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WELCOME TO COOPERATIVE CARE!!

We are happy to welcome you to Cooperative Care, the first organization of its kind in the Central United States. Cooperative Care is a worker owned cooperative providing homemaker and personal care services to individuals within their home environments.  
At Cooperative Care, we believe that each employee contributes directly to the growth and success of the company, and we hope you will take pride in being a member of our team.

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 become familiar with the contents of the employee handbook as soon as possible, for it will answer many questions about employment with Cooperative Care.

We believe that professional relationships are easier when all employees are aware of the culture and values of the organization. This guide will help you to better understand our vision for the future of our business and the challenges that are ahead.

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

Again, welcome!

Board of Directors
1.           INTRODUCTION
1.1
ORGANIZATION DESCRIPTION

1.1.1     SERVICES PROVIDED

Cooperative Care offers supportive home care, specializing in respite, short-term and long term care, helping people remain in their home.  Services are available 24 hours a day, 7 days a week, including holidays.  We are here to support our clients by helping them maintain their independence in their own home.
1.1.2
LOCATION OF OFFICE
Main Office:

402 E. Main Street
P.O. Box 620

Wautoma, WI 54983


1.1.3
THE HISTORY OF COOPERATIVE CARE
Caregivers in Waushara County formed Cooperative Care in 2001 to provide better wages and benefits for workers with the intention of providing superior service to community members in need of support.  We continue to grow and support our mission by expanding our service area and developing a team approach to service delivery.  The team approach supports coordination and quality of service.
1.1.4 MANAGEMENT PHILOSOPHY
Cooperative Care's management philosophy is based on responsibility and mutual respect. People who come to Cooperative Care want to work here because we have created an environment that encourages creativity and achievement. Cooperative Care aims to become a leader in supportive home care.  The mainstay of our strategy will be to offer a level of client focus that is superior to that offered by our competitors.

To help achieve this objective, Cooperative Care seeks to attract highly motivated individuals that want to work as a team and share in the commitment, responsibility, risk taking and discipline required to achieve our vision. Part of attracting these special individuals will be to build a culture that promotes both uniqueness and a bias for action. While we will be realistic in setting goals and expectations, Cooperative Care will also be aggressive in reaching its objectives. This success will in turn enable Cooperative Care to give its employees above average compensation and key elements in helping us maintain our leadership position in the worldwide marketplace.
1.1.5
GOALS

To help people stay in their homes.  Cooperative Care aims to provide the highest quality care to its clients by becoming a leader in the home care industry.  Also, we want to facilitate the expansion of our unique Cooperative Care motto.

1.2
INTRODUCTORY STATEMENT


This handbook is designed to acquaint you with Cooperative Care and provide you with information about working conditions, employee benefits, and some of the policies affecting your employment. You should read, understand, and comply with all provisions of the handbook. It describes many of your responsibilities as an employee and outlines the programs developed by Cooperative Care to benefit employees. One of our objectives is to provide a work environment that is conducive to both personal and professional growth.

No employee handbook can anticipate every circumstance or question about policy. As Cooperative Care continues to grow, the need may arise and Cooperative Care reserves the right to revise, supplement, or rescind any policies or portion of the handbook from time to time as it deems appropriate, in its sole and absolute discretion. Employees will be notified of such changes to the handbook as they occur.

1.3
CLIENT RELATIONS

Clients are among our organization's most valuable assets. Every employee represents Cooperative Care to our customers and the public. The way we do our jobs presents an image of our entire organization. Customers judge all of us by how they are treated with each employee contact. Therefore, one of our first business priorities is to assist any customer or potential customer. Nothing is more important than being courteous, friendly, helpful, and prompt in the attention you give to customers.

Cooperative Care will provide customer relations and services training to all employees. Customers who wish to lodge specific comments or complaints should be directed to the Executive Director or Team Leader for appropriate action. Our personal contact with the public, our manners on the telephone, and the communications we send to customers are a reflection not only of ourselves, but also of the professionalism of Cooperative Care. Positive customer relations not only enhance the public's perception or image of Cooperative Care, but also pays off in greater customer loyalty and increased sales and profit.

2.
THE EMPLOYMENT

2.1
NATURE OF EMPLOYMENT

Employment with Cooperative Care is voluntarily entered into, and the employee is free to resign at any time, with or without cause. Similarly, Cooperative Care may terminate the employment relationship at will at any time, with or without notice or cause, so long as there is no violation of applicable federal or provincial law.

Policies set forth in this handbook are not intended to create a contract, nor are they to be construed to constitute contractual obligations of any kind or a contract of employment between Cooperative Care and any of its employees. The provisions of the handbook have been developed at the discretion of the Board of Directors and, except for its policy of employment-at-will, may be amended or cancelled at any time, at Cooperative Care's sole discretion. 

These provisions supersede all existing policies and practices and may not be amended or added to without the express written approval of the Board of Directors.
2.2
EMPLOYEE RELATIONS

Cooperative Care believes that the work conditions, wages, and benefits it offers to its employees are competitive with those offered by other employers in this area and in this industry. If employees have concerns about work conditions or compensation, they are strongly encouraged to voice these concerns openly and directly to their supervisors.

Our experience has shown that when employees deal openly and directly with supervisors, the work environment can be excellent, communications can be clear, and attitudes can be positive. We believe that Cooperative Care amply demonstrates its commitment to employees by responding effectively to employee concerns.

In an effort to protect and maintain direct employer/employee communications, we will do anything we can to protect the right of employees to speak for themselves.
2.3
EQUAL EMPLOYMENT OPPORTUNITY

In order to provide equal employment and advancement opportunities to all individuals, employment decisions at Cooperative Care will be based on merit, qualifications, and abilities. Cooperative Care does not discriminate in employment opportunities or practices based on race, color, religion, sex, national origin, age, or any other characteristic protected by law.

This policy governs all aspects of employment, including selection, job assignment, compensation, discipline, termination, and access to benefits and training.

Any employees with questions or concerns about any type of discrimination in the workplace are encouraged to bring these issues to the attention of their immediate supervisor or the Administrative Coordinator or Executive Director. Employees can raise concerns and make reports without fear of reprisal. Anyone found to be engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and including termination of employment.


2.4
BUSINESS ETHICS AND CONDUCT

The successful business operation and reputation of Cooperative Care is built upon the principles of fair dealing and ethical conduct of our employees. Our reputation for integrity and excellence requires careful observance of the spirit and letter of all applicable laws and regulations, as well as a scrupulous regard for the highest standards of conduct and personal integrity.

The continued success of Cooperative Care is dependent upon our customers' trust and we are dedicated to preserving that trust. Members/Employees owe a duty to Cooperative Care, its customers, and other members/employees to act in a way that will merit the continued trust and confidence of the public.

Cooperative Care will comply with all applicable laws and regulations and expects its directors, officers, and employees to conduct business in accordance with the letter, spirit, and intent of all relevant laws and to refrain from any illegal, dishonest, or unethical conduct.

In general, the use of good judgment, based on high ethical principles, will guide you with respect to lines of acceptable conduct. If a situation arises where it is difficult to determine the proper course of action, the matter should be discussed openly with your immediate supervisor and, if necessary, with the President, or Executive Director for advice and consultation.

Compliance with this policy of business ethics and conduct is the responsibility of every Cooperative Care employee. Disregarding or failing to comply with this standard of business ethics and conduct could lead to disciplinary action, up to and including possible termination of employment.

2.5
PERSONAL RELATIONSHIPS IN THE WORKPLACE

During an employee’s performance of work assignments in a client’s home, relationships must be 
maintained at a professional and confidential level.  The employee is a representative of Cooperative Care.  As such, all employee / client relationships must reflect this fact. 

a) Personal phone numbers should not be given to clients.  All business matters must be conducted through the office.

b) Employees are not allowed to smoke in client’s homes.

c) Employees must be respectful of client’s home and property.

d) Employees will use terms of endearment sparingly. (“Sweetie”, “honey” ect.)

e) Employees will not share personal problems.

f) Employees will not get over involved with clients.

g) Employees will not keep secrets with clients.

h) Employees will not have sexual or romantic relationships with clients.

The employment of relatives or individuals involved in a dating relationship in the same area of an organization may cause serious conflicts and problems with favoritism and employee morale. In addition to claims of partiality in treatment at work, personal conflicts from outside the work environment can be carried over into day-to-day working relationships.

For purposes of this policy, a relative is any person who is related by blood or marriage, or whose relationship with the employee is similar to that of persons who are related by blood or marriage. A dating relationship is defined as a relationship that may be reasonably expected to lead to the formation of a consensual "romantic" or sexual relationship. This policy applies to all employees without regard to the gender or sexual orientation of the individuals involved.

Although Cooperative Care has no prohibition against employing relatives of current employees or individuals involved in a dating relationship with current employees, we are committed to monitoring situations in which such relationships exist in the same area. In case of actual or potential problems, Cooperative Care will take prompt action, and this can include reassignment. Employees in a close personal relationship should refrain from public workplace displays of affection or excessive personal conversation.

2.6
CONFLICTS OF INTEREST

Employees have an obligation to conduct business within guidelines that prohibit actual or potential conflicts of interest. This policy establishes only the framework within which Cooperative Care wishes the business to operate. The purpose of these guidelines is to provide general direction so that employees can seek further clarification on issues related to the subject of acceptable standards of operation. Contact the Executive Director for more information or questions about conflicts of interest.

Transactions with outside firms must be conducted within a framework established and controlled by the executive level of Cooperative Care. 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 to involve unusual gain require specific executive-level approval.

An actual or potential conflict of interest occurs when an employee is in a position to influence a decision that may result in a personal gain for that employee or for a relative because of Cooperative Care business dealings. For the purposes of this policy, a relative is any person who is related by blood or marriage, or whose relationship with the employee is similar to that of persons who are related by blood or marriage.

