hours and a maximum of four hours. For example: 

• An employee was scheduled for either a three (3) or four (4) hours shift the 
employee would be paid two (2) hours, or 

• An employee was scheduled for either an eight (8) or ten (10) hours shift the 
employee would be paid four (4) hours. 

In the event the employee is scheduled to see more than one patient in that four (4) or 
eight (8) hour shift and works a minimum of two (2) hours in a four (4) hour period or 
a minimum of four (4) hours in an eight (8) hour period, the reporting time pay 
provisions do not apply.  

7. Attendance/Participation at Orientations, Meetings & Training Programs 

a. For the exempt-level employee, time spent in a lecture, meeting, or training 
program will be considered as part of the agreed-upon salary. 

b. For the non-exempt-level employee, time spent in a lecture, meeting, or training 
program will be paid at an hourly rate. 

c. For on-call and Casual/PRN employees, time spent in a lecture, meeting, or 
training program will be paid at the agreed upon administrative rate in effect 
at that time. 

8. Travel Time 

For employees who do not have a “regular place of work”, travel time to the day’s first 
appointment and back home from the last appointment is not considered part of 
hours worked and instead is regarded as normal commute time. Travel pay is 
recorded and paid in actual minutes. 
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9. Time Sheet 

All non-exempt employees are required to enter their time. The employee should 
track their time throughout the day and then complete the record of their time at the 
end of each Workday. The following points should be considered in filling out time 
sheets or recording time in the Human Resources Information System: 

a. Record the starting time, time out for lunch, time in for lunch, quitting time, and 
total hours worked for each workday.  

b. See state addendum information for meal and rest break information specific 
to some states. AccentCare follows local/state law requirements. 

c. All field clinicians who use an HCHB tablet must ensure that all time entered 
into HCHB is correct. All time is logged into HCHB from the time you login to 
HCHB until you logout. All non-visits related activity (NVA) associated with 
patient care and coordination of care must also be captured in HCHB with an 
accurate breakdown of the time spent in these activities. 

d. An employee should work all of their assigned shift, and no more, and shall not 
begin work before their normal starting time or sign out or stop work after their 
normal quitting time without the prior approval of their Supervisor. 

e. An employee’s time sheet or time tracked and reported via the Human 
Resources Information System (HRIS) is to be checked and signed or approved 
electronically if applicable by the supervisor. Unauthorized overtime should 
also be identified and addressed by the supervisor. Unauthorized overtime 
must be paid, and unauthorized time managed accordingly. 

f. Any changes to an employee’s recorded time made by the supervisor or 
manager must be discussed with the employee prior to the change being 
submitted and if changes occur, must be signed/submitted by the employee. 

g. “Comp time” and other time-off plans offered in lieu of overtime payment are 
strictly prohibited. 

h. Unapproved absences are not to be considered as hours worked for pay 
purposes. Supervisor should inform the employee if they are not to be paid for 
certain hours of absence. 

i. An employee may not fill out another employee’s time sheet, falsify any time 
record, or access the HRIS using the other employee’s sign on. It is prohibited 
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and may be grounds for disciplinary action, up to an including termination of 
employment. 

j. Telephony: Some divisions require Care Partner employees to call-in their 
hours. Supervisors or managers are required to give appropriate employees 
written instructions. 

k. Employees may report corrections to their worked time via the HRIS entry 
process or by direct communication to their manager or supervisor. 

Procedures for Deductions from Pay 

The Company may make deductions from your pay for many different reasons. The 
Company is required by law to withhold certain amounts for taxes, Social Security, FICA, 
garnishments, etc. Likewise, employees may authorize the Company in writing to make 
deductions for benefit premiums, 401(k), flexible spending accounts, uniforms, employee 
purchases, loan repayment, or other purposes permitted by law.  

There are circumstances in which the Employer May Make Deductions from Pay from 
employees, in circumstances such as of overpayment or repayment, only as allowed by local 
and state law 
 

If you believe that a deduction has been made to your pay in error, promptly notify your 
Manager or email the Payroll Department at Payroll_Hotline@AccentCare.com. The 
Company will promptly investigate your pay and deductions. We will not penalize 
employees for reporting a suspected error. 

If the deduction is found to be improper, the Company will reimburse the employee 
for the improper deduction. In addition, the Company will, in good faith, take 
reasonable steps necessary to ensure that no such improper deductions are made 
in the future. 

Procedures for Pay Per Visit 

The following are procedures enacted to establish a consistent practice of remuneration for 
the pay per visit program consistent with state and federal regulations. The pay per visit 
program is a “piece rate” basis of payment to employees. It is a method of payment based 
on services, which we call pay per visits. All work time is paid, either visit time or non-visit 
time; employees are required to record all hours worked. Employees are required to review 
and ensure their timekeeping accurately reflects all hours worked. 
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1. Pay Per Visit Related Work 
A. Each eligible employee is paid a set rate per visit depending on the type of visit and 

discipline. 

B. The only travel time that is compensated at the base hourly rate is excessive travel 
time. 

1) The Executive Director/Director of Patient Care Services will determine 
excessive travel time at the time the visit is scheduled. Travel time begins 
when the employee reaches his or her first patient for the day.  

C. The employee’s supervisor must authorize all overtime in advance. Overtime will be 
paid to non-exempt employees according to federal, state and local regulations. 

2. Pay for Non-Visit Related Work 

A. Each eligible employee will have a current base hourly rate that will be used to 
pay the employee for non-visit related work required. For example, if an 
employee has a base rate of $10.00 per hour and is required to attend an 
office meeting, the employee will receive $10.00 per hour for each hour of 
required attendance at the meeting. 

B. If the combination of non-visit related work hours and hours worked during 
visits results in overtime, then the “blended hourly rate” is determined by 
dividing the total earnings (including the non-visit related work) for the 
workweek by the total hours worked. Any over- time hours are then paid at a 
premium rate of an additional ½ of the “blended hourly rate” for that workweek. 

C. When computing the “blended hourly rate”, the “total earnings” would include 
earnings from visits, meetings, on-call pay or other income for work 
performed. The “total hours worked” includes those hours actually worked. Pay 
for time not worked would not be included in the computation of the “blended 
hourly rate”, such as: Holiday, Jury/Civil Duty, Bereavement, PTO, Reporting 
Time Pay, etc. 

D. Overtime hours may be paid differently, depending on local or state law. 
AccentCare follows all local, state and federal laws regarding overtime. Local 
and state wage laws are available on the Company intranet and at each 
office location.  

E. The Company follows states guidelines for nonexempt employees Rest Breaks 
and Meal Periods outlined in Appendix “A”. Where no state law exists, the 
Company follows the break schedule below: 
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Hours 
Worked: 

0 to 3.49 3.5 to 6.0 More than 6 to 10 More than 10 

# Breaks: 0  1 2 3 
 

3. Calculating Overtime 

a. For example, in one Workday, a Pay Per Visit employee has five (5) visits at $35 
each (each re- ported to take forty-five (45) minutes) and seventy-three (73) 
miles traveled. The supervisor will indicate 3.75 total hours worked and seventy-
three (73) miles traveled (to be reimbursed at the Company’s mileage 
reimbursement rate) and five (5) visits (to be paid at $35 each.) The 3.75 hours 
would be added to the other hours worked in the Work Week (and Workday in 
California) to determine if overtime is due. Similarly, the $175 of pay for the day will 
be added to the total daily earnings for the remainder of the week, to determine 
total earnings for the week. 

b. The hourly rate for this week will be the total earnings for the week, divided by the 
total hours worked to compute the “blended hourly rate”. Hours worked over forty 
(40) hours in a Work Week are paid at half the “blended hourly rate”. For California 
employees, see 2d and 2e, above. 

c. For calculating overtime on a Company designated holiday, refer to the Holiday 
Pay policy. 

4. Paid Time Off 

If eligible PTO will be calculated based upon hours paid and will be paid at the 
employee’s hourly base rate. 
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 Tuition Reimbursement   

 

Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization. These policies apply to 
employees of the Company, its subsidiaries, and affiliates. 

Purpose  

Provide employees with tuition benefits toward their education and career advancement. 

Scope  

This policy applies to all employees of the Company who meet eligibility requirements. 

General  

It is the policy of AccentCare to encourage all employees to improve their effectiveness in their 
job performance and to prepare themselves for future career opportunities with the 
Company.  AccentCare has established program for eligible regular full-time and part-time 
employees to receive reimbursement toward tuition at accredited educational institutions or 
programs according to the conditions established in this policy 
 

Eligibility 

The following eligibility criteria apply to employees who wish to participate in the program: 

• Regular Full-time employees must have a minimum of one (1) year continuous 
employment and be in good standing to be eligible and apply for reimbursement. 

• Regular part-time employees must have completed at least 1040 hours of employment in 
the past year and be in good standing to be eligible and apply for reimbursement. 

• Employees must be actively employed with AccentCare for the duration of the course for 
which reimbursement is requested and at the time reimbursement if requested. 

• Regular Full Time Employees are defined as regularly scheduled over 32 hours per week 
and Regular Part Time Employees are defined as regularly scheduled 21-31 hours per week 

Functional Owner: HR Last Revision Date:  
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Application Procedure 

Prior to enrolling in course(s) 

1. Review eligibility and program guidelines of Tuition policy 

2. Complete Tuition Application 

3. Obtain approval of your manager and department VP 

4. Email completed application with all required approvals and course information to 
Tuition@accentcare.com 

5. Watch for an email from Tuition@accentcare.com confirming approval or denial of your 
application 

6. If approved enroll in your course(s). 

Program Guidelines 

• For pre-approved courses in an accredited educational institution or program, eligible 
employees may receive tuition reimbursement of 100% up to $2,500 for full-time 
employees and 100% up to $1,000 for part-time employees per fiscal year. 

• Employees must secure a passing grade of a minimum of “C” or obtain a certification 
to receive reimbursement. 

• Employees are required to take advantage of any discounts or other subsidies that 
may be available to them which would cover expenses qualifying for tuition 
reimbursement. AccentCare will provide tuition reimbursement only to the extent that 
expenses are not covered by discounts, subsidies, grants, scholarships, or other 
services. 

• Courses must be approved by your manager prior to enrolling and Courses must be 
scheduled outside of normal business hours 

• All employees receiving reimbursement under this program are obligated to remain 
employed by AccentCare for a period of twelve (12) months from the date of 
reimbursement. 

• Employees leaving AccentCare prior to the 12-month period (as stated above), will be 
required to repay AccentCare any amount received through this program. The 
amount owed will be deducted from any money due to the employee, including their 
wages (in compliance with all applicable laws and regulations). 
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Criteria for Eligible Courses  

COLLEGE COURSES CRITERIA (All 3 criteria required) 

1. Course (s) must be through an accredited school 
2. Courses should be related to employees’ current position with AccentCare or prepare 

the employee for a higher position or a change in career field with AccentCare. 
3. Pre-requisite courses outside the major course of study (e.g., completion of an 

undergraduate statistics course in order to be allowed to register for the graduate 
course). Requests for approval of these courses must be submitted with written 
justification from the educational institute. 

CERTIFICATE PROGRAM CRITERIA (Criteria # 1 or #2 required and # 3 required) 

1. Health care related courses in accredited technical or trade schools leading to 
certification in a field that will prepare the employee for a higher position or career 
field within AccentCare. 

2. Courses and exams for professional certifications from an organization that will 
enhance skills in current classification or prepare the employee for a higher position 
or change in career field with AccentCare. (examples: CPA, SHRM, PMP ) 

3. All certificate courses must be taken at accredited institutions that issue a pass/fail 
grade or rating of completed and college credit is received. 

 

REIMBURSEMENT PROCEDURE FOR ELIGIBLE COURSE(S) 

1. Using the Workday Expense Process submit the following with your request: A copy of 
approved Tuition Application 

2. A copy of final grades from the educational institution 
3. A copy of tuition cost (must show actual tuition cost only for course work) A copy of 

certification and confirmation of passing exam (as applicable) Information on any 
grants received for tuition. 

4. The expense request with documents shown above must be submitted no later than 
60 days from completion of course work to be considered 

5. Non-Reimbursable Costs through this Policy:  
• Textbooks  
• Service fees  
• Admission fees  
• Activity fees 
• Out-of-State Resident fees/courses  
• Membership fees 
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• Recertification fees Licensure fees 
•  Registration fees 
•  Course audits  
• Seminars/workshops CEU courses 
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Termination of Employment 

 Company Overview 

Accent Care, Inc. (the “Company”) is a healthcare organization. These policies apply to 
employees of the Company, its subsidiaries, and affiliates. 

Purpose  

Clarify the process for employees exiting the organization voluntarily.  

Scope  

This policy applies to all employees of the Company. 

General  

A resignation notice allows resigning employees to finalize certain commitments and 
complete all work previously assigned.  This is considered a “Working Notice Period”. Paid 
Time Off (PTO) may not be used in lieu of the notice period. Exit interviews are offered to 
obtain feedback about work experience at the Company and may be used to improve 
employment opportunities and retention. 

