DISCLAIMER

By viewing, accessing and/or using all or any portion of this complimentary informational database and
the Materials (hereinafter defined), you agree that you have read, understood and agree to the following
terms and conditions on which they are being made available to you by the National Women'’s Shelter
Network (“NWSN”). If you do not agree with all of the following terms and conditions, then you must not
view, access, or use the Materials (hereinafter defined).

The NWSN is providing the documents, policies, procedures, information, forms and other materials in
this database (collectively, “Materials”) for your information purposes only and as samples used by other
contributors to the NWSN, free of charge. Neither the NWSN nor any provider in the NWSN contributing
to the Materials assumes any liability for the Materials and their contents. Provision of the Materials in this
database is not intended to be an approval, endorsement or recommendation of any kind on the part of
the NWSN or any contributor of all or any part of the Materials. The Materials are not a substitute for
professional advice. The Materials are only samples, may be changed and/or updated in the future
without notification, and may not be applicable to your or any other person or organization’s particular
situation. Your use of the Materials is entirely at your own risk, and you should not use the Materials for
any purpose without seeking the advice of an attorney licensed to practice in your jurisdiction for your
particular circumstances.

Further to that end, the NWSN and all contributors of the Materials assume no responsibility for and make
no representations as to the accuracy, usefulness, completeness, legal effect, or suitability of the
Materials for any particular purpose. THE MATERIALS ARE PROVIDED “AS-IS” AND “AS AVAILABLE,”
WITH “ALL FAULTS” and THE NWSN DISCLAIMS ALL WARRANTIES OF ANY KIND, EITHER
EXPRESSED OR IMPLIED, CONCERNING THE MATERIALS, INCLUDING BUT NOT LIMITED TO
WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE. THE NWSN
FURTHER DISCLAIMS ALL LIABILITY OR RESPONSIBILITY FOR THE CONTENTS OF THE
MATERIALS OR OTHERWISE ON THIS WEB PAGE.

Neither the NWSN or any contributor to the Materials is liable for personal injury or damages of any kind
arising from the provision or use of all or any part of the Materials, including, but not limited to, whether
arising directly or indirectly, death, damage, destruction, personal injury, lost profits, incidental, special or
consequential damages. Further, the NWSN shall not be held liable for any use or misuse of the
Materials. The posting of the Materials does not imply endorsement, approval, or recommendation.

The information included in this database and the Materials may not be copied, used, disseminated or
published in any manner without expressly referencing the foregoing conditions.
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ABOUT THIS EMPLOYEE MANUAL

This Employee Manual provides summary information regarding the employment policies and
procedures of PPN (“Foundation”). The summaries of policies, work rules and
benefits contained herein, which are to be applied in accordance with federal, state, and local law, are
being provided by the Foundation for informational and guidance purposes only. Neither this Manual,
Foundation practices, nor other communications from the Foundation are intended to establish a
direct, implied or an inferred contract or other legal rights between the Foundation and its employees
and interns. Any implication to the contrary is expressly denied. This Employee Manual supersedes all
prior Employee Manuals for the Foundation.

Disclaimer and Confidentiality Notice: The Foundation reserves the right to unilaterally modify, revise,
discontinue, or amend any or all of the employment policies and procedures, as it deems appropriate,
at any time, in whole or in part, for any reason and without prior notice, consent, or approval. This
policy contains proprietary and confidential information of the Foundation. It is for internal use and
distribution only.

Employment with the Foundation is "at-will." Either an employee or the Foundation may terminate
the employment relationship at any time, for any reason. Nothing in these summaries is intended to
alter or affect the at-will basis of employment with the Foundation. No representative of the
Foundation is authorized to provide any employee, individually or on a collective basis, with an
employment contract or special arrangement concerning the terms or conditions of employment
unless the contract or agreement is in writing and signed by the Foundation's President or Executive
Director. Nothing herein is intended to modify the terms of any written employment agreement in
effect between an employee and the Foundation.



Table of Contents

Section

Section

Section

I. Foundation Employee Policies

1.1 Employment at Will

1.2 Equal Employment Opportunity

1.3 Introductory Period

1.4 Background Investigations

1.5 Employment Reference Checks and Credential Verification
1.6 Personal Data Changes

1.7 Non-Harassment Policy and Complaint Procedure
1.8 Substance Abuse Policy

1.9 Drug Free Workplace Policy

1.10 Workplace Violence

1.11 Vaccination Policy

1.12 No Smoking Policy

Il. Compensation, Benefits, Performance Policies, and Time Off
2.1 Employee Categories

2.2 Overtime

2.3 Performance Reviews

2.4 Promotion for Existing Employee
2.5 Lactation

2.6 Absenteeism

2.7 Payroll Information

2.8 Vacation Leave

2.9 Holidays

2.10 Personal/Sick Leave

2.11 Family and Medical Leave Act
2.12 Paid Parental Leave

2.13 Domestic Violence Leave

2.14 Jury Duty Leave

2.15 Bereavement Leave

2.16 Military Leave

2.17 Unpaid Leaves of Absence

2.18 Benefits

[ll. Standards of Conduct, Problem Solving, and Discipline
3.1 Standards of Business Conduct