No "presumption of guilt" is created by the mere existence of a relationship with outside firms. However, if employees have any influence on transactions involving purchases, contracts, or leases, it is imperative that they disclose to an officer of Cooperative Care as soon as possible the existence of any actual or potential conflict of interest so that safeguards can be established to protect all parties. 

Personal gain may result not only in cases where an employee or relative has a significant ownership in a firm with which Cooperative Care does 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 Cooperative Care.

2.7
OUTSIDE EMPLOYMENT

Employees may hold outside jobs as long as they meet the performance standards of their job with Cooperative Care. All employees will be judged by the same performance standards and will be subject to Cooperative Care scheduling demands, regardless of any existing outside work requirements. 

If Cooperative Care determines that an employee's outside work interferes with performance or the ability to meet the requirements of Cooperative Care as they are modified from time to time, the employee may be asked to terminate the outside employment if he or she wishes to remain with Cooperative Care. 

Outside employment that constitutes a conflict of interest is prohibited. Employees may not receive any income or material gain from individuals outside Cooperative Care for materials produced or services rendered while performing their jobs.

2.8
NON-DISCLOSURE

The protection of confidential business information and trade secrets is vital to the interests and the success of Cooperative Care. Such confidential information includes, but is not limited to, the following examples:

                 * Compensation data                                     * Pending projects and proposals

                 * Computer processes                                   * Proprietary production processes

                 * Computer programs and codes                 * Research and development strategies

                 * Customer lists                                              * Technological prototypes

                 * Financial information                                   * Labor relations strategies

                 * Marketing strategies                                    * Client specific information

                 * New materials research                               * Employee information

All employees are required to sign a non-disclosure agreement as a condition of employment. Employees who improperly use or disclose trade secrets or confidential business information will be subject to disciplinary action, up to and including termination of employment and legal action, even if they do not actually benefit from the disclosed information.

2.9
DISABILITY ACCOMMODATION

Cooperative Care is ensuring equal opportunity in employment for qualified persons with disabilities. All employment practices and activities are conducted on a non-discriminatory basis.

Hiring procedures have been reviewed and provide persons with disabilities meaningful employment opportunities. Upon request, assistance in completing the application is available. Pre-employment inquiries are made only regarding an applicant's ability to perform the duties of the position. 

Reasonable accommodation is available to all employees with disabilities, where their disability affects the performance of job functions. All employment decisions are based on the merits of the situation in accordance with defined criteria, not the disability of the individual.

Qualified individuals with disabilities are entitled to equal pay and other forms of compensation (or changes in compensation) as well as in job assignments, classifications, organizational structures, position descriptions, lines of progression and seniority lists. Leave of all types will be available to all employees on an equal basis.

Cooperative Care is also committed to not discriminating against any qualified employees or applicants because they are related to or associated with a person with a disability. Cooperative Care will follow any provincial or local law that provides individuals with disabilities greater protection.

This policy is neither exhaustive nor exclusive. Cooperative Care is committed to taking all other actions necessary to ensure equal employment opportunity for persons with disabilities in accordance with all applicable federal, provincial, and local laws.

2.10
EMPLOYEE REFERRALS

Cooperative Care encourages employees to identify friends or acquaintances that are interested in 
employment opportunities and refer qualified outside applicants for positions. Employees should obtain permission from the individual before making a referral, share their knowledge of the organization, and not make commitments or oral promises of employment.

An employee should submit the referral's resume and/or completed application form to the Administrative Coordinator or Team Leader for a position. 

3.
EMPLOYMENT STATUS AND RECORDS

3.1
EMPLOYMENT CATEGORIES

It is the intent of Cooperative Care to clarify the definitions of employment classifications so that employees understand their employment status and benefit eligibility. 

Each employee is designated as either NONEXEMPT or EXEMPT from federal and provincial wage and hour laws. NONEXEMPT employees are entitled to overtime pay under the specific provisions of federal and provincial laws. EXEMPT employees are excluded from specific provisions of federal and provincial wage and hour laws. An employee's EXEMPT or NONEXEMPT classification may be changed only upon written notification by Cooperative Care management.

In addition to the above categories, each employee will belong to one other employment category: 

Full-time:
Work week must average at least 30 hours per week on a regular basis.  This is computed by averaging your hours per week over 3 months, plus the worker must have the intention of working full time and there must be probable continuing work in the immediate future. Or a worker may be considered full-time after the initial 90 days of employment if regular long term hours are assigned and being worked.

Part-time 1:

Work week must average between 20 and 29 hours per week on a regular 



basis.  This is determined the same as above for full time.

Part-time 2:

Work week does not average more than 19 hours on a regular basis.

For short periods of time, to insure quality of care during use of personal days, hours may exceed or fall short of limits without changing classification.

If hours drop below the required number for full or part time qualifications and it is no fault of the worker and the worker intends to take jobs to return to the qualifying hours, then the worker retains the 
classification for up to 90 days.  If the worker refuses jobs, the classification will not be retained and the worker will drop to the qualifying classification within 30 days.

3.2
ACCESS TO PERSONNEL FILES

Cooperative Care maintains a personnel file on each employee. The personnel file includes such information as the employee's job application, resume, records of training, documentation of performance appraisals and salary increases, and other employment records.

Personnel files are the property of Cooperative Care, and access to the information they contain is restricted. Generally, only supervisors and management personnel of Cooperative Care who have a legitimate reason to review information in a file are allowed to do so.

Employees who wish to review their own file should contact the Administrative Coordinator. With 72 business hours advance notice, employees may review their own personnel files in Cooperative Care offices and in the presence of an individual appointed by Cooperative Care to maintain the files.  If you 
would like copies of any documents in the file, you will be charged $ .25 per copy.
3.3
PERSONNEL DATA CHANGES

It is the responsibility of each employee to promptly notify Cooperative Care of any changes in personnel data. Personal mailing addresses, telephone numbers, number and names of dependents, individuals to be contacted in the event of emergency, educational accomplishments, and other such status reports should be accurate and current at all times. If any personnel data has changed, notify the Administrative Coordinator.
3.4
PROBATION PERIOD

The probation period is intended to give new employees the opportunity to demonstrate their ability to achieve a satisfactory level of performance and to determine whether the new position meets their expectations. Cooperative Care uses this period to evaluate employee capabilities, work habits, and overall performance. 

All new and rehired employees work on a probation basis for the first 90 calendar days after their date of hire. Any significant absence will automatically extend the probation period by the length of the absence. If Cooperative Care determines that the designated probation period does not allow sufficient time to thoroughly evaluate the employee's performance, the probation period may be extended for a specified period. 

Upon satisfactory completion of the probation period, employees enter the "regular" employment classification, and are offered membership. 

During the probation period, new employees are eligible for those benefits that are required by law, such as unemployment insurance and Social Security. After becoming regular employees, they may also be eligible for other Cooperative Care-provided benefits, subject to the terms and conditions of each benefits program. Employees should read the information for each specific benefits program for the details on eligibility requirements.

3.5
EMPLOYMENT APPLICATIONS

Cooperative Care relies upon the accuracy of information contained in the employment application, as well as the accuracy of other data presented throughout the hiring process and employment. Any 
misrepresentations, falsifications, or material omissions in any of this information or data may result in the exclusion of the individual from further consideration for employment or, if the person has been hired, termination of employment.

3.6
PERFORMANCE EVALUATION

Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal, day-to-day basis. Additional formal performance evaluations are conducted to provide both supervisors and employees the opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths, and discuss positive, purposeful approaches for meeting goals. 

After the employee has completed their probation period of 90 days, the immediate supervisor evaluates the performance of the employee and makes necessary adjustments if necessary. 

3.7
JOB DESCRIPTIONS

Cooperative Care makes every effort to create and maintain accurate job descriptions for all positions within the organization. Each description includes a job information section, a job summary section (giving a general overview of the job's purpose), an essential duties and responsibilities section, a supervisory responsibilities section, a qualifications section (including education and/or experience, language skills, mathematical skills, reasoning ability, and any certification required), a physical demands section, and a work environment section.

Cooperative Care maintains job descriptions to aid in orienting new employees to their jobs, identifying the requirements of each position, establishing hiring criteria, setting standards for employee performance evaluations, and establishing a basis for making reasonable accommodations for individuals with disabilities.

The Team Leader’s, Administrative Coordinator, and Executive Director prepare job descriptions when new positions are created. Existing job descriptions are also reviewed and revised in order to ensure that they are up to date. Job descriptions may also be rewritten periodically to reflect any changes in the position's duties and responsibilities. All employees will be expected to help ensure that their job descriptions are accurate and current, reflecting the work being done.

Employees should remember that job descriptions do not necessarily cover every task or duty that might be assigned, and that additional responsibilities may be assigned as necessary. Contact your Team Leader or Executive Director if you have any questions or concerns about your job description.

3.8
WAGE ADMINISTRATION

The wage administration program at Cooperative Care was created to achieve consistent pay practices, comply with federal and provincial laws, mirror our commitment to Equal Employment Opportunity, and offer competitive wages within our labor market. Because recruiting and retaining talented employees is critical to our success, Cooperative Care is committed to paying its employees equitable wages that reflect the requirements and responsibilities of their positions and are comparable to the pay received by similarly situated employees in other organizations in the area.

Pay raises are determined by the Board of Directors.  Employees should bring their pay-related questions or concerns to the Administrative Coordinator or the Board of Directors. The Executive Director is also available to answer specific questions about the wage administration program.
4.
EMPLOYEE BENEFIT PROGRAMS
4.1
EMPLOYEE BENEFITS

Eligible employees at Cooperative Care are provided a range of benefits. A number of the programs (such as unemployment insurance) cover all employees in the manner prescribed by law. 

Benefits eligibility is dependent upon a variety of factors, including employee classification. Your supervisor can identify the programs for which you are eligible. Details of many of these programs can be found elsewhere in the employee handbook. 

