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Welcome new employee! 
 

On behalf of your colleagues, I welcome you to Arkansas Enterprises for the Developmentally Disabled (AEDD) 

and wish you every success here.  We believe that each of our employees contributes directly to the growth and 

success of AEDD.  We hope you will take pride in being a member of our team.  We are pleased that you are 

joining us and we know that your contributions will assist AEDD in remaining a leader in this community and in 

our industry. 
 

As an employee of AEDD, you will want to know what you can expect from us and what we expect from you.  

This handbook was developed to describe some of the expectations of our employees, and to outline the policies, 

programs, and benefits available to eligible employees. Employees should familiarize themselves with the contents 

of the employee handbook as soon as possible because it will answer many questions about employment with 

AEDD. 
 

Please keep this handbook as a ready reference throughout your employment.  If you have questions as you read 

through this information, please do not hesitate to discuss them with your supervisor or Human Resources.  Your 

supervisor or the Human Resources office are very important sources of information and will be more than glad to 

assist you. 
 

We hope that your experience here will be challenging, enjoyable, and rewarding. Again. Welcome! 
 

Sincerely, 

A 
 

Georganna Imhoff-Huddleston 

Executive Director 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



AEDD Employee Handbook                          Page 4 of 53                                                  Revised 06/05/2017 

 

INTRODUCTORY STATEMENT 
 

This handbook is designed to acquaint you with AEDD and to give you a ready reference to answer most of your 

questions regarding working conditions, employee benefits, and some of the policies affecting your employment. 

You should read, understand, and comply with all provisions of this handbook.  It describes many of your 

responsibilities as an employee and outlines the programs developed by AEDD to benefit employees. One of our 

objectives is providing a work environment that is conducive to both personal and professional growth. 
 

No employee handbook can anticipate every circumstance or question about policy.  From time to time, at its sole 

and absolute discretion, AEDD reserves the right to revise, supplement, and or rescind any policy or portion of this 

handbook as it deems appropriate, without notice, and without a written revision of this handbook. 
 

This handbook contains guidelines regarding the policies and expectations from employees by AEDD.  Neither this 

handbook nor the policies described herein constitutes an “employment contract” or creates other contractual rights 

of any nature between AEDD and its employees. All AEDD employees are employed “at will” and may resign or 

be discharged at any time, with or without cause or notice, regardless of any policies contained in this handbook. 
 

These guidelines supersede all prior guidelines, handbooks or policies and may not be amended or added to without 

the express written approval of the Executive Director or designee. 
 

MISSION STATEMENT 
 

Empowering individuals with disabilities to improve the quality of their lives. 
 

WHAT YOU CAN EXPECT FROM US 
 

CODE OF ETHICAL CONDUCT 
 

The Board of Directors and employees of AEDD in recognition of the importance of our providing the most 

efficient and effective services to those individuals served by AEDD, and in accepting a personal obligation to our 

profession, its members, and the communities we serve, do hereby commit ourselves to the highest ethical and 

professional conduct. 
 

The Code of Ethical Conduct is not intended to duplicate or paraphrase law, statute, or agency personnel policies, 

nor is it intended to qualify in any way the Board or an employee’s obligation to comply with those authorities. It is 

instead a tool to be used in helping employee’s work through the often difficult ethical issues that confront them on 

a regular basis. 
 

I agree to: 
 

1. Accept and remember the first responsibility is to the people AEDD serves.  In working through ethical 

dilemmas, the best interests of a person with developmental disabilities are my first concern.   
 

2. Accept responsibility in making decisions consistent with the safety, health, and welfare of the public and 

those we serve, and to disclose promptly factors that might endanger the public or those we serve. 
 

3. Never exclude any individual from participation in any program; deny any benefits to any individual; or 

grant any advantage to any individual based on culture, race, color, national origin, religion, gender, sexual 

orientation, socioeconomic status, physical or mental disability, genetic predisposition, veteran status, 

marital status, age, citizenship or their spoken language. 
 

4. Be honest and realistic in documenting and billing services to all payment sources.  I will reject bribery in 

all its forms. 
 

5. Avoid injuring others, their property, reputation, or employment by false or malicious action. 
 

6. Avoid real or perceived conflicts of interest whenever possible and to disclose them to affected parties 

when they do exist. 
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7. Honor and respect all people as unique and valuable individuals.  I recognize the danger of imposing my 

own priorities and values.  I will not unreasonably deny the individual access to varying points of view. 
 

8. Recognize and support the central importance of family and friends.  Each person is the center of a support 

network composed of varying numbers of family and acquaintances, including those who have a close and 

long-term relationship. 
 

9. Empower people with disabilities, and their families, to achieve their dreams by providing lifelong choices, 

support and learning opportunities.  I will attempt to balance the consumers’ legitimate need for protection 

together with their right to function as a member of the larger society.   
 

10. Be cautious in making assumptions about developmental potential.  I understand that behavior, appearance, 

and even test scores can cause professionals and family members to make hasty judgments about the ability 

of an individual to learn and apply new skills. I will focus as much as possible on what people can do and 

their potential, rather than solely on deficits and limitations.  I will not deliberately suppress or distort 

subject matter relevant to the individual's progress 
 

11. Support full integration of people with developmental disabilities.  While many services and supports are 

necessarily unique to people with developmental disabilities, I will endeavor to assist and encourage people 

to exercise their right to use those services and supports that are available to all community members. 
 

12. Strive to remain competent on best practices for my field.  I will also assist colleagues and co-workers in 

their professional development and to support them in following the code of ethics and all related 

professional codes.   
 

13. Apply the principles of teamwork both within the agency and without.  I will seek, accept and offer honest 

criticism, to acknowledge and correct errors and to credit properly the contributions of others.  I will focus 

on common goals, sharing equally in the benefits and daily challenges of making difficult decisions. 
 

14. Respect the right to privacy of persons with developmental disabilities and will maintain the strictest 

confidence regarding any issues and information relevant to the person served by AEDD. 
 

15. Endeavor to maximize and understand the use of technology, and appreciate potential consequences, i.e., 

computers, internet, communication devices.    I will not misuse technology for my personal gain. 
 

16. Adhere to all relevant state and federal regulations and to adhere to the professional conduct standards of 

all relevant professional groups. 
 

17. Maintain a professional relationship with consumers and not enter into an intimate relationship with any 

consumer. 
 

18. Honor and respect all consumers. I will not make disparaging remarks about consumers nor intentionally 

expose them to embarrassment or disparagement.  I will promote and encourage all consumers.   
 

19. Promote the individual adherence with the AEDD corporate compliance plan and report to the Corporate 

Compliance Officer those issues, without fear of reprisal, which are contrary to the spirit of this code of 

Ethical Conduct and the AEDD Corporate Compliance Plan. 
 

20. Only witness the signature of persons served on documents such as plans of care, consents, etc. when I am 

able to reasonably attest to the individual’s identity, either through personal relationship with the individual 

or through identifying documents. 
 

Business 
 

21. Utilize the Corporate Compliance Officer to ensure that business is conducted in an ethical manner and 

ensure that any business practices that are questionable are thoroughly investigated. 
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22. Recognize that the task of the Corporate Compliance Officer is difficult, assists that person, and 

acknowledges the authority given to that person by the Board of Directors. 
 

23. Comply with local, state, and federal law, regulations, and/or guidelines in regards to all of AEDD’s 

financial, purchasing, personnel, facility development and information technology practices. 
 

24. Provide all employees the opportunity to anonymously report suspected fraud, waste and abuse to AEDD’s 

Compliance Committee.  The Compliance Committee has an anonymous hotline ((501) 537-4232) which 

employees may call to report suspected compliance violations.  Also, AEDD maintains several locked 

“comment boxes” at its various places of operation. 
 

25. Not sell items or services or engage in personal fund raising activities on behalf of AEDD or its consumers 

without prior approval from administration.   
 

26. Recognize that all AEDD employees, officers, directors, agents and attorneys are prohibited from soliciting 

anything of value from anyone in return for any business, service, or confidential information of the 

organization and accepting anything or value from anyone in connection with the business.  Small gifts and 

advertising or promotional materials are acceptable to receive as long as there is not intent to influence 

business decision.  Also meals and refreshments are acceptable but they must be of a reasonable nature and 

not received for the favor of a business decision. 
 

Marketing 
 

27. Conduct marketing practices in an honest and factual manner.  Marketing materials and practices in no way 

will mislead the public or misrepresent AEDD’s ability to provide services. 
 

28. Utilize clear and consistent methods of communicating information to consumers, families, other 

stakeholders, third party entities, referral sources, funding sources, and community members, and exhibits 

sensitivity to the educational and reading levels of all persons information is distributed. 
 

29. Not utilize monetary rewards or gifts to any potential consumer of services in an attempt to entice them to 

enter programs.  AEDD does not solicit potential consumers. 
 

30. Not share private donor information with any agency, group or identity, except where required by law or 

generally accepted accounting procedures, without prior donor approval. 
 

Human Resources 
 

31. Adhere to the agencies Human Resources Policies and Procedures and the AEDD Code of Conduct for 

employees. 
 

32. Prohibits discrimination in any work related decision on the basis of culture, race, color, national origin, 

religion, gender, sexual orientation, socioeconomic status, physical or mental disability, genetic 

predisposition, veteran status, marital status, age, citizenship or their spoken language.  AEDD is 

committed to providing equal employment opportunity in a work environment where each employee is 

treated with fairness, dignity, and respect.  AEDD has designated the Human Resources Director as the 

Coordinator of all activities related to section 504 of the Rehabilitation Act of 1973 and the Americans with 

Disabilities Act. 
 

33. Make reasonable accommodations to the known physical and mental limitations of otherwise qualified 

individuals with disabilities. 
 

34. Not tolerate harassment or discrimination by anyone based on diverse characteristics or culture 

backgrounds of those who work for the organization. 
 

35. Not tolerate any form of sexual harassment. 
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36. Not tolerate any form of workplace violence. 
 

37. Provide all AEDD employees the opportunity to raise concerns and make reports without fear of reprisal, as 

long as the report is made in good faith. 
 

38. Not misrepresent my professional qualifications. 
 

39. Not assist entry into the profession of a person known to be unqualified in respect to character, education, 

or other relevant attribute. 
 

40. Shall not knowingly make a false statement concerning the qualifications of a candidate for a professional 

position. 
 

41. Shall not assist an unqualified person in the unauthorized practice of an activity requiring a special 

licensure, certification, or training. 

 

42. Shall not disclose information about a colleague obtained in the course of professional service unless 

disclosure serves a compelling professional purpose or is required by law. 
 

COMPLIANCE COMMITTEE 
 

In an effort to improve the quality of services we provide, AEDD has a Compliance Committee.  The purpose of 

the Compliance Committee is to strive to enhance the quality of life for individuals we serve by providing direction 

for AEDD in improving the value and quality of programs offered by AEDD and by addressing concerns regarding 

services provided.  
 

Consumers and employees should feel free to contact the Compliance Committee if they feel that a compliance 

issue exists.  Examples of such issues would be violation of your rights, failure to address abuse and neglect 

concerns, failure to address health and safety concerns, or continued violations of policies and procedures. 
 

You may also voice any concerns or comments by calling the Compliance Committee anonymous hotline ((501)-

537-4232) and leave a detailed message.  The Compliance Committee uses its best efforts to keep confidential the 

information gathered from the hotline.   
  

Please only utilize the Compliance Committee hotline to address concerns of quality of services and/or compliance 

issues.  Your first step with any problem or concern, especially when safety is involved, is to seek assistance with 

your individual services coordinator and/or your direct supervisor. 
 

CUSTOMER/CONSUMER RELATIONS PHILOSOPHY 
 

Without our customers there would not be an AEDD.  Customer/consumer satisfaction is key and we believe: 
 

• CUSTOMERS/CONSUMERS are not dependent on us. We are dependent on them, and should treat them 

accordingly whether we are dealing with them in person or over the telephone. 

• CUSTOMERS/CONSUMERS are the purpose of our work. 

• CUSTOMERS/CONSUMERS favor us with their patronage. 

• CUSTOMERS/CONSUMERS are an essential part of our business. They are not outsiders. 

• CUSTOMERS/CONSUMERS are human beings with feelings and emotions like our own. 

• CUSTOMERS/CONSUMERS are people who bring us their needs. It is our job to fill those needs. 

• CUSTOMERS/CONSUMERS are deserving of the most courteous and attentive treatment we can give them. 

• CUSTOMERS/CONSUMERS ARE THE LIFEBLOOD OF OUR BUSINESS. 
 

FALSE CLAIMS PROHIBITIONS AND PENALTIES 
 

The purpose of this Policy is to make all employees aware of the primary provisions of federal and state law 

relating to false claims and of the rights and duties of all employees in relation to those laws.  This Policy provides 

summarized information with respect to relevant federal and state laws but should not be considered exhaustive.  
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The laws discussed in this Policy and Information Statement are subject to violation both by an employer and by 

individual employees.  To review the complete Policy see your departmental Operations Manual or contact the 

Human Resources department. 
 

General Federal and State Prohibitions against False Claims 
 

Both federal and state laws generally make it illegal for a person to make false statements or claims to the 

government in order to receive money from the government.  This prohibition includes making false statements and 

claims to government healthcare insurers, such as Medicaid.  Severe penalties are associated with making false 

claims to the government.  This includes documentation such as daily billing documents.   
 

Federal Prohibitions – False Claims Act 
 

Under the Federal False Claims Act, any person who (i) knowingly presents or causes to be presented to the 

government a false or fraudulent claim for payment, or (ii) knowingly makes use of or causes to be made or used, a 

false record in order to promote payment of a false or fraudulent claim, or (iii) conspires to defraud the government 

by getting a false claim paid by the government, is liable to the United States Government for a civil penalty of not 

less than $5,500 and not more than $11,000, plus three times the amount of the money paid by the Government to 

satisfy the false claim. 
 

For example, if a provider submits three false claims to Medicaid, each for $1,000, and Medicaid makes payment 

on all three claims to the provider, the provider (and possibly employees of the provider) could be held liable for a 

civil penalty up to the amount of $42,000 ($11,000 for each of the three claims, plus three times the amount of 

money paid, which was originally $3,000). 
 

As emphasized above, the term “knowingly” is used in this federal law.  This means that no proof of intent to 

defraud the government is required in order to violate this law. 
 

State Prohibitions – Medicaid Fraud False Claims Act (Civil Law)   
 

Arkansas has a law similar to the federal False Claims Act known as the Medicaid Fraud False Claims Act.  

Arkansas law provides that a person shall be liable to the State of Arkansas if he or she, among other prohibited 

actions, (i) knowingly makes or causes to be made any false statement or representation of a material fact in any 

application for any benefit or payment under the Arkansas Medicaid program; (ii) knowingly makes or causes to be 

made any false statement or representation of a material fact for use in determining rights to a benefit or payment 

under the Arkansas Medicaid Program; (iii) knowingly solicits or offers any kickback for a Medicaid referral; (iv) 

knowingly charges for any service provided to a patient under the Arkansas Medicaid Program a rate in excess of 

the rates established by the State of Arkansas; or (v) knowingly makes or causes to be made any false statement or 

representation of a material fact in any application for benefits or for payment in violation of the rules, regulations, 

and provider agreements issued by the Arkansas Medicaid Program. 
 

State Prohibitions – Medicaid Fraud Act (Criminal Law) 
 

It is a criminal act in Arkansas to commit Medicaid fraud.  If the amount of money illegally obtained is $2,500 or 

more, the criminal act is a Class B felony.  Under Arkansas law, a person commits Medicaid fraud when he or she, 

among other prohibited actions,  (i) purposely makes or causes to be made any false statement or representation of a 

material fact in any application for any benefit or payment under the Arkansas Medicaid program; (ii) purposely 

makes or causes to be made any false statement or representation of a material fact for use in determining rights to a 

benefit or payment under the Arkansas Medicaid Program; (iii) purposely solicits or offers any kickback for a 

Medicaid referral; (iv) purposely charges for any service provided to a patient under the Arkansas Medicaid 

Program a rate in excess of the rates established by the State of Arkansas; or (v) purposely makes or causes to be 

made any false statement or representation of a material fact in any application for benefit or for payment in 

violation of the rules, regulations, and provider agreements issued by the Arkansas Medicaid Program.   
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This list of criminal actions does not contain all acts that constitute Medicaid fraud.  The primary difference 

between the criminal acts and the acts prohibited under the Arkansas Medicaid Fraud False Claims Act is that the 

criminal acts require the perpetrator to be acting “purposely” as opposed to “knowingly.” 
 

 Criminal Penalties 
 

A person committing a crime under the Arkansas Medicaid Fraud Act is required to repay the Arkansas 

Department of Health and Human Services any monies illegally received.  In addition, there is a fine equal 

to three (3) times the amount of all payments illegally received.  There is also a discretionary fine of up to 

$3,000 for each fraudulent claim submitted.   
 

Compliance Program for Detecting and Preventing Fraud, Waste and Abuse 
 

AEDD has a compliance program, the primary purpose of which is to detect and prevent fraud, waste and abuse.  

AEDD’s compliance program implements each of the seven primary elements established by the Federal 

Government, one of which is to provide an anonymous way by which employees may report suspected fraud, waste 

and abuse.  AEDD has in place an anonymous hotline (501) 537-4232 which employees and others may call to 

report suspected compliance violations.  Also, AEDD maintains several locked “comment boxes” at its various 

places of operation.  These comment boxes are checked regularly by a designated member of the Compliance 

Committee.  In addition, the AEDD’s Compliance Officer maintains an open-door policy to encourage employees 

to make reports in person.  All reports to the compliance hotline, the comment boxes, or the Compliance Officer are 

investigated, and appropriate action is taken based upon the results of the investigation.  Any questions regarding 

this Policy and Information Statement should be addressed to AEDD’s Compliance Officer, at (501) 666-0246. 
 

INVESTIGATIONS 
 

AEDD will follow all legal and regulatory agencies requirements regarding investigations.  There is no specified 

time frame for completion of investigations due to the fact many are dependent upon various regulatory agencies.  

If the situation arises that Compliance related investigation involves employee(s), the employee(s) will be 

suspended without pay pending the outcome of the investigation.  AEDD will pay the employee for any wages lost 

as a result of the suspension in the event that the investigation is unfounded.  
 

EMPLOYEE RELATIONS AND CONDUCT 
 

Each employee is important to us, and AEDD is committed to attracting and retaining quality employees like you. 