3.2 Rules of Conduct

3.3 Discipline Procedure

3.4 Termination, Discipline and Rules of Conduct
3.5 Staff Feedback

3.6 Dress Code

3.7 Outside Employment

3.8 Removal of Foundation Property

3.9 Misuse of Foundation Property

3.10 Personal Telephone Calls

3.11 Staff Belongings

O N NN U L

R
N 0w o

17
17
18
18
19
19
19
19
20
21
21
22
22
22
23
23
23
23
24

24
24
26
27
27
28
28
28
28
29
29
29



Section IV. Other Policies and Procedures
4.1 Protecting Foundation Information and Confidentiality
4.2 Electronic Communications
4.3 Internet Policy
4.4 Social Media Policy
4.5 Solicitation and Distribution
4.6 Witnessing of Legal Documents
4.7 Legal Process
4.8 Conflicts of Interest
4.9 Use of Vehicles
4.10 Travel and Expense Reimbursement
4.11 Other Foundation Policy Documents

Appendix A Receipt and Acknowledgment of i PPRPRRR® - M ployee Manual

Appendix B Family & Medical Leave Act (FMLA)
Appendix C Paid Parental Leave

Appendix D Employee Performance Appraisal
Appendix E Influenza Vaccination Waiver Forms
Appendix F COVID-19 Vaccination Exemption Forms

Appendix G Vehicle Incident Report

29
29
30
30
31
32
32
33
33
34
36
38

39

40

43

46

52

53

55



I. FOUNDATION EMPLOYMENT POLICIES

1.1 EMPLOYMENT AT-WILL

It is the policy of the Foundation that all employees are employed at the will of the Foundation.
Accordingly, either the Foundation or the employee can terminate this relationship at any time, for any
reason or for no reason at all, with or without cause and with or without advance notice.

Nothing contained in this Employee Manual, employment applications, Foundation memoranda or any
other materials provided to or communications with employees in connection with their employment
shall restrict the Foundation's right to terminate an employee at any time for any reason. Any statements
of specific grounds for termination set forth in this Employee Manual or elsewhere are not all-inclusive
and are not intended to restrict the Foundation's right to terminate at-will.

No Foundation representative is authorized to modify this policy for any employee or to make any
representations to employees or applicants concerning the terms or conditions of employment with the
Foundation that are not consistent with the Foundation's policy on "at-will," except the Foundation's
President or Executive Director, and then by written agreement only signed by the President and/or
Executive Director.

1.2 EQUAL EMPLOYMENT OPPORTUNITY

The Foundation is an equal opportunity employer, provided however it reserves the right to establish
special criteria for employment related to gender specific programs, services and facilities where such
criteria are inimical to safe, effective service delivery for such program participants and customers.
Subject to the foregoing, it is the Foundation's policy to recruit, hire, train, and promote individuals, as
well as to administer any and all personnel actions, compensation and benefits, without regard to race,
color, religion/creed, age, sex, national origin, ancestry, citizenship status/alienage, military/veteran
status, disability, pregnancy, marital/partnership status, arrest or conviction record, status as a victim of
domestic violence/stalking/sex offenses, unemployment status, credit history, personal appearance,
gender identity, sexual orientation, family responsibilities, matriculation, political affiliation, source of
income, place of business or resident, genetic information, or any other category covered by applicable
federal, state or local law. This policy extends to all employees and to all aspects of the employment
relationship. Any employee or supervisor who violates this policy will be subject to disciplinary action up
to and including termination.

Employees with questions or concerns about equal employment opportunities in the workplace are
encouraged to bring these issues to the attention of the Executive Director or Director. We will not allow
any form of retaliation against employees who raise equal employment opportunity issues in good faith.
To ensure our workplace is free of artificial barriers, violation of this policy may result in disciplinary
action, up to and including discharge.

1.3 INTRODUCTORY PERIOD

The Foundation recruits carefully and believes that it is hiring the best employee for each position. It is,
however, to both the Foundation’s and the employee’s advantage to have an initial period of
employment in which the employee has time to appraise the Foundation and job content, and the
Foundation has a similar opportunity to appraise the new employee’s job performance. Thus, each new
employee must satisfactorily complete an introductory period for ninety (90) days, measured from his or
her initial date of employment. The Foundation or the employee may terminate the employment
relationship during the introductory period and/or anytime thereafter, with or without cause and with or
without prior notice.



At the successful completion of the introductory period, the employee becomes a regular employee. On
the 91 day of employment, the employee will be eligible to receive any Foundation benefits (beyond any
benefits to which employees were entitled prior to this point pursuant to applicable law) made available
to regular employees. The successful completion of the introductory period, however, does not mean
that the employee is guaranteed employment for any specific duration, nor does it change the at-will
status of regular employment.