The following benefit programs are available to eligible employees: 

Eligible employees are provided with the following benefits (see the Colonial Life and Delta Dental/Vision benefits program handbook):

                   * Life Insurance                                                   *Delta Dental/Vision 


            * Long-Term Disability                                        * Membership
The Colonial Life and Delta Dental/Vision benefit programs require contributions from the employee of 100% of the applicable premiums. 

4.2         PAY RATES
Pay rates are set by the Board of Directors or the Executive Director.

4.3        RAISES

Pay raises, such as cost of living, are determined by the Board of Directors.

4.4        DIFFERENTIAL PAY FOR EMERGENCY WORK
A bonus will be paid for employees who perform emergency work when required  within four hours of needed coverage.  Bonus rates are based on the following schedule:

	Bonus
	Number of hours covered

	$10.00
	Shifts less than 5 hours

	$15.00
	Shifts 5 hours or more


4.5       MINIMUM PAY
You will be paid one half hour of pay, plus mileage, if your client is not at home or refuses service when you arrive at a scheduled visit.  You must notify the office immediately.  If not reported, you will not get paid.

4.6      MILEAGE REIMBURSEMENT 
All mileage will be compensated at $0.30 per mile, minus the first 10 miles of the first 10 working days of each pay period.  If the shift is six (6) hours or more, you will not be reimbursed personal mileage.  Mileage will be reimbursed up to the miles according to MapQuest.

4.7
PERSONAL TIME OFF BENEFITS (PTO)
PTO is available to eligible employees to provide opportunities for rest, relaxation, and personal pursuits. All employees are eligible to earn and use PTO as described in this policy:

The amount of PTO employees receives increases with the length of their employment as shown in the following schedule:

Full-time:  For every hour worked, members/employees who meet the full-time definition will earn paid personal time, based on years of service.  (See chart on pg. 14)

Part-time 1:  For every hour worked, members/employees who meet at least the part-time1 definition will earn paid personal time, based on years of service. (See chart on pg. 14)

Part-time 2:  Will not accrue personal time off

 Note:  The amount available to use is based on the previous 3 months work history of part time or full time hours.

Qualifying members/employees may ask for payout of accrued personal hours at any time during the year.  The pay outs will occur with the next regularly scheduled payroll, however; when taking off for scheduled hours, your PTO will be paid out if accrued.

Pay outs may occur the last pay day in January.  The January pay out will include hours worked from January 1 through December 31.  Minus the time that has been paid out throughout the year.

When a member/employee terminates, the actual hours worked will be reconciled with personal hours accrued and taken, and the payout will occur in the last pay period.
Personal hours would begin accruing at the first day of employment and be available for use after 90 days of continuous employment.  Part-time status of at least 20 hours of work per week is required to accrue benefits.
1.  Change the accrual rate based on years of service:

Service years—Full Time                                                     Service years--Part Time 1   

1 & 2 

40 hour maximum (.02 per hour)                  1 & 2         30 hours max (.02 per hour)

3 through 5 
80 hours maximum (.04 per hour)                3 plus         60 hours max (.04 per hour)

6 +

120 hours                (.06 per hour)

2.  Change payout schedule

Employees, who wish to receive a payout of hours, may request it at any time.  There will be no mandatory payout in July.

3.   January payout 

The January payout of accrued personal hours will be directly deposited in your authorized account.  The January pay out will include hours worked from January 1st  through December 31st.
Once employees enter an eligible employment classification, they begin to earn PTO according to the schedule. However, before PTO can be used, a waiting period of 90 calendar days must be completed. After that time, employees can request use of earned PTO including that accrued during the waiting period.

PTO can be used in minimum increments of one hour. To take PTO, employees should request advance approval from their supervisors. Requests will be reviewed based on a number of factors, including business needs and staffing requirements.

PTO is paid at the employee's pay rate at the time of use. 

As stated above, employees are encouraged to use available PTO for rest, relaxation, and personal pursuits. Pay outs may occur the last pay day in January.  The January pay out will include hours worked from January 1 through December 31.  Minus the time that has been paid out throughout the year.

 In the event that available vacation is not used by the end of the reference period, the balance of unused vacation will be paid out to the employee.  

Upon termination of employment, employees will be paid for unused vacation time that has been earned through the last day of work.

4.8
HOLIDAYS

Cooperative Care will grant holiday pay, at time and a half, to all employees who work on the holidays listed below:

 New Year’s Day, Good Friday, Easter Sunday, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, Christmas Eve and Christmas Day.

4.9
WORKERS COMPENSATION INSURANCE

Cooperative Care provides a Worker’s Compensation insurance program at no cost to employees. This program covers any injury or illness sustained in the course of employment that requires medical, surgical, or hospital treatment. Subject to applicable legal requirements, workers' compensation insurance 
provides benefits after a short waiting period or, if the employee is hospitalized, immediately. 

Employees who sustain work-related injuries or illnesses must inform their supervisor immediately. No matter how minor an on-the-job injury may appear, it is important that it be reported immediately. This will enable an eligible employee to qualify for coverage as quickly as possible. 

Neither Cooperative Care nor the insurance carrier will be liable for the payment of workers' compensation benefits for injuries that occur during an employee's voluntary participation in any off-duty recreational, social, or athletic activity sponsored by Cooperative Care.

4.10
BEREAVEMENT LEAVE

Any employee who wishes to take unpaid time off due to a death in the immediate family should notify their supervisor immediately.  Bereavement leave is normally granted unless there are unusual business needs or staffing requirements.  An employee may use accrued paid time off to cover the unpaid absence.

Employees are allowed up to take up to three days off from regularly scheduled duty in the event  of the death of a spouse, parents, grandparents, children and grand children, brother and sisters, mother-in-law, father-in-law, sister-in-law, brother-in-law, daughter-in-law and son-in-law.  Adopted and step members are also included in immediate family.  

If the employee wishes that the death remain confidential, Cooperative Care will act accordingly to honor those wishes.

 5.
TIMEKEEPING / PAYROLL
5.1        TIME SHEETS/CLIENT DOCUMENTATION/TELEPHONY


All time is to be recorded on the specific time sheets provided by Cooperative Care or shall be recorded through the telephony system.  Workers must use the call-in system unless directed otherwise.  All client related documentation is to be completed per the instructions of Cooperative Care.  If a worker is using a hard copy of a time sheet, all time sheets must be returned to the Cooperative Care office by the  3rd of the month for the last pay period of the previous month and by the 17th of the month for the pay period covering the first half of the current month.  Failure to turn in time sheets on time may result in pay checks being run with a later payroll.  Client related documentation must be turned in to the Cooperative Care office with the time sheets.
Accurately recording time worked is the responsibility of every employee. Federal and state/provincial laws require Cooperative Care 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. 

Altering, falsifying, tampering with time records, or recording time on another employee's time record may result in disciplinary action, up to and including termination of employment. 

5.2
PAYDAYS/PAY CHECK DISTRIBUTION
All employees are paid semi-monthly on the 15th, and the last day of the month. Each paycheck will 
include earnings for all work performed through the end of the previous payroll period. 

Payroll checks will be directly deposited in each employee’s designated bank account each pay period.  Monies should be available on each designated pay date.  It is the responsibility of the employee to verify funds.

5.3
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 an employee. 

· Discharge - involuntary employment termination initiated by the organization. 

· 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.

A written notice of your resignation is requested at least two weeks in advance.  Your final two weeks of employment may be required to be fulfilled as scheduled; however, you may be released sooner as determined by management on a case by case basis. 

5.4
ADMINISTRATIVE PAY CORRECTIONS

Cooperative Care 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 unlikely event that there is an error for pay, the employee should promptly bring the discrepancy to the attention of the Administrative Coordinator so that corrections can be made on the next payroll.

6.
WORK CONDITIONS AND HOURS
6.1
WORK SCHEDULES

Work Week:

A period of 168 hours occurring over seven consecutive 24-hour periods.  



Cooperative Care’s work week begins at 12:00 a.m. Sunday and ends at 




11:59 p.m. Saturday.

Overtime:

Hours in excess of forty hours per week are overtime hours.  Overtime 




hours are paid at 1 1/2 times the regular rate of pay.

Pay Period:

Cooperative Care will be direct depositing payroll checks two times per month; 



therefore there will be a total of 24 pay periods in a calendar year.  The 




first pay period of a month will consist of the first 15 days, and the 




second pay period of the month will consist of the remaining days of the 




month, either 13, 15 or 16 days depending on the month.

Start of Employment:  The first day of orientation is the first day of employment (hire date) and the start of your 90-day introductory period.

6.2
USE OF PHONE AND MAIL SYSTEMS

Personal cell phones should be turned-off or put on silent mode during work hours.  Personal calls and/or texting are not allowed during work hours.

Personal use of the telephone for long-distance and toll calls is not permitted. Employees should practice discretion when making local personal calls and may be required to reimburse Cooperative Care for any charges resulting from their personal use of the telephone. 

The use of Cooperative Care-paid postage for personal correspondence is not permitted. 

6.3
SMOKING

In keeping with Cooperative Care intent to provide a safe and healthful work environment, smoking is prohibited throughout the workplace, this includes in client homes. 

This policy applies equally to all employees, customers, and visitors.

6.4
OVERTIME

Hours in excess of 40 hours per week are overtime hours. Overtime hours are paid at one and a half times the regular rate of pay.

All overtime work must receive the supervisor's prior authorization. Overtime assignments will be distributed as equitably as practical to all employees qualified to perform the required work.

Overtime compensation is paid to all hourly employees in accordance with the state of Wisconsin wage and hour restrictions. Overtime pay is based on actual hours worked. Paid time off, or any leave of absence will not be considered hours worked for purposes of performing 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.
6.5
VISITORS IN THE WORKPLACE

To provide for the safety and security of employees and the facilities at Cooperative Care, only authorized visitors are allowed during work hours. Restricting visitors helps protect confidential information, maintain safety standards, protects against theft, safeguards employee welfare, and avoids potential distractions and disturbances. 