To accomplish this, we commit to maintaining a competitive wage and benefit program, as well as creating a 

pleasant and rewarding place for you to work. We are equally committed to treating all of our employees with the 

dignity and respect they deserve. 
 

We sincerely believe that our success over the years is due in a large part to the cooperative relationship between 

AEDD and its employees. 
 

AEDD is proud of its environment and will always strive to preserve its status in this regard.  AEDD strongly 

believes in open, honest, two-way communication between all employees regarding work-related issues which may 

arise.  Consequently, the best way to deal with such issues is through direct communication between you and your 

supervisor, or any other member of the management team comprised of your department manager, Human 

Resources, and senior managers, including the Executive Director.  You can best represent yourself on any 

workplace issue. Please feel free to discuss any issue you may have with your supervisor first. If you would like to 

discuss it further please contact Human Resources.  Employees can raise concerns and make reports without fear of 

reprisal, as long as the report is made in good faith. 
 

ATTENDANCE AND PUNCTUALITY 
 

AEDD expects employees to be reliable and punctual in reporting for scheduled work hours to help maintain a safe 

and productive work environment. Excessive absences and tardiness place a burden on other employees and on 
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AEDD.  In the rare instances when employees cannot avoid being late to work or are unable to work as scheduled, 

they should notify their supervisor in advance or as soon as possible regarding the anticipated tardiness or absence. 
 

Employees must apply for non-emergency leave in writing no less than twenty-four hours in advance.  Unless 

otherwise instructed by your supervisor, employees must call in two (2) hours prior to the start of your scheduled 

shift.  Failure to make proper notification within the appropriate time frame will be unauthorized leave.  It is the 

employee’s responsibility to ensure their leave time is approved before not attending work. 
 

Any employee who fails to call in and report an absence will be designated as AWOL (Absent Without Leave).  It 

is the employee’s responsibility to follow the call in procedures established in the employee’s department.  An 

absence without contacting your supervisor or their designee may be considered job abandonment.  Poor attendance 

and excessive tardiness are disruptive. Either one may lead to disciplinary action, up to and including termination of 

employment. 
 

COMPUTERS AND ELECTRONIC COMMUNICATIONS  
 

This computer and electronic communications policy pertains to all employees of AEDD. 
 

Computer systems, e-mail, data phones, voice mail systems, and Internet access and any similar electronic data 

devices that are arranged by AEDD, are corporate assets that may be provided by AEDD to facilitate the 

performance of AEDD’s work. As such, the contents of the systems are the property of AEDD. 
 

The users of the Internet, e-mail, computer and voice mail or any similar electronic data systems know that the 

systems are not secure media and should not be used for the communication of sensitive or confidential 

information. Further, AEDD expressly reserves the right to retrieve the contents of the systems for any reason, 

including complying with investigations or to recover from system failure.  Employees who deal with consumer or 

customer sensitive data may not save to their hard drive, commonly referred to as the C drive. 
 

All employees using an AEDD issued smart device must have a screen lock on their device. If you use an approved 

personal smart device for company business such as (emailing or texting), you must also have a screen lock on your 

device to protect the potential confidential information on your device. You may use any method of locking your 

device, (password, pattern, pin or fingerprint lock).   
 

The use of Internet, e-mail, computer and voice mail or any similar electronic data systems should relate to AEDD 

business. Incidental and occasional personal use may occur when such use does not generate a direct cost or 

exposure to AEDD. Any such incidental and occasional use of these resources for personal use is subject to the 

provisions of this guideline. 
 

Internal and external e-mail or any other electronic data messages are considered business records and may be 

subject to discovery in the event of litigation.  Be aware of this possibility when sending e-mail or other electronic 

data messages within and outside AEDD. Employees have no expectation of privacy in regards to electronic 

communication. 
 

The following are examples, but not an inclusive list, of prohibited use of AEDD computer, and communication 

systems: (communication systems include AEDD provided internet access). 
 

1. Sending copies of documents in violation of copyright law. 

2. Use of communication systems in violation of company policy, including but not limited to:  Code of 

Ethical Conduct, Employee Conduct and Work Standards, HIPAA, Mental or Physical Abuse, Sexual and 

Other Unlawful Harassment, and Social Media Guidelines, that interferes with the ability of others to 

conduct AEDD business. 

3. Obscene, profane or offensive material being transmitted over any AEDD communication system.  No 

messages with derogatory remarks about an individual’s race, age, disability, religion, national origin, 

physical attributes or sexual preference shall be transmitted.  Harassment of any kind is prohibited. 

4. Use of the communication system that violates AEDD’s harassment policies. 

5. Use of the communication system to set up a personal business or send chain letters. 
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6. Solicitation in violation of the AEDD’s non-solicitation policy. 

7. Disclosing or transferring confidential information regarding consumers or messages from communication 

systems to unauthorized third parties. (communication systems include e-mail, chat rooms, and social 

networking sites, such as, but not limited to:  facebook, twitter, YouTube, blogs, etc). 

8. Attempting to, or accessing another employee’s system without their permission. 

9. Duplication of software for purposes other than authorized backup or removal from AEDD premises 

without permission. 
 

Upon termination an employee’s computer login access will be disabled.  In the event an employee has personal 

files stored on their company computer, AEDD will, at its discretion, appoint an administrator or other designee to 

obtain and forward the necessary files in the most appropriate manner. 
 

CONFIDENTIALITY AGREEMENT FOR EMPLOYEES 
 

SECTION 1.  AEDD has a legal and ethical responsibility to maintain consumer privacy, including obligations to 

protect the confidentiality of Consumer Information and other Confidential Information such as financial data or 

other non-public proprietary company information.   
 

SECTION 2.  During the course of my employment (temporary position, internship, training, or other affiliation) 

with AEDD I may see or hear Consumer Information or other Confidential Information.  
 

SECTION 3.  As a condition of my employment with AEDD I understand that I must comply with this Agreement. 
 

SECTION 4.  I understand and agree that: 
 

4.1  I will disclose Consumer Information and/or Confidential Information only if such disclosure complies with 

AEDD policies, and is required for the performance of my job. 
 

4.2  My personal access code(s), user ID(s), access key(s) and password(s) used to access computer systems or 

other equipment, if any, are to be kept confidential at all times. 
 

4.3  I will not access or view any information other than what is required to do my job.  If I have any question about 

whether access to certain information is required for me to do my job, I will immediately ask my supervisor for 

clarification. 
 

4.4  I understand that any Consumer Information or Confidential Information that I access or view at AEDD does 

not belong to me.                         
 

4.5  I will not discuss any confidential consumer specific information in an area where unauthorized individuals 

may hear such information (for example, in hallways, on elevators, in the cafeteria, on public transportation, at 

restaurants, and at social events).   
 

4.6  I will not make any unauthorized transmissions, copies, disclosures, inquiries, modifications, or purgings of 

Consumer Information or Confidential Information.  Such unauthorized transmissions include, but are not limited 

to, removing and/or transferring Consumer Information or Confidential Information from the organization’s 

computer system to unauthorized locations (for instance, home). 
 

4.7  Upon termination of my employment with AEDD, I will immediately return all property (e.g. keys, documents, 

ID badges, etc.) to AEDD. 
 

4.8  I agree that my obligations under this Agreement regarding Consumer Information and Confidential  

Information will continue after the termination of my employment with AEDD. 
 

4.9  I understand that violation of this Agreement may result in disciplinary action, up to and including termination 

of my employment in accordance with AEDD’s policies. 
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CONFLICT(S) OF INTEREST 
 

Employees have an obligation to conduct business within the operational guidelines, which prohibit actual or 

potential conflicts of interest. This policy establishes only the framework within which AEDD wishes the business 

to operate. The purpose of these guidelines is providing general direction, which will enable employees to seek 

further clarification on issues related to the subject of acceptable standards of operation. Contact your immediate 

supervisor for more information or questions about conflicts of interest. 
 

Transactions with outside firms must be conducted within a framework established and controlled at the executive 

level of AEDD.  Business dealings with outside firms should not result in unusual gains for those firms. Unusual 

gain refers to bribes, product bonuses, special fringe benefits, unusual price breaks, and other windfalls designed to 

ultimately benefit the employer, the employee, or both. Promotional plans that could be interpreted, as involving 

unusual gains will require specific executive level approval. 
 

An actual or potential conflict of interest occurs when an employee influences a decision that results in an unusual 

gain for that employee or for a relative of that employee as a result of business dealings with AEDD.  For the 

purpose of this policy, relatives are defined as and shall include spouses, parents, children, brothers, sisters, 

brothers-in-law, sisters-in-law, fathers-in-law, mothers-in-law, step parents, step brothers, step sisters, and step 

children. This policy also applies to individuals who are not legally related but who reside with one another and/ or 

other employees. 
 

No “presumption of guilt” is created by the mere existence of a relationship with an outside firm. However, if an 

employee has any influence on transactions which involve purchases, contracts, or leases, as soon as possible, it is 

imperative that they discloses to their supervisor the existence of any such actual or potential conflict of interest, so 

that safeguards can be established for the protection of all parties. 
 

Personal gain may result not only in cases where an employee or relative has a significant ownership in a firm with 

which AEDD conducts business, but also when an employee or relative receives any kickback, bribe, substantial 

gift, or special consideration as a result of any transaction or business dealings involving AEDD. The materials, 

products, designs, plans, ideas, and data of AEDD are the sole property of AEDD and should never be given to an 

outside firm or individual except through normal channels, as defined by AEDD, and with appropriate 

authorization. Any improper transfer of material or disclosure of information regarding consumers, even though it 

is not apparent that an employee has personally gained by such an action, constitutes unacceptable conduct. Any 

employee participating in such a practice will be subject to disciplinary action up to and including possible 

termination of employment. 
 

CORRECTIVE COUNSELING 
 

AEDD reserves the right to discipline employees for performance and behavior using measures up to and including 

termination of employment at its sole discretion.  Although supervisors may follow certain guidelines in evaluating 

and imposing discipline, these guidelines are discretionary and there is no guarantee they will be followed in every 

instance. 
 

Any employee subject to discharge may be placed on disciplinary suspension prior to discharge.  The suspension 

period between the time the employee leaves the job and the time that a final decision is made concerning the 

discharge is normally considered as unpaid time.  Any employee on suspension is not allowed to re-enter the 

workplace and/or begin normal work duties during the suspension.  If an employee placed on suspension is not 

discharged, the suspension may be paid depending on individual circumstances. 
 

DEPARTMENT MEETINGS 
 

Periodically, your supervisor will hold department meetings to discuss issues and items of a specific nature.  These 

meetings provide a chance for you to address immediate problems, make suggestions, and discuss how certain tasks 

and duties are to be carried out. 
 



AEDD Employee Handbook                          Page 13 of 53                                                  Revised 06/05/2017 

 

You should consider these meetings as part of your job, and not as an interruption.  Your value to AEDD increases 

with your involvement and participation in your job and your department. 
 

DRUG AND ALCOHOL POLICY 
 

AEDD is committed to maintaining a work environment that is safe and productive for employees, consumers and 

members of the public.  Therefore, the Company has developed a drug and alcohol abuse program to help eliminate 

on-the-job impairment due to alcohol and chemical substance abuse. 
 

This policy covers the abuse of alcohol and all other drugs or chemical substances, legal and illegal, which may 

result in the impairment of abilities or diminished work performance.  All company employees are responsible for 

arriving at work free of the effects of alcohol and drugs; performing their duties in a safe and efficient manner; and 

for conducting themselves in a lawful manner on Company premises. 
 

Notification of medication usage - Employees are required to notify their supervisor of any prescription or over-the-

counter medication usage that will result in impairment of ability or performance.  It is the responsibility of the 

supervisor to evaluate such information and respond accordingly to maintain workplace safety. 
 

Scope – This policy applies to every employee of AEDD.  As a condition of employment, employees are required 

to abide by the terms of this policy.  AEDD has an additional policy, the DOT Drug and Alcohol Policy, for drivers 

required to possess a commercial driver’s license (CDL); both policies apply to CDL drivers. 
 

DEFINITIONS: 
 

On Duty – all working hours, including on call hours, as well as meal and break periods regardless of whether you 

are on Company premises. 

Illegal Drug – Drugs, or the synthetic or generic equivalents of drugs, which are illegal under federal, state or local 

laws, including, but not limited to marijuana, heroin, hashish, cocaine, hallucinogens, depressants and stimulants 

and any other drugs not prescribed for current medical treatment by an accredited physician, the use, possession, or 

sale of which is unlawful. 
 

Workplace - The sale, purchase, transfer, use or possession of illegal drugs, the misuse of prescription, over-the-

counter drugs or alcohol, and/or working under the influence of such is strictly forbidden on Company property, 

when driving a Company vehicle, or while on Company business. 
 

PROHIBITED CONDUCT: 
 

The unlawful manufacture, distribution, dispensation, possession, sale or use of illegal drugs while on duty is 

strictly prohibited.  The possession, distribution, sale, transfer, or use of alcohol without the written consent of the 

Executive Director on the premises is prohibited.  Such conduct is also prohibited during non-working time to the 

extent that in the opinion of AEDD, it impairs an employee’s ability to perform on the job or threatens the 

reputation of AEDD. 
 

TESTING:  AEDD will require drug and alcohol testing under the following circumstances: 
 

 REASONABLE CAUSE DRUG TESTING:   If a supervisor has a reasonable suspicion that an employee has 

been involved in the use or possession of illegal drugs or alcohol while on duty or has been under the influence 

of illegal drugs or alcohol while on duty, the employee will be required to be tested.  The employee may be 

suspended pending the results of the test.  Reasonable suspicion should be based on specific, contemporaneous, 

articulate observations concerning the appearance, behavior, speech, body odor, or job performance of the 

employee. 
 

 PRE-EMPLOYMENT DRUG TESTING.  As part of the pre-employment application process, but only after an 

offer of employments has been made, i.e. “post offer”. 
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 ON-THE-JOB INJURY OR ACCIDENT:  AEDD will, as circumstances require, any employee who suffers an 

on-the-job injury or accident causing damage to property or personal injury, or near accident or injury to submit 

to a substance abuse test. 
 

 RANDOM DRUG TESTING:   AEDD reserves the right to require all employees to be tested, individually, on 

a random basis, for drugs.  The Human Resources Department and the collection facility will manage the 

random selection process.  The employee’s supervisor will be notified when they are selected.  Testing will be 

scheduled through the supervisor. 
 

Testing Procedure – Drugs 

Saliva analysis is the method employed for testing for the presence of drugs.  Each employee or prospective 

employee to be tested will provide an oral check swab under controlled conditions at a location designated by 

AEDD.  The specimen will be forwarded to a laboratory certified by the Substance Abuse and Mental Health 

Services Administration (SAMHSA) and selected by AEDD where a screening test will be performed.  If the 

results of the screening test are positive, a confirmation test will be performed on the saliva sample to corroborate 

the results of the screening test.  The results of the confirmation test are controlling. 
 

Testing Procedure – Alcohol 

Saliva and breath analysis will be the methods employed for testing for the presence of alcohol. 
 

Employees will provide a saliva specimen.  If the results of the saliva test are positive, then the employee will be 

required to go to a collection site to provide a blood serum specimen for a confirmation test.  The results of the 

confirmation test are controlling. 
 

Test Results – Drugs 

A positive test result occurs when the initial screening and the confirmation test indicates the presence of the 

drug(s) for which the test was conducted.  Positive test results will be reviewed by a Medical Review Officer 

(MRO) as part of the investigation process.  An MRO-confirmed positive test result is a violation of this policy. 
 

Test Results – Alcohol 

A positive test result occurs when both the saliva and blood serum test indicates the presence of alcohol equal to or 

greater than .04%.  A positive test result is a violation of this policy. 
 

Positive Results  

When an employee tests positive for either a drug or alcohol test they are subject to immediate termination.  To be 

eligible for rehire the individual must submit documentation of passing a certified drug rehabilitation program 

and/or are eligible for re-hire five years following the date of termination and be subject to monthly drug tests for 

the first six (6) months of re-employment.  
 

Refusal to Submit to Testing 

Any current or perspective employee who refuses to submit to testing will be subject to immediate discharge. 
 

GENERAL: 

Violation of the policy - Employees who violate this policy, refuse reasonable cause or random substance abuse 

screening will be subject to immediate termination. 
 

Vendors and contractors - AEDD reserves the right to require all temporary agency employees, vendors and 

contractors supplying workers or performing work for the Company are subject to adhere to the Company’s Drug 

and Alcohol Abuse Policy.  Workers who violate the policy will be subject to removal from the Company’s 

property. 
 

Management rationale - The Company is committed to providing a work environment free from the effects of 

alcohol and drugs.  It is our corporate responsibility to work to enhance productivity, safety, and the welfare of our 

customers and employees. 
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Confidentiality – All records of test results will be kept in the employee’s confidential medical records maintained 

by Human Resources.  Information regarding testing and test results will be provided only to persons within AEDD 

with the need to know, and to the individual being tested.  Information regarding illegal drugs may be disclosed to 

law enforcement authorities. 
 

Costs – All costs of drug and alcohol testing required by this policy are paid by AEDD. 
 

MISCELLANEOUS: 

This policy and any decision to test an employee does not change AEDD’s “at-will” policy of employment.  Nor 

does it diminish AEDD’s right to administer corrective action based upon violation of other policies, rules or 

procedures, including such factors as poor job performance, absenteeism, etc. 
 

This policy shall be amended as necessary with or without advance notice.  Continued employment by the 

employee after a policy amendment indicates that the employee acknowledged and agrees to amendment. 
 

DOT DRUG AND ALCOHOL POLICY 
 

Federal law requires AEDD to maintain drug and alcohol testing policies for employees subject to United States 

Department of Transportation (DOT) regulations (Federal Motor Carrier Safety Regulations 49 CFR, Part 382)  

Accordingly, all applicants and current employees covered by federal and/or state DOT requirements for drug and 

alcohol testing, including all bus drivers, driver applicants, and those who perform Safety Sensitive Functions will 

undergo such drug and alcohol testing as described in the DOT Drug and Alcohol policy and pursuant to applicable 

law.  Please note any current employee who refuses to submit to testing will be subject to immediate discharge. 
Copies of the DOT drug testing policy will be provided to all applicable employees.  Employees will be asked to 

sign an acknowledgment form indicating that they have received a copy of the drug testing and use policy. 

Questions concerning this policy or its administration should be directed to the Human Resources Department.  To 

review the complete Policy see your departmental Operations Manual or contact the Human Resources department. 
 