The Company prefers exempt employees to give at least 30 days written notice, and non-
exempt employees to give at least two (2) weeks written notice, of their intent to resign their 
employment. The Company retains the right to accept an employee’s resignation 
immediately. 

Procedures 

1. Employees voluntarily resigning are offered an exit interview. 

2. Results of the exit interviews are documented and trended, as applicable. 

3. All property owned by the Company (e.g., computers, keys, uniforms, identification 
badges, and credit cards) must be returned to the resigning employee’s immediate 
Manager prior to their departure. 
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State Specific Rest / Meal Breaks & 
Reporting Time Requirements 

 
States Listed in Alphabetical Order  
AccentCare follows all state rest and meal breaks applicable to our industry.  In states that 
have no specific laws around Timekeeping, Rest and Meal Breaks, AccentCare will follows 
rules listed here:  
Hours worked and break time (10 minutes per break) 
0-3.49 = 0 breaks 
3.5-6 = 1 break 
More than 6 – 10 = 2 breaks 
More than 10 = 3 breaks 
     
California Rest Breaks 
California rest breaks Hours worked = break time 0-3.49 = 0 
3.5-6 = 1 
More than 6 – 10 = 2 
More than 10 = 3 
 
California Meal Breaks 
California Meal Breaks ½ hour (min break) if work shift exceeds 5 hours. Exception if total work 
period per day is no more than six hrs. The meal period maybe waived by mutual consent of 
both employer and employee. Second break of not less than 30 min. is required after 10 hrs. If 
total hours worked are no more than 12 the second meal period maybe waived by mutual 
con- sent but ONLY if first meal period was not waived. 
NOTE: employees in healthcare industry working shifts in excess of (8) total hours in a 
workday may voluntarily waive right to one of the 2 meal periods. To be valid any such wavier 
must be documented in a written agreement that is voluntarily signed by both the employee 
and employer. Employee may revoke waiver at any time providing the employer is given at 
least 1 day's written notice. 
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California Reporting Time 
 
Reporting Time Pay or Show-Up Pay  

Non-exempt employees who report as scheduled but are not put to work or are furnished 
less than half their usual or scheduled day’s work, must be paid half their usual or scheduled 
day’s work, but not less than two (2) hours or more than four (4) hours at their regular rate of 
pay.  

Example: If the employee’s scheduled shift is eight (8) hours, and the employee either is not 
put to work or is furnished less than half of the scheduled eight (8) hour shift, the employee is 
paid for four (4) hours. If instead the scheduled shift is for four (4) hours, and the employee 
either is not put to work or is furnished less than half of the scheduled four (4) hour shift, the 
employee is paid for two (2) hours. 

If an employee is required to report to work a second time in any one workday and is 
furnished less than two (2) hours of work on the second reporting, the employee must be 
paid for two (2) hours at the employee’s regular rate of pay. 

Reporting time pay does not apply when: 
• Operations cannot commence or continue due to threats to employees or property, or 

when recommended by civil authorities. 
• Public utilities fail to supply electricity, water or gas, or there is a failure in the public 

utilities or sewer system. 
• The interruption of work is caused by an act of God or other cause not within the 

employer’s control. 

It is the responsibility of the supervisor to ensure correct payroll data when an employee is 
entitled to reporting time pay. 

If the employee reports to work and no work is available in the employee’s normal 
classifications, the Company reserves the right to offer the employee comparable work for a 
comparable period of time in lieu of reporting time pay. 

Make-Up Time 

Voluntary option, that the Company may allow, when a California non-exempt employee 
needs to take time off to tend to a personal obligation. With the Company’s approval, the 
employee may either, with the manager’s approval, work extra hours prior to or following the 
requested time off that will be taken off in the same work week, where the employee needs to 
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take time off work due to a personal obligation. Total hours in the week should not exceed the 
regularly scheduled time for the employee. 

 
Colorado Rest Breaks 
Hours worked = break time 2 or less = 0 
Over 2 and up to 6= 1 
Over 6 and up to 10 = 2 
Over 10 and up to 14 = 3 
10-minute rest period continues every 4 hrs. 
 
Rest periods need not be off-site but must not include work and should be in the middle of 
the 4 hours to the extent practical. 
Two 5-minute rest periods, instead of one 10-minute, are permitted if employees and 
employers agree voluntarily and without coercion, and if 5 minutes is enough to go back and 
forth to a bathroom or other place where a genuine break would be taken. 
Additional flexibility with 5-minute periods applies to agriculture, Medicaid home care, and 
collectively bargained work. 
Colorado Meal Breaks 
½ hour if work shift exceeds 5 consecutive hours. On-duty meal period counted as time 
worked and permitted when nature of work prevents relief from all duties. 
To the extent practical, meal periods must be at least 1 hour after starting and 1 hour before 
ending shifts. 
Connecticut Rest Breaks  
No state rest breaks applicable – AC policy applied 
Connecticut Meal Breaks 
Employees who work 7 and one-half or more consecutive hours must be provided a meal 
period of at least 30 consecutive minutes (to be provided at some time after the first 2 hours 
of work and before the last 2 hours), unless: 

• Requiring compliance would be adverse to public safety. 
• The duties of the position may only be performed by one employee. 
• Less than 5 employees are employed on a shift at a single place of business and 

the employee works on that shift. 
• The continuous nature of the employer's operations requires that employees be 

available to respond to urgent or unusual conditions at all times and such 
employees are paid for break and meal periods; or  

• The employer provides 30 or more total minutes of paid rest or meal periods to 
employees within each 7 and one-half hour work period.  
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An employer and employee may enter into a written agreement providing for a different 
schedule of meal periods. 
Delaware Rest and Meal Breaks  
No state rest or meal breaks applicable – AC policy applied 
Hawaii Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
Idaho Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
Illinois Rest Breaks 
Day of Rest Requirement - You are generally required to allow non-exempt employees at 
least 24 consecutive hours of rest in every calendar week. 
Before operating on Sunday, you must post a schedule in a conspicuous place listing the 
employees required or allowed to work on Sunday and designating the day of rest for each. 
Illinois Meal Breaks 
Employees who are to work 7 1/2 continuous hours, or more, must be provided an unpaid 
meal period of at least 20 minutes. The meal period must be given no later than five hours 
after an employee begins work. 
Indiana Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
Iowa Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
Kansas Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
Kentucky Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
Louisiana Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
Maryland Rest and Meal Breaks 
No state rest of meal break laws applicable – AC policy applied 
Massachusetts Rest and Meal Breaks 
AC policy applied 
Additionally: Most employees must receive 24 hours of rest (which must include the interval 
from 8 AM to 5 PM) after working 6 consecutive days. 
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Maine Rest and Meal Breaks 
Unless otherwise provided by a written agreement, employees who work more than 6 
consecutive hours generally have the right to take 30 consecutive minutes of rest time (which 
may be used as a mealtime), except in cases of emergency where there is a danger to 
property, life, public safety or public health. (Rest time required under state law may be used 
by the employee as unpaid mealtime, but only if the employee is completely relieved of duty.  
Employers that have fewer than 3 employees on duty at one time who are frequently 
permitted to take breaks throughout the work day are not required to provide this rest period.  
(The rest break provisions do not apply to any place of employment where fewer than 3 
employees are on duty at any one time; and the nature of the work done by the employee 
allows him or her frequent paid breaks of a shorter duration (than required under the law) 
during his or her work day.  
Exemptions - Employers are not required to provide a designated rest period for certain 
categories of employees, including Executive, administrative and professional employees 
who are salaried and have a regular annual salary exceeding 3,000 times the state minimum 
hourly wage; 
Massachusetts Meal Breaks 
1/2 hour within 6 hours of beginning work. If working another 6 hours and additional 1/2 break 
is required 
Michigan Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
 
Minnesota Rest breaks 
Employees must be allowed adequate time within each 4 consecutive hours of work to use 
the nearest restroom. If the break is less than 20 minutes, it must be counted as time worked. 
Break times can be set by the employer. 
Minnesota Meal breaks 
Mealtime must be provided to employees who work eight or more consecutive hours. The 
employee must be relieved of all duties for the time to be unpaid. Mealtimes can be set by 
the employer. 
 
Missouri Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
 
Mississippi Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
 
Nebraska Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
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Nevada Rest Breaks 
Employees generally must be permitted a 10-minute paid rest period for every 4 hours 
worked in   a day, unless the employee’s total daily work time is less than 3 and one-half 
hours. 
Exceptions: 

• Employers are not required to provide meal or rest periods if: 
• Only one person is employed at a specific place of employment. 
• Employees are covered by a collective bargaining agreement; or 
• The employer has applied for and been granted an exemption from the Nevada 

Labor Commissioner based on business necessity 
Nevada Meal Breaks 
Employees generally must be given at least a 30-minute unpaid meal break for every 8 hours 
of             continuous work. 
New Mexico Rest Breaks 
AccentCare Policy Applies 
New Mexico Meal Breaks 
If Meal breaks that are less than 30 minutes, the breaks must be paid. 
New Jersey Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
        
New York Rest Breaks 
No state rest break laws – AC policy applies 
 
New York Meal Breaks 
3 meal periods -The noonday meal period: from 11 a.m. to 2 p.m., applies to employees who 
work a shift of more than six hours that extends over the meal period and is at least 30 
minutes. 
 
Employees starting shift before 11 a.m. and continuing until after 7 p.m. is entitled to an 
additional meal period of at least 20 minutes between 5 and 7 p.m. 
Employees working a shift of more than 6 hours starting between 1 p.m. and 6 a.m. is allowed 
at least 45 minutes at a time midway in the shift. 
North Carolina Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
 
North Dakota Rest and Meal Breaks 
Accent Care Policy applies 
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North Dakota Meal Breaks  
Unless otherwise provided by mutual agreement, employees who work more than 5 hours 
generally must be given a 30-minute meal break where 2 or more employees are on duty. 
The break may be unpaid so long as the employee is completely relieved of duty and the 
meal period is ordinarily 30 minutes long. 
Ohio Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
 
Oklahoma Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
 
Oregon Rest Breaks 
Hours worked and break time 
 

Oregon Time Worked 
Rest 
Break
s 

2 hrs. or less 0 
2 hrs. 1 min - 5 hrs. 59 min 1 
6 hrs. 1 
6 hrs. 1 min - 10 hrs. 2 
10 hrs. 1 min - 13 hrs. 59 min 3 
14 hrs. 3 
14 hrs. 1 min - 18 hrs. 4 
18 hrs. 1 min - 21 hrs. 59 min 5 
22 hrs. 5 
22 hrs. 1 min - 24 hrs. 6 

 
Employers must provide adults a paid rest period of not less than 10 minutes for every 
segment of four hours worked in one work period. The time must be taken in addition to and 
separately from time allowed for meals. Insofar as feasible, the break should be taken 
approximately midway in the segment of work. 
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Oregon Meal Breaks 
Employers are required to provide meal periods of not less than 30 minutes to employees 
who work shifts of six or more hours. 2 meal periods are required for employees working shifts 
of 14 – 21hours 59 minutes; 3 meal periods are required for employees working shifts of 22 
hrs.1 minute – 24 hours. 
Timing of Meal Breaks 
• Employees cannot take breaks at the end of a shift 
• Meals may not be taken back-to-back 
• Meal breaks must be 30 minutes or more 
• If multiple breaks are taken there must be worked time in between them. 
 
          Meal Break Timing                   Meal Break 2 Timing               Meal Break 3 Timing 
Hours Worked              Start Meal Break1    End Meal Break 1     Start Meal Break2                End Meal Break 2            Start Meal Break3            End Meal 
Break 3 

< 6  No Meal 
Required 

      

>= 6 < 7 1 Meal Required 1st In Time + 2 
hrs. 

1st In Time + 5 
hrs. 

    

> =7 < 14 1 Meal Required 1st In Time + 3 
hrs. 

1st In Time + 6 
hrs. 

    

>= 14 < 22 2 Meals 
Required 

1st In Time + 3 
hrs. 

1st In Time + 6 
hrs. 

> 1st In Time + 7 hrs. Meal 2 In Time + 30 
min 

  

> =22 < 24 3 Meals 
Required 

1st In Time + 3 
hrs. 

1st In Time + 6 
hrs. 

> 1st In Time + 7 hrs. Meal 2 In Time + 30 
min 

> 1st In Time + 7 hrs. Meal 3 In Time + 30 
min 

                                                       1st In Time: The first "in punch" of the calendar day. 
 
Employees are generally required to be relieved from all duties during the 30-minute meal 
period. 
Employees who are required to remain on duty during meal periods or who perform any tasks 
during the period must be paid for the meal period. 
There are no exceptions to taking meal breaks. Disciplinary action may be taken if an 
employee fails to take their required meal break(s) and or the manager does not allow 
employee (s) to take the required meal break. 
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Pennsylvania Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
 
Rhode Island Rest Breaks 
Day of Rest: Employee may not be discriminated against for not working on a Sunday or 
holiday. 
Rhode Island Meal Breaks  
20-minute meal period unpaid must be given during a 6 hour shift and: 
30-minute meal period unpaid must be given during an 8 hour shift. 
 