6.6
COMPUTER AND EMAIL USAGE

Computers, computer files, the email system, and software furnished to employees are Cooperative Care property intended for business use. Employees should not use a password, access a file, or retrieve any stored communication without authorization. To ensure compliance with this policy, computer and email usage may be monitored.

Cooperative Care strives to maintain a workplace free of harassment and sensitive to the diversity of its employees. Therefore, Cooperative Care prohibits the use of computers and the email system in ways that are disruptive, offensive to others, or harmful to morale.

For example, the display or transmission of sexually explicit images, messages, and cartoons is not allowed. Other such misuse includes, but is not limited to, ethnic slurs, racial comments, off-color jokes, or anything that may be construed as harassment or showing disrespect for others. 

Email may not be used to solicit others for commercial ventures, religious or political causes, outside organizations, or other non-business matters. 

6.7
INTERNET USAGE

Internet access to global electronic information resources on the World Wide Web is provided by 
Cooperative Care to assist employees in obtaining work-related data and technology. The following guidelines have been established to help ensure responsible and productive Internet usage. While Internet usage is intended for job-related activities, incidental and occasional brief personal use is permitted within reasonable limits.

All Internet data that is composed, transmitted, or received via our computer communications systems is considered to be part of the official records of Cooperative Care and, as such, is subject to disclosure to law enforcement or other third parties. Consequently, employees should always ensure that the business information contained in Internet email messages and other transmissions is accurate, appropriate, ethical, and lawful. 

The equipment, services, and technology provided to access the Internet remain at all times the property of Cooperative Care. As such, Cooperative Care reserves the right to monitor Internet traffic, and retrieve and read any data composed, sent, or received through our online connections and stored in our computer systems.

Data that is composed, transmitted, accessed, or received via the Internet must not contain content that could be considered discriminatory, offensive, obscene, threatening, harassing, intimidating, or disruptive to any employee or other person. Examples of unacceptable content may include, but are not limited to, sexual comments or images, racial slurs, gender-specific comments, or any other comments or images that could reasonably offend someone on the basis of race, age, sex, religious or political beliefs, national origin, disability, sexual orientation, or any other characteristic protected by law. 

The unauthorized use, installation, copying, or distribution of copyrighted, trademarked, or patented material on the Internet is expressly prohibited. As a rule, if an employee did not create the material, does not own the rights to it, or has not gotten authorization for its use, it should not be put on the Internet. Employees are also responsible for ensuring that the person sending any material over the Internet has the appropriate distribution rights. 

Internet users should take the necessary anti-virus precautions before downloading or copying any file from the Internet. All downloaded files are to be checked for viruses; all compressed files are to be checked before and after decompression.

Abuse of the Internet access provided by Cooperative Care in violation of law or Cooperative Care policies will result in disciplinary action, up to and including termination of employment. Employees may also be held personally liable for any violations of this policy. The following behaviors are examples of previously stated or additional actions and activities that are prohibited and can result in disciplinary action:

· Sending or posting discriminatory, harassing, or threatening messages or images 

· Using the organization's time and resources for personal gain 

· Stealing, using, or disclosing someone else's code or password without authorization 

· Copying, pirating, or downloading software and electronic files without permission 

· Sending or posting confidential material, trade secrets, or proprietary information outside of the organization 

· Violating copyright law 

· Failing to observe licensing agreements 

· Engaging in unauthorized transactions that may incur a cost to the organization or initiate unwanted Internet services and transmissions 

· Sending or posting messages or material that could damage the organization's image or reputation 

· Participating in the viewing or exchange of pornography or obscene materials 

· Sending or posting messages that defame or slander other individuals 

· Attempting to break into the computer system of another organization or person 

· Refusing to cooperate with a security investigation 

· Sending or posting chain letters, solicitations, or advertisements not related to business purposes or activities 

· Using the Internet for political causes or activities, religious activities, or any sort of gambling 

· Jeopardizing the security of the organization's electronic communications systems 

· Sending or posting messages that disparage another organization's products or services 

· Passing off personal views as representing those of the organization 

· Sending anonymous email messages 

· Engaging in any other illegal activities

6.8
WORKPLACE VIOLENCE PREVENTION

Cooperative Care is committed to preventing workplace violence and to maintaining a safe work environment. Given the increasing violence in society in general, Cooperative Care has adopted the following guidelines to deal with intimidation, harassment, or other threats of (or actual) violence that may occur during business hours or on its premises.

All employees, including supervisors and temporary employees, should be treated with courtesy and respect at all times. Employees are expected to refrain from fighting, "horseplay," or other conduct that may be dangerous to others. 

Conduct that threatens, intimidates, or coerces another employee, a customer, or a member of the public at any time, including off-duty periods, will not be tolerated. This prohibition includes all acts of harassment, including harassment that is based on an individual's sex, race, age, or any characteristic protected by federal, provincial, or local law.

All threats of (or actual) violence, both direct and indirect, should be reported as soon as possible to your immediate supervisor or any other member of management. This includes threats by employees, as well as threats by customers, vendors, solicitors, or other members of the public. When reporting a threat of violence, you should be as specific and detailed as possible.

Cooperative Care will promptly and thoroughly investigate all reports of threats of (or actual) violence and of suspicious individuals or activities. The identity of the individual making a report will be protected as much as is practical. In order to maintain workplace safety and the integrity of its investigation, Cooperative Care may suspend employees, either with or without pay, pending investigation.

Anyone determined to be responsible for threats of (or actual) violence or other conduct that is in violation of these guidelines will be subject to prompt disciplinary action up to and including termination of employment.

Cooperative Care encourages employees to bring their disputes or differences with other employees to the attention of their supervisors or the Executive Director before the situation escalates into potential violence. Cooperative Care is eager to assist in the resolution of employee disputes, and will not discipline employees for raising such concerns.

7.
EMPLOYEE CONDUCT & DISCIPLINARY ACTION
7.1
EMPLOYEE CONDUCT AND WORK RULES

To ensure orderly operations and provide the best possible work environment, Cooperative Care expects employees to follow rules of conduct that will protect the interests and safety of all employees and the organization. 

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. The following are examples of infractions of rules of conduct that may result in disciplinary action, up to and including termination of employment:

· Theft or inappropriate removal or possession of property 

· Falsification of timekeeping records 

· Working under the influence of alcohol or illegal drugs 

· Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace while on duty 

· Fighting or threatening violence in the workplace 

· Boisterous or disruptive activity in the workplace 

· Negligence or improper conduct leading to damage of employer-owned or customer-owned property 

· Insubordination or other disrespectful conduct 

· Violation of safety or health rules 

· Sexual or other unlawful or unwelcome harassment 

· Possession of dangerous or unauthorized materials, such as explosives or firearms, in the workplace 

· Excessive absenteeism or any absence without notice 

· Unauthorized use of telephones, mail system, or other employer-owned equipment 

· Unauthorized disclosure of business "secrets" or confidential information 

· Violation of personnel policies 

· Unsatisfactory performance or conduct

7.2
SEXUAL AND OTHER UNLAWFUL HARASSMENT

Cooperative Care is committed to providing a work environment that is free from all forms of discrimination and conduct that can be considered harassing, coercive, or disruptive, including sexual harassment. Actions, words, jokes, or comments based on an individual's sex, race, color, national origin, age, religion, disability, or any other legally protected characteristic will not be tolerated. 

Sexual harassment is defined as unwanted sexual advances, or visual, verbal, or physical conduct of a sexual nature. This definition includes many forms of offensive behavior and includes gender-based harassment of a person of the same sex as the harasser. The following is a partial list of sexual harassment examples:

· Unwanted sexual advances.

· Offering employment benefits in exchange for sexual favors.

· Making or threatening reprisals after a negative response to sexual advances.

· Visual conduct that includes leering, making sexual gestures, or displaying of sexually suggestive objects or pictures, cartoons or posters.

· Verbal conduct that includes making or using derogatory comments, epithets, slurs, or jokes.

· Verbal sexual advances or propositions.

· Verbal abuse of a sexual nature, graphic verbal commentaries about an individual's body, sexually degrading words, or suggestive or obscene letters or invitations.

· Physical conduct that includes touching, assaulting, or impeding or blocking movements.

Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment when: 

(1) submission to such conduct is made either explicitly or implicitly a term or condition of employment;

(2) submission or rejection of the conduct is used as a basis for making employment decisions; or,

(3) the conduct has the purpose or effect of interfering with work performance or creating an 
intimidating, hostile, or offensive work environment.

If you experience or witness sexual or other unlawful harassment in the workplace, report it immediately 
to your supervisor. If the supervisor is unavailable or you believe it would be inappropriate to contact that person, you should immediately contact the Executive Director or any other member of management. You can raise concerns and make reports without fear of reprisal or retaliation.

All allegations of sexual harassment will be quickly and discreetly investigated. To the extent possible, your confidentiality and that of any witnesses and the alleged harasser will be protected against unnecessary disclosure. When the investigation is completed, you will be informed of the outcome of the investigation.

Any supervisor or manager who becomes aware of possible sexual or other unlawful harassment must immediately advise the Executive Director so it can be investigated in a timely and confidential manner. Anyone engaging in sexual or other unlawful harassment will be subject to disciplinary action, up to and including termination of employment.

7.3
ATTENDANCE AND PUNCTUALITY

To maintain a safe and productive work environment, Cooperative Care expects employees to be reliable and to be punctual in reporting for scheduled work. Absenteeism and tardiness place a burden on other employees and on Cooperative Care. In the rare instances when employees cannot avoid being late to work or are unable to work as scheduled, they should notify their supervisor as soon as possible in advance of the anticipated tardiness or absence.  Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, up to and including termination of employment.

7.4
PERSONAL APPEARANCE

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect the business image Cooperative Care presents to customers and visitors.

During business hours or when representing Cooperative Care, you are expected to present a clean, neat, and tasteful appearance. You should dress and groom yourself according to the requirements of your position and accepted social standards. This is particularly true if your job involves dealing with customers or visitors in person.

