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WELCOME TO CUMBERLAN

»;

HEIGHTS!
On behalf of your colleagues, [ welcome you to Cumberland Heights and wish
you every success here.

We believe that each employee contributes directly to Cumberland's growth and
success, and to the overall well-being of our patients. We hope you will take
pride in being a member of our team.

¢}
75

This handbook was developed to describe some 03‘ the expectations of our
employees and to outline ihc policies, programs, and benefits available to

eligi bge empieyecg Employees should fa méﬁaﬁze themselves with the contents
of the employee handbook, as scon as possible, for it will answer many
@uegé:é{ms about employment with Cumberland Heights.

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

P
bincgrely,

Tim Moore
President and Chief Executive Officer

-~



ORGANIZATION DESCRIPTION

Cumberland Heights is a not-for-profit corporation that exists solely for the
purpose of treating alcohol and drug addicted patients and their families and
providing information on the disease of chemical dependency. In addition to
the detoxification, residential, day and family treatment programs, we provide
aftercare, educational programs, an intervention program, a relapse prevention
program, and numerous oufpatient services designed to help the chemically
dependent patient and their family.

Cumberland Heights was founded in 1965 by Robert Crichton and Dr. Thomas
Frist, along with other influential citizens in the Nashville area. Begun as a
Hazelden model, Cumberland Heights accepted its first patient in July of 1966.
In 1975 the facility accepted ifs first female patients and in 1985 the first
adolescents were admitted. Today we have 73 licensed residential beds, 12
detox beds and 4 half-way house beds. Our program is accredited by the Joint
Commission on Accreditation of Healthcare Organizations and is fully licensed
by the State of Tennessee Department of Public Health.

Jim Moore serves as the facility's President and Chief Executive Officer, Dr. Bill
Anderson as Medical Director, Tim Tull as the Vice President and Chief
Financial Officer, and Billie Alexander Avery as Chief Operating Officer. All of
the department managers and directors at Cumberland Heights report to one of
these individuals.

There are ten primary departments at Cumberland Heights with several one
person departments that f@gmf*ﬁ: directly to administrative offices. The primary
deparbtments are: Clinical Services, (&éaﬁ and Youth Therapy and

Medical/ Detox) Family Therapy, Business Office, Sapp@ri Services, Marketing,
and Dietary. The one person departments are: Board Secretary, Performance
Improvement, Aftercare, Alumni, and Personnel. The Adult, Youth and
Medical/Detox programs each have a m‘@gmm manager who functions as a
department manager but reports administratively to the Chief Operating Officer.

There are a number of departments not physically located at our River Road
facility, mmudmg Cumberland Heights Qai‘zﬁpat@em Services which has its
principal office at 145 Thompson Lane in Nashville, and satellite offices
throughout Middle Tennessee

Cumberland Heights also has a management contract to provide a Dual
Treatment Unit at Parthenon Pavilion.



It is the intention of Cumberland Heights to provide a work environment in
which all employees feel free to voice their suggestions, complaints, or requests
with confidence they will be hear ﬁ and without fear of negative consequences.

v-

We are constantly seeking ways to make the work environ ﬁem at Cumberland
3

Heights a happy a;%:% productive one. “%’"é% facility currently sponsors
retreats, workshops, @r d an extensive employee benefit a@f"?xw@ If you have
£

A

uggestions on ways we can further i ﬁmgﬁm ve the work environment or employee

o B

. 5 + +
E”)ﬁ%’éf&%":‘ﬁ@% DIeAsE 197 Us KNow.
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40 INTRODUCTORY STATEMENT

This handbook is designed to acquaint you with the organization 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
Cumberland Heights 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. Cumberland Heights, therefore 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.

The Handbook does not constitute a contract of employment, but is
developed to provide guidance.
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Cumberland Heights

103 EQUAL EMPLOYMENT OPPORTUNITY

it is the policy of Cumberland Heights that employment decisions shall be based
on merit, qualifications, and €u¥"ﬁp€“7wﬂ£ Employment practices shall not be

influ em@d or affected by virtue of an applicant's or employee’s race, color,

ﬁ‘ﬁiwmm sex, national ori gmy age, handicap or any other characteristic ﬁ;m otected

v ex mz:ﬁ where such characteristic is a bona fide @chapaa@:ﬁai qualification.
tis our pchm to provide an environment that is free of unlawful

§ narassment of any kind, in f%%ﬁdmg that which is sexual, age-related, or ethnic.

This pmzav governs a;% a%pe{,w of employment, promotion, assignment,

discharge, and other terms and conditions of employment.

10
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Cumberland Heights

107 IMMIGRATION LAW COMPLIANCE

Cumberland Heights complies with the Immigration Reform and Control Act of
1990 and is committed to employing only persons who are authorized to work in
the United States.

As a condition of employment, each new employee must properly complete the
first section of the Immigration and Naturalization Service Form 1-9. Before
commencing work, newly rehired employees must also complete the form, if
they have not previously filed an I-9 with this organization, if their previous I-9
is more than three years old, or if their previous I-9 is no longer valid.
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The materials, products, designs, programs, forms, plans, ideas, and data of
Cumberland Heights are the property of the company and should never be
given to an outside firm or individual except through normal channels and with
appropriate authorization. Any improper transfer of material or disclosure of
information, even though it is not apparent that an employee has personally
gained by such action, constitutes unacceptable conduct. Any employee who
participates in such a practice will be subject to disciplinary action, up to and
including possible discharge.

i4
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Cumberland Heights

112 NON-DISCLOSURE

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

Alumni and Referral Source lists

Financial information

Marketing and Public Relations strategies

Pending projects and proposals

Details of Existing Contracts with Third Party Payors

]

& @ @& ¢

Any employee who discloses trade secrets or confidential business information
will be subject to disciplinary action (including possible discharge), even if he or
she does not actually benefit from the disclosed information.

Employees are cautioned not to discuss any real or perceived financial or
operational problems of Cumberland Heights with any outside parties. Such
discussions are never constructive and are potentially detrimental to the interests
of Cumberland Heights. Failure to comply with this policy may result in
immediate discharge. '

i6
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Cumberland Heights

201 EMPLOYMENT CATEGORIES

It is the intent of Cumberland Heights to clarify the definitions of employment
classifications so that employees understand their employment status and
benefit eligibility. These classifications do not guarantee employment for any
specified period of time. Accordingly, the right to terminate the employment
relationship, at will, is retained by both the employee and Cumberland Heights.

Each employee is designated as either NONEXEMPT or EXEMPT from federal
and state wage and hour laws. NONEXEMPT employees are entitled to
overtime pay under the specific provisions of federal and state laws. EXEMPT
employees are excluded from specific provisions of federal and state wage and
hour laws.

In addition fo the above categories, each employee will belong to one other
employment category:
REGULAR FULL-TIME employees are those who are not in a temporary or
probationary status and who are regularly scheduled to work the organization's
full-time schedule. Generally, they are eligible for Cumberland Heights' benefit
package, subject to the terms, conditions, and limitations of each benefit
program.

REGULAR PART-TIME employees are those who are not assigned to a
temporary or probationary status and who are regularly scheduled to work less
than the full-time work schedule but at least 30 hours per week. Regular part-
time employees are eligible for benefits sponsored by Cumberland Heights,
subject to the terms, conditions, and limitations of each benefit program.
Vacation and sick time benefits for part-time employees are prorated.