South Carolina Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
South Dakota – Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
   
Tennessee rest breaks 
Employees must have a 30-minute unpaid rest break or meal period if scheduled to work six 
hours consecutively except in workplace environments that by their nature of business 
provide ample opportunity to rest or take an appropriate break. Breaks aren't to be 
scheduled during or before the first hour of scheduled work activity. 
Tennessee Meal breaks 
Employees must have a 30-minute unpaid rest break or meal period if scheduled to work six 
hours consecutively except in workplace environments that by their nature of business 
provide ample opportunity to rest or take an appropriate break. Breaks aren't to be 
scheduled during or before the first hour of scheduled work activity. 
 
Texas Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
 
Utah Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
 
Vermont Rest and Meal Breaks 
Employees must be provided reasonable opportunities throughout the workday to eat and to 
use toilet facilities. 
 
Virginia Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
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Washington Rest Breaks 
Hours worked and break time less than  
4 = 0 Rest Break 
4-8 hrs. Worked = 1 Rest Break 
8-12 hrs. Worked = 2 Rest Breaks 
12-16 = 3 Rest Breaks 
No employee can be required to work more than three hours without a rest period. Scheduled 
rest periods aren't required if the nature of the work allows employees to take intermittent 
rest periods equivalent to 10 minutes for each four hours worked. 
Washington Meal Breaks 
Employees who work more than 5 hours in a shift must be given a 30-minute meal break, 
beginning no earlier than 2 hours and no later than 5 hours from the start of a shift. 
The meal break may be unpaid if the employee is completely free from duties during the 
entire meal period.  If the employee is required to remain on duty on the premises, or at a 
prescribed work site for the employer's benefit, meal breaks must be paid.  
 
West Virginia Rest and Meal Breaks 
Where employees are not given necessary breaks and/or are not permitted to eat while 
working, employers must provide at least a 20-minute meal period for work shifts of 6 or 
more hours. 
 
Wisconsin Rest Breaks 
AccentCare Policy applies 
Wisconsin Meal Breaks 
The meal break should be at least 30 minutes long and reasonably close to the usual meal 
period time (6:00 a.m., 12:00 noon, 6:00 p.m., or 12:00 midnight) or near the middle of a shift. 
Shifts of more than 6 consecutive hours without a meal period should be avoided.  
Breaks that last fewer than 30 consecutive minutes are considered as hours worked and 
compensate accordingly. Employees are compensated for "on duty" meal periods. An "on 
duty" meal period is one where the worker is not provided at least 30 consecutive minutes 
free from work, or where the worker is not free to leave the employer's premises. 
Wyoming Rest and Meal Breaks 
No state rest or meal break laws applicable – AC policy applied 
            
  Change Control Log:  

Revision Date  Type of Revision  Version Number  Approved/Issued By  
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Local and State Specific Sick Time 

 
States /Cities Listed in Alphabetical Order  
Employees with Flexible Time Off ( VP level and above) should refer to the Paid Sick and Safe 
Time (PSST) Policy. 
  

Arizona Paid Sick Time Requirements and Procedures  

General Provisions: 

Effective July 1, 2017, in accordance with Arizona’s Wage and Healthy Families Act (Prop.206) 
all AccentCare Employees working in the state of Arizona are eligible to accrue paid sick time. 

Eligibility /Procedure / Requirements: 

Employee’s paid sick leave begins to accrue on July 1, 2017, or on the employee’s first day of 
employment, whichever is later. 

Sick Leave is defined to include: 

The employees’ mental or physical illness, injury, or health condition; the employees’ need for 
medical diagnosis, care, or treatment of a mental or physical illness, injury, or health 
condition; and an 

employee’s need for preventative medical care; Care of a family member with a mental or 
physical illness, injury, or health condition; care of a family member who needs medical 
diagnosis, care, or treatment of a mental or physical illness, injury, or health condition; and 
care of a family member who needs preventative care.  

Family Members: 

Family member is defined as: regardless of age a biological, adopted or foster child, stepchild 
or legal ward, a child of a domestic partner, a child to whom the employee stands in loco 
parentis, or and individual to whom the employee stood in loco parentis when the individual 
was a minor; a biological, foster, stepparent or adoptive parent or legal guardian of an 
employee or an employee’s spouse or domestic partner or a person who stood in loco 
parentis when the employee or employee’s spouse or domestic partner was a minor child; a 
person to whom the employee is legally married under the laws of any state, or a domestic 
partner of an employee as registered under the laws of any state or political subdivision; a 
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grandparent, grandchild or sibling (whether of a biological, foster, adoptive or step 
relationship) of the employee or the employee’s spouse or domestic partner; or any other 
individual related by blood or affinity whose close association with the employee is the 
equivalent of a family relationship. 

Close of the employer’s place of business due to a public health emergency; an employee’s 
need to care for a child whose school or place of care has been closed due to a public health 
emergency; or care of oneself or one’s family member who is exposed. 

Absence necessary due to domestic violence, sexual violence, abuse, or stalking, provided 
the leave is to allow the employee or the employee’s family member to obtain medical care, 
victim services, counseling, relocation, or legal services. 

“Sexual Violence” means an offense prescribed in: (A) Title 13, Chapter 14, Arizona revised 
statues, except for sections 13-1408 and 13-1422; or (B) Sections 13-1308(A)(3), 13-1307, 13-3019, 
13-3206, 13-3212,13-3552,13-3553,13-3554, or 13-3560, Arizona revised statutes. “Stalking” 
means an offense prescribed in section 13-2923, Arizona revised statutes. 

Paid Sick Leave Accrual: 

Employees accrue a minimum of one (1) hour of earned paid sick leave for every 30 hours 
worked. Employees shall not, however, be entitled to accrue or to use more than 40 hours of 
paid sick leave each year (employee’s anniversary year). 

Employees exempt from overtime under Section 213(a)(1) of the Fair Labor Standards Act are 
assumed to work 40 hours each workweek unless their normal workweek is less than 40 
hours. In that case, the employee accrues paid sick leave based on her or his normal 
workweek. 

Use of Sick Time: 

Employees hired after July 1, 2017, have a 90-day probationary period before using their 
accrued paid sick leave. 

Eligible employees may use accrued sick time as it is earned. 

The use of sick time will be limited to 40 hours (*Based on employees regularly scheduled 
workday) per employee anniversary year with any remaining hours carried over to the 
following year up to the maximum cap of 40 hours. 

Exempt employees must use accrued paid sick time in 8 hours increments. Non-Exempt 
employees may use accrued paid sick time in 15-minute increments. An employee may use 
accrued paid sick time in either hourly increments or the smallest increment the employer’s 
payroll system uses. 

The payment of Sick or Safe Time leave hours will correspond to the number of hours of the 
scheduled shift.  
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Example: If leave is requested for shift scheduled for 7 hours, then 7 hours, or all available 
hours if less than 7, will be deducted from the employee’s leave accrual. 

Required Notification: 

Requests for sick leave are to be submitted by the employee using the Time Off feature in 
Workday or the sick days can be requested orally or in writing by an employee. 

Employees should give as much advance notice as is reasonable before the desired time off 
to determine staffing requirements and allow scheduling of coverage in the department. 
When employees know they will be absent, they are expected to provide their supervisor with 
at least 

24 hours of advance notice. In cases of an emergency or where it is not possible to provide 24 
hours of advance notice, supervisors normally request at least 4 hours of advance notice so 
they can make appropriate plans to cover the workload during the employee’s absence. It is 
the responsibility of the employee to ensure their supervisor or director is notified of tardiness 
or absence.  

Care Partners should refer to the Care Partner Handbook for additional information on 
advance notice of absences and Leave of Absence information. 

Employees (except Care Partners) refer to AccentCare Attendance Policy ACHR-II.5 and Leave 
of Absence Policy ACHR-V.6 in the HR Policy and Procedure Manual. 

 

The Arizona law does not limit or otherwise affect the applicability of an employee’s rights 
under FMLA, and those rights may run concurrently with FMLA leave subject to the limitations 
set forth under FMLA and its regulations. 

Carry-Over Requirements: 

The earned paid sick time shall carry-over to the following year subject to the 40-hour 
limitation. 

Unused Accrued Sick Leave at the Time of Employment Termination: 

Unused accrued sick time is not paid out upon separation from the Company. Employees 
rehired within nine months from the separation date, will start accruing paid sick time 
immediately upon rehire and are eligible to use previously accrued unused sick time. 

Notice Requirements: 

AccentCare follows the requirement of the Industrial Commission of Arizona by notifying 
employees of their right to paid sick leave. This notification is provided in English and Spanish. 

Non-Discrimination and Non-Retaliation: 
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Proposition 206 prohibits employers from discriminating or retaliating against employees 
who exercise their rights under Arizona’s wage laws, including the new right to paid sick leave. 

California Sick Leave Policy 

General Provisions: 

Employees working in the state of California are eligible for paid sick leave. Notifications have 
been posted in all locations notifying employees of the requirement which are summarized 
below. 

Non-Exempt New Hire Notice (CA Labor Code Section 2810.5) referencing sick leave 
entitlement must be given to all newly hired employees. 

This policy does not affect current employee PTO plans. Record keeping requirements: 

Maintain for at least 3 years records of: 
• Hours worked 
• Paid sick days accrued 
• Sick days used for each employee 

Eligibility & Accruals: 

Eligible employees – All Classifications of employees are eligible and will begin accruing paid 
sick leave at the rate of one hour for every 30 hours worked beginning on their first day of 
employment. Exempt employees will accrue at a rate based on a 40 hours per workweek 
unless the normal week is less than 40. 

Employees will not accrue sick leave time during time spent on any Leave of absence. 
Employees may not carry a negative sick leave balance. 

Availability: 

Employees are allowed to use accrued sick days beginning the 90th day of employment. 

Uses of Paid Sick Leave: 

Sick Leave can be used for the following qualifying reasons: 

• Diagnosis, care, or treatment of, or preventive care for an existing health condition of: 
Employee; Employee’s Family Member: (Child, Stepchild, or Legal Ward), Parent 
(including in loco parentis), Stepparent, or Legal Guardian of Employee or Employee’s 
Spouse or Domestic Partner, Spouse or registered domestic partner, Grandparent or 
grandchild, Sibling. 

• Victim of domestic violence, sexual assault, or stalking. 
 

Documentation / Notification Procedures: 
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Medical documentation is not required as a condition of using sick leave (unless authorized 
by another law (e.g., FMLA, CFRA, PDL, ADA, etc.) (Refer to LOA policy ACHR-V.6). 

Absence Notification Procedures: 

Requests for sick leave are to be submitted by the employee using the Time Off feature in 
Workday or the sick days can be requested orally or in writing by an employee. Employees 
should give as much advance notice as is reasonable before the desired time off to 
determine staffing requirements and allow scheduling of coverage in the department. Where 
the need is unforeseeable the employee need only give notice as soon as practicable. 

Sick Leave Increments of Use: 

An employee must be scheduled to work on the day sick leave pay is requested. Sick leave 
pay must be taken in no less than two (2) hour increments. 

The use of sick time will be limited to 24 hours or 3 days (Based on employees regularly 
scheduled workday) per employee anniversary year with any remaining hours carried over to 
the following year up to the maximum cap of 48 hours. 

Compensation for Sick Leave: 

The rate of pay shall be the employee’s hourly wage. If the employee in the 90 days of 
employment before taking accrued sick leave had different hourly pay rates, was paid by 
commission or piece rate, or was a nonexempt salaried employee, then the rate of pay shall 
be calculated by dividing the employee’s total wages, not including overtime premium pay, 
by the employee’s total hours worked in the full pay periods of the prior 90 days of 
employment. 

The payment of sick leave hours will correspond to the number of hours of the scheduled 
shift.  

Example: If sick leave is requested for a shift scheduled for 7 hours, then 7 hours, or all 
available hours if less than 7, will be deducted from the employee’s sick leave accrual. 

If the employee’s regularly scheduled shift is 10 hours per day, and the employee is sick for 
three days, then the employee is eligible to be paid for up to 30 hours sick pay, or all accrued 
hours up to 30. 

Carry-Over Requirements: 

The use of sick time will be limited to 24 hours or 3 days (Based on employees regularly 
scheduled workday) per employee anniversary year with any remaining hours carried over to 
the following year up to the maximum cap of 48 hours. 

Unused Accrued Sick Leave at the Time of Employment Termination: 

There is no payout out of accrued sick leave on termination. 
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Reinstatement of Sick Leave Hours upon Rehire: 

If an employee leaves employment and is rehired by the employer within one year, previously 
accrued and unused paid sick days will be reinstated. 

Retaliation Prohibited by Law: 

AccentCare will not retaliate against an employee for using or requesting accrued sick days.  