Your supervisor or department head is responsible for establishing a reasonable dress code appropriate to the job you perform. Consult your supervisor if you have questions as to what constitutes appropriate appearance. Where necessary, reasonable accommodation may be made to a person with a disability. 

Without unduly restricting individual tastes, the following personal appearance guidelines should be followed:

· Ragged jeans, Bermudas, t-shirt, and shorts do not present appropriate professional attire. 

· Unnaturally colored hair and extreme hairstyles, such as spiked hair and shaved heads, do not present an appropriate professional appearance. 

· Offensive body odor and poor personal hygiene is not professionally acceptable. 

· Facial jewelry, such as eyebrow rings, nose rings, lip rings, and tongue studs, is not professionally appropriate and must not be worn during business hours. 

· Multiple ear piercings (more than one ring in each ear) are not professionally appropriate and must not be worn during business hours.
· Visible excessive tattoos and similar body art must be covered during business hours.

7.5
RETURN OF PROPERTY

Employees are responsible for all Cooperative Care property, materials, or written information issued to 
them or in their possession or control. Employees must return all Cooperative Care property immediately upon request or upon termination of employment. Cooperative Care may take all action deemed appropriate to recover or protect its property.

7.6
RESIGNATION

Resignation is a voluntary act initiated by the employee to terminate employment with Cooperative Care. Although advance notice is not required, Cooperative Care requests at least 2 weeks' written notice of resignation from employees.

Prior to an employee's departure, an exit interview may be scheduled to discuss the reasons for resignation and the effect of the resignation on benefits.

7.7
SECURITY INSPECTIONS

Cooperative Care wishes to maintain a work environment that is free of illegal drugs, alcohol, firearms, explosives, or other improper materials. To this end, Cooperative Care prohibits the possession, transfer, sale, or use of such materials on its premises. Cooperative Care requires the cooperation of all employees in administering this policy.

Desks, lockers, and other storage devices may be provided for the convenience of employees but remains the sole property of Cooperative Care. Accordingly, they, as well as any articles found within them, can be inspected by any agent or representative of Cooperative Care at any time, either with or without prior notice.

7.8
PROGRESSIVE DISCIPLINE

The purpose of this policy is to state Cooperative Care position on administering equitable and consistent discipline for unsatisfactory conduct in the workplace. The best disciplinary measure is the one that does not have to be enforced comes from good leadership and fair supervision at all employment levels.

Cooperative Care's own best interest lies in ensuring fair treatment of all employees and in making certain that disciplinary actions are prompt, uniform, and impartial. The major purpose of any disciplinary action is to correct the problem, prevent recurrence, and prepare the employee for satisfactory service in the future. 

Although employment with Cooperative Care is based on mutual consent and both the employee and Cooperative Care have the right to terminate employment at will, with or without cause or advance notice, 
Cooperative Care may use progressive discipline at its discretion.

Disciplinary action may call for any of four steps – verbal warning, written warning, suspension with or without pay, or termination of employment – depending on the severity of the problem and the number of occurrences. There may be circumstances when one or more steps are bypassed.

Progressive discipline means that, with respect to most disciplinary problems, these steps will normally be followed: a first offense may call for a verbal warning; a next offense may be followed by a written warning; another offense may lead to a suspension; and, still another offense may then lead to termination of employment. 

Cooperative Care recognizes that there are certain types of employee problems that are serious enough to justify either a suspension, or, in extreme situations, termination of employment, without going through the usual progressive discipline steps. 

While it is impossible to list every type of behavior that may be deemed a serious offense, the Employee Conduct and Work Rules policy includes examples of problems that may result in immediate suspension or termination of employment. However, the problems listed are not all necessarily serious offenses, but 
may be examples of unsatisfactory conduct that will trigger progressive discipline.

By using progressive discipline, we hope that most employee problems can be corrected at an early stage, benefiting both the employee and Cooperative Care.

7.9
PROBLEM RESOLUTION

Cooperative Care is committed to providing the best possible working conditions for its employees. Part of this commitment is encouraging an open and frank atmosphere in which any problem, complaint, suggestion, or question receives a timely response from Cooperative Care supervisors and management.

Cooperative Care strives to ensure fair and honest treatment of all employees. Supervisors, managers, and employees are expected to treat each other with mutual respect. Employees are encouraged to offer positive and constructive criticism.

If employees disagree with established rules of conduct, policies, or practices, they can express their concern through the problem resolution procedure. No employee will be penalized, formally or informally, for voicing a complaint with Cooperative Care in a reasonable, business-like manner, or for using the problem resolution procedure.

If a situation occurs when employees believe that a condition of employment or a decision affecting them is unjust or inequitable, they are encouraged to make use of the following steps. The employee may discontinue the procedure at any step.

1.
Employee presents problem to immediate supervisor after incident occurs. If supervisor is unavailable or employee believes it would be inappropriate to contact that person, employee may present problem to the Executive Director or the Administrative Coordinator.
2.
Supervisor responds to problem during discussion or after consulting with appropriate management, when necessary. Supervisor documents discussion.

3.
Employee presents problem to the Executive Director if problem is unresolved.

4.
The Executive Director counsels and advises employee, assists in putting problem in writing and visits with employee's Team Leader if necessary.

5.
Employee presents problem to the President in writing.

6.
The President reviews and considers problem. The President informs employee of decision and forwards copy of written response to the Executive Director for employee's file. The President has full authority to make any adjustment deemed appropriate to resolve the problem. 

Not every problem can be resolved to everyone's total satisfaction, but only through understanding and discussion of mutual problems can employees and management develop confidence in each other. This confidence is important to the operation of an efficient and harmonious work environment, and helps to ensure everyone's job security.

7.10
WORKPLACE ETIQUETTE

Cooperative Care strives to maintain a positive work environment where employees treat each other with 
respect and courtesy. Sometimes issues arise when employees are unaware that their behavior in the 
workplace may be disruptive or annoying to others. Many of these day-to-day issues can be addressed by politely talking with a co-worker to bring the perceived problem to his or her attention. In most cases, common sense will dictate an appropriate resolution. Cooperative Care encourages all employees to keep an open mind and graciously accept constructive feedback or a request to change behavior that 
may be affecting another employee's ability to concentrate and be productive.

The following workplace etiquette guidelines are not necessarily intended to be hard and fast work rules with disciplinary consequences. They are simply suggestions for appropriate workplace behavior to help everyone be more conscientious and considerate of co-workers and the work environment. Please contact your Team Leader, Administrative Coordinator, or Executive Director if you have comments, concerns, or suggestions regarding these workplace etiquette guidelines:
· Be respectful of client's home and property.

· Return copy machine and printer settings to their default settings after changing them. 

· Replace paper in the copy machine and printer paper trays when they are empty. 

· Retrieve print jobs in a timely manner and be sure to collect all your pages. 

· Be prompt when using the manual feed on the printer. 

· Keep the area around the copy machine and printers orderly and picked up. 

· Be careful not to take or discard others' print jobs or faxes when collecting your own. 

· Avoid public accusations or criticisms of other employees. Address such issues privately with those involved or your supervisor. 

· Try to minimize unscheduled interruptions of other employees while they are working. 

· Communicate by email or phone whenever possible, instead of walking unexpectedly into someone's office or workspace. 

· Be conscious of how your voice travels, and try to lower the volume of your voice when talking on the phone or to others in open areas. 

· Keep socializing to a minimum, and try to conduct conversations in areas where the noise will not be distracting to others. 

· Minimize talking between workspaces or over cubicle walls. Instead, conduct conversations with others in their workspace. 

· Try not to block walkways while carrying on conversations. 

· Refrain from using inappropriate language (swearing) that others may overhear. 

· Monitor the volume when listening to music, voice mail, or a speakerphone that others can hear. 

· Clean up after yourself and do not leave behind waste or discarded papers.

7.11
SUGGESTION PROGRAM

As employees of Cooperative Care, you have the opportunity to contribute to our future success and growth by submitting suggestions for practical work-improvement or cost-savings ideas.

All employees are eligible to participate in the suggestion program. 

A suggestion is an idea that will benefit Cooperative Care by solving a problem, reducing costs, improving operations or procedures, enhancing customer service, eliminating waste or spoilage, or making Cooperative Care a better or safer place to work. Statements of problems without accompanying solutions, or recommendations concerning co-workers and management are not appropriate suggestions.

All suggestions should contain a description of the problem or condition to be improved, a detailed explanation of the solution or improvement, and the reasons why it should be implemented. If you have questions or need advice about your idea, contact your supervisor for help.

Submit suggestions to the President and, after review, they will be forwarded to the Board of Directors. As soon as possible, you will be notified of the adoption or rejection of your suggestion.

Special recognition may be given to employees who submit a suggestion that is implemented.

Federal and State Mandated Benefits

1.
Social Security and Medicare Taxes


The employer portion of the required Social Security and Medicare taxes is paid by the Cooperative.
2.
Federal and State Unemployment Insurance


The employer provides unemployment insurance coverage for all employees.  This insurance 
provides benefits to employees in the event of layoffs or termination of work for selected 
reasons.

3.
Worker’s Compensation


The employer provides insurance in the event an employee is injured on the job.  Medical 
related 
costs are covered and lost time from work may be covered depending on the number of 
missed 
days of employment and according to the insurance provider policy and state law.

4.
COBRA – Benefits Continuation



The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and 


their qualified beneficiaries the opportunity to continue health insurance coverage under 



Cooperative Care's health plan when a "qualifying event" would normally result in the loss of 


eligibility.  Some common qualifying events are resignation, termination of employment, or 


death of an employee; a reduction in an employee's hours or a leave of absence; an employee's 


divorce or legal separation; and a dependent child no longer meeting eligibility requirements.



Under COBRA, the employee or beneficiary pays the full cost of coverage at Cooperative Care's 


group rates plus an administration fee.  Cooperative Care provides each eligible employee with a 


written notice describing rights granted under COBRA when the employee becomes eligible for 


coverage under Cooperative Care's health insurance plan.  The notice contains important 


information about the employee's rights and obligations.