EMPLOYEE CONDUCT AND WORK STANDARDS 
 

AEDD expects employees to follow rules of conduct that will protect the interest and safety of all employees, 

consumers, and the organization to ensure orderly operations and provide the best possible work environment and 

services.  AEDD intends for all personnel to be governed by this Code in all activities. 
 

It is not possible to list all the forms of behavior that are considered unacceptable in the work place. 
 

The following are examples of infractions of rules of conduct which may result in disciplinary action, up to and 

including termination of employment. 
 

1. Failure to treat consumers or family members in a courteous and respectful manner.  In the event of abuse or 

neglect an investigation will be completed.  If substantiated, it could result in immediate termination depending 

on severity. 
 

2. No rudeness or unprofessional behavior towards a consumer or members of the public.   
 

3. Failure to perform duties in a satisfactory manner according to work specifications. 
 

4. Failure to be at their assigned workstation at the assigned time.  Employees must apply for non-emergency 

leave in writing no less than twenty-four hours in advance.  Unless otherwise instructed by your supervisor, 

calling in sick or calling in for other emergencies must be approved by a supervisor two (2) hours in advance.  

Failure to make proper notification within the appropriate time frame will be unauthorized leave.  It is the 

employee’s responsibility to ensure their leave time is approved before not attending work.     
 

5. Refusal to comply with a work related directive from a supervisor. 
 

6. Unlawful or prohibited discrimination and/or harassment. 
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7. Negligence or improper conduct leading to damage of company owned or customer owned property.  Failure to 

provide reasonable care of facility and consumer property. 

 

8. Failure to provide clear, complete and accurate information in a timely manner in all documentation. 

 

9. All properties are for the use of AEDD consumers and employees.  Any unauthorized use or removal of 

property constitutes theft.   
 

10. Unauthorized release of information such as information regarding staff, consumers or internal business of 

AEDD constitutes breach of confidentiality.  This includes release to other consumers, other staff, family 

member, or members of the public.   
 

11.  The possession, distribution, sale, transfer, or use of alcohol without the written consent of the Executive 

       Director on the premises is prohibited.  The possession, distribution, sale, transfer, or use of illegal drugs on the 

       premises or while on duty is prohibited. 
 

12. The possession of dangerous or unauthorized materials, such as explosives or firearms on the person, 

on the premises or in vehicles is prohibited.   
 

13. Failure to remain alert at all times.  Sleeping while on duty is prohibited.   
 

14. Failure to make sure a relief person is on duty before you leave.   If this problem occurs, you must discuss it 

with your supervisor to make sure proper coverage is maintained.   
 

15. Refusing to change your schedule if the situation occurs which demands it.  You may be asked to change shifts 

temporarily or permanently. 
 

16. Failure to secure the required training each year.  The company notifies employees of training requirements.  
  

17. You must keep up with what you need to take and discuss arrangements with your supervisor.  Failure to 

comply could result in termination. 
 

18. Failure to provide the required documents for your personnel file, such as:  current TB skin test, 1st aid/CPR 

certification, proof of appropriate automobile liability insurance, required trainings, etc.  The company notifies 

employees of the required documents to maintain their personnel file. It is your responsibility to provide the 

requested information.  Failure to comply may result in disciplinary action up to and including termination. 
 

19. Leaving their workstation or leaving consumers without active treatment/supervision for any reasons, without 

making sure adequate consumer/employee ratio and active treatment are continued.  Unauthorized absence 

from the workstations during the workday is prohibited.   
 

20. Falsification of time records will not be tolerated.   
 

21. Fighting or threatening violence in the work place is prohibited.   
 

22. Falsification of consumer billing or attendance documents is prohibited.   
 

23. Failure of non-exempt employees to properly sign in or out or clock in or out, when possible, at the start of the 

day and during meal periods and at the end of the day.  
 

24. Violating health and safety policies and procedures. 
 

25. Smoking in unauthorized area. AEDD is a smoke-free environment. Smoking is prohibited in all facility 

buildings.  The smoking area is outside. 
 

26. Excessive absences excluding legally-protected leave or any unauthorized absences are prohibited. 
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27. Unauthorized use of telephones, mail system or other employer owned equipment is prohibited.  Unauthorized 

use of personal cell phones is prohibited. 
   

28. The loaning to, borrowing from or receiving money from consumers is not allowed, unless approved in writing 

by the appropriate supervisor.  Receiving gifts from consumers, except in home like settings, is not allowed. 
 

29. Employees who are exempt from overtime pay and who are provided company cell phones will remain 

available when on call or away from their primary work station.  You are expected to monitor calls and emails, 

as applicable, in a timely manner. 
 

30. Failure to immediately report any known violations or failure to comply with any rules or procedures especially 

in areas involving safety, transportation, inappropriate behavior guidance, ratio violations, unattended or 

unsupervised consumers or any other violation that could imminently effect the health and safety of consumers 

is strictly prohibited. 
 

31. Failure to immediately report any and all criminal convictions and/or exclusions from or sanctions by any 

federal or state healthcare program is prohibited. Employees are expected to immediately report such 

employee’s conviction of any crime and/or exclusion from or sanction by and federal or state healthcare 

program. Employees are also expected to immediately report any investigations, sanctions, or convictions (by 

anybody or agency) of such employee in connection with child or adult maltreatment.  
 

32. Other infractions not listed (will be specified on the Employee Discipline Form.) 
 

Violation of these or similar rules may lead to discipline, up to and including immediate termination. Obviously, 

this list is not all-inclusive and there may be other circumstances for which employees may be disciplined or 

terminated.  There is no set number of infractions occurring prior to an employee being terminated, each employees 

conduct is evaluated on a case-by-case basis.  If you have any questions about these rules, or what we expect of our 

employees, please discuss them with your supervisor. 
 

EMPLOYMENT APPLICATIONS 
 

The completion of an application with AEDD does not guarantee a position with the company.   
 

AEDD relies upon the accuracy of information contained in the employment application, as well as the accuracy of 

other data presented through the hiring process.  Upon hire and throughout employment, AEDD will complete 

primary source verification for all positions that require licensure, certification, and/or registration.    
 

Any misrepresentations, falsifications, or material omissions intended or otherwise, in any of this required 

information could lead to termination of employment. 
 

EMPLOYMENT CATEGORIES 
 

It is the intent of AEDD to clarify the definitions of employment classifications in order that employees may 

understand their employment status. These classifications do not guarantee employment for any specified period of 

time.  Accordingly, the right to terminate the employment relationship at will at any time is retained by both the 

employee and AEDD. 
 

Each employee is designated as either EXEMPT or NON-EXEMPT from federal and state wage and hour laws.   
 

EXEMPT employees are excluded from specific provisions of federal and state wage and hour laws.  
 

NON-EXEMPT employees are entitled to overtime pay under the specific provisions of federal and state laws.  
 

An EXEMPT or NON-EXEMPT employee classification may be changed only upon notification by management at 

AEDD. 
 

In addition to the above classifications, each employee will belong to one of two other employment categories: 
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FULL-TIME employees are those who are not classified in a temporary status and who are regularly scheduled to 

work a minimum of at least thirty (30) hours per week. 
 

PART-TIME employees are those who are not classified in a temporary status and who are regularly scheduled to 

work less than thirty (30) hours per week. 
 

EMPLOYMENT REFERENCE CHECKS 
 

It is the policy of AEDD to check the employment references of all applicants to ensure that individuals who join 

this company are well qualified and have a strong potential for productivity and success.  The immediate supervisor 

or Human Resources department will be responsible for checking references. 
 

The Human Resources department will respond to all reference check inquiries from other employers. Responses to 

such inquiries will confirm only dates of employment and position(s) held within this company.  No other 

employment data will be released without a prior, written authorization and release signed by the individual who is 

the subject of the inquiry. 
 

EQUAL EMPLOYMENT OPPORTUNITY 
 

In order to provide equal employment and advancement opportunities for all individuals, employment decisions at 

AEDD are based on merit qualifications and abilities. AEDD prohibits discrimination in any work related decision 

on the basis of culture, race, color, national origin, religion, gender, sexual orientation, socioeconomic status, 

physical or mental disability, genetic predisposition, veteran status, marital status, age, citizenship or their spoken 

language.  AEDD is committed to providing equal employment opportunity in a work environment where each 

employee is treated with fairness, dignity, and respect.  
 

As part of its commitment to equal employment opportunity, AEDD is committed to providing reasonable 

accommodations to qualified individuals with disabilities unless the accommodations would impose an undue 

hardship to AEDD.  Specifically, AEDD provides reasonable accommodations to ensure equal opportunity in the 

application process, to enable a qualified individual with a disability to perform the essential functions of a job, and 

to enable an employee with a disability to enjoy equal benefits and privileges of employment. 
 

AEDD cannot make an accommodation unless it is aware of the need.  It is primarily the responsibility of the  

applicant or employee with a disability to inform AEDD that an accommodation is needed to participate in the 

application process, to perform essential job functions, or to receive equal benefits and privileges of employment.  

If you feel you need a reasonable accommodation, please contact the Human Resources department. 
 

Any employees with questions or concerns about any type of alleged discrimination in the work place are 

encouraged to bring these issues to the attention of their immediate supervisor. Employees can raise concerns and 

make reports without fear of reprisal, as long as the report is made in good faith.  Anyone engaging in any type of 

unlawful discrimination will be subject to disciplinary action up to and including termination of employment. 
 

GENETIC INFORMATION NONDISCRIMINATION ACT 
 

The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers and other entities covered by 

GINA Title II from requesting or requiring genetic information of an individual or family member of the individual, 

except as specifically allowed by this law. To comply with this law, we are asking that you not provide any genetic 

information when responding to this request for medical information. ‘Genetic information’ as defined by GINA, 

includes an individual’s family medical history, the results of an individual’s or family member’s genetic tests, the 

fact that an individual or an individual’s family member sought or received genetic services, and genetic 

information of a fetus carried by an individual or an individual’s family member or an embryo lawfully held by an 

individual or family member receiving assistive reproductive services. 
 

GRIEVANCE POLICY & PROCEDURE 
 

It is the policy of the AEDD to provide employees with an effective way to bring problems concerning their  
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wellbeing to the attention of management.  Therefore, a grievance procedure has been established for the benefit 

and use of the employees.  A grievance is a request for review of an employment action such as scheduling, 

discipline, promotion or pay change.  The provisions of this policy are available to all employees except for 

employees in a temporary status.  An employee who has been involuntarily terminated is eligible to submit a 

grievance concerning issues related to the termination within the time constraints noted in the policy.  The initiation 

of the employee grievance process in good faith by an employee shall not adversely affect their standing as an 

employee.  Outsiders will not be permitted to attend any of the meetings. 
 

Steps of Procedure: 
 

In the event you have a problem, but because of the nature of the problem or if it involves your immediate 

supervisor, you cannot follow the steps in this procedure; you may go directly to your Department Manager or to 

Human Resources.  Your Department Manager and Human Resources are available for advice and assistance in 

solving your problem at any time. 
 

Step I:  Supervisor Level:  

The employee should present the concern in writing to their supervisor within five (5) working days of the original 

cause for the grievance or from the date the employee learned the cause for the grievance.  The supervisor will 

review and investigate the facts of the appeal with the assistance of the Director of Human Resources or their 

designee.  The supervisor should respond in writing within five (5) working days. 
 

Step II:  Grievance Appeal Request:  

Employee’s Role 

If an employee does not agree with the supervisor’s response, they should submit a written appeal to their 

department head with five (5) working days of receiving the answer to Step I.  The employee may contact the 

Human Resources Department for assistance. 
 

Department Head’s Role 

The department head or their designee will review and investigate the facts of the appeal with the assistance of the 

Director of Human Resources or their designee.  The department head should respond in writing within ten (10) 

working days. 
 

Step III: Executive Director’s Role 

If the employee is not satisfied with the decision of the department head, he/she will give written notice within five 

(5) working days of receipt of the Step II written response to the Executive Director.  The Executive Director or 

their designee will review the entire record and issue a final decision in writing within seven (7) working days. 
 

HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT (HIPAA) 
 

AEDD will maintain all consumer, personnel and related documentation in a confidential manner in accordance 

with regulatory agencies, Health Insurance Portability and Accountability Act of 1996 (HIPAA) requirements. 
 

Only authorized AEDD personnel have access to persons served, administrative records, personnel records, medical 

records, financial records and electronically generated documents, which may include fax and e-mail.  AEDD’s 

administrative/finance department routinely downloads and copies all electronic records on a regular basis.  These 

records are kept off-site in a secured environment in case of theft, fire, and water damage or other natural causes or 

hazards. 
 

Confidential information that is maintained on-site is kept in a secured location and only authorized AEDD 

personnel have access to these records. 
 

The affairs and records of individuals served must be held in the strictest confidence.  Employees are prohibited 

from sharing or discussing confidential information with friends, relatives, or any other unauthorized individuals. 

HIPAA has a Breach Notification Rule that states a breach is, generally, an impermissible use or disclosure under 

the Privacy Rule that compromises the security or privacy of the protected health information such that the use or 

disclosure poses a significant risk of financial, reputational, or other harm to the affected individual. Following a 
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breach of unsecured protected health information covered entities must provide notification of the breach to 

affected individuals, the Secretary, and, in certain circumstances, to the media.  In addition, business associates 

must notify covered entities that a breach has occurred. 
 

The Executive Director or designee must approve any disclosure of confidential information/records that are 

outside the course of established agency policies regarding the appropriate sharing of information.  All requests for 

confidential information, involving litigation or a legal process must be forwarded to the Executive Director for 

review.  Any breach of confidentiality will result in disciplinary action. 
 

All employees will be required to sign a non-disclosure statement as a condition of employment.  Any employee 

who discloses confidential information about individuals being served or confidential business information, will be 

subject to disciplinary action, up to and including possible termination of employment and legal action, even if he 

or she does not actually benefit from the disclosed information. 
 

MENTAL OR  PHYSICAL ABUSE 
 

State and Federal law regulations and AEDD policies prohibit mental or physical abuse or neglect of consumers 

served.  All employees must report immediately to Human Resources any incident of mental or physical abuse or 

neglect of any individual receiving services from this organization.  Employees can raise concerns and make reports 

of any incident of mental or physical abuse or neglect of any individual receiving our services without fear of 

reprisal. Employees will not be retaliated against for filing a complaint and/or assisting in a complaint or 

investigation process.  Further, AEDD will not tolerate or permit retaliation by supervisors or co-workers 

against any complainant or anyone assisting in a harassment investigation. 
 

Any employee engaging in sexual or other unlawful harassment, or mental or physical abuse or neglect, will be 

subject to disciplinary action, up to and including termination of employment. 
 

NATURE OF EMPLOYMENT 
 

Employment with AEDD is voluntarily entered into and the employee is free to resign “at will” at any time, with or 

without cause.  Similarly, AEDD may terminate the employment relationship “at will” at any time, with or without 

notice or cause. 
 

PERSONAL CELL PHONE USE 
 

Personal cell phone use (calls, texts, emails) must be limited to lunch and breaks and are to be conducted in the 

designated areas for lunch and breaks—not at your workstation. Personal cell phones are to be turned off during 

your working hours at your workstations. Company issued cell phones are intended to be used for Company 

business or incidental to Company business. Company cell phones may be used for personal use, as long as it does 

not interfere with the employee’s daily work activities. Employees may not talk on a cell phone while operating a 

motor vehicle while on company business unless it is safe to do so. Hands free should be used at all times if 

available. Keep calls short and do not let the conversation on the phone or with anyone in the car distract you from 

your main focus, driving. If traffic, road conditions, weather or the like makes it unsafe to use the phone, don’t.  

Texting or emailing (reading or writing) while driving will result in disciplinary action up to and including 

termination on the first offense. 
 

SEXUAL AND OTHER UNLAWFUL HARASSMENT   
 

AEDD is committed to providing a work environment for employees and a service environment for individuals 

receiving services that is free of discrimination, mental or physical abuse, including neglect, and unlawful 

harassment. Actions, words, jokes, or comments based on the sex, race, ethnicity, age, disability, religion, or any 

other legally protected characteristic of others will not be tolerated. As an example, sexual harassment, both overt 

and subtle, is a form of employee misconduct that is demeaning to another person, undermines the integrity of the 

employment relationship, and is strictly prohibited.  This policy applies to all employer agents and employees, 

including supervisors and non-supervisory employees, and to non-employees who engage in harassment in the 

workplace.   
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Sexual harassment includes, but is not limited to, making unwanted sexual advances and requests for sexual favors 

where either: 
 

1. submission to such conduct is made an explicit or implicit term or condition of employment; or 

2. submission to or rejection of such conduct by an individual is used as the basis of employment decisions 

affecting such individual; or  

3. such conduct has the purpose or effect of substantially interfering with an individual’s work performance or 

creating an intimidating, hostile or offensive working environment.   
 

Some examples of harassment are: 

1. Verbal conduct, such as epithets, derogatory comments, slurs, or unwanted sexual advances, invitations or 

comments.  

2. Displaying derogatory posters, cartoons, drawings or gestures. 

3. Physical conduct, such as assault, blocking normal movement, or interference with work directed at an 

employee because of the employee’s sex or other protected characteristic. 

4. Threats and demands to submit to sexual requests in order to keep one’s job or avoid some other loss, and 

offers of job benefits in return for sexual favors. 

5. Retaliation for having reported unlawful harassment. 

Any employee or    

Any employee or other person who believes he or she has been harassed by a co-worker, supervisor, or agent of 

AEDD or by a non-employee should promptly report the facts of the incident(s) and the names of the individuals 

involved to his or her supervisor or, in the alternative, to the Human Resources Department.  It is the responsibility 

of each employee to immediately report any violation or suspected violation of this policy to one or more of the 

individuals identified above.  Supervisors should immediately report any incidents of harassment to the Executive 

Director.  Upon receipt of a complaint, AEDD will undertake a thorough, objective and good faith investigation of 

the harassment allegations. 
 

SOCIAL MEDIA GUIDELINES 
 

We understand that social media is fast becoming a part of everyday life for many.  The use of social media also 

presents certain risks and carries with it certain responsibilities. For example, employees’ use of social media can 

pose risks such as disclosing trade secrets or confidential information, harming reputations or brands, exposing you 

and us to discrimination, harassment or defamation claims or otherwise jeopardize AEDD’s compliance with 

business rules and laws.  
 

