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*All further references of SJRC Texas include its division, Belong. 
 

 
Employment at Will 

 
Employment at SJRC Texas is on an at-will basis unless otherwise stated in a 
written individual employment agreement signed by the CEO and Board Chair of 
SJRC Texas. 
 
This means that either the employee or the organization may terminate the 
employment relationship at any time, for any reason, with or without notice. 
 
Nothing in this employee handbook creates or is intended to create an employment 
agreement, express or implied. Nothing contained in this, or any other document 
provided to the employee is intended to be, nor should it be, construed as a 
contract that employment or any benefit will be continued for any period. In 
addition, no organization representative is authorized to modify this policy for any 
employee or to enter into any agreement, oral or written, that changes the at-will 
relationship.  
 
Any salary figures provided to an employee in annual or monthly terms are stated 
for the sake of convenience or to facilitate comparisons and are not intended to 
and do not create an employment contract for any specific period. 
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Section 1  
Letter From CEO 

 
Dear SJRC Texas, | Belong, 
 
Congratulations and welcome to our team! We are honored that you have chosen 
to further your career with us at SJRC Texas | Belong. We only hire the best and the 
best is YOU! I am pleased to have you working with us. You were selected for 
employment due to the attributes that you displayed that appear to match the 
qualities we look for in an employee. 
 
I am looking forward to seeing you grow and develop into an outstanding employee 
that exhibits a high level of care, concern, and compassion for others. I hope that 
you will find your work to be rewarding, challenging and meaningful. 
 
We will expect your best each day. Know that I am concerned about and invested 
in your professional development and that my door is always open. The keys to 
your success will be being dependable, reliable, showing openness, follow-through, 
attentiveness, supervision, documentation, and following the policies and 
procedures. While doing these things you will be successful and so will SJRC Texas 
| Belong. Your professional growth is of utmost concern for me personally, because 
if you are growing – our children, youth, and families we serve will grow as well. 
 
Please take your time and review our handbook so that you can know what is 
expected and make a positive contribution. Again, I look forward to seeing you grow 
as a professional while enhancing the lives of those entrusted in your care. 

 

Sincerely, 

 

 
Tara Roussett, CEO,  
SJRC Texas & Belong 
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Mission, Vision & Core Values 
 

Mission 
To offer healing and hope to children and families affected by abuse, 
abandonment, or neglect. 
 
Vision 
Abused and neglected children will be empowered to grow up to be happy, 
productive, and caring adults. 
 
Core Values 
 
Respect: Treating yourself and others with kindness, compassion and 
understanding despite differences. 
 
Joy: Creating an uplifting environment that provides laughter, optimism, and hope. 
 
Integrity: Holding ourselves to high moral and ethical standards. 
 
Faith/Compassion: Service through faith and compassion. 
 
Commitment: A dedication to the success of the organization and to each other. 
 
Excellence: As the industry leaders we are creating positive results and healing 
our children. 
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Our History 
 
St. Jude’s Ranch for Children–Texas Region (SJRC Texas) has been in operation for 38 
years. The organization was originally established in 1983 as St. Jude’s Home for Children 
when the Hamilton Family purchased several acres in Bulverde, Texas to provide a haven 
to children in need. The Hamilton’s worked diligently for several years to love and heal all 
the children that came through their doors. In 1993, St. Jude’s Ranch for Children-Nevada 
purchased the organization in Bulverde. Today, SJRC Texas continues to operate a high 
quality, well-respected therapeutic residential treatment program for children 0 to 21 years 
and offers a Charter School through the University of Texas at Austin. In 1997, SJRC Texas 
added a second campus to the organization, the former Comal County Emergency 
Children’s Shelter in New Braunfels, Texas. The Emergency Shelter has grown to house a 
24-bed Pregnant and Parenting Teen Program/Survivors of Child Sex Trafficking program, 
in response to and meeting a great unmet need in metropolitan San Antonio. This is in 
addition to the original Emergency Placement services model that is still in operation. In 
2012, we further expanded to operate as a licensed Child Placing Agency (CPA), allowing 
us to recruit, train and license foster homes in the community, and to complete adoptions 
providing forever families for our clients.  
 
In June 2016, SJRC Texas received accreditation through the Council on Accreditation 
(COA) and completed re-accreditation in May 2020. SJRC Texas was fast tracked 
throughout both processes based on our organizational-wide performance and quality 
improvement system that uses data to promote efficient, effective service delivery and the 
achievement of our mission and strategic goals. 
 
In July 2016, we underwent systemic transformative changes to positively impact the 
future sustainability of SJRC Texas and ensure that we can continue to care for hundreds 
of children and families every year. The national board of St. Jude’s Ranch for Children 
decided to strategically separate operations in Nevada and Texas to allow each region to 
serve foster children more efficiently and effectively in a manner wholly responsive to the 
social, economic, demographic, and cultural needs of each community. The dissolution of 
the national board structure and business operations, effective July 1, 2016, allowed each 
state to continue forward separately with existing and future board members serving on 
localized boards designed to have a sharper focus on the specific and unique needs of the 
children in their corresponding communities. This has resulted in numerous efficiencies and 
has led to a stable financial future for SJRC Texas. 
 
In 2017, Texas DFPS issued a call to action for therapeutic residential foster care facilities 
to figure out a way to accept harder to place children who were sleeping in state Child 
Protective Services offices due to a lack of appropriate placements. SJRC Texas met with 
key members from DFPS to figure out how our agency could help and made facility 
adjustments, changing the composition of our youth served. We now primarily take children 
and youth with the highest-level treatment needs, including children who have been 
Commercially Sexually Trafficked Youth, victims of Child Sex Trafficking, providing them 
with a stable and loving environment where they too can have the opportunity to heal from 
their trauma. In 2018, SJRC Texas added a Charter School on our Bulverde Campus, and in 
2020 we witnessed amazing accomplishments and growth, as we celebrated our first 
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Charter School graduating class through the University of Texas Charter School system. In 
January 2020, we added the Parents as Teachers Program. SJRC Texas was granted this 
program, previously operated by the McKenna Foundation, due to our stellar reputation 
and history of providing exemplary service to our community. The addition of this program 
completes our full continuum of care service array. 
 
In April 2021, Belong, a division of SJRC Texas, was awarded the Region 8b contract for 
community-based care by the Texas Department of Family and Protective Services. Belong 
is set to launch in Fall 2021. 
 
Through the years, SJRC Texas has evolved into a thought leader in child abuse and 
neglect prevention, foster care and adoption, children’s mental health, temporary 
residential care, and services for trafficked children and youth. SJRC Texas is dedicated to 
organizational excellence, adherence to accreditation standards, and exceptional services 
to children, youth and families served. 
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Management rights 
 
SJRC Texas provides quality services to the individuals we serve in accordance with local, 
state, and federal regulations. SJRC Texas will be guided in its decisions by careful 
consideration of the youth we care for, our employees, our donors, and the community. 
 
SJRC Texas has the exclusive right to exercise the customary functions of management 
which include, but are not limited to: 
 
1. Manage and control the premises and equipment. 
 
2. Select, hire, promote, administer corrective action, suspend, dismiss, assign, and 

supervise employees. 
 
3. Determine and change starting times, quitting times, shifts and days of work. 
 
4. Transfer employees within departments, to other departments/locations and 

between classifications. 
 
5. Determine the size, composition, and qualifications of work forces. 
 
6. Establish, change, and delete policies, practices, rules, and regulations. 
 
7. Determine and modify job descriptions, job classifications and job evaluations. 
 
8. Change methods of operation and assign duties to employees as necessary to 

provide adequate services. 
 
9. Carry out all usual and customary functions of management. 
 
10. Establish and manage the rate of compensation and wages. 

 
11. Amend or modify benefit plans. 
 
12. Communicate with employees without third party intervention. 
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Section 2 
Equal Opportunity and Commitment to Diversity 

 
Equal Opportunity 
 
SJRC Texas provides equal employment opportunities to all employees and applicants for 
employment without regard to race, color, creed, ancestry, national origin, citizenship, sex 
or gender (including pregnancy, childbirth, and pregnancy-related conditions), gender 
identity or expression (including transgender status), sexual orientation, political status, 
marital status, religion, age, disability,  genetic information,  service in the military, or any 
other characteristic protected by applicable federal, state, or local laws and ordinances. 
Equal employment opportunity applies to all terms and conditions of employment, including 
hiring, placement, promotion, termination, layoff, recall, transfer, leave of absence, 
compensation, and training. 
 
SJRC Texas expressly prohibits any form of unlawful employee harassment or 
discrimination based on any of the characteristics mentioned above. Improper interference 
with the ability of other employees to perform their expected job duties is not tolerated.  
 
SJRC Texas will endeavor to make a reasonable accommodation of an otherwise qualified 
applicant or employee related to an individual’s physical or mental disability, sincerely held 
religious beliefs and practices, and/or any other reason required by applicable law, unless 
doing so would impose an undue hardship upon SJRC Texas’s business operations. 
 
Any employees with questions or concerns about equal employment opportunities in the 
workplace are encouraged to bring these issues to the attention of the HR manager. The 
organization will not allow any form of retaliation against individuals who raise issues of 
equal employment opportunity. Employees who feel they have been subjected to any such 
retaliation should bring it to the attention of the HR manager.  
 
Retaliation means adverse conduct taken because an individual reported an actual or a 
perceived violation of this policy, opposed practices prohibited by this policy, or 
participated in the reporting and investigation process described below. “Adverse conduct” 
includes but is not limited to: 
 
1. Shunning and avoiding an individual who reports harassment, discrimination, or 
retaliation. 
 
2. Express or implied threats or intimidation intended to prevent an individual from reporting 
harassment, discrimination, or retaliation. 
 
3. Denying employment benefits because an applicant or employee reported harassment, 
discrimination, or retaliation or participated in the reporting and investigation process. 
 
Other examples of retaliation include firing, demotion, denial of promotion, unjustified 
negative evaluations, increased surveillance, harassment, and assault. 
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Complaints of discrimination should be filed according to the procedures described in the 
Harassment and Complaint Procedure. 
 
Americans with Disabilities Act (ADA) and Reasonable Accommodation 
 
SJRC Texas is committed to the fair and equal employment of individuals with disabilities 
under the ADA. It is SJRC Texas’s policy to provide reasonable accommodation to qualified 
individuals with disabilities unless the accommodation would impose an undue hardship on 
the organization. SJRC Texas prohibits any harassment of, or discriminatory treatment of, 
employees based on a disability or because an employee has requested a reasonable 
accommodation.  
 
In accordance with the ADA, reasonable accommodations will be provided to qualified 
individuals with disabilities to enable them to perform the essential functions of their jobs 
or to enjoy the equal benefits and privileges of employment. An employee with a disability 
may request an accommodation from the HR department and engage in an informal 
process to clarify what the employee needs and to identify possible accommodations. If 
requested, the employee is responsible for providing medical documentation regarding the 
disability and possible accommodations. All information obtained concerning the medical 
condition or history of an applicant or employee will be treated as confidential information, 
maintained in separate medical files, and disclosed only as permitted by law. 
 
It is the policy of SJRC Texas to prohibit harassment or discrimination based on disability 
or because an employee has requested a reasonable accommodation. SJRC Texas 
prohibits retaliation against employees for exercising their rights under the ADA or other 
applicable civil rights laws. Employees should use the procedures described in the 
Harassment and Complaint Procedure to report any harassment, discrimination, or 
retaliation they have experienced or witnessed.  
 
Commitment to Diversity 
 
SJRC Texas is committed to creating and maintaining a workplace in which all employees 
have an opportunity to participate and contribute to the success of the business and are 
valued for their skills, experience, and unique perspectives. This commitment is embodied 
in organization policy and the way we do business at SJRC Texas and is an important 
principle of sound business management. 
 
Harassment and Complaint Procedure 
 
It is SJRC Texas’s policy to prohibit intentional and unintentional harassment of or against 
job applicants, contractors, interns, volunteers, or employees by another employee, 
supervisor, vendor, customer, or third party based on actual or perceived race, color, creed, 
religion, political, status, national origin, ancestry, citizenship status, age, sex or gender 
(including pregnancy, childbirth, and pregnancy-related conditions), gender identity or 
expression (including transgender status), sexual orientation, marital status, military 
service and veteran status, physical or mental disability, genetic information, or any other 
characteristic protected by applicable federal, state, or local laws. Such conduct will not 
be tolerated by SJRC Texas.  
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Furthermore, any retaliation against an individual who has complained about sexual or other 
harassment or retaliation against individuals for cooperating with an investigation of a 
harassment complaint is similarly unlawful and will not be tolerated. SJRC Texas will take 
all reasonable steps necessary to prevent and eliminate unlawful harassment. 
 
Definition of “unlawful harassment.” “Unlawful harassment” is conduct that has the 
purpose or effect of creating an intimidating, a hostile, or an offensive work environment; 
has the purpose or effect of substantially and unreasonably interfering with an individual’s 
work performance; or otherwise adversely affects an individual’s employment opportunities 
because of the individual’s membership in a protected class. 
 
Unlawful harassment includes, but is not limited to, epithets; slurs; jokes; pranks; innuendo; 
comments; written or graphic material; stereotyping; or other threatening, hostile, or 
intimidating acts based on race, color, ancestry, national origin, gender, sex, sexual 
orientation, marital status, religion, age, disability, veteran status, or another characteristic 
protected by state or federal law. 
 
Definition of “sexual harassment.” While all forms of harassment are prohibited, special 
attention should be paid to sexual harassment. “Sexual harassment” can include all the 
above actions, as well as other unwelcome conduct, and is generally defined under both 
state and federal law as unwelcome sexual advances, requests for sexual favors, and other 
verbal or physical conduct of a sexual nature whereby: 
 
1.  Submission to or rejection of such conduct is made either explicitly or implicitly a term 
or condition of any individual’s employment or as a basis for employment decisions. 
 
2.  Such conduct has the purpose or effect of unreasonably interfering with an individual’s 
work performance or creating an intimidating, a hostile, or an offensive work environment. 
 
Other sexually oriented conduct, whether intended or not, that is unwelcome and has the 
effect of creating a work environment that is hostile, offensive, intimidating, or humiliating 
to workers may also constitute sexual harassment. 
 
While it is not possible to list all those additional circumstances that may constitute sexual 
harassment, the following are some examples of conduct that, if unwelcome, may 
constitute sexual harassment depending on the totality of the circumstances, including the 
severity of the conduct and its pervasiveness: 
 
1.  Unwanted sexual advances, whether they involve physical touching or not. 
 
2. Sexual epithets; jokes; written or oral references to sexual conduct; gossip regarding 
one’s sex life; comments about an individual’s body; and comments about an individual’s 
sexual activity, deficiencies, or prowess. 
 
3.  Displaying sexually suggestive objects, pictures, or cartoons. 
 
4.  Unwelcome leering, whistling, brushing up against the body, sexual gestures, or 
suggestive or insulting comments. 
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5.  Inquiries into one’s sexual experiences. 
 
6.  Discussion of one’s sexual activities. 
 
All employees should take special note that, as stated above, retaliation against an 
individual who has complained about sexual or other harassment and retaliation against 
individuals for cooperating with an investigation of sexual or other harassment complaints 
violate SJRC Texas’s policy. 
 
Complaint procedure. If you believe you have been subject to or have witnessed unlawful 
discrimination, including sexual or other forms of unlawful harassment, or other 
inappropriate conduct, you are requested and encouraged to make a complaint. You may 
complain directly to your immediate supervisor or department manager, the HR Director, or 
any other member of management with whom you feel comfortable bringing such a 
complaint. Similarly, if you observe acts of discrimination toward or harassment of another 
employee, you are requested and encouraged to report this to one of the individuals listed 
above or 
 
1.  Lighthouse Services, a third-party ethics hotline provider for SJRC Texas at 1-844-990-
0002 or www.lighthouse.services.com/stjuderanch or email:  reports@lighthouse-
services.com (must include SJRC Texas name and the location with report)  

 
2. All SJRC Texas employees, subcontractors or volunteers are mandatory reporters and 
as such, must report any suspicions or allegations of child abuse directly to Texas 
Department of Family & Protective Services, at 1-800-252-5400 
 
All complaints will be investigated promptly, and confidentiality will be protected to the 
extent possible. A timely resolution of each complaint should be reached and 
communicated to the parties involved.  
 
If the investigation confirms conduct that violates this policy has occurred, SJRC Texas will 
take immediate, appropriate, corrective action, including discipline, up to and including 
immediate termination. 
 
No reprisal, retaliation, or other adverse action will be taken against an employee for 
making a complaint or report of discrimination or harassment or for assisting in the 
investigation of any such complaint or report. Any suspected retaliation or intimidation 
should be reported immediately to one of the persons identified above. 
 

http://www.lighthouse.services.com/stjuderanch
mailto:reports@lighthouse-services.com
mailto:reports@lighthouse-services.com
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Rights and Responsibilities / Grievance Process 
 
SJRC Texas believes that employees should have an opportunity to present their work-
related issues and to appeal management decisions. Examples of matters that may be 
considered appropriate for the use of this procedure include: 
 
1.  Treatment considered unfair, such as coercion, reprisal, harassment (including sexual 
harassment) or intimidation. 
 
2.  Alleged discrimination because of race, color, religion, sex, age, national origin, sexual 
orientation, disability, or veteran status. 
 
3.  Improper or unfair administration of employee benefits or conditions of employment 
such as scheduling, planned time off, fringe benefits, promotions, retirement, leaves of 
absences, holidays, performance review, salary, seniority, etc. 
 
The Organization will attempt to resolve employee issues promptly to promote a 
harmonious working environment. The process is confidential and is discussed with 
individuals who are directly involved in the process and/or individuals who can supply 
necessary background information or advice. 
 
Use of the grievance process by an employee does not limit SJRC Texas right to 
proceed with any corrective action or termination decision if such actions are not taken 
for retaliation purposes. An employee’s job status, security, working conditions or 
relationships with management will not be jeopardized for properly using the grievance 
procedure. Any violations of this anti-retaliation provision should be reported to HR 
and/or the Senior Manager of the department. Violators will be subject to corrective 
action, up to and including termination. This policy does not in any way affect the at-will 
employment relationship. 
 
Complaints will normally follow the designated sequence, until the employee exhausts 
the right of appeal under this policy. It is understood that the time periods stipulated as 
“days” do not include Saturday, Sunday, vacation/sick time off or designated SJRC 
Texas holidays. Time periods given are intended to ensure prompt and thorough action 
on the grievance and are not intended to be a defense. If, at any step in this procedure, 
additional time is needed to permit more detailed investigation or review, the employee 
will be notified within the response timeframe as to the reason, and projected length of 
delay. 
 
Informal Step: Before initiating the grievance process, employees are strongly 
encouraged to seek resolution of disputes through direct communication with the 
individuals(s) involved or with the immediate supervisor to resolve the matter informally 
at that level. If the issue involves the immediate supervisor, the employee should first 
discuss the issue directly with the immediate supervisor. If discussion with the 
individual(s) directly involved and/or the immediate supervisor fails to resolve the 
matter, or if the employee is not comfortable addressing the issue with the immediate 
supervisor, the employee may seek the assistance of HR, who may act as a mediator. 
This is intended to provide the employee with the opportunity to consider the advice 
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and information gathered and determine whether to continue. If this does not resolve 
the issue the employee may file a written grievance. 
 
Step One – The employee shall discuss the matter with his/her immediate supervisor 
within five (5) days from the date of the original cause of the grievance or of the date 
the employee learned of the cause for the grievance. An employee’s right to use the 
grievance procedure will not be waived unless something beyond their control prevents 
him/her from contacting their supervisor within this time span. If the grievance involves 
the employee’s immediate supervisor, then the employee may proceed directly to Step 
Two. 
 
The supervisor shall attempt to resolve the matter and shall respond verbally to the 
employee, documenting the discussion within five (5) days and providing a copy to HR. 
If the matter is not resolved or if an answer is not given within the time specified, the 
employee may advance to the Step Two within five (5) days. Failure of the employee to 
take further action within five (5) days will constitute a withdrawal from the grievance 
procedure. 
 
Step Two – The employee shall file a formal written appeal to HR within five (5) days 
from receiving a response in Step One. Any relevant factors such as policy guidelines, 
past practice, and other relevant factors shall be considered in the decision. HR shall 
respond to the appeal in writing within five (5) days from the date received, with a copy 
to employee’s file. Failure of the employee to take further action within five (5) days will 
constitute a voluntary withdrawal from the grievance procedure.  
 
Appeal to HR is considered the Final Step in the grievance process. 
(NOTE: As part of the grievance review, direct interviews may be requested by the 
manager reviewing the grievance to come to a determination; however, this is not a 
requirement. For questions on the process, please contact HR.) 
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Section 3 
Conflicts of Interest, Confidentiality, & Privacy 

 
Conflicts of Interest 
 
SJRC Texas expects all employees to conduct themselves and organization business in a 
manner that reflects the highest standards of ethical conduct and in accordance with all 
federal, state, and local laws and regulations. This includes avoiding real and potential 
conflicts of interests. 
 
Exactly what constitutes a conflict of interest, or an unethical business practice is both a 
moral and a legal question. SJRC Texas recognizes and respects the individual employee’s 
right to engage in activities outside of employment that are private in nature and do not in 
any way conflict with or reflect poorly on the organization.  
 
It is not possible to define all the circumstances and relationships that might create a 
conflict of interest. If a situation arises in which there is a potential conflict of interest, the 
employee should discuss this with a manager for advice and guidance on how to proceed. 
The list below suggests some of the types of activities that indicate improper behavior, 
unacceptable personal integrity, or unacceptable ethics: 
 
1.   Simultaneous employment by another firm that is a competitor of or supplier to SJRC 
Texas. 
 
2.   Carrying on organization business with a firm in which the employee, or a close relative 
of the employee, has a substantial ownership or interest. 
 
3.   Holding a substantial interest in, or participating in the management of, a firm to which 
the organization makes sales or from which it makes purchases. 
 
4.  Borrowing money from internal and external stakeholders, other than recognized loan 
institutions, from which our organization buys services, materials, equipment, or supplies. 
 
5.  Accepting substantial gifts or excessive entertainment from an outside organization or 
agency. 
 
6.   Speculating or dealing in materials, equipment, supplies, services, or property 
purchased by the organization. 
 
7.   Participating in civic or professional organization activities in a manner that divulges 
confidential organization information. 
 
8.   Misusing privileged information or revealing confidential data to outsiders. 
 
9.   Using one’s position in the organization or knowledge of its affairs for personal gains. 
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10. Engaging in practices or procedures that violate antitrust laws, commercial bribery laws, 
copyright laws, discrimination laws, campaign contribution laws, or other laws regulating 
the conduct of organization business. 
 
Confidential, Release, and Disclosure of Information  
 
The protection of confidential business information and trade secrets is vital to the 
interests and success of SJRC Texas. Confidential information is all information disclosed 
to or known by you because of employment with the organization that is not generally 
known to people outside the organization about its business.  
 
An employee who improperly uses or discloses trade secrets or confidential business 
information will be subject to disciplinary action up to and including termination of 
employment and legal action, even if the employee does not actually benefit from the 
disclosed information. 
 
All inquiries from the media must be referred to the Chief Public Relations Officer of SJRC 
Texas. This provision is not intended to, and should not be interpreted to, prohibit 
employees from discussing wages and other terms and conditions of employment if they 
so choose.  
 
Information requested regarding Organization records shall be released only after 
approval of the Organization representative responsible for the respective information 
requested. Examples of individuals or entities who may request information include, but 
are not limited to, the following: 
 
Attorneys/Law Enforcement 
EEOC/OFCCP 
Wage and Hour Department of Labor) 
Agencies (Federal/State/Local) 
Reporters (Radio, TV, Newspapers, etc.) 
Trade Journals 
Licensure Authorities 
Periodicals 
Investigators (FBI, private investigators) 
Protective Insurance Companies 
Taxation Agencies (IRS, Sales and Use Tax) 
Council on Accreditation 
Texas Pregnancy Care Network 
USDA 
Victims of Crime Act 
Surveys (Wage, Benefits) 
 
Any individual requesting information, in person, shall be required to produce identification 
in the form of a business card, license or a badge. This information should be verified via 
a telephone call to the agency represented. 
 
Any individual or entity requesting information by phone shall be instructed to submit a 
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written request for the specific information desired. Any individual or entity who has the 
authority to request information from Organization representative for information (such as 
police, FBI, a lawyer representing an employee, current or former, in a lawsuit) are required 
to submit a subpoena describing the information being requested. Exceptions are granted 
for information requested by insurance companies in the normal course of handling a 
claim, billing or in collecting accounts receivable. 
 
The appropriate Organization representative shall respond to requests for information on 
or prior to its deadline. Failure to provide information or respond as requested could result 
in negative repercussions to the Organization and/or the individual and possible corrective 
action, up to and including termination. 
 
Only CEO or their designee are authorized to speak with the media unless permission is 
given by the CEO. Employees shall not discuss information “off the record.” Such 
discussions could violate federal/state regulation and result in negative repercussions for 
the Organization. 
 