 

 Chicago / Cook County Paid Sick Leave Policy  

AccentCare follows Sick Leave Ordinance for Chicago and Cook County. Covered employees 
begin accruing paid sick leave upon commencement of employment.  

Eligibility & Accrual: 

Employees must work at least 2 hours in a 2-week period within the geographic boundaries of 
the city of Chicago or covered municipalities in Cook County. Any covered employee who 
works at least 80 hours for an employer within any 120-day period is eligible for accrued paid 
sick leave.  

Availability: 

Employee may use accrued sick leave following 180 days from date of hire. 

Full Time Regular Employees 
Sick time will be covered under AccentCare’ 
s PTO Policy ACHR-V.10. 

Part Time, Temporary, Casual, PRN 
Accrue 1 hour of Sick Leave for every hour 
worked up to 40 hours in a 12-month benefit 
period (benefit year = calendar year). 

Earned sick time is available as it is accrued. Earned sick time carries over to the following 
year but is limited by the maximum use of 60 hours per calendar year.  

Employer shall pay earned paid sick time in an amount equal to what the employee would 
have earned if the employee had worked the scheduled work time, exclusive of any overtime 
premium, or commissions, but no less than the state minimum wage. 

Use of Paid Sick Leave: 

Employees must be permitted to use paid sick leave for any of the following reasons: 

• Employee or family members’ illness or receipt of medical care (including 
preventative).  

• Employee or family member is victim of domestic violence. 
• Business, school, or place of care is closed by order of public official. 
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Family Members: 

Family Member is child, legal guardian or ward, godchild; spouse, domestic partner; parent, 
parent’s in-law, Godparent; siblings; grandparent, grandchild, or any other person whose 
close association is the equivalent of a family relationship. 

Documentation / Notification Procedures: 

Employee to provide up to seven days’ notice before leave is taken when the need to use 
paid sick leave is reasonably foreseeable. 

If the need for Sick Leave is not foreseeable (e.g., unexpected illness), the employee must 
follow the notification procedure as outlined in AccentCare Attendance Policy. If 
circumstances prevent an employee from following the notification timeline in the 
AccentCare Attendance Policy, the employee must provide notice as soon as possible. 

AccentCare may require documentation if an employee is absent for three or more 
consecutive workdays. 

Employee’s use or payment of paid sick leave will not be delayed on the basis that the 
employer has not received the appropriate certification. Employees may be subject to 
disciplinary action (up to and including termination) against an employee who uses paid sick 
leave for an unauthorized purpose. AccentCare will follow all Leave Policies. Confidentiality 
rules apply. 

Compensation: 

Paid sick leave must be paid at the same rate and with the same benefits (including health 
care benefits) that the employee regularly earns. It must be paid by the next regular payroll 
period beginning after the employee used the leave. 

Carry-Over Requirements: 

Must allow employee to carry-over half of unused Paid Sick Leave, up to a maximum of 20 
hour for (“regular use Paid Sick Leave”) and up to 40 hours Paid Sick Leave that may be used 
only for FMLA eligible purposes (“Paid Sick Leave for FMLA”) for a total maximum of 60 hours. 

Fractions of an hour must round up and do not carry-over as fractions of an hour. 

Unused Accrued Sick Leave at the Time of Employment Termination: 

Employee’s accrued but unused sick leave is not paid out upon separation of employment. 
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 Colorado Paid Sick Leave Policy  

AccentCare follows Sick Leave Ordinance for Colorado. Covered employees begin accruing 
paid sick leave upon commencement of employment (or January 1st, 2021).  

Accrual: 

Colorado Paid Sick Leave is accrued at one hour for every 30 hours worked, up to a maximum 
of 48 hours per year. 

Eligibility: 

Full Time Regular Employees Sick time will be covered under AccentCare’ 
s PTO Policy ACHR-V.10. 

Part Time, Temporary, Casual, PRN Colorado Paid Sick Leave is accrued at one 
hour for every 30 hours worked, up to a 
maximum of 48 hours per year. 

Availability: 

Employees are entitled to use their accrued, unused paid sick leave as it is accrued. 

Uses of Paid Sick Leave: 

• The employee has a mental or physical illness, injury, or health condition; needs a 
medical diagnosis, care, or treatment related to such illness, injury, or condition; or 
needs to obtain preventive medical care. 

• The employee needs to care for a family member who has a mental or physical 
illness, injury, or health condition; needs a medical diagnosis, care, or treatment 
related to such illness, injury, or condition; or needs to obtain preventive medical care. 

• The employee or family member has been the victim of domestic abuse, sexual 
assault, or harassment and needs to be absent from work for purposes related to 
such crime; or 

• A public official has ordered the closure of the school or place of care of the 
employee's child or of the employee's place of business due to a public health 
emergency, necessitating the employee's absence from work. 

Documentation / Notification Procedures: 

Employee to provide up to seven days’ notice before leave is taken when the need to use 
paid sick leave is reasonably foreseeable. 

If the need for Sick Leave is not foreseeable (e.g., unexpected illness), the employee must 
follow the notification procedure as outlined in AccentCare Attendance Policy - ACHR –III.5. If 
circumstances prevent an employee from following the notification timeline in the 
AccentCare Attendance Policy, the employee must provide notice as soon as possible. 
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AccentCare may require documentation if an employee is absent for four or more 
consecutive workdays. Employee’s use or payment of paid sick leave will not be delayed on 
the basis that the employer has not received the appropriate certification. Employees may 
be subject to disciplinary action (up to and including termination) against an employee who 
uses paid sick leave for an unauthorized  
purpose. AccentCare will follow all Leave Policies. Confidentiality rules apply. However, 
employers may not require disclosure of details relating to domestic violence, sexual assault, 
or health. 

Sick Leave Increments of Use: 

Employees must use the leave in one-hour increments. 

Compensation for Sick Leave: 

Employees taking paid sick leave must receive compensation at their regular rate of pay, 
including health and other benefits. The regular rate does not include overtime, bonuses, or 
holiday pay. 

Carry-Over Requirements: 

AccentCare employees may carry-over, and use in subsequent calendar years, up to 48 
hours of paid sick leave that is not used in the year in which it is accrued.  

Definition of Year: 

The accrual year is January 1 – December 31.  

Unused Accrued Sick Leave at the Time of Employment Termination: 

Unused accruals are not paid at termination. 

Reinstatement of Sick Leave Hours upon Rehire: 

If a terminated employee is reinstated within six months, unused accruals prior to termination 
must be reinstated. 

Retaliation Prohibited by Law: 

Employees’ use of paid sick leave under the state law can’t result in disciplinary action or any 
form of retaliation. 

Contact Information: 

Employees with questions about this paid sick leave policy may contact HR at 
HRAdvisors@Accentcare.com 
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In addition to the paid sick leave accrued by an employee, the act requires an employer, 
regardless of size, to provide its employees an additional amount of paid sick leave during a 
public health emergency in an amount based on the number of hours the employee works. 

 Connecticut Paid Sick Leave Policy 

General Provisions:    

AccentCare follows Connecticut Paid Sick Leave under Public Act No. 11-52. 

Eligibility & Accrual: 

Eligible employees accrue at the rate of 1 hour of paid sick leave for every 40 hours worked, in 
1-hour increments up to a maximum of 40 hours per calendar year.  

A “service worker” is defined in the law as an employee who is: 

• Paid on an hourly basis or not exempt from the minimum wage and overtime 
compensation requirements of the federal Fair Labor Standards Act; and 

• Primarily engaged in one of the occupations listed in Section 1(7) of the statute and 
identified by occupation code numbers and titles used by the federal Bureau of Labor 
Statistics Standard Occupational Classification System.  
 

Full Time Regular Exempt Employees Not eligible under this plan. 

Full Time Regular Non-Exempt Employees Sick time will be covered under AccentCare’ s 
PTO Policy ACHR-V.10. 

Part Time, Temporary, Casual, PRN 1 hour of paid sick leave for every 40 hours 
worked, in 1-hour increments up to a 
maximum of 40 hours per calendar year. 

Availability: 

Eligible employees are entitled to use their accrued, unused paid sick leave beginning upon 
completion of their six-hundred eightieth (680) hour of employment from the date of hire.  

Eligible employees shall not be entitled to the use of accrued paid sick leave if the employee 
did not work an average of ten (10) or more hours a week for AccentCare in the most recently 
completed calendar quarter. 

Uses of Paid Sick Leave: 

Eligible employees can use accrued paid sick leave for: 

• The eligible employee’s (or child’s or spouse’s) illness, injury, or health condition. 
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• The medical diagnosis, care, or treatment of the service worker’s (or child’s or 
spouse’s) mental or physical illness, injury, or health condition. 

• Preventative medical care for the service worker (or child or spouse). 
• Medical care or counseling for a service worker who is a victim of family violence or 

sexual assault; obtaining services from a victim services organization; relocating; or 
participating in civil or criminal proceedings related to the family violence or sexual 
assault. 

Documentation / Notification Procedures: 

Employee to provide up to seven days’ notice before leave is taken when the need to use 
paid sick leave is reasonably foreseeable.  

If the need for Sick Leave is not foreseeable (e.g., unexpected illness), the employee must 
follow the notification procedure as outlined in AccentCare Attendance Policy - ACHR –III.5. If 
circumstances prevent an employee from following the notification timeline in the 
AccentCare Attendance Policy, the employee must provide notice as soon as possible. 

AccentCare may require documentation if an employee is absent for three or more 
consecutive workdays (however the specific nature of the illness is not required). Employee’s 
use or payment of paid sick leave will not be delayed on the basis that the employer has not 
received the appropriate certification. Employees may be subject to disciplinary action (up to 
and including termination) against an employee who uses paid sick leave for an 
unauthorized purpose. AccentCare will follow all Leave Policies. Confidentiality rules apply. 

Sick Leave Increments of Use: 

Eligible employees shall not be entitled to use more than the maximum number of accrued 
hours. 

Compensation for Sick Leave: 

Paid sick leave will be paid at a pay rate equal to the greater of either (1) the normal hourly 
wage for the eligible employee, or (2) the minimum fair wage rate under section 31-58 of the 
general statutes in effect for the pay period during which the employee used paid sick leave.  

For any eligible employee whose hourly wage varies depending on the work performed by the 
employee, the "normal hourly wage" shall mean the average hourly wage of the employee in 
the pay period prior to the one in which employee used paid sick leave. 

Carry-Over Requirements: 

Eligible employees may carry-over up to 40 unused accrued hours from the current calendar 
year to the next calendar year. 

Definition of Year: 

The accrual year is January 1 – December 31. 
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Unused Accrued Sick Leave at the Time of Employment Termination: 

Termination, employees will not be entitled to any unused hours of paid sick leave. 

Reinstatement of Sick Leave Hours upon Rehire: 

Following a break in service, the employee shall begin to accrue sick leave as a new hire and 
shall not be entitled to any unused hours of paid sick leave that had been accrued prior to 
the service worker's break in service. 

 

Retaliation Prohibited by Law:  

AccentCare will not take retaliatory personnel action or discriminate against an employee 
because the employee (1) requests or uses paid sick leave either in accordance with sections 
2 and 3 of this act or in accordance with the employer's own paid sick leave policy, as the 
case may be, or (2) files a complaint with the Labor Commissioner alleging the employer's 
violation of sections 2 to 6, inclusive, of this act. 

 

 Maryland Paid Sick and Safe Leave 

General Provisions:    

AccentCare follows the Maryland Healthy Working Families Act to provide eligible employees 
paid sick and safe leave.  

Eligibility & Accrual: 

Eligible employees accrue at the rate of 1 hour of paid sick leave for every 30 hours worked. 
Employees may not earn more than 40 hours in a year or accrue more than 74 hours of 
earned sick and safe leave at any time. 

 

Full Time Regular Exempt Employees Sick time will be covered under AccentCare’ 
s PTO Policy ACHR-V.10. 

Part Time, Temporary, Casual, PRN 1 hour of paid sick leave for every 40 hours 
worked, in 1-hour increments up to a 
maximum of 40 hours per calendar year. 

Availability: 

Eligible employees are entitled to use their accrued, unused paid sick leave beginning upon 
completion of their 106th day of employment from their date of hire.  

Uses of Paid Sick Leave: 
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An employee is allowed to use earned sick and safe leave under the following conditions: 

• To care for or treat the employee’s mental or physical illness, injury, or condition. 
• To obtain preventative medical care for the employee or the employee’s family 

member. 
• To care for a family member with a mental or physical illness, injury, or condition. 
• For maternity or paternity leave; or 
• The absence from work is necessary due to domestic violence, sexual assault, or 

stalking committed against the employee or the employee’s family member and the 
leave is being used: (1) to obtain medical or mental health attention; (2) to obtain 
services from a victim services organization; (3) for legal services or proceedings; or 
(4) because the employee has temporarily relocated as a result of the domestic 
violence, sexual assault, or stalking. 

A family member includes a spouse, child, parent, grandparent, grandchild, or sibling. 