Guidelines 

In the rapidly expanding world of electronic communication, social media can mean many things. Social media 

includes all means of communicating or posting information or content of any sort on the Internet, including to your 

own or someone else’s web log or blog, journal or diary, personal web site, social networking or affinity web site, 

web bulletin board or a chat room, whether or not associated or affiliated with AEDD, as well as any other form of 

electronic communication. 
 

The same principles and guidelines found in our other. Ultimately, you are solely responsible for what you post 

online. Before creating online content, consider some of the risks and rewards that are involved. Keep in mind that 

any of your conduct that adversely affects your job performance, the performance of fellow employees or otherwise 

adversely affects customers, suppliers, people who work on behalf of AEDD or AEDD’s legitimate business 

interests may result in disciplinary action up to and including termination. 
 

Know and follow the rules 

Carefully read these guidelines, and our entire handbook, and ensure your postings are consistent with both. 

Inappropriate postings that may include discriminatory remarks, harassment, and threats of violence or similar 

inappropriate or unlawful conduct will not be tolerated. 
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Be respectful 

Always be fair and courteous to fellow employees, consumers, members of the public or people who work on 

behalf of AEDD. Also, keep in mind that you are more likely to resolve work related complaints by speaking 

directly with your co-workers or by utilizing our Open Door Policy than by posting complaints to a social media 

outlet. Nevertheless, if you decide to post complaints or criticism, avoid using statements, photographs, video or 

audio that reasonably could be viewed as malicious, obscene, threatening or intimidating, that disparage customers, 

associates or suppliers, or that might constitute harassment or bullying. Examples of such conduct might include 

offensive posts meant to intentionally harm someone’s reputation or posts that could contribute to a hostile work 

environment on the basis of race, sex, disability, religion or any other status protected by law or company policy. 
 

Be honest and accurate 

Make sure you are always honest and accurate when posting information or news, and if you make a mistake, 

correct it quickly. Be open about any previous posts you have altered. Remember that the Internet archives almost 

everything; therefore, even deleted postings can be searched. Never post any information or rumors that you know 

to be false about AEDD, fellow associates, customers, suppliers, people working on behalf of AEDD or 

competitors. 
 

Post only appropriate and respectful content 

 Maintain the confidentiality of AEDD trade secrets and private or confidential information.  Trades secrets may 

include information regarding the development of systems, processes, products, know-how and technology. Do 

not post internal reports, policies, procedures or other internal business-related confidential communications.  

 Respect financial disclosure laws. It is illegal to communicate or give a “tip” on inside information to others so 

that they may buy or sell stocks or securities. Such online conduct may also violate the Insider Trading Policy. 

 Do not create a link from your blog, website or other social networking site to a AEDD website without 

identifying yourself as a AEDD associate. 

 Express only your personal opinions. Never represent yourself as a spokesperson for AEDD. If AEDD is a 

subject of the content you are creating, be clear and open about the fact that you are an associate and make it 

clear that your views do not represent those of AEDD, fellow associates, customers, suppliers or people 

working on behalf of AEDD. If you do publish a blog or post online related to the work you do or subjects 

associated with AEDD, make it clear that you are not speaking on behalf of AEDD. It is best to include a 

disclaimer such as “The postings on this site are my own and do not necessarily reflect the views of AEDD.” 
 

Using social media at work 

Refrain from using social media while on work time or on equipment we provide, unless it is work-related as 

authorized by your manager or consistent with the Company Equipment Policy. Do not use AEDD email addresses 

to register on social networks, blogs or other online tools utilized for personal use. 
 

Retaliation is prohibited 

AEDD prohibits taking negative action against any associate for reporting a possible deviation from this policy or 

for cooperating in an investigation. Any associate who retaliates against another associate for reporting a possible 

deviation from this policy or for cooperating in an investigation will be subject to disciplinary action, up to and 

including termination.  
 

Media contacts 

Associates should not speak to the media on AEDD behalf without contacting the Corporate Affairs Department. 

All media inquiries should be directed to them.  If you have questions or need further guidance, please contact your 

HR representative. 
 

USE OF TELEPHONE AND MAIL SYSTEMS  
 

Employees should practice discretion in using company telephones when making local personal calls and may be 

required to reimburse AEDD for any charges resulting from their personal use of the telephone.  Employees should 

always speak in a courteous and professional manner, which will help ensure effective telephone communications.   
 

As applicable, please review your departmental specific policy regarding the use of cellular telephones. 
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The use of AEDD paid postage for personal correspondence is not permitted unless the expense is prepaid by the 

employee. 
 

ABOUT YOUR EMPLOYMENT 
 

ACCESS TO PERSONNEL FILES 
 

AEDD maintains a personnel file on each employee. The personnel file includes such information as the employee 

job application, resume, records of training, documentation of annual evaluation, and other relevant employment 

records. 
 

Personnel files are the sole property of AEDD and access to the information the files contain is restricted. 

Generally, only supervisors and management personnel of AEDD, who have a legitimate reason for reviewing 

information, may review information within a file. 
 

Employees who wish to review their own file should contact the Human Resources Office.  Employees, with 

reasonable advance notice, may review their own personnel files in the Human Resources Office and in the 

presence of an individual appointed by AEDD to maintain the files. 
 

Upon written request, current or former employees may obtain copies of documents within their personnel and 

medical files.  Employees and former employees may be charged 50 cents per page. 
 

Access sheets will be kept in front of each personnel file.  Any time a file is opened by any one other that the 

Human Resources department the access sheet must be signed and dated with the reason stated for entering that file. 
 

Information on the medical condition or history of an employee will be maintained in strictest confidence and kept 

separate from the personnel file and other employee information. 
 

BUSINESS RELATED DUES AND OR FEES 
 

Professional employees are strongly encouraged to become an active member of their state and federal professional 

organizations.  Where membership is for the purpose of officially representing the agency, payment of dues will be 

made by the agency. Other professional memberships may be paid by the agency if they are job related, beneficial, 

and approved in advance by the Executive Director or designee. 
 

Printed materials received as a result of professional society dues or membership fees paid by AEDD are the 

property of AEDD.  Any professional attending meetings at the expense of AEDD are expected to share 

information with other appropriate employee members upon their return. 
 

BUSINESS TRAVEL EXPENSES 
 

AEDD will reimburse employees for reasonable business travel expenses incurred while on assignment away from 

the normal work location.  All business travel must be approved in advance by the immediate supervisor. 
 

Employees are expected to exercise judgment to ensure that the expenses incurred in the conduct of company travel 

and business are ordinary, necessary and reasonable.   Individual expenses that equal or exceed $5.00 and all 

entertainment expenses (regardless of amount) incurred must be supported by a receipt.  The name, title, company, 

business relationship and business purpose for the entertainment must also be documented.  When out of town 

travel is required, employee meals and lodging must be separately identified on the expense report. 
 

Employees whose travel plans have been approved are responsible for making their own travel arrangements.  

When approved, the actual costs of travel, meals, lodging, and other expenses directly related to accomplishing 

business travel objectives will be reimbursed by AEDD. Employees are expected to limit expenses to reasonable 

amounts. 
 

Meals for employees may be reimbursed with a receipt, within limits set by AEDD, if: 
 

1. The employee is assisting consumers in a planned program activity which includes dining out; 
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2. DIRECT CARE AT AEDD OWNED OR OPERATED HOMES ONLY- When a crowded program agenda 

for the day does not allow time to prepare a proper meal in the home and everyone must eat out, AEDD 

will pay for the meal of the employee. Petty cash must be used when available. There is a limit of $10.00 

per person. 

 Taking individuals for a re-enforcer to get yogurt, soft drinks, popcorn, etc. is not considered a 

reimbursable expense for the employee’s food unless the food consumed by the employee serves as 

an allowable (reimbursable) meal for that employee and a meal was not available at the residence. 

 Petty cash must be used when available for expenses incurred for an allowable activity, i.e., a 

movie, circus, skating, or sporting event. 

3. Employees must be away from their work station because of job requirements;  

4. Meetings or training sessions sponsored by or for AEDD at which attendance is required for employees; 

5. Airfare or train fare; and, 

6. Car rental fees, but only for compact or mid-sized cars.  Employees utilizing rental cars will purchase 

insurance coverage for the duration of the rental. 

Other general expenses that will be reimbursed include the following: 

 Fares for shuttle or airport bus service, where available, and costs of public transit for other ground travel. 

 Taxi fares. 

 Mileage costs for use of personal car. 

 Costs of standard accommodations in low to mid-priced hotels, conference hotels, motels, or similar 

    lodgings. 

 Reasonable costs of meals. 

 Tips not exceeding 15% of the total cost of a meal or 10% of a taxi fare. 

 Charges for telephone calls, fax, and similar services required for business purposes. 

 Charges for three (3) personal telephone calls each day, only with supervisor approval. 

 Charges for laundry and valet services, only with supervisor approval. 
 

Any employee who is involved in an accident while traveling on business, whether in an agency vehicle or 

privately owned vehicle, must promptly report the incident to the immediate supervisor.  Vehicles owned, leased, or 

rented by AEDD may not be used for personal use without prior approval. 
 

When travel is completed, employees should submit completed travel expense reports within five (5) days.  Reports 

should be accompanied by receipts for all individual expenses.   
 

With prior approval, a family member or friend may accompany employees on business travel when the presence of 

a companion will not interfere with successful completion of business objectives.  Generally, employees are also 

permitted to combine personal travel with business travel, as long as time away from work is approved.  Additional 

expenses arising from such non-business travel are the responsibility of the employee. 
 

Employees should contact their supervisor for guidance and assistance on procedures related to travel 

arrangements, expense reports, reimbursement for specific expenses, or any other business travel issues. 
 

Abuse of this business travel expense policy, including falsifying expense reports, can be grounds for disciplinary 

action up to and including termination of employment. 
 

CLASSIFICATION OF EMPLOYEES 
 

AEDD provides fringe benefits, other than legally required benefits such as FICA, worker’s compensation, and 

unemployment insurance, etc., for certain groups of employees. These group classifications are as follows:  
 

Classification I:  Full time employees, are those who work a minimum of  30 hours per week, excluding employees 

who provide direct care services through the Alternative Community Services (ACS waiver) program or employees 

who work as Certified Teachers within the children’s program. 
 

Classification II:  Employees who work a minimum of 1,000 hours per fiscal year.  
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Classification III: Employees who provide direct care services through the Alternative Community Services (ACS 

waiver) program.  Those full time employees who work a minimum of 1,560 hours per fiscal year, which equates 

to a minimum of 30 hours per week. 
 

Classification IV:  Employees other than Class I and Class III who work a minimum of 1,250 hours per year. 
 

Classification V:  Employees who work less than 1,000 hours per fiscal year.  
 

Classification VI:  Employees who work as Certified Teachers within the children’s program. 
 

CLEAN INDOOR AIR ACT 
 

The Arkansas Clean Indoor Air Act of 2006 prohibits smoking in all public places and enclosed areas within places 

of employment. Thus, smoking is prohibited within all AEDD owned  and operated buildings and residences.  

Smoking is only allowed in designated areas. Smoking is prohibited in any vehicle owned or operated by AEDD.  

This policy applies equally to employees, customers, and visitors.  It is unlawful for AEDD to discriminate or 

retaliate in any manner against a person for making a complaint of a possible violation of the Act. Accordingly, any 

employee may report smoking violations without fear of discrimination or retaliation.   
 

DUAL EMPLOYMENT 
 

Employees may have a dual employment in the same department or in another department on a temporary part-time 

basis to help with coverage until another employee can be hired to work with the consumer.  The part-time basis 

should not exceed twenty (20) hours per week and should not conflict with the work hours of the primary 

appointment.   Temporary employment for purposes of this policy is defined as to not exceed thirty calendar days.  

Any temporary employment required in excess of thirty calendar days must be approved by the Executive Director. 
 

EMERGENCY CLOSINGS 
 

From time to time, emergencies such as severe weather, fires, power failures, or earthquakes can disrupt operations 

of the organization.  In extreme cases, these circumstances may require the closing of a work facility.  In the event 

that such an emergency occurs during non-working hours, closings for AEDD will be at the discretion of the 

Executive Director or designee.  All employees should watch local media station, KATV Channel 7, to determine 

the closing schedules. 
 

When operations are officially closed due to emergency conditions, the time off from scheduled work for non-

exempt employees will be unpaid. However, with supervisory approval, employees may use available PTO 

benefits.  Exempt employees who are unable to fulfill job duties from home will be required to use any available 

accrued PTO leave.  PTO leave may be advanced in the case of inadequate accrued hours.  Employees in essential 

operations may be asked to work on a day when operations are officially closed.  In these circumstances, employees 

who work will receive regular pay. 
 

Residential operations continue regardless of weather conditions, such as snow and ice storms. All employees are 

expected to report to their workstations as usual.  
 

Meals, sleeping accommodations and emergency transportation may be provided for affected employees where 

appropriate at residential facilities to ensure adequate direct care coverage. 
 

EMPLOYEE DEVELOPMENT REQUIREMENTS 
 

Each employee must complete all training and employee development required by state and federal rules, licensed 

requirements, regulations, and/or as required by AEDD. 
 

You may be given opportunities to learn other jobs in your department, which may provide you with the training 

necessary to move up to a higher paying, more responsible position in the future. 
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You may also be enrolled in other training.  These training opportunities are designed to help you increase your 

ability and proficiency in performing your job.  AEDD may request you attend specific seminars, courses, 

conferences, etc., for the benefit of you and the organization.  In such cases, AEDD will pay enrollment fees, travel 

expenses, and related costs. 
 

Employer Paid Conferences and Seminars 
              

AEDD recognizes and encourages attendance in conferences or seminars that are related to a specific job or related 

to AEDD’s field of service.  In most cases, AEDD will directly pay for the cost of such related conferences or 

seminars and reimbursement of any related travel expenses.  In the event that AEDD pays for the cost of a 

conference or seminar, attendance is mandatory.  In the event that a conference or seminar has multiple sessions, 

you are expected to attend no less than the equivalent of ninety percent (90%) of all sessions.  If you are unable to 

attend a conference due to time constraints or other extenuating circumstances, it is your responsibility to find a 

replacement to attend or request reimbursement.  You may also report this to your supervisor when an extenuating 

circumstance exists. 
 

Failure to comply with any of the above guidelines may result in disciplinary action and/or full or partial 

reimbursement of company-paid expenses. 
 

EMPLOYEE MEDICAL EXAMINATIONS 
 

Medical examinations may be required to help ensure that employees can safely perform their duties.  Such exams 

will be administered in accordance with the requirements of the Americans with Disabilities Act.  
 

After an offer has been made to an applicant entering a DOT regulated position, a medical examination may be 

required by a health care professional chosen by and at the expense of AEDD. The offer of employment and 

assignment of duties shall be contingent upon satisfactory completion of the medical examination. 
 

All information on the employee’s medical condition or history will be kept separate from other employee records 

and will be maintained in strictest confidence. 
 

In accordance with DDS regulations, employees with infectious diseases are prohibited from contact with 

individuals until a physician’s release has been provided to the organization director.  Therefore, employees with 

infectious diseases must immediately contact their physician and attempt to obtain a release before having any 

contact with consumers of this organization.  If an employee with an infectious disease obtains such a release, it 

should be immediately provided to the Human Resources Department.  If an employee with an infectious disease is 

unable to obtain such a release, he or she should notify Human Resources and refrain from working in contact with 

consumers until such a release is obtained.   
 

EMPLOYEE RECRUITMENT AND RETENTION (INCLUDING DEPARTMENTAL TRANSFER)  
 

AEDD is committed to staff recruitment, retention and development.  It is the goal of AEDD to ensure sufficient 

staff are maintained to ensure the health and safety of the individuals served as well as the efficient functioning of 

the company. 
 

Staff recruitment is primarily handled by the Human Resources office.  AEDD uses any variety of the following 

methods to recruit staff: internal job postings, the AEDD website, aeddinc.org, job fairs, classified newspaper ads, 

and word of mouth.  When a position becomes vacant, the supervisor for that position notifies the Human 

Resources office.  The Human Resources office posts the vacancy using any variety of the recruitment methods 

listed above, as appropriate for the particular position. 
 

AEDD strives to retain current staff for the benefit of the individuals served and the efficiency of the company 

through the following methods:  offering a competitive benefits package, posting vacant positions internally and 

offering opportunities for advancement, providing a mechanism for dispute resolution through a formal employee 

grievance procedure, and conducting annual personnel surveys to seek input from staff into operational matters. 
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AEDD tracks trends in staff turnover through the Human Resource Information System and optional exit surveys.  

The Human Resources office reviews returned exit surveys quarterly.  Any obvious trends are discussed with the 

appropriate department and adjustments made as necessary. 
 

Departmental Transfers 
 

In order to offer employees opportunity for development and career advancement through transfer or promotion 

from within, AEDD established the following departmental transfer policy and procedure.  This policy applies to all 

employment categories. The Hiring Manager and Human Resources may elect not to post certain positions on an 

exception basis.  AEDD will concurrently accept applications both internally and externally.  However, current 

employees will be given first consideration for internally posted positions. If current employee applicants are 

deemed insufficient to meet Company objectives, then external candidates will be considered.      
   

Employees will be eligible to take advantage of Departmental Transfers after ninety (90) days of service. The 

Company reserves the right to grant exceptions based on business needs. 
 

The employee is responsible for evaluating their career interests and goals with AEDD.  When a vacant position is 

posted internally the employee should complete an Internal Transfer form, obtained from Human Resources, attach 

other documentation as needed, and submit the completed form and attachments to Human Resources.   
 

The Hiring Manager is responsible for filling the position with the most qualified candidate without regard to 

culture, race, color, national origin, religion, gender, sexual orientation, socioeconomic status, physical or mental 

disability, genetic predisposition, veteran status, marital status, age, citizenship or their spoken language. 
 

Applicants must meet the experience and educational requirements as outlined in the job posting announcement. 

However, meeting minimum requirements does not necessarily guarantee an interview.     
 

The Hiring Manager negotiates a transfer date for the employee with the Releasing Manager, insuring a minimal 

negative impact on business while remaining cognizant of the employee's needs. A reasonable period of time is 

typically two weeks. The Releasing Manager and the Hiring Manager may agree to another transfer date based on 

overall business needs; in periods of extreme need, the length of the hold over period can be extended for up to 

thirty days, providing the Hiring Manager's and Releasing Manager's common manager approves of the extension 

period, and a date for release is set and agreed upon. 
 

HIRING OF RELATIVES (NEPOTISM) 
 

The employment of relatives may cause serious conflicts and problems with favoritism and employee morale.  In 

addition, claims of partiality in treatment at work and claims of personal conflicts from outside the work 

environment can be carried over into the day-by-day working relationships. 
 