1.4 BACKGROUND INVESTIGATIONS

The Foundation may conduct background investigations, including without limitation a Level One and/or
Level Two criminal background investigations, prior or subsequent to extending an offer of employment
to employees. The Foundation may also conduct background investigations annually thereafter, including
without limitation Level One and/or Level Two criminal background investigations. Other situations may
arise where a background investigation is appropriate or may be necessary and will be conducted by the
Foundation, at its discretion. Employment candidates and employees are required to cooperate in all
respects with these background checks. Accordingly, the Foundation reserves the right to conduct
background investigations on any employment candidate or employee at any time, and in a manner
consistent with the provisions of the Federal Fair Credit Reporting Act and any other applicable federal,
state, and local laws.

A clear Level Two background check is required for each employee and employment candidate via the
Florida Department of Law Enforcement, unless an exemption is obtained from the applicable requiring
agency and is approved by the Executive Director or Director. In addition, a check will be made of the
United States Department of Justice Dru Sjodin National Sex Offender Public Website (NSOPW) Database
and the Florida Department of Law Enforcement Sex Offender Predator Database (FDLE). Employment
candidates and employees must not be listed on the NSOPW or FDLE Databases.

If driving is a part of a prospective or current employee’s duty, the employee must possess and maintain
at all times a Florida driver’s license in good standing, insurable at standard rates that do not result in any
increase in premium for the Foundation, unless waived or otherwise agreed to by the Foundation in its
sole and absolute discretion. Employees are required to immediately notify the Foundation in the event

of any change in status of their license.

ONGOING OBLIGATION

Any employee of the Foundation who is arrested, whether on duty or off duty, during any period while
the individual is still an employee of the Foundation must report their arrest—for any offense
whatsoever—to their immediate supervisor and the Executive Director or Director, within 72 hours of the
arrest. Failure to report the arrest in this 72-hour timeframe will result in corrective action, which may
include, regardless of the underlying offense, and without limitation, termination of employment.

Any employee of the Foundation who receives a ticket, citation or is arrested for any driving, motor
vehicle or traffic offense while operating a Foundation Vehicle or a personal vehicle (whether on
Foundation business or during your personal time), including without limitation any of the following,
must notify their immediate supervisor and the Executive Director or Director, within 72 hours of the
occurrence:

Speeding

Violation of a Traffic Control Device

Allowing unlicensed operator to drive

Driving while license canceled/revoked/suspended/disqualified

Driving under the influence or Driving with unlawful blood alcohol level (0.08% or



above) Driving under the influence or Driving with unlawful blood alcohol level (0.08%
or above) with property damage/personal injury

Expired Driver’s License

Reckless Driving

Careless Driving

Racing

Refusal to submit to chemical test

Fleeing or attempting to elude police officer/law enforcement

Leaving the scene of accident before police/law enforcement arrives

Habitual Traffic Offender

Failure to report this occurrence within the 72-hour timeframe may result in disciplinary action up to and
including, without limitation, termination of employment.

1.5 EMPL E EFERENCE CHE D CREDE LVE

To ensure that individuals who join our organization meet expected qualifications, it is the policy of the
Foundation to check the employment references of candidates and confirm candidates have the required
credentials or degree required for the position.

Human Resources personnel will respond to all reference check inquiries from other employers.
Responses to such inquiries will confirm only dates of employment, position(s) held and duties employed
with those position(s). Salary figures will only be verified when requested in writing and authorized by
the employee. Additional information about the former employee may only be given out with prior
permission from the Executive Director or Director.

The Foundation may verify the degree(s), registration with the state, certification, license or other
credential (collectively “Credentials”) and will require documentation to verify such Credentials as a
condition of employment.

1.6 PERSONAL DATA CHANGES

It is the responsibility of each employee to promptly notify his/her manager of any changes in personal
data such as personal mailing addresses, telephone numbers, number and names of dependents,
individuals to be contacted in the event of an emergency and educational accomplishments.

1.7 NON-HARASSMENT POLICY AND COMPLAINT PROCEDURE

Harassment

The Foundation prohibits harassment on the basis of an individual’s race, color, religion/creed, sex, age,
national origin, ancestry, citizenship status/alienage, military/veteran status, marital/partnership status,
disability, personal appearance, arrest or conviction record, status as a victim of domestic
violence/stalking/sex offenses, unemployment status, credit history, gender identity, sexual orientation,
family responsibilities, matriculation, political affiliation, source of income, place of business or
residence, genetic information, or any other category protected by applicable federal, state, or local law,
provided, however, it reserves the right to establish special criteria for employment related to gender
specific programs, services and facilities where such criteria are inimical to safe, effective service delivery
for such program participants and customers, in accordance with applicable federal, state, and local laws.
In the event any such prohibited conduct should occur in the workplace, you should follow the reporting
procedures outlined below. Persons harassing others will be dealt with swiftly and vigorously. Any
employee who violates this policy will be subject to disciplinary action up to and including termination.