PART-TIME employees are those who are not assigned fo a temporary or
probationary status and who are scheduled to work less than 30 hours per week.
While they do receive all legally mandated benefits (such as workers'
compensation and Social Security benefits), they are ineligible for most of
Cumberland Heights' other benefit programs. For clarification of the prorated
benefits available, part-time employees should consult with the personnel
coordinator.

ig8



DESIGNATED SERVICE emyﬁ%@yﬁ@s - P&ﬁmi’ém@ employees who are not paid

based on hours worked, rather paid ﬁ@ direct services provided such as the
number of lines transcribed, or a d ted group activity. Wewg ated service
employees are not eligible for any d %s onary employee benefits

PROBATIONARY employees are those whose pfwf rmance is being evaluated to

determine whether fur ther employment in a specific position or with the
organization is ﬁp@“@@?"‘f te. Em i@?@ye@& who satisfactorily complete the

probationary period will be notified of their new employment classification.

TEMPORARY employees are those who are hired as interim replacements, to
temporarily supplement the work force, or to assist in the completion of a

spec § ¢ project. Employment assignments in this C“%@gm‘y are @f a l%témé%ed
duration. Empﬁ@ymem‘% be ‘y@pd ny initially stated period does not in any way
Ampéy a change in employment status.

m«

Temporary employees retain that status unless and until notified of a chang
lega E“Wmmag"adaﬁ, benefits {ma; s

va
ocial Security), they are ineligible for all

programs.

Hle
workers' compensation insurance and So

While temporary em?my@m receive a
of Cumberland Heights' other b«enﬂi ty
CASUAL or PRN employees are those who have established an employment
relationship with the organization, but who are assigned to work on an
intermittent and / or unpredictable basis. While ahev receive all legally

mandated benefits (such as workers' compensation insurance and Social
Security), they are ineligible for all of Cumberland Heights' other benefit

programs.

RECOVERING employees are considered to be offering a special
for employment. Relapse, ther efmc; WO Ed be considered as the

J
primary qualification for employment and may result in E‘ez‘ﬁ‘;z:ﬂaﬁ

um
C“}
o
@]
b, ‘"“h
&

PROBATIONARY/EVALUATION STATUS are those emp s‘yegg who are newly
hired or placed on this status because of work p%*f‘fm:‘mﬁnc issues. Probationary
periods are usually 90 days, but can be extended or modified dependent on the
individual employee, at the supervisor’s discretion. Probationary/Evaluation
status does not automatically end based on the initially stated period.
Employees must be fﬁézﬁeﬁ of change of status in writing.

et
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Cumberland Heights

202 ACCESS TO PERSONNEL FILES

Personnel files are the property of Cumberland Heights, and access to the
information they contain is restricted. Generally, only officials and
representatives of Cumberland Heights who have a legitimate reason to review
information in a file are allowed to do so. With reasonable advance notice, an
employee may review material in his or her file but only in Cumberland
Heights' offices and in the presence of the individual appointed by Cumberland
Heights to maintain the file.

20
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Cumberland Heights

204 PERSONNEL DATA CHANGES

It is the responsibility of each employee to promptly notify the employer of any
changes in personnel data. Personal mailing addresses, telephone numbers,
number and names of dependents, individuals to be contacted in the event of an
emergency, educational accomplishments, and other such status reports should
be accurate and current at all times. Evidence of educational accomplishments
should be promptly submitted to department managers for inclusion in
personnel and credential files. Updated copies of professional certificates
and/or licenses as well as evidence of continuing education hours must be
submitted to the Personnel Coordinator. For jobs requiring a driver’s license,
copies of updated license, and any information regarding change in status (ie.,
revocation) must be forwarded to Personnel.

All promotions, fransfers, new hires, demotions, raises, or any change in
employment status must be reported to the Personnel Coordinator and
accompanied by a Change of Status form. No change in pay status will be
effective until such notification has been made.

22



Cumberland Heights

205 PROBATIONARY PERIOD

The probationary period is intended to give new employees the opportunity to
demonstrate their ability m ac hge%v a satisfactory level of performance and to
determine whether the new position meets their expectations. The employer
uses this period to evaluate employee capabilities, work habits, and overall
performance. Either the @mp%y@e or Cumberland Heights may end the
employment relationship at will at any time during or after the probationary
period, with or without cause or advance notice.

All new and rehired employees work on a probationary basis for the first 90
calendar days after their date of hire or r@hﬁre At time of hire, this period ma

be ﬁ@mgﬂa%@@ for additional days, ie, six months. Any szgfﬁzgam absence w %E
automatically extend a probationary period by the length of the absence. If
Cumberland Heights determines that the ae%mﬂ@é@d probatio %sy‘ eriod does
not allow ﬁﬁﬁm@rﬁ time to thoroughly evaluate the employee's performance, the

probationary period may be extended ‘%“ a pw cified period.

Upon satisfactory completion of the probationary period, the employee’s
supervisor shall complete a written performance evaluation to be submitted with
the em; ”@y@ e’s change of status form. The probationary period does not end

automatically - it must be determined in writing. @m‘imam? completion of the

probationary period does not involve any change in pay rate.

ol
f”;i
o

;”SE,

During the pm@a@mzaw period, new emp_’%@*/e% are eligible for those benefits
that are required by law, such as Workers' Compensation Insurance and Social
Security. After becoming regular Pmpé yees, they may also be eligible for other
employer-provided benefits, w%}; ct to the terms and conditions of each benefits
program. Employees should read ‘d’%@ zf@f Eﬁﬁ@ﬁ for each specitic benefit

r

program for the details on eligibility

food
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Cumberland Heights

208 EMPLOYMENT APPLICATIONS

3

Cumberland He ig“ hts relies upon the accura
employment application, as well as the a
throughout the hiring process and em p%
falsifications, or material ﬁ“m%mm inanyo f th
in Cumberland heaghm exclusion of i%a@ indivi
or employment oz, if the person has been hired,

£

of information contained in the
cy of other data presented
ent. m‘“}}f mm%@w@ﬁamfm@m

his information or data may result
é al from further consideration

1, termination of employment.
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Cumberland Heights

280 PROMOTION POLICY

It is the policy of Cumberland Heighis to promote employees to vacant or higher
positions when qualified employees are available and suitable in all respects,
and where it is deemed in the best interest of Cumberland Heights to do so.

When employees are promoted they will be placed on probationary status and
. . £ ¥ _
he date of promotion will become the new anniversary date for purposes of the
annual performance evaluation.

2
the position to which they have been promoted they will usually be given the
opportunity fo retreat to the position which they vacated. If the position has

1

already been filled then the employee may be laid off and subject to 90 day
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Cumberland Heights

303 VACATION BEMEFITS

Vacation time off with pay is available to eligible employees to provide
opportunities for rest, relaxation, and personal pursuits. Employees in the
following employment classification(s) are eligible to earn and use vacation time
as described in this policy:

Regular full-time employees
Regular part-time employees
Part-time employees

The amount of paid vacation time employees receive each year increases with
the length of their employment as shown in the following schedule.