Relatives of persons currently employed by AEDD may not be hired if they will be supervising a relative or be 

supervised by a relative.  AEDD employees cannot be transferred into any such working relationship. 
 

If the relative relationship is established after employment, the individuals concerned will decide between 

themselves which one will be transferred.  However, if that decision is not made within thirty (30) calendar days, 

then management will decide which employee should be transferred.  
 

In other cases, where a conflict or the potential for conflict arises, even if there is no supervisory relationship 

involved, the parties may be separated either by reassignment and/or termination of their employment. 
 

When it is determined that it will be in the best interest of the person or persons being served through the Waiver 

Program, relatives may be employed to work together with the approval of the Department Director. 
 

For purposes of this policy, relatives are defined as and shall include spouses, parents, children, brothers, sisters, 

brothers-in-law, sisters-in-law, father-in-law, mother-in-law, step parents, step brothers, step sisters, and step 

children: This policy also applies to individuals who are not legally related but who reside with one another and/or 

other employees. 
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IMMIGRATION LAW COMPLIANCE (FORM I-9) 
 

AEDD is committed to employing only individuals eligible to work in the United States and does not unlawfully 

discriminate against workers on the basis of citizenship or national origin.  
 

In compliance with the Immigration Reform and Control Act of 1986, each new employee as a condition of 

employment must complete the Employment Eligibility Verification Form I-9 and present proper documentation 

establishing their identity and employment eligibility. Former employees who are re-hired must also complete the 

form if they have not completed an I-9 with AEDD within the past three (3) years, or if their previous I-9 is no 

longer retained or valid. 
 

Employees with questions or seeking more information on immigration law issues are encouraged to contact the 

Human Resources Office. Employees may raise questions or complaints about immigration law compliance without 

fear of reprisal. 
 

JOB DESCRIPTIONS 
 

Job descriptions of each position in AEDD are maintained by the Human Resources Department.  You will be 

given a copy of your job description at the time you start your job. 
 

All new and updated job descriptions must be submitted to the Human Resources Department for review and 

approval by the Executive Director or their designee. 
 

LIMITED ENGLISH PROFICIENCY  
  

AEDD, Inc. is committed to providing equal opportunity in all programs and services to ensure full compliance 

with all civil rights laws, including Title VI of the 1964 Civil Rights Act, which requires non-discrimination on the 

basis of national origin. Equal opportunity includes physical and program access for persons with disabilities and 

program access for persons with Limited English Proficiency (LEP). Program and physical access for persons with 

disabilities is covered in the Americans with Disabilities Act of 1990 and the Rehabilitation Act of 1973 as 

amended, Section 504.   It is the policy of AEDD to provide reasonable accommodation in regards to 

communications and materials to populations of persons with Limited English Proficiency (LEP) who are 

employed by our agency. Such services will be focused on providing meaningful access to our policies, procedures, 

services and/or benefits.  
 

MEAL PERIODS 
 

All full-time employees may be provided with one (1) meal period of at least thirty (30) minutes in length each 

workday.  Supervisors will schedule meal periods to accommodate operating requirements. Employees will be 

relieved of all active responsibilities and restrictions during meal periods and will not be compensated for that time. 

In some cases employees cannot be relieved of duty during meal periods and therefore will be paid for this time. 
 

OUTSIDE EMPLOYMENT 
 

An employee may hold a job with another organization as long as he or she can still satisfactorily perform their job 

responsibilities with AEDD and there is otherwise no conflict of interest.  All employees will be judged by the 

same performance standards and will be subject to the scheduling demands of AEDD regardless of any existing 

outside work requirements.  Phone calls, e-mails, visitors or any form of work related to outside employment is not 

allowed during a scheduled work day.  AEDD will not flex your schedule to accommodate outside employment.  

AEDD equipment or facilities will not be used for outside employment. 
 

If AEDD determines that the outside work of an employee is interfering with the performance or ability of that 

employee to meet the requirements of AEDD, the employee may be asked to terminate the outside employment if 

he or she wishes to remain with AEDD.  Outside employment will present a conflict of interest if it has any adverse 

effect on AEDD. 
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OVERTIME 
 

When operating requirements or other needs cannot be met during regular working hours, nonexempt employees 

may be scheduled to work overtime hours. When possible, advance notification of these mandatory assignments 

will be provided. All overtime work must have prior authorization by the Executive Director or Designee. Overtime 

assignments will be distributed as equitably as possible for all employees qualified to perform the required work. 
 

Overtime compensation is paid to all non-exempt employees in accordance with federal and state wage and hour 

requirements. Overtime pay is based on actual hours worked.  Hourly employees will be paid 1 ½ times the 

employee’s hourly rate for all hours worked in excess of 40 hours in the regular Company defined work week 

(Saturday at 12:00 am through the following Friday 11:59 pm).  Time off on sick leave, holiday, PTO, or any leave 

of absence will not be considered hours worked for purposes of overtime calculations. 
 

Failure to work scheduled overtime or overtime worked without prior authorization from the supervisor may result 

in disciplinary action up to and including possible termination of employment. 
 

PERFORMANCE EVALUATIONS 
 

Performance evaluations are a tool for both you and management to use to determine your individual work 

performance, your working relationship with others, and your overall contribution to the effective performance of 

your department’s function.  This is accomplished using an Employee Annual Evaluation form and provides the 

following: 
 

1. objective means of appraising abilities and performance 

2. recognition of good work 

3. identification of areas to make progress and improvements within departments and AEDD 

4. a record of evaluation of job performance 

5. warnings when improvements are needed 
 

The performance evaluation does not limit the ability of your supervisor to continuously evaluate you.  Whenever 

appropriate, your supervisor should discuss with you the improvements in job performance or failure to achieve 

expected standards of job performance. 
 

Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal, daily 

basis. A formal, written annual evaluation will be conducted at the end of the first year of employment with AEDD. 

The performance of all employees is generally evaluated according to an ongoing twelve-(12) month anniversary 

cycle. 
 

The results of the annual performance evaluations will be communicated in writing to the employee and placed in 

their personnel file. An evaluation must be signed and dated by the employee and the supervisor of record or the 

supervisor listed in the job description. 
 

Merit pay adjustments may be awarded at the beginning of each fiscal year. The Board of Directors of AEDD will 

approve the amount of the raise.  
 

PERSONAL APPEARANCE 
 

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect the 

business image AEDD presents to customers/consumers and visitors, regulatory officials and the general public.  

Most important, we are role models for the consumers we serve. 
 

During business hours employees are expected to present a clean and neat appearance and dress according to the 

requirements of their position. Employees who appear for work inappropriately dressed will be sent home and 

directed to return to work in proper attire. Under such circumstances, employees will not be compensated for their 

time away from work. 
 

Consult your supervisor or department head if you have questions as to what constitutes appropriate work attire. 
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Personal Hygiene and Grooming 
 

Employees are expected to meet the following standards or guidelines with respect to personal grooming and 

hygiene upkeep: 

 Consistent bathing and oral hygiene 

 No heavily-scented perfumes, colognes or lotions 

 Clean, well-groomed hair; including beards, moustaches, goatees and sideburns  

 Clothing or attire must not interfere with the safe operation of duties or equipment 

 No dangling or large hoop jewelry which may present a safety hazard. Nose piercings must be studs, hoops 

are not allowed. 

 No head wraps or hats are allowed 
 

PERSONNEL DATA CHANGES 
 

It is the responsibility of each employee to promptly notify Human Resources, in writing, of any changes in 

personal information. Personal mailing addresses, email,  telephone numbers, how many and the names of 

dependents, marital status, name changes, individuals who can be contacted in case of an emergency, educational 

accomplishments, and other such status reports should be kept accurate and current at all times.  
 

REQUIREMENTS FOR EMPLOYMENT 
 

To ensure high standards of care for those served by AEDD, upon hire and throughout employment, all employees 

must meet specific requirements for employment.  These requirements include, but may not be limited to, the 

following: 

 Current certification in 1st aid and CPR within 30 days of employment 

 Current TB skin test, within 30 days of employment, for all ACS Waiver employees.  AEDD has a zero 

tolerance policy regarding expired TB skin test(s).  

 A minimum of 12 in-service training hours are required for all employees. 

 Current automobile liability insurance, applies to any employee who drives for company business, 

including the transporting of consumers in personal vehicles. 

 Defensive driver training applies to those who transport consumers. 

 Adult and Child Maltreatment registry checks, processed every 2 years and/or with just cause   

 Criminal background checks, processed every 5 years and/or with just cause 

 Federal background checks, if the employee has not lived in the state of AR for the last 6 years and or/with 

just cause. 

 Diploma/GED or other position specific requirements, see current job description for all requirements.  

 Motor Vehicle Report, processed annually and/or for just cause, for all employees. 
 

SOLICITATION 
 

No person who is not an employee of AEDD may solicit or distribute literature in the work place at any time for 

any purpose. 
 

AEDD recognizes that employees may have concerns and interests in events and organizations outside the work 

place.  However, employees may not solicit or distribute literature concerning these activities during work hours.  

Work time does not include lunch periods. 
 

The posting of written solicitations on company bulletin boards is prohibited.  Bulletin boards are reserved for 

official organization communications. 
 

VISITORS IN THE WORK PLACE 
 

Only authorized visitors are allowed in the work place to provide for the safety and security of employees and 

consumers at the facilities of AEDD.  Restricting unauthorized visitors helps maintain safety standards, protects 
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against theft, ensures security of equipment, protects confidential information, safeguards customer/consumer and 

employee welfare, and avoids potential distractions and disturbances. 
 

Family and friends of employees are discouraged from visiting because of safety and security reasons.  In cases of 

emergency, employees will be called to meet any visitor outside their work area.  Visitors are explicitly prohibited 

from staying overnight in any AEDD owned or operated homes.     
 

All visitors should enter AEDD at the main entrance, sign in and receive a visitors badge.  Authorized visitors will 

receive direction or be escorted to their destination.  Employees are responsible for the conduct and safety of their 

visitors. 
 

If an unauthorized individual is observed on the premise of AEDD, employees should immediately notify their 

supervisor or, if necessary, direct the individual to the main entrance. 
 

WORK SCHEDULES 
 

AEDD’s workweek begins on Saturday at 12:00 a.m. and goes through the following Friday at 12:00 p.m.  Work 

schedules for employees vary throughout our organization. Supervisors will advise employees of their individual 

work schedule. Staffing needs and operational demands may necessitate variations in starting and ending times, as 

well as variations in the total hours that may be scheduled daily and on a weekly basis. 
 

Flex time scheduling is available in some cases to allow employees to vary their starting and ending times each day 

within established limits.  Flex time scheduling also allows an employee to take time off following a planned work 

related weekend activity.  The time off must be pre-approved by the employee’s supervisor.  Employees should 

consult their supervisor for the details of this program.  In most cases, any flextime requiring time off must be taken 

in the same workweek that the time occurs.  Flextime must be approved in advance of changing schedule.   
 

Working from home in lieu of working at the office is not allowed.  There may be exceptions for extenuating 

circumstances, with prior approval of the Executive Director. 
 

YOUR BENEFITS 
 

AUTO MILEAGE REIMBURSEMENT FOR AN EMPLOYEE OWNED VEHICLE 
 

Employees of AEDD may be required to utilize their personal vehicles for use in AEDD business.  Employees will 

be reimbursed at a mileage rate equal to the allowable rates under the Internal Revenue Service, or at a lesser rate in 

cases whereby employees are transporting consumers using their personal vehicle and/or whose travel 

reimbursement amounts are limited by contractual amounts.  Employees within the Alternative Community 

Services (Medicaid Waiver) department must submit their Documentation Sheets which include transportation on 

an “as service provided” basis.  Transportation documentation will not be accepted if not shown on the original 

Documentation Sheet. 
 

You cannot drive for company business without the below items being on file with Human Resources. The 

documentation must be on file with the Human Resources department by Friday afternoon at 4:00 p.m. in order to  

be reimbursed for mileage.  Saturday begins a new pay week; therefore, any documentation received after the close 

of business on Friday may result in auto mileage reimbursement being excluded from payroll.   
 

1) Must have a valid Arkansas driver’s license on file with Human Resources AND 

a) Must have current auto liability insurance in the employees name, or 

b) The employee must be listed as an authorized driver at the time services are rendered, or 

c) Must have a notarized Authorization Form from the policy holder giving the employee permission to drive 

the vehicle in the course of business if the auto liability policy is not in the name of the AEDD employee.  

A new Authorization Form must be completed each time the policy renews.  Contact Human Resources for 

the Authorization Form. 
 

2) Must have accurately documented mileage on applicable company forms, i.e. mileage sheet or daily timesheet 

with appropriate supervisor approval. 
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BENEFIT DISCLAIMER 
 

AEDD has established a number of employee benefit programs for its eligible employees.  This handbook provides 

brief summaries of the key features of the benefits programs but does not restate all of the features of these benefit 

programs.  Additional terms, conditions, and limitations regarding program eligibility and benefit entitlement often 

exist.  For that reason, every employee should consult the official plan documents for complete information 

regarding each benefit program.  Contact Human Resources to obtain plan documents.  In the case of an actual or 

apparent conflict between the benefit summaries set forth in the handbook and the terms of the plan documents, the 

provisions of the official plan documents shall control. 
 

In addition, while it is AEDD’s present intention to continue these benefits, AEDD reserves the right to modify, 

curtail, reduce or eliminate any benefit, in whole or in part, either with or without notice.  We recognize our 

responsibility to provide you reasonable notice of all material changes that may affect you.   
 

Your benefits package represents additional compensation to you.  For eligible employees, this package includes: 
 

1. Health Insurance 

2. Dental Insurance 

3. Life Insurance 

4. Long Term Disability Insurance 

5. Supplemental Insurance  

6. Flexible Spending Account (Cafeteria Plan) 

7. Profit Sharing Plan (including 401(k) contributing option) 

8. Social Security 

9. Workers’ Compensation 

10. Paid Time Off 

11. Holidays 

12. Sick Leave 
 

Some benefits programs require contributions from the employee, but most are primarily paid by AEDD. 
 

Eligible employees at AEDD are provided with a wide range of benefits. A number of the programs such as Social 

Security, workers compensation, and state unemployment insurance cover all employees in the manner prescribed 

by law.  Benefit eligibility is dependent upon a variety of factors including employee classification. Please contact 

the Human Resources department for questions regarding your eligibility status.   
 

HEALTH INSURANCE 
 

AEDD offers health insurance coverage to all regular employees who are scheduled to work at least 30 hours per 

week.  Eligibility for coverage begins on the first day of the month following 60 days of full-time employment.  

Employees have the option to purchase coverage through payroll deduction for their spouse and eligible 

dependents.  Eligible classifications of employees are:  Classification I, Classification III, and Classification VI 
  

DENTAL INSURANCE 
 

AEDD offers dental insurance coverage to all regular employees who are scheduled to work at least 30 hours per 

week. Eligibility for coverage begins on the first day of the month following 60 days of full-time employment.  

Employees have the option to purchase coverage through payroll deduction for their spouse and eligible 

dependents.  Eligible classifications of employees are:  Classification I, Classification III, and Classification VI 
 

LIFE INSURANCE 
 

Term Life insurance is provided for all full-time employees beginning on the first day of the month following 60 

days of full-time employment.  The amount of insurance provided is three (3) times the annual scheduled earnings 

of the employee, excluding overtime and other extra pay.  Any premiums paid by AEDD, in excess of the value of 

$50,000, face value of insurance is taxable income to the employee, will be added to the W-2 at the end of the year 
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for all eligible employees.  Eligible classifications of employees are:  Classification I, Classification III, and 

Classification VI 
  

LONG TERM DISABILITY 
 

Long Term Disability insurance is provided for all full-time employees beginning on the first day of the month 

following 60 days of full time employment. Eligible classifications of employees are:  Classification I, 

Classification III, and Classification VI 
 

SUPPLEMENTAL INSURANCE  
 

Supplemental insurance coverages currently offered are available to all eligible employees.  Employees are 

responsible for the entire premium cost(s) through payroll deduction.  Eligible classifications of employees are:  

Classification I, Classification III, and Classification VI  
 

FLEXIBLE SPENDING ACCOUNT (CAFETERIA PLAN) 
 

Employees can potentially reduce their taxes by making pre-tax contributions to a Flexible Spending Account 

(FSA) for work related child or dependent care expenses and for certain unreimbursed health care related expenses.  

You can contribute up to $200 per month ($2400 per year) to a Medical out-of-pocket expenses up to $416.66 per 

month ($5,000 per year) to a Dependent Care Account.  Your contributions are deducted from your paycheck 

before, and not subject to: federal, social security, Medicare and state taxes withholdings.  Eligible classifications of 

employees are:  Classification I, Classification III, and Classification VI 
 

PROFIT SHARING PLAN/401(k) 
 

All eligible employees are provided a profit sharing pension with a 401(k) option. The Profit Sharing plan requires 

the employee to be a minimum of 21 years old and work a minimum of 1,000 hours per Plan year for a minimum of 

one (1) year.  The decision to fund the profit sharing plan will be made at the June Board meeting.  Eligible 

classifications of employees are:  Classification I, Classification II, Classification III, Classification IV, and 

Classification VI 
 

After one (1) full calendar month of employment, employees have the option to contribute a portion of their salary, 

up to the current IRS limit(s), into a 401(k) plan.  Employees must be a minimum of 21 years old in order to 

participate in the optional 401(k).  All classifications of employees are eligible.  
 

SOCIAL SECURITY INSURANCE 
 

Pursuant to the Federal Insurance Contributions Act, better known as the Social Security Act, AEDD deducts a 

percentage of your pay, matches (or in certain years exceeds) it with an equal amount from AEDD, and sends it to 

the government to be deposited in your Social Security and Medicare account. If you are not familiar with the 

retirement and disability benefits provided under Social Security, check with your local Social Security office for a 

more complete explanation. All classifications of employees are eligible.    
 

WORKERS’ COMPENSATION INSURANCE 
 

Workers’ Compensation Insurance is paid by AEDD and, under certain conditions, provides compensation for your 

injury or death during the course of employment.  If you are injured while at work, report this to your supervisor 

immediately.  Do not pay any job-related medical or hospital expenses yourself.  Your supervisor will help you 

complete the accident report forms required to open your claim.  Remember that minor injuries may also be 

covered provided they were reported when they occurred. 