Sexual Harassment

Employees are expected to act in a professional manner and to contribute to a productive work
environment that is free from harassing or disruptive activity. All employees are entitled to work in an
atmosphere free of sexual harassment. The Foundation will not condone nor tolerate sexual harassment
of any type by any employee. This policy applies to all employee actions and relationships, within or
outside the workplace (e.g. business trips, meetings, parties, etc.), regardless of position or gender.

While it is not easy to define precisely what types of conduct could constitute sexual harassment,
examples of prohibited behavior include, but are not limited to:

e unwelcome sexual advances;

e requests for sexual favors;

e obscene gestures;

e displaying sexually graphic magazines, calendars, or posters;

e sending sexually explicit emails;

e verbal or physical conduct of a sexual nature, such as uninvited touching of a sexual
nature;

e sexually-related comments, and depending upon the circumstances, improper conduct
also can include sexual joking;

e vulgar or offensive conversation or jokes;

e commenting about an employee’s physical appearance;

e conversation about an employee’s or someone else’s sex life;

e teasing or other conduct directed toward a person because of his or her sex or gender

which is sufficiently severe or pervasive to create an unprofessional and hostile working
environment.

The Foundation will promptly and thoroughly investigate any bona fide complaint of sexual harassment
and take appropriate corrective action. In the event any such prohibited conduct should occur in the
workplace, you should follow the reporting procedures outlined below.

Reporting Procedures

Each employee is responsible for creating an atmosphere free of discrimination and harassment, sexual
or otherwise. Further, employees are responsible for respecting the rights of their coworkers to be free
from discrimination and harassment, sexual or otherwise.

If you experience any job-related harassment based on your sex, gender identity, sexual orientation,
race, color, religion/creed, age, national origin, ancestry, citizenship status/alienage, disability,
military/veteran status, marital/partnership status, arrest or conviction record, status as a victim of
domestic violence/stalking/sex offenses, unemployment status, credit history, gender identity, sexual
orientation, genetic information, or any other category protected by applicable federal, state, or local
law, or believe that you have otherwise been treated in a manner that violates the Non-Harassment or
Sexual Harassment policies, you must promptly report the incident directly to your supervisor, or to
upper management (i.e., President, Executive Director or Director). If the alleged harassment involves
upper management, the employee should bring the matter to the President, or if the matter involves the
President, to the Director and Executive Director, who will address the matter with the Board of the
Foundation. As necessary, the employee may be asked to complete a Title VI complaint form in addition
to reporting the issue to their supervisor or upper management. See Title VI Plan OO
- for more information on this process. Additionally, staff may file a complaint with the Office of Chief
Inspector General, Agency Inspector General, PN
XXX KX XX XX XKXN



All complaints of sexual or other harassment will be investigated promptly, impartially and thoroughly, as
the Foundation deems appropriate. In addition, the Foundation’s investigation will be conducted as
discreetly as possible; however, the Foundation cannot guarantee complete confidentiality. The
Foundation's general policies regarding harassment investigations are as follows:

Employees are required to cooperate in any investigation;

The Foundation will investigate any allegations of sexual or other harassment or other
inappropriate conduct, even when the complaining employee later decides not to pursue
the matter;

e Retaliation against any employee for filing a legitimate complaint in good faith or
participating in an investigation in good faith is strictly prohibited and shall be cause for
termination; and

e Employees who make complaints in bad faith may be subject to disciplinary action, up to
and including termination.

In all cases where sexual or other harassment or other inappropriate conduct is determined to have
occurred, the offender will face immediate and appropriate disciplinary action up to and including
termination of employment. An employee determined to be violating the Foundation’s policies against
harassment and sexual harassment also may be held personally liable for their actions.

If the employee is not satisfied with the outcome of the investigation, the employee should bring the
matter to the President who will address the matter with the Board of the Foundation.

Additionally, personal relationships may not be appropriate in a professional setting, particularly where
one of the parties has management or supervisory responsibilities. A member of management should
never become sexually involved with any subordinate employee in her or his department.

Adherence to this policy is an absolute necessity. The penalties for any employee who does not comply
with this policy will be severe, up to and including possible termination of employment.

1.8 SUBSTANCE ABUSE POLICY

The Foundation has adopted a policy of “zero-tolerance” with respect to an alcohol and drug-free
workplace and is committed to promoting safety in the workplace, employee health, program participant
confidence and a work environment that is conducive to attaining high work standards.

The Foundation has a vital interest in maintaining safe, healthful, and efficient working conditions for its
employees and our program participants and customers. Being under the influence of a drug or alcohol
on the job may pose serious safety and health risks not only to the user, but to all those who work with
the user, as well as our program participants and guests. Accordingly, the Foundation has established the
following guidelines with regard to the use, possession or sale of alcohol or drugs:

e The manufacture, possession, use, distribution, sale, purchase, or transfer of, or being under
the influence of alcohol or illegal drugs is strictly prohibited by employees, including but not
limited to while on the Foundation's premises or while performing Foundation business. An
employee shall notify the Foundation of any criminal drug conviction or alcohol related
conviction no later than five (5) days after receiving notification of such conviction and the
Foundation reserves the right to impose appropriate personnel action against the employee
including termination for cause. In the event that an employee does not have a driver’s
license in good standing or such license is suspended or revoked due to such conviction or
related proceedings or the employee becomes uninsurable or the insurance premiums
charged to the Foundation are increased as a result of employee’s driver’s record the
Foundation reserves the right to terminate such employee for cause.