At each operation, the Senior Manager must be notified and authorized to release any 
information. Any disclosure or release of information must be documented by cover letter, 
memo, or written notes to the file. Details of information released should be identified as 
completely as possible in the cover letter, memo, or written notes to the file. Any questions 
or concerns should be forwarded to the CEO. 
 
Requests for personnel information or employment verification by persons outside SJRC 
Texas shall be referred to HR. The only employment-related information to be released is 
position, job location and dates of employment. This limited information will be released 
only after obtaining the written consent of the individual involved. Exceptions may be 
made to cooperate with legal, safety and medical officials who need specific information. 
 
Any reproduction costs incurred while preparing a response may be invoiced to the 
requesting party at $0.25 per paper copy page. If information is provided in a format other 
than paper copy, such as computer discs, magnetic tapes, etc. The requester may be 
invoiced the direct costs of the tape, disc or whatever medium is used to produce the 
information, as well as any related reproduction costs. 
 
If postage costs exceed $1.00 due to volume or method of transmittal requested, such 
charges will be invoiced to the requester, unless appropriate stamps or stamped 
envelopes are furnished with the request or authorization is given for collection of 
shipping charges upon delivery. 

 
Employee Privacy 
 
It is SJRC Texas’s goal to respect the individual privacy of its employees and at the same 
time maintain a safe and secure workplace. When issues of safety and security arise, you 
may be requested to cooperate with an investigation. The investigation may include the 
following procedures to safeguard the organization and its employees: searches of 
personal belongings, searches of work areas, searches of private vehicles on organization 
premises, medical examinations, and the like. Failure to cooperate with an investigation is 
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grounds for termination. Providing false information during any investigation may lead to 
discipline, including termination. 
 
Employees are expected to make use of organization facilities only for the business 
purposes of the organization. Accordingly, materials that appear on organization hardware 
or networks are presumed to be for business purposes, and all such materials are subject 
to review by the organization at any time without notice to the employees. Employees do 
not have to have any expectation of privacy with respect to any material on organization 
property. SJRC Texas regularly monitors its communications systems and networks as 
allowed by law. Monitored activity may include voice, e-mail, and text communications, as 
well as Internet search and browsing history. Employees who make excessive use of the 
communications system for personal matters are subject to discipline. Employees are 
expected to keep personal communication to a minimum and to emergency situations. 
Video surveillance. As part of its security measures and to help ensure a safe workplace, 
SJRC Texas has positioned video cameras to monitor various areas of its facilities. Video 
cameras will not be used in private areas, such as break rooms, restrooms, locker/dressing 
rooms, etc. Videotapes will not include an audio component. 
 
Privacy—Social Security Numbers 
 
It is SJRC Texas’s policy that Social Security numbers obtained from employees, vendors, 
contractors, customers, or others are confidential information. Social Security numbers will 
be obtained, retained, used, and disposed of only for legitimate business reasons and in 
accordance with the law and this policy. 
 
Documents or other records containing employee Social Security numbers generally will be 
requested, obtained, or created only for legitimate business reasons consistent with this 
policy. For example, Social Security numbers may be requested from employees for tax 
reporting purposes (i.e., Internal Revenue Service (IRS) Form W-4), for new hire reporting, 
or for purposes of enrollment in the organization’s employee benefit plans. 
 
All records containing Social Security numbers (whether partial or complete) will be 
maintained in secure, confidential files with limited access. Any employee who obtains, 
uses, or discloses Social Security numbers for unauthorized purposes or contrary to the 
requirements of this policy and procedure may be disciplined, up to and including 
discharge. The organization will cooperate with government investigations of any person 
alleged to have obtained, used, or disclosed Social Security numbers for unlawful purposes. 
 
 
Ethics 
 
SJRC Texas maintains certain policies and procedures to guide its employees to 
standards of conduct expected in areas where improper activities could damage SJRC 
Texas reputation and otherwise result in serious adverse consequences to the 
organization and to employees involved. The purpose of this policy is to affirm in a 
comprehensive statement, required standards of conduct and practices with respect to 
certain type of payment and contributions.  
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An employee’s actions under SJRC Texas Policies and Procedures are significant 
indications of the individual’s judgement and competence. Accordingly, those actions 
constitute an important element in the evaluation of the employee for position 
assignments and promotion. Correspondingly, insensitivity to or disregard to the 
principals of SJRC Texas Policies and Procedures will be grounds for appropriate 
management disciplinary action.  
 
PROCEDURE  
 
1. Implementation: Employees, subcontractors, and volunteers of SJRC Texas shall be 
provided access to SJRC Texas Policies and Procedures and shall receive training to 
assist in the understanding and implementation of this policy.  
 
2. How to make a complaint for criminal misconduct, discrimination, ethics and 
compliance, financial misconduct, general misconduct, harassment and hostility, human 
resources issues, privacy and security and unsafe work conditions.  
 
• Verbally, by telephone or email to your Direct Report or their Direct Report on up 
through to COO and CEO.  
 
• Lighthouse Services, a third-party ethics hotline provider for SJRC Texas at 1-844-990-
0002 or www.lighthouse.services.com/stjuderanch or email: reports@lighthouse-
services.com (must include SJRC Texas and location with report)  
 
Note: All SJRC Texas employees, subcontractors or volunteers are mandatory 
reporters and as such, must report any suspicions or allegations of child abuse directly 
to Texas Department of Family & Protective Services, at 1-800-252-5400  
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Section 4 
Employment Relationship 

 
Nepotism and Workplace Dating 
 
SJRC Texas is an equal opportunity employer and will hire individuals solely upon the basis 
of their qualifications and ability to do the job to be filled. Unless otherwise provided in 
writing by SJRC Texas, the CEO or the Chair of the Board of Directors, employment with 
SJRC Texas is at-will, so that either party may terminate the relationship at any time for 
any reason, with or without cause or notice. SJRC Texas strives to keep a family and home 
style environment at all our locations and seeks candidates that strive to maintain the 
same for the sake of the children that we care for. 
 
1.  A member of a current employee’s immediate family may be considered for 
employment by SJRC Texas, provided the applicant possesses all the qualifications for 
employment. Neglecting to disclose the relationship is grounds for immediate disciplinary 
action to include transfer, demotion and up to termination of employment for one or both 
parties. No favoritism shall be shown towards family members in making decisions of 
hiring, assigning, transferring, or promoting an employee. A family member may not be 
hired, however, if such employment would: 

a.  Create either a direct or indirect supervisor/subordinate relationship with a 
family member; or 
 
b.  Create either an actual conflict of interest or the appearance of a conflict of interest. 
 
2.  SJRC Texas will not hire/promote/transfer an employee if it causes a direct or indirect 
reporting relationship with an immediate family member as defined above. 

3.  SJRC Texas may relocate coworkers related to each other to different work areas or 
shifts at its sole discretion. 
 
4.  Employees who are or become married or become members of the same household 
may continue employment, however, such employment cannot violate the direct or 
indirect reporting relationship requirements. Neglecting to disclose the relationship is 
grounds for immediate disciplinary action to include transfer, demotion and up to 
termination of employment for one or both parties. Should one of the above situations 
occur, SJRC Texas will attempt to find a suitable position within SJRC Texas to which 
one of the affected employees may transfer, if necessary. If accommodations of this 
nature are not feasible, the employees will be permitted to determine which of them will 
resign. 
 
5.  SJRC Texas prohibits personal relationships between employees serving in a 
supervisor/subordinate relationship. Personal relationships are defined as relationships 
of an intimate or sexual nature. SJRC Texas has determined that such relationships can 
be potentially disruptive to the work environment, can lead to perceptions of unfair or 
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preferential treatment and may lead to concerns of harassment in the pursuit of such 
relationships or if such relationships dissolve. 
 
6.  Current Employees who do not disclose knowledge of an immediate family member 
being hired or who violate the Nepotism clause will be subject to further corrective 
action along with the other family member or violator to include transfer, demotion and 
up to separation of employment. 
 
7.  SJRC Texas has determined that an environment where employees maintain clear 
boundaries between employee personal and business interactions is most effective for 
conducting business. SJRC Texas strongly discourages the development of romantic 
relationships between coworkers and assumes no liability from employees who select to 
engage in such a relationship, despite the organization’s requests to refrain from such 
behavior. 

8.  Although this policy does not prevent the development of friendships or romantic 
relationships between coworkers, it does establish very clear boundaries as to how 
relationships will progress during working hours and within the working environment. 
Individuals in supervisory relationships or other influential roles are subject to more 
stringent requirements under this policy and are to follow the requirements as listed 
under the Nepotism Policy. 

9.  Current Employees who do not disclose knowledge of an immediate family member 
being hired or who violate the Nepotism clause will be subject to further corrective 
action along with the other family member or violator to include transfer, demotion and 
up to separation of employment. 

10.  During working time and in working areas, employees are expected to keep 
personal exchanges limited so that others are not distracted or offended by such 
exchanges, so that productivity is maintained. 

11.  During non-working time, such as lunches, breaks and before and after work 
periods, employees are not precluded from having appropriate personal conversations in 
non-work areas so long as their conversations and behaviors could in no way be 
perceived as offensive or uncomfortable to a reasonable person. 

12.  Employees are strictly prohibited from engaging in physical contact that would in any 
way be deemed inappropriate by a reasonable person while anywhere on company 
premises, whether during working hours or not. 

13.  Employees who allow personal relationships with coworkers to affect the working 
environment will be subject to the appropriate provisions of the company disciplinary 
policy, which may include counseling for a minor problem(s). Failure to change behavior 
and maintain expected work responsibilities is viewed as a serious disciplinary matter. 

14.  Employee off-duty conduct is generally regarded as private, so long as such 
conduct does not create problems within the workplace. An exception to this principle, 
however, is romantic or sexual relationships between supervisors and subordinates. 
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15.  Direct Reports, i.e. Directors, Managers or anyone in sensitive or influential positions 
must disclose the existence of any relationship with another coworker that has 
progressed beyond a platonic friendship. Disclosure may be made to the COO. This 
disclosure will enable the organization to determine whether any conflict of interest 
exists because of the relative positions of the individuals involved. 
 
16.  Where problems or potential risks are identified the organization will work with the 
parties involved to consider options for resolving the conflict. The initial solution will be 
to make sure that the parties involved no longer work together on matters where one is 
able to influence the other or take action for the other. Matters such as hiring, firing, 
promotions, performance management, compensation decisions, financial transactions, 
etc. are examples of situations that may require reallocation of duties to avoid any actual 
or perceived reward or disadvantage. SJRC Texas retains all discretionary rights to make 
employment decisions to resolve conflicts. 
 
17.  In some cases, more extreme measures may be necessary such as transfer to other 
positions or departments. The individual with the more senior position will be considered 
for transfer first to avoid any perception of retaliation against the less senior person. 
 
18.  Refusal of reasonable alternative positions, if available, will be deemed a voluntary 
resignation. 
 
19.  Continued failure to work with SJRC Texas to resolve such a situation in a mutually 
agreeable fashion may ultimately be deemed insubordination and therefore serves as 
cause for immediate termination. SJRC Texas’s disciplinary policy will be consulted to 
ensure consistency. 
 
20.  The provisions of this policy apply regardless of the sexual orientations of the parties 
involved. 
 
21.  Where doubts exist as to the specific meaning of the terms used above, employees 
should make judgments on the basis of the overall spirit and intent of this policy. 
 
22.  Any employee who believes they have been disadvantaged because of this policy, or 
who believes this policy is not being adhered to, should make their beliefs known to the 
CAO/Human Resources. 
 

Professional Boundaries 
 
SJRC Texas expects employees to follow certain rules of conduct that will protect the 
interests and safety of the youth we serve, our employees and the organization. To 
provide a safe, effective, professional environment, employees are required to maintain 
professional relationships with youth and their families. 
 
It is impossible to cover every area that is outside of the professional relationship. The 
examples listed illustrate the types of behavior that are considered professional 
boundaries but are not intended as an all-inclusive listing. For further elaboration on any 
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of these areas, please contact HR or your direct Supervisor. 
 
1.  All employees are responsible for conducting themselves in a professional manner that 
provides respect to others. Employees shall treat youth in a humane manner always and 
shall not engage in behavior that is abusive, disrespectful, or demeaning to the youth. 
Employees are also responsible for protecting against violations of youth rights. 
 
2. Each employee shall perform within the defined scope of his/her specific 
responsibilities and shall respect the rights of other employees to do likewise. 
 
3.  Employee contact with youth, youth family members or internal CPA Foster Parents is 
restricted to those contacts required for the services provided to youth. Should an 
employee be associated or acquainted with a youth and/or his/her family prior to the 
youth’s entry into the program, the employee must notify his/her Supervisor immediately. 
The Supervisor shall confer with the HR to determine if a shift or location change will be 
necessary to ensure that the appropriate boundaries are maintained. 
 
4.  If an employee has a previously established relationship with a youth, youth’s family or 
CPA Foster Family, there should be no contact between those persons outside of the 
program during the youth’s stay, unless authorized by HR. Should the employee be 
contacted by the youth, youth’s family, or CPA Foster Family, he/she shall notify HR 
immediately. 
 
5.  Further, it is a conflict of interest for any of the following people or relatives of any of 
the following to be verified as a foster parent or approved as adoptive parent of the 
agency: any current owner, member of the governing body, executive director, or any 
other employee or contract service provider of your agency. 
 
6.  It is a conflict of interest to have a relationship between SJRC Texas members of the 
governing body, employees, and prospective and current foster and adoptive parents to 
enter independent financial relationships or transactions outside of SJRC Texas 
Regulatory Agency License and Contractual specifications. 
 
7.  Employees shall not engage in interactions or discussions that could be detrimental to 
the agency nor encourage or promote youth/families’ negative feelings towards the 
Organization. If a youth, family member or CPA Foster Family expresses concerns or 
negative feelings towards the Organization, the staff member shall direct him/her to HR 
or encourage him/her to follow the grievance process. 
 
8.  The following activities are expressly prohibited: 
 
a.  Horseplay of any kind between staff members and youth. 
 
b.  Preferential treatment towards one youth or group of youth. 
 
c.  Revealing personal information, including, but not limited to, home address, phone 
number, religious belief or values or family information, outside of a planned and 
therapeutic context. 
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d.  Contact with youth outside of work responsibilities without prior authorization, i.e., 
Facebook. 
 
e.  Giving gifts, favors, or services to one youth or a group of youth to the exclusion of 
others, beyond those required or authorized by the Organization. 
 
f.  Acceptance of any gifts of monetary value favors or services from the youth or youth’ 
family members. 
 
g.  Any form of sexual contact with youth or a youth's family member. 
 
h.  Any behavior that is provocative or overtly sexual or flirtatious, including wearing of 
provocative clothing. 
 
i.  Conducting any sort of business relationship with the youth or youth’s family. 
 
9.  Employees are not allowed contact with former youth. Youth often return for services 
when new or reoccurring problems arise. In this context youth are viewed as being current 
or former youth and employees are not allowed to have a relationship with a former youth 
without permission from the CEO. 
 
10. Violations of this policy are subject to corrective action, up to and including immediate 
termination. 
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Section 5 
Employment practices 

 
Property Access 
 
It is SJRC Texas’s policy to limit access to its owned, leased, or controlled properties to 
the individuals we serve, employees, vendors, and invited guests. All vehicles and 
personnel are subject to being searched to ensure the safety and security of all locations. 
 
1.  Once a job offer is accepted and employee is notified of clearance from Texas DFPS, 
the employee will be granted appropriate access to the property by HR. Upon separation, 
former employees are not allowed on SJRC Texas property, unless prior approval is given 
by the CEO. 
 
2.  SJRC Texas requests employees, sub-contract employees, volunteers, visitors, and 
guests to wear an identification badge while on SJRC Texas property or while conducting 
SJRC Texas business off site (for employees and contract employees). 
 
3.  Employees, sub-contract employees, volunteers, visitors, and guests to SJRC Texas 
may have restricted access to certain areas of the owned, leased, or controlled properties 
of SJRC Texas to include areas occupied or resided by the youth under the care of SJRC 
Texas. Further, access to areas occupied or resided by youth may occur under supervision 
by authorized SJRC Texas employees only. 
 
4.  Employees, contract employees, visitors and guests may be asked to leave SJRC Texas 
property by CEO and/or Executive Team at any time with or without reason and may be 
restricted by CEO and/or Executive Team from accessing SJRC Texas property. Should 
individual(s) refuse to remove themselves at the request of CEO and/or Executive Team, 
law enforcement personnel will be summoned immediately. At any time, if the safety of 
employees or youth are at risk, law enforcement will be summoned immediately. 
 
Recruiting 
 
SJRC Texas strives to fill job openings with qualified individuals who demonstrate a 
commitment to better the youth and mission of SJRC Texas. Preference is given to internal 
candidates over external candidates when both are equally qualified. Internal candidates 
are not guaranteed the specific positions for which they apply. 
 
Recruiting Sources: 
 
1.  HR is responsible for initiating recruiting activities. 
 
2. External recruiting will be through SJRC Texas website, under Employment 
www.sjrctexas.org and will also be posted on several employment websites. 
 
 

http://www.sjrctexas.org/
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Job Postings: 
 
1.  HR will be responsible for internal and external recruiting.  
 
2.  Job openings will be posted externally through SJRC Texas website and other job 
posting websites for all positions. The postings will include the job title, location, 
responsibilities, preferred/required qualifications, and compensation. 
 
3.  If the position is for internal candidates only, the posting will include the words “Internal 
Candidates Only”, after the job title. HR will send an email to all employees in their territory 
of the position opening. 
 
4.  Internal candidates may notify HR of their interest in any open position by 
completing and applying with a current resume and an Internal Job Interest Form via 
email or hand delivered to HR by the designated deadline. The employee’s supervisor 
must sign the Internal Job Interest Form before any documents are provided to HR. 
 
5.  SJRC Texas will consider internal candidates that apply for job openings if they are 
qualified for the position. As part of the qualification, an employee must have held his or 
her current position for at least six (6) months prior to the application date and have both 
a satisfactory evaluation with no written progressive corrective actions during the same 
period. An employee who does not meet these conditions may still be considered for the 
posted position, however, such requests must receive prior approval from CEO. 
 
6.  SJRC Texas will consider qualified individuals who are on layoff status. 
 
7.  Employees will not be permitted to be in supervisor/subordinate relationships with 
other family members (includes in-laws). Further, the Organization may relocate 
coworkers related to each other to different work areas or shifts. 
 
Minimum Age 
 
Employees are hired in compliance with the Fair Labor Standards Act (FLSA) and 
applicable state laws and licensing regulations. The minimum hiring age is twenty-one 
(21) years of age due to state/county licensing requirements.  
 
Persons under the age of twenty-one (21) may only be hired if there is a business 
necessity and if their work does not include any hazardous duties or work with hazardous 
equipment. Examples of prohibited hazardous work include, but are not limited to: 
 
1.  Operation of a motor vehicle. 
 
2.  Operation or cleaning of any power-driven equipment. 
 
3.  Operation or cleaning of any cutting or slicing equipment. 
 
4.  Performance of certain high-risk maintenance tasks or operation of maintenance 
equipment. 
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5.  SJRC Texas shall abide by all Federal/State child labor standards in the roles and 
responsibilities assigned. 
 
Job Descriptions  
 
Job descriptions provide needed information for recruiting, hiring, compensating, 
promoting, and retaining employees by describing the requirements and responsibilities 
for a specific position. Job descriptions list essential functions of the position and the 
prerequisites/skills needed to accomplish these functions in a satisfactory manner. 
Managers also use job descriptions as the basis for evaluating the employees during the 
Introductory Period evaluation and annual evaluations. The SJRC Texas Performance 
Review program explains in detail the role of job descriptions in performance 
management. The Performance Review program is described in SJRC Texas Performance 
Management Policy. 
 
1.  Each position at SJRC Texas shall have a detailed job description to describe the 
specific role, responsibilities, duties, and qualifications of that position. 
 
2. SJRC Texas reserves the right to reevaluate and make comprehensive change(s) to the 
responsibilities, duties, and qualifications of all positions and to reassign duties at its 
discretion. 
 
3.  HR will maintain copies of all job descriptions and will review job descriptions annually 
to identify any change(s) that may be necessary. The Executive Team will provide 
recommendations for revisions and redistribute updated job descriptions to affected staff. 
 
4.  All job descriptions, including revisions, must be reviewed, and approved by HR and 
the CEO. 
 
Pre-Employment Process  
 
SJRC Texas is an equal opportunity employer that recognizes the need to protect the 
individuals we serve and to provide the highest quality services. All applicants regardless 
of race, color, religion, sex, age, national origin, sexual orientation, disability, or veteran 
status will be recruited, interviewed, screened, and selected to determine their 
qualifications, ability to do the job and criminal history background. 
 
During the recruitment, hiring and orientation process, no statement should be made 
promising permanent or guaranteed employment. Any modifications of the at-will 
employment relationship can only be accomplished by a written document signed by SJRC 
Texas CEO or Chair of the Board of Directors. 
 
HR is responsible for compliance with proper hiring procedures and that all applicants 
complete the following process: 
 
1.  Interview Process: 
 
a.  For all positions, an Internal Requisition Form signed by the department Executive, or 
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their designee is required. 
 
b.  Applicants for employment will be required to complete and sign an Employment 
Application. 
 
c.  Should an applicant be called in for an interview, they will be required to complete an 
Authorization to Request Records form. 
 
d.  Interviews will be arranged with the specific Hiring Manager and any other appropriate 
staff. Hiring Manager and/or HR will schedule interviews. NOTE: Do not write on the 
Employment application. Any notes taken by the interviewer are to be written on an 
interview questionnaire which will be part of the recruitment file 
 
2.  Selection Process: 
 
a.  The application of the preferred candidate is reviewed by the Hiring Manager, 
designated staff, or HR to determine if the applicant has the work experience and 
educational background to meet the job requirements. 
 
b.  For employment consideration, the candidate’s cooperation in the selection process is 
expected. Candidates who do not provide required information on a timely basis may not 
be considered for employment. 
 
c.  Once a candidate has been selected for employment, a firm offer of employment may 
be given with a contingency that the following items have been provided to HR: 
 
(1)  Copy of a valid Driver’s license. Must be current for state occupied. Drivers Licenses 
from different states may be accepted for up to 30 days of employment, however after 
that time, verification must be shown of a current state license for the state occupied. 
 
(2)  Copy of his/her Social Security card. 
 
(3)  Copy of current car insurance. If employee is required to drive for their employment. 
Candidate’s name must be listed either as primary driver or as an authorized driver on 
insurance. 
 
(4)  Copy of High School or College Degree or, if applicable, copy of college transcript 
showing highest level of education completed. 
 
Copies of identification listed above are requested either per state licensing document 
requirements or to determine whether the employee had the legal right to work in the 
United States. Outside of state requirements, employees may submit forms as allowed on 
I-9 forms. 
 
(5)  A Current Proof of TB Testing Card and for pre-employment candidates who have had 
previous exposure or ethnic disposition to test positive on TB skin tests, the X-ray 
validation will be required to clear positive TB results are obtained at the candidate’s 
expense. 
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(6)  Current CPR/First aid certification. For replacement or new certification, this is 
obtained at the candidate’s expense unless the campus has a certified CPR instructor. 
 
(7)  References may be obtained by email, mail, by fax, or by telephone interview by the 
supervisor or their designee (comments taken by telephone interview need to be accurate 
and documented as such on the form). 
 
d.  Candidates for employment are required to undergo the following pre- employment 
screening tests: 
 
(1)  Contingent drug testing (within 2 hours after initial offer is made) 
 
(2)  Criminal history background checks, 
 
(3)  Motor vehicle records (where applicable), 
 
(4)  Fingerprinting and social security trace/checks as required for state verifications. 
 
(5)  TB Tine Test – please note a positive test on TB skin test will require X-ray validation 
to clear positive TB results are obtained at the candidate’s expense. 
Note: All offers of employment are contingent on clearance of all pre-employment 
required testing. 
e.  Candidates with criminal convictions including, but not limited to, one or more of the 
following offenses will not be eligible for employment with the Organization: 
 
(1)  Murder, homicide, manslaughter, or concealment of a homicidal death. 
 
(2)  Abuse or criminal neglect of a child. 
 
(3)  Kidnapping, child abduction, criminal child enticement or contributing to the 
delinquency of a minor. 
 
(4)  Unlawful restraint or forcible detention. 
 
(5)  Felonious or aggravated assault, menacing, battery or infliction of great bodily harm. 
 
(6)  Sexual assault/battery or sexual abuse. 
 
(7)  Unlawful sexual behavior. 
 
(8)  Theft, financial exploitation of an elderly or disabled person, robbery, or burglary. 
 
(9)  Criminal trespass. 
 
(10)  Arson. 
 
(11)  Manufacture, delivery or trafficking of controlled substance(s). 
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(12)  Unlawful possession or use of weapons or aggravated discharge of a firearm. 
 