Employees are permitted to use earned sick and safe leave in increments in certain amounts 
established by their employer. Employees are required to give notice of the need to use 
earned sick and safe leave when it is foreseeable. An employer may deny leave in certain 
circumstances. 

The Company may require verification for use of earned sick and safe leave if the employee  

(1) Used sick and safe leave for more than two consecutive scheduled shifts or  

(2) The employee used the leave during the period between the first 107 and 120 calendar 
days of employment and the employee and employer agreed to the verification at the time 
of hire. 

If an employee’s need to use sick and safe leave is foreseeable, the employer may require 
that the employee provide reasonable advance notice of not more than 7days before the 
date the employee intends to use the leave.  

If the need for Sick Leave is not foreseeable (e.g., unexpected illness), the employee must 
follow the notification procedure as outlined in AccentCare Attendance Policy - ACHR –III.5.  

If circumstances prevent an employee from following the notification timeline in the 
AccentCare Attendance Policy, the employee must provide notice as soon as possible. The 
request to use earned sick and safe may be denied if leave if the employee failed to provide 
notice and the employee’s absence will cause a disruption to the employer. 

Sick Leave Increments of Use: 

Eligible employees may use sick leave in increments of 1 hour. 

Compensation for Sick Leave: 
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Earned sick and safe leave, is compensated at the employee’s standard rate of pay.  

Carry-Over Requirements: 

Employees may carry over the balance of earned sick and safe leave to the following year 
(subject to the limitation that an employee may not accrue a total of more than 64 hours at 
any time).  

Definition of Year: 

The accrual year is January 1 – December 31. 

Unused Accrued Sick Leave at the Time of Employment Termination: 

Termination, employees will not be entitled to any unused hours of paid sick leave. 

Reinstatement of Sick Leave Hours upon Rehire: 

The law requires that if an employee is separated for less than 37 weeks and returns to work 
for the employer, the employer has to reinstate any earned but unused sick and safe leave. 

Retaliation Prohibited by Law: An employer is prohibited under the law from taking adverse 
action against an employee who exercises a right under the Maryland Healthy Working 
Families Act and an employee is prohibited from making a complaint, bringing an action, or 
testifying in an action in bad faith. 

 

 Massachusetts Earned Sick Time Policy 

Eligibility & Accrual: 

All employees of the Company whose primary place of employment is Massachusetts shall 
be eligible to accrue and use paid sick time. 

Sick time accrues at the rate of one (1) hour for every thirty (30) hours worked per calendar 
year, up to a maximum of 40 hours. For accrual purposes, exempt employees will be 
assumed to work 40 hours per week, unless they are normally scheduled to work fewer than 
40 hours, in which case earned sick time accrues based on their regular schedule. 

Availability: 

Employees may use up to 40 hours of accrued sick time per benefit year. Accrual of sick time 
begins on the employee’s first date of actual work, but employees may not use such earned 
sick time until 90 calendar days after their start date. 

Uses of Paid Sick Leave: 

Sick time is provided to allow employees to: 
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• Care for the employee’s own physical or mental illness, injury, or other medical 
condition that requires home, preventative, or professional care. 

• Care for a child, parent, spouse, or parent of a spouse who is suffering from a physical 
or mental illness, injury, or other medical condition that requires home, preventative, or 
professional care. 

• Attend routine medical and dental appointments for themselves or for their child, 
parent, spouse, or parent of a spouse. 

• Address the psychological, physical, or legal effects of domestic violence; or 
• Travel to and from an appointment, a pharmacy, or other location related to the 

purpose for which the time was taken. 

Use of sick time for other purposes is not allowed and may result in an employee being 
disciplined. Employees may not use sick time if the employee is not scheduled to be at work 
during the period of use. An employee may not accept a specific shift assignment with the 
intention of calling out sick for all or part of that shift. 

Earned sick time may be used for full or partial day absences. The smallest amount of sick 
time an employee can take is one hour. For uses beyond one hour, employee can use sick 
time in 15-minute increments. 

Documentation / Notification Procedures: 

Requests for Sick or Safe Time leave can be submitted by the employee using the Time Off 
feature in Workday; requested orally or in writing by an employee. Employees should give as 
much advance notice as is reasonable before the desired time off to determine staffing 
requirements and allow scheduling of coverage in the department. 

If an employee needs to be absent, to be late or to leave work early (for purposes that are 
permissible under the earned sick time law), the employee must give advance notice to his 
or her supervisor, except in an emergency. 

If the need for sick time is not foreseeable (e.g., unexpected illness), the employee must follow 
the notification procedure as outlined in AccentCare Attendance Policy - ACHR –III.5. If 
circumstances prevent an employee from following the notification timeline in the 
AccentCare Attendance Policy, the employee must provide notice as soon as possible. 

Sick time cannot be used as an excuse to be late for work without an authorized purpose. Up 
to 40 hours of unused sick time may be carried over into the following benefit year. 

Interaction with Other Types of Leave: 

If any time off covered under this policy is also covered under other Company leave of 
absence policies, sick time shall run concurrently with such leave. Employees may choose, 
and the Company may also re- quire employees, to use earned sick time to receive pay for 
absences under other leave policies if those absences would otherwise be unpaid. 
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State Reference: Citation: Mass. Gen. Laws Ch. 149 § 148C, 940 C.M.R. §§ 33.00-33.11. 

 Michigan Paid Sick Leave Policy 

AccentCare employees working in the state of Michigan will accrue sick time in accordance 
with Michigan’s Paid Medical Leave Act (MPMLA), MCL 408.961, et seq. 

Eligibility:  

Exempt and Non-Exempt Full Time regular 
benefit eligible employees 

Sick time will be covered under AccentCare’ 
s PTO Policy ACHR-V.10. 

Regular Part Time Employees and 
Employees working an average of 25 hours 
or more a week in the preceding calendar 
year (excludes exempt, temporary, PRN, 
Casual) 

Employees accrue 1 hour of sick time for 
every 35 hours worked per calendar year up 
to a maximum of 40 hours of paid sick leave 
per year. 

Exempt, Non-Exempt, Temporary, PRN, 
Casual Employees working less than 25 
hours per week (in preceding calendar 
year) 

Excluded from Eligibility. 

 
Availability: 

Earned sick time is available as it is accrued. Earned sick time carries over to the following 
year but is limited by the maximum use of 40 hours per calendar year.  

Uses of Paid Sick Leave & Increments of Use: 

Paid Sick Leave must be used in 1-hour increments and maybe used for these qualifying 
reasons: 

• Physical or mental illness, injury, or health condition of the employee or his or her 
family member.  

• Medical diagnosis, care, or treatment of the employee or employee’s family member.  
• Preventative care of the employee or his or her family member.  
• Closure of the employee’s primary workplace by order of a public official due to a 

public health emergency. 
• The care of his or her child whose school or place of care has been closed by order of 

a public official due to a public health emergency. 
• The employee’s or his or her family member’s exposure to a communicable disease 

that would jeopardize the health of others as determined by health authorities or a 
health care provider. 
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• For domestic violence and sexual assault situations, employees may use paid medical 
leave for any of the following:  

• Medical care or psychological or other counseling. 
• Receiving services from a victim services organization. 
• Relocation and obtaining legal services. 
• Participation in civil or criminal proceedings related to or 

resulting from domestic violence or sexual assault. 

Documentation / Notification Procedures: 
Employees must make a timely request for the use of earned sick time before their scheduled 
work time, with potential exceptions for unforeseen emergencies. 

Employees must be allowed at least 3 days to provide documentation.  

AccentCare may require reasonable documentation for the use of Sick Leave if the employee 
is out for more than three consecutive scheduled workdays or the employer suspects the 
employee is misusing the leave. AccentCare will follow all Leave Policies. Confidentiality rules 
apply. 

Requests for Sick Leave can be submitted by the employee using the Time Off feature in 
Workday; requested orally or in writing by an employee. Employees should give as much 
advance notice as is reasonable before the desired time off to determine staffing 
requirements and allow scheduling of coverage in the department. 

If the need for Sick Leave is not foreseeable (e.g., unexpected illness), the employee must 
follow the notification procedure as outlined in AccentCare Attendance Policy - ACHR –III.5. If 
circumstances prevent an employee from following the notification timeline in the 
AccentCare Attendance Policy, the employee must provide notice as soon as possible. 

Employees will be able to see amount of available earned sick time and or PTO time (as 
applicable) on their pay slip. 

Employees may view the ordinance notification poster at their location in English and 
Spanish, other languages are available. 

Compensation for Sick Leave: 

Paid medical leave must be paid at a pay rate equal to what the employee would have 
earned if the employee had worked the scheduled work time, exclusive of any overtime 
premium, or commissions, but no less than the Michigan minimum wage rate. 

Carry-Over Requirements: 

The earned paid sick time shall carry-over to the following year subject to the 40-hour 
limitation. 

Unused Accrued Sick Leave at the Time of Employment Termination: 
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Sick and Safe Time is not paid out upon termination. 

 

 Nevada Sick Time Policy 

AccentCare employees working in Nevada will accrue sick time in accordance with Nevada’s 
Senate Bill No. 312, Section 1, and Chapter 608. 
Eligibility & Accrual  

Exempt and Non-Exempt Full Time 
regular benefit eligible employees 

Sick time will be covered under AccentCare’ s PTO 
Policy ACHR-V.10. 

Part-time, Casual, PRN Employees  
Accrue .01923 hour of sick time for every hour worked 
per calendar year up to a maximum of 40 hours paid 
sick time per year. 

 
This policy does not apply to Temporary, Seasonal or On-Call Employees. 
Employees accrue Sick Time only for hours worked. 
Employees start earning Sick Time once they start working and can use Sick Time after they 
have been employed for 90 days. 
Earned sick time carries over to the following year but is limited to 40 hours carryover from 
year to year. Once an employee drops below 40 hours of accrued time, the employee starts 
accruing again, unless they have already accrued 40 hours in the reporting year. 
 
Availability 
Earned sick leave is available for use following 90 days of employment. 
 
Uses of Paid Sick Leave 
Employees are not required to disclose the nature of the illness or other specific reason for 
the absence when making a request for Sick Time. 
 
Documentation / Notification Procedures 
Requests for Sick Time can be submitted by the employee using the Time Off feature in 
Workday; requested orally or in writing by an employee. Employees should give as much 
advance notice as is reasonable before the desired time off in order to determine staffing 
requirements and allow scheduling of coverage in the department. 
If the need for Sick Time leave is not foreseeable (e.g., unexpected illness), the employee must 
follow the notification procedure as outlined in AccentCare Attendance Policy - ACHR –III.5. If 
circumstances prevent an employee from following the notification timeline in the 
AccentCare Attendance Policy, the employee must provide notice as soon as possible.
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Employees will be able to see amount of available earned sick time and or PTO time (as 
applicable) on their pay slip 
 
Sick Leave Increments of Use 
Employees covered under this policy may use sick time in hour increments. 
 
Compensation for Sick Leave 
Compensation for paid leave available for use by the employee at the rate of pay at which 
the employee is compensated at the time such leave is taken. Paid on the same payday as 
the hours taken are normally paid. 
 
Carryover Requirements 
Up to 40 hours of unused earned sick leave can be carried over into the next benefit year. 
However, employees may only use up to 40 hours of leave per benefit year.  
 
Definition of Year 
Benefit/Accrual Year – January 1st – December 31st    
 
Separation 
Unused paid leave is not paid out upon termination. 
 
Reinstatement of Sick Leave Hours upon Rehire 
If an employee is rehired within 90 days after separation from that employer, and the 
separation from employment was not due to the employee voluntarily leaving his or her 
employment, any previously unused paid leave hours available for use by that employee will 
be reinstated. 
 
Retaliation Prohibited by Law 
AccentCare will not retaliate against an employee for requesting or using earned sick leave, 
filing a complaint with the Department of Business & Industry, Office of the Nevada Labor 
Commissioner, or because the employee informs any other person of his or her rights under 
the law. Retaliation includes any discipline, discharge, demotion, suspension, loss or reduction 
of pay, or any other adverse action.  
 
 
 
Contact Information 
Employees with questions about this paid sick leave policy may contact their HR Business 
Partner. 
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New Jersey Paid Sick Leave Policy 

General Provisions: 

AccentCare employees working in the state of New Jersey will accrue sick time in accordance 
with New Jersey’s Earned Sick Leave Law. 

Eligibility & Accrual: 

Full Time Regular Employees 
Sick time will be covered under AccentCare’ s PTO Policy 
ACHR-V.10. 

Part Time, Temporary, Casual, PRN 

Accrual begins 10/29/2018 or the first day of 
employment whichever is later. Employees accrue 1 
hour of sick time for every 30 hours worked, with a cap 
of 40 hours per benefit year. (Benefit year = Calendar 
Year) 

Availability: 

Earned sick leave is available for use following the 120th day of employment. 

Uses of Paid Sick Leave: 

Sick time may be used for:  

• Care for their own, or a family member’s, physical or mental health or injury. 
• Address domestic or sexual violence.  
• Attend a child’s school-related meeting, conference, or event. 
• Take care of children when school or childcare is closed due to an epidemic or public 

health emergency.  