9



¢ Employees will not be permitted to work or be present at the Foundation’s facilities while
under the influence of illegal drugs,alcohol or medical marijuana. All employees who appear
to be unfit for duty may be subject to a medical fitness-for-duty evaluation, which may
include drug or alcohol screening. Additionally, the Foundation reserves the right to conduct
periodic medical fitness-for-duty evaluations, which may include drug or alcohol screening at
any time. Refusal to comply with a medical fitness-for-duty evaluation may result in
disciplinary action up to and including termination.

e Employees using controlled substances (including both prescription and over-the-counter
substances) that may affect the safe performance of their jobs are required to report this
treatment to their manager through their personal physician so that the Foundation can
ensure the safety and security of persons and property.

Nothing in this policy should be construed to prohibit the Foundation from its responsibility to maintain
a safe and secure work environment for its employees or from invoking such disciplinary actions as may
be deemed appropriate for actions of misconduct by virtue of their having arisen out of the use or abuse
of alcohol or drugs or both. The availability of substance abuse rehabilitation and employee substance
abuse assistance programs will be discussed on an as needed basis.

1.9 DRUG FREE WORKPLACE POLICY

The Foundation is committed to providing a safe work environment and to fostering the well-being and
health of its employees. That commitment is jeopardized when any Foundation employee illegally uses
drugs on the job; comes to work under the influence; possesses, distributes or sells drugs in the
workplace; or abuses alcohol on the job. Therefore, the Foundation has established the following policy.
It is a violation of the Foundation's policy for any employee to use, possess, sell, trade, offer for sale or
offer to buy illegal drugs, abuse alcohol, or otherwise engage in the illegal use of drugs while on the

premises PPN O While working on behalf of the Foundation.
It is a violation of the Foundation's policy for anyone to report to work PPN

B34 under the influence of illegal drugs, alcohol or medical marijuana.

It is a violation of the Foundation's policy for anyone to use prescription drugs illegally. (However,
nothing in this policy precludes the appropriate use of legally prescribed medications.) Violations of this
Drug Free Workplace policy are subject to disciplinary action up to and including termination.

It is the responsibility of the Foundation's directors and/or assistant directors to counsel employees
whenever they see changes in performance or behavior that suggest an employee has a drug problem.
Although it is not the directors and/or assistant directors' job to diagnose personal problems, the
directors and/or assistant directors should encourage such employees to seek help and advise them
about available resources for getting help.

Everyone shares responsibility for maintaining a safe work environment, and co-workers should
encourage anyone who has a substance abuse problem to seek help. The goal of this policy is to balance
our respect for individuals with the need to maintain a safe, productive and drug-free environment. The
intent of this policy is to offer a helping hand to those who need it, while sending a clear message that
the illegal use of drugs and the abuse of alcohol are incompatible with employment at the Foundation.

This policy was created pursuant to and consistent with the Florida Drug Free Workplace Law, Florida
Statute Section 440.102.
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Drug Tests

All Foundation employee drug tests are conducted by a third-party provider licensed to conduct such
tests.

Types of Drug Test

Job Applicant Testing. All final candidates for employment (persons to whom the Foundation has offered
employment) must be tested and must have a negative drug test result for all unlawful and unprescribed
substances.

Reasonable Suspicion Testing. Drug tests must be conducted following any observed behavior creating
"reasonable suspicion." Reasonable Suspicion must be based on "specific and articulable facts", "taken
together with rational inferences from those facts," and the suspicion must be associated with the

specific individual.

Some examples of reasonable suspicion include, but are not limited to:

e Direct observation of drug/alcohol use.
e Exhibiting the symptoms of being under the influence of a drug or alcohol_

e Abnormal behavior while at work or a deterioration in work performance.

e A report of drug use.

e Information that an employee has caused, contributed to, or been involved in, an
accident while at work.

e Evidence that an employee has used, possessed, sold, or solicited drugs while working or

while on the PRl PR Premises.

A Director or Assistant Director who observes or has been informed of any grounds for reasonable
suspicion must report it to the Human Resources personnel, Legal Counsel, Director, and/or the Executive
Director of the Foundation. All accounts of behavior that rise to reasonable suspicion for a drug test will
be documented and maintained by the Human Resources personnel, Legal Counsel, Director, and/or the
Executive Director of the Foundation. A copy of this documentation shall be given to the employee upon
request and the original documentation shall be kept confidential by the Foundation and shall be
retained by the Foundation for at least 1 year.