(13)  Felony conviction of a controlled substance(s). 
 
f.  The crimes listed above are illustrative and are not an all-inclusive listing. Nothing is 
this policy is intended, nor shall it be interpreted, to be a promise of employment nor 
does it modify the at-will nature of employment at SJRC Texas.  
 
g.  If hired conditionally, the employee may be discharged if criminal history report 
indicates a conviction of a felony classification or an active judgment/deferred 
adjudication. 
 
h.  Candidates who have received arrests or misdemeanor convictions and no felony 
convictions may not automatically be prevented from employment with SJRC Texas and 
will be reviewed on a case-by-cases basis. These considerations will be done with the 
approval HR and the CEO. Factors such as pattern(s), timing, relatedness to the position 
and mitigating circumstances will be taken into consideration. 
 
i.  Any decisions to hire candidates as listed above will be superseded by individual 
state/local/federal regulations. SJRC Texas policies are designed to meet all 
federal/state/local regulations. 
 
j.  Leadership will consult with the CEO and Hiring Directors to decide if adverse action, 
such as termination or retracting a job offer, should be taken because of information 
disclosed in a criminal history background check. If the results of a drug screening are 
positive, the job offer is retracted, and the applicant is sent a letter from HR to inform them 
they may dispute the results if they wish to do so. Unless state requirements indicate 
otherwise, an employee may not have a copy of a Criminal background check. 
 
k.  Leadership/HR or their designee, in consultation with the Executives, shall determine 
the starting pay rate for candidates of employment. The starting rate must be determined 
before communicating the job offer. A job offer letter will communicate the rate of pay to 
the employee and is signed by HR. 
 
(1)  If any pre-employment test or screening is required by SJRC Texas, the cost for such 
tests will be incurred by the candidate unless state law requirements state otherwise or 
unless the organization decides to absorb certain costs. 
 
(2)  If the background, medical or any other subsequent investigation or testing discloses 
any misrepresentation on the application form and/or information indicating that the 
individual is not suited for employment with SJRC Texas, the applicant may be refused 
employment or, if already employed, may be terminated. Involuntary termination decisions 
must be reviewed and approved by HR and the CEO. 
 
(3)  For certain positions that require a licensure through the state, employee will bring 
written proof of licensure (Social Work, Nursing, CPA), HR or their designee will initiate a 
background check with those state agencies/registries as required by law/regulation to 
validate the licensure. 
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(4)  The Hiring Manager will recommend who to hire for job openings, based on the results 
of the pre-employment requirements. The Hiring Manager has the responsibility to 
determine whether an applicant is technically qualified for the position and meets the 
other job-related criteria necessary to perform the job. Leadership or their designee 
determines whether the applicant meets SJRC Texas hiring requirements. The decision 
whether to hire the applicant is made by Executive or their designee. 
 
(5)  Re-Employment. Employees who leave SJRC Texas in good standing may be 
considered for re-employment. Former employees who resigned without 
submitting/working a two-week written notice (extenuating circumstances will be 
considered), completing the mandatory Employee Exit Interview or who were involuntarily 
terminated may not be considered for re-employment, subject to any state or federal 
law which may provide otherwise. Employees who retired from SJRC Texas will be 
considered on a case-by-case basis for rehire. All rehires must be approved by Hiring 
Manager, HR, and the CEO. 
 
(6)  A former employee who is re-employed will be considered a new employee from the 
date of reemployment unless the break in service is less than thirty days, in which case 
the employee will retain accumulated SJRC Texas service. Length of service for the 
purpose of benefits is governed by the terms of each benefit plan. 
 
(7)  Supervisors must maintain a file on each employee he/she supervises. This file would 
include copies of the employee’s job description, Supervisor’s copy of the Payroll Change 
Notice, corrective action correspondence and notes regarding work performance, 
attendance, etc. Supervisors are responsible for ensuring original documents are 
forwarded to HR for inclusion in the employee’s personnel file, medical file, or other related 
files. For purposes of confidentiality, the Supervisor’s files should be kept in a secure 
location, locked cabinet while on SJRC Texas premises. Highly confidential 
forms/documents may only be kept in HR’s files. 
 
(8)  SJRC Texas makes no representations, written or oral, concerning permanent or 
guaranteed employment. No document should be called a contract unless an authorized 
written employment agreement has been signed by the CEO and the Chair of the Board 
of Directors. 
 
Department of Homeland Security Requirements 
 
SJRC Texas, in compliance with the Department of Homeland Security and the 
Immigration Reform and Control Act of 1986, will not knowingly recruit, hire, or refer for a 
fee, persons not authorized to work in the United States (U.S.). 
 
1.  New Hires must provide proof of eligibility of employment within three (3) business 
days of the date of hire. If this information is not provided within the required period, the 
new hire’s position will be terminated. 
 
2.  The Department of Homeland Security Form I-9 must be completed “in full” and “as 
required” by the employee (or their preparer or translator) and HR or designee. It is the 
responsibility of HR to verify the form is completed fully and correctly. 
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3.  When completing the Form, I-9, the employee must provide required document(s) that 
establish identity and employment eligibility.  
 
 
Introductory Period / Probation Period (First 90 Days) 
 
SJRC Texas has established the first three (3) months from the date of hire, rehire, 
transfer or promotion to a new job to be considered the “introductory period.” Newly 
hired/rehired employees and employees transferred or promoted to new jobs are to 
receive monthly written performance evaluations throughout their introductory period. For 
a new hire/rehire or transfer the Supervisor needs to review the Job Description with the 
employee and set goals to be accomplished during the introductory period. This will 
establish what they are to be evaluated on, come time for the written evaluation. Goals 
should be documented on the monthly evaluation form and a copy should be retained by 
Supervisor, a copy given to the employee and a copy sent to HR for placement in 
employee’s file. 
 
Employees who do not receive satisfactory ratings during each monthly evaluation may 
have their introductory extended or may be terminated. Leadership does not have to wait 
until the 90 days are up to terminate an employee. The introductory period may also be 
extended by the number of workdays missed because of an extended leave of absence, 
for example medical leave of absence.  
 
Employees in their introductory period are not eligible for transfer/promotion until he/she 
has successfully completed six (6) months of continuous service in his/her present 
position and has a satisfactory performance evaluation with no progressive corrective 
action(s) received during the same period. Exceptions to the six (6) month eligibility can 
be made per the authorization of the CEO. 
 
Job Promotions 
 
SJRC Texas is dedicated to the development and advancement of its employees. First 
consideration for promotion shall be given to those employees who possess the required 
job- related qualifications and skills. 
 
SJRC Texas encourages all management to be aware of the development goals of their 
employees and to review the experience and educational credentials of its employees. It 
is also encouraged for employees to improve their development and to consider internal 
opportunities as they become available. 
 
SJRC Texas will provide Equal Employment Opportunities to all qualified persons, and 
reaffirms its commitment against discrimination because of race, color, religion, sex, 
sexual orientation, age, national origin, disability, or veteran status. 
 
1.  If a Hiring Supervisor promotes an employee currently working in their department, the 
Supervisor will attempt to transition the employee to the new role within a two (2) week 
period, however that time may be shortened to a week or extended to longer than two (2) 
weeks depending on Organizational necessity as determined by the senior manager of 
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the department. For employees promoted from a different department, the hiring manager 
will confer with the appropriate manager and HR to coordinate the transfer, if the transfer 
is not within the same department. The transfer period of an employee from their current 
position to a new position should occur within a two (2) week period unless the time is 
extended by agreement between the senior manager, and if required, as authorized by 
the CEO.  
 
NOTE: A promotion may result in a change of an employee’s employment classification, 
benefits, etc. Appropriate changes need to be made on the PCN and accounting 
database. 
 
2.  Promoted employees will follow the provisions as outlined in the Introductory Period, 
including having a new start date for their new role, a new introductory period, being 
given a new job description and performance evaluation after the introductory period. 
The at will employment relationship is not altered by a promotion or completion of the 
subsequent introductory period, unless otherwise provided in writing by SJRC Texas's 
CEO or Board of Director Chair. 
 
3.  Temporary Promotions 
 
a.  SJRC Texas may temporarily transfer/promote an employee at its discretion as it 
becomes necessary to cover for the absence of an employee or a vacant position. 
 
b.  If the temporary promotion will last for more than two (2) pay cycles and has a greater 
pay rate, the employee will be paid at the rate of the new position and will be given the 
temporary title change. If the employee’s current rate is greater than the pay rate for the 
new position, the employee will retain his/her current rate. The ability and willingness to 
accept greater responsibility is considered for purposes of future evaluations and 
promotion. 
 
c.  If the temporary promotion is for less than two (2) pay cycles, the employee does not 
receive extra compensation except as authorized by the CEO. The ability and willingness 
to accept greater responsibility is considered for purposes of future evaluations and 
promotion. 
 
d.  Upon conclusion of the temporary promotion, the employee is returned to his/her 
previous position, pay and responsibilities. 
 
e.  Temporary promotions should only be given when necessary to cover a temporary 
vacancy and should not be given as a “trial” or “test”. 
 
f.  The employee filling a vacant position temporarily is not guaranteed a promotion in the 
event the position becomes permanently available. 
 
 
 
 
 



36 
 

Job Transfers 
 
SJRC Texas may transfer employees in response to business requirements and/or 
employee’s request. A transfer is defined as a lateral assignment from one job to another, 
usually with no change in salary. 
 
1.  SJRC Texas reserves the right to temporarily transfer/promote an employee, at the 
discretion of the Organization, as it becomes necessary to cover for the absence of an 
employee or a vacant position. For this policy, a temporary transfer is defined as when an 
employee assumes the duties of another position in an “acting capacity” for a period of 
more than two (2) pay cycles. Temporary transfers should only be given when necessary 
to cover a temporary vacancy and should not be given as a “trial” or “test”. 
 
2.  If the temporary transfer is for less than two (2) pay cycles, no pay adjustment should 
be made; however, any hourly person placed into a salaried position should be paid for all 
hours worked at their regular rate of pay plus overtime compensation.  
 
3.  Implementation of a temporary salary adjustment should occur immediately if the “acting 
capacity” is expected to extend more than two (2) pay cycles.  

 
4.  If it is determined after two (2) pay cycles that the temporary transfer will continue, and 
a salary adjustment has not yet occurred, the salary adjustment will occur as soon as it is 
known that the assignment will last more than two (2) pay cycles. Consideration may be 
given as to whether to offer retroactive pay. Any decision for retroactive pay shall be per 
the authorization of the CEO.  
 
5.  If the employee’s review date occurs during an “acting capacity” assignment, a 
performance review will be conducted. The new base salary and the acting capacity salary 
will be recalculated, based on the employee’s original rate of pay.  
 
6.  Upon conclusion of the temporary transfer, the employee is returned to his/her previous 
position, pay and responsibilities. 
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Section 6 
Workplace Guidelines / Rules and Regulations 

 
Employment Classification 
 
To determine eligibility for benefits and overtime status and to ensure compliance with 
federal and state laws and regulations, SJRC Texas classifies its employees as shown 
below. SJRC Texas may review or change employee classifications at any time. 
 
Exempt. Exempt employees are typically paid on a salary basis and are not eligible to 
receive overtime pay. 
 
Nonexempt. Nonexempt employees are paid on an hourly basis and are eligible to receive 
overtime pay for overtime hours worked. 
 
Regular, full time. Employees who are not in a temporary status and work a minimum of 30 
hours weekly and maintain continuous employment status. Generally, these employees are 
eligible for the full-time benefits package and are subject to the terms, conditions, and 
limitations of each benefits program.  
 
Regular, part time. Employees who are not in a temporary status and who are regularly 
scheduled to work less than 30 hours weekly but at least 20 hours weekly and who maintain 
continuous employment status. Part-time employees are eligible for some of the benefits 
offered by the organization and are subject to the terms, conditions, and limitations of each 
benefits program.  
 
Temporary, full time. Employees who are hired as interim replacements to temporarily 
supplement the workforce or to assist in the completion of a specific project and who are 
temporarily scheduled to work the organization’s full-time schedule for a limited duration. 
Employment beyond any initially stated period does not in any way imply a change in 
employment status. 
 
Temporary, part time. Employees who are hired as interim replacements to temporarily 
supplement the workforce or to assist in the completion of a specific project and who are 
temporarily scheduled to work less than 30 hours weekly for a limited duration. 
Employment beyond any initially stated period does not in any way imply a change in 
employment status. 
 
Attendance 
 
All employees are expected to arrive on time, ready to work, every day they are scheduled 
to work. Failure to show up or call in for a scheduled shift without prior approval, excessive 
absenteeism or tardiness will result in discipline up to and including termination.  
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If unable to arrive at work on time, or if an employee will be absent for an entire day, the 
employee must contact the supervisor as soon as possible. Voicemail, text, and e-mail 
messages are not acceptable except in certain emergency circumstances.  
 
Tardiness is defined as arriving at the work site late (6 minutes or later) and/or leaving work 
early without the immediate Supervisor’s permission. Excessive tardiness is defined as 
three (3) or more occurrences in a calendar month. 
 
Excessive absenteeism is defined as an unauthorized absence (when an employee misses 
more than half of his/her scheduled work shift) or a pattern of absences (such as calling 
in sick on multiple Fridays/Mondays or days before or after a holiday or planned time off) 
that interferes with the operation’s ability to provide quality service.  
 
Unapproved absence immediately preceding or proceeding a paid holiday is ground for 
the holiday not being paid.  
 
Job abandonment occurs when an employee is absent for two (2) consecutive scheduled 
workdays without prior notice to or approval from their immediate Supervisor (no call/no 
show). The employee is reported as a voluntary termination from the Organization. 
 
Job Performance / Performance Management 
 
The Performance Management program is SJRC Texas’s driver for performance 
management and evaluation. As part of Performance Management, Introductory Period 
(30, 60, 90-day) evaluations and annual evaluations are required for all employees. 
Employees should also participate in on-going discussions about career development with 
their supervisor. 
 
Employee Performance Evaluation is a comprehensive performance-management 
program. As such, it requires interaction and communication between supervisors and 
their employees throughout the year, not just during the introductory and annual 
evaluation. The following description identifies the recommended basic steps and 
supporting activities of the Employee Performance Evaluation process.  
 
Begin the performance cycle - The Supervisor reviews the Job Description with the 
employee, within 30 days of the employee’s hire date, making sure to explain areas of 
responsibility, performance expectations and work standards. The Supervisor collaborates 
with the employee to develop the employee’s individual performance objectives based on 
the Performance Management Goals. The Supervisor reviews weightings with the 
employee, if applicable, for key areas of responsibility, work standards and objectives. The 
Supervisor and employee sign the Job Description. A copy is given to the employee and to 
HR for placement in employee’s file. 
 
Conduct Introductory Period (30, 60, 90-day) evaluations with all employees - The 
Supervisor conducts an Introductory Period Performance Evaluation at the completion of 
the 30, 60, 90-day introductory period. Supervisor and Employee review the goals that 
were completed during the first 30 days when the job description was discussed. 
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Supervisor and employee sign off on the evaluation. Supervisor sets goals for the employee 
to accomplish by their annual performance review. 
 
Provide ongoing performance feedback, both informally and in coaching sessions - The 
Supervisor should conduct informal discussions with the employee at least once a month. 
If formal coaching sessions are needed due to lack of performance, the Supervisor should 
have formal one-on-one coaching sessions with the employee weekly or bi-weekly, 
followed by email on coaching topics discussed to employee with a CC to HR. During 
coaching sessions, the Supervisor and employee discuss the employee’s actual 
performance. The manager explains expectations for improvement. 
 
Conduct annual performance evaluations with all employees - The Supervisor is required 
to complete an annual performance evaluation at the end of twelve (12) months. The 
employee completes their own Employee Performance Self- Evaluation and submits it to 
his or her manager. The Supervisor reviews the employee’s self-evaluation, and then 
completes their written response to the evaluation. The Supervisor meets with the 
employee to conduct the annual evaluation. The Supervisor provides specific feedback and 
gives the employee opportunities to respond.  
 
The Supervisor and employee sign the Employee Performance evaluation, a copy is 
provided to the employee, and one is turned in to HR. 
   
Outside Employment 
 
 
Employees generally are permitted to work a second job if it does not interfere with 
their job performance or create a conflict of interest with SJRC Texas. All employees, 
including part-time employees, must obtain prior approval from the HR department 
before undertaking any outside employment or other work activity. SJRC Texas 
operates 24/7, 365 and work responsibilities can include M-F, evenings, holidays, and 
weekends with employees compensated according to Texas Workforce Commission 
and Department of Labor Standards.  
 
Employees with a second job are expected to work their assigned schedules. A 
second job will not be considered an excuse for poor job performance, absenteeism, 
tardiness, leaving early, refusal to travel, or refusal to work overtime or different 
hours. In addition, employees who have accepted outside employment may not use 
paid sick time to work on the outside job. However, an employee on a leave of 
absence may continue to work in the outside job if this employment has been 
approved by the organization under this policy and the employee’s reason for leave 
does not preclude the outside employment.  
 
Employees with a second job must ensure that the second job does not represent a 
conflict of interest in terms of working for a competitor or sharing confidential or 
proprietary information or materials. In addition, employees must not use company 
time, materials, or proprietary information in the performance of that outside job.  
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If outside work activity causes or contributes to job-related problems, it must be 
discontinued, or the employee may be subject to disciplinary action up to and including 
termination. 
 
Dress Code and Grooming 
 
The dress code standards of SJRC Texas are designed to recognize our diverse job 
positions and how the image of those positions represents our organization. The personal 
appearance of SJRC Texas employees is important to the organization because it makes 
an impression on the children and influences the image of SJRC Texas for visitor(s). 
Therefore, employees are expected to maintain a neat, well-groomed appearance always, 
to present themselves in a professional manner and to avoid extremes in dress. 
Employees are expected to dress appropriately for their position. SJRC Texas shall be able 
to determine how the dress code is utilized within their department, according to the 
procedures listed below. The expectations are to present a professional image to youth, 
families, visitors, and the public. The dress code policy is an extension to all business 
conducted with SJRC such as: work events, trainings, recruitment events and/or SJRC 
sponsored activities.  
 
The Department Head, at his/her discretion, may instruct employees who report to work, 
training, SJRC Texas event, etc. improperly dressed or groomed to return home to change 
with loss of pay for the time away from the employee’s normal job responsibilities. 
 
Administration Classification Job Description: 

• Business Attire for Men 
• Business Attire for Women 

 
Administrative Classification can wear “Business Casual” (Polos, T-shirts, Jeans, 
Athletic Wear, etc.) for Organizational events or activities that do not require Business 
Attire for the specific event or work requirements for the job. 
 
Program Classification Job Description (Direct Care) 

• T Shirts or Polo Shirts 
• Jeans 
• Shorts (knee-length only)  
• Closed-Toed Shoes and Socks, i.e., Athletic Shoes 

 
Program Classification can wear specific clothing to fit a specific event or work 
requirements at the discretion and permission of their Direct Report (appropriate 
Athletic Wear) for Organizational events or activities that meet the requirement needs of 
the specific job.  
 
Maintenance Attire 

• Jeans 
• Hats to protect from sun exposure as required 
• Closed Toed Shoes/Boots and Socks 
• T-shirts 
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• Polo Shirts 
• Protective ear wear must be used when using machinery that could harm 

hearing (above 85dBA) as required  
• Protective Face Mask as required 
• Protective Eye Wear as required 

 
Inappropriate Attire for ALL Departments 

• Sweatpants 
• Short above the knee 
• Jeans with holes, tears, rips, or fray 
• Sheer, tight, revealing clothing that exposes your back, your undergarments; 

chest/stomach/cleavage, in example tops with spaghetti straps, halter tops, 
sleeveless tops or muscle shirts 

• Open-Toed Shoes 
• Shirts with graphic or vulgar language 

 
Grooming 
Personal appearance and hygiene are important both to employees and the company. 
Employees are expected to maintain a good personal appearance, neatness, and 
cleanliness. 

• Jewelry and Accessories must be small and reserved 
• Nails must be kept at an active length and groomed 
• Pierced parts of the body, other than ears, may not be used to display jewelry at 

the workplace. Tattoos that are or may be offensive to SJRC Texas employees 
or guests must be covered. Consult your Direct Report if you have any questions 
regarding whether a tattoo must be covered at the workplace. SJRC Texas 
reserves the right in its sole discretion to determine whether a tattoo must be 
covered. 
 

Employees may wear mild or light fragrances. Employees will be asked to refrain from the 
use 

• of fragrance if it is irritating to our children, youth, and young families we serve. 
• Hair should be neat and clean.  
• Moderate makeup is permitted. 
• Beards/mustaches must be clean and neatly groomed 

 
Corrective Action 
SJRC Texas may instruct employees who report to work improperly dressed or groomed 
to return home to change with loss of pay for the time away from the employee’s normal 
and continued violations may receive additional Corrective Action up to and including 
termination.  
 
Social Media Acceptable Use 
 
SJRC Texas encourages employees to share information with coworkers and with those 
outside the organization for the purposes of gathering information, generating new ideas, 
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and learning from the work of others. Social media provides inexpensive, informal, and 
timely ways to participate in an exchange of ideas and information. However, information 
posted on a website is available to the public, and therefore, the organization has 
established the following guidelines for employee participation in social media. 
 
Note: As used in this policy, “social media” refers to blogs, forums, and social networking 
sites, such as Twitter, Facebook, LinkedIn, YouTube, Instagram, and Snapchat, among 
others. 
 
Off-duty use of social media. Employees may maintain personal websites or weblogs on 
their own time using their own facilities. Employees must ensure that social media activity 
does not interfere with their work. In general, the organization considers social media 
activities to be personal endeavors, and employees may use them to express their thoughts 
or promote their ideas. In addition, employees may not post on a personal blog or webpage 
or participate on a social networking platform for personal purposes during work time or at 
any time with SJRC Texas equipment or property. 
 
On-duty use of social media. Employees may engage in social media activity during work 
time provided it is directly related to their work and approved by their manager and does 
not identify or reference organization clients, customers, or vendors without express 
permission. The organization monitors employee use of organization computers and the 
Internet, including employee blogging and social networking activity. 
 
Respect. Demonstrate respect for the dignity of the organization, its owners, its customers, 
its vendors, and its employees. A social media site is a public place, and employees should 
avoid inappropriate comments. For example, employees should not divulge SJRC Texas 
confidential information such as trade secrets, client lists, or information restricted from 
disclosure by law on social media sites. Similarly, employees should not engage in 
harassing or discriminatory behavior that targets other employees or individuals because 
of their protected class status or make defamatory comments or engage in other behavior 
that violates the organization’s policies.  
 
Post disclaimers. Employees who identify themselves as organization employees or 
discuss matters related to the organization on a social media site must include a disclaimer 
on the front page stating that it does not express the views of the organization and that 
the employees are expressing only personal views—for example: “The views expressed on 
this website/Weblog are mine alone and do not necessarily reflect the views of my 
employer.” Place the disclaimer in a prominent position and repeat it for each posting 
expressing an opinion related to the organization or the organization’s business. Employees 
must keep in mind that if they post information on a social media site that is in violation of 
organization policy and/or federal, state, or local law, the disclaimer will not shield them 
from disciplinary action.  
 
Competition. Employees should not use social media to criticize the organization’s 
competition and should not use it to compete with the organization. 
 
Confidentiality. Do not identify or reference organization clients, customers, or vendors 
without express permission. Employees may write about their jobs in general but may not 
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disclose any confidential or proprietary information. For examples of confidential 
information, please refer to the confidentiality policy. When in doubt, ask before publishing. 
 
New ideas. Please remember that new ideas related to work, or the organization’s business 
belong to the organization. Do not post them on a social media site without the 
organization’s permission. 
 
Trademarks and copyrights. Do not use the organizations or others’ trademarks on a social 
media site or reproduce the organizations or others’ material without first obtaining 
permission. 
 
Avoid statements about the organization’s future. This may violate applicable local, state, 
and federal laws guiding SJRC Texas. 
 
Legal. Employees are expected to comply with all applicable laws, including, but not limited 
to, ADA, FMLA, DOL, FLSA, and Harassment laws. 
 
Discipline. Violations of this policy may result in discipline up to and including immediate 
termination of employment. 
 
Nothing in this policy is meant to, nor should it be interpreted to, in any way limit your rights 
under any applicable federal, state, or local laws, including your rights under the NLRA to 
engage in protected concerted activities with other employees to improve or discuss terms 
and conditions of employment, such as wages, working conditions, and benefits. 
Employees have the right to engage in or refrain from such activities. 
 
Bulletin Boards 
 
All required governmental postings are posted on the boards located in the SJRC Texas 
Offices. These boards may also contain general announcements.  
 
Employees may submit to HR notices of general interest, such as for-sale notices; 
recreational-type announcements and/or club functions (e-mail should not be used for the 
aforementioned); postcards; expressions of gratitude or sympathy; and notices looking 
for/offering carpools, tickets, roommates, or pets. HR approves, posts, and takes down all 
notices. All notices posted by employees will be removed after 2 weeks unless otherwise 
stipulated. The organization reserves the right to refuse permission to post or to take down 
any announcement.  
 
Nothing in this policy is meant to, nor should it be interpreted to, in any way limit your rights 
under any applicable federal, state, or local laws, including your rights under the NLRA to 
engage in protected concerted activities with other employees to improve or discuss terms 
and conditions of employment, such as wages, working conditions, and benefits. 
Employees have the right to engage in or refrain from such activities. 
 
