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[bookmark: _Toc508359699][bookmark: _Toc508359831][bookmark: _Toc67926355]Welcome Aboard!

On behalf of your colleagues, we welcome you to  Matai Home Care Services LLC and wish you every success here.

We believe that each employee contributes directly to our organization’s growth and success, 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 familiarize themselves with the contents of the employee handbook as soon as possible, for it will answer many questions about employment with Matai Home Care Services LLC.

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








[bookmark: _Toc482884761][bookmark: _Toc508359700][bookmark: _Toc508359832][bookmark: _Toc67926356]INTRODUCTORY STATEMENT

This handbook is designed to acquaint you with Matai Home Care Services LLC and provides 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 this handbook.  It describes many of your responsibilities as an employee and outlines the programs developed by Matai Home Care Services LLC to benefit employees.  One of our objectives is to provide a work environment conducive to personal and professional growth.

No employee handbook can anticipate every circumstance or question about policy.  As Matai Home Care Services LLC continues to grow, the need may arise, and management 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 only exception to any changes is our employment-at-will policy permitting you or Matai Home Care Services LLC to end our relationship for any reason at any time.  Employees will, of course, be notified of such changes to the handbook as they occur.


[bookmark: _Toc508359702][bookmark: _Toc508359834][bookmark: _Toc67926357][bookmark: _Toc508359701][bookmark: _Toc508359833]Our Purpose

Matai Home Care Services LLC provides home care services to include the following:
· Assistance with self-administered medications.
· Personal care (i.e., assistance with personal hygiene, dressing and feeding).
· Homemaking (i.e., assistance with household tasks, housekeeping, shopping, meal planning and preparation, and transportation
· Companionship
· Respite care (i.e., assistance and support provided to the family)


[bookmark: _Toc508359704][bookmark: _Toc508359836][bookmark: _Toc67926358]OUR Mission

Mission

We firmly believe that every client deserves to be treated with respect and dignity. Our commitment is to establish positive relationships based on trust, honesty, transparency, and professionalism. We strive to create a comfortable and secure environment for our clients and their families, always ready and willing to offer assistance.
[bookmark: _Toc508359247][bookmark: _Toc508359703][bookmark: _Toc508359835][bookmark: _Toc67926359]Attitude

Clients, their loved ones, and the community develop opinions and ideas about our agency by observing the staff's attitude, performance of their job, and communication with clients. It is important that you always treat them with respect and courtesy.

[bookmark: _Toc67926360]COMPANY INFO

[bookmark: _Toc482884762]Office Address: Our office is located at 3748 West Chester Pike Ste 119 Newtown Square PA,19073

Company Phone Number:  Our general phone number is (484) 229-8611

After Hours On-Call Number: Our after-hours number is (267) 206-9048. We provide 24 hour on-call service, 7 days per week to ensure a qualified person is available to answer your concerns or questions after regular business hours.  Please do not call our after-hours number for your medical emergencies. If you have a medical emergency call 911.

Company Website: Our company website is https://mataihomehealthcare.com/ 
Visit our company website to read more about agency.

Company Email: If you prefer to reach us by email. Our email address is Mataihomehealthcare@gmail.com.

Office Hours:  Our Pennsylvania office hours are Monday through Friday from 9:00 a.m. to 5:00 p.m. except during company holidays.

Our Service Areas: We provide services in the following areas: Philadelphia, Delaware, Chester, Lancaster, Bucks, Montgomery, and Lebanon County

Key Management Staff
· Enter Administrator Name: Adekemi Araba (Kemi)  
· Enter Supervisor Name, Supervisor


[bookmark: _Toc67926361][bookmark: _Toc482884763]NATURE OF EMPLOYMENT

This handbook is intended to provide employees with a general understanding of our personnel policies.  Employees are encouraged to familiarize themselves with this handbook's contents, for it will answer many common questions concerning employment with Matai Home Care Services LLC.

However, this handbook cannot anticipate every situation or answer every question about employment.  It is not an employment contract and is not intended to create contractual obligations of any kind.  Neither the employee nor Matai Home Care Services LLC is bound to continue the employment relationship if chooses, at its will, to end the relationship at any time.

In order to retain necessary flexibility in the administration of policies and procedures, Matai Home Care Services LLC reserves the rights to change, revise, or eliminate any of the policies and/or benefits described in this handbook, except for its policy of employment-at-will.  The only recognized deviations from the stated policies are those authorized and signed by the Administrator of the agency.

[bookmark: _Toc508359706][bookmark: _Toc508359838][bookmark: _Toc67926362]EQUAL EMPLOYMENT OPPORTUNITY

In order to provide equal employment and advancement opportunities to all individuals, employment decisions at Matai Home Care Services LLC will be based on merit, qualifications, and abilities. Matai Home Care Services LLC 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.