All on-the-job injuries requiring medical attention will be assessed and treated by AEDD designated medical 

provider.  Injuries requiring medical treatment after the medical provider’s office closes will be treated by AEDD 

designated hospital emergency room.  The Human Resources Office or the Executive Director must approve any 

medical treatment needed after you have left the work site. 
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Your failure to report a work related injury prior to the end of your shift that later requires medical attention may 

result in both internal disciplinary and/or a thorough external investigation for possible fraud.  You are not entitled 

to Workers’ Compensation wage replacement benefits for days missed until the eighth day of disability and after 

the claim has been determined to be compensable.  Available Sick or PTO leave may be used for the first seven 

days of disability.  Beginning on the eighth day of disability on a compensable claim, you are eligible to receive 

untaxed compensation equal to about 66 2/3 of your average weekly wage. 
 

After you use the first seven days, all remaining Sick or PTO leave will remain intact.  You are not eligible to 

receive compensation for accrued Sick or PTO leave days and Workers’ Compensation at the same time.  If you 

have exhausted Sick or PTO leaves during the first seven days, and Workers’ Compensation has paid you for those 

days, you may choose to reimburse AEDD and have leave time restored. 
 

Subject to the terms, conditions, and limitations of the applicable plans, health insurance benefits, for otherwise 

eligible employees, will be provided by AEDD until the end of the third full month of Workers’ Compensation 

absence.  At that time, employees will receive notice of their right to chose to continue Health Care coverage on a 

self-pay basis pursuant to COBRA laws.  
 

Any questions concerning Workers’ Compensation and treatment of injuries should be referred to the Human 

Resources Department. 
 

PAID TIME OFF  
 

AEDD recognizes that employees wish to be granted paid time-off  to have opportunities to enjoy time away from 

work to help balance their lives.  AEDD has established this paid time off (PTO) policy to meet those needs.   
 

Paid time off is available for eligible employees and provides opportunities for rest, relaxation, and personal 

pursuits.  Employees in the following employment classification(s) are eligible for earning and using PTO as 

described in this policy: Classification I  
 

Employees must meet all eligibility requirements and be employed for six (6) full calendar months before 

becoming eligible to take or receive pay for PTO leave. The amount of paid time off employees receive each year 

increases with the length of their employment as shown in the following schedules.   
 

Years of Service New Hires 2 Years 5 Years 10 Years 

PTO Monthly Accrual 6.00 9.33 12.67 16.00 
 

For accrual schedule for hire dates prior to July 1, 2003, please contact the Human Resources Department. 
 

Employees should request advance approval from their immediate supervisor for PTO days. PTO time can be used 

in minimum increments of one hour.  All requests will be approved based on a number of factors, which include 

business needs and staffing requirements. 
 

PTO is paid at the base pay rate in effect for the employee at the time PTO is being requested.  It does not include 

overtime or any special forms of compensation such as incentives, commissions, bonuses, or shift differentials. 

As previously stated, employees are encouraged to use available paid time off for rest, relaxation, and personal 

pursuits; however, in the event that available PTO is not used by the end of the current fiscal year, employees may 

carry a maximum of 240 hours of earned, unused PTO forward to the next fiscal year. AEDD’s fiscal year is from 

July 1 – June 30.  Employees may also request pay in lieu of paid time off. In order to sell leave the employee must, 

at all times, maintain a minimum balance of eighty (80) PTO hours. Employees are able to sell leave only during 

the months of December and June.  The Executive Director has sole authority for approval of all such requests.  
 

Upon termination of employment employees will be paid all accrued PTO leave unless they were terminated for 

disciplinary reasons.  In the case of termination for disciplinary reasons no accrued leave will be paid.  
 

HOLIDAYS 
 

AEDD will grant paid holiday time off to eligible classifications on the holidays listed below: 
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New Year’s Day       Independence Day  Day After Thanksgiving 

Martin Luther King, Jr. Day         Labor Day        Christmas Eve 

Memorial Day                                     Thanksgiving Day  Christmas Day 

                                                                            

Holiday pay will be calculated based on the straight time pay rate of the employee at the time of the holiday times 

the regular number of scheduled hours up to eight (8) hours. The eligible employee classification is: Classification I 

and Classification VI 
 

If a recognized holiday falls during a paid absence for an eligible employee such as PTO, sick leave, etc., holiday 

pay will be provided instead of the paid time off benefit that would have otherwise applied. If a holiday falls on a 

Saturday, it will be observed on the previous Friday.  If a holiday falls on a Sunday, it will be observed on the 

following Monday. If an eligible non-exempt employee works on a recognized holiday, he or she will receive 

wages at one and one-half times their straight time rate of pay for the hours worked on that holiday.  Non-

emergency time worked during a holiday must receive prior approval from the employee’s immediate supervisor. 
 

Paid time off for holidays will not be counted as hours worked for the purposes of determining whether or not 

overtime pay is owed to the employee. 
 

SICK LEAVE  
 

A maximum of 96 paid sick hours, eight (8) hours for each full month employed, will be accrued per fiscal year.  

AEDD’s fiscal year is from July 1 – June 30.  Employees must meet all eligibility requirements and be employed 

for six (6) full calendar months before becoming eligible to take or receive pay for Sick leave. Four hundred eighty 

(480) hours of sick leave can be carried forward from year-to-year.  Sick leave will be provided to employees in the 

following classifications: Classification I and Classification VI. 
 

Employees must apply for non-emergency leave in writing no less than twenty-four hours in advance.  Unless 

otherwise instructed by your supervisor, employees must call in two (2) hours prior to the start of your scheduled 

shift. Failure to make proper notification within the appropriate time frame will be unauthorized leave.  It is the 

employee’s responsibility to ensure their leave time is approved before not attending work. Review and final 

approval of sick leave forms shall be the responsibility of the immediate supervisor. 
 

A written, signed excuse by your doctor must be obtained for any sick time off after the second day before payment 

can be made, except in instances with supervisor approval, whereby the employee is required to care for an 

immediate family member.  Sick leave privileges should not be abused and only used for legitimate personal or 

immediate family illness or disability. Any abuse of this privilege can jeopardize the employment status of the 

employee.  
        

In instances where an employee has a qualified illness prior to being employed six (6) full calendar months, he/she 

may request use of accrued leave, to the Executive Director or designee, prior to being eligible.   

Bereavement leave  
 

If an employee wishes to take time off due to the death of an immediate family member, the employee should 

notify their supervisor immediately. AEDD defines “immediate family” as the spouse, parent, child, sibling or 

parent of a spouse, a child or sibling of the spouse, the spouse of a child, or grandparents and grandchildren.   

Special consideration will also be given to any other person whose relationship with the employee was similar to 

any of the above listed people. Bereavement leave will be deducted from sick leave. Bereavement leave will be 

provided for eligible employees in the following classifications:  Classification I and Classification VI 

Bereavement leave will be approved unless there is a circumstance of unusual operating conditions which would 

require that an employee remain on the job.  Employees receive a maximum of five days where significant travel is 

required, and up to three days maximum for travel within the state or within a 250-mile radius.  The number of days 

will be discussed between the employee and the supervisor prior to the leave.  Any employee may, with supervisor 

approval, use any available paid leave, as necessary, for additional time off. 
 

Employees may also request pay in lieu of days off for sick leave days. In order to sell leave the employee must, at 

all times, maintain a minimum balance of at least ninety-six (96) sick hours.  The employee will be paid one hour 
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for each two hours sold.  Employees are able to sell sick leave only during the months of December and June.  The 

Executive Director has sole authority for approval of all such requests.  Upon termination of employment 

employees will be paid all accrued sick leave unless they were terminated for disciplinary reasons.  In the case of 

termination for disciplinary reasons no accrued leave will be paid.  
 

LEAVES OF ABSENCE 
 

General Provisions Applicable to all Leaves of Absence 
 

AEDD will grant all legally mandated leaves and may also grant a leave of absence in other circumstances.  You 

should notify your supervisor in writing as soon as you become aware that you may need a leave of absence.  

AEDD will consider your request in accordance with applicable law and AEDD’s leave policies.  You will be 

notified whether your leave request is granted or denied.  If you are granted leave, you must comply with the terms 

and conditions of the leave, including keeping in touch with the Human Resources Department during your leave, 

and giving prompt notice if there is any change in your status or return date. 
 

You must not accept other employment without written approval by the Executive Director or apply for 

unemployment insurance while you are on a leave of absence.  Acceptance of other employment or application for 

unemployment insurance while on leave will be treated as a voluntary resignation from employment with AEDD.   
 

Paid leave will not accrue while you are on an unpaid leave of absence.  Unless continued medical coverage is 

required by law, if you would like to continue your medical insurance coverage during your leave, you may 

continue coverage by paying the full amount of the premiums under the provisions of COBRA. The Director of 

Human Resources can give you additional information on this subject.   
 

AEDD may hold in abeyance or proceed with any counseling, performance review, or corrective action, including 

discharge, that was contemplated prior to any employee's request for or receipt of a leave of absence or that has 

come to the AEDD’s attention during the leave.  If any action is held in abeyance during the leave of absence, 

AEDD reserves the right to proceed with the action upon the employee's return.  Requesting or receiving a leave of 

absence in no way relieves employees of their obligations while on the job to perform their job responsibilities 

capably and up to AEDD 's expectations and to observe all AEDD policies, rules, and procedures. 
 

ADMINISTRATIVE LEAVE WITH PAY 
 

AEDD recognizes that employees who have exhausted sick leave due to severe illness or medical condition may 

need to take administrative leave with pay for a short period of time. 
 

Eligibility Requirements: 

a. Must be a regular full-time employee with at least five (5) years seniority and in an employment classification 

other than Classification III.   

b. Must have exhausted all paid leave time due to current illness. 

c. Employees may not be granted administrative leave with pay if they are deemed to have abused the sick leave 

policy, abuse will be determined by reviewing disciplinary documentation. 

d. Must have an accumulated balance of no less than 20 days (160 hours) sick leave prior to qualified illness. 

e. Must have not “sold” any PTO or sick leave for 12 months previous to qualified illness, unless they are in 

excess of  the allowed carry-over amount. 

f. Maximum administrative leave with pay will be 30 business days. 

g. Use of Administrative leave with pay runs concurrently with FMLA, if applicable.  

Severe illness or medical condition means a medical condition of an employee, as certified by a physician, which 

requires an employee’s absence from duty for a prolonged period of time and which results in a loss of income to 

the employee because of the exhaustion of all earned sick leave. 
 

To apply for Short-Term Paid Administrative Leave, please contact Human Resources. 

 

The Executive Director or designee may authorize administrative leave with pay for the purposes described in this 

policy.  Eligible classifications of employees are:  Classification I and Classification VI 
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DISCRETIONARY MEDICAL LEAVE   
 

Employees who are not eligible for any legally mandated medical leave or have exhausted such leave can request a 

medical leave without pay from the Director of Human Resources. The grant or denial of such leave is discretionary 

with AEDD and is considered on a case by case basis based on the needs of AEDD. Any request for a discretionary 

medical leave of absence must be in writing from the employee stating the reason(s), circumstances, and length of 

the requested leave.  Discretionary medical leave may not exceed 30 days.  The employee's request must be 

submitted at least ten (10) working days prior to the beginning of the requested leave if at all possible. Leaves of 

absence for indefinite periods are not granted.    
 

FAMILY AND MEDICAL LEAVE 
 

AEDD will comply with the Family and Medical Leave Act implementing Regulations as revised effective 

February 2013. The company posts the mandatory FMLA Notice and upon hire provides all new employees with 

notices required by the U.S. Department of Labor (DOL) on Employee Rights and Responsibilities under the 

Family and Medical Act in Arkansas.  
 

The function of this policy is to provide employees with a general description of their FMLA rights. In the event of 

any conflict between this policy and the applicable law, employees will be afforded all rights required by law.  

If you have any questions, concerns, or disputes with this policy, you must contact the Human Resources 

department in writing. 
 

Eligible employees with one-year of service with AEDD, who have worked at least 1,250 hours during the previous 

12 months, may take a total of 12 weeks (or up to 26 weeks of military caregiver leave to care for a covered 

servicemember with a serious injury or illness) of combined paid and unpaid leave in a rolling 12 month period. 

Employees are required to exhaust all company provided paid time off (i.e. sick leave and PTO) at the beginning of 

any covered FMLA absence which will be coordinated with any wage replacement insurance benefit.  
 

The 12 month period is calculated as follows: a “rolling” 12-month period measured backwards from the date an 

employee uses any FMLA leave. 
 

A. General Provisions  

Under this policy, AEDD will grant up to 12 weeks (or up to 26 weeks of military caregiver leave to care for a 

covered servicemember with a serious injury or illness) during a 12-month period to eligible employees. The leave 

may be paid, unpaid or a combination of paid and unpaid leave, depending on the circumstances of the leave and as 

specified in this policy.  
 

B. Eligibility  

To qualify to take family or medical leave under this policy, the employee must meet all of the following 

conditions:  
 

 1) The employee must have worked for the company for 12 months or 52 weeks. The 12 months or 52 

weeks need not have been consecutive. Separate periods of employment will be counted, provided that the break in 

service does not exceed seven years. Separate periods of employment will be counted if the break in service 

exceeds seven years due to National Guard or Reserve military service obligations or when there is a written 

agreement stating the employer’s intention to rehire the employee after the service break. For eligibility purposes, 

an employee will be considered to have been employed for an entire week even if the employee was on the payroll 

for only part of a week or if the employee is on leave during the week.  
 

 2) The employee must have worked at least 1,250 hours during the 12-month period immediately before the 

date when the leave is requested to commence. The principles established under the Fair Labor Standards Act 

(FLSA) determine the number of hours worked by an employee. The FLSA does not include time spent on paid or 

unpaid leave as hours worked. Consequently, these hours of leave should not be counted in determining the 1,250 

hours eligibility test for an employee under FMLA.  
 

http://www.dol.gov/esa/regs/compliance/posters/fmlaen.pdf
http://www.dol.gov/esa/regs/compliance/posters/fmlaen.pdf
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 3) The employee must work in a worksite where 50 or more employees are employed by the company 

within 75 miles of that office or worksite. The distance is to be calculated by using available transportation by the 

most direct route.  
 

C. Type of Leave Covered  

To qualify as FMLA leave under this policy, the employee must be taking leave for one of the reasons listed below:  

1) The birth of a child and in order to care for that child. 

2) The placement of a child for adoption or foster care and to care for the newly placed child. 

3) To care for a spouse, child or parent with a serious health condition (described below). 

4) The serious health condition (described below) of the employee. 
 

An employee may take leave because of a serious health condition that makes the employee unable to perform the 

functions of the employee's position.  
 

A serious health condition is defined as a condition that requires inpatient care at a hospital, hospice or residential 

medical care facility, including any period of incapacity or any subsequent treatment in connection with such 

inpatient care or a condition that requires continuing care by a licensed health care provider. 
 

This policy covers illnesses of a serious and long-term nature, resulting in recurring or lengthy absences. Generally, 

a chronic or long-term health condition that would result in a period of three consecutive days of incapacity with 

the first visit to the health care provider within seven days of the onset of the incapacity and a second visit within 

30 days of the incapacity would be considered a serious health condition. For chronic conditions requiring periodic 

health care visits for treatment, such visits must take place at least twice a year.  
 

Employees with questions about what illnesses are covered under this FMLA policy or under the company's sick 

leave policy are encouraged to consult with the Human Resources department.  
 

If an employee takes paid sick leave for a condition that progresses into a serious health condition and the employee 

requests unpaid leave as provided under this policy, the company may designate all or some portion of related leave 

taken as leave under this policy, to the extent that the earlier leave meets the necessary qualifications.  
 

5) Qualifying exigency leave for families of members of the National Guard or Reserves or of a regular component 

of the Armed Forces when the covered military member is on covered active duty or called to covered active duty. 

An employee whose spouse, son, daughter or parent either has been notified of an impending call or order to 

covered active military duty or who is already on covered active duty may take up to 12 weeks of leave for reasons 

related to or affected by the family member’s call-up or service. The qualifying exigency must be one of the 

following:  
 

a.     short-notice deployment. 
 

b.    military events and activities, 3) child care and school activities,  
 

c.     financial and legal arrangements, 5) counseling, 6) rest and recuperation, (7) post-deployment activities and 8) 

additional activities that arise out of active duty, provided that the employer and employee agree, including 

agreement on timing and duration of the leave. 
 

Eligible employees are entitled to FMLA leave to care for a current member of the Armed Forces, including a 

member of the National Guard or Reserves, or a member of the Armed Forces, the National Guard or Reserves who 

is on the temporary disability retired list, who has a serious injury or illness incurred in the line of duty on active 

duty for which he or she is undergoing medical treatment, recuperation, or therapy; or otherwise in outpatient 

status; or otherwise on the temporary disability retired list. Eligible employees may not take leave under this 

provision to care for former members of the Armed Forces, former members of the National Guard and Reserves, 

and members on the permanent disability retired list. 
 

In order to care for a covered servicemember, an eligible employee must be the spouse, son, daughter, or parent, or 

next of kin of a covered servicemember. 
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a)    A “son or daughter of a covered servicemember” means the covered servicemember's biological, adopted, or 

foster child, stepchild, legal ward, or a child for whom the covered servicemember stood in loco parentis, and who 

is of any age. 
 

b)    A “parent of a covered servicemember” means a covered servicemember's biological, adoptive, step or foster 

father or mother, or any other individual who stood in loco parentis to the covered servicemember. This term does 

not include parents “in law.” 
 

c)    Under the FMLA, a “spouse” means a husband or wife as defined under the law in the state where the 

employee resides.  

 

d)    The “next of kin of a covered servicemember” is the nearest blood relative, other than the covered 

servicemember's spouse, parent, son, or daughter, in the following order of priority: blood relatives who have been 

granted legal custody of the servicemember by court decree or statutory provisions, brothers and sisters, 

grandparents, aunts and uncles, and first cousins, unless the covered servicemember has specifically designated in 

writing another blood relative as his or her nearest blood relative for purposes of military caregiver leave under the 

FMLA. When no such designation is made, and there are multiple family members with the same level of 

relationship to the covered servicemember, all such family members shall be considered the covered 

servicemember's next of kin and may take FMLA leave to provide care to the covered servicemember, either 

consecutively or simultaneously. When such designation has been made, the designated individual shall be deemed 

to be the covered servicemember's only next of kin. For example, if a covered servicemember has three siblings and 

has not designated a blood relative to provide care, all three siblings would be considered the covered 

servicemember's next of kin. Alternatively, where a covered servicemember has a sibling(s) and designates a cousin 

as his or her next of kin for FMLA purposes, then only the designated cousin is eligible as the covered 

servicemember's next of kin. An employer is permitted to require an employee to provide confirmation of covered 

family relationship to the covered servicemember pursuant to § 825.122(j). 
 