Solicitation 
Employees should be able to work in an environment that is free from unnecessary 
annoyances and interference with their work. To protect our employees and visitors, 
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solicitation by employees is strictly prohibited while either the employee being solicited or 
the employee doing the soliciting is on “working time.” “Working time” is defined as time 
during which an employee is not at a meal, on break, or on the premises immediately before 
or after a shift.  
 
Employees are also prohibited from distributing written materials, handbills, or any other 
type of literature on working time and, always, in “working areas,” which include all office 
areas. “Working areas” do not include break rooms, parking lots, or common areas shared 
by employees during nonworking time.  
 
Nonemployees may not trespass or solicit or distribute materials anywhere on organization 
property at any time. 
 
Nothing in this policy is meant to, nor should it be interpreted to, in any way limit your rights 
under any applicable federal, state, or local laws, including your rights under the NLRA to 
engage in protected concerted activities with other employees to improve or discuss terms 
and conditions of employment, such as wages, working conditions, and benefits. 
Employees have the right to engage in or refrain from such activities. 
 
Computers, Internet, E-Mail, and Other Resources 
 
The organization provides a wide variety of communication tools and resources to 
employees for use in running day-to-day business activities. Whether it is the telephone, 
voicemail, scanner, Internet, intranet, e-mail, text messaging, portable electronic devices, 
or any other organization-provided technology, use should be reserved for business-
related matters during working hours. All communication using these tools should be 
handled in a professional and respectful manner.  
 
Employees should not have any expectation of privacy in their use of organization 
computer, phone, portable electronic devices, or other communication tools. All 
communications made using organization-provided equipment or services, including e-mail 
and Internet activity, are subject to inspection by the organization. Employees should keep 
in mind that even if they delete an e-mail, a voicemail, or another communication, a copy 
may be archived on the organization’s systems. Use of personally owned mobile devices 
for work related purposes may be subject to Public Information Act requests. 
 
Employee use of organization-provided communication systems, including personal e-mail 
and Internet use, that is not job-related has the potential to drain, rather than enhance, 
productivity and system performance. You should also be aware that information 
transmitted through e-email and the Internet is not completely secure or may contain 
viruses or malware, and information you transmit and receive could damage the 
organization’s systems, as well as the reputation and/or competitiveness of the 
organization. To protect against possible problems, delete any e-mail messages before 
opening that are received from unknown senders and advertisers. It also is against 
organization policy to turn off antivirus protection software or make unauthorized changes 
to system configurations installed on organization computers. Violations of this policy may 
result in termination for a first offense. 
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The organization encourages employees to use e-mail only to communicate with fellow 
employees, suppliers, customers, or potential customers regarding organization business. 
Internal and external e-mails are considered business records and may be subject to 
federal and state recordkeeping requirements, as well as to discovery in the event of 
litigation. Be aware of this possibility when sending e-mails within and outside the 
organization.  
 
All use of organization-provided communications systems, including e-mail and Internet 
use, should conform to our organization guidelines/policies, including but not limited to the 
Equal Opportunity, Harassment, Confidential Information, and Conflicts of Interest. So, for 
example, employees should not engage in harassing or discriminatory behavior that targets 
other employees or individuals because of their protected class status or make defamatory 
comments. Similarly, employees should not divulge confidential information such as trade 
secrets, client lists, or information restricted from disclosure by law on social media sites.  
Because e-mail, telephone and voicemail, and Internet communication equipment are 
provided for organization business purposes and are critical to the organization’s success, 
your communications may be accessed without further notice by IT department 
administrators and organization management to ensure compliance with this guideline.  
The electronic communication systems are not secure and may allow inadvertent 
disclosure, accidental transmission to third parties, etc. Sensitive information should not 
be sent via unsecured electronic means.  
 
Employees should pay particular care to the use and security of portable electronic devices 
when used for business-related purposes, such as laptops, tablets, smartphones, and 
other data storage media, whether provided by the employer or the employee. Lost or 
stolen portable electronic devices containing organization information may cause breaches 
of security that result in the loss of organization confidential commercial data, the loss of 
vital research data, the unauthorized disclosure of sensitive employee data, lawsuits 
against the individual, and lawsuits against the organization. Employees should use 
appropriate password protections for such devices and physically secure them as 
recommended by IT department administrators. Use of personally owned mobile devices 
for work related purposes may be subject to Public Information Act requests.  
 
Office telephones are for business purposes. While the organization recognizes that some 
personal calls are necessary, these should be kept as brief as possible and to a minimum. 
Personal use of the organization’s cell phones, long-distance account, or toll-free numbers 
is strictly prohibited. Abuse of these privileges is subject to corrective action up to and 
including termination. 
 
The organization reserves the right to monitor customer calls to ensure employees abide 
by organization quality guidelines and provide appropriate levels of customer service. 
Should the subject matter of any telephone conversation become personal while 
monitoring is taking place, monitoring of the call will immediately be discontinued.  
Nothing in this policy is meant to, nor should it be interpreted to, in any way limit your rights 
under any applicable federal, state, or local laws, including your rights under the NLRA to 
engage in protected concerted activities with other employees to improve or discuss terms 
and conditions of employment, such as wages, working conditions, and benefits. 
Employees have the right to engage in or refrain from such activities. 
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Cell Phones and Portable Electronic Devices 
 
SJRC Texas seeks to create a safe and productive work environment for the staff and 
youth of SJRC Texas. This policy outlines SJRC Texas’s standards on the use of cellular 
or smart phones (collectively referred to as “cell phones”) and other electronic “portable 
devices” (laptops, netbooks, tablets, e-readers, MP3 players, video players, PDA’s, 
video/audio recorders etc.) at work and the safe use of SJRC Texas cell phones or other 
portable devices by employees while driving. (Use of such devices includes but is not 
limited to making or receiving phone calls; leaving messages; sending text messages; 
internet surfing; downloading; watching movies; reading e-books; streaming videos or 
music; or responding to emails and/or texts). 
1.  Personal Cell Phones/Portable Electronic Devices - While at work employees are 
expected to exercise the same discretion in using cell phones and portable devices, even 
if owned personally, as is expected for the use of company phones. Excessive personal 
calls or other personal use of cell phones and portable devices during the workday 
interferes with productivity and is distracting to others. Employees are encouraged not to 
make personal calls during working hours, to save personal use of cell phones or portable 
electronic devices for non-work time when possible and to make friends and family 
members aware of SJRC Texas policy. SJRC Texas is not liable for the loss or damage of 
personal cell phones or portable electronic devices brought into the workplace. 
Employees are to never allow children to have or utilize any employee’s cell phones or any 
portable electronic device of employee. 
 
a.  Stipends are paid to certain employees as compensation for the use of their cell phones 
or portable electronic devices for work use at the discretion of HR and CEO. Approval for a 
stipend is determined by the senior manager of the employee and HR. Phone stipends may 
be given or revoked at the discretion of HR and the CEO. 
 
b.  Employees may be required to provide relevant data from such devices, as required 
in instances of possible violation of law, if involved in an auto accident. 
 
2.  Personal Use of Company-Provided Cell Phones/Portable Electronic Devices – SJRC 
Texas may issue a business cell phone or portable device to an employee for work-related 
communications. Hands-free equipment (Bluetooth) may be provided as permitted for 
certain drivers. Employees assigned such equipment are expected to protect the 
equipment from loss, damage or theft and may be responsible for replacements costs if 
lost or broken. Employees are to return equipment immediately upon resignation, 
termination or at the request of management. 
 
3.  Safety Issues for Cell Phones/Portable Electronic Devices Use - All employees are 
expected always to follow applicable state/federal laws or regulations regarding the use 
of cell phones or portable devices. Employees are not to use cell phones or portable 
electronic devices while driving for SJRC Texas, unless otherwise specifically instructed. 
Safety must come before all other concerns. 
 
4.  Employees transporting youth – Employees are not permitted to use a cell phone or 
portable electronic device while operating a SJRC Texas vehicle. In case of emergency, 
employees are required to pull off to the side of the road and safely stop the vehicle before 
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placing or accepting a call or using hands-free operations. When dealing with a behavior 
concern from a child, employees are to pull to the side of the road and safely stop. 
Exception - Employees may use hands-free direction devices (GPS). 
 
5.  Employees not transporting youth – Employees are to refrain from the use of cell 
phones or portable electronic device while operating a SJRC Texas vehicle. Such 
employees are permitted limited use of hands-free equipment (Bluetooth) for answering 
priority work related calls. 
6.  Employees are to refrain from discussion of complicated or emotional matters with 
passengers and keep their eyes on the road. Special care should be taken in situations 
where there is traffic, inclement weather or the employee is driving in an unfamiliar area. 
7.  Employees who are charged with traffic violations resulting from the use of their 
personally owned or company issued cell phone, or personally owned or company issued 
device while driving will be solely responsible for all liabilities that result from such actions. 
 
8.  Video or Audio Recording Devices - The use of cameras on cell phones, portable 
electronic devices or other audio or video recording capable devices within the company 
may constitute not only an invasion of employees’ personal privacy and client privacy but 
may breach confidentiality of SJRC Texas trade secrets or other protected information. 
Therefore, the use of camera or other video-capable recording devices within SJRC Texas 
property is prohibited without the express prior permission of senior management and the 
written release of the employee or child’s legal guardian. This further includes the verbal 
permission of non- employees(s) present. This prohibition is specifically applicable to 
SJRC Texas-owned foster- care homes and all restrooms. 
 
a.  In the event of an auto accident, images may be captured of damaged vehicles, but 
not of individuals. 
 
b.  Recorded images made by employees of other employees, youth, SJRC Texas property 
and SJRC Texas events, or images recorded by employees on behalf of SJRC Texas are 
the property of SJRC Texas. Upon termination, resignation or at any time SJRC Texas may 
request the immediate return of such images to management staff. 
 
9.  Special Responsibilities for Managerial Staff - Management staff are expected to serve 
as role models for proper compliance with the provisions above and are encouraged to 
regularly remind employees of their responsibilities in complying with this policy. 
 
10.  Violations of this policy will be subject to progressive corrective action, up to and 
including termination. 
 
Personal Property  
 
SJRC Texas will not assume any responsibility for replacing or repairing an employee's 
personal property that is lost, stolen, vandalized, damaged or taken from an employee 
during work times and/or on Organization premises, including youth homes, organization-
owned or leased vehicles. 
 
The employee is expected to exercise reasonable judgment on the personal property 
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he/she wears, carries onto, or uses at the workplace and to decide if the item(s) which is 
worn, carried onto, or used at the workplace is expendable. Employees are advised not to 
carry unnecessary amounts of cash or other valuables with them when they come to work. 
Employees residing on campus may bring their personal property to their living areas, but 
the employee takes the liability onto themselves for this personal property. 
 
Employees are expected to exercise reasonable care to safeguard personal items brought 
to work. A Supervisor may assign employees a storage area for safekeeping small 
personal effects during working times. 
 
If the employee uses personal property, i.e., durable goods, tools, computers, etc., to help 
perform his/her job, approval must be given by the Senior Manager and must be provided 
in writing. The approval must state who is to assume replacement in the event the item is 
damaged or destroyed. 
 
SJRC Texas reserves the right, at all times, and without prior notice, to inspect any and all 
Organization owned, leased or controlled property (i.e., cottages, shelters, desks, storage 
areas, work areas, lockers, file cabinets, computers, vehicles, etc.) and personal 
property/vehicles brought on Organization property (including, but not limited to bags, 
boxes, purses, briefcases, lunch containers, etc.) for the purpose of determining if any 
SJRC Texas policy has been violated. Such inspections may be conducted during or after 
business hours and will be made in the presence of the employee and/or two (2) 
supervisors only if such an inspection is deemed reasonably necessary in the investigation 
of such violation(s). If any prohibited materials are found during the search, the employee 
is to be placed on administrative suspension without pay immediately. HR and Senior 
Manager should be contacted to determine the appropriate corrective action and legal 
requirements. 
 
Access to Personnel Files 
 
Employee files are maintained by the HR department and are considered confidential and 
property of the organization. Managers and supervisors may only have access to personnel 
file information on a need-to-know basis. Employees may inspect their own personnel files 
and may copy them but may not remove documents from their file. Inspections by 
employees must be requested in writing to the HR department and will be scheduled at a 
mutually convenient time or as required under state law. Personnel files are to be reviewed 
in the HR department. Representatives of government or law enforcement agencies, in the 
course of their duties, may be allowed access to file information.  
 
Telecommuting 
 
Telecommuting allows employees to work at home, on the road or in a satellite location for 
all or part of their work week. SJRC Texas considers telecommuting to be a viable, flexible 
work option for very specific positions, when both the employee and the job are suited to 
such an arrangement. Telecommuting will be appropriate for some Departments, i.e., 
Development, Parents as Teachers (PAT Program) or Child Placement Agency (CPA), but 
not for others, i.e., Residential Youth Care Workers. Telecommuting is not an entitlement, 
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it is not a company-wide benefit, and it in no way changes the terms and conditions of 
employment with SJRC Texas.  
 
Telecommuting can be informal, such as working from home for a short-term project or on 
the road during business travel, or a formal, set schedule of working away from the office 
as described below. Either an employee or a supervisor can suggest telecommuting as a 
possible work arrangement. 
SJRC Texas will formulate an individual telecommuting agreement and telecommuting 
agreement may be discontinued at will and at any time at the request of the organization. 
Every effort will be made to provide thirty (30) day notice of such change to accommodate 
commuting, child-care and other issues that may arise from the termination of a 
telecommuting arrangement. There may be instances, however, when no notice is possible. 
SJRC Texas determines job eligibility for telecommuting. Before entering SJRC Texas 
telecommuting agreement, the SJRC Texas employee and their supervisor, with the 
assistance of the HR, will evaluate the suitability of such an arrangement, reviewing the 
following areas: 
 
1.  Employee suitability. The employee and supervisor will assess the needs and work habits 
of the employee, compared to traits customarily recognized as appropriate for successful 
telecommuters as stated above.  
 
2. Job responsibilities. The employee and supervisor will discuss the job responsibilities for 
the telecommuting arrangement. 
 
3. Equipment needs, workspace design considerations and scheduling issues. The 
employee and supervisor will review the physical workspace needs and the appropriate 
location for the telework.  

 
4. Tax and other legal implications. The employee must determine any tax or legal 
implications under IRS, state, and local government laws, and/or restrictions of working out 
of a home-based office. Responsibility for fulfilling all obligations in this area rests solely 
with the employee. 
 
Evaluation of individual telecommuter performance will include regular interaction by phone 
and e-mail between the employee and the supervisor, as well as weekly face-to-face 
meetings to discuss work progress and any concerns. Supervisors will complete on-going 
evaluations of the arrangement and make recommendations for any modifications. 
Telecommuter performance will focus on work-output and completion of objectives rather 
than on time-based performance. 
 
Employees are responsible for outfitting their own offices. On a case-by-case basis, SJRC 
Texas will determine, with information supplied by the employee and the supervisor, any 
additional needs for each employee based on their telecommuting agreement. The HR and 
Information System Departments will serve as resources in this matter. Any equipment 
supplied by the organization will be maintained and accounted by the employee. Equipment 
supplied by the employee, will be maintained by the employee. SJRC Texas accepts no 
responsibility for damage or repairs to employee-owned equipment. SJRC Texas reserves 
the right to make determinations as to appropriate equipment, subject to change at any 
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time. Equipment supplied by the organization is to be used for business purposes only. The 
telecommuter must sign an inventory of all SJRC Texas property received and agree to 
take appropriate action to protect the items from damage or theft. Upon termination of 
employment, all company property will be returned to the company, unless other 
arrangements have been made. 
 
SJRC Texas will supply the employee with appropriate office supplies (pens, paper, etc.) 
as deemed necessary.  
 
The employee will establish an appropriate work environment within his or her home for 
work purposes. SJRC Texas will not be responsible for costs associated with the setup of 
the employee’s home office, such as remodeling, furniture, or lighting, nor for repairs or 
modifications to the home office space.  
 
Employee’s telecommuting will be expected to ensure the protection of proprietary 
company information. Employees are not allowed to keep internal and external 
stakeholder’s information in their home office. Steps include the use of locked file cabinets 
and desks, regular password maintenance, and any other measures appropriate for the job 
and the environment. 
 
Employees are expected to maintain their home workspace in a safe manner, free from 
safety hazards. SJRC Texas assumes no responsibility for injuries sustained by the 
employee in a home office location. 
 
Telecommuting is not designed to be a replacement for appropriate childcare. Although an 
individual employee’s telecommuting schedule may be modified to accommodate childcare 
needs, the focus of the arrangement must remain on job performance and meeting 
business demands. 
 
Telecommuting employees who are not exempt from the overtime requirements of the Fair 
Labor Standards Act will be required to accurately record all hours worked using SJRC 
Texas’s electronic time-keeping system. Hours worked more than those scheduled per day 
and per work week require the advance approval of the telecommuter’s supervisor. Failure 
to comply with this requirement may result in the immediate termination of the individual 
employee’s telecommuting agreement. 
 
Temporary telecommuting arrangements may be approved for circumstances such as 
inclement weather, special projects, or business travel. These arrangements are approved 
on an as-needed basis only, with no expectation of ongoing continuance. Other informal, 
short-term arrangements may be made for employees on family or medical leave to the 
extent practical for the employee and the organization and with the consent of the 
employee’s health care provider, if appropriate. All informal telecommuting arrangements 
are made on a case-by-case basis, focusing first on the business needs of the organization.  
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Work Week and Hours of Work 
 
The standard workweek is from Sunday 12:01 a.m. until Saturday 11:59 p.m. and generally 
consists of 40 work hours. Office hours vary based on employee’s role within SJRC Texas 
and individual work schedules may vary depending on the needs of each department.  
The immediate Supervisor will inform employees of their daily schedule of hours of work, 
including meal and break periods and of any changes deemed necessary or desirable by 
the Organization. Employees are expected to work all scheduled hours or different 
schedules as required by needs of the business operations. 
 
Immediate Supervisors will be required to cover shift vacancies in situations where other 
staff coverage is unavailable. 
 
Employee attendance at Organization business meetings and training programs will be 
considered hours worked if such attendance is required by management. 
Employees who volunteer or by personal choice decide to attend special outings, picnics, 
trips, etc., for which they are not scheduled as a part of their job duties will not be paid 
regular pay or overtime pay for the event and shall not be permitted to perform any job-
related duties while in attendance. 
 
Meal and Rest Breaks 
 
It is our policy to provide and afford all employees who work a continuous eight (8) hour 
work period with a meal and snack period. Each location schedules all work assignments 
with the expectation that all employees will take their meal periods, i.e., youth care staff 
will take their meal periods with youth in care during meals and snacks or office staff will 
take their lunch break around their work duties. 
 
Non-exempt employees shall receive, unless job conditions do not permit, i.e., youth care 
staff supervising children and youth in direct care, a rest break of 15 minutes at 
approximately the middle of every four (4) hours of work. Employees are not permitted to 
leave the Organization’s premises during this period. Approved break periods are 
considered time worked. Employees are generally authorized and permitted to schedule 
their rest periods at their own discretion under these guidelines; however, a supervisor 
may ask that rest periods be scheduled to best ensure the smooth operation of each 
location. Rest periods may not be combined with other rest periods. 
 
Waiting Time. All time spent waiting – whether spent on or off the employer’s premises or 
before or after regular work hours - is considered as hours worked for pay purposes. 
Examples include time spent by employees waiting for deliveries or waiting for children to 
finish an off-campus activity. 
 
On-Call Time for Employees. Non-exempt employees who are required to remain on call 
on the employer’s premises or so near to the worksite that they cannot use the time 
effectively for their own purposes must be compensated for time spent in on-call status. 
If an employee does not have to remain on the premises but is only required to leave word, 
carry a cell phone, or leave a telephone number where they can be reached, the time is 
not paid. 
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Time Records  
 
All non-exempt employees must record their time upon arriving at work and leaving work 
for each scheduled shift and/or workday. At the end of each week, you and your 
supervisor must approve your electronic time.  
 
Non-exempt employees are not permitted to sign in/call in or commence work before their 
normal starting time or to sign in/call out or stop work after their normal quitting time 
without the prior approval of their supervisor. Exceptions would be failure of relief staff to 
report for duty (for Youth Care staff only) and/or emergency weather conditions. Under 
no circumstances are employees permitted to leave children requiring 24-hour 
supervision unattended. 
 
Employee time records will be monitored and approved by the immediate supervisor(s). 
Unapproved absences shall not be considered as hours worked for pay purposes and will 
not be compensated. 
 
Overtime 
 
When required due to the needs of the business, you may be asked to work overtime. 
Overtime is actual hours worked more than 40 in a single workweek. Nonexempt 
employees will be paid overtime compensation at the rate of one and one-half their regular 
rate of pay for all hours over 40 worked in a single workweek. Paid leave, such as holiday, 
paid time off (PTO), bereavement time, and jury duty, does not apply toward work time. All 
overtime work must be approved in advance by a supervisor or manager. Exempt 
employees covering the shift of a subordinate employee is not eligible for overtime. 
 
 
Deductions/Garnishments from Pay  
 
SJRC Texas will make wage assignment and garnishment deductions in accordance with 
federal, state and/or local laws. The failure of an employee to meet financial obligations 
can be harmful to the Organization's reputation in the community, may have an adverse 
effect on the employee's job performance and may impose an administrative and financial 
burden on the organization in terms of extra bookkeeping and the necessity of responding 
to and complying with court processes. 
 
The FLSA limits the types of deductions that may be made from the pay of an employee. 
Deductions that are permitted include: 
 
1.  Deductions that are required by law, e.g., income taxes, child support. 
 
2.  Deductions for employee benefits when authorized by the employee. 
 
3.  Offset for amounts received as witness or jury fees or for military pay.  
 
4.  For exempt employees, absence from work for 1 or more full days for personal reasons 
other than sickness or disability.  
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5.  For exempt employees, absence from work for 1 or more full days due to sickness or 
disability if the deduction is made in accordance with a bona fide plan, policy, or practice 
of providing compensation for salary lost due to illness.  
 
6. For exempt employees, unpaid disciplinary suspensions of 1 or more full days imposed 
in good faith for workplace conduct rule infractions. 
 
7.  For exempt employees, any full workweek in which the employee does not perform any 
work. 
 
During the week, an exempt employee begins work for the organization or during the last 
week of employment, the employee will only be paid for actual hours worked. In addition, 
an employee may be paid only for hours worked during a period when the employee is 
using unpaid leave under the Family and Medical Leave Act (FMLA).  
 
If an employee believes that an improper deduction has been taken from the employee’s 
pay, the employee should immediately report the deduction to the accounting department. 
The report will be promptly investigated, and if it is found that an improper deduction has 
been made, the organization will reimburse the employee for the improper deduction. 
 
Paychecks and Paystubs 
 
SJRC Texas’s pay periods for all employees is biweekly (every other Friday). If payday falls 
on a federal holiday, employees will receive their paycheck on the preceding workday. 
Paychecks are directly deposited into your checking and/or savings accounts.  
Employees must review their pay stubs and pay checks each pay period for pay issues. 
Pay issues will be reported to the accounting department immediately. 
 
Employee Convicted of Violations of the Law 
 
SJRC Texas expects employees to follow the rules of conduct that will protect the 
interests and safety of the people we serve, our employees and the organization. When 
an employee is convicted of violating the law, a determination to continue employment 
will be made. 
 
1.  An employee who has been arrested on any criminal or civil violation of the law is 
responsible for immediately notifying his or her immediate supervisor. The Supervisor will 
immediately notify HR and the CEO. The CEO and HR will evaluate and determine the 
applicable action to take, including but not limited to suspension pending the outcome of 
the charges. If the employee is suspended and charges are dropped, unsubstantiated or 
the employee is not convicted, the employee will return to work. He/she will be paid for 
any time missed. 
 
2.  An employee who has been criminally convicted of, including but not limited to one or 
more of the following offenses will not be eligible for continued employment with the 
Organization. If hired conditionally, the employee will be discharged if the criminal history 
report indicates a conviction of a felony classification or judgment/deferred adjudication 
within the past ten (10) years. Misdemeanor convictions within the past ten (10) years may 
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not automatically prevent employment with SJRC Texas unless it is directly related to the 
abuse or neglect of a child. 
 
3.  Convictions for these offenses, including but not limited to: will result in termination of 
employment. 
 
a.  Murder, homicide, manslaughter, or concealment of a homicidal death. 
 
b.  Kidnapping, child abduction, criminal child enticement, or contributing to the 
delinquency of a minor. 
 
c.  Unlawful restraint or forcible detention. 
 
d.  Felonious or aggravated assault, menacing, battery or infliction of great bodily harm. 
 
e.  Sexual assault/battery or sexual abuse. 
 
f.  Unlawful sexual behavior. 
 
g.  Abuse or criminal neglect of a child. 
 
h.  Theft, financial exploitation of an elderly or disabled person, robbery, or burglary. 
 
i.  Criminal trespass. 
 
j.  Arson. 
 
k.  Unlawful possession or use of weapons or aggravated discharge of a firearm. 
 
l.  Manufacture, delivery or trafficking of controlled substances. 
 
m.  Felony conviction of possession of controlled substance(s). 
 