[bookmark: _Toc482884764]Any employees with questions or concerns about any type of discrimination in the workplace are encouraged to bring these issues to their immediate supervisor's attention. 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.

[bookmark: _Toc482884768][bookmark: _Toc508359711][bookmark: _Toc508359843][bookmark: _Toc67926363]EMPLOYMENT CATEGORIES

It is the intent of Matai Home Care Services LLC to clarify the definitions of employment classifications, so those 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 at any time is retained by both the employee and Matai Home Care Services LLC.

Each employee is designated as either NON-EXEMPT or EXEMPT from federal and state wage and hour laws.  NON-EXEMPT 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.  An employee's EXEMPT or NON-EXEMPT classification may be changed only upon written notification by Matai Home Care Services LLC management.
In addition to the above categories, each employee will belong to one other employment category:

In addition, each employee is classified as either a full-time or part-time employee.

A full-time employee is defined as a common law employee employed in a category designated by management and scheduled to work at least 30 hours per week. 

A part-time employee is defined as a common law employee employed in a category designated by management and scheduled to work less than 30 hours per week.

PER DIEM OR CASUAL: Employees are those who have established an employment relationship with Matai Home Care Services LLC but who are assigned to work on an intermittent and/or unpredictable basis.  

PROBATIONARY PERIOD: Newly hired employees being evaluated during their initial 90 days of employment to determine whether further employment in a specific position with Matai Home Care Services LLC is appropriate.

[bookmark: _Toc508359716][bookmark: _Toc508359848][bookmark: _Toc67926364][bookmark: _Toc482884766]EMPLOYMENT APPLICATIONS

Matai Home Care Services LLC 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 agency exclusion of the individual from further consideration for employment or, if the person has been hired, termination of employment.


[bookmark: _Toc508359717][bookmark: _Toc508359849][bookmark: _Toc67926365][bookmark: _Hlk508358756]COMPETENCY AND SKILLS DEVELOPMENT

[bookmark: _Toc482884774]Matai Home Care Services LLC provides a Competency Evaluation Program for all paraprofessionals. The agency only utilizes paraprofessionals who have satisfactorily demonstrated the ability to perform their duties and their responsibilities.


[bookmark: _Toc482884775][bookmark: _Toc508359718][bookmark: _Toc508359850][bookmark: _Toc67926366]PERFORMANCE EVALUATION AND ADVANCEMENT

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.

Each employee's potential, leadership ability, and interest in job knowledge and training are periodically evaluated to determine promotion potential.  Employees will be considered for vacant positions that they are qualified for by training, experience, and education.

[bookmark: _Toc508359709][bookmark: _Toc508359841][bookmark: _Toc67926367]IMMIGRATION LAW COMPLIANCE

Matai Home Care Services LLC is committed to employing only United States citizens and aliens who are authorized to work in the United States and do not unlawfully discriminate based on citizenship or national origin. In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment, must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identity and employment eligibility.  Former employees who are rehired must also complete the form if they have not completed an I-9 with Matai Home Care Services LLC within the past three years, or if their previous I-9 is no longer retained or valid.

Employees may raise questions or complaints about immigration law compliance without fear of reprisal.
[bookmark: _Toc482884770]



[bookmark: _Toc508359713][bookmark: _Toc508359845][bookmark: _Toc67926368]EMPLOYMENT REFERENCE CHECKS

To ensure that individuals who join Matai Home Care Services LLC are qualified and have a strong potential to be productive and successful, it is the policy of Matai Home Care Services LLC to check the employment references of all applicants.

When the agency receives a request for an employee’s employment reference check, the agency will respond in writing only to those reference check inquiries that are submitted in writing.   Responses to such inquiries will be limited to factual information that can be substantiated by the agency's records.  No employment records will be released without a written authorization and release signed by the individual subject of the inquiry.


[bookmark: _Toc482884765][bookmark: _Toc508359708][bookmark: _Toc508359840][bookmark: _Toc67926369]EMPLOYEE MEDICAL EXAMINATIONS

1. Matai Home Care Services LLC requires every direct care worker, office staff, or contractors with direct consumer contact to obtain a health screening before consumer contact that shows the employees have been screened for and are free from active mycobacterium tuberculosis. Following CDC guidelines for preventing the transmission of mycobacterium tuberculosis, the employee shall be required to submit the results of a negative chest x-ray that he or she is free from communicable diseases or submits the results of a 2-step TB screening on the first day of employment.
2. Employees are required to report to their supervisor any illness they may have. 
Symptoms of any nature should be reported immediately.  Employees with infections or contagious diseases will not be allowed to work until a physician's statement had been obtained, which states the staff member is no longer a hazard to clients or other employees.
[bookmark: _Toc482884767]

[bookmark: _Toc67926370]PROBATIONARY PERIOD

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

[bookmark: _Toc482884773]Upon satisfactory completion of the probationary period, employees enter the "regular" employment classification. During the probationary period, new employees are eligible for those benefits that are required by law, such as workers' compensation insurance and Social Security.  After becoming regular employees, they may also be eligible for other provided benefits if available, 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.