VACATION EARNING SCHEDULE §

i

Years of eligible service Vacation days Vacation days
per hour worked per year (40
hrs. per wk.)}

| Upon initial eligibility 046 days 12 days |
§ After b5 years 065 days 17 days %
% After 10 years .085 days 22 days §

The length of eligible service is calculated on the basis of a "benefit year." This is
the 12-month period that begins when the employee staris to earn vacation time.
An employee's benefit year may be extended for any significant leave of absence
except military leave of absence. Military leave has no effect on this calculation.

(Ses individual leave of absence policies for more information.}

Once employees enter an eligible employment classification, they begin to earn
paid vacation time according to the schedule. However, before vacation time
can be used, a waiting period of 180 calendar days must be completed. After
that ime, employees can request use of earned vacation time including that
accrued during the waiting period.



%

To take vacation, @mj@é@fy ees must y@%@@gﬁ? advance approval from their
supervisors. Requests will be reviewed based on a number of factors, including
business needs and s%mﬁf ng requirements

5 o s £L 2 e S i &1 o . 1 N e e o d 53 e . ol
Vacation time off is paid at the em ployee's base pay rate at the time of vacation

f % . e N N EP ” 5 i — i N B T
It does not include overtime or any special forms of compensation such as shift

As stated above, emplove:
for rest, relaxation, and pe
not used by the end of t
forward to the next benefit
?@&sf%@@ﬂ: a mp equal to o
further vacation accrual will st
earns 12 vacation days in o
hours. W hen the emﬁiay -

.
amount below the cap, il be Excer
circumstances, and Wﬁiﬁ’i prior ap @m Z of the Chief Executive Officer,
employees will not be given pay in lieu of vacation Hime off,

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

T

but not accrued will be deducted from the employees final check.



Cumberland Heights

305 HOLIDAYS

Cumberland Heights will grant holiday time off to eligible employees on the
holidays listed below.

New Year's Day (January 1}

Memorial Day (last Monday in May)
Independence Day (July 4)

Labor Day (first Monday in September)
Thanksgiving (fourth Thursday in November)
Christmas (December 25)

According to applicable restrictions, Cumberland Heights will grant paid
holiday time off to all eligible exempt and nonexempt employees immediately
upon assignment to an eligible employment classification. Holiday pay will be
C&§£ﬁ§ ted based on the employee's straight-time pay rate (as of the date of the
oliday) times the number of straight time hours the employee would otherwise

wave worked on that day, (up foei } t hours maximum.) Eligible employee
classification(s):

e fy‘

=

Probationary employees
Regular full-time employees

Regular part-time employees

A recognized holiday that falls on a Saturday will be observed on the preceding

Friday. A recognized holiday that falls on a Sunday will be observed on the
following Monday. If a holiday falls on an employee's normally scheduled day
off, the employee may be paid for the holiday or given another day off, at the

discretion of the de parm&@m head.

ifa g’@cggmzagz woliday falls during an ehgzbie employee's unpaid absence (e.g.,
leave of absence), the employee will be ineligible for holiday pay.

If an eligible employee works on a recognized holiday, he or she will receive

holiday pay plus his/her regular wages or another day off within the pay

period, but not allowed outside of 30 days from the holiday.

Paid time off for holidays will not be counted as hours worked for the purposes
of determining overfime.

God
<o



The dietary d@@@?‘%‘ﬁﬁ%% at Cumberiand Heights has previo to
vrorate their holiday pav over the enfive vear. Emuplovees of this deparbment
¥ ¥

receive no additional pay for working holidays.

e
17
s
]
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All "ag ﬁ gﬁsmﬂsh forms for holidays must be submit o
no later than 3:00 p.m. Monday after the pay period ends on %s;m@aya

b

?Efa.:} be eligible for holiday pay, an employee must *6"*15 'ﬁ’?fé his/her work schedule

and the first scheduled day aﬁ‘%’%é‘ the holiday. ";%f’;‘f's@ @@E
approved leave request turned in before the holiday occurs, or an illness that is
confirmed by a physician’s statement.

Lod
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Cumberland Heights

306 WORKERS' COMPENSATION INSURANCE

Cumberland Heights provides a com pz@h@n@w@ workers' compensation
insurance program, at no cost to employees. This program covers any injury or
iliness sustained in the course of employment that requires medical, surgical, or
hospital treatment. Subject to a@p}‘é&wbée legal requirements, workers'
compensation insurance provides benefits after a short waiting period or, if the
employee is hospitalized, immediately.

Any employee who sustains a work-related injury or illness should inform his or
her supervisor imm@dé“" ely and file an Incident Report within 24 hours. ?\g@
b T nti

atter how minor an on-the-job injury may appear, it is importan
reported immediately. ?{m will enable an eligible employee to g uaﬁ%}f for

% I
coverage as quickly as possible.
MNeither Cumberla

payment of workers'

e
employee's volunta z”y I as@‘ﬁgipa%ﬁ@ﬁ in any off-duty recreational, social, or athletic
activity sponsored by Cumberland Heights

Lo
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worker's compensation or disability insurance, then they will only be charged
for that amount of sick time necessary to make up the difference between their
normal rate of pay and the compensation received from other sources

Unused sick leave benefits will be allowed to accumulate untl the employee has
accrued a total of 23 “Wﬁﬁiiﬁg days (184 hours) of sick leave benefits. If the
employee's benefits reach this maximum, further accrual of sick leave benefits
will be suspended until the employee has reduced the balance below the limit.

Loaning sick leave, at Management’s discretion, may be given to an employee
with more than two years of service.

Sick leave benefits are intended solely to provide income protection in the event
of illness or injury, and may not be used for a ' loyees
found to abuse or fraudulently use mda leave will be subject to @éz&g plinary
@fé‘g@ i af%ad;mg termination. ;:;.migtﬁe:weag will not be paid for unused sick leave
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Cumberland Heights

311 JURY DUTY

Cumberland Heights expects employees to fulfill their civic responsibilities by
serving on jury duty when requested. Upon receiving a summons to report for
jury duty, the employee shall present the summons to the employee’s immediate
supervisor and the employee shall be excused from work for the days spent
serving as a juror in any court in the United States or the State of Tennessee
provided the employee’s responsibility for jury duty exceeds three hours during
the day. Each employee serving on jury duty shall receive his or her usual
compensation, less the amount of the compensation the employee receives for
serving as a juror. Employees shall provide his or her supervisor a statement
from the court showing the daily fee of compensation received for the
employee’s jury duty. The employee is expected to report for work whenever
the employee’s responsibility for jury duty is less than three hours during any
day. Benefits will continue to accrue for an employee serving on jury duty.
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Cumberland Heights

313 BENEFITS CONTINUATION (COBRA)

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives
employees and their qualified beneficiaries the opportunity to continue health
insurance coverage under Cumberland Heights” health plan when a "qualifying
event" would normally result in the loss of eligibility. Some common qualifying
events are resignation, termination of employment for a reason other than gross
misconduct, 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
Cumberland Heights group rates plus an administration fee.

The employer's COBRA administrator provides each eligible employee with a
written notice describing rights available under COBRA when the employee
becomes eligible for coverage under Cumberland Heights” health insurance
plan. The notice contains important information about the employee's rights and
obligations.