Note: Individual state and/or Federal regulations supersede SJRC Texas requirements, if 
more restrictive. 
 
The examples listed above are illustrative but are not intended as an all-inclusive listing. 
Any questions about this policy should be directed to management. Nothing in this policy 
is intended, nor shall it be interpreted, to modify the at-will nature of employment at SJRC 
Texas. 
 
4.  If an employee is accused of criminal actions against an individual(s) we serve, he or 
she will be placed on administrative suspension, without pay, pending the outcome of an 
internal investigation. If the employee is suspended and the charges are dropped or 
unsubstantiated and no other infractions of policy are found during the investigation, the 
employee will be reinstated with back pay and full benefits. If substantiated, he or she will 
be terminated immediately. 
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5.  Criminal conviction information will be treated as confidential and shall be released only 
on a need-to-know basis. 
 
Code of Conduct 
 
SJRC Texas maintains that certain rules and regulations regarding employee behavior are 
necessary for the efficient operation of the Organization, for the benefit and safety of all 
employees and the children we serve. Conduct that interferes with safety and operations, 
discredits the Organization or is offensive, is not acceptable. Each supervisor is 
responsible for communicating SJRC Texas standards of conduct and each employee is 
responsible for reading and adhering to the Code of Conduct to ensure compliance.  
 
Violations of the Code of Conduct: SJRC Texas shall implement the following policy 
violation procedures/outcomes for our employees. These policy violations have been 
listed to ensure the safety and care of the youth we serve and for the benefit and safety 
of all employees to our Organization. It is impossible to compile a list of all violations, and 
the corresponding level of severity, subject to corrective action. The examples below 
illustrate the type of activities/behaviors that will not be permitted but is not intended as 
an all-inclusive list. 

 
SJRC Texas reserves the discretionary right to increase or decrease the penalties for 
offenses described below for which, in the judgement of the Organization, are warranted. 
Nothing in this policy is intended or interpreted to modify the at-will nature of employment 
at SJRC Texas or to create a contract of employment. 
 
There are multiple levels of corrective/disciplinary action: Oral Warning, Written Warning, 
Suspension and Termination. The severity of the violation(s) and total accumulation of 
previous corrective/disciplinary actions will directly reflect upon what new/continued 
actions need to be taken, up to and including termination. The third written warning is 
grounds for automatic termination.  
 
Level A. The list of violations below represents the more severe violations of our 
Organization’s policies. These types of violations can result in stronger levels of 
corrective/disciplinary actions, up to and including immediate termination: 
 
1.   Any acts of abuse, neglect, disrespect, or exploitation towards the Children we serve. 
 
2.  Any acts of a sexual nature towards the Children we serve of any age. (0 – 21). 
 
3.  Fighting with, abusive, disrespectful, or threatening conduct or speech towards the 
children we serve, coworkers, supervisory staff, visitors, licensing agency or vendors. 
 
4.  Failure to immediately report cases of actual or suspected abuse/neglect or any 
incident of a reportable nature to a supervisor or other management person. Including  
failure to follow child abuse reporting procedures as required by local government(s). 
 
5.  Theft, unauthorized removal, wrongful possession or deliberate destruction of 
property, merchandise, equipment, or possessions belonging to the Children we serve, 
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coworkers or to SJRC Texas. 
 
6.  Misappropriation of donated (In-Kind) items or donated monies to SJRC Texas. 
 
7.  Unlawful manufacture, distribution, dispensation, possession, sale, purchase or use of 
illegal drugs, controlled substances, or alcohol while on the job or on Organization 
owned, leased, or controlled property or while operating Organization owned, leased, or 
controlled equipment or vehicles. 
 
8.  Intentional or flagrant insubordination or refusal to follow work instructions. 
 
9.  Failure to follow safety rules and/or health practices. 
 
10.  Failure to provide medication in appropriate dosage (over or under medication) to 
the Children we serve. 
 
11.  Possession or use of a firearm or any other prohibited weapon of any kind while on 
Organization owned, leased, or controlled property or while operating Organization 
owned, leased, or controlled equipment or vehicles. 
 
12.  Deliberate falsification or alteration of any official Organization documents or form 
including time sheets, employment application, physician statements or any electronic 
entries for payroll, etc. 
 
13.  Unauthorized absence from the work area. 
 
14.  Walking off the Job. 
 
15.  Unreported absence of two (2) consecutive scheduled workdays without directly 
notifying the supervisor on duty or following proper call off procedures for contacting a 
supervisor directly. This will be considered job abandonment and will be recorded as a 
voluntary resignation. (Unreported absence of one (1) day will result in possible 
suspension and/or corrective action, up to and including termination). Extenuating 
circumstances may be considered. 
 
16.  Disclosure of confidential information to unauthorized persons. This includes HIPAA 
Violations. 
 
17. Dissemination of false or malicious information about the Organization, Employees, or 
the Children we serve. 
 
18.  Unauthorized sleeping or failure to remain awake and alert during work hours. 
 
19. Substantial acts of harassment including such conduct as slurs, jokes, intimidation or 
other verbal or physical attacks upon a person because of their race, color, religion, sex, 
sexual orientation, national origin, age, disability, or veteran status. 
 
20. Substantial acts of discrimination which deny equal treatment in all terms, 
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conditions, and privileges of employment because of an individual’s race, color, religion, 
sex, national origin, age, disability, or veteran status. 
 
21.  Improper use of Organization communications systems and equipment which 
includes any misuse such as harassing, offensive, demeaning, insulting, defaming, 
intimidating, or sexually suggestive written, recorded or electronically transmitted 
messages. 
 
22. Using Organization time and resources for personal gain unrelated to employment 
with the Organization. 
 
23.  Inefficiency, incompetence, or negligence in the performance of duties, including 
failure to perform assigned tasks or training, or failure to discharge duties in a prompt, 
competent and reasonable manner. 
 
24.  Prohibited from working with children by the Department of Family Services. 
 
25.  Violations of the Code of Conduct. 
 
Level B. The list of violations below is a list of actions/violations subject to progressive 
levels of corrective/disciplinary actions to the employee, however, any violation has 
the potential to result in termination. The level of action taken is partially dependent 
upon how many total violations the employee has accumulated and the severity of said 
violations: 
 
1. Failure to comply with the written or verbal work instructions given by a supervisor or 
management person, which has not been conclusively interpreted as intentional 
insubordination. 
 
2.  Smoking, or related activities, on campus. 
 
3.  Failure to report reasons for absence or tardiness on a timely basis. 
 
4.  Disregard for time reporting or attendance procedures and deadlines. 
 
5.  Abusive or negligent use of tools or equipment. 
 
6.  Failure to follow Dress Code Standards. 
 
7.  Careless or blatant waste of material. 
 
8.  Distribution of literature and/or soliciting during working time (does not include 
breaks or mealtimes). 
 
9.  Posting unauthorized notices. 
 
10.  Unauthorized passengers, improper parking of motor vehicles, reckless driving, 
speeding and violation of motor vehicle laws while operating Organization vehicles or 
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while operating personal vehicles and conducting Organization business. 
 
11.  Excessive absenteeism or tardiness. 
 
12.  Presence at campus cottages/homes during non-work hours or presence in 
restricted areas without prior approval. 
 
13.  Unauthorized extended meal or break periods. 
 
14.  Excessive medication documentation errors to the Children we serve. 
 
15.  Receiving visitors at the workplace without prior approval. 
 
16.  Failure to follow and adhere to the policies and procedures of SJRC Texas. 
 
Progressive Corrective Action / Disciplinary Action 
 
SJRC Texas utilizes a practice of Progressive Corrective Action when needed to correct 
employee misconduct and/or improve job performance. However, Progressive Correction 
does not eliminate the possibility of immediate termination. 
 
1.  Each supervisor is responsible for communicating the Organization's Standards of 
Conduct to employees and for ensuring compliance according to the guidelines of this 
policy. 
 
2. Corrective actions and the documentation thereof are administered on a progressive 
basis. 
 
3.  Progressive corrective actions are cumulative. 
 
4.  Incidents of serious misconduct (Level A violations – above) may result in immediate 
termination. 
 
5.  HR shall be informed prior to any corrective action or termination and participate in 
the process. 
 
6.  Based on the nature and severity of the infraction(s), corrective action steps may be 
skipped including to the point of termination. 
 
7.  Oral Warning is usually the first step. It is an informal meeting between the supervisor 
and employee about the employee's conduct, performance, failure to observe a rule, 
regulation, or administrative instruction. The warning is intended to increase an 
employee's efficiency and job performance by changing his or her conduct, attitude, 
habits, or work methods. Listed below is a proper method of warning: 
 
a.  State the reason for the warning by identifying the problem and give the employee a 
chance to express his/her views or explain the circumstances. 
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b.  Consider the employee's explanation and, if acceptable, close the meeting. It is at the 
Supervisor’s discretion to consider the meeting as informational and/or clarifying the 
topic at hand and choose not to issue the oral warning.  
 
c.  If the employee's explanation is not acceptable, the supervisor must explain why and 
advise the employee of ways in which he/she can improve and correct the deficiency. 
 
d.  The supervisor should document the oral warning in writing on the Corrective Action 
Form, which must then be filed in the employee's personnel file. The supervisor may 
keep a copy in his/her files. A copy of the corrective action form will be given to the 
employee. 
 
8.  Written Warning is an action taken for significant misconduct, inadequate 
performance and/or repeated infractions. This is a severe corrective action, and it is 
maintained as part of the employee's permanent record in the personnel file. Corrective 
action, suspension and/or termination are options at any point in the disciplinary 
process.  

 
9.  Should an employee accumulate 3 written warnings; it is grounds for immediate 
termination. The Supervisor must consult with HR to retain the employee beyond a third 
warning. Depending on the type, degree and number of infractions, termination may 
occur at any time – with or with cause, as it relates to the at will employment policies of 
SJRC Texas and state law. 
 
a.  The supervisor will gather the facts, consult with HR, and prepare the written warning 
on Corrective Action Form which includes: 
 
    (1)   Actual policy or practice violated and summary of past actions. 
 
    (2)  Action which must be taken by the employee to improve his or her performance. 
 
    (3)  The next corrective action that will follow if the infraction reoccurs or another 
policy is violated. 
 
b.  The supervisor shall review the facts and warning with his or her immediate 
supervisor. Each will sign the warning prior to its delivery to the employee. If the 
employee refuses to sign the warning, notation of the refusal shall be made by the 
supervisor on Corrective Action Form. This notation should be signed by the supervisor 
conducting the Corrective Action Meeting and another representative, both of whom 
witnessed the refusal. The form shall be placed in the employee’s personnel file; the 
supervisor may keep a copy in his/her files. A copy of the corrective action form will be 
given to the employee. 
 
10.  A Final Written Warning is the last step before termination of employment.  
 
NOTE:  A supervisor has the option of suspending an employee as part of the final 
warning step, provided it is done on a consistent basis. Any days that an employee is 
suspended are unpaid with no option for using vacation, sick pay, or holiday pay to 
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cover any suspended time. Such decisions must be approved by the Senior Manager 
and HR. 
 
a.  The supervisor shall consult with and provide a concise, but complete, summary of 
the facts of the situation to the Senior Manager and HR prior to meeting with the 
employee. 
 
b.  If the Senior Manager and HR concurs with the supervisor's decision, the supervisor 
will notify the employee via Corrective Action Form of the decision. Documentation of 
the final written warning is to be placed in the employee's personnel file; the supervisor 
may keep a copy in his/her files. A copy of the corrective action form will be given to the 
employee. 
 
11.  Suspension pending the outcome of an investigation is a temporary, enforced 
absence from work on a non-pay status which may be imposed during the investigation 
of an allegation of significant misconduct. 
a.  The supervisor shall consult with and provide a concise, but complete, summary of 
the facts of the situation to the Senior Manager and/or HR prior to meeting with the 
employee. 
 
b.  If the Senior Manager and HR concurs with the supervisor's decision, the supervisor 
will notify the employee in writing via Corrective Action Form of the decision to 
suspend pending the outcome of the investigation. Documentation of the suspension is 
to be placed in the employee’s personnel file. 
 
c.  All persons involved in and/or who have knowledge of the allegations must be 
interviewed and/or provide written statements of any information they may have which 
may be relevant to the investigation as quickly as possible. 
 
d. If the allegations are believed to be substantiated and termination is recommended, 
the Senior Manager and/or HR must contact the CEO prior to taking such action. 
 
e.  If the investigation reveals that the allegations are unfounded, the employee will be 
returned to work on his or her next scheduled shift and may be paid any regularly 
scheduled days missed during the suspension period. 
 
f.  Documentation related to the investigation will be maintained in a separate, 
confidential, investigation file. Only the resulting corrective action form, if applicable, will 
be placed in the employee’s personnel file; a copy of the corrective action form will be 
given to the employee. 
 
12.  Termination is an involuntary separation from employment. If an evaluation of the 
situation indicates that the employee has committed a series of lesser infractions, an act 
of serious misconduct, a terminable offense or violation of policy, the supervisor should 
contact the Senior Manager and HR. HR and the CEO shall review and approve all 
involuntary separations. 
 
13.  During any corrective action, it is imperative that the employee be given an 
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opportunity to express his/her views and/or explain the circumstances. An employee 
may appeal any decision made under the corrective action process by utilizing the 
Grievance Policy and Procedure. 
 
14.  Each operation must use the internal Corrective Action Form to document corrective 
actions. 
 
15.  Once completed, corrective actions cannot be removed from the personnel file. 
 
a.  Any employee who reaches the "Final written warning step" and has an additional 
violation of policy, will be terminated. 
 
b.  Supervisors should issue corrective actions in a timely manner. 
 
 
 
Separation from Employment 
 
Unless otherwise provided in writing, employment with SJRC Texas is at-will, so that 
either party may terminate the relationship at any time for any reason, with or without 
cause or notice. 
 
An employee who wishes to terminate his/her employment with SJRC Texas should submit 
a letter of resignation to his/her supervisor. To be considered for rehire, this resignation 
must be received at least ten (10) working days prior to the last day of work. Holidays and 
PTO will not be counted toward the ten (10) working days’ notice. 
 
Once a voluntary resignation has been formally received, HR will reach out to the 
employee to set up the Employee Exit Interview. Employees are not allowed to take any 
paid leave after resignation has been received. Only HR can rescind the resignation of an 
employee, once employee has requested resignation be rescinded. 
 
Involuntary separation may be made at any time for any reason other than race, age, sex, 
religion, disability, or national origin, normally based upon the following circumstances: 
 
1.  Layoff - Business conditions resulting in lack of work or organizational changes may 
result in separation by layoff. 
 
2.  Termination - Repeated or serious misconduct, poor performance or any other reason 
deemed sufficient by management, may result in separation by termination. 
 
In the recommendation and/or approval of an involuntary separation, consideration shall 
be given to the facts of the case; the needs of the operation; alternatives such as transfer, 
demotion, or suspension; and the sufficiency of any prior corrective actions or job 
instruction, to assure that the separation is consistent with Organization policies, 
federal/state laws. The supervisor must confer with HR and Senior Manager to evaluate 
the adequacy of documentation to support and justify the planned separation. HR must 
review all terminations. 
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Separating employees shall be advised of any final compensation due. Final pay is to be 
provided per state/federal law. It shall include regular earnings and any accrued unused 
vacation time, if vacation time payout requirements have been met, unless state law 
indicates otherwise. However, accrued unused vacation time benefits are not considered 
part of wages at any time including but not limited to for overtime compensation purposes. 
Payment for any earned unused vacation time does not extend the employee's active 
service; the date of termination is the actual last day worked. 
 
If applicable, continuation of group insurance benefits will be discussed with separating 
employees pursuant to applicable state/federal laws. Recovery of payments paid out in 
the health insurance account will be withheld from the employee’s final paycheck. 
 
All separating employees are responsible for returning any Organization property. All 
records, files and any other material generated by an employee during employment are 
the property of the Organization. Such material must be surrendered to the Organization. 
The Organization reserves the right to inspect personal property or any records which are 
being removed from the premises when an employee separates employment. 
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Section 7 
Workplace Safety 

 

Commitment to Safety 
 
Protecting the safety of our employees and visitors is the most important aspect of running 
our business. All employees have the opportunity and responsibility to contribute to a safe 
work environment by using commonsense rules and safe practices and by notifying 
management when any health or safety issues are present. All employees are encouraged 
to partner with management to ensure maximum safety for all. In the event of an 
emergency, notify the appropriate emergency personnel by dialing 911 to activate the 
emergency services. Any workplace injury, accident, or illness must be reported to the 
employee's supervisor as soon as possible, regardless of the severity of the injury or 
accident. 
 
Drug-Free and Alcohol-Free Workplace 
 
POLICY  
 
SJRC Texas is committed to providing an environment that promotes the welfare of the 
children we serve, employees, and visitors. SJRC Texas, therefore, in accordance with 
the federal Drug-Free Workplace Act of 1988 and state law, strictly prohibits employees 
from the unlawful manufacture, distribution, dispensation, possession, sale, purchase, or 
use of illegal drugs, controlled substances or alcohol while on the job, on Organization 
owned, leased, or controlled property, or while operating Organization owned, leased, or 
controlled equipment or vehicles.  
 
The purposes of the policy:  
 
1.  To establish and maintain a safe, healthy environment for the children we serve, 
employees, and visitors.  
 
2.  To ensure the reputation of SJRC Texas and its employees within the community and 
the industry.  
 
3.  To provide the opportunity for rehabilitation assistance to employees who seek such 
help prior to reasonable suspicion. See State Law binder for guidelines on drug testing 
and employee assistance programs.  
 
PROCEDURE  
 
1. Human Resources is responsible for the administration of the policy. The Senior 
Managers are responsible for the implementation of the policy in their respective 
locations or Departments.  
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2. All drug or alcohol testing will be done in accordance with National Institute for Drug 
Abuse (NIDA) Guidelines. All test results will be reported to Human Resources.  
 
3. In compliance with the federal Drug-Free Workplace Act of 1988, all SJRC Texas 
employees must, as a condition of their employment, adhere to this policy. All employees 
must read and sign receipt of the SJRC Texas Drug and Alcohol-Free Workplace Policy. 
These forms will be maintained in the personnel file.  
 
4.  SJRC Texas locations will be provided access to the SJRC Texas Drug and Alcohol-
Free Workplace Policy and will be advised that SJRC Texas operates a drug and alcohol-
free workplace.  
 
5. Any employee arrested for violation of a criminal controlled substance statute must 
notify his or her immediate supervisor. The supervisor will immediately notify the Senior 
Manager and Human Resources. The employee will be suspended from employment 
without pay for the duration of the criminal legal proceedings. If the employee is not 
convicted or the charge is dismissed, the employee will return to work. He/she will not be 
paid for any missed time. If convicted, the employee must report the conviction to his/her 
supervisor within five (5) calendar days. The supervisor will immediately notify Human 
Resources and the Senior Manager. Human Resources or designee, in turn, is required to 
notify the appropriate regulatory agency (i.e., State regulatory agency or COA) of the 
employee’s conviction within 24 hours after receiving notice. Within thirty (30) days of 
receiving notice, SJRC Texas must take appropriate corrective action.  
 
Definitions  
 
6. Alcohol means Ethyl Alcohol (Ethanol), a drug which is present in beers, wines, and 
distilled beverages (liquors). It is also found in mouth washes, elixirs, and other medicinal 
liquids.  
 
7. Controlled Substance(s) means and includes all Schedule I and Schedule II drugs as 
defined by Section 802(6) of Title 21 of the United States Code and as amended. 
Controlled substances are inclusive of the following substances: amphetamines, 
barbiturates, cocaine metabolites, marijuana metabolites, methadone, opiates, and 
phencyclidine (PCP).  
 
8. Drugs include all medications and stimulants, including, but not limited to prescription 
and over-the-counter drugs that can affect one or more mental and/or physical functions 
(e.g., coordination, reflexes, vision, mental capacity, judgement, etc.).  
 
9.  An employee is defined as On-the-Job or On-Organization-Premises when the 
employee is:  
 
a.  On SJRC Texas property, including parking lots, at any time • On working time, even if 
off SJRC Texas premises  

 
b.  On the property and/or in the facilities of physicians, people receiving services and/or 
vendors of SJRC Texas while engaged in SJRC Texas business  
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c.  Driving or riding as a passenger in a SJRC Texas vehicle or driving or riding as a 
passenger in a private or public conveyance for which SJRC Texas reimburses expenses.  
 
NOTE: These are examples and are not an exhaustive list.  
 
10. Possession is defined as being physically held by an employee or being in an area 
over which the employee has control (e.g., inside purses, lunch boxes, SJRC Texas or 
personal automobiles, lockers, desks, and other limited-access work areas).  
 
11. Under-the-Influence is defined as meaning the employee is adversely affected by an 
illegal drug, alcohol, legal drug, or stimulant which impairs safety or job performance, in 
any detectable manner. The symptoms of influence are not confined to those consistent 
with misbehavior, or to obvious impairment of physical or mental ability, such as slurred 
speech or difficulty maintaining balance.  
 
Prohibitions  
 
1.  Alcohol. Employees are prohibited from possessing, using, being under the influence 
of, selling, purchasing, distributing, manufacturing, or dispensing alcohol on Organization 
premises or during working time or while on the job.  
 
2.  Controlled Substances. Employees are prohibited from possessing, using, being under 
the influence of, selling, purchasing, distributing, manufacturing, or dispensing a 
controlled substance on Organization premises or during work time, except in accordance 
with a physician's prescription and in accordance with pertinent federal and state laws 
and regulations.  
 
3.  Prescription and Over-the-Counter Drugs. When an employee is using prescription or 
over the counter (OTC) drugs, and/or other medicine or stimulants which may affect the 
employee's ability to safely and/or efficiently perform his/her duties, the employee is 
required to advise his/her immediate supervisor before commencing work. If there is any 
question concerning the employee's ability to perform safely and/or efficiently, the 
employee may be sent or taken home.  
 
4.  Drug and Alcohol Testing procedures: Drug and alcohol testing shall be inclusive of 
testing for substances classified as drugs, controlled substances, and alcohol. Drug and 
alcohol testing may be conducted under the following circumstances (unless prohibited 
by state law).  

 
Post-Offer, Pre-Employment Testing  
 
1.  Each location will be required to conduct post-offer pre-employment testing. All 
applicants will be tested for controlled substances. Applicants will NOT begin work until 
test results are reviewed by SJRC Texas and found to be negative.  
 
2.  The prospective employee must be informed by the person making the job offer that a 
drug screen will be conducted and that the job offer is contingent upon passing the drug 
screen.  
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3.  Human Resources or their designee must obtain a verbal agreement for the drug 
screen. If the prospective employee refuses, he/she will be informed that the job offer 
has been rescinded. If the prospective employee agrees to be tested, they are sent to the 
approved location for the drug screen.  
 
4.  If the test results are negative, the employee will be contacted and be given a date to 
report to work.  
 
5.  If test results are positive, the job offer will be rescinded, and the prospective 
employee will receive a copy of the test results and a letter on how to dispute the results, 
if they feel the results are incorrect.  
 
6.  If the applicant is taking any prescription medication that could have resulted in a 
positive test result, he/she should inform the MRO officer of the pharmacist and/or 
prescribing doctor to show that the medication has been prescribed for the prospective 
employee and was being taken at the time of the drug test.  
 
Reasonable Suspicion Testing (for cause) 
 
1.  An employee will be tested for controlled substances and/or alcohol when a 
reasonable suspicion exists that the employee is under the influence of any controlled 
substance and/or alcohol while on the job, or if reasonable suspicion exists that an 
employee is otherwise in violation of this policy. Reasonable suspicion may also be 
applied if an employee incurs a work-related accident which requires medical treatment 
outside the facility, causes injury to a fellow employee, children we serve or others, 
and/or results in property damage.  
 
2.  Where there is suspicion, two supervisors will act as witness and are to contact 
Human Resources with any suspicions. Care should be taken to protect the confidentiality 
of the employee  
 
3.  The Senior Manager or manager will escort the employee to an office or other private 
area and advise the employee that there is reason to suspect a violation of the Drug and 
Alcohol- Free Workplace policy.  
 
4.  Searches done for reasonable suspicion should be discreet. Supervisors will 
determine, based on their conversation with the employee, determine whether they 
believe the employee has either consumed drugs and/or alcohol on  
 
5.  Organization premises or during work duty or is under the influence of drugs and/or 
alcohol.  
 
6.  If you conclude that the employee does not appear to be under the influence of drugs 
and/or alcohol, including controlled substances and prescription drugs, has not consumed 
drugs and/or alcohol during work duty or on Organization premises and the employee can 
perform regular work duties, have him/her return to work.  
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7.  If it is suspected that the employee is under the influence of or has consumed drugs 
and/or alcohol on Organization premises or during work duty, advise the employee that 
Organization rules have been violated and that he/she is being requested to provide a 
urine and/or blood sample for testing. (See State Law Binder for further guidance on drug 
and/or alcohol testing).  
 