5.

HIPAA


HIPAA - The Health Insurance Portability and Accountability Act of 1996 



HIPAA was signed into law on 8/21/96.  HIPAA's provisions limit exclusions for pre-existing conditions; prohibit discrimination again employees and dependents based on their health status; guarantee renew ability and availability of health coverage to certain employers and individuals; and protect many workers who lose health coverage by providing better access to individual health insurance.  Your Insurance Carrier will probably handle most of HIPAA’s rules and regulations. See your Plan Administrator for more details. 

HIPAA Special Enrollment (Federal Register Section 54.9801-6T)

The special enrollment rights apply without regard to the dates on which an individual would otherwise be able to enroll under the plan.  Special Enrollment periods are to apply to you and/or your spouse and/or your child/ren if you have a new dependent as a result of marriage, birth, adoption or the placement for adoption.  Under these rules, a group health plan is required to 

provide a special enrollment period for these individuals should they request enrollment within 30 days after a special enrollment event has occurred. 

HIPAA Special Enrollment for Declining Enrollment 

If you are declining enrollment for yourself or your dependents (including your spouse) and you state in writing that you and/or your dependents have coverage under another group health plan or health insurance coverage as the reason for declining to enroll, then special enrollment rules may apply to you and/or your spouse and/or your child/ren in the event you and/or your dependents have lost this other coverage due to the loss of eligibility.

6.
Family and Medical Leave

SECTION 1.  INTRODUCTION:


Cooperative Care provides Family and Medical Leave to its Employees in accordance with both 

the Wisconsin and the Federal Family and Medical Leave laws.  Eligibility for benefits is defined 
by those statutes and supporting regulations.  The following summarizes some of the provisions 
of the laws, as well as the respective obligations of Employees and Cooperative Care.


The Wisconsin Act and the Federal Act provide different types of benefits and different restrictions.  
Employees may qualify for leave under one or both of the laws and, therefore, need to be aware of the 
provisions and the differences under each law.

SECTION 2.  WISCONSIN FAMILY AND MEDICAL LEAVE PROVISIONS:


Section 2.1.  Two Week Medical Leave:  Under the Wisconsin Act, an eligible Employee who has a 
“serious health condition” (as that term is defined) which prevents the Employee from performing his or 
her job duties is eligible for up to two (2) weeks medical leave during any calendar year.


Section 2.2.  Two Week/Six Week Family Leave:  Under the Wisconsin Act, an eligible Employee, male 
or female, may take up to six (6) weeks of Family Leave in any payroll year for the birth or adoption of 
the Employee’s natural or adoptive child.  The leave must begin within (before or after) sixteen (16)


weeks of  the child’s birth or placement for adoption.  An eligible Employee, male or female, may also


take up to two (2) weeks of Family Leave in any payroll to care for any child under age 18, or over 18 if 
incapable of self  care because of a serious health condition, spouse, or parent of the Employee, or the 
Employee’s spouse, who has a “serious health condition” (as that term is defined).  The total Family 
Leave taken for any of the reasons listed above may not exceed more than eight (8) weeks in any payroll


year.

Section 2.3.  Eligibility and Procedures:  In order to qualify for leave under the Wisconsin Act, the following provisions apply at the time you request the leave:

Section 2.3(a).  Eligibility:  An Employee must have worked for Cooperative Care for at least fifty-two (52) consecutive work weeks and 1,000 hours prior to start of requested leave.

Section 2.3(b).  Notice:  When an Employee intends to take Family Leave for the birth of the Employee’s child, or for the adoption of a child, the Employee must give advance written notice in a reasonable and practicable manner, but at least thirty (30) days prior to the beginning of the leave.  If an Employee intends to take leave because of the planned medical treatment or supervision of a child, spouse, or parent, or for the planned medical treatment of the Employee, the Employee must:

· Make a reasonable effort to schedule the medical treatment or supervision so that it does not unduly disrupt Cooperative Care operations (subject to the approval of the health care provider); and

· If possible, give at least thirty (30) days advance written notice to the Employer’s supervisor.

Section 2.3(c).  Leave Request Form:  Cooperative Care has a written “Employee 

Request for Family or Medical Leave” which the Employee should use to provide Cooperative Care with 
notice of a need for leave.  Copies of the form are available from the Cooperative Care office.



Section 2.3(d).  Cooperative Care Response to Notice:  Upon receipt of notice of 

an Employee’s need for leave, Cooperative Care will provide the Employee with a “Formal Response to Family or Medical Leave Request” confirming Cooperative Care receipt of the Employee’s notice and explaining the Employee’s rights.


Section 2.3(e).  Medical Certification:  When an Employee requests Medical or Family Leave, the Employee may be required to provide Cooperative Care with a “Certification of Health Care Provider” signed by the health care provider, or Christian Science practitioner, of the child, spouse, parent, or Employee.


Section 2.3(f).  Serious Health Condition:  A “serious health condition” is defined in the Wisconsin Act as a “disabling physical or mental illness, injury, impairment or condition involving inpatient care in a hospital, nursing home, or hospice; or outpatient care that requires continuing treatment or supervision by a health care provider.”


Section 2.3(g).  Substitution of Leave:  Employees are not entitled to receive wages or salary while on Family or Medical Leave.  However, an Employee may substitute any accrued paid time in place of the unpaid Family or Medical leave.  If the Employee wishes to substitute paid time, he or she must notify Cooperative Care.

Section 2.3(h).  Intermittent Leave:  It is not necessary to take all Family Leave in one continuous block of time during the year.  It may be used for intermittent periods.  However, the employee must schedule the partial absences so they do not unduly disrupt Cooperative Care operations.


Section 2.3(i).  Health Coverage and Other Benefits:  During Family or Medical Leave, Cooperative Care will maintain the Employee’s group health coverage under the same conditions 
that applied immediately before the leave began.  Cooperative Care will continue paying the Employer’s share of premiums so long as the Employee continues paying the Employee’s share of premiums in the same proportions as prior to the Leave.

Cooperative Care will not, because an Employee received Family or Medical Leave, reduce or deny any employment benefit, which the Employee was entitled to before his or her leave began.  However, no Employee will be entitled to the accrual of any employment benefit during a period of Family or Medical Leave, nor will any Employee be entitled to any benefit or position to which the Employee would not have been entitled had he or she not taken Family or Medical Leave.


Section 2.3(j).  Returning to Work:  Upon the expiration of Wisconsin Family or Medical Leave, the Employee is entitled to the following reinstatement rights, provided the Employee is able to and does return to work following the end of the leave:  


Position Still Vacant:  If the Employee’s regular job is still vacant when the Employee returns, the Employee will be returned to that position.


Position Not Vacant:  If the Employee’s regular job is not vacant when the Employee returns, the Employee will be placed in an equivalent employment position having equivalent compensation, benefits, work shift, hours of employment, and other terms and conditions of employment.

If an Employee is unable to return to work (due to medical or other reasons), or if the 
Employee’s job is eliminated because of reasons unassociated with the Employee’s leave (such 
as a reduction in work force), the Employee’s employment may be terminated.

SECTION 3.  FEDERAL FAMILY AND MEDICAL LEAVE ACT PROVISIONS:

 Cooperative Care will comply with the Family and Medical Leave Act implementing Regulations as revised effective January 16, 2009. The company posts the mandatory FMLA Notice and upon hire provides all new employees with the location notices required by the U.S. Department of Labor (DOL) on Employee Rights and Responsibilities under the Family and Medical Act which can be found in poster format in the front office.

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 [insert name and contact info for appropriate person] in writing.

A. General Provisions 

Under this policy, Cooperative Care will grant up to 12 weeks (or up to 26 weeks of military caregiver leave to care for a covered service member 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, including a collective bargaining 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. 

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 Resource Manager. 

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: 1) short-notice deployment, 2) military events and activities, 3) child care and school activities, 4) 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.

“Covered active duty” means:

(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

(b) in the case of a member of a reserve component of the Armed Forces, duty during the deployment of the member with the Armed Forces to a foreign country under a call or order to active duty under a provision of law referred to in section 101(a)(13)(B) of title 10, United States Code.

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 service member leave) to care for an injured or ill service member or veteran.

An employee whose son, daughter, parent or next of kin is a covered service member may take up to 26 weeks in a single 12-month period to take care of leave to care for that service member.

Next of kin is defined as the closest blood relative of the injured or recovering service member. 

The term “covered service member” 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

(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 service member, means a qualifying (as defined by the Secretary of Labor) injury or illness that was incurred by the member in line of duty on an 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 manifested itself before or after the member became a veteran.

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. The company 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 service member, 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, the company 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 pays 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. 

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 paid vacation, personal or sick leave prior to being eligible for unpaid leave. Sick leave may 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. For example, if an employer provides six weeks of pregnancy disability leave, the six weeks will be designated as FMLA leave and counted toward the employee's 12-week entitlement. 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. In all cases, the leave may not exceed a total of 12 workweeks (or 26 workweeks to care for an injured or ill service member 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 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 

The company 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 (http://www.dol.gov/esa/whd/forms/WH-380-E.pdf ).

The company 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. 

The company 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

The company 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 (http://www.dol.gov/esa/whd/forms/WH-380-F.pdf ).

The company 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. 

The company 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. 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.

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 (http://www.dol.gov/esa/whd/forms/WH-384.pdf ).

L. Certification for Serious Injury or Illness of Covered Service member for Military Family Leave

The company will require certification for the serious injury or illness of the covered service member. 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 Service member (http://www.dol.gov/esa/whd/forms/WH-385.pdf ).

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 Executive Director or Administrative Coordinator. Within five business days after the employee has provided this notice, the Executive Director or Administrative Coordinator will complete and provide the employee with the DOL Notice of Eligibility and Rights (http://www.dol.gov/esa/whd/fmla/finalrule/WH381.pdf ).