Cumberland Heights

380 UNEMPLOYMENT COMPENSATION

Cumberland Heights, a non-profit corpora i@mﬂ is not required by law to
contribute to an unemployment compensation fund but is self-insured for
ﬁﬁ’%@@’%gﬁéﬁy’ﬁaiﬁi compensation. Employees who are laid off or discharged and
desire to receive unemployment benefits must file with the ‘E’@ﬁm@%e%
Employment Security Office in order to determine eligibility for unemployment

compensation.

Lo



Cumberland Heights

381 EMPLOYEE LOANS

The Pastoral Counselor at Cumberland Heights has traditionally included an
offertory as part of the Sunday spiritual services. The money contributed is
ordinarily :&ssd to help patients who need some spending money or other
necessities while they are in treatment. When excess funds are available, the
Pastoral Counselor will loan these funds to employees in hardship situations.

4

The %@&ﬁg are repaid through pavroll deductions and are limited to a maximum
> 7€ pa)

of $500.00. The loans are interest free %a aga in, are only available as funds

permit and only in emergency situations.

elor is in charge of employee loans and employees wishing to

und loan should consult with him. In his absence and in
employees may consult with the Chief Executive Officer
ificer.
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Cumberland Heights

383 DISABILITY INSURANCE

Disability Income Insurance is offered to all regular and regular part-time
employees. An employee becomes eligible on the first day of the month
following 90 days of continuous employment.

Cumberland Heights participates in the cost of this insurance on a 50/50% basis
and the amount of the premium and benefit is determined based on the

employee’s salary.

Employees should know that if they do not elect to take this insurance within the
first 90 days of employment, later enrollment will require proof of insurability.

For more information on Disability Insurance, see the Personnel Coordinator.

o
[



Cumberland Heights

G2

84 CATASTROPHIC ILLNESS INSURANCE

i

1

&,ﬂ@m@:@w;’ Intensive Care insurance is available to all employees following 90 day

of continuous employment.

Cumberland Heights does not share in the cost of this insurance but will arrange
for a payroll deduction.

For more information on the Catastrophic Insurance plan, see the Personnel
Coordinator.

43



Cumberland Heights

385 CREDIT UNION

Cumberland Heights employees have the option of becoming members of
Educator's Credit Union, a member owned, not-for-profit financial cooperative.
This organization offers many services such as checking and savings, Christmas
Club, loans and credit cards.

For more information on credit union membership, see the Personnel
Coordinator.

44
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Cumberland Heights

387 AUTO MILEAGE AND EXPENSE REIMBURSEMENT

Cumberland Heights reimburses employees for use of their personal automobile
on Cumberland Heights business, at the rate of $0.27 per mile. Business related
mileage is determined from the employees base work place.

If the Expense Report form and accompanying receipts are submitted to the
Accounts Payable Department no later than Tuesday at noon, other allowable
expenses incurred by employees, on Cumberland Heights business, will be
reimbursed on the next check run.

For more information on allowable expenses or expense advances see the
Policies and Procedures Manual in the Fiscal Services Department.

46
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Cumberland Heights

401 TIMEKEEPING

Accurately recording time worked is the responsibility of every nonexempt
employee. Federal and state laws require Cumberland Heights 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.

Nonexempt employees must accurately record the time they begin and end their
work. They must record the beginning and ending time of any split shift or
departure from work for personal reasons. Overtime work must always be
approved before it is performed.

Tampering, altering, or falsifying time records, or recording time on another
employee's time record may result in disciplinary action, including discharge.

Nonexempt employees should report to work no more than seven minutes prior
to their scheduled starting time nor stay more than seven minutes after their
scheduled stop time without expressed, prior authorization from their
SUpervisor.

If corrections or modifications are made to the time record, both the employee
and the supervisor must verify the accuracy of the changes by initialing the time
record or an add punch form.

Exempt employees are required to record the days they are at work, on vacation,
sick or other type of leave. Itis assumed that all salaried employees are off on
holidays unless their time at work is recorded. All days otherwise unaccounted
for will be assumed to be vacation and will be deducted from vacation time

48
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Cumberland Heights

405 EMPLOYMENT TERMINATION

Since employment with Cumberland Heights is based on mutual consent, both
the employee and Cumberland Heights have the right to terminate employment
at will, with or without cause, at any time. Terminations are 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 - employment termination m&%:mied by an employee who
chooses to leave Cumberland Heights voluntarily

DISCHARGE - employment termination initiated by Cumberland Heights.

LAYOFF - involuntary employment termination initiated by Cumberland
feights for ﬁ@.&émmpi ary reasons.

MEDICAL TERMINATION - employment termination initiated by the employes

r by Cumberland Heights when an employee is unable, for health reasons, to
continue to perform essential functions of the job with reasonable
accommodation. (See also FMLA)

RETIREMENT - voluntary retirement from active employment status initiated
by the employee.

Cumberland Heights will schedule exit interviews for terminating employees.
The exit interview wd‘ affor d n opportunity to discuss such issues as employee
benefits, conversion privileges, repayment of oulstanding debi;g to the
organization, or m‘?:wa ;i? ey pf% yer- ~-owned propertly. Sue ggestions, gs}mpéaém&,
and questions may also be voiced.

Employee benefits will be affected by employment termination in the following
manner: All accrued, vested b benefits that are due and payable at termination
will be paid. Some benefits may be continued at the employee's expense, if the
employee so chooses. The employee will be notified in writing of the benefits
that may be continued and of the terms, conditions, and limitations of such
continuance,

50
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Cumberland Heights

408 PAY ADVANCES

Neither pay advances nor extensions of credit on unearned wages can be
provided fo employees.
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Cumberland Heights

501 SAFETY

Establishment and maintenance of a safe working environment is the shared
responsibility of Cumberland Heights and employees from all levels of the
organization. Cumberland Heights will take all reasonable steps to assure a safe
environment and compliance with federal, state, and local safety regulations.
Employees are expected to obey safety rules and to exercise caution in all thei
work activities. T%@a}i are required to immediately report any unsafe mfm %mm
to their supervisor. Not only supervisors, but employees at all levels of the
organization are expected to report or correct unsafe conditions as promptly as
possible.

All accidents that result in injury must Le reported to the appropriate supervisor,
regardless @‘f how insignificant the in ury may appear. The employee should fill
out an Incident Report in the ;véedﬁmé Department and follow the
recommendations of M dical Personnel. Such reports are necessary to comply

with laws and initiate insurance and workers' compensation procedures.

me

To assistin the e f@m to provide a safe working environment for employees,
palients, and visitors, Cumberland Heights has appointed a safety committee
composed o zvasﬂﬁm%weg from r‘thromgm@uz the organization. The commitiee
exists to help communicate and execute an effective safety program and may be
consulted ?%:;»y any employee. Cumberland Heights has designated the Supgw%
Services supervisor as head of the Safety Committee.
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Cumberland Heights

504 USE OF PHONE AND MAIL SYSTEMS

To assure effective telephone communications, employees should always speak
in a courteous and professional manner. Telephones should be answered by
identifying the organization, area and your name. Please confirm information
received from the caller, and hang up only after the caller has done so.

houl

All calls concerning admission to the facility s
s should

possible. Normally all admission inquiries
Office.

d be handled as promptly as
be referred to the Intake
Those employees using voice mail are responsible for keeping their personal
announcements accurate and uyp to date, as well as for checking messages on a regular
basis.