For more details or to read the law and proposed rules, go to www.nj.gov/labor/earnedsick.  

 
 
Family Members: 

Child (biological, adopted, or foster child; stepchild; legal ward; child of a domestic partner or 
civil union partner) ; Grandchild; Sibling; Spouse; Domestic partner or civil union partner; 
Parent; Grandparent; Spouse, domestic partner, or civil union partner of an employee’s 
parent or grandparent; Sibling of an employee’s spouse, domestic partner, or civil union 
partner ; Any other individual related by blood to the employee ; Any individual whose close 
association with the employee is the equivalent of family 

Documentation / Notification Procedures: 
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Employees are to work with their manager / supervisor regarding the need for leave and 
provide up to seven days’ notice before leave is taken when the need to use paid sick leave is 
reasonably foreseeable.  

If the need for Sick Leave is not foreseeable (e.g., unexpected illness), the employee must 
follow the notification procedure as outlined in AccentCare Attendance Policy - ACHR –III.5. If 
circumstances prevent an employee from following the notification timeline in the 
AccentCare Attendance Policy, the employee must provide notice as soon as possible. 

AccentCare may require documentation if an employee is absent for three or more 
consecutive workdays; or where the need for sick leave is not foreseeable and is being 
sought for us during high-volume periods or special events. (The specific nature of the illness 
will not be required).  

Employee’s use or payment of paid sick leave will not be delayed on the basis that the 
employer has not received the appropriate certification. Employees may be subject to 
disciplinary action (up to and including termination) against an employee who uses paid sick 
leave for an unauthorized purpose. AccentCare will follow all Leave Policies. Confidentiality 
rules apply. 

Sick Leave Increments of Use: 

Employees covered under this policy may use sick time in hour increments. 

 
 
 
Compensation for Sick Leave: 

Employees are paid the rate the employee normally earns. To calculate the rate of earned 
sick leave pay for an employee whose pay fluctuates, has two or more different jobs, is paid 
by piecework, or whose pay includes gratuities, food, or lodging, add together the total 
earnings, exclusive of overtime pay, for the seven most recent workdays, and divide that by 
the total hours of work during that seven-day period. For base plus commission or 
commission only, the earned sick leave pay rate is the hourly base wage or the state 
minimum wage, whichever is greater. 

Carry-Over Requirements: 

Up to 40 hours of unused earned sick leave can be carried over into the next benefit year. 
However, employees may only use up to 40 hours of leave per benefit year.  

Unused Accrued Sick Leave at the Time of Employment Termination: 

An employer is not required to pay out accrued sick leave when employment ends. 

Reinstatement of Sick Leave Hours upon Rehire: 
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A covered employee rehired by AccentCare within six (6) months following separation from 
employment with AccentCare shall have any previously accrued Paid Sick Time reinstated 
and available for use at the time of recommencement of employment. 

Retaliation Prohibited by Law:  

AccentCare will not retaliate against an employee for requesting or using earned sick leave, 
filing a complaint with NJDOL, or because the employee informs any other person of his or her 
rights under the law. Retaliation includes any discipline, discharge, demotion, suspension, loss 
or reduction of pay, or any other adverse action.  

For more details or to read the law and proposed rules, go to www.nj.gov/labor/earnedsick.  

 

New York Paid Sick Leave Policy 

General Provisions: 

AccentCare employees working in the state of New York will accrue sick time in accordance 
with New York Earned Sick Leave Law. 

Eligibility & Accrual: 

Full Time Regular Employees 
Sick time will be covered under Accent Care’s PTO Policy 
ACHR-V.10. 

Part Time, Temporary, Casual, PRN 
Employees accrue 1 hour of sick time for every 30 hours 
worked, with a cap of 56 hours per benefit year. (Benefit 
year = Calendar Year) 

Availability: 

Earned sick leave is available for use as accrued. 

Uses of Paid Sick Leave: 

Employees may use accrued leave following a verbal or written request to their employer for 
the following reasons impacting the employee or a member of their family for whom they are 
providing care or assistance with care: 

Sick Leave: 

• For mental or physical illness, injury, or health condition, regardless of whether it has 
been diagnosed or requires medical care at the time of the request for leave*; or 

• For the diagnosis, care, or treatment of a mental or physical illness, injury or health 
condition; or need for medical diagnosis or preventive care. 
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*This includes using leave for the recovery of any side effects of the COVID-19 vaccination. 
Please see 'Guidance on the use of Paid Sick Leave for COVID-19 vaccine recovery time'. 
 
Safe Leave: 

• For an absence from work when the employee or employee’s family member has 
been the victim of domestic violence as defined by the State Human Rights Law, a 
family offense, sexual offense, stalking, or human trafficking due to any of the following 
as it relates to the domestic violence, family offense, sexual offense, stalking, or 
human trafficking: 

o to obtain services from a domestic violence shelter, rape crisis center, or other 
services program. 

o to participate in safety planning, temporarily or permanently relocate, or take 
other actions to increase the safety of the employee or employee’s family 
members. 

o to meet with an attorney or other social services provider to obtain information 
and advice on, and prepare for or participate in any criminal or civil 
proceeding. 

o to file a complaint or domestic incident report with law enforcement. 
o to meet with a district attorney’s office. 
o to enroll children in a new school; or 
o to take any other actions necessary to ensure the health or safety of the 

employee or the employee’s family member or to protect those who associate 
or work with the employee. 

Family Members: 

“Family member” is defined as an employee’s child, spouse, domestic partner, parent, sibling, 
grandchild, or grandparent, and the child or parent of an employee’s spouse or domestic 
partner. “Parent” is defined as a biological, foster, step, or adoptive parent, or a legal guardian 
of an employee, or a person who stood in loco parentis when the employee was a minor 
child. “Child” is defined as a biological, adopted or foster child, a legal ward, or a child of an 
employee standing in loco parentis. 

Documentation / Notification Procedures: 
Employees may use accrued leave following a verbal or written request to their employer for 
reasons listed under use of sick pay, impacting the employee or a member of their family for 
whom they are providing care or assistance with care: 
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Sick Leave Increments of Use: 

Employees may use leave in increments of 1 hour. 

Compensation for Sick Leave: 

Employees are paid their normal rate of pay for any paid leave time, or the applicable 
minimum wage rate, whichever is greater. No allowances or credits (e.g., tip credits) may be 
claimed for paid leave hours. 

Carry-Over Requirements: 

Employees may carryover unused sick leave into the next benefit year, however the use is still 
limited to 56 hours per benefit year. 

Unused Accrued Sick Leave at the Time of Employment Termination: 

An employer is not required to pay out accrued sick leave when employment ends. 

Retaliation Prohibited by Law:  

AccentCare will not retaliate against an employee in any way for exercising their rights to use 
sick leave. Furthermore, employees must be restored to their position of employment as it 
had been prior to any sick leave taken. Employees who believe that they have been retaliated 
against for exercising their sick leave rights should contact the Department of Labor’s Anti-
Retaliation Unit at 888-52-LABOR or LSAsk@labor.ny.gov.
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New York City Paid Sick Leave Policy 

General Provisions: 

AccentCare employees working in New York City will accrue sick time in accordance with New 
York City Earned Sick Leave Law. 

Eligibility & Accrual: 

Full Time Regular Employees Sick time will be covered under Accent Care’s PTO Policy  

Part Time, Temporary, Casual, PRN 
Employees accrue 1 hour of sick time for every 40 hours 
worked, with a cap of 56 hours per benefit year. (Benefit 
year = Calendar Year) 

Availability: 

Earned sick leave is available for use as accrued. 

Uses of Paid Sick Leave: 

Covered employees can use safe leave if they or a family member may be the victim of any 
act or threat of domestic violence, unwanted sexual contact, stalking, or human trafficking, 
and they need to take actions necessary to restore the physical, psychological, or economic 
health or safety of themselves or family members, or to protect those who associate or work 
with the employee, including to: • Obtain services from a domestic violence shelter, rape crisis 
center, or other services program. • Participate in safety planning, relocate, or take other 
actions to protect the employee’s safety or that of the employee’s family members, including 
enrolling children in a new school. • Meet with an attorney or social service provider to obtain 
information and advice related to custody; visitation; matrimonial issues; orders of 
protection; immigration; housing; discrimination in employment, housing, or consumer credit. 
• File a domestic incident report with law enforcement or meet with a district attorney’s office. 
• Attend civil or criminal court dates related to any act or threat of domestic violence, 
unwanted sexual contact, stalking, or human trafficking. 

 

Family Members: 

Documentation / Notification Procedures: 

Employers can require documentation when employees use more than three workdays in a 
row of safe and sick leave.   

If the need for Sick Leave is not foreseeable (e.g., unexpected illness), the employee must 
follow the notification procedure as outlined in AccentCare Attendance Policy. If 
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circumstances prevent an employee from following the notification timeline in the 
AccentCare Attendance Policy, the employee must provide notice as soon as possible. 

Sick Leave Increments of Use: 

Employees may use leave in increments of 1 hour. 

Compensation for Sick Leave: 

Employees are paid their normal rate of pay for any paid leave time, or the applicable 
minimum wage rate, whichever is greater. No allowances or credits (e.g., tip credits) may be 
claimed for paid leave hours. 

Carry-Over Requirements: 

Employees may carryover unused sick leave into the next benefit year, however the use is still 
limited to 56 hours per benefit year. 

Unused Accrued Sick Leave at the Time of Employment Termination: 

An employer is not required to pay out accrued sick leave when employment ends. 

Retaliation Prohibited by Law:  

AccentCare will not retaliate against an employee in any way for exercising their rights to use 
sick leave. Employees who believe that they have been retaliated against for exercising their 
sick leave rights should contact the Consumer and Worker Protection to learn more or to file 
a complaint. Visit nyc.gov/workers | Call 311 and ask for “Paid Safe and Sick Leave” You can 
also make an ANONYMOUS tip. 
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Oregon Sick Time Policy 

General Provisions: 

The Oregon Sick Time Policy preempts those of the cities of Portland and Eugene. This policy 
does not affect current employee PTO plans.  

Eligibility, Accrual & Increments of Use: 

Employees begin accruing sick time on the first day of employment and earn one (1) hour of 
sick time for every 30 hours worked.  

Employees may use accrued sick time on the 91st calendar day of employment and may use 
sick time as it is accrued. The use of sick time will be limited to 40 hours per anniversary year 
with any remaining hours carried over to the following year up to the maximum of 40 hours). 

Employees must use accrued sick time in no less than 1-hour increments There is no payout 
of accrued sick time at termination. 

Uses of Paid Sick Leave: 

Employees can use the Paid Sick Leave for: 

• The employee’s mental or physical illness, injury, or health condition.  
• Care of a family member who needs medical diagnosis, care, or treatment of a 

mental or physical illness, injury, or health condition. 
• To care of a family member with a mental or physical illness, injury, or health 

condition; care of a family member who needs medical diagnosis, care, or treatment 
of a mental or physical illness, injury, or health condition. 

• For any reason set forth in the state family and medical leave law. 
• For reasons related to domestic violence, harassment, sexual assault, or stalking. 
• To donate accrued sick time to another employee if the other employee uses the 

donated sick time for a purpose specified by law, and the employer has a policy that 
allows an employee to donate sick time for a purpose specified by law. 

• In the event of a public health emergency (e.g., closure of the employee’s place of 
business, or the school or place of care of the employee’s child, a determination by a 
public health authority or healthcare provider that the employee or family member’s 
presence in the community would jeopardize the health of others, or the exclusion of 
the employee form the workplace under any law or rule for health reasons). 

Family Members: 

Covered Family Members includes the employee’s souse, same-gender domestic partner, 
custodial parent, non-custodial parent, adoptive parent, foster parent, biological parent, 
step- parent, parent-in-law, a parent of an employee’s same-gender domestic partner, an 
employee’s grand- parent or grandchild, or a person with whom the employee is or was in a 



 
 
 
 

244 
 

relationship in loco parentis. Also includes the biological, adopted, foster child, or stepchild of 
an employee or the child of an employee’s same-gender domestic partner. An employee’s 
child in any of these categories maybe either a minor or an adult at the time qualifying leave 
is taken. 

Requests for sick time are to be submitted by the employee using the Time Off feature in 
Workday or the sick days can be requested orally or in writing by an employee. Employees 
should give as much advance notice as is reasonable before the desired time off to 
determine staffing requirements and allow scheduling of coverage in the department. Where 
the need is unforeseeable the employee need only give notice to their supervisor/manager 
as soon as practical 

Medical documentation is not required as a condition of using sick time (unless authorized by 
another law (e.g., FMLA, CRFA, PDL, ADA etc.) (Refer to LOA policy ACHR-V.6). 

Compensation for Sick Leave: 

Accrued sick time used is paid at the regular rate of pay that the employee would have been 
paid for the period in which sick time was used (overtime, bonuses, other incentive pay, 
holiday pay, other premium rates are not included). 