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 Executive Director or Administrative Coordinator will complete and provide the employee with a written response to the employee’s request for FMLA leave using the DOL Designation Notice (http://www.dol.gov/esa/whd/forms/WH-382.pdf ).

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.

SECTION 4.  COORDINATION OF LEAVE:


Section 4.1.  Concurrent Leave Calculation:  Eligible Employees may take any combination of Wisconsin or Federal Leave, but these entitlements run concurrently.  In other words, even if an Employee’s leave qualifies under both laws, a maximum of twelve (12) weeks of leave are available in a single year, based on the longer federal entitlement.  The beginning of a twelve (12) week period, which qualifies under both laws, is a combination of Federal and Wisconsin leave.   Any leave extending after the Wisconsin leave expires is solely a Federal leave.

FMLA leave also runs concurrently with other types of leave provided by Cooperative Care, such as workers’ compensation, PTO, and/or Personal Leave of Absence, and during receipt of short-term disability/weekly income benefits.


Section 4.2.  Matching Rights and Restrictions:  When an Employee requests leave, Cooperative Care will inform the Employee whether the leave qualifies for Wisconsin Family or Medical Leave, Federal Family or Medical Leave, or both types.  If any portion of the leave qualifies only for Wisconsin Family or Medical Leave, the Employee is only entitled to the rights granted under Wisconsin law during such portion of the Employee’s leave.  If any portion of the leave qualifies for both Federal and Wisconsin Family or Medical Leave, the Employee is entitled to the provisions of each law providing greater rights to the Employee during such portion of the Employee’s leave.  If any portion of the leave qualifies only for Federal leave, the Employee is entitled to the rights offered by the federal law during that portion of 
the Employee’s leave.

SECTION 5.  ADMINISTRATION OF LEAVE POLICY:
Any Employee who has questions concerning his or her leave rights should contact the Cooperative Care office to discuss eligibility and procedures.


The company will require at least two days advance notice of your intent to return to work, if you wish to return earlier than expected.  In addition, we may require a fitness for duty report from your healthcare provider.  We may also require a fitness for duty physical by our healthcare provider at our expense.   

If you do not intend to return to work, we require you provide us with a written statement to that effect.

6. Equal Employment Opportunity (EEOC)

Cooperative Care is an Equal Opportunity employer.  In order to provide equal employment and advancement opportunities to all individuals, employment decisions at Cooperative Care will be based on 
merit, qualifications, and abilities.  Cooperative Care does not discriminate in employment opportunities or practices on the basis of race, color, citizenship status, religion, creed, gender, sexual orientation, national origin, ancestry, age, physical or mental disability, marital status, veteran status, political affiliations, or any other characteristic protected by law.

Cooperative Care will make reasonable accommodations for qualified individuals with known disabilities unless doing so would result in an undue hardship.  This policy governs all aspects of employment, including selection, job assignment, compensation, discipline, termination, and access to benefits and training.

Any employees with questions or concerns about any type of discrimination in the workplace are encouraged to bring these issues to the attention of the Cooperative Care office.  Employees can raise concerns and make reports without fear of reprisal.  Anyone found to be engaging in any type of unlawful discrimination will be subject to corrective action, up to and including termination of employment.

7.
ADA - Americans with Disabilities Act

Cooperative Care is committed to complying with all applicable provisions of the Americans with Disabilities Act ("ADA").  It is the Company's policy not to discriminate against any qualified employee or applicant with regard to any terms or conditions of employment because of such individual's disability or perceived disability so long as the employee can perform the essential functions of the job.  Consistent with this policy of non-discrimination, the Company will provide reasonable accommodations to a qualified individual with a disability, as defined by the ADA, who has made the Company aware of his or her disability, provided that such accommodation does not constitute an undue hardship on the Cooperative.

 Employees with a disability who believe they need a reasonable accommodation to perform the essential functions of their job should contact the Human Resources Department.  Cooperative Care encourages individuals with disabilities to come forward and request reasonable accommodation.

Procedure for Requesting an Accommodation

On receipt of an accommodation request, a member of the Human Resources Department and your supervisor will meet with you to discuss and identify the precise limitations resulting from the disability and the potential accommodation that Cooperative Care might make to help overcome those limitations.  

Cooperative Care will determine the feasibility of the requested accommodation considering various factors, including, but not limited to the nature and cost of the accommodation, the availability of tax credits and deductions, outside funding, Cooperative Care's overall financial resources and organization, and the accommodation's impact on the operation of the Company, including its impact on the ability of other employees to perform their duties and on Cooperative Care’s ability to conduct business.

The Cooperative will inform the employee of its decision on the accommodation request or on how to make the accommodation.  If the accommodation request is denied, employees will be advised of their right to appeal the decision by submitting a written statement explaining the reasons for the request.  If the request on appeal is denied, that decision is final.

The ADA does not require Cooperative Care to make the best possible accommodation, to reallocate essential job functions, or to provide personal use items (i.e., eyeglasses, hearing aids, wheelchairs etc.).  

 An employee or job applicant who has questions regarding this policy or believes that he or she has been discriminated against based on a disability should notify the Human Resources Department.  All such inquiries or complaints will be treated as confidential to the extent permissible by law.  

8.        ADA - Life-Threatening Illnesses

Employees with life-threatening illnesses, such as cancer, heart disease, and AIDS, often wish to 
continue their normal pursuits, including work, to the extent allowed by their condition. Cooperative Care supports these endeavors as long as employees are able to meet acceptable performance standards.  As in the case of other disabilities, Cooperative Care will make reasonable accommodations in accordance with all legal requirements, to allow qualified employees with life-threatening illnesses to perform the 
essential functions of their jobs and will not discriminate against any qualified employee or job applicant due to the individual’s illness.

Medical information on individual employees is treated confidentially. Cooperative Care will take reasonable precautions to protect such information from inappropriate disclosure.  Managers and other employees have a responsibility to respect and maintain the confidentiality of employee medical information.  Anyone inappropriately disclosing such information is subject to corrective action, up to and including termination of employment.

Employees with questions or concerns about life-threatening illnesses are encouraged to contact the Cooperative Care office for information and referral to appropriate services and resources.  If you feel you have been unlawfully discriminated against, immediately inform the Cooperative Care office. You can be assured that your complaint will be thoroughly investigated.

9.         Limited English Proficiency (LEP) Policy

Cooperative Care is committed to communicate, support and assure access to our services to individuals who have Limited English Proficiency (LEP) as required by Equal Opportunity, Affirmative Action, and the Wisconsin Health and Family Services Department.

Upon the request for translation or interpretation for vital documents, Cooperative Care will make these documents available within a reasonable amount of time.

The Cooperative has developed a Limited English Efficiency Plan in conjunction with its Civil Rights Compliance Plan.  Any employee, member or client that has questions regarding the LEP, or feels he/she has been discriminate against based on LEP should contact the Human Resources Department.  All such inquires or complaints will be treated as confidential to the extent of the law.  All complaints will be promptly and thoroughly investigated.

10. 
Drug & Alcohol Abuse

Manufacture, distribution, dispensation, possession, or use of any illegal drug, alcohol, or controlled substance while on Company premises, on company time, at a client’s home or during travel to and from consecutive clients is strictly prohibited.  These activities constitute serious violations of Company rules, jeopardize the Company and can create situations that are unsafe or that substantially interfere with job performance.  Employees in violation of the policy are subject to appropriate disciplinary action, up to and including dismissal.  Additionally, Cooperative Care reserves the right to require an employee to undergo a medical evaluation under appropriate circumstances. 

11. 
Substance Abuse

Cooperative Care is determined to eliminate the use of illegal drugs, alcohol, and controlled substances at our work site, on company time, at a client’s home or during travel to and from consecutive clients.  The 
purpose of this program is to improve job safety on all projects.  This program is designed solely for the benefit of our employees to provide reasonable safety on the job and protection from offending individuals.  In addition, this program attempts to meet our responsibility to the public, whom we serve.

If an employee voluntarily advises the Cooperative that he or she has a substance abuse problem and wishes to enter a rehabilitation program, the employee may follow the Process for First Time offenders listed below.

 Testing:  Drugs and alcohol tests will be administered under the following conditions:

· when an employee shows signs of impairment on the job;

· after any accident or occurrence that results in an injury on the                                                                                                                                                                                  

job that it appears the employee may have avoided or minimized, but did not do so;

· after any vehicular accident when it appears that the employee might reasonably have avoided the accident or minimized the consequences, but did not do so; and

       Employees who refuse to submit to drug and alcohol testing will be terminated.  

       Process for First-time offenders:

· First-time offenders who test or screen positive shall be suspended for at least one calendar month (four work weeks) without pay.  During that time, the employee is expected to examine his or her continued working relationship with the Company and seek appropriate rehabilitative assistance at their own cost. 

· At the end of the suspension and before returning to work, the employee must be retested with negative results.  Failure to test negative at this point will result in termination.

· Employees who complete their period of suspension, provide proof of successful completion of a rehabilitation program, and submit to a return to work drug test that has negative results shall be offered an opportunity to return to work as an at-will employee.  These employees will be subject to a one-year probation period, during which time the employee is subject to unscheduled random drug testing at any time.

· Should the employee test positive during the random probationary testing, he or she will be discharged and terminated from employment.

12.   
Workplace Violence Protection

If you have reason to believe that events in your personal life could result in acts of violence occurring at work, you are urged to confidentially discuss the issue with Human Resources so that a prevention plan can be developed.

· Any employee who feels that she/he has been threatened should immediately report their concern to the supervisor and to Human Resources.

· If any person is observed exhibiting threatening behavior or making threatening statements, the person discovering the situation should warn others in the area and immediately notify Human Resources and stay away from the person exhibiting threatening behavior.

· Depending upon the level of concern, the police department] (911) should be called immediately.

· Never attempt to confront any person exhibiting threatening behavior.