Personal use of telephones for long-distance and toll calls is not permitted.
Employees should pr&a‘&j@e discretion in using company telephones when

making local personal calls and will be required to reimburse Cumberland
Heights for any charges resulting from their personal use of the telephone.

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

2]

ELECTRONIC MAIL

The E-Mail system is company property and should be used for legitimate
company business only. Any information or communication stored on any part
of the system is &&h}@@ to monitoring and review,

Z‘ £

Sending anonymous messages or using the system fo harass others is prohibited.

Cumberland Heights reserves the right to monitor all E-Mail traffic and, fo
access information when an employee is not available. No E-Mail
communication or information should be deemed confidential as it may be
assessed by Cumberland Heights.

Employees have no privacy rights in materials created, received or sent through
the system.

Employees who viclate policy are subject to disciplinary action up to and
including discharge.
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Cumberland Heights

507 OVERTIME

When operating requirements or other needs cannot be met during regular
working hours, employees will be given the opportunity for overtime work
assignments. All overtime work must receive the supervisor's prior
authorization. Overtime assignments will be distributed as equitably as possible
to all employees qualified to perform the required work.

Overtime compensation is paid to all nonexempt employees in accordance with
federal and state laws at the following rate(s):

One and one-half times straight-time rate for all hours over 40 in a work week.

As required by law, overtime pay is based on actual hours worked. Time off on
sick, vacation or any type of leave, 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. Certain
situations in specific departments may require a staff not to leave the work site,
thus resulting in overtime. The supervisor must be notified at the earliest
convenience and approve overtime.

Exempt (salaried) employees are not eligible for over-time pay and are not
compensated or penalized for hours over or under the traditional 40 hour week.
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508 USE

E“*?“i

OF EQUIPMENT AND VEHICLES

Egquipment and vehicles essential in accomplishing job duties are expensive and
may be difficult to replace. When using pmﬁ"*eﬁyﬂ employees are e g}@@%@aﬁ to
exercise care, we“%“m required maintenance, and follow all operating
instructions, safety standards, and guidelines.

ko

??@a% notify the Maintenance @zzpe visor if any @@mgm@m machines, tools, or

vehicles appear to be d uﬁw@g ective, or in need of repair. Prompt reporting
of @:'i mages, defects, and the x ﬁs 5{; rep&sw could prevent deterioration of
equipment and possible injur y to employees or others. The supervisor can
answer any questions abouta em@ﬁmze& responsibility for maintenance and
care of equipment or vehicles used on the job.
The improper, careless, negligent, destructive, or unsafe use or operation of
equipment or vehicles, as well as excessive or avoid &b%e tra f ¢ and parking
violations, can result in disciplinary action. Any fines resulting from any traffic
or parking violation will be the sole responsibility of the emp%@ye
All employees whose job duties z‘e%um the use of Cumberland Heights vehicles

ose
or the tr mym’m on of patients shall be reg u” ed to have the special license
required by Tennessee state law and pass a dfﬁvmg test administ w;: red by the
Maintenance Supervisor of Cumberland Heights. Any employee failing this test
may re-take the test within one day of the failure. A second f{&ﬁum will result in

suspension of fj;wmg duties and may therefore result in termination
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510 FOUL WEATHER PROCEDURES

Emergency conditions, such as severe weather, can disrupt company operations
and interfere with work schedules, as well as endanger employees’ well-being.
These extreme circumstances may make it impossible for employees to report to
work. In the event that severe weather conditions occur before the beginning of
the regular work day, it is expected that all employees, directly involved in
patient care or holding positions essential to the efficient operation of the facility,
will make every good faith effort to report to work. If it is impossible for the
employee to report to work then, they should advise the facility as soon as
possible.

When such conditions occur it is essential that all employees currently at the
facility remain until they are relieved by their equivalent on the next shift.

7

=

Vhen severe weather occurs during a regular work day, all employees, not
directly involved in patient care, may use their discretion in deciding when to

leave work. Emplovyees involved in patient care are expected to remain at work
through their regular shift and may be required to work over, if their equivalent

on the next shift is unable to report or will be late in getting to work.
Employees unable to report for duty are considered excused, but must take

vacation hours for the absence unless arrangements are cleared through their
department head for making up the time missed.

60



E

LEAY

T
e B

I

o

i

)

LY

MI

oy

ave used i

[RS

vths and

H

&

icall

v with a

3

i
19

41

i

curren

T

rrence o1

RS s B

condition,

Yoy
gl

b

waritl
will




reason to doubt the verification provided, it may request, at its own expense, a
second or even third medical opinion with the third opinion holding as final and
binding.

When Family or Medical leave ends, if the employee returns within the twelve
week period, the employee will return to his or her previous position, or to an
equivalent position with equal pay and benefits.

However, an employee returning from such leave has no greater right of

reinstatement than the employee would have had, if the employee had not taken
leave.
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603 PERSONAL LEAVE

Personal leave without pay is available with supervisory approval to eligible
employees who wish to take time @ﬁ fa? TOMm Wo rk duties to fulfill pers n”?é
obligations. Employees in :{b@ folloy mployment classification(s)

ng e
u
eligible to use personal leave as g;%e E}ed in this policy:

Regular full-time employee
Regular part-time &mgﬁmye&%
Probationary employees

of

Employees mus ‘2:%%5 an 37 ava s%af fa e ’amém;k leave prior to z.% effective date of
the personal leave of absence.

Kequests for personal leave will be evaluated based on a number of factors,
including anticipated &pemh@ al requirements and staffing considerations
during the proposed period of absence.

Subject fo the %;e;rmu, yﬁrﬁamgﬁ , and limitations @:{ ‘ﬁ"e :}M‘%@%aﬂ&me p ans,
i .
(S

full term of *fgh@ p@m@mﬁ %e&fw?

Accruals of benefit calculations, such as vacation, sick leave, or holiday benefits,
will be suspended during the leave and will resume upon return to active
Y

When personal leave ends, the employee will return to the same position or to a
similar one for which qu&hﬁe& If the previous position or a comparable one is

not gvailable, an ef rt will be made to offer another position that is available
and suitable. Al h@ag?{% every reasonable effort will be made to place an
employee at the end of a personal leave, Cumberland Heights cannot guarantee

mm%@@mem in all cases

I ane ﬁ'ﬂpi@y e fails to report to work at the expiration of the approved leave
period, Cumberland Heig assume that the employee has resigned.
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605 MILITARY LEAVE

A military leave of absence will be granted to employees, except those
occupying temporary positions, to attend scheduled drills or training or if called
to active duty with the US Armed Services.

The leave will be unpaid. However, employees may use any available paid time
off for the absence.

Subject to the terms, conditions emd limitations of the ayp%mfﬁ plans for which
the employee is otherwise eligible, Cumberland Heights will continue fo provide
health insurance benefits until 30 ¢ ?a endar days after military leave begins. At
that time, employees who waya‘%: to continue their coverage will become
responsible for the full costs of such benefits. Cumberland Heights will resume
its share of the payment of these costs when the employee z‘e‘i‘m ns to active

employment.