8.  Require the employee to read and sign the Consent for Drug and/or Alcohol test form 
agreeing to the urinalysis and/or blood test. Advise the employee that refusal to sign the 
form or give a specimen is grounds for corrective action up to and including termination.  
 
9.  Decide to have the employee transported to the testing location and to his/her home. 
Do not permit him/her to leave the premises or to drive. If the employee refuses any 
assistance, make sure a witnessing supervisor can verify that the employee refused such 
assistance. Immediately call the local police or law enforcement agency to inform them of 
the employee's condition and refusal of assistance. Tell the law enforcement officials the 
employee's name and give a description of the automobile including the license number.  
 
10.  A thorough review of documentation, test results, and circumstance will be made 
before deciding regarding the employee. A final decision will be made and communicated 
to the employee within five (5) days of receiving the test results unless there are 
extenuating circumstances. The employee is to remain on administrative suspension 
without pay during this time.  
 
11.  If test results are negative, the employee is returned to work with the allegations 
unsubstantiated, no corrective action, and the suspended time is paid.  
 
12.  If the test results are positive, Human Resources will notify Senior Manager. He/she 
will inform the employee, in writing, of the positive test result, the consequences of such 
a report, and the options available to the employee. The employee may request, in 
writing, a copy of the test result.  
 
13.  The employee will be given the opportunity to have a Medical Review Officer (MRO) 
review drug test results at their expense to see if there is a medical cause for the test 
results. If the applicant is taking any prescription medication that could have resulted in a 
positive test result, he/she should inform the MRO officer of the pharmacist and/or 
prescribing doctor to show that the medication has been prescribed for the employee 
and was being taken at the time of the drug test.  
 
14.  If the employee declines the MRO review, he/she will be considered in violation of the 
policy and may not be employed by our company.  
 
15.  This written response will become part of the employee’s medical and personnel 
records.  
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Random Testing  
 
All employees of SJRC Texas will be required to participate in random drug 
testing. The persons selected for the testing will be chosen by an outside agency 
to remove bias from the results. Employees chosen for random testing may 
continue to work while the results are pending.  Employees who test positive or 
who refuse to submit to substance abuse screening will be subject to termination. 
 
Procedure  
 
1.  Human Resources or their designee must obtain a signed consent form for the drug 
screen. If the employee refuses, he/she will be placed on suspension and further 
corrective action will follow up to termination. If the consent form is signed, the 
prospective employee is sent to the approved location for the drug screen.  
 
2.  If the test results are negative, a record will be kept in the employee file. The 
employee will not be notified; however, employee may request test results and a copy of 
the results.  
 
3.  If the test results are positive, Human Resources will notify the Senior Manager. The 
employee will be informed, in writing, of the positive test result, the consequences of 
such a report, a copy of the test result and the options available to the employee.  
 
4.  The employee will be given the option to explain the test results and explain why the 
results do not constitute a violation of SJRC Texas’s policy. The employee will be given 
the opportunity to have a Medical Review (MRO) review at their expense. An MRO is a 
review conducted by a physician to determine if there is a medical cause for the test 
results.  
 
5.  If the employee declines the MRO review, the results will be accepted as positive, and 
he/she will be considered in violation of the policy and may not be employed by our 
company. While under MRO review, employees may not be permitted to work until a 
confirmation of a negative test result is given.  

 
Post-Injury/Accident Testing  
 
Work related accident (i.e., motor vehicle accident; moving violation; slip, trip or fall) 
which requires medical treatment outside the facility, or which causes injury to a fellow 
employee, youth we serve, or others will result in testing for controlled substances and/or 
alcohol. Any work-related accident which results in damage to property will also result in 
testing for controlled substances and/or alcohol.  
 
Procedure  
 
1.  Advise the employee that he/she is being requested to provide a urine and/or blood 
sample for testing.  
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2.  Require the employee to read and sign the Consent for Drug and/or Alcohol Screen 
agreeing to the urinalysis and/or blood test. Advise the employee that refusal to sign the 
form or to give a specimen is grounds for corrective action up to and including 
termination.  
 
3.  Decide to have the employee taken to the testing location and to his/her home. Do not 
permit him/her to leave the premises or to drive. If the employee refuses any assistance, 
make sure a witnessing supervisor can verify that the employee refused such assistance. 
Immediately call the local police or law enforcement agency to inform them of the 
employee's condition and refusal of assistance. Tell the law enforcement officials the 
employee's name and give a description of the automobile including the license number.  
 
4.  A thorough review of documentation, test results and circumstances will be made 
before deciding regarding the employee. A final decision will be made and communicated 
to the employee within five (5) days of receiving the test results unless there are 
extenuating circumstances.  
 
5.  If test results are negative, the employee is returned to work with the allegations 
unsubstantiated, no corrective action, and the suspended time is paid.  
 
6.  If the test results are positive, Human Resources will notify Senior Manager. He/she 
will inform the employee, in writing, of the positive test result, the consequences of such 
a report, and the options available to the employee. The employee may request, in 
writing, a copy of the test result.  
 
7.  The employee will be given the opportunity to have a Medical Review (MRO) review at 
their expense to see if there is a medical cause for the test results. If the applicant is 
taking any prescription medication that could have resulted in a positive test result, 
he/she should inform the MRO officer of the pharmacist and/or prescribing doctor to 
show that the medication has been prescribed for the employee and was being taken at 
the time of the drug test.  
 
8.  If the employee declines the MRO review, he/she will be considered in violation of the 
policy and may not be employed by our company.  
 
9.  This written response will become part of the employee’s medical and personnel 
records.  

 
 

Drug/Alcohol Addiction and Rehabilitation  
 
Any employee who feels that he or she has developed an addiction to drugs and/or 
alcohol is encouraged to seek treatment. Requests for assistance in securing treatment 
will be confidential.  
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Procedure 
  
1.  Employees voluntarily requesting treatment for drug and/or alcohol addiction prior to 
supervisory detection of such problems will be allowed to go through a mutually agreed 
upon rehabilitation treatment program, and if eligible, will be placed on medical leave of 
absence if needed for inpatient treatment, consistent with all other health-related leaves. 
This is available on a one-time basis only. The employee must sign a statement 
committing to continued participation in the program as a condition of employment. If the 
conditional agreement is breached by the employee in any way, including failure to follow 
prescribed treatment until released by the rehabilitation program, he/she is subject to 
immediate termination without the benefit of progressive corrective action or recourse 
through the grievance procedure. Employees entering a rehabilitation program are 
responsible for all program expenses unless coverage is provided under a health 
insurance policy. Employees must use available vacation/sick time pay or other available 
leave time if time away from work is necessary for rehabilitation.  
 
2.  An employee will be subject to periodic post rehabilitation random testing for 
controlled substances and/or alcohol for a period of twelve (12) months after completion 
of a rehabilitation program.  

 
Searches  
 
1.  Organization Property. Organization owned, leased, or controlled desks, storage areas; 
work areas, lockers, computer, file cabinets, and vehicles are Organization property and 
must be maintained per this policy. All such areas are to be used only for work purposes. 
SJRC Texas reserves the right, always, and without prior notice, to inspect all SJRC Texas 
property for determining if this policy or any other SJRC Texas policy has been violated. 
Such inspections may be conducted during or after business hours and will be made in 
the presence of the employee and/or a witness.  
 
2.  Employee Property. All employee vehicles and containers (including, but not limited to 
bags, boxes, purses, briefcases, lunch containers, etc.) brought on to SJRC Texas 
property are subject to inspection by SJRC Texas any time SJRC Texas has a reasonable 
suspicion that a policy has been violated and such an inspection is reasonably necessary 
in the investigation of such violation(s).  
 
Procedure  
 
1.  Where there is suspicion, two supervisors as a witness and are to contact Human 
Resources with their suspicions. Care should be taken to protect the confidentiality of the 
employee. Searches done for reasonable suspicion should be discreet.  
 
2.  Review the Reasonable Suspicion Checklist with the Senior Manager. When approved, 
escort the employee to an office or other private area. Have another manager present as 
a witness. Advise the employee that you have reason to suspect a violation of the Drug 
and Alcohol-Free Workplace policy.  
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3.  Ask the employee for his/her cooperation in the search. Advise them that refusal to 
submit to property searches could result in corrective action up to and including 
termination.  
 
4.  If no prohibited drug and/or alcohol materials or other Organization prohibited 
materials are found during the search, the employee is returned to work with no 
corrective action.  
 
5.  If prohibited drug and/or alcohol materials or other organization prohibited materials 
are found during the search, the employee is to be placed on administrative suspension 
without pay immediately. The Senior Manager, Human Resources in conjunction with CEO 
will determine the appropriate corrective action and legal requirements. Voluntary 
Admission of Drug and/or Alcohol Abuse  
 
6.  SJRC Texas encourages employees with drug and/or alcohol abuse problems to seek 
needed counseling and treatment. Employees should contact their Senior Manager and 
Human Resources to receive information about finding help. If reasonable suspicion 
exists, an employee is eligible for counseling/treatment only if he/she discloses the drug 
and/or alcohol abuse problem prior to testing. This treatment is to be done at the 
employee’s expense unless health insurance benefits through the organization allows for 
coverage of such treatment.  
 
7.  Any communication with a supervisor or the Human Resources Department will be 
treated confidentially. Seeking assistance for a controlled substance and/or alcohol 
abuse problem does not relieve an employee of the responsibility to comply with SJRC 
Texas's controlled substance abuse policy. In addition, requesting assistance for 
controlled substance and/or alcohol abuse does not relieve the employee of his/her 
responsibility to meet SJRC Texas's job performance, safety, and attendance policies, 
and to comply with all other SJRC Texas policies.  
 
8.  Employees must use available vacation/sick time pay or other available leave time if 
time off from work is necessary for rehabilitation.  
 
9.  Post Rehabilitation Testing. An employee will be eligible to this for one (1) year like 
Section 4 stated earlier. Employee will be subject to random testing as per policy.  

 
Involvement of Law Enforcement Agencies  
 
When SJRC Texas has reason to believe that a federal, state, or local law is being 
violated, SJRC Texas will refer such activity to an appropriate law enforcement or 
administrative agency.  
 
Corrective Action  
 
An employee is subject to corrective action, up to and including termination, for the 
following:  
 
1.  Any violation of this controlled substance and alcohol abuse policy.  
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2.  Refusal to submit to testing for alcohol and/or controlled substances under this policy.  
 
3.  Refusal to submit to searches under this policy.  
 
4.  Conviction of a criminal controlled substance violation. Any employee arrested for 
violation of a criminal controlled substance statute must notify his or her immediate 
supervisor. The supervisor will immediately notify Human Resources and the Senior 
Manager. The employee will be suspended from employment without pay for the duration 
of the criminal legal proceedings. If the employee is not convicted or the charge is 
dismissed, the employee will return to work; he/she will not be paid for any missed time. If 
convicted, the employee must report the conviction to their Senior Manager within five 
(5) calendar days. The Senior Manager will immediately notify Human Resources. SJRC 
Texas, in turn, is required to notify the appropriate government agency of the employee’s 
conviction within ten (10) days after receiving notice. SJRC Texas will take appropriate 
corrective action.  
 
5.  Failing to comply with or complete a rehabilitation program for drug and/or controlled 
substance abuse when the employee has been referred to a program. 
 
Smoke-Free Workplace 
 
Smoking is not allowed in organization buildings or work areas at any time. “Smoking” 
includes the use of any tobacco products (including chewing tobacco), cigarettes, e-
cigarettes, electronic smoking devices, “vaping”, cigars, and pipes is prohibited on 
employer premises. 
 
1.  Smoking is strictly prohibited on employer premises. 
 
2.  The smoking policy applies to Organization owned, leased, or controlled property, or 
while operating Organization owned, leased, or controlled equipment or vehicles. 
 
3.  The smoking policy applies to employees, subcontractors, volunteers, customers, and 
visitors while on the Organization’s premises or off premises during working hours. 
 
4.  Supervisors are expected to enforce such regulations. 
 
5.  Employees who abuse this privilege and/or violate this policy will be subject to 
corrective action, up to and including termination of employment. 
 
Disturbance in the Workplace 
 
SJRC Texas is committed to providing a safe environment for the children we serve, 
employees and visitors. To provide a safe workplace, we maintain a zero tolerance for 
disturbances. 
 
Disturbances, which take place at the workplace or because of employment, include acts 
and threats, implied or actual, made directly or indirectly, that creates or could create 
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internal or external stress, productivity impairments, or physical and/or psychological 
harm to the children we serve, employees, visitors or SJRC Texas property. This includes 
forms of intimidation, harassment and/or coercion. 
 
1.  SJRC Texas shall have the discretion to remove anyone from its property, for any 
reason, at any time. 
 
2.  SJRC Texas prohibits all persons from possession or use of firearms, illegal knives, 
explosives, or any other prohibited weapon of any kind during employment with SJRC 
Texas, while on Organization owned, leased, or controlled property, while operating 
Organization owned, leased, or controlled vehicles, or at Organization-sponsored 
functions regardless of whether the person is licensed to carry the weapon or not. This 
also includes concealed weapons. 
 
3.  SJRC Texas reserves the right to conduct searches of any person, vehicle or object 
that is on or enters onto Organization property any time SJRC Texas has reasonable 
suspicion that this policy has been violated and such inspection is reasonably necessary 
in the investigation of such violation(s). Reasonable suspicion checklist should be 
completed. Pursuant to this provision, the Organization is authorized to search lockers, 
desks, purses, briefcases, baggage, toolboxes, lunch sacks, clothing, vehicles parked on 
Organization property and/or any other item in which a weapon or other unauthorized item 
may be hidden. 
 
4.  The Organization reserves the right always, and without prior notice, to inspect all 
SJRC Texas property for the purpose of determining if this policy or any other SJRC Texas 
policy has been violated. Such inspections may be conducted during or after business 
hours by the two supervisors, Senior Manager, or designee and/or local authorities 
with/without the employee being present. Witnesses will be present during a search. 
 
5.  If no prohibited weapons, materials, or other Organization prohibited materials are 
found during the search, the employee is returned to work with no corrective action. 
 
6.  If any prohibited weapons or materials are found during the search, the employee is to 
be placed on administrative suspension without pay immediately and HR should be 
contacted to determine the appropriate corrective action and legal requirements. 
 
7.   Failure to abide by all terms and conditions of this policy may result in corrective action 
up to and including termination. Carrying a weapon onto Organization property is in 
violation of this policy and will be considered an act of criminal trespass, will be grounds 
for immediate removal from Organization property and may result in legal prosecution. 
Refusal to leave the Organization premises will be grounds for notification of local law 
enforcement agency. This policy shall not be construed to create any duty or obligation 
on the part of the Organization to take any actions beyond those required of an employer 
by existing state or federal law. 
 
8.  SJRC Texas encourages employees to immediately report any perceived, potential, or 
real incident(s) that may involve a violation of this policy to his/her immediate supervisor 
and HR. Every report must be taken seriously and immediately investigated. 
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9.  Failure to report a violent or potentially violent situation or weapon possession on 
Organization property will be subject to corrective action, up to and including termination. 
 
10. All SJRC Texas employees must, as a condition of their employment, adhere to this 
policy. 
 
Emergency Closings 
 
SJRC Texas will always make every attempt to be open for business. In situations in which 
some employees are concerned about their safety, management may advise supervisors 
to notify their departments that the office is not officially closed, but employees may 
choose to leave the office if they feel uncomfortable. 
 
If the office is officially closed during the day to permit employees to leave early, 
nonexempt employees who are working on-site as of the time of the closing will be paid 
for a full day. If you leave earlier than the official closing time, you will be paid only for 
actual hours worked, or you can take PTO time. Exempt employees will be paid for a normal 
full day but are expected to complete their work at another time. 
 
Visitors 
 
All visitors must check in with the receptionist, must wear a visitor's badge, and must be 
escorted by an employee. This policy applies to anyone who is not an active employee, 
including employees on leave, vendors, and suppliers. Generally, friends and family 
members are not permitted to visit employees at the workplace. Former employees must 
have permission from the CEO prior to being allowed on SJRC Texas property. When 
employees have any doubt whether a person can visit, they should contact the HR 
department.  
 
 
Vehicle Accident or Moving/Traffic Violation 
 
PURPOSE  
 
To establish proper and immediate reporting of all vehicles or moving violations involving 
SJRC Texas employees and youth in care.  
 
POLICY  
 
Accidents involving any vehicle accident or moving violations involving SJRC Texas youth 
must be reported immediately to employee’s direct report on up through chain of command 
to include Human Resources and Finance Department  
 
PROCEDURE  
 
When a vehicle carrying SJRC Texas employee and/or youth is involved in an accident 
and/or moving violation:  
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1.  Call 911 and seek law enforcement and Emergency Medical Services (EMS) for injuries 
related to accident and/or moving violation.  
 
a.  Do not admit negligence or liability  
 
b.  Do not attempt settlement, regardless of how minor  
 
c.  Get name, address, and phone number of injured person(s) and witnesses if possible  
 
d.  Exchange vehicle identification, insurance company name and policy numbers with 
driver(s)  
 
e.  Take a photograph of the scene of the accident if possible  
 
f.  Complete Accident Report (internal SJRC Texas Form) in vehicle  
 
2.  Contact direct reports using emergency contact numbers as referenced in Policy and 
Procedure 1.2, Emergency Contact Numbers; Report per Policy and Procedure 1.5 
Reporting Serious Incidents; and plan for a post-accident drug test per Policy and 
Procedure 3.41, Rights and Responsibilities, Alcohol and Drug-Free Workplace, “Post-
Accident Testing” referencing SJRC Texas employee if employee was driver  
 
3.  If SJRC Texas employee is at fault for the vehicle damage/moving/traffic violation, said 
employee will be 100% responsible for all fees and penalties to include court appearances, 
defensive driving classes, fees leveraged by court based on vehicle moving or traffic 
violation to include, but not limited to i.e., towing, illegal parking violations, speeding, etc. 
as well as any deductible on damaged vehicle (please reference SJRC Texas Form, “Wage 
Reduction Authorization Agreement):  
 
a.  If a SJRC Texas employee was driver of vehicle involved in an accident and/or moving 
or traffic violation, employee will be unable to operate motor vehicle until:  
 
(1)  Post-accident drug test is completed, and post-accident drug test results are sent to 
SJRC Texas Human Resources for approval.  
 
(2)  Defensive Driving is completed, successfully passed (80% or higher) and results are 
sent to SJRC Texas Human Resources for approval.  
 
4.  Turn over all Vehicle documentation to Office Administrator who will give copies to 
COO/CFO with status of vehicle. COO will notify Insurance Company.  
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Section 8 
Time Off and Leaves of Absence 

Holidays 
 
SJRC Texas observes designated holidays by providing time off with pay for regular full-
time. Holiday pay will be available for eligible employees beginning with the first day of 
regular, full-time employment. Holiday time off is not considered part of wages for time 
worked for overtime compensation purposes. 
 
Due to the care requirements of our youth, eligible employees possibly may not be 
permitted to take time off to observe SJRC Texas list of observed holidays. Eligible 
employees who are unable to take time off on an observed holiday will be permitted to 
take the “Holiday” within that pay period as requested and authorized by their supervisor. 
Exemptions can be made on a case-by-case basis. 
 
The organization observes and allows time off with pay for the following holidays: 
 

• New Year’s Day 
• Martin Luthor King, Jr. Day 
• Presidents’ Day 
• Memorial Day 
• Independence Day 
• Labor Day 
• Thanksgiving Day 
• Day after Thanksgiving 
• Christmas  
• Employee’s Birthday or Anniversary Hired Day 

 
Any additional holidays will be designated by the organization at the start of each calendar 
year. 
 
Holidays falling on Saturday will be observed on Friday before the holiday. 
Holidays falling on Sunday will be observed on Monday following the holiday. 
 
Holidays falling on weekdays will be observed on weekdays. 
 
Exceptions shall be given to employees scheduled to work on a holiday that falls on a 
Saturday or Sunday but are scheduled off for the observed Friday or Monday. 
 
Holiday pay. Full-time regular employees are eligible for holiday pay. Full-time employees 
may receive holiday pay immediately upon joining the organization. Part-time and 
temporary employees, including summer employees, are not eligible for holiday pay. 
Holiday pay shall be at the employee’s regular straight-time rate, inclusive of shift 
premiums, times the employee’s regularly scheduled hours (not to exceed 8 hours). 
To receive holiday pay, an eligible employee must be at work or taking an approved 
absence on the workdays immediately preceding and immediately following the day on 
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which the holiday is observed. An approved absence is a day of paid vacation or paid sick 
leave. If an employee is absent on 1 or both days because of an illness or injury, the 
organization may require verification of the reason for the absence before approving 
holiday pay.  
 
Religious observances. Employees who need time off to observe religious practices or 
holidays not already scheduled by the organization should speak with their supervisor. 
Depending upon business needs, the employee may be able to work on a day that is 
normally observed as a holiday and then take time off for another religious day. Employees 
may also be able to switch a scheduled day with another employee, take vacation time, or 
take off unpaid days. The organization will seek to reasonably accommodate individuals’ 
religious observances. 
 
Vacation 
 
SJRC Texas recognizes the importance of time off from work to relax, spend time with 
family, and enjoy leisure activities. The organization provides paid vacation time to full-time 
employees (employees who work 40 hours a week) for this purpose, and employees are 
encouraged to take vacation during the year. Part-time employees are not eligible for 
Vacation time benefits.  
 
Full-time employees will accrue paid vacation according to the following schedule (annual 
totals should be rounded to the nearest whole day): 
 

Length of Service 
(From Date of Employment) 

Accumulation 
Per Pay Period 

Maximum 
Calendar CAP* 

0-3 years 3.04 hours 100 hours 
4-6 years 4.37 hours 100 hours 
7+ years 6.10 hours 100 hours 
Executive Team* See below 160 hours 

  *Accrues at same Length of Service, 0-3 years; 4-6 years; and 7+ years. 
 

*Calendar Cap:  Accrual of vacation time balances shall stop when the cap of one 
hundred hours has been reached and shall not continue until after the balance has been 
reduced to below one hundred hours. 
Employees may not take paid vacation until they have earned or accrued the vacation time. 
New employees accrue paid vacation at the start of employment but may not take any 
vacation until they have completed at least 3 months of employment. 
 
Generally, employees should submit vacation plans to their supervisor at least 2 weeks in 
advance of the requested vacation date. Vacation may be scheduled in increments of 1 full 
workday up to a maximum of 2 weeks in a row. Managers have the right to designate when 
some or all of vacations must be taken. 
 
Vacation Time Benefits at Termination 
 
1.  Involuntary termination of employment - accrued and unused vacation time benefits:  
unused paid leave is forfeited when an employee separates from employment. 
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However, employees who are laid off for economic reasons will receive the balance of 
any unpaid leave remaining at the time of the work separation. Paid or unpaid leave time 
may not be counted toward such a notice period. 
2.  Voluntary terminations/resignation of employment - accrued and unused vacation 
time benefits may be paid only if the employee has been employed with SJRC Texas for 
3+ years, provides his/her immediate supervisor with at least two (2) weeks written 
notice, successfully completes/works his/her notice period, completes the Employment 
Exit Interview, and leaves in good standing from SJRC Texas and CEO approves vacation 
payout. 
 
3.  State and Federal labor law deadlines will be met as applicable. Exceptions may be 
required due to Federal or state laws. 
 
Vacation Time Benefits during Family Medical Leave Act (FMLA) 
 
Use of vacation time hours for an FMLA-approved absence will be counted toward 
the employee’s 12 weeks of Family Medical Leave. 
 
Sick Leave 
 
SJRC Texas provides regular, full-time employees (employees who work 40 hours a week) 
with paid sick days. Employees become eligible for sick days after completing 90 days of 
employment. Part-time employees are not eligible for Sick Leave. 
 
Full-time employees accrue sick days as follows: 
 

Length of Service 
(From Date of Employment) 

Accumulation 
Per Pay Period 

 Annual 
Sick Total 

Maximum 
Calendar 

CAP 
Any days from date of 
employment 

        1.32     40.00       80.00 

 
Sick days are not intended to be used as a substitute for vacation days, but sick days may 
be used if an employee needs to provide care for a family member who is ill. Sick days may 
also be used if an employee needs time off for scheduled medical procedures. 
 
Employees may carry accrued sick days over from 1 year to the next. The maximum accrual 
allowed for full-time employees is 80.00. 
 
If the need for sick leave is foreseeable, employees are required to give at least 30 days’ 
advance notice (e.g., a planned medical treatment) whenever possible. If the need for sick 
leave is not foreseeable, employees are asked to notify their supervisor as soon as is 
practical.  
 
If an employee misses 3 or more consecutive days because of illness, SJRC Texas may 
require the employee to provide a physician’s written permission to return to work. 
 
Use of sick time hours for an FMLA-approved absence will be counted toward the 
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employee’s 12 weeks of Family Medical Leave. 
 
Sick time is not vested and is not payable.  Unused sick time are forfeited when an 
employee’s employment ends for any reason.  
 