Follow-up Testing

If an employee enters into an employee assistance program, or an alcohol or drug rehabilitation program,
the employee must submit to a random drug test, at least once per year for a two (2) year period after
completion of the program. Advance notice of the testing date will not be given to the employee prior to
testing.

Random Testing

As a condition of employment, all the Foundation employees are subject to random drug testing.
Random drug testing may be requested of a program group, a clinical group, individual departments,
shift groups, or all staff. If you are required to participate in random testing, you will be required to
submit to said testing within twelve (12) hours of the request.
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Drugs That Will Be Tested For:

e Amphetamines (Amphetamine and Methamphetamine)

e Cocaine Metabolites

e Marijuana Metabolites

® MDA-Analogues (MDA and MDMA)

® Opiates (Morphine and Codeine)

® 6-Acetylmorphine

e Opiates (semi-synthetic) (Hydromorphone and Hydrocodone)
e Oxycodones (Oxymorphone and Oxycodone)

® Phencyclidine

Medical Review Officer (MRO)

Florida Statute § 440.102 (1)k states that a “Medical review officer” or “MRQ” is a licensed physician,
employed with or contracted by the Foundation, who has knowledge of substance abuse disorders,
laboratory testing procedures, and chain of custody collection procedures; who verifies positive,
confirmed test results; and who has the necessary medical training to interpret and evaluate an
employee’s positive test result in relation to the employee’s medical history or any other relevant
biomedical information.

It is the responsibility of the MRO to interpret the drug test results. If an employee’s drug test results are
positive, the MRO will contact the employee within five (5) working days. The MRO is required to contact
the employee who has a confirmed positive test result before reporting the results of the test to the
Executive Director, Director, General Counsel, and/or Human Resource personnel at the Foundation. If an
employee has a plausible explanation for the test result showing positive (i.e., legal use of prescription or
nonprescription medication), as determined by the MRO, the MRO will report the test result as negative.

Positive Drug Tests

Within 5 working days after receipt of a positive confirmed test result from the medical review officer,
the Executive Director, Director, General Counsel, and/or Human Resource Personnel of the Foundation
shall inform an employee or job applicant in writing of such positive test result, the consequences of such
results, and the options available to the employee or job applicant. A copy of the test results shall be
provided to the employee or job applicant, upon request.

Within 5 working days after receiving notice of a positive confirmed test result, an employee or job
applicant may submit information to the Executive Director, Director, General Counsel, and/or Human
Resource personnel of the Foundation explaining or contesting the test result, and explaining why the
result does not constitute a violation of the Foundation’s policy. An employee or job applicant is not in
violation of the Foundation’s policy if they test positive for marijuana and present a medical marijuana
card within 5 working days after receiving notice of the positive test. If the employee’s or job applicant’s
explanation or challenge of the positive test result is unsatisfactory to the Foundation, a written
explanation as to why the employee’s or job applicant’s explanation is unsatisfactory, along with the
report of positive result, shall be provided by the Executive Director, Director, General Counsel, and/or
Human Resource personnel of the Foundation to the employee or job applicant; and all such
documentation shall be kept confidential by the Foundation and shall be retained by the Foundation in
the employee’s file. A positive drug test is subject to disciplinary action up to and including termination.

Common Medications That Could Produce A Positive Drug Test:

e Alcohol - All liquid medications containing ethyl alcohol (ethanol). Please read the label for
alcohol content. As an example, Vick's Nyquil is 25% (50 proof) ethyl alcohol, Comtrex is 20% (40
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proof), Contact Severe Cold Formula Night Strength is 25% (50 proof) and Listerine is 26.9% (54
proof).

e Amphetamines - Obetrol, Biphetamine, Desoxyn, Dexedrine, Didrex, lonamine, Fastin.

e Cannabinoids - Marinol (Dronabinol, THC).

® Cocaine - Cocaine HCl topical solution (Roxanne).

e Phencyclidine - Not legal by prescription.

e Methaqualone - Not legal by prescription.

e Opiates - Paregoric, Parepectolin, Donnagel PG, Morphine, Tylenol with Codeine, Empirin with
Codeine, APAP with Codeine, Aspirin with Codeine, Robitussin AC, Guiatuss AC, Novahistine DH,
Novabhistine Expectorant, Dilaudid (Hydromorphone), M-S Contin and Roxanol (morphine sulfate),
Percodan, Vicodin, Tussi-organidin, etc.

e Barbiturates - Phenobarbital, Tuinal, Amytal, Nembutal, Seconal, Lotusate, Fiorinal, Fioricet,

Esgic, Butisol, Mebaral, Butabarbital, Butalbital, Phrenilin, Triad, etc.

e Benzodiazepines - Ativan, Azene, Klonopin, Dalmane, Diazepam, Librium, Xanax, Serax, Tranxene,

Valium, Verstran, Halcion, Paxipam, Restoril, Centrax.

e Methadone - Dolophine, Metadose.

® Propoxyphene - Darvocet, Darvon N, Dolene, etc.

Consequences of Refusing to Submit to a Drug Test

Refusal to submit to a drug test upon request is subject to disciplinary action up to and including
termination.