The accrual of benefits such as vacation, holidays, or sick leave will be
suspended during the leave and will resume upon the employee's return to
active employment.

Employees on two-week active duty training assignments or inactive duty
training drills are required to return to work for the first regularly schedule

d
shift after the end of training, a Eé owing reasonable fravel time. Employees on
longer military leave must apply for re-employment in accordance with all
applicable state and federal laws.

Every reasonable effort will be made to return eligible employees to their
previous position or a mmp@mbie one. They will be treated as though they
were continuously employed for pmp@geg of de‘i@mmmg benefits based on
length of service, such as the rate of vacation accrual and job seniority rights.
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A female employee who has been sgmpﬁ@y”d for at least twelve
&%

2 3

EZ} consecutive
me employee at a particular location may be absent for a
3

period not to exceed four (4) months for @regw ncy, child birth and nurs @’%g the
infant. If the employee gives at least three (3) months advanced notice @ﬁ her
L.

anticipated date of departure for maternity leave, her éemgﬁw of matern

and her intention to return to full time employment after maternity leav &%h@

ed
ab

b

G
e
o
bt
W
2
7
o
e
j—y
i

J;?

shall be restored to her @ revious or a similar position with the same @‘t@;mg, pay,
length of gewim credit, as of the fféa,é‘& of her leave. If the employee is prevented

from giving the three gv}; M@mh@ dvar ‘&Eeé notice due to a medical e
han originally

which ﬁ@@@gﬁﬁmmé that maternity i t g anticipated,
she shall be entitle to the same benefils as she would have if she had been able to

Cumberland Heights female employees will be treated like any other employee

who ma% a si E@ﬁ@?z or injury aﬁd is @ﬂ%‘é% d to time off under our Sick Leave
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700 EMPLOYEE CONDUCT AND WORK RULES

;&

To assure orderly operations and provide the best possible "m:%g environment,
Cumberland Heights expects emplovees to follow rules of eﬁm: that will

o

protect the interests and safely of all employees and Cun ‘gb and Heights.

,.wg..

s
=y

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
ha

T
wat may result in disciplinary action, mdadmg termination.

e Verbal or physical abuse of a patient, visitor, or co-worker

&

Romantic involvement with a current or former patient or concerned other
who has been out of treatment for less than two years.

e Theft or inappropriate removal or possession of property
¢ Falsification of time-keeping records
e Working under the influence of alcohol or illegal drugs

e Refusal to submit body substance sample for drug screening purposes, when
requesied to do so by supervisory personnel

» Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the
workplace, while on duty, or while operating employer-owned vehicles or

equipment

¢ Fighting or threatening violence in the workplace

e Boisterous or disruptive activity in the workplace -~

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

e Insubordination or other disrespectful conduct

e Violation of safety or health rules

e Harassment
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e Lxcessive absenteeism or any absence without notice

e  Unauthorized disclosure of business "secrets” or confidential information

@

Violation of personnel policies

e Unsatisfactory performance or conduct

e Breach of patient confidentiality and privacy
Employment with this organization is at %:h@ mutual consent of ¢ ?:a emplo Jf er and
the employee, and either party may termi ”“Efs relationship at any time, witl

or without cause and with or without @é“%ﬁs:@ notice.

[
el
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703 HARASSMENT OF EMPLOYEES

Cumberland Heights is committed to maintaining a work environment that is
free of discrimination, including, but not limited to, any form of harassment.
Cumberland Heights will not tolerate harassment of its employees by anyone,
including any supervisor, co-worker, vendor, patient or visitor of Cumberland
Heights.

Harassment consists of unwelcome conduct, whether verbal, physical or visual,
that is based upon a person’s protected status, such as sex, color, race, ancestry,
religion, national origin, age, physical handicap or disability, medical condition,
marital status, veteran status, citizenship status or other protective group status.
Cumberland Heights will not tolerate harassing conduct that affects tangible job
benefits, that interferes unreasonably with an individual’s work performance, or
that creates an intimidating, hostile or offensive working environment.

Sexual harassment deserves special mention. Unwelcome sexual advances,
request for sexual favors, and other physical, verbal or visual conduct based on
sex constitutes sexual harassment when (1) submission to the conduct is an
explicit or implicit term or condition of employment, (2) submission to or
rejection of the conduct is used as the basis for an employment decision, or (3)
the conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance or creating an intimidating, hostile or offensive
working environment. Sexual harassment may include, but is not limited to,
explicit sexual propositions, sexual innuendo, suggestive comments, sexually
oriented “kidding,” or “teasing,” “practical jokes,” jokes about gender-specific
traits, foul or obscene language or gestures, displays of foul or obscene printed
or visual material, and physical contact.

Harassment, however, is not limited to sexual harassment. Harassment can
occur in many forms. Harassment can occur because of sex, race, national origin,
disability, etc. without being sexual in nature. All Cumberland Heights
employees are responsible for helping to assure that we eliminate all forms of
harassment in the workplace. If you believe that you have experienced or
witnessed harassment, you should immediately notify your department head or
a member of the executive management. Cumberland Heights will investigate
all such complaints thoroughly and promptly. To the fullest extent practical,
Cumberland Heights will keep complaints and the terms of their resolution
confidential. If the investigation reveals that harassment more than likely has
occurred, Cumberland Heights will take corrective action, including such
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Cumberland Heights

704 ATTENDANCE AND PUNCTUALITY

To maintain a safe and productive work enviro {” umberland Heights
expects employees to be reliable and pm@@&&% eg ting for scheduled work.
Absenteeism @mé@ tardiness place a burden on other e 929 yees and on

Cumberland Heights. In the rare instance whﬂ nem p?; oyee cannot avoid
being late to wm’% or is unable to worl or she should notify
upervisor, as soon as possible, i d tardiness or

absence,
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Poor attendance and excessive fardiness are disruptive. Either may lead to
disciplinary action, including termination of employment.
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Cumberland Heights

708 RESIGNATION

Resignation is a voluntary act initiated by the employee to terminate
employment with Cumberland Heights. Although advance notice is not
required, Cumberland Heights requests at least two weeks' written notice of
resignation from nonexempt emplovees and four weeks' notice from exempt
employees.

Prior to an employee's departure, an exit interview will be scheduled to discuss
the reasons for resignation and the effect of the resignation on benefits,
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712 SOLICITATION AND DISTRIBUTION

No employee shall engage in the solicitation of any « !

purpose ﬁm‘mg the working time of either the employee solici

amp%y& doing the soliciting. Solicitation is defined as oral

W Mkﬁg time is that p@f‘éf@ﬁ of ime an employee spends in the performance of

actual job duties and does not mr?mu@ those periods f time in which the

@mpmye@ properly is not engaged in the performan /
and break periods.

[
@
Q

The distribution of gﬁy“aé:m;é material or literature of any nature by Cumberland
leights employees shall be limi ‘i:ed to non-work areas on non-working time.

The posting of printed material or literature on Con ij bulletin boards is
pre shibited. The bulletin boards are reserved for official communic ations on
such items as:

employee announcements

internal memoranda

job openings

organization announcements
In the past, employees at Cumberland %%gnm have engaged in solicitation or
distribution efforts of various types including, but not limited to, the sale of
Avon products, Tupperware®, Christmas gifts, student fund raising items, etc.