[bookmark: _Toc67926371]ORIENTATION

All new employees will be given a general orientation of the agency.  The purpose of the orientation program is to welcome the new employee to the agency; and present policies and procedures; to explain in-service education requirements; to summarize the benefits package if any; and to complete all personnel and payroll processing.  It also includes a tour of the agency, and the opportunity to meet with other departments and employees. Matai Home Care Services LLC uses this period to evaluate employee capabilities, work habits, and overall performance.  Either the employee or the agency may end the employment relationship at will at any time during or after the probationary period with or without cause or advance notice.




[bookmark: _Toc508359719][bookmark: _Toc508359851][bookmark: _Toc67926372]SUPERVISION OF STAFF

Matai Home Care Services LLC staff will be supervised to ensure that they provide regular services at the time, frequency, and duration specified in clients’ care plans or service plans and in accordance with agency procedures and policies. Each staff will be assigned a supervisor based on your job title and duties.
Matai Home Care Services LLC will ensure that staff are assigned to the care of clients in accordance with their qualifications.

[bookmark: _Toc508359710][bookmark: _Toc508359842][bookmark: _Toc67926373]OUTSIDE EMPLOYMENT

An employee may hold a job with another organization if they satisfactorily perform their job responsibilities with Matai Home Care Services LLC.  All employees will be judged by the same performance standards and will be subject to Matai Home Care Services LLC’ scheduling demands, regardless of any existing outside work requirements.

If the management determines that an employee's outside work interferes with performance or the ability to meet the requirements of the agency as they are modified from time to time, the employee may be asked to terminate the outside employment if they wish to remain with Matai Home Care Services LLC.

Outside employment will present a conflict of interest if it has an adverse impact on care of the clients of our agency.


[bookmark: _Toc508359707][bookmark: _Toc508359839][bookmark: _Toc67926374][bookmark: _Toc482884771]HIRING OF RELATIVES

The employment of relatives for the same client/location of the agency 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 into day-to-day working relationships.

Although Matai Home Care Services LLC has no prohibition against hiring relatives of existing employees, we are committed to monitoring situations in which relatives work for the same client/location.  In case of actual or potential problems, the management will take prompt action.  This can include reassignment or, if necessary, termination of employment for one or both individuals involved.

For this policy's purposes, 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.


[bookmark: _Toc482884769][bookmark: _Toc508359712][bookmark: _Toc508359844][bookmark: _Toc67926375][bookmark: _Hlk107302170]ACCESS TO PERSONNEL FILES

Matai Home Care Services LLC maintains a personnel file for 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 Matai Home Care Services LLC, and access to the information they contain is restricted.  Generally, only supervisors and management personnel of Matai Home Care Services LLC who have a legitimate reason to review information in a file are allowed to do so.

With reasonable advance notice, employees may review their own personnel files in the agency’s office and in the presence of an individual appointed by Matai Home Care Services LLC to maintain the files.

The Inspection of Employment Records Law authorizes employees to inspect personnel files used to determine the employee's qualifications for the following:
· Employment;
· Promotion;
· Additional compensation;
· Termination; or
· Disciplinary action.
[bookmark: _Toc482884772]

[bookmark: _Toc508359714][bookmark: _Toc508359846][bookmark: _Toc67926376]PERSONNEL DATA CHANGES

It is the responsibility of each employee to notify the agency of any changes in personnel data promptly.  Personal mailing addresses, telephone numbers, 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 administrator as soon as possible.


[bookmark: _Toc508359721][bookmark: _Toc508359853][bookmark: _Toc67926377][bookmark: _Toc482884777]Holidays 

Matai Home Care Services LLC observes the following holidays each calendar year.  Employees working the holiday are paid a time and a half.   
· New Year’s Day (January 1st) 
· Easter Day (April 1st)
· Thanksgiving Day (4th Thursday in November)
· Christmas Eve (December 24th)
· Christmas Day (December 25th)
· New Year’s Eve (December 31st)




[bookmark: _Toc508359722][bookmark: _Toc508359854][bookmark: _Toc67926378]WORKERS’ COMPENSATION INSURANCE

Matai Home Care Services LLC provides comprehensive workers' 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 should 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 soon as possible. 


[bookmark: _Toc482884780][bookmark: _Toc508359724][bookmark: _Toc508359856][bookmark: _Toc67926379]JURY DUTY

Matai Home Care Services LLC encourages employees to fulfill their civic responsibilities by serving jury duty when required.  Employees may request unpaid jury duty