IF YOU HAVE ANY COMMENTS OR SUGGESTIONS REGARDING THE CONTENT OF THE EMPLOYEE HANDBOOK, PLEASE DIRECT THEM TO YOUR TEAM LEADER, THE ADMINISTRATIVE COORDINATOR, OR THE EXECUTIVE DIRECTOR.
WISHING YOU A LONG AND REWARDING CAREER AT COOPERATIVE CARE!

HARRASSMENT PREVENTION

It is the policy of Cooperative Care that all employees shall have the right to work in an environment free from any form of unlawful discrimination.  Sexual Harassment is constituted as discrimination and is prohibited by state and federal laws.  Therefore, it is the position of this company that sexual harassment will not be tolerated.  It is a violation of Cooperative Care policy for any supervisor or employee, male or female to engage in sexual harassment as defined below.  Such conduct will result in corrective action up to and including dismissal.  The Equal Employment Opportunity Commission (EEOC) defines sexual harassment as follows:

Quid Pro Quo - Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute quid pro quo when (1) submission to such conduct is made either explicitly or implicitly a term or condition of an individuals employment and, or (2) submission or rejection of such conduct by an individual is used as the basis for employment decisions affecting an individual.

Hostile Environment – Is, one in which, unwelcome sexual advances, requests for sexual favors and verbal or other conduct of a physical nature occur and when such conduct has the purpose or effect of unreasonably interfering with an individuals work performance or creating an intimidating, hostile, or offensive work environment.

Some examples of sexual harassment include but are not limited to: 

· Unwanted sexual advances 

· Offering employment benefits  in exchange for sexual favors

· Making  threatening reprisals after a negative response to sexual advances

· Visual conduct such as leering, making  sexual gestures, or displaying sexually suggestive objects,  pictures, cartoons, or  posters

· Verbal conduct such as making derogatory comments,  epithets,  slurs, sexually explicit jokes or comments about an employees body or dress

· Verbal sexual  advances or  propositions 

· Verbal abuse of a sexual nature,  graphic verbal commentary about an  individual’s body, sexually degrading words to describe an  individual or suggestive or obscene letters, notes or invitations

· Physical conduct such as touching, assault or impeding or blocking movement

· Retaliation for  reporting harassment or  threatening to report harassment

Any employee who believes he/she has experienced such conduct by anyone, including a supervisor, co-worker or by persons doing business with or for Cooperative Care should tell the offender that such conduct is unwelcome and unacceptable.  If the offensive behavior does not stop, or if the employee is uncomfortable confronting the offender, the employee must immediately report such conduct to their supervisor.  

Cooperative Care prohibits retaliation against any employee who complains of sexual harassment or who participates in an investigation.  All aspects of the complaint-handling procedure will be handled discreetly.   However, it may be necessary to include others on a need to know basis.

All incidents of prohibited harassment that are reported will be promptly investigated.  The investigation will be completed as soon as practicable and a determination regarding the reported harassment will be made and communicated to the employee who complained and to the accused harasser.  If a complaint of prohibited harassment is substantiated, appropriate corrective action, up to and including discharge, will be taken.  Appropriate action will also be taken to correct the effects of the harassment and to deter any future harassment.

By my signature below, I acknowledge that I have read the above harassment prevention policy and will comply with all of the provisions.

Employee Signature: ______________________________________________ Date: _______________

SIGNATURE PAGE

__________________________

Cooperative Care

P.O. Box 620

Wautoma, WI  54982-0620

(920)787-1886

Fax (920)787-1888 

Web site: cooperativecare.us

RECEIPT FOR PERSONNEL HANDBOOK

     I acknowledge that I have received a copy of Cooperative Care’s Personnel Handbook date December 31, 2011.  I agree to read it thoroughly.  I agree that if there is any policy or provision in the Handbook that I do not understand, I will seek clarification from my Team Leader, the Administrative Coordinator, or from the Executive Director.  I understand that Cooperative Care is an at-will employer and as such employment with the Cooperative is not for a fixed term or definite period and may be terminated at the will of either party, with or without cause, and without prior notice.  No supervisor or other representative of the Cooperative (except the Executive Director with the approval of the Board of Directors) has the authority to enter into any agreement for employment for any specified period of time, or to make any agreement contrary to the above. In addition, I understand that this Handbook states Cooperative Care’s policies and practices in effect on the date of publication.  I understand that nothing contained in the Handbook may be construed as creating a promise of future benefits or a binding contract with Cooperative Care for benefits or for any other purpose.  I also understand that these policies and procedures are continually evaluated and may be amended, modified or cancelled at any time.

I also understand that if I have any questions relating to this Handbook, I will contact my Team Leader, the Executive Director or Administrative Coordinator.
Please sign and date this receipt and return it to your Team Leader.

Date: _________________________________________________

Signature: _____________________________________________

Print Name: ____________________________________________

          © Copyright Biztree Inc. 2010. All rights reserved. Protected by the copyright laws of the United States & Canada and by international treaties. IT IS ILLEGAL AND STRICTLY PROHIBITED TO DISTRIBUTE, PUBLISH, OFFER FOR SALE, LICENSE OR SUBLICENSE, GIVE OR DISCLOSE TO ANY OTHER PARTY, THIS PRODUCT IN HARD COPY OR DIGITAL FORM. ALL OFFENDERS WILL BE SUED IN A COURT OF LAW.








          © Copyright Biztree Inc. 2010. All rights reserved. Protected by the copyright laws of the United States & Canada and by international treaties. IT IS ILLEGAL AND STRICTLY PROHIBITED TO DISTRIBUTE, PUBLISH, OFFER FOR SALE, LICENSE OR SUBLICENSE, GIVE OR DISCLOSE TO ANY OTHER PARTY, THIS PRODUCT IN HARD COPY OR DIGITAL FORM. ALL OFFENDERS WILL BE SUED IN A COURT OF LAW.








             





© Copyright Biztree Inc. 2010. All rights reserved. Protected by the copyright laws of the United States and Canada and by international treaties. IT IS ILLEGAL AND STRICTLY PROHIBITED TO DISTRIBUTE, PUBLISH, OFFER FOR SALE, LICENSE OR SUBLICENSE, GIVE OR DISCLOSE TO ANY OTHER PARTY, THIS PRODUCT IN HARD COPY OR DIGITAL FORM. ALL OFFENDERS WILL AUTOMATICALLY BE SUED IN A COURT OF LAW.





J'une 2001





          © Copyright Biztree Inc. 2010. All rights reserved. Protected by the copyright laws of the United States & Canada and by international treaties. IT IS ILLEGAL AND STRICTLY PROHIBITED TO DISTRIBUTE, PUBLISH, OFFER FOR SALE, LICENSE OR SUBLICENSE, GIVE OR DISCLOSE TO ANY OTHER PARTY, THIS PRODUCT IN HARD COPY OR DIGITAL FORM. ALL OFFENDERS WILL BE SUED IN A COURT OF LAW.








             





© Copyright Biztree Inc. 2010. All rights reserved. Protected by the copyright laws of the United States and Canada and by international treaties. IT IS ILLEGAL AND STRICTLY PROHIBITED TO DISTRIBUTE, PUBLISH, OFFER FOR SALE, LICENSE OR SUBLICENSE, GIVE OR DISCLOSE TO ANY OTHER PARTY, THIS PRODUCT IN HARD COPY OR DIGITAL FORM. ALL OFFENDERS WILL AUTOMATICALLY BE SUED IN A COURT OF LAW.





          © Copyright Biztree Inc. 2010. All rights reserved. Protected by the copyright laws of the United States & Canada and by international treaties. IT IS ILLEGAL AND STRICTLY PROHIBITED TO DISTRIBUTE, PUBLISH, OFFER FOR SALE, LICENSE OR SUBLICENSE, GIVE OR DISCLOSE TO ANY OTHER PARTY, THIS PRODUCT IN HARD COPY OR DIGITAL FORM. ALL OFFENDERS WILL BE SUED IN A COURT OF LAW.








          © Copyright Biztree Inc. 2010. All rights reserved. Protected by the copyright laws of the United States & Canada and by international treaties. IT IS ILLEGAL AND STRICTLY PROHIBITED TO DISTRIBUTE, PUBLISH, OFFER FOR SALE, LICENSE OR SUBLICENSE, GIVE OR DISCLOSE TO ANY OTHER PARTY, THIS PRODUCT IN HARD COPY OR DIGITAL FORM. ALL OFFENDERS WILL BE SUED IN A COURT OF LAW.








          © Copyright Biztree Inc. 2010. All rights reserved. Protected by the copyright laws of the United States & Canada and by international treaties. IT IS ILLEGAL AND STRICTLY PROHIBITED TO DISTRIBUTE, PUBLISH, OFFER FOR SALE, LICENSE OR SUBLICENSE, GIVE OR DISCLOSE TO ANY OTHER PARTY, THIS PRODUCT IN HARD COPY OR DIGITAL FORM. ALL OFFENDERS WILL BE SUED IN A COURT OF LAW.








             





© Copyright Biztree Inc. 2010. All rights reserved. Protected by the copyright laws of the United States and Canada and by international treaties. IT IS ILLEGAL AND STRICTLY PROHIBITED TO DISTRIBUTE, PUBLISH, OFFER FOR SALE, LICENSE OR SUBLICENSE, GIVE OR DISCLOSE TO ANY OTHER PARTY, THIS PRODUCT IN HARD COPY OR DIGITAL FORM. ALL OFFENDERS WILL AUTOMATICALLY BE SUED IN A COURT OF LAW.











2
© Copyright Biztree Inc. 2010. All rights reserved. Protected by the copyright laws of the United States & Canada and by International treaties. IT IS ILLEGAL AND STRICTLY PROHIBITED TO DISTRIBUTE, PUBLISH, OFFER FOR SALE, LICENSE OR SUBLICENSE, GIVE OR DISCLOSE TO ANY OTHER PARTY, THIS PRODUCT IN HARD COPY OR DIGITAL FORM. ALL OFFENDERS WILL BE SUED IN A COURT OF LAW. 