Sick Time Donation Program  
 
Allows employees to donate leave or to request donated leave.  Employees who have 
exhausted all their available leave and have been approved to be out on FMLA (see 
requirements below) may submit a “Leave Donation Request Form” to HR to request 
additional paid time from donated leave.   If approved, HR will solicit donations of sick 
time from the company employees.   Employees wishing to donate sick time, will 
complete a “Sick Time Donation Authorization Form” and return it to HR.  In order for the 
employee to donate sick time, the employee must maintain a minimum of 40 hours Sick 
Pay balance after the donation; must agree that the leave donation cannot be reimbursed 
once the hours have been transferred; and agrees that the donation of leave is on a 
voluntary basis.   
 
Family and Medical Leave (FMLA) 
 
It is SJRC Texas policy to provide up to twelve (12) work weeks of unpaid, job-protected 
family and medical leave for absences due to certain family and medical reasons under the 
Family and Medical Leave Act (FMLA) to eligible employees. Twelve work weeks may also 
be defined as four hundred-eighty (480) hours or sixty workdays. The 12-month period is 
a rolling period measured backward from the date an employee uses any FMLA leave, 
except for leaves to care for a covered servicemember with a serious illness or injury. For 
those leaves, the leave entitlement is 26 weeks in a single 12-month period measured 
forward from the date an employee first takes that type of leave. Please note there are 
many requirements, qualifications, and exceptions under these laws, and each employee’s 
situation is different. Contact the HR department to discuss options for leave.  
 
Employee eligibility. The FMLA defines eligible employees as employees who (1) have 
worked for the organization for at least 12 months; (2) have worked for the organization for 
at least 1,250 hours in the previous 12 months; and (3) work at or report to a worksite that 
has 50 or more employees or is within 75 miles of organization worksites that, taken 
together, have a total of 50 or more employees. 
 
Basic leave entitlement. Eligible employees may apply for FMLA for the following reasons: 
(1) for incapacity due to pregnancy, prenatal medical care, or childbirth; (2) to care for the 
employee’s child after birth or placement for adoption or foster care; (3) to care for the 
employee’s spouse, child, or parent who has a serious health condition; or (4) for a serious 
health condition that makes the employee unable to work. 
 
Military family leave entitlements. Eligible employees with a spouse, child, or parent on 
active duty or called to active-duty status in the National Guard or Reserves in support of 
a contingency operation may use their 12-week leave entitlement to address certain 
qualifying exigencies. Qualifying exigencies may include addressing issues that arise from 
(1) short notice of deployment (limited to up to 7 days of leave); (2) attending certain 
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military events and related activity; (3) arranging child care and school activities; (4) 
addressing certain financial and legal arrangements; (5) attending certain counseling 
sessions; (6) spending time with covered military family members on short-term temporary 
rest and recuperation leave (limited to up to 5 days of leave); (7) attending post-
deployment reintegration briefings; (8) arranging care for or providing care to a parent who 
is incapable of self-care; and (9) any additional activities agreed upon by the employer and 
employee that arise out of the military member’s active duty or call to active duty. 
The FMLA also includes a special leave entitlement that permits eligible employees to take 
up to 26 weeks of leave to care for a covered servicemember during a single 12-month 
period. A covered servicemember is a current member of the armed forces, including a 
member of the National Guard or reserves, who has a serious injury or illness incurred in 
the line of duty on active duty that may render the servicemember medically unfit to 
perform the duties of the servicemember’s office, grade, rank, or rating and for which the 
servicemember is undergoing medical treatment, recuperation, or therapy; is in outpatient 
status; or is on the temporary disability retired list.  
 
Benefits and protections during FMLA leave. During FMLA leave, the organization will 
maintain the employee’s health coverage under any “group health plan” on the same terms 
as if the employee had continued to work provided the employee continues to pay their 
portion of the monthly benefit costs. Upon return from FMLA leave, most employees will 
be restored to their original or equivalent positions with equivalent pay, benefits, and other 
employment terms. However, an employee on FMLA leave does not have any greater right 
to reinstatement or to other benefits and conditions of employment than if the employee 
had been continuously employed during the FMLA leave period. Certain highly 
compensated key employees also may be denied reinstatement, when necessary, to 
prevent “substantial and grievous economic injury” to the organization’s operations. A “key” 
employee is an eligible salaried employee who is among the highest-paid 10 percent of the 
organization’s employees within 75 miles of the worksite. Employees will be notified of their 
status as key employees, when applicable, after they request FMLA leave. Use of FMLA 
leave cannot result in the loss of any employment benefit that accrued before the start of 
an employee’s leave.  
 
Definition of “serious health condition.” A serious health condition is an illness, an injury, 
an impairment, or a physical or mental condition that involves either an overnight stay in a 
medical care facility or continuing treatment by a healthcare provider for a condition that 
either prevents the employee from performing the functions of the employee’s job or 
prevents the qualified family member from participating in school, work, or other daily 
activities. Subject to certain conditions, the continuing treatment requirement may be met 
by a period of incapacity of more than 3 consecutive calendar days combined with at least 
2 visits to a healthcare provider or 1 visit and a regimen of continuing treatment, incapacity 
due to pregnancy, or incapacity due to a chronic condition. Other conditions may meet the 
definition of “continuing treatment.” 
 
Use of leave. An employee does not need to use this leave entitlement in one block. Leave 
can be taken intermittently or on a reduced work schedule when medically necessary. 
Employees must make reasonable efforts to schedule leave for planned medical treatment 
so as not to unduly disrupt the employer’s operations. Leave due to qualifying exigencies 
also may be taken on an intermittent or a reduced work schedule basis. 
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Substitution of paid leave for unpaid leave. Employees may choose or employers may 
require the use of accrued paid leave while taking FMLA leave. Accordingly, the 
organization requires employees to use any accrued paid vacation, personal, and sick days 
during an unpaid FMLA leave taken because of the employees’ own serious health condition 
or the serious health condition of a family member or to care for a seriously ill or injured 
family member in the military. In addition, employees must use any accrued paid vacation 
or personal days (but not sick days) during FMLA leave taken to care for a newborn or 
newly placed child or for a qualifying exigency arising out of a family member’s active-duty 
or call to active-duty status in support of a contingency operation. To use paid leave for 
FMLA leave, employees must comply with the organization’s normal paid leave procedures 
found in its Vacation and Sick Leave policies.  
 
Employee responsibilities. Employees must provide 30 days’ advance notice of the need 
to take FMLA leave when the need is foreseeable. When 30 days’ notice is not possible, 
employees must provide notice as soon as practicable and generally must comply with the 
organization’s normal call-in procedures. The organization may delay leave to employees 
who do not provide proper advance notice of the foreseeable need for leave, absent 
unusual circumstances preventing the notice.  
 
Employees must provide sufficient information for the organization to determine if the leave 
may qualify for FMLA protection and the anticipated timing and duration of the leave. 
Sufficient information may include that the employee is unable to perform job functions, 
the family member is unable to perform daily activities, the need for hospitalization or 
continuing treatment by a healthcare provider, or circumstances supporting the need for 
military family leave. Employees also must inform the organization if the requested leave is 
for a reason for which FMLA leave was previously taken or certified. Employees also are 
required to provide a certification and periodic recertification supporting the need for leave. 
The organization also may require a second and, if necessary, a third opinion (at the 
organization’s expense) and, when the leave is a result of the employee’s own serious 
health condition, a fitness-for-duty report to return to work. The organization also may 
delay or deny approval of leave for lack of proper medical certification. 
 
Organization responsibilities. SJRC Texas will inform employees requesting leave 
whether they are eligible under the FMLA. If they are, the notice will specify any additional 
information required, as well as the employees’ rights and responsibilities. If employees are 
not eligible, the organization will provide a reason for the ineligibility. 
SJRC Texas will inform employees if leave will be designated as FMLA-protected and the 
amount of leave counted against the employees’ FMLA leave entitlement. If the 
organization determines that the leave is not FMLA-protected, the organization will notify 
the employees. 
 
Other provisions. Under an exception to the FLSA in the FMLA regulations, hourly amounts 
may be deducted for unpaid leave from the salary of executive, administrative, and 
professional employees; outside sales representatives; certain highly skilled computer 
professionals; and certain highly compensated employees who are exempt from the 
minimum wage and overtime requirements of the FLSA, without affecting the employees’ 
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exempt status. This special exception to the “salary basis” requirements for the FLSA’s 
exemptions extends only to eligible employees’ use of FMLA leave. 
Employees may not perform work for self-employment or for any other employer during an 
approved leave of absence, except when the leave is for military or public service or when 
the organization has approved the employment under its Outside Employment policy and 
the employees’ reason for FMLA leave does not preclude the outside employment. 
 
Military Leave 
 
SJRC Texas supports the military obligations of all employees and grants leaves for 
uniformed service in accordance with applicable federal and state laws. Any employee who 
needs time off for uniformed service should immediately notify the HR department and the 
employee’s supervisor, who will provide details regarding the leave. If an employee is 
unable to provide notice before leaving for uniformed service, a family member should 
notify the supervisor as soon as possible. Upon return from military leave, employees will 
be granted the same seniority, pay, and benefits as if they had worked continuously. Failure 
to report for work within the prescribed time after completion of military service will be 
considered a voluntary termination. All employees who enter military service may 
accumulate a total absence of 5 years and still retain employment rights. 
 
Bereavement Leave 
 
Employees with more than 3 months’ service may take up to 3 days of paid bereavement 
leave upon the death of a member of their immediate family. “Immediate family members” 
are defined as an employee’s spouse, domestic partner, parents, stepparents, siblings, 
children, stepchildren, grandparent, parent-in-law, brother-in-law, sister-in-law, son-in-
law, daughter-in-law, or grandchild. All regular, full-time employees may take up to 1 day 
off with pay to attend the funeral of an extended family member (aunts, uncles, and 
cousins). 
 
The organization may require verification of the need for the leave. The employee’s 
supervisor and HR will consider this time off on a case-by-case basis. Payment for 
bereavement leave is computed at the regular hourly rate to a maximum of 8 hours for 1 
day. Time off granted in accordance with this policy shall not be credited as time worked 
for the purpose of computing overtime.  
 
Jury Duty/Court Appearance 
 
SJRC Texas supports employees in their civic duty to serve on a jury. Employees must 
present any summons to jury duty to their supervisor as soon as possible after receiving 
the notice to allow advance planning for an employee’s absence. Nonexempt employees 
will be paid for up to five (5) working days of jury duty service at their regular rate of pay 
minus any compensation received from the court for the period of service per calendar 
year. Time taken beyond five (5) working days is unpaid. Exempt employees are subject to 
the same limitation except that they will also receive pay for any days they serve as a juror 
or witness in a workweek in which they perform work. All employees may use any accrued 
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time off if required to serve more than five (5) working days on a jury. Pay while on jury 
duty will be calculated at eight (8) hours for per one (1) jury duty day. 
If an employee is released from jury duty after 4 hours or less of service, the employee 
must report to work for the remainder of that workday. Time for appearance in court for 
personal business will be the individual employee’s responsibility. Normally, personal days 
or vacation days will be used for this purpose.  
 
Time Off for Voting 
 
SJRC Texas recognizes that voting is a right and privilege of being a citizen of the United 
States and encourages employees to exercise their right to vote. In almost all cases, you 
will have sufficient time outside working hours to vote. If for any reason you think this will 
not be the case, contact your supervisor to discuss scheduling accommodations.  
 
Personal Leave 
 
SJRC Texas may grant a Personal leave of absence without pay, when warranted, by 
significant personal, medical, educational, or public service reasons subject to 
management discretion after considering the benefit to the employee and the needs of the 
Organization. 
 
Regular full-time and part-time employees who have completed six (6) months of 
continuous service are eligible for a Personal leave of absence without pay for personal 
reasons. This leave of absence may be granted under special circumstances such as 
prolonged illness, injury, pregnancy, or other situations not covered under the Family 
Medical Leave Act or for personal business reasons to include educational or public service.  
 
If the employee is not eligible for Personal leave due to length of service, he/she may be 
granted an exception based on individual circumstances. The leave must be approved by 
the immediate supervisor and leadership. 
 
Personal leaves of absence (including granted exceptions) may be granted in thirty (30) 
day increments not to exceed sixty (60) days. Under exceptional circumstances, such 
leaves of absence may be extended for an additional period. Employees on medical leave 
who are disabled within the definition of the Americans with Disabilities Act are eligible for 
an additional ninety (90) days medical leave beyond the sixty (60) days of leave as an 
accommodation of their disability. Extended leaves of absence must be approved by the 
immediate supervisor and leadership. 
 
During all Personal leaves of absence without pay for personal business, there will be no 
accrual or use of Organization benefits. Any accrued, unused vacation/sick time balances 
must be used at the beginning of and included in the requested leave period. 
 
Insurance premiums must still be maintained on a biweekly basis for continuance. Lapses 
in payments will result in cancellation of coverage and the option of COBRA election. 
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If a Personal leave of absence is contemplated, the employee must contact HR to initiate 
the process. Further/other stipulations may be given, dependent on the position and the 
circumstances. 

 
If the employee is requesting a medical leave, he/she must submit a physician’s certification 
in advance of the requested leave or as soon as possible after the start of the leave in the 
event of an emergency. The physician’s statement should identify the nature of the 
disability and anticipated duration of absence. Once approved by the immediate 
supervisor, these forms need to be forwarded to HR. This physician’s statement is used for 
determining if the leave of absence qualifies for Family Medical Leave (FMLA). An insured 
employee on leave of absence may be able to continue his/her health coverage during the 
leave of absence.  

 
SJRC Texas will make every effort to reinstate an employee returning from a Personal leave 
of absence to the position held before taking the leave of absence at the same rate of pay. 
Business conditions, organizational requirements, and availability of positions for which an 
employee qualifies will be the final determining factor. 
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Section 9  
Employee Benefits 

 
SJRC Texas recognizes the value of benefits to employees and their families. The 
organization supports employees by offering a comprehensive and competitive benefits 
program.  
 
Medical, Dental, Vision, and Life Insurance 
 
For benefit purposes, full-time employees are employees who work 30 hours or more per 
week. 
 
Newly Hired or Newly Eligible Employees:  Full-time employees are eligible for insurance 
on the first of the month following 60 days of service. These employees must sign up for 
benefits within 30 days from date of hire. 
 
All other Full-time Employees:  May enroll, disenroll, or make insurance changes during 
the annual Open Enrollment or within 30 days of a Qualifying Event (see below). 
 
SJRC Texas will pay a portion of the cost of the health benefits and will pay in full the life 
benefit. The life benefit is equal to an employee’s annualized base rate. The amount 
contributed by SJRC Texas is subject to adjustment from time to time, with or without 
notice.  
 
Qualifying Event:  As defined by the Consolidated Omnibus Budget Reconciliation Act 
(COBRA). Upon a qualifying event, employees will have 30 days from the effective date 
of the Qualifying Event to enroll in the coverage. Employees who submit their enrollment 
forms after the time allowed by the enrollment periods will need to wait until the next open 
enrollment period begins or when a Qualifying Event occurs. 
 
The following are approved Qualifying Events when it affects the employee, their legal 
spouse, and their children: 
 
1.   Reduction in income of employee or spouse.  
 
2.  Increase or reduction in hours. 
 
3.  Addition or loss of health coverage from other sources. 
 
4.  The employee’s dependent child loses dependent status as defined by the plan. 
 
5.  Employee fails to pay for their portion of the health coverage. 
 
6.  Marriage or Divorce. 
 
7.  Birth, adoption, custody, or loss of custody of a child or dependent. 
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8.  Employee’s employment is terminated (voluntarily or involuntarily). 
 
9.  Death. 
 
For more information regarding benefit programs, please refer to the organization 
Summary Plan Descriptions (SPDs), which are found on the organization intranet, or 
contact the HR department. 
 
401(k) Plan 
 
SJRC Texas recognizes the importance of saving for retirement and offers eligible 
employees a 401(k) plan.  
 
Employees are eligible to 401(k) benefits upon completing one year of service. 
 
Other information relating to these plans are explained in the SPD that can be obtained 
from HR. 
 
Workers’ Compensation 
 
Workers’ compensation is a “no-fault” system that provides compensation for medical 
expenses and wage losses to employees who are injured or who become ill because of 
employment. SJRC Texas pays the entire cost of workers’ compensation insurance. The 
insurance provides coverage for related medical and rehabilitation expenses and a portion 
of lost wages to employees who sustain an injury on the job. 
 
The organization abides by all applicable state workers’ compensation laws and 
regulations. If an employee sustains a job-related injury or illness, it is important to notify 
the supervisor and HR within 24 hours on the injury or illness. The supervisor will complete 
an injury report with input from the employee and return the form to the HR department. 
HR will file the claim with the insurance organization. In cases of true medical emergencies, 
report to the nearest emergency room. 
 
Workers’ compensation benefits (paid or unpaid) will run concurrently with FMLA leave, if 
applicable, where permitted by state and federal law. In addition, employees will not be 
paid vacation or sick leave for approved absences covered by the organization’s workers’ 
compensation program, except to supplement the workers’ compensation benefits such as 
when the plan only covers a portion of the employees’ salary as allowed by state law. 
 
POLICY  
 
SJRC Texas supports the right of every employee to file a worker’s compensation claim 
when a work-related injury or occupational disease occurs. Filing of a worker’s 
compensation claim is not to be used as grounds for disciplinary actions against an 
employee. The only exceptions to this are:  
 
1.  The employee refuses to return to work in a modified duty assignment.  
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2.  It is determined by the Third-Party Worker’s Compensation Plan Administrator that the 
employee misrepresented his/her claim.  
 
3.  The employee works outside his limitations while on modified duty assignment or does 
not turn in Work Status Reports.  
 
4.  SJRC Texas will coordinate with Human Resources before disciplinary action is 
pursued.  
The following procedures will guide SJRC Texas through the worker’s compensation 
process and define the responsibilities of each party with a role in the worker’s 
compensation process to ensure that proper procedures are followed. SJRC Texas will 
review this policy and procedure with employees at time of hire, annually and as needed 
in between. By being familiar with this policy and procedure, employees with SJRC Texas 
will be able to respond quickly and appropriately when necessary.  
 
WORKER’S COMPENSATION BASICS  
 
1. What Is Worker’s Compensation?  
 
Worker’s compensation is a state-mandated benefit for employees with work-related 
injuries and diseases. In most cases, benefits are awarded without regard to fault. The 
benefits provided under Worker’s compensation vary depending on the nature of the 
claim.  
 
2. Who Is Considered an Employee for Worker’s Compensation?  
 
Please reference Policy and Procedure, Employment Classification, 3.16 as SJRC Texas 
defines employment classifications (i.e., exempt, or non-exempt) to administer policies in 
a consistent and objective manner, as well as to comply with relevant wage-hour labor 
laws.  
 
3. Who Pays an Employee’s Worker’s Compensation Benefits?  
 
a.  SJRC Texas pays coverage for employee Worker’s compensation claims  
 
b.  How Much Does Worker’s Compensation Cost SJRC Texas?  
 
(1)  Rates fluctuate year-to-year based on SJRC Texas experience rating  
 
(2)  Claims and Administrative Costs: Costs based on number and size of claims that 
occur each year, drive actual costs.  
 
(3)  It is also important to note that the discussed costs do not reflect indirect costs such 
as time needed to complete paperwork, hiring, training costs, production losses, etc. – 
these costs can be substantial.  
 
4. Does SJRC Texas have a Worker’s Compensation Committee?  
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a.  Yes. The PQI/RPM Committee, which is comprised of CEO, their Executive Team, RN, 
Program Directors, Facilities Manager and Training Administrator who meet quarterly as 
well as after each work-related injury and/or occupational illness.  
 
b.  The Committee allows the right to solicit input from other management and staff of 
SJRC Texas where applicable and during investigations.  
 
(1)  Primary responsibilities include:  
 
(a)  Initial investigation of claims  
 
(b)  Evaluating coverage issues  
 
(c)  Processing claim forms and information to expedite benefits when appropriate  
 
(d)  Developing and interpreting Worker’s Compensation policies and procedures  
 
(e)  Facilitating early return-to-work for employees with restrictions  
 
(f)   Providing Worker’s Compensation information and training  
 
(g)  Providing ergonomic training and evaluation  
 
(h)  Managing the Worker’s Compensation program  
 
(i)  Maintaining and analyzing Worker’s Compensation claim and financial  
Information  
 
5. Who decides if a claim is accepted or denied?  
 
The Third-Party Administrator is responsible for making all determinations regarding any 
claim filed and what, if any benefits will be provided.  
 
6. How does the Third-Party Administrator evaluate a claim?  
 
a.  The Third-Party Administrator evaluates each claim to determine whether the reported 
injury or disease arose out of and during the employee’s employment.  
 
b.  The Third-Party Administrator will notify the employee in writing if his/her claim is 
accepted or denied.  
 
c.  There are four elements necessary to have a covered claim. They are:  
 
(1)  Time: The accident must occur during assigned work hours. Assigned work hours 
begin when the employee arrives at work. Worker’s compensation generally does not 
cover accidents that occur while coming and going to work or lunch.  
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(2)  Place: The accident must occur on the employer’s premises, or a location required by 
the employment.  
 
(3)  Circumstance: The accident must occur while performing a work-related activity. A 
work-related activity is often defined as one that benefits the employer, even if it may not 
be an assigned duty. For this reason, injuries that occur on authorized breaks are 
generally covered by Worker’s compensation insurance.  
 
(4)  Cause: The injury or disease must result from a peril that is peculiar to your work. For 
this reason, common ailments, such as cold or flu  
 
d.  The Third-Party Administrator may deny a claim for the following reasons:  
 
(1)  Alcohol and drugs: If an employee is intoxicated or has illegal drugs in their system at 
the time an injury occurs.  
 
(2)  Intentional injuries: Self-inflicted injuries are not covered. Injuries must be caused by 
an accident, which is defined as an unexpected and unforeseen event.  
 
(3)  Injuries caused by trying to intentionally injure another person: Injuries sustained by 
an employee who assaults or is involved in activities intended to injure another person are 
not covered by Worker’s compensation.  
 
WORKER’S COMPENSATION BENEFITS  
 
The following benefits can be awarded under Worker’s compensation:  
 
1. Medical Benefits: These benefits may include medical treatment, surgery, and 
prescriptions. An employee should have no out-of-pocket medical expenses when he/she 
has an accepted Worker’s compensation claim if he/she treats with an approved Worker’s 
compensation provider. SJRC Texas has the following list of providers can be found on 
page 10 of 10 in this Policy and Procedure:  
 
2. Temporary Total Disability (TTD): TTD benefits provide partial income replacement if 
an employee is unable to work for five (5) days or more within a 20-day period. This 
income replacement is calculated at 2/3 of the employee’s gross wage at the time of the 
injury. The maximum allowable monthly TTD rate changes every fiscal year, but an 
employee’s benefits are fixed based on the date of injury or disease. TTD is generally paid 
every fourteen (14) days. The employee may use his/her accrued leave time to remain in 
full pay status (contact SJRC Texas Human Resources or Worker’s Compensation Office 
for details).  
 
3. Temporary Partial Disability (TPD): These benefits provide partial income replacement 
if an employee can only work in a capacity where his/her net earnings are less than what 
he/she would receive in TTD benefits. For example, an employee may only be able to 
work part-time.  
 
4. Permanent Partial Disability (PPD): PPD benefits can be awarded if an employee has a  
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permanent medical impairment that resulted from a work-related injury or disease.  
5. Vocational Rehabilitation (VR): VR benefits may be provided when an employee has  
permanent restrictions that preclude a return to his/her regular job. Benefits can include 
vocational counseling, placement assistance, and retraining.  
 
6. Death Benefits: If an employee’s death is the result of a work-related injury or disease, 
death benefits are payable to qualified dependents/beneficiaries.  
 
What is modified duty?  
 
Modified duty is a temporary assignment compatible with an employee’s prescribed 
restrictions that precludes an employee from performing some or all his/her regular 
duties. Once an approved Worker’s compensation provider prescribes temporary 
restrictions, the supervisor must provide modified duty. If that is not possible, the 
employee will be provided modified duty with another department or campus. Once an 
appropriate modified position is established, the Third-Party Administrator will suspend 
TTD benefits, if they are being paid.  
 
 
DEPARTMENT AND SUPERVIOSR RESPONSIBILITIES 
  
1. All employees need to be informed of their rights and responsibilities in the event of a 
work-related injury. New employees are given information regarding Worker’s 
Compensation during their orientation and asked to sign initial Network 
Acknowledgement Form from Third Party Administrator  
 
2. The Chief Operating Officer/Human Resources, Training Manager and PQI/RPM 
Committee is also available to provide training for departments, supervisors, and 
employees. It is important to remind employees periodically and always after a work-
related injury/disease, about their rights and responsibilities in the event of a work-
related injury or disease.  
 
a.  Employee Rights:  
 
(1)  To file a claim for a work-related injury/disease.  
 
(2)  To receive medical treatment from an approved Worker’s compensation provider.  
 
(3)  To receive temporary total disability benefits (see page 7).  
 
(4)  To receive limited travel reimbursement for expenses directly related to treatment.  
 