Covered active duty” means: 
 

(a) “Covered active duty” for members of a regular component of the Armed Forces means duty during deployment 

of the member with the Armed Forces to a foreign country. 

(b) “Covered active duty” for members of the reserve components of the Armed Forces (members of the U.S. 

National Guard and Reserves) means duty during deployment of the member with the Armed Forces to a foreign 

country under a call or order to active duty in a contingency operation as defined in section 101(a)(13)(B) of title 

10, United States Code. (a) in the case of a member of a regular component of the Armed Forces, duty during the 

deployment of the member with the Armed Forces to a foreign country; and 
 

The leave may commence as soon as the individual receives the call-up notice. (Son or daughter for this type of 

FMLA leave is defined the same as for child for other types of FMLA leave except that the person does not have to 

be a minor.) This type of leave would be counted toward the employee’s 12-week maximum of FMLA leave in a 

12-month period. 
 

6) Military caregiver leave (also known as covered servicemember leave) to care for an injured or ill 

servicemember or veteran. 

An employee whose son, daughter, parent or next of kin is a covered servicemember may take up to 26 weeks in a 

single 12-month period to take care of leave to care for that servicemember. 
 

Next of kin is defined as the closest blood relative of the injured or recovering servicemember.  
 

The term “covered servicemember” means: 
 

(a) a member of the Armed Forces (including a member of the National Guard or Reserves) who is undergoing 

medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the temporary 

disability retired list, for a serious injury or illness; or 
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(b) a veteran who is undergoing medical treatment, recuperation, or therapy, for a serious injury or illness and who 

was a member of the Armed Forces (including a member of the National Guard or Reserves) at any time during the 

period of 5 years preceding the date on which the veteran undergoes that medical treatment, recuperation, or 

therapy. 
 

The term “serious injury or illness”: 
 

(a) in the case of a member of the Armed Forces (including a member of the National Guard or Reserves), means 

an injury or illness that was incurred by the member in line of duty on active duty in the Armed Forces (or existed 

before the beginning of the member’s active duty and was aggravated by service in line of duty on active duty in 

the Armed Forces) and that may render the member medically unfit to perform the duties of the member’s office, 

grade, rank, or rating; and 

(b) in the case of a veteran who was a member of the Armed Forces (including a member of the National Guard or 

Reserves) at any time during a period when the person was a covered servicemember, means a qualifying (as 

defined by the Secretary of Labor) injury or illness incurred by a covered servicemember in the line of duty on 

active duty that may render the servicemember medically unfit to perform the duties of his or her office, grade, rank 

or rating. 
 

(c) Outpatient status, with respect to a covered servicemember, means the status of a member of the Armed Forces 

assigned to either a military medical treatment facility as an outpatient; or a unit established for the purpose of 

providing command and control of members of the Armed Forces receiving medical care as outpatients. 
 

 D. Amount of Leave 

An eligible employee can take up to 12 weeks for the FMLA circumstances (1) through (5) above under this policy 

during any 12-month period. AEDD will measure the 12-month period as a rolling 12-month period measured 

backward from the date an employee uses any leave under this policy. Each time an employee takes leave, the 

company will compute the amount of leave the employee has taken under this policy in the last 12 months and 

subtract it from the 12 weeks of available leave, and the balance remaining is the amount the employee is entitled to 

take at that time. 
 

An eligible employee can take up to 26 weeks for the FMLA circumstance (6) above (military caregiver leave) 

during a single 12-month period. For this military caregiver leave, the company will measure the 12-month period 

as a rolling 12-month period measured forward. FMLA leave already taken for other FMLA circumstances will be 

deducted from the total of 26 weeks available.  
 

If a husband and wife both work for the company and each wishes to take leave for the birth of a child, adoption or 

placement of a child in foster care, or to care for a parent (but not a parent "in-law") with a serious health condition, 

the husband and wife may only take a combined total of 12 weeks of leave. If a husband and wife both work for the 

company and each wishes to take leave to care for a covered injured or ill servicemember, the husband and wife 

may only take a combined total of 26 weeks of leave. 
 

E. Employee Status and Benefits During Leave  

While an employee is on leave, AEDD will continue the employee's health benefits during the leave period at the 

same level and under the same conditions as if the employee had continued to work. If the employee chooses not to 

return to work for reasons other than a continued serious health condition of the employee or the employee's family 

member or a circumstance beyond the employee's control, the company will require the employee to reimburse the 

company the amount it paid for the employee's health insurance premium during the leave period.  
 

Under current company policy, the employee may pay a portion of the health care premium. While on paid leave, 

the employer will continue to make payroll deductions to collect the employee's share of the premium. While on 

unpaid leave, the employee must continue to make this payment, either in person or by mail. The payment must be 

received in the Accounting Department by the 5th day of each month. If the payment is more than 30 days late, the 

employee's health care coverage may be dropped for the duration of the leave. The employer will provide 15 days' 

notification prior to the employee's loss of coverage.  
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If the employee contributes to a life insurance or disability plan, the employer will continue making payroll 

deductions while the employee is on paid leave. While the employee is on unpaid leave, the employee may request 

continuation of such benefits and pay his or her portion of the premiums, or the employer may elect to maintain 

such benefits during the leave and pay the employee's share of the premium payments. If the employee does not 

continue these payments, the employer may discontinue coverage during the leave. If the employer maintains 

coverage, the employer may recover the costs incurred for paying the employee's share of any premiums, whether 

or not the employee returns to work.  
 

F. Employee Status After Leave  

An employee who takes leave under this policy may be asked to provide a fitness for duty (FFD) clearance from the 

health care provider. This requirement will be included in the employer’s response to the FMLA request. Generally, 

an employee who takes FMLA leave will be able to return to the same position or a position with equivalent status, 

pay, benefits and other employment terms. The position will be the same or one which is virtually identical in terms 

of pay, benefits and working conditions. The company may choose to exempt certain key employees from this 

requirement and not return them to the same or similar position.  
 

G. Use of Paid and Unpaid Leave 

 An employee who is taking FMLA leave because of the employee's own serious health condition or the serious 

health condition of a family member must use all personal or sick leave prior to being eligible for unpaid leave. 

Sick leave will be run concurrently with FMLA leave if the reason for the FMLA leave is covered by the 

established sick leave policy.   
 

Disability leave for the birth of the child and for an employee's serious health condition, including workers' 

compensation leave (to the extent that it qualifies), will be designated as FMLA leave and will run concurrently 

with FMLA. The employee may then be required to substitute accrued (or earned) paid leave as appropriate before 

being eligible for unpaid leave for what remains of the 12-week entitlement. An employee who is taking leave for 

the adoption or foster care of a child must use all paid vacation, personal or family leave prior to being eligible for 

unpaid leave.  
 

An employee who is using military FMLA leave for a qualifying exigency must use all paid vacation and personal 

leave prior to being eligible for unpaid leave. An employee using FMLA military caregiver leave must also use all 

paid vacation, personal leave or sick leave (as long as the reason for the absence is covered by the company’s sick 

leave policy) prior to being eligible for unpaid leave.  
 

H. Intermittent Leave or a Reduced Work Schedule 

The employee may take FMLA leave in 12 consecutive weeks, may use the leave intermittently (take a day 

periodically when needed over the year) or, under certain circumstances, may use the leave to reduce the workweek 

or workday, resulting in a reduced hour schedule. When leave is needed for planned medical treatment, the 

employee must make a reasonable effort to schedule treatment so as not to unduly disrupt the employer’s operation. 

In all cases, the leave may not exceed a total of 12 workweeks (or 26 workweeks to care for an injured or ill 

servicemember over a 12-month period).  
 

The company may temporarily transfer an employee to an available alternative position with equivalent pay and 

benefits if the alternative position would better accommodate the intermittent or reduced schedule, in instances of 

when leave for the employee or employee's family member is foreseeable and for planned medical treatment, 

including recovery from a serious health condition or to care for a child after birth, or placement for adoption or 

foster care.  
 

For the birth, adoption or foster care of a child, the company and the employee must mutually agree to the schedule 

before the employee may take the leave intermittently or work a reduced hour schedule. Leave for birth, adoption 

or foster care of a child must be taken within one year of the birth or placement of the child.  
 

If the employee is taking leave for a serious health condition or because of the serious health condition of a family 

member, the employee should try to reach agreement with the company before taking intermittent leave or working 
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a reduced hour schedule. If this is not possible, then the employee must prove that the use of the leave is medically 

necessary 
 

I. Certification for the Employee’s Serious Health Condition  

AEDD will require certification for the employee’s serious health condition. The employee must respond to such a 

request within 15 days of the request or provide a reasonable explanation for the delay. Failure to provide 

certification may result in a denial of continuation of leave. Medical certification will be provided using the DOL 

Certification of Health Care Provider for Employee’s Serious Health Condition.  
 

AEDD may directly contact the employee’s health care provider for verification or clarification purposes using a 

health care professional, an HR professional, leave administrator or management official. The company will not use 

the employee’s direct supervisor for this contact. Before the company makes this direct contact with the health care 

provider, the employee will be a given an opportunity to resolve any deficiencies in the medical certification. In 

compliance with HIPAA Medical Privacy Rules, the company will obtain the employee’s permission for 

clarification of individually identifiable health information.  
 

AEDD has the right to ask for a second opinion if it has reason to doubt the certification. The company will pay for 

the employee to get a certification from a second doctor, which the company will select. The company may deny 

FMLA leave to an employee who refuses to release relevant medical records to the health care provider designated 

to provide a second or third opinion. If necessary to resolve a conflict between the original certification and the 

second opinion, the company will require the opinion of a third doctor. The company and the employee will 

mutually select the third doctor, and the company will pay for the opinion. This third opinion will be considered 

final. The employee will be provisionally entitled to leave and benefits under the FMLA pending the second and/or 

third opinion.  
 

J. Certification for the Family Member’s Serious Health Condition 

AEDD will require certification for the family member’s serious health condition. The employee must respond to 

such a request within 15 days of the request or provide a reasonable explanation for the delay. Failure to provide 

certification may result in a denial of continuation of leave. Medical certification will be provided using the DOL 

Certification of Health Care Provider for Family Member’s Serious Health Condition. 
 

AEDD may directly contact the employee’s family member’s health care provider for verification or clarification 

purposes using a health care professional, an HR professional, leave administrator or management official. The 

company will not use the employee’s direct supervisor for this contact. Before the company makes this direct 

contact with the health care provider, the employee will be a given an opportunity to resolve any deficiencies in the 

medical certification. In compliance with HIPAA Medical Privacy Rules, the company will obtain the employee’s 

family member’s permission for clarification of individually identifiable health information.  
 

AEDD has the right to ask for a second opinion if it has reason to doubt the certification. The company will pay for 

the employee’s family member to get a certification from a second doctor, which the company will select. The 

company may deny FMLA leave to an employee whose family member refuses to release relevant medical records 

to the health care provider designated to provide a second or third opinion. If necessary to resolve a conflict 

between the original certification and the second opinion, the company will require the opinion of a third doctor.  

AEDD and the employee will mutually select the third doctor, and the company will pay for the opinion. This third 

opinion will be considered final. The employee will be provisionally entitled to leave and benefits under the FMLA 

pending the second and/or third opinion. 
 

K. Certification of Qualifying Exigency for Military Family Leave 

The company will require certification of the qualifying exigency for military family leave. The employee must 

respond to such a request within 15 days of the request or provide a reasonable explanation for the delay. Failure to 

provide certification may result in a denial of continuation of leave. This certification will be provided using the 

DOL Certification of Qualifying Exigency for Military Family Leave. 
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L. Certification for Serious Injury or Illness of Covered Servicemember for Military Family Leave 

The company will require certification for the serious injury or illness of the covered servicemember. The employee 

must respond to such a request within 15 days of the request or provide a reasonable explanation for the delay. 

Failure to provide certification may result in a denial of continuation of leave. This certification will be provided 

using the DOL Certification for Serious Injury or Illness of Covered Servicemember. 
 

M. Recertification 

The company may request recertification for the serious health condition of the employee or the employee’s family 

member no more frequently than every 30 days and only when circumstances have changed significantly, or if the 

employee receives information casting doubt on the reason given for the absence, or if the employee seeks an 

extension of his or her leave. Otherwise, the company may request recertification for the serious health condition of 

the employee or the employee’s family member every six months in connection with an FMLA absence. The 

company may provide the employee’s health care provider with the employee’s attendance records and ask whether 

need for leave is consistent with the employee’s serious health condition.  
 

N. Procedure for Requesting FMLA Leave  

All employees requesting FMLA leave must provide verbal or written notice of the need for the leave to the HR 

Director. Within five business days after the employee has provided this notice, the HR Director will complete and 

provide the employee with the DOL Notice of Eligibility and Rights. 
 

When the need for the leave is foreseeable, the employee must provide the employer with at least 30 days' notice. 

When an employee becomes aware of a need for FMLA leave less than 30 days in advance, the employee must 

provide notice of the need for the leave either the same day or the next business day. When the need for FMLA 

leave is not foreseeable, the employee must comply with the company’s usual and customary notice and procedural 

requirements for requesting leave, absent unusual circumstances.  
 

O. Designation of FMLA Leave 

Within five business days after the employee has submitted the appropriate certification form, the HR Director 

designee will complete and provide the employee with a written response to the employee’s request for FMLA 

leave using the DOL Designation Notice. 
 

P. Intent to Return to Work From FMLA Leave 

On a basis that does not discriminate against employees on FMLA leave; the company may require an employee on 

FMLA leave to report periodically on the employee’s status and intent to return to work. 
 

Q.  Return to Work 

Employees returning to work from an FMLA leave must contact the HR Director  or designee no later than two 

business days prior to returning to work, and provide a medical certification of the employee’s fitness to return 

from any FMLA absence due to the employee’s own serious medical condition.  Medical certification forms with a 

current job description will be forwarded to the employee at the time their leave is designated as FMLA. The HR 

Director will evaluate the certification to determine if the employee is able to safely return to work based on any 

work restrictions, if any, noted on the medical certification. If at any time during the FMLA leave the employee has 

questions, or  decides that they will not be returning to work, they should contact the HR Director or designee.  
 

JURY DUTY 
 

AEDD encourages employees to fulfill their civic responsibilities by serving on jury duty when required.  

Employees who have completed a minimum of 183 calendar days of service in an eligible classification may 

request up to two (2) weeks of paid jury duty leave from AEDD over any one (1) year period which shall be offset 

by any pay received from the court for jury duty.  Jury duty will be calculated at the base pay rate of the employee 

times the number of hours the employee would otherwise have worked on the day(s) of absence, up to a maximum 

of eight (8) hours per day.  The employee classification which would qualify for paid jury duty leave is:  

Classification I. All exempt employees in any Classification shall also receive their regular weekly salary for any 

workweek in which they perform any work and also serve on a jury.  
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If an employee is required to serve on jury duty beyond the two (2) week period of jury duty leave, he or she may 

use any other available time off, such as PTO, or they may request an unpaid jury duty leave of absence. 
 

An employee must show the jury duty summons to their supervisors as soon as possible. The supervisor can then 

make arrangements for accommodating their absence from work during the jury duty leave period. An employee is 

expected to report for work whenever the court schedule permits. 
 

AEDD or the employee may request an excuse from jury duty if, in the judgement of AEDD, the absence of that 

employee would create a serious operational difficulty.  AEDD will continue providing all employee benefits for 

the full term of the jury duty absence.   
 

MILITARY LEAVE POLICY 
 

All employees are entitled to leave without pay for qualifying service in the uniformed services (including Army 

Reserves and Air National Guard).  Employees may substitute any accrued leave for unpaid military leave, but are  

not required to do so. 
 

Employees who are eligible are entitled to reinstatement or re-employment rights without loss of seniority.  

Eligibility for reinstatement will be determined in accordance with applicable state and federal laws.  You must 

seek re-employment within a specified period of time depending on the length of your military leave.  For example, 

employees who have taken less than thirty one (31) days military leave must report to work the next regular work 

day after you are released.  Employees who serve more than thirty (30) days but less than one hundred eighty-one 

(181) days must seek re-employment within fourteen (14) days and employees who serve more than one hundred 

eighty (180) days must reapply within ninety (90) days. 
 

Employees must notify the Human Resources Department of the need for military leave as far in advance of the 

leave as practicable so that we may plan for your absence.  When an individual is called to active military service 

personnel records should contain a copy of the orders reflecting the beginning date and expected return date and 

whether the employee has elected to use accrued paid leave.  
 

NURSING MOTHERS  
 

Nursing mothers will be allowed reasonable break time to express breast milk for a period of one year after the 

child’s birth each time such employee has the need to express milk. This may run concurrently with other paid or 

unpaid breaks already provided.  AEDD will provide a private area, other than a bathroom, that is shielded from 

view and free from intrusion from coworkers and the public, for the mother to express milk.  Employees shall make 

reasonable efforts to minimize disruption of the employer’s operations. The one year time frame will be extended 

should your doctor require a longer period of nursing. Documentation will need to be provided to the Human 

Resources Department prior to the extension. 
 

ORGAN DONATION 
 

Employees that are not eligible for FMLA can request up to 90 days’ unpaid leave for the purpose of testing for, 

donation of, and recovery form organ donation.  
 

PERSONAL LEAVE 
 

AEDD may provide a leave of absence without pay to eligible employees who wish to take time off from work 

duties to fulfill personal obligations.  Employees in the following employment classifications are eligible to request 

personal leave as described in this policy:  Classification I, Classification II, Classification III, Classification IV, 

and Classification VI. 
 

Eligible employees may request personal leave only after having completed 183 calendar days of service.  As soon 

as eligible employees become aware of the need for a personal leave of absence, they should request leave from 

their supervisor. 
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Personal leave may be granted for a period of up to ninety-(90) calendar days every one (1) year. If this initial 

period of absence proves insufficient, consideration will be given to a written request for a single extension of no 

more than ninety (90) calendar days.  With the approval of the supervisor, an employee may take any available sick 

or PTO leaves as part of the approved period of leave. 
 

Requests for personal leave will be evaluated based on a number of factors including anticipated work load 

requirements and staffing considerations during the proposed leave period. 
 