Confidentiality

All information, interviews, reports, statements, memoranda, and drug test results received by the
Foundation through our drug-testing program are to be considered confidential information. The only
exceptions to this are: 1) when such a release is compelled by a hearing officer or a court of competent
jurisdiction, and 2) for determining qualification for unemployment compensation benefits.

Employee Assistance Program (EAP)

As an employee you have access to an invaluable Employee Assistance Program (EAP) provided by the
Foundation’s Health Insurance Company at no cost to you. EAP personal advocates will work with you
and your household family members to help you resolve personal issues, direct you to a variety of
helpful resources in your community, and more. Take advantage of the wide range of services offered at
no cost to you including but not limited to financial planning assistance, parental resources, and so much
more.

Notice to the Lab

It is the employee’s responsibility to contact RPN the third-party licensed provider
laboratory, who conducted the contested analysis, of any Administrative or Civil Action brought Pursuant

to Section 440.102, F.S.
1.10 WORKPLACE VIOLENCE

The Foundation is committed to promoting a safe and healthful working environment for its personnel,
program participants, independent contractors, suppliers, volunteers and other guests, one where
violence of any kind is not tolerated. Expressly prohibited are all violent acts and threats and other
potentially violent behavior by Foundation personnel and other including, but not limited to, the
following:

* physical assault;
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* physical intimidation or attempts to instill fear through, for example, stalking or menacing gestures;

o direct or veiled verbal threats of harm;

® engaging in behavior that creates a reasonable fear of injury in another or that subjects another to
extreme emotional distress;

® engaging in bizarre or dangerous behavior evidencing a reckless disregard for the safety of others;

¢ possessing, brandishing, or using a weapon while on Foundation premises or engaged in
Foundation business; and

e destroying, defacing, or misusing Foundation property or property of Foundation personnel,
program participants, volunteers, independent contractors, suppliers, or other guests, or
threatening to do so.

Reporting Procedures

The following reporting procedures should be followed whenever an employee believes that they have
been a victim of workplace violence or observes or has knowledge of a violation of the Foundation’s
policy on workplace violence. Any Employee member who witnesses or has information about such
violation has an obligation to promptly report the situation.

If time is of the essence because the threat of harm to persons or property is imminent, immediately
contact the Executive Director, Director, Deputy Directors, Program Directors (Families, Youth, Singles, or
Children’s Services), Assistant Clinical Directors, Counselors or the police. Never hesitate to call the
Executive Director, Director, Deputy Directors, Program Directors (Families, Youth, Singles and Children’s
Services), Assistant Clinical Directors, Counselors or the police if confronted with a potentially violent
situation.

It is better to have called the Executive Director, Director, Deputy Directors, Program Directors (Families,
Youth, Singles, or Children’s Services), Assistant Directors, Counselors or the police unnecessarily than not
to have the Executive Director, Director, Deputy Directors, Program Directors (Families, Youth, Singles, or
Children’s Services), Assistant Clinical Directors, Counselors or the police available when a threatening
situation turns violent. Where criminal investigations are involved, the Foundation will fully cooperate
with police and other law enforcement officials in the investigation and prosecution of violent incidents.

If time permits, report the offending incident or conduct promptly to the office. The employee reporting
the incident or conduct may choose the one they are most comfortable with- the choice is strictly up to
the employee. The employee making the complaint should also feel free to report the incident or
conduct even if in the past if it was not reported, or if they have taken some time to decide to make the
complaint. The Foundation has no requirement for the form or content of a harassment complaint, only
that it be made in good faith. The complaint may be verbal or written. Please provide as much
information as possible regarding the offending incident or conduct, such as what happened or is
continuing to happen, the person or persons causing the policy violation, and the time(s) and place(s) the
incident or conduct occurred. If available, the names of witnesses should be provided, but an individual
should not hesitate to report potential violations of this policy merely because there are no witnesses or
because they cannot identify the witnesses.

The Foundation is committed to prompt examination of any complaint of workplace violence received
from whatever source and will take whatever action is appropriate under the circumstances, up to and
including termination. Confidentiality for all parties involved will be respected to the utmost extent
possible. Foundation policy also prohibits retaliation against employees who in good faith have filed
complaints of potential violations of this policy, even if insufficient evidence is found to support the
complaint.

Moreover, if a violent incident caused by outside persons such as a program participant or an employee
or agent of the program participant occurs outside of Foundation premises in connection with work for
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the Foundation, these same procedures to report the incident should be followed. Although the
Foundation may not have the same control over outside persons engaging in violent acts or threats and
other potentially violent behavior outside of Foundation premises, as it does over its own personnel, the
Foundation will still examine the workplace violence complaint promptly and take whatever action is
appropriate under the circumstances.