Exempt employee’s accrual is based on 40 hours per workweek unless the actual workweek 
of the employee less than 40, in which case sick time accrues based on the actual workweek 
of the employee. 

Retaliation Prohibited by Law: 

AccentCare will not retaliate against an employee for using or requesting to use accrued sick 
days. 
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Pittsburg, PA Paid Sick Leave Policy 

General Provisions: 

AccentCare follows Pittsburgh City Code Chapter 626: Pittsburgh Paid Sick Days Act. 

Eligibility & Accrual: 

AccentCare employees who perform work within the geographic boundaries of the city for at 
least 35 hours per year.  

Full Time Regular Employees 
Sick time will be covered under AccentCare’ 
s PTO Policy ACHR-V.10. 

Part Time, Temporary, Casual, PRN 

Employees accrue 1 hour of sick time for 
every 35 hours worked, with a cap of 40 
hours per year. (Benefit year = Calendar 
Year). 

 
Availability: 

Employees are entitled to use their accrued, unused paid sick leave beginning 90th day of 
employment. 

Uses of Paid Sick Leave: 

Sick time may be used for:  

• An employee's mental or physical illness, injury or health condition; an employee's 
need for medical diagnosis, care or treatment of a mental or physical illness, injury or 
health condition; or an employee's need for preventive medical care.  

• Care of a family member with a mental or physical illness, injury or health condition; 
care of a family member who needs medical diagnosis, care or treatment of a mental 
or physical illness, injury or health condition; or care of a family member who needs 
preventive medical care.   

• Closure of the employee's place of business due to a public health emergency, or an 
employee's need to care for a child whose school or place of care has been closed 
due to a public health emergency, or care for a family member who would jeopardize 
the health of others because of exposure to a communicable disease.  

Documentation / Notification Procedures: 

Employee to provide up to seven days’ notice before leave is taken when the need to use 
paid sick leave is reasonably foreseeable.  
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If the need for Sick Leave is not foreseeable (e.g., unexpected illness), the employee must 
follow the notification procedure as outlined in AccentCare Attendance Policy. If 
circumstances prevent an employee from following the notification timeline in the 
AccentCare Attendance Policy, the employee must provide notice as soon as possible. 

AccentCare may require documentation if an employee is absent for three or more 
consecutive workdays (however the specific nature of the illness is not required). Employee’s 
use or payment of paid sick leave will not be delayed on the basis that the employer has not 
received the appropriate  

AccentCare may require documentation if an employee is absent for three or more 
consecutive workdays (however the specific nature of the illness is not required). Employee’s 
use or payment of paid sick leave will not be delayed on the basis that the employer has not 
received the appropriate  
certification. Employees may be subject to disciplinary action (up to and including 
termination) against an employee who uses paid sick leave for an unauthorized purpose. 
AccentCare will follow all Leave Policies. Confidentiality rules apply. 

Sick Leave Increments of Use: 

Employees covered under this policy may use sick time in hour increments. 

Compensation for Sick Leave: 

Sick time is compensated at the same base rate of pay and with the same benefits, including 
health care benefits, as an employee would have earned at the time, he or she took paid sick 
time. Compensation does not include lost tips or commissions and covers only hours that an 
employee was scheduled to have worked. The sick time hourly wage must be at least the 
state minimum wage.  

Carry-Over Requirements: 

Employees are allowed to carry-over accrued sick time from year to year. With the applicable 
cap applying each year. 

Unused Accrued Sick Leave at the Time of Employment Termination: 

An employer is not required to pay out accrued sick leave when employment ends. 

Reinstatement of Sick Leave Hours upon Rehire: 

A covered employee rehired by AccentCare within six (6) months following separation from 
employment with AccentCare shall have any previously accrued Paid Sick Time reinstated 
and available for use at the time of recommencement of employment. 

Retaliation Prohibited by Law:  
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Retaliation against Employees who request or use accrued Sick Time is prohibited. If you feel 
your rights have been violated because you have been denied the right to accrue or use 
accrued Sick Time, you have the right to file a complaint with the Mayor’s Office of Equity. For 
more information or to file a complaint please visit http://paidsickleave.pittsburghpa.gov.  

 

Rhode Island Paid Sick Leave Policy 

General Provision 

AccentCare follows Rhode Island Sick and Safe Leave in accordance with the state law. 

Accrual 

Employees earn (1) one hour of sick/safe leave for every 35 hours worked.   
 
Eligibility  
Employees are eligible to accrue as of July 1, 2018, or the beginning of employment whichever 
is later. 
 

Full time regular 
employees 

sick time will be covered under AccentCare’ s PTO Policy 
ACHR-V.10 

Part time, 
Temporary, Casual, 
PRN  

May accrue (1) hour of paid sick and safe time for every 35 
hours worked up to a maximum of 40 hours 

 

 
 
Availability 

Regular employees of AccentCare may use accrued sick pay following 90 days of 
employment. 
Temporary employees may use accrued sick pay following 180 days of employment. 

Use of Paid Sick Leave 

Paid sick leave may be used for: 

• An employee’s own physical or mental illness, need for diagnosis, care, or treatment. 

• Care of an employee’s family member’s mental or physical illness, need for 
diagnosis, care, or treatment. 
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• Closure of the employee’s place of business or child’s school due to a public health 
emergency; or 

• Time needed when the employee or a family member is a victim of domestic 
violence, sexual assault, or stalking. 

 
“Family member” includes a child, parent, spouse, mother-in-law, father-in-law, grandparent, 
grandchild, domestic partner, sibling, care recipient, or member of the employee’s household. 

 

"Care recipient" means a person for whom the employee is responsible for providing or 
arranging health or safety-related care, including, but not limited to, helping the person 
obtain diagnostic, preventive,  
routine, or therapeutic health treatment or ensuring the person is safe following domestic 
violence, sexual assault, or stalking. 

Documentation / Notification Procedures 

Requests for Sick and Safe Time can be submitted by the employee using the Time Off 
feature in Workday; requested orally or in writing by an employee.  Employees should give as 
much advance notice as is reasonable before the desired time off in order to determine 
staffing requirements and allow scheduling of coverage in the department. 

If the need for Sick and Safe Time leave is not foreseeable (e.g., unexpected illness), the 
employee must follow the notification procedure as outlined in AccentCare Attendance 
Policy - ACHR –III.5. If circumstances prevent an employee from following the notification 
timeline in the AccentCare Attendance Policy, the employee must provide notice as soon as 
possible. 

Notification to employees 

Employees will be able to see amount of available earned sick time and or PTO time (as 
applicable) on their pay slip 

Employees may view the ordinance notification poster at their work location or on the 
Company Intranet. 

Carryover Requirements 

Paid sick leave may be carried over to the following calendar year, but the use of leave in a 
given calendar year may not exceed 40 hours  

Definition of Year 

Calendar Year – January 1 – December 31st  

Separation and Reinstatement 
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Paid sick leave may be carried over to the following calendar year, but the use of leave in a 
given calendar year may not exceed 40 hours. 
Accrued sick leave is not paid out upon termination of employment. 
Reinstatement of Sick Leave Hours upon Rehire 
Employees who terminate and are rehired within one hundred thirty-five (135) days of 
separation and had previously accrued paid sick and safe leave time that had not been used 
shall be reinstated.  
 
Employees may use accrued paid sick and safe leave time and accrue additional sick and 
safe leave time at the re-commencement of employment. 
Retaliation is prohibited by law 
Contact Information 
Employees with questions about this paid sick leave policy may contact HR at 
HRAdvisors@AccentCare.com 
 
Seattle Paid Sick and Safe Time Ordinance Policy 

General Provisions: 

AccentCare follows Seattle's Paid Sick and Safe Time (PSST) Ordinance, Chapter 14.16, that 
went into effect on September 1, 2012. Seattle’s PSST Ordinance provides employees working 
in Seattle with paid hours to take time off from work due to illness or a safety issue. 
AccentCare is a Tier 3 employer. 

Eligibility & Accrual: 

Who is covered? 

• Employees who perform work in Seattle: 
• Full-time, part-time, temporary, and occasional-basis employees. 
• Employees who telecommute in Seattle. 
• Employees who stop in Seattle as a purpose of their work. 
• Paid sick and safe time is provided for all employees working in Seattle, including full 

time, part time, temporary, and seasonal employees. 

Accrual begins on September 1, 2012, or when the employee is hired after this date. 

Accrual is based on hours worked in Seattle including overtime for non-exempt employees. 

Employees who are based outside of Seattle and work in Seattle on an occasional basis (i.e., 
ad-hoc, not regularly scheduled) are covered by the PSST ordinance, and may use PSST 
hours, after working in Seattle for more than 240 hours in a benefit year. At that point, 
employees may use all the PSST hours accrued during the first 240 hours in Seattle, and 
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employees will continue to accrue and use PSST for all hours worked in Seattle during their 
tenure with AccentCare. 

 
PSST Excludes: 

• Federal, state, or county government employers.  
• Employees who work or telecommute outside of Seattle. 
• Employees who travel through Seattle. 
• Students enrolled in a work study program. 

Availability: 
An employee shall be entitled to use accrued paid sick time and paid safe time beginning on 
the 90th calendar day after the commencement of employment. 
Uses of PSST Leave: 
Sick Time can be used for: 

• An absence resulting from an employee's mental or physical illness, injury, or health 
condition; to accommodate the employee's need for medical diagnosis, care, or 
treatment of a mental or physical illness, injury, or health condition; or an employee's 
need for preventive medical care. 

• To allow the employee to provide care of a family member with a mental or physical 
illness, injury, or health condition; care of a family member who needs medical 
diagnosis, care, or treatment of a mental or physical illness, injury, or health condition; 
or care of a family member who needs preventive medical care. 

Safe Time can be used for: 
• Survivors of domestic violence, sexual assault or stalking. 
• Closure of workplace or child’s school or place of care by public official to limit 

exposure to infectious agent, biological toxin or hazardous material. 

Family Members: 

For paid sick and for paid safe time, “family member” includes a spouse, registered domestic 
partner, child, parent, grandparent, and parent-in-law. 

For paid safe time only, “household member” includes stepparents and stepchildren, 
grandchildren, current and former spouses and domestic partners, persons who have a child 

Accrual of Paid Sick / Safe Time 1 hour for every 30 hours worked. 

Use of Paid Sick / Safe Time 72 hours per calendar year. 

Carry-Over of Unused Paid Sick / Safe Time 72 hours per calendar year. 
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in common, adult persons related by blood or marriage, adult persons who have resided or 
are residing together, and persons 16 years of age or older who are or were residing together 
and who are or were in a dating relationship. 

 
Documentation / Notification Procedures: 

Employees do not have to ask specifically for PSST or disclose the nature of an illness or the 
specific reason related to a critical safety issue, but employees do have to give AccentCare 
enough information to understand that the absence is for a PSST qualifying reason. 
AccentCare will maintain the confidentiality of information provided by the employee or 
others regarding employees’ request for PSST. 

Employees are not required to disclose the nature of the illness or other specific reason for 
the absence. AccentCare will maintain the confidentiality of information provided by the 
employee or others in support of an employee's request for PSST. 

For sick time, medical documentation is not required as a condition of using sick leave 
(unless authorized by another law (e.g., FMLA, CFRA, PDL, ADA, etc.). 

For safe time, the supporting documentation must indicate that the employee or a family or 
household member is experiencing domestic violence, sexual assault, or stalking, and that 
the leave was taken for a purpose covered by the law. This could include a police report, a 
court order, or other documentation that the employee or the employee's family member is 
experiencing domestic violence, sexual assault, or stalking, including a written statement by 
the employee.  

For safe time related to closure of a child’s school or place of care, the employee may provide 
the notice of closure the employee received. 

AccentCare may request documentation when an employee uses PSST in two circumstances 

• Use of PSST for more than three consecutive days. 
• In a clear instance or pattern of abuse. 

AccentCare notifies employees of their available paid sick and safe time on their pay slip 
each pay period. 

PSST Increments of Use: 

Employees may use PSST in increments no less than 15 minutes. 

Hourly, non-exempt employees PSST increments round to the nearest quarter of an hour (i.e., 
15-minute increments). 

Overtime exempt employees: Deduction of PSST in accordance with state and federal law. 

Compensation for PSST: 
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When using PSST, employees will be paid their regular rate of pay (i.e., the rate that they 
would have earned if they had shown up for work) but will not be entitled to lost commissions 
or tips. 

The payment of Sick or Safe Time leave hours will correspond to the number of hours of the 
scheduled shift.  

Example: If leave is requested for shift scheduled for 7 hours, then 7 hours, or all available 
hours if less than 7, will be deducted from the employee’s leave accrual. 

Carry-Over Requirements: 

Employees can use up to 72 hours of PSST each year and carry-over up to 72 hours of unused 
PSST annually.  

Definition of Year: 

The accrual year is January 1 – December 31.  

Unused Accrued PSST at the Time of Employment Termination: 

The balance of any unused accrued PSST time at an employee’s separation / termination is 
not paid out.  