Benefit accruals, such as PTO or sick leave will be suspended during the leave, but will resume upon return to 

active employment. 
 

When a personal leave ends, every reasonable effort will be made to return the employee to the same position, if it 

is available, or to a similar available position, for which the employee is qualified.  However, AEDD cannot 

guarantee reinstatement in all cases. 
 

If an employee fails to report to work promptly at the expiration of the approved leave period, AEDD will presume 

the employee has resigned. 
 

WITNESS DUTY 
 

AEDD encourages employees to appear in court for witness duty when subpoenaed by the court. If employees have 

been subpoenaed or otherwise asked to testify as witnesses for or by AEDD, they will receive paid time off for the 

entire period of witness duty. 
 

The subpoena should be shown immediately upon receipt to the supervisor of the employee. Arrangements can then 

be made for operating requirements during the absence of the employee. Again, the employee is still expected to 

report for work whenever the court schedule permits. 

 

Crime Victim Leave 

In addition to jury and witness duty leave, an employee will be allowed time off to participate at the prosecuting 

attorney's request in preparation for a criminal justice proceeding or to attend a criminal justice proceeding if the 

attendance is reasonably necessary to protect the interests of a crime victim.  The request should be documented 

and provided to the employee’s immediate supervisor or human resources.  
 

WORKERS’ COMPENSATION LEAVE 
 

Employees who have an accepted claim for workers’ compensation benefits shall be provided an unpaid leave of 

absence until such time as they are medically released to return to work or deemed permanently disabled.  Workers’ 

Compensation leave shall run concurrently with FMLA leave, if applicable. Employees on workers’ compensation 

leave can utilize accrued paid leave in coordination with any workers’ compensation benefits up to an equivalent of 

full regular pay.  AEDD payment of health premiums continues for eligible employees for a period of three months 

after which time employees who lose employer paid health coverage shall receive a COBRA notice describing the 

process for continuing such coverage. 
 

Workers' compensation benefits usually do not cover absences for medical treatment. When you report a work-

related illness or injury, you will be sent for medical treatment, if treatment is necessary. You will be paid your 

regular wages for the time you spend seeking initial medical treatment.  Any further medical treatment will be 

under the direction of the health care provider. For any absences from work for follow-up treatment, physical 

therapy or other prescribed appointments the employee must use paid accrued leave or the leave will be unpaid.  

Upon submission of a medical certification that an employee is able to return to work, the employee under most 

circumstances will be reinstated to their same position held at the time the leave began or to an equivalent position, 

if available.  If an employee is released for modified duty, AEDD will attempt to provide alternate work.  As long 

as alternate work can be provided, an employee is expected to return to work.  If an employee chooses not to 

participate in the Return to Work program they may become ineligible for Worker’s Compensation disability 

benefits. 
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It is AEDD’s policy to provide meaningful work activity, as long as circumstances permit, for all employees who 

temporarily become unable to perform all, or portions, of their regular work assignments due to work-related injury 

or illness.  By providing temporary transitional or modified work activity, injured employees remain an active and 

vital part of the company.  Return to Work duties may be in the form of any of the following: changed duties within 

the scope of their current position, other available duties for which they may be qualified, or through a reduced 

work-hours schedule. The duties assigned under this program are temporary as AEDD’s goal is to return you back 

to your regular job duties as soon as medically possible.   
 

If, after returning from a workers’ compensation leave, an employee is unable to perform one or more of the 

essential functions of his/her job because he/she is a qualified individual with a physical or mental disability, 

AEDD shall engage in the interactive process to determine whether reasonable accommodation can be made 

consistent with state and federal disability laws.  
 

YOUR PAY 
 

ADMINISTRATIVE PAY CORRECTIONS 
 

AEDD takes all reasonable steps to ensure that employees receive the correct amount of pay in each paycheck and 

that employees are paid promptly on the scheduled payday.  In the event of an error in the amount of hours worked, 

the employee must contact their immediate supervisor for assistance. For all our concerns relating to your 

paycheck, please contact the Human Resources department. 
 

In the event that there is a payroll error that was the fault of AEDD, it is the employee’s responsibility to 

immediately bring the discrepancy to the attention of their immediate supervisor.  Corrections will then be made on 

the next payday. 
 

PAYDAY 
 

AEDD offers and encourages all employees to have their paychecks processed through direct deposit. Employees 

need to ensure the Human Resources department has their correct mailing address.  If an employee has direct 

deposit and AEDD receives returned mail for them, their direct deposit may be stopped until a correct address is 

received.     
 

All employees are paid bi-weekly on every other Friday.  Each paycheck will include earnings for all work reported 

through the end of the previous payroll period. 
 

In the event that a regularly scheduled payday falls on a day off such as a holiday, and to the extent possible,  

employees will receive pay on the last day of work before the regularly scheduled payday. 
 

If a regular payday falls during an employee’s personal time off (PTO), the employee’s paycheck will be made 

available upon their return from time off.  

No one else can pick up an employee’s check without written authorization from the employee. 
 

PAY ADVANCES 
 

AEDD does not provide pay advances on unearned wages or unpaid wages for employees. 
 

PAY DEDUCTIONS 
 

The law requires that AEDD make certain deductions from the compensation of every employee. Among these are 

applicable federal and state income taxes. AEDD must also deduct Social Security taxes on employee earnings up 

to a specified limit that is called the “Wage Base”. AEDD matches the amount of Social Security and Medicare 

taxes paid by each employee. 
 

AEDD offers programs and benefits beyond those required by law. Eligible employees may voluntarily authorize 

deductions from their paychecks to cover the cost of participation in these programs. 
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If you have any questions concerning why deductions were made from your paycheck or how they were calculated, 

your supervisor can assist in answering your questions. 
 

SEVERANCE PAY 
 

AEDD may provide severance pay to eligible employees whose employment is terminated for reasons that are not  

prejudicial to AEDD as determined by AEDD and at its sole discretion. Severance pay may be provided for the  

following eligible employee classification: Classification I and Classification VI. 
 

Specifically excluded from benefits under this provision are employees who:  were hired as temporary employees 

for a specified period of time. 
 

TIMEKEEPING 
 

In order to maintain accurate payroll records, all non-exempt employees are required to record your time on a time 

sheet.  Time must be recorded before you start work, before and after your lunch period, and at the end of your 

working day.  The total time for each day should be rounded to the nearest quarter hour.   You are responsible for 

indicating on your time sheet any holiday, paid time off, sick leave, or leave without pay during the pay period.  

Your supervisor will instruct you on this policy. 
 

Accurately recording time worked is the responsibility of every non-exempt employee.  Federal and state laws 

require AEDD to keep an accurate record of time worked in order to calculate employee pay and benefits. Time 

worked is all the time actually spent on the job performing assigned duties. 
 

You should also record the beginning and ending time of any split shift or departure from work for personal 

reasons. Overtime work must always be approved before it is performed. 
 

Non-exempt employees should report to work no more than seven (7) minutes (round off to nearest time) prior to 

their scheduled starting time nor stay more than seven (7) minutes after their scheduled stop time without 

expressed, prior authorization from their supervisor. Operational demands may necessitate that you work over time. 
 

After you have totaled your hours and signed your time sheet, it will be reviewed by your supervisor who will 

verify the hours.  Any discrepancy found will be discussed with you.  Your supervisor will sign your time sheet, 

indicating approval. 
 

Altering, falsifying, tampering with time records, or recording time on another employee’s time record will result in 

disciplinary action, including termination of employment. 
 

SAFETY AND SECURITY 
 

SAFETY 
 

AEDD has established a work place safety program to assist in providing a safe and healthy work environment for 

employees, consumers, customers, and visitors. This program is a top priority for AEDD. As such, AEDD has 

established a Health and Safety committee who has the responsibility of implementing, administering, monitoring, 

and evaluating the safety program. The success of this program depends on the alertness and personal commitment 

of all employees, consumers, customers and visitors. 
 

Some of the best safety improvement ideas come from employees. Those with ideas, concerns, or suggestions for 

improved safety in the work place are encouraged to raise them with their supervisor or safety committee member.  

Comment boxes are located at each location; they can also be used for ideas, concerns or suggestions.  Reports and 

concerns about work place safety issues may be made without fear of reprisal. 

 

AEDD provides information to employees about work place safety and health issues through regular internal 

communication channels such as supervisor employee meetings, bulletin board postings, memorandums, and 

written or other types of communication. 
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It is recognized and understood that the work environment cannot always be risk free. However, through training, 

awareness and management assistance, the safety hazards associated with jobs can be identified, and safety 

measures can be implemented to eliminate any controllable and/or preventable hazards. It is a basic responsibility 

of all supervisors to know the health and safety procedures that are required to instruct their employees and provide 

proper personal equipment to safely perform their jobs.  Employees are required to follow safety procedures and to 

use the proper personal protective equipment. 
 

AEDD believes no aspect of its operations or administration is more important than the health and safety of its 

employees, consumer, customers and visitors. We are dedicated to reducing injuries, accidents and environmental 

impact, and ensuring compliance. This is achieved by maintaining safe and healthy working conditions and by 

fostering a culture focused on awareness, open communication, safety education and inspections, and safe working 

methods in order to reduce injuries and accidents. Our goal is to have zero work related injuries and illnesses. 
 

Each employee is expected to obey safety rules and to exercise caution in all work activities. Employees must 

immediately report any unsafe condition to the appropriate supervisor. Employees, who violate safety standards, 

cause hazardous or dangerous situations, or who fail to report or, where appropriate, remedy such situations, may 

be subject to disciplinary action up to and including termination of employment.    
 

Under no circumstances will employees designated as “direct care staff” who work in an AEDD owned or operated 

facility, be permitted to work in sandals, open-toe shoes, or shoes with any heel.  All shoes must have non-skid 

soles and completely cover the foot, such as tennis shoes.  It is the responsibility of ALL AEDD employees to 

observe the following safety rules to prevent slips, trips, falls and other hazards: 

 

1. Keep floors and stairs clean, dry, non-slippery and free from debris and obstructions. 

2. Report any lighting inadequacies and replace any burned out bulbs and fluorescent tubes as soon as 

possible. 

3. Make sure mats and carpeting are free of holes and bumps that may cause tripping. 

4. Use warning signs for wet floors and other obstacles. 

5. Do not use chairs, boxes, tables, desks, etc. as substitutes for ladders. 

6. Do not leave oven, dishwasher or cupboards doors open. These may present a tripping hazard for you, your 

co-workers, or consumer(s). 

7. Do not work on electrical outlets or appliances.  

 

In the case of accidents that result in injury, regardless of how insignificant the injury may appear, employees 

should immediately notify the Human Resources department or the appropriate supervisor. Such reports are 

necessary to comply with laws and initiate insurance and worker compensation benefit procedures. 

If you are involved in a preventable workplace accident, you may be subject to disciplinary action. 
 

SECURITY INSPECTIONS 
 

AEDD wishes to maintain a work environment that is free of illegal drugs, alcohol, firearms, explosives, or other 

improper materials. AEDD for these reasons prohibits the possession, transfer, sale, or use of all such materials on 

its premises.  Full cooperation in administering this policy is expected from all employees. 
 

Desks, lockers, and other storage devices may be provided for the convenience of employees but remains the sole 

property of AEDD.  Accordingly, any agent or representative of AEDD may inspect all such devices, as well as any 

articles found within them, at any time or place with or without prior notice. 
 

AEDD wishes to discourage theft or unauthorized possession of the property of employees, visitors, customers, and 

consumers.  AEDD or its representative may inspect not only desks and lockers but also packages or other 

belongings of persons entering and or leaving the premises. Any employee who wishes to avoid inspection of any 

articles or materials should not bring such items onto the premises of AEDD. 
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COMPANY PROPERTY 
 

USE OF COMPANY OWNED VEHICLES AND EQUIPMENT 
 

Equipment and vehicles essential in accomplishing job duties are expensive and may be difficult to replace.  When 

using any company owned property, employees are expected to exercise care, perform required maintenance, and 

follow all operating instructions, safety standards, and guidelines.  In addition, employees driving company owned 

vehicles are required to adhere to state law regarding the use of seat belts and are not allowed to send electronic 

messages while driving. 
 

Please notify the appropriate supervisor immediately if any equipment, machines, tools, or vehicles appear 

damaged, defective, or in need of repair.  Prompt reporting of damages, defects, and the need for repairs could 

prevent deterioration of equipment and possible injury to employees or others.  The supervisor can answer any 

questions about the responsibility of an employee for the care and maintenance of equipment or vehicles used on 

the job. 
 

The personal use of, or the improper, careless, negligent, destructive, or unsafe use of or operation of equipment or 

vehicles, as well as excessive or avoidable traffic and parking violations may result in disciplinary action up to an 

including termination of employment. 
 

RETURN OF PROPERTY 
 

Employees are responsible for all property, materials, and written information issued to them or in their possession 

and control.  All AEDD property must be returned by employees on or before their last day of work.  AEDD may 

take all action deemed appropriate to recover or protect the property of AEDD. 
 

TERMINATION OF EMPLOYMENT 
 

CONTINUATION OF BENEFITS  -  CONSOLIDATED OMNIBUS BUDGET RECONCILIATION ACT 

(COBRA) 
 

The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their qualified 

beneficiaries the opportunity for continued health coverage under the current health plan of AEDD when a 

“qualifying event” would normally result in the loss of that eligibility. Some common qualifying events are 

resignation, death, termination, a reduction in hours, a reduction in the work force, a leave of absence, divorce or 

legal separation, or a dependent child who no longer meets eligibility requirements. Under the COBRA plan, an 

employee or beneficiary pays the full cost of coverage at the group rate of AEDD plus an administration fee. 
 

Benefit coverage will end the last day of the month in which your separation from AEDD occurs.  Any payment 

owed for this coverage will be deducted from the final paycheck.   

Upon separation from AEDD, you will be notified of any rights to continued coverage you may have under 

AEDD’s benefit plans. 
 

Each eligible employee will be provided with a written notice describing their rights under the COBRA plan when 

the employee becomes eligible for coverage under the health insurance plan of AEDD. The notice will contain 

important information regarding the rights and obligations of an employee covered under the COBRA plan. 
 

EMPLOYMENT TERMINATION 
 

Termination of employment is an inevitable part of personnel activity within any organization and many of the 

reasons for termination are routine.  Below are examples of some of the most common circumstances under which 

employment is terminated: 
 

RESIGNATION   Voluntary employment termination initiated by the employee, with at least two  

   weeks’  notice. 
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QUIT   Voluntary employment termination initiated by the employee, when providing  

   less than two weeks’ notice. 
 

JOB ABANDONMENT    Voluntary employment termination initiated by the employee, with no notice. 
 

TERMINATION   Involuntary employment termination initiated by the organization for disciplinary 

   reasons.  
 

LAYOFF   Involuntary employment termination initiated by the organization for   

  non-disciplinary reasons.  
 

RETIREMENT   Voluntary employment termination, initiated by the employee, meeting age, length 

    of service, and any other criteria for retirement from the organization. 
 

AEDD may schedule exit interviews at the time of employment termination. The exit interview will afford an 

opportunity for discussing such issues as employee benefits, conversion privileges, and repayment of outstanding 

debts to AEDD or return of AEDD owned property. Suggestions, complaints, and questions can also be voiced. 
 

Since employment with AEDD is based on mutual consent, both the employee and AEDD have the right to 

terminate employment at will, with or without cause or notice and at any time. Employees will receive their final 

pay in accordance with applicable state laws. 
 

Employee benefits will be affected by employment termination in the following manner: 
 

1. All eligible accrued leave benefits that are due and payable at termination will be paid at their cash value. 

Sick leave will be paid at 1 hour for every two sold. 

2. In the instance when termination is involuntary for disciplinary reasons any available PTO or sick leave 

will not be paid to the employee.  Nor will PTO or sick leave be paid to the employee if they do not provide 

proper notice, which is defined as two weeks. 

3. Some benefits may be continued at the employee’s expense if the employee so chooses. 

4. The employee will be notified in writing of the benefits that may be continued and of the terms, conditions, 

and limitations of such a continuation. 
 

REHIRE POLICY 
 

Employees who fail to give two-weeks notice when leaving their job will be ineligible for rehire, unless a 

providential or medical hindrance prevents the giving of a two-week notice.  Non-exempt employees who resign 

must wait sixty (60) days from the date of termination to reapply with AEDD, unless approval is received from the 

Executive Director or designee.  Employees who are terminated for misconduct will be ineligible for rehire for a 

minimum of five years.  Those who are terminated for the offenses of abuse or neglect, or other forms of 

maltreatment, will not be eligible for rehire.   

Terminated employees eligible for rehire may re-apply for available positions within AEDD after sixty (60) days 

following the date of termination.  Job selection, however, will be competitive and based on the applicant’s ability 

to meet or exceed the minimum job qualifications.  Prior work experience and history of employment within AEDD 

will be considered. 
 

RESIGNATION 
 

Resignation is a voluntary act initiated by the employee to terminate employment with AEDD.   AEDD requires at 

least two (2) weeks written notice of resignation from all employees in order to be considered eligible for rehire.   
 

Prior to the departure of an employee the Human Resources Department may schedule an exit interview to discuss 

the reasons for resignation and the effect of the resignation on benefits. 
 



AEDD Employee Handbook                          Page 51 of 53                                                  Revised 06/05/2017 

 

CONCLUSION 
 

INTERPRETATION OF GUIDELINES 
 

Human Resources are solely responsible for the interpretation of these guidelines as well as the application of the 

written guidelines to any and all situations.  Any questions concerning these guidelines should be directed to the 

Human Resources Department. 
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EMPLOYEE ACKNOWLEDGMENT  
 

The employee handbook describes important information about AEDD and I understand that I should consult my 

Supervisor regarding any questions not answered in the handbook. I have entered into my employment relationship 

with AEDD voluntarily and acknowledge that there is no specified length of employment.  Accordingly, either 

AEDD or I may terminate the relationship at will, with or without notice or cause at any time. 
 

I acknowledge the information, policies, and benefits described herein are necessarily subject to change without 

notice or written revision of this handbook. Only the Executive Director or Designee of AEDD has the authority to 

revise the policies in this handbook.  
 

Furthermore, I acknowledge that this handbook is not a contract of employment guaranteeing any specific benefits 

or length of employment.  I have received the handbook and I understand that it is my responsibility to read and 

comply with the policies and any revision contained within this handbook. 

_________________________________________ 

Employee Name - Type or Printed 

_________________________________________ _________________ 

Employee Signature Date 
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