Employees should observe the above rules when engaging in such sales
activities.



Cumberland Heights

714 DRUG TESTING

Cumberland Heights is committed to providing a safe, efficient, and productive
work environment for all employees. In keeping with this commitment,
employees may be asked to provide body substance samples (e.g., blood, urine)
to determine the illicit use of drugs. Cumberland Heights will attempt to protect
the confidentiality of all drug test results. Drug tests will be conducted in the
following situatiorn:

DATE OF HIRE - Standard policy

FITNESS-FOR-DUTY - This test may be required, if significant and observable
changes in employee performance, appearance, behavior, speech, etc. provide
reasonable suspicion of the influence of drugs. A fitness-for-duty evaluation

may include the testing of a body substance sample.

Failure to submit to such a test when requested by management personnel is
grounds for immediate termination.

Questions concerning this policy or its administration should be directed to your
department head.
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If the grievance is not resolved, the employee may elect to file a written
grievance with the Chief Executive Officer.

Step 3: The employee has five working days from receipt of a response from the
supervisor of the Department Head in which to file a written appeal to
the Chief Executive Officer. The Chief Executive Officer will investigate
and attempt to resolve the matter within ten working days.

Step 4: In the event a resolution is not reached with the intervention of the Chief
Executive Officer, a meeting will be arranged between the Department
Head, the employee, and any other party with direct involvement in the
matter. The Chief Executive Officer will provide the employee a written
response to this hearing within five days of the meeting. The Chief
Executive Officer makes the final determination regarding employee
disputes. The employee may appeal the decision to the Personnel
Committee of the Board of Directors in writing within ten days after the
determination is made by the Chief Executive Officer. The Personnel
Committee will respond to the employee after considering submitted
evidence by all concerned parties within ten days after their next
scheduled meeting. The response will be in writing and will be
delivered through the Chief Executive Officer to the employee.
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TO All Staff

FROM: Betie White

cec Billie Alexander Avery, Jim Moore

RE Handbook Addendum — 305 HOLIDAYS
DATE : April 28, 1999

Attached you will find a revised employee handbook addendum for 305
HOLIDAYS. Please read carefully and replace the old copy of this policy in your
employee handbook.



Cumberland Helghts
305 HOLIDAYS

Cumberland Heights will grant holiday time off to eligible employees on the holidays
listed below:

New Year’s Day (January 1)

Memorial Day (last Monday in May)
Independence Day (July 4)

Labor Day (first Monday in September)
Thanksgiving (fourth Thursday in November)
Christmas (December 25)

According to applicable restrictions, Cumberland Heights will grant paid holiday time off
to all eligible exempt and nonexempt employees immediately upon assignment to an
eligible employment classification. Holiday pay will be calculated based on the
employee’s straight-time pay rate {as of the date of the holiday) times the number of
straight time hours the employee would otherwise have worked on that day, (up to eight
hours maximum). Eligible employee classification(s):

Probationary employees
Regular full-time employees
Regular part-time employees.

A recognized holiday that falls on a Saturday will be observed on the proceeding Friday.
A recognized holiday that falls on a Sunday will be observed on the following Monday.
If a holiday falls on an employee’s normally scheduled day off, the employee may be
paid for the holiday or given another day off at the discretion of the department head.

If a recognized holiday falls during an eligible employee’s unpaid absence (e.g. leave of
absence), the employee will be ineligible for holiday pay.

If an eligible employee works on a recognized holiday, he or she will receive holiday pay
plus his/her regular wages or another day off within the pay period, but not allowed
outside of 30 days from the holiday.

Paid time off for holidays will not be counted as hours worked for the purposes of
determining overtime.

In addition to the recognized holidays previously listed, eligible employees will receive
two floating holidays (or personal leave days) in each benefit year. To be eligible, non-
exempt employees must have completed 90 calendar days of service in an eligible
employment classification (full-time or part-time prorated hours). These holidays must
be scheduled with prior approval of the employee’s supervisor by submitting an Absentee
Report sheet. These holidays do NOT accumulate. If you do not use the time, it cannot
be carried over to the next benefit year.

30



The dietary department of Cumberland Heights has previously elected to prorate their
holiday pay over the entire year. Employees of this department receive no additional pay
for working holidays.

All “add punch” forms for holidays must be submitted to the department head no later
than 3:00 p.m. Monday after the pay period ends on Sunday.

To be eligible for holiday pay, an employee must fulfill his/her work schedule for the
holiday pay period, working the last scheduled day prior to the holiday and the first
scheduled day after the holiday. The only exception is a pre-approved leave request
turned in before the holiday occurs, or an illness that is confirmed by a physician’s
statement.
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TO0 All Staff

FROM: Bette White
cCc Billie Alexander Avery, Jim Moore, Tim Tull
RE : Handbook Addendum - 303 Vacation Benefils &

405 Employment Termination
DATE : November 3, 1999
Attached you will find revised employee handbook addendums for 303

VACATION BENEFITS and 405 EMPLOYMENT TERMINATION. Please read
carefully and replace the old copy of these policies in your employee handbook.



Cumberland Heights

303 VACATION BENEFITS

Vacation time off with pay is available to eligible employees to provide opportunities for
rest, relaxation, and personal pursuits. Employees in the following employment
classification(s) are eligible to earn and use vacation time as described in this policy:

Regular full-time employees
Regular part-time employees
Part-time employees

The amount of paid vacation time employees receive each year increases with the length
of their employment as shown in the following schedule.

VACATION EARNING SCHEDULE
Years of eligible service Vacation days Vacation days
per hour worked per year (40 hrs.
per week)

Upon initial eligibility .046 days 12 days N
1 After 5 years 065 days 17 days '
l After 10 vears .085 days 22 days

b

The length of eligible service is calculated on the basis of a “benefit year.” This is the
12-month period that begins when the employee starts to earn vacation time. An
employee’s benefit year may be extended for any significant leave of absence except
military leave of absence. Military leave has no effect on this calculation. (See
individual leave of absence policies for more information.)

Once employees enter an eligible employment classification, they begin to earn paid
vacation time according to the schedule. However, before vacation time can be used, a
waiting period of 180 calendar days must be completed. After that time, employees can
request use of earned vacation time including that accrued during the waiting period.

To take vacation, employees must request in advance approval from their supervisors.
Requests will be reviewed based on a number of factors, including business needs and
staffing requirements.

Vacation time off is paid at the employee’s base pay rate at the time of vacation. It does
not include overtime or any special forms of compensation such as shift differentials.



As stated above, employees are encouraged to use available paid vacation time for rest,
relaxation, and personal pursuits. In the event that available vacation is not used by the
end of the benefit year, employees may carry unused time forward to the next benefit
year. If the total amount of unused vacation time reaches a “cap” equal to one and one-
half times the annual vacation amount, further vacation accrual will stop (e.g., the
maximum amount an employee who earns 12 vacation days in one year may carry on the
books is 18 days or 144 hours). When the employee uses paid vacation time and brings
the available amount below the cap, vacation accrual will begin again. Except in unusual
circumstances, and with prior approval of the Chief Executive Officer, employees will
not be given pay in lieu of vacation time off.