Reinstatement of PSST Hours upon Rehire: 

If an employee is separated from employment and rehired within twelve (12) months, 
AccentCare will reinstate the employee’s PSST balance as of the date of separation. 

Retaliation Prohibited by Law:  

PSST will not be counted as an absence that may result in discipline. 

AccentCare will take reasonable disciplinary action for clear instance or pattern of abuse. 

The Seattle Office of Labor Standards (OLS) is responsible for enforcing this ordinance and 
ensuring that employees are not retaliated against for using Paid Sick and Safe Time. An 
employee who experiences a violation of PSST rights may file a complaint with OLS or bring a 
civil action. OLS also provides free technical assistance, brochures, posters and other 
resources.  

For more information from OLS, call 206-256-5297 or visit www.seattle.gov/laborstandards  

Absence Notification Procedures: 

Employees must follow the procedure for absences, including marking the timesheet 
accordingly.  

Requests for PSST leave can be submitted by the employee using the Time Off feature in 
Workday or the PSST days can be requested orally or in writing by an employee. Employees 
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should give as much advance notice as is reasonable before the desired time off to 
determine staffing requirements and allow scheduling of coverage in the department. 

Foreseeable leave: A written request at least ten (10) days in advance of leave. 

Paid safe time: End of first day of for domestic violence, sexual assault or stalking. 

If the need for PSST is not foreseeable (e.g., unexpected illness), the employee must follow the 
notification procedure as outlined in AccentCare Attendance Policy - ACHR –III.5. If 
circumstances prevent an employee from following the notification timeline in the 
AccentCare Attendance Policy, the employee must provide notice as soon as possible. If the 
reason for the absence involves domestic violence, sexual assault, or stalking, the employee 
must provide oral or written notice no later than the end of the first day of using PSST. 

Contact Information: 

Employees with questions about Paid Sick and Safe Time benefits may contact HR at 
HRAdvisors@Accentcare.com 

St Paul, MN and Minneapolis, MN Paid Sick / Safe Time Policy 

AccentCare employees working in the city of St Paul, MN will accrue sick time in accordance 
with St Paul City Ordinance ((St Paul City Ordinance §233.01)). 

AccentCare employees working in Minneapolis, MN will accrue sick time in accordance with 
Minneapolis, MN Ordinance (Ord. No. 2016-040) 

The ordinance does not apply to independent contractors or unpaid interns. 

Eligibility & Accrual: 

Eligible employees (full time, part-time, PRN, Temporary) must work at least 80 hours in the 
calendar year in the qualifying city. 

Full Time Regular Employees 
Sick time will be covered under AccentCare’ 
s PTO Policy ACHR-V.10. 

Part Time, Temporary, Casual, PRN 

Employees accrue 1 hour of sick time for 
every 30 hours worked per calendar year up 
to a maximum of 48 hours of paid sick / 
safe time per year.  

Employees start earning Sick and Safe Time once they start working and can use Sick and 
Safe Time after they have been employed for 90 days. 
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Earned sick/ safe time carries over to the following year but is limited to 80 hours carry-over 
from year to year. Once an employee drops below 80 hours of accrued time, the employee 
starts accruing again, unless they have already accrued 48 hours in the reporting year. 

Uses of Paid Sick Leave: 

• For an employee's own (or to care for a family member’s) mental or physical illness, 
injury, or health condition; medical diagnosis, care, or treatment of a mental or 
physical illness, injury, or health condition; or need for preventive medical care. 

• For an absence due to domestic abuse, sexual assault, or stalking of the employee or 
employee's family member, if that absence is used to seek medical attention, 
counseling or legal services; services from a victim services organization; or 
relocation. 

• In case of closure of the employee's place of business due to a public health 
emergency. 

• To care for a family member whose school or place of care has been closed due to a 
public health emergency or other unexpected closure 

Documentation / Notification Procedures: 

Employees must make a timely request for the use of earned sick time before their scheduled 
work time, with potential exceptions for unforeseen emergencies.  

AccentCare may require reasonable documentation for the use of Sick and Safe Time if the 
employee is out for more than three consecutive scheduled workdays or the employer 
suspects the employee is misusing the leave. 

Reasonable documentation for sick time includes any documentation that indicates the 
employee sought and received medical treatment, such as a doctor’s note. If a doctor’s note 
is requested, the employee must be allowed at least 14 days from his or her return to obtain 
the note. 

If an employee works between using Sick and Safe Time absences, the employer may request 
additional documentation for the second absence only if at least two weeks have passed. 

Reasonable documentation for safe time must communicate that the employee or the 
employee’s family member is experiencing domestic violence, sexual assault or stalking and 
that the leave is taken for a purpose covered by the Sick and Safe Time ordinance. 
Reasonable documentation may include a police report, court order, or an employee’s 
written statement.  Confidentiality rules apply. 

New of Absence Notification Procedures: 

Requests for Sick and Safe Time can be submitted by the employee using the Time Off 
feature in Work- day; requested orally or in writing by an employee. Employees should give as 
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much advance notice as is reasonable before the desired time off to determine staffing 
requirements and allow scheduling of coverage in the department. 

If the need for Sick and Safe Time leave is not foreseeable (e.g., unexpected illness), the 
employee must follow the notification procedure as outlined in AccentCare Attendance 
Policy - ACHR –III.5. If circumstances prevent an employee from following the notification 
timeline in the AccentCare Attendance Policy, the employee must provide notice as soon as 
possible. 

Notification to employees: 

Employees will be able to see amount of available earned sick time and or PTO time (as 
applicable) on their pay slip. Employees may view the ordinance notification poster at their 
location in English and Spanish, other languages are available. 

Compensation for Sick Leave: 

An employer must compensate Sick and Safe Time at the employee's standard hourly rate. 
Sick and Safe Time used for scheduled overtime is required to be paid only at an employee’s 
regular rate, not at an overtime rate. Employees are not entitled to compensation for lost tips 
or commissions, and compensation is required only for hours that an employee is scheduled 
to have worked. 

Unused Accrued Sick Leave at the Time of Employment Termination & Reinstatement of Sick 
Leave Hours upon Rehire: 

Sick and Safe Time is not paid out upon termination; however, if an employee is 
rehired within 90 days following separation they must have their prior sick time 
reinstated and will be able to use Sick and Safe Time immediately upon rehire. 

 

 Washington Paid Sick Leave Policy 

General Provisions: 

Effective January 1, 2018, in accordance with Washington State Initiative 1433 AccentCare will 
provide paid sick leave to eligible employees. 

Eligibility & Accrual: 

Employees accrue one hour of paid sick leave for every 40 hours worked. 

Employees are not entitled to accrue paid sick leave for hours paid while not working (such 
as vacation, paid holidays, or while using paid sick leave). 

Availability: 
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Employees are entitled to use their accrued, unused paid sick leave beginning on the 90th 
calendar day after the start of their employment. 

Following the 90-day period sick leave will be available to use as follows: 

• The use of sick time will be limited to 40 hours per calendar year with any remaining 
hours carried over to the following year up to the maximum of 40 hours) 

• If an employee carries over unused paid sick leave to the following year, accrual of 
paid sick leave in the subsequent year would be in addition to the hours accrued in 
the previous year and carried over. 

• AccentCare will require the employee to forfeit the paid sick leave, balances in excess 
of 40 hours at the end of a year. 

Sick Leave Increments of Use: 

• Employees must use accrued sick time in no less than 1-hour increments. 
• There is no payout of accrued sick time at termination. 
• Maximum request for sick pay cannot be greater than your scheduled shift that day or 

my available balance if it is less than my available balance. 

Compensation for Sick Leave: 

Accrued sick time used is paid at the regular rate of pay that the employee would have been 
paid for the period of time in which sick time was used (overtime, bonuses, other incentive 
pay, holiday pay, other premium rates are not included). 

Exempt employee’s accrual is based on 40 hours per workweek unless the actual workweek 
of the Employee less than 40, in which case sick time accrues based on the actual workweek 
of the employee. 

For employees who use paid sick leave for hours that would have been overtime hours if 
worked, AccentCare is not required to apply overtime standards to an employee's normal 
hourly compensation. 

AccentCare will pay paid sick leave to the employee no later than the payday for the pay 
period in which the paid sick leave was used by the employee. 

Note: If verification of absences is required (example absences exceeding three days, such 
payment will be made no later than the payday for the pay period during which verification 
was provided). 

Uses of Paid Sick Leave: 

Employees may use their accrued, unused paid sick leave hours to care for themselves or a 
family member (definition below) for: 

• Mental or physical illnesses, injuries, or health conditions. 
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• The need for medical diagnosis, care, or treatment of mental or physical illnesses, 
injuries, or health conditions; or the need for preventive medical care. 

• Closure of the company or the employee’s child’s school or place of care. 
• Employees may use their accrued, unused paid sick leave when the employees 

AccentCare work location has been closed by order of a public official for any health-
related reason. 

• When an employee's child's school or place of care has been closed by order of a 
public official for any health-related reason. 

• To address issues related to domestic violence, sexual assault, or stalking, employees 
may use their accrued, unused paid sick leave to: 

• Seek legal or law enforcement assistance or remedies to ensure the health and safety 
of the employee and their family members including, but not limited to:  

• Preparing for, or participating in, any civil or criminal legal proceeding related to or 
derived from domestic violence, sexual assault, or stalking. 

• Seek treatment by a health care provider for physical or mental injuries caused by 
domestic violence, sexual assault, or stalking. 

• Attend health care treatment for a victim who is the employee's family member. 
• Obtain, or assist the employee's family member(s) in obtaining, services from:  
• A domestic violence shelter; a rape crisis center; or a social services program for relief 

from domestic violence, sexual assault, or stalking.  

Family Members: 

For the use of paid sick leave for an employee’s family member, family member is defined as: 

• A child - biological, adopted, or foster child, stepchild, or a child to whom the 
employee stands in loco parentis, is a legal guardian, or is a de facto parent, 
regardless of age or dependency status. 

• A parent - biological, adoptive, de facto, or foster parent, stepparent, or legal guardian 
of an employee or the employee's spouse or registered domestic partner, or a person 
who stood in loco parentis when the employee was a minor child. 

• A spouse; a registered domestic partner; a grandparent; a grandchild; or a sibling. 

Participating, for the employee or for the employee's family member(s), in safety planning; or 
temporary or permanent relocation; or other actions to increase the safety from future 
incidents of domestic violence, sexual assault, or stalking. 

 

For purposes of leave related to domestic violence, sexual assault, or stalking, family member 
has the following definition: 
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Any individual whose relationship to the employee can be classified as a child, spouse, 
parent, parent-in-law, grandparent, or person with whom the employee has a dating 
relationship. 

Requests and Notice for Use of Sick Time: 

Requests for sick time are to be submitted by the employee using the Time Off feature in 
Workday or the sick days can be requested orally or in writing by an employee. 

Employees should give as much advance notice as is reasonable before the desired time off 
to determine staffing requirements and allow scheduling of coverage in the department. 
Where the need is unforeseeable the employee need only give notice to their 
supervisor/manager as soon as practical. Medical documentation is not required as a 
condition of using sick time (unless authorized by another law (e.g., FMLA, CRFA, PDL, ADA etc.) 
(Refer to LOA policy ACHR-V.6). 

Reinstatement of Sick Leave Hours upon Rehire: 

AccentCare will reinstate an employee's previously accrued, unused paid sick leave if it 
rehires an employee within 12 months of separation. 

Note: If the period of time an employee separates from employment extends into the 
following year an employer is not required to reinstate more than 40 hours of accrued, 
unused paid sick leave. 

If an employee is rehired within 12 months of separation, the employee will not be required to 
wait another 90 calendar days to use their accrued, unused paid sick leave if the employee 
met that requirement during the previous period of employment. 

If an employee did not meet the 90-day requirement for the use of paid sick leave prior to 
separation, the previous period of time the employee worked for AccentCare will count 
towards the 90 days for purposes of determining the employee’s eligibility to use paid sick 
leave. 

Non-Discrimination and Non-Retaliation: 

Any discrimination or retaliation against an employee for the lawful exercise of paid sick 
leave rights is not allowed. AccentCare will not discriminate or retaliate against an employee 
for the lawful exercise of Minimum Wage Act rights.  AccentCare will not require, as a 
condition of an employee taking paid sick leave, that the employee search for or find a 
replacement worker to cover the hours during which the employee is on paid sick leave. 

If an employee feels they are being discriminated or retaliated against for the exercise of 
their Minimum Wage Act rights, the employee may contact AccentCare line: 866-339-3844 
or using this website http://accentcare.alertline.com . If an employee is not satisfied with the 
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Company response, the employee may contact the Washington State Department of Labor & 
Industries. 

• Online: www.Lni.wa.gov/WorkplaceRights  
• Call: 1-866-219-7321, toll-free 
• Visit: www.Lni.wa.gov/Offices 
• Email: ESgeneral@Lni.wa.gov 
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