1.11. VACCINATION POLICIES
CORONAVIRUS DISEASE 2019 VACCINATION POLICY

The Foundation recognizes the 2019 novel severe acute respiratory syndrome coronavirus disease, and
all applicable variants thereof (“COVID-19”), as a public health emergency. In an effort to limit the spread
of COVID-19 and as a condition of employment with the Foundation, all employees must receive all the
United States Department of Health and Human Services Centers for Disease Control and Prevention
(CDC) recommended COVID-19 vaccination administrations on or before the required date announced
annually by the Foundation’s Director, or submit one of the two (2) COVID-19 Vaccination Exemption
Forms in Appendix F prior to such date. This policy is to protect the health and safety of all employees,
program participants, visitors and volunteers, and advance the mission of the Foundation.

COVID-19 VACCINATION EXEMPTION:

A Foundation employee may request to be exempt from the COVID-19 vaccination(s) by submitting one
of the two (2) COVID-19 Vaccination Exemption Forms in Appendix F to the Human Resources Director of
the Foundation. If approved, the employee will receive a distinctly colored lanyard that must be worn at
all times while the employee is on the premises PO " While
working on behalf of the Foundation in the proximate presence of another person. For everyone’ safety,
any employee whose COVID-19 vaccination requirement exemption has been approved will be required
to wear the distinctly colored lanyard and a face mask as designated by the Foundation any time said
person is on premises PPN OO OOO® hile working on behalf of the
Foundation in the presence of another person. If the Foundation no longer has any of the designated
face masks available, it is the responsibility of that staff member to obtain the designated face masks in
compliance with the Foundation’s standards. Any employee whose COVID-19 vaccination requirement
exemption has been approved that fails to wear the lanyard and designated mask at all times while at
B 2nd/or while working for the Foundation in the presence of another
person will be subject to disciplinary action up to and including termination. In addition, any employee
who is granted an exemption from the COVID-19 vaccination requirement is required to obtain a
COVID-19 test and provide the results thereof to the Foundation’s Human Resources Director and direct
supervisor every month. All COVID-19 test results must be emailed to the Foundation’s Human Resource
Director and employee’s direct supervisor no later than 48 hours following the COVID-19 test. If the
employee’s monthly results are not provided within 48 hours following the COVID-19 test, the employee
may be subject to disciplinary action up to and including termination.

BESESE®) < cognizes two (2) categories of exemptions for the COVID-19 vaccination requirement.

The Exemption categories are:

1. ON THE BASIS OF RELIGION:

If an employee is seeking an exemption because the COVID-19 vaccination conflicts with
doctrines of an individual’s religious belief, they must complete and submit a Request for
Religious Beliefs Exemption Request Form, to the Human Resources Director for review by no
later than five days prior to starting employment if not yet employed by the Foundation or if
employed by the Foundation as of November 1, 2021, the date announced annually by the
Foundation’s Director (in 2021, November 1). An employee who is denied their request for an
exemption based on religious beliefs can appeal in writing to the Foundation’s Director and
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Executive Director. The Director and Executive Director may elect to interview the employee
prior to making a decision on behalf of the Foundation. Please be advised that a request for an
exemption from the mandatory vaccination policy may be denied if it creates an undue hardship

on the Foundation.

2. ON THE BASIS OF A MEDICAL CONDITION:

Medical Exemption Requests may be granted under certain circumstances. The employee must
have their healthcare provider complete the lower portion of the Medical Exemption Request
Form. The completed Medical Exemption Request Form and all documentation in support of the
medical exemption request must be submitted to the Human Resources Director for review by
no later than five days prior to start of employment if not yet employed by the Foundation or if
employed by the Foundation, on a date announced annually by the Foundation’s Director (in
2021, November 1). Medical exemptions will generally be granted where an employee has a
history of a severe adverse reaction to the mRNA, COVID or flu vaccines; the components of said
vaccines; or has a history of Guillain-Barre syndrome. An employee who is denied their request
for a Medical exemption can appeal in writing to the Foundation’s Director and Executive
Director. The Director and Executive Director may elect to interview the employee prior to
making a decision on behalf of the Foundation.

EMPLOYEE EXE E E

If an employee has timely submitted a COVID-19 Vaccination Exemption Request Form but has yet to
receive a response to the exemption request, the employee is required to comply with each and all of the
requirements for employees who receive an exemption as specified above, pending the final
determination of the Foundation, and failure to do so may result in disciplinary action up to and including
termination.

PROOF OF VACCINATION

Proof of the required vaccinations must: (1) be presented on a document completed by a medical doctor,
pharmacist, nurse, or other medical professional licensed to administer a vaccination; (2) include the
administering medical professional or organization’s name and contact information; (3) include the name
of the manufacturer of the vaccination, the vaccine lot number, and date the vaccination was
administered to the staff.

Applicants who accept an offer of employment with the Foundation must obtain the required
vaccinations and supply proof of vaccination, or submit one of the two (2) COVID-19 Vaccination
Exemption Forms, found in Appendix F, to the Human Resources Director of the Foundation, prior to
commencing work with the Foundation. Proof of vaccination must comply with the requirements of the
paragraph above.

INFLUENZA VACCINATION POLICY

In an effort to limit the spread of 