Upon voluntary separation from employment, employees will be paid at their prevailing
rate for accrues but unused vacation time, provided they give a minimum two weeks
written notice. Conversely, vacation time used but not yet accrued will be deducted from
the employee’s final pay. In no event shall employees be paid for unused sick leave.



Cumberland Heights

405 EMPLOYMENT TERMINATION

Since employment with Cumberland Heights is based on mutual consent, both the
employee and Cumberland Heights have the right to terminate employment at will, with
or without cause, at any time. Terminations are an inevitable part of personnel activity
within an 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 — employment termination initiated by an employee who chooses to
leave Cumberland Heights voluntarily.

DISCHARGE — employment termination initiated by Cumberland Heights.

LAYQFF — involuntary employment termination initiated by Cumberland Heights for
non-disciplinary reasons.

MEDICAL TERMINATION — employment termination initiated by the employee or by
Cumberland Heights when an employee is unable, for health reasons, to continue to
perform essential functions of the job with reasonable accommodations. (see also FMLA)

RETIREMENT - voluntary retirement from active employment status initiated by the
employee.

Cumberland Heights will schedule exit interviews for terminating employees. The exit
interview will afford an opportunity to discuss such issues as employee benefits,
conversion privileges, repayment of outstanding debts to the organization, or return of
employer-owned property. Suggestions, complaints, and questions may also be voiced.

Employee benefits will be affected by employment termination in the following manner:
All accrued, vested benefits that are due and payable at termination will be paid. Some
benefits may be continued at the employee’s expense, if the employee so chooses. The
employee will be notified in writing of the benefits that may be continued and the terms,
conditions, and limitations of such continuance.

Upon voluntary separation from employment, employees will be paid at their prevailing
rate for accrued but unused vacation time, provided they give a minimum two weeks
written notice. Conversely, vacation time used but not yet accrued will be deducted from
the employee’s final pay. Inno event shall employees be paid for unused sick leave.
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To Al Staff

FROM Executive Management

cC : Bette White, Personnel Coordinator
RE : Abseniesism Policy

DATE Decemnber 14, 2001

Cumberland Heights has historically counted attendance in terms of the number of days missed
from work each year. This has sometimes penalized people who were absent for a period of
days or weeks due to a serious iliness or injury. In order to be fair in evaluating absenteeism, an
“occurrence” method of evaluating attendance is being implemented effective January 1, 2002.

An pceurrence is defined as one or more days absent from work for the same illness or injury.
Brief returns to work {L.e., one to two days) followed by additional absences for the same iliness
or injury will be considered one occurrence. Some examples are:

+  An employee is off for six weeks for surgery. This is one ocourrence.
¢ Anemployee is off two days with the flu, comes back one day, and is out two more days
with the flu. These four days count as one ooourrence.

The standard for acceptable atiendance is four (4) occurrences within a twelve-month period. At
five (5) occurrences, the supervisor will counsel the employee about attendance. At six (6)
occurrences, the process for disciplinary action will begin.

Flease note that this policy does not apply to absences related to the Family Medical Leave Act
{(FMLA) or the American Disabilities Act (ADA). For specific circumstances regarding these
areas, please consult with your supervisor.

Please insert the atfached policy in the Personnel section of Volume | of the Cumberland Heights'
Folicy and Procedures manual as well as the Cumberland Heights’ Employee Handbook, page
70, #704.

Thank you for your attention and consideration of this new policy.
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704 Attendance and Punctuality Effective: 1/1/02

To maintain a safe and productive work environment, Cumberland Heights expects
employees to be reliable and punctual in reporting for work. Absenteeism and tardiness
place a burden on other employees and on Cumberland Heights. In the rare instance
when an employee cannot avoid being late to work or is unable to work as scheduled, he
or she should notify the supervisor, as soon as possible, in advance of the anticipated
tardiness or absence.

In departments providing patient care services, a specified number of hours prior to a
scheduled shift may be required for a staff member to notify the supervisor of an absence
(excepting emergencies). Please check with your department manager for specifics.

The method for evaluating attendance is by occurrence. An occurrence is defined as one
or more days absent from work for the same illness or injury. Brief returns to work (i.e.,
one to two days) followed by additional absences for the same illness or injury will be
considered one occurrence. Some examples are:

An employee 1s off for six weeks for surgery. This is one occurrence.
+ An employee 1s off two days with the flu, comes back one day, and is out two
more days with the flu. These four days count as one occurrence.

The standard for acceptable attendance is four (4) occurrences within a twelve-month
period. At five (5) occurrences, the supervisor will counsel the employee about
attendance. At six (6) occurrences, the process for disciplinary action will begin.

Please note that this policy does not apply to absences related to the Family Medical
Leave Act (FMLA) or the American Disabilities Act (ADA). For specific circumstances
regarding these areas, please consult with your supervisor.

Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary
action, up to and including termination of employment.
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712 SOLICITATION AND DISTRIBUTION

No employee shall engage in the solicitation of any other employee for any purpose
during the working time of either the employee solicited or the employee doing the
soliciting. Those employees who are in supervisory positions should not solicit
employees who report directly to them. Solicitation is defined as any oral or electronic*
communications. Working time is that period of time an employee spends in the
performance of actual job duties and does not include those periods of time in which the
employee is properly not engaged in the performance of work tasks (i.e., meal and break
periods).

The distribution of printed material or literature of any nature by Cumberland Heights’
employees shall be limited to non-work areas on non-working time. The posting of
printed materials or literature on company bulletin boards (real or electronic) is
prohibited. The bulletin boards are reserved for official communications on such items as
employee announcements, internal memoranda, job openings, and/or organizational
announcements,

In the past, employees at Cumberland Heights have engaged in solicitation or distribution
efforts of various types including, but not limited to, the sale of Avon products,

Tupperware, Christmas gifts, student fundraising items, charitable donations, ete.
Employees should observe the above rules when engaging in such sales activities.

*E-mail communications should be invitational only (e.g., once and with no response
required) and used sparingly. Use of company E-mail distribution lists is prohibited.
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Carroll Bagwell

From: Jim Threadgill

Sent:  Tuesday, March 08, 2010 2:48 PM
To: Carroll Bagwell

Subject: FW. Breakfast Issue

From: Jim Threadgill

Sent: Thursday, October 08, 2002 4:12 PM
To: Management Staff

Subject: Breakfast Issue

Hi ali,
There seems to be some confusion lately about what the rules are concerning Staff breakfast. As you may be
aware, in the past staff were not allowed to eat breakfast, period.

We have decided to aliow staff to eat breakfast if they wish, however there are some basic guideline we want
everyone o be aware of.

Any food from the HOT FOOD LINE will be available for a charge of $4.00.
This includes hot cereal, toast, biscuits, bagels, efc.

COLD CEREAL and MILK will be availabe at no charge.
Please advise your staff that they are responsible for notifying the Chef on duty that they are purchasing a meal,
as well as providing payment and a name/emp # if they are charging. They may pay cash, use a blue meal ticket,

or charge, and payment is expected at the time of the meal. Any staff observed eating anything other than cold
cereal will be charged $4.00 on the meal charge sheet.

Thanks for your cooperation with this.
.
Jirm

3/9/2010