(5)  To receive vocational rehabilitation services if found eligible by the Third-Party 
Administrator  
 
(6)  To be evaluated for permanent partial disability if there is an indication of a  
permanent impairment.  
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(7)  To re-open individual claim in some circumstances.  
 
(8)  To appeal a written determination of claim eligibility or benefits.  
 
b.  Employee responsibilities:  
 
(1)  Inform Chief Operating Officer of injuries or occupational diseases immediately.  
 
(2)  Complete an incident report – while Texas states this must be done within thirty (30) 
calendar days of date of injury or after knowledge of an occupational disease and its 
relationship to employment, Third-Party Administrator would like this completed 
immediately. Report can be done in a Microsoft Word document.  
 
(3)  Seek medical attention with an approved Worker’s compensation provider, Texas 
Med Clinic, or the nearest medical facility in case of a life-threatening emergency to 
include a drug test.  
 
(4)  Immediately provide Chief Operating Officer with a medical report after each doctor’s 
visit which outlines any work restrictions. Please note without a medical report clearing 
employee to return to work, employee cannot work.  
 
(5)  Work within the restrictions set forth by an approved Worker’s compensation  
provider while on modified duty.  
 
(6)  Notify Chief Operating Officer in advance of doctor or therapy appointments.  
 
(7)  Report any unsafe working conditions or hazards to supervisor.  
 
(8)  Attend all appointments until released by attending physician.  
 
c.  Department and Supervisor Responsibilities • When an employee is injured  
 
(1)  Refer to emergency procedures in this Policy and Procedure  
 
(2)  Investigate the accident, obtain all possible details, and report accident to Chief 
Operating Officer  
 
(3)  Complete any required documentation and forward to Chief Operating Officer to 
include a new “Notice of Injury Network Acknowledgement Form” completed by injured 
employee  
 
(4)  Correct the unsafe work condition, if possible.  
 
(5)  Allow employee to attend each follow-up appointment until released by attending 
physician.  
 
(6)  Go over each Work Status Report with employee and sign/date stressing employee 
must follow all restrictions and appointments.  
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(7)  Inform Chief Operating Officer within one (1) working day if an employee losses time 
from work due to Worker’s compensation.  
 
(8)  Provide modified duty as appropriate  
 
d.  Accident Prevention:  
 
(1)  SJRC Texas is committed to providing a safe workplace for all employees. To ensure 
that employees work safely, supervisors must:  
 
(2)  Ensure that employees follow policies and guidelines for a safe workplace.  
 
(3)  Make compliance with safety policies and guidelines part of each employee’s work 
performance standard.  
 
(4)  Communicate safety practices with employees.  
 
(5)  Identify and eliminate hazards before injuries occur.  
 
(6)  Provide a process for reporting safety concerns within your department.  
 
(7)  Provide employees with the education and training they need to work safely.  
 
(8)  Provide training and require the use of appropriate safety devices.  
 
(9)  Investigate all accidents to determine the cause and to prevent future accidents.  
 
(10)  Inspect internal/external physical plant, machinery, equipment, and tools on a 
regular basis.  
 
(11)  Use safety resources to address and resolve problems.  
 
(12)  Evaluate safety efforts periodically.  
 
(13)  Ensure that the employee works within the limitations set by an approved  
 
Worker’s compensation provider.  
 
Modified duty  
 
During the recovery process, it is not unusual for an employee to have temporary work  
restrictions that prevent him/her from performing some or all the duties associated with 
his/her regular job. When this occurs, Chief Operating Officer will provide, when able, 
based on business needs, modified duty to the employee.  
 
Modified duty is a situation where the employee returns to work, either full time or part 
time, in a position that will foster physical rehabilitation. This can be accomplished by 
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modifying the employee’s duties, the time they work, where they work, and their 
workstation and/or equipment.  
 
Work-Related Injury or Occupational Illness  
 
For work-related injuries or occupational illnesses requiring immediate attention, call 9-1-
1 (please note a drug test is required at time of treatment for incident).  
 
If an employee needs immediate medical treatment, but it is not a medical emergency for 
a work-related injury or illness, please refer the employee, or if required, arrange to 
transport the employee to the nearest Texas Med Clinic (please note a drug test is 
required at time of treatment for incident).  
 
If the work-related injury or illness is minor, please provide first aid to the employee and 
refer employee to Texas Med Clinic. 
 
 
Employee Assistance Program 
 
The employee assistance program (EAP) is a resource designed to provide highly 
confidential and experienced help for employees in dealing with issues that affect their 
lives and the quality of their job performance. SJRC Texas wants employees to be able to 
maintain a healthy balance of work and family that allows them to enjoy life. The EAP is a 
confidential counseling and referral service that can help employees successfully deal with 
life’s challenges. Contact HR for additional information on this program. 
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Section 10  
Expense reimbursement guidance – travel and 

miscellaneous 
 
 
The purpose of this guidance is to provide information concerning necessary and 
reasonable expenses incurred in the performance of company-related travel activities. To 
the extent possible, employees are expected to minimize travel-related expenses. When 
applicable, the traveler should make the choice that results in the least expense to the 
organization, if this does not result in unacceptable levels of personal safety, ineffective 
use of employee working time or unnecessary inconvenience. Employees are expected to 
be conservative in their spending and managers are expected to be diligent in their review 
of travel expenses. 

The employee is responsible for complying with the travel guidance. All expenses must 
be supported by a receipt. The approver is responsible for accurately reviewing expense 
reports for compliance. The organization will reimburse employees for all reasonable and 
necessary expenses while traveling on authorized business. The organization assumes no 
obligation to reimburse employees for expenses that are not in compliance with this 
guidance. Employees who do not comply with this travel guidance may be subject to: 

1.  Delay of reimbursement 
 
2.  Non-payment of the expense(s) 
 
3.  Disciplinary action up to and including termination of employment in appropriate 
circumstances. 
 

Lowest Logical Airfare 

Traveler flexibility for flight and airlines will provide the lowest logical fares and greatest 
cost savings.  

1.  All airline travel must be pre-approved for purchase by the CEO.  
 
2.  Air travel arrangements should be requested with enough advance notice to take 
advantage of the lowest available fares.  
 
3.  Coach or economy flight reservations are the only classes of service to be utilized. 
Early-bird check-in fees are not reimbursable and are the employee’s responsibility. 
 
4.  Changes in itineraries may result in a penalty or change fees assessed by the airline. 
By using good judgment in planning travel, these fees can be avoided.  
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5.  The traveler must report any cancellation or non-use of a reservation to the CFO for a 
refund to be issued or for the ticket to be eligible for an exchange toward a future trip.  
 
6.  If an employee elects to combine personal travel with business travel, any expense 
incurred more than the business portion of the travel is at the expense of the employee 
and will not be reimbursed.  
 
7.  The organization will not reimburse travel and entertainment expenses incurred by a 
spouse or other individual accompanying an employee on business unless there is a bona 
fide business purpose for taking the spouse or companion that has been pre-approved by 
the CEO. A spouse or other individual may accompany an employee on a business trip at 
the employee’s expense, if appropriate to the business being conducted. 

 

Lodging 

1.  Request for lodging must be pre-approved by each department’s executive using a 
Check Request Form. 
 
2.  Lodging costs should be kept to a minimum, use government website to determine max. 
 
3.  SJRC Texas normally will reimburse for only single room rates at moderately priced 
hotels.  
 
4.  When reservations are booked "guaranteed late arrival", employees are responsible for 
all "no show" charges unless mitigating circumstances prevail.  
 
5.  All lodging and ancillary expenses should be charged to the employee's personal credit 
card to the extent possible.  
 
6.  Tips for hotel staff are reimbursable when confined to reasonable limits, as determined 
by the services required and received. Laundry or dry cleaning is reimbursable only when 
the business trip exceeds seven (7) nights. 
 
7.  The hotel bill is required documentation for reimbursement of lodging charges. 
 
8.  When possible, lodging should be made with a Wyndham hotel at wyndhamhotels.com 
or by dialing 1-800-407-9832. Our SJRC Corporate Code is 1000051693. 
 

Car Rental 

1.  Request for vehicle rental must be pre-approved by each department’s executive using 
a Check Request Form. 
 
2.  Policy is to book a car with the vendor that has the least expensive compact vehicle 
unless the number of travelers using the vehicle warrants a larger size. Sharing of cars will 
be practiced minimizing costs.  
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3.  There will be times when a Taxi, Uber or Lyft is a more efficient and economical method 
of transportation, particularly in large metropolitan areas. Where available, airport or 
courtesy vans should be used instead of Taxis. The decision to rent a car or take a taxi 
should be based on cost-effectiveness and safety instead of simply convenience. 
 
4.  Do not purchase the fuel tank option in advance. It is mandatory to refuel the car prior 
to drop-off to avoid costly gas prices charged by the rental agency.  
 
5.  The employee should rent the vehicle in the name of SJRC Texas and the employee’s 
name. The employee should sign both his/her name and "SJRC Texas" on the rental 
agreement. SJRC Texas vehicle policy will then provide liability coverage. Do not purchase 
physical damage and loss of use coverage. Failing to include SJRC Texas on the rental 
means the employee’s coverage is being provided by the employee’s personal insurance. 
 
6.  Traffic violations and parking tickets are not reimbursable expenses. 
 
7.  Travelers should rent a car to travel to their destination when driving is more cost-
effective than airline travel or it is less expensive than other transportation modes such as 
taxis, airport limousines and airport shuttles. 
 

Personal Auto Use (Local Mileage) 

1.  Normal Daily Commuting Miles (home to office or office to home) are not reimbursable. 
 
2.  Only miles (Total Reimbursable Miles) more than Normal Daily Commuting Miles are 
reimbursable. Reimbursement will be at the current IRS rate. 
 
3.  Employees (to include those currently working from home) will be assigned to a 
designated Worksite if they live near a SJRC Texas | Belong facility. 
 
4.  Certain employees will be assigned to an Approved Remote Worksite if they do not live 
near a SJRC Texas | Belong facility. The Approved Remote Worksite will be the Downtown 
address (specifically City Hall) to the city they reside in.  
 
5.  Parking and tolls are reimbursable. Toll roads should be avoided if possible. 
 
6.  The employee should determine the cost of parking at the airport for the duration of the 
trip or taking a taxi and the cheapest alternative should be chosen.  
 
7.  In the case of an accident, immediately notify police and your personal insurance carrier. 
The normal course of action is to file a claim with your personal insurance company. 

 

TERM Definition 
Worksite A designated location where all employees are 

assigned to for accountability purposes, performance 
of job requirements, or to track mileage. There are 
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currently two main SJRC Texas | Belong Worksite 
facilities (Bulverde and San Antonio). 

Approved Remote Worksite 
 

An approved Worksite near the employee’s home 
address. This will be the center of the downtown 
where the employee lives at (specifically City Hall). 
These locations will be used to determine the Normal 
Daily Commuting Miles. 

Total Daily Miles All daily miles an employee tracks while conducting 
business travel. Excludes to and from meal locations 
and personal miles. 

Normal Daily Commuting Miles Round trip miles from employee’s home address to the 
designated Worksite. Normal Daily Commuting Miles 
are Not Reimbursable. 

Total Reimbursable Miles Miles that exceed the Normal Daily Commuting Miles. 
Reimbursement will be at the current IRS Mileage Rate. 

Current IRS Mileage Rate The rate allowed to pay for reimbursable miles. The 
rate for 2021 is .56 (note - this rate changes each 
year, normally in January) 

Formula to Calculate Total 
Reimbursement of Miles 

Total Daily Miles – Normal Daily Commuting Miles = 
Total Reimbursable Miles 

Mileage Tracking Form A document submitted by an employee to a 
department supervisor or executive to file for 
reimbursement of Total Reimbursable Miles. The 
Supervisor or Executive should forward approved 
Mileage Tracking Forms to Accounting by the first of 
the month for payment added to the following payroll 
run.  

 

Example 1:  Jose’s designated Worksite is SJRC-Bulverde. Commuting distance to 
Bulverde and back to Jose’s house is 70 miles. Jose is asked by SJRC to report to SJRC-
San Antonio to assist with the New Hire Orientation Event. Jose’s mileage to SJRC-San 
Antonio and back to his house is 80 miles. Therefore, Total Daily Miles (80) – Normal 
Daily Commuting Miles (70) = Total Reimbursable Miles (10). Jose could get reimbursed 
the following: 10 miles multiply .56 = $5.60 
 
Example 2:  Susie’s designated Worksite is SJRC-San Antonio. Commuting distance to 
SJRC-San Antonio and back to Susie’s house is 50 miles. Susie is asked by SJRC to visit 
children at three (3) different locations instead of reporting to SJRC-San Antonio. The 
total mileage for visiting the three locations is 40 miles. Therefore, Total Daily Miles (40) 
– Normal Daily Commuting Miles (50) = Total Reimbursable Miles (-10). Susie did not 
exceed the Normal Daily Commuting Miles therefore Susie does not qualify for 
reimbursement of miles. 
 

Business Meals and Entertainment 

1.  Employees will be reimbursed for reasonable costs for breakfast, lunch, and dinner while 
traveling on company business according to IRS per diem guidelines 
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https://www.federalpay.org/perdiem/2019 .  The cost of meals will include gratuities that 
are customary for the services provided (15%). Excessive gratuities will not be allowed. 
SJRC Texas reserves the right to disallow meals that are considered extravagant or lavish. 
 
2.  Personal meals are defined as meal expenses incurred by the traveler when dining out-
of-town on a business trip. Employees will be reimbursed for actual expenses incurred for 
breakfast, lunch, and dinner up to the maximum allowed per day as determined by goa.gov. 
Meal expenses must be supported by an original detailed receipt to be reimbursed.  
 
3.  Sound business judgment must be exercised in determining the need for entertainment 
of donors, business associates and other employees. The appropriateness of such 
entertainment, there must be a reasonable expectation that the organization will derive 
income or other benefits from such expenses. Substantial bona fide business discussion 
must therefore precede or follow meals and entertainment.  
 
4.  The cost of employees entertaining other employees is not considered necessary 
business expenses and will not be reimbursed.  
 
5.  All meals and entertainment expenses must be supported by an original itemized receipt. 
 
6.  Alcohol is not reimbursable. 
 
7.  If employees on business dine together, the most senior employee in attendance must 
pay and submit the expense for reimbursement. It is inappropriate for a subordinate to 
submit a receipt for reimbursement when the supervisor responsible for approving that 
expense was also in attendance. 
 
8.  No in-town meals without approval. 
 
9.  The following information is required for reimbursement of all business meal and 
entertainment expenses: 

 
a.  Name of all attendees 
 
b.  Specific business topic(s) discussed 
 

Miscellaneous Expenses 

Miscellaneous expenses must be shown as separate amounts on the expense report and 
need to be identified as to type of expense with the appropriate receipts attached to the 
expense report. 
 

Non-Reimbursable Items 

Non-reimbursable items include, but are not limited to: 

1.  Early-bird check-in fees 
 

https://www.federalpay.org/perdiem/2019
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2.  In-flight movies, telephone calls, refreshments, etc. 
 
3.  Special hotel room service 
 
4.  Health club fees 
 
5.  In-room movies 
 
6.  Upgrades on car rentals 
 
7.  Traffic violations and associated court costs 
 
8.  Babysitters 
 
9.  Luggage, briefcases, computer cases 
 
10.  Personal reading material 
 
11.  Personal toiletries 
 
12.  Loss or damage to personal items incurred during business travel 
 
13.  Fees for personal credit cards 
 
14.  Excessive tipping 
 
15.  Alcoholic beverages 
 
16.  Costs incurred by unreasonable failure to cancel reservations 
 
17.  Entertainment under federal grants and contracts 
 
18.  Expenses that have been or will be paid or reimbursed by an outside source 
 
19.  Internet 
 

Travel Advances 

Travel advances are issued only in extenuating circumstances and must be pre-approved 
by the CEO. 

 

Travel Link Information 

Link to help calculate Travel -- https://fmx.cpa.texas.gov/fmx/travel/mileage/index.php -- 
this determines fiscal responsibility regarding taking personal vehicle or renting. 

https://urldefense.proofpoint.com/v2/url?u=https-3A__fmx.cpa.texas.gov_fmx_travel_mileage_index.php&d=DwMFAg&c=euGZstcaTDllvimEN8b7jXrwqOf-v5A_CdpgnVfiiMM&r=0RX7I7n9rUFeCI2QSiFTWFdSfbU7V6jCtKAKUkP6AyA&m=wxtR1aWR27mpRRVirJ0xtIyKVXHlOZTzlRdjoBpHwAk&s=eXoYwMG2pxZOK5IUSR9Qm4Uz8l0X6NEl4iwlXgIlbmY&e=
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Link to Enterprise Business Enroll on-line:  https://www.enterprise.com/en/business-car-
rental.html -- Rental Cars will be utilized by Quality Assurance & Contracts Department, 
as an example, when they have to travel long distances to complete an Audit inside the 
State or when they fly outside the State and need a rental to drive to destination – 
preapproval will be required in most instances, unless emergency conditions exist.   
 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.enterprise.com/en/business-car-rental.html
https://www.enterprise.com/en/business-car-rental.html
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Section 11  
Acknowledgements and receipts 

 
see next pages 
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EMPLOYEE HANDBOOK Acknowledgement AND RECEIPT 
 

 
I hereby acknowledge receipt of the employee handbook of SJRC Texas.  
 
I understand and agree that it is my responsibility to read and comply with the policies in 
the handbook. 
 
I understand that the handbook and all other written and oral materials provided to me are 
intended for informational purposes only. The handbook, organization practices, and other 
communications do not create an employment contract or term.  
 
I understand that the policies and benefits, both in the handbook and those communicated 
to me in any other fashion, are subject to interpretation, review, removal, and change by 
management at any time without notice. 
 
I further understand that I am an at-will employee and that neither this document nor any 
other communication shall bind the organization to employ me now or hereafter and that 
my employment may be terminated by me or the organization without reason at any time. 
 
I understand that no representative of the organization has any authority to enter into any 
agreement for employment for any specified period or to assure any other personnel action 
or to assure any benefits or terms or conditions of employment or make any agreement 
contrary to the foregoing. 
 
I also understand and agree that this agreement may not be modified orally and that only 
the president of the organization may make a commitment for employment.  
 
I also understand that if such an agreement is made, it must be in writing and signed by the 
president of the organization. 
 
 
_________________________________________________ 
Employee’s Name in Print 
 
_________________________________________________ 
Signature of Employee 
 
_________________________________________________ 
Date Signed by Employee 
 
 

TO BE PLACED IN EMPLOYEE’S PERSONNEL FILE 
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EMPLOYEE HARASSMENT POLICY  
ACKNOWLEDGEMENT AND RECEIPT   

 
 

I have read and understand the organization’s Harassment Policy. My signature below 
confirms my knowledge, acceptance, and agreement to comply with the policy. 
 
 
 
________________________________________________ 
Employee’s Name in Print 
 
________________________________________________ 
Signature of Employee 
 
________________________________________________ 
Date Signed by Employee 
 
 

TO BE PLACED IN EMPLOYEE’S PERSONNEL FILE 
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EMPLOYEE CONFIDENTIALITY AND NON-DISCLOSURE 
AGREEMENT   

 
The trade secrets, proprietary information, client and Undersigned information and other internal 
information, data, and materials (the “Confidential Information”) of SJRC are valuable assets. 
Protection of this information plays a vital role in SJRC’s continued growth and in its ability to 
compete. Therefore, in consideration of employment of the undersigned as either a paid or unpaid 
representative of our organization to include Employees, Volunteers, Consultants and Board 
Members (“Undersigned”), the undersigned agrees to the following:  
 
1. Non-Disclosure Acknowledgement – Undersigned acknowledges that the Confidential 
Information to which Undersigned shall have access because of employment with or election as 
board member to the Ranch is confidential, unique, and valuable and was developed by or for 
SJRC at substantial cost and over a period. Undersigned acknowledges that disclosure of such 
Confidential Information to anyone other than persons authorized by SJRC would cause our 
organization irreparable injury.  

2. Confidential Information Agreement - Undersigned agrees that to appropriately safeguard this 
Confidential Information:  

a. Undersigned will not directly or indirectly disclose to any other person other than the officers, 
board members, or other persons, including Undersigned authorized by SJRC, or use or otherwise 
exploit for the Undersigned’s own benefit or for the benefit of anyone other than SJRC, any 
Confidential Information whether such material is developed before or after the date of this 
Agreement or Undersigned’s employment or term with SJRC-Belong. 
b. Undersigned shall use his or her best efforts to cause all persons or entities to whom any 
Confidential Information shall be disclosed by him or her hereunder to observe the terms and 
conditions set forth herein as though each such person or entity were bound hereby. 
c. Undersigned shall not remove any Confidential Information from SJRC’s premises except while 
performing his or her duties on behalf of SJRC-Belong. 
d. Undersigned shall have no obligation hereunder to keep confidential any Confidential 
information if and to the extent disclosure of any such information is specifically required by law or 
if the information has been released to the public by SJRC; provided that in the event disclosure is 
required by applicable law, Undersigned shall provide SJRC with prompt notice of such 
requirement, prior to making any disclosure, so that SJRC may seek an appropriate protective 
order.  
 
3. Information, Data and Materials Constituting Confidential Information. Confidential 
Information includes, but is not limited to, such items as:  
 
a. Any patent, patent application, copyright, trademark, trade name, service mark, service name, 
“know-how” or trade secrets. 
b. Individuals we serve and information relating to any such individual or any party related thereto 
to include protected health information and data. 
c. Customer and Donor lists and information relating to any of SJRC’s entities, or any party related 
thereto. 
d. Suppliers lists, pricing policies, consulting contracts and competitive bid information.  
e. Company records, operational methods and company policies and procedures, including 
manuals and forms. 
f. Marketing data, plans and strategies. 
g. Business acquisition, development, expansion or capital investment plan or activities. 
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h. Software and any other confidential technical programs to include methods, formulae, 
composition, system techniques, inventions, machines, computer programs, and research projects.  
i. Personnel Information, employee payroll, medical information, and benefits data. 
j. Accounts receivable and accounts payable. 
k. Other financial information, including financial statements, budgets, projections, earnings, and 
any unpublished financial information. 
l. Company correspondence and communications with outside parties. 
m. Information, data and materials developed by Undersigned on behalf of SJRC.  
 
4. Assignment of Intellectual Property Rights to SJRC. Undersigned agrees to assign and transfer 
to the Ranch his or her entire right, title, and interest in and to all improvements, new ideas or 
concepts or other innovations made or developed for SJRC by Undersigned (the “Innovations”) 
either solely or jointly with others during employment or term with SJRC. Undersigned agrees to 
make and maintain adequate and current written records of all such innovations in the form of 
notes or reports related thereto, which records shall be and remain the property of and be always 
available to SJRC. Undersigned agrees to promptly disclose to SJRC all such innovations and shall 
not claim any additional or special payment for such assignment.  
 
5. Return of Confidential Information upon Termination. Upon termination of employment or 
volunteer services for whatever reason, Undersigned agrees to return immediately to SJRC’s 
senior officer(s) all Confidential Information, including copies, extracts or other reproductions, in 
Undersigned’s possession or control.  
 
6. Agreement Does Not Constitute Contract of Employment. Undersigned acknowledges that 
this Agreement addresses only the treatment of Confidential Information and does not constitute a 
contract of employment, nor does it guarantee any continued employment of Undersigned by 
SJRC.  
 
7. Employment or membership Termination. The termination of Undersigned’s employment, 
board membership or volunteer services, for whatever reason, shall not extinguish any obligations 
of Undersigned hereunder.  
 
8. Enforcement of Agreement. SJRC shall be entitled to specific performance and injunctive or 
other equitable relief for any breach of this Agreement.  
____________________________________________________________________________________________________ 
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EMPLOYEES AND VOLUNTEERS SIGNATURE 
 
I have read and understand and agree to follow policy 4.37 and the Employee Handbook, IN 
WITNESS WHEREOF, Undersigned has signed this Agreement as of the date written below.  
   
_______________________________________   _____________________________   _______________ 
Undersigned Name (Print)               Signature                                 Date 
 
_______________________________________   _____________________________   _______________ 
Witness Name (Print)                       Signature                                  Date 
 
BOARD MEMBER’S SIGNATURE 
 
IN WITNESS WHEREOF, Undersigned has signed this Agreement as of the date written 
below. 
 
_______________________________________   _____________________________   _________________ 
Board Member Name (Print)            Board Member Signature        Date 
 
_______________________________________   _____________________________   _________________ 
Board Chairman Name (Print)          Board Member Signature        Date 
 
 
 

TO BE PLACED IN EMPLOYEE’S PERSONNEL FILE 
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	Administration Classification Job Description:
	Program Classification Job Description (Direct Care)
	Maintenance Attire
	Inappropriate Attire for ALL Departments
	Grooming
	Level A. The list of violations below represents the more severe violations of our Organization’s policies. These types of violations can result in stronger levels of corrective/disciplinary actions, up to and including immediate termination:
	Level B. The list of violations below is a list of actions/violations subject to progressive levels of corrective/disciplinary actions to the employee, however, any violation has the potential to result in termination. The level of action taken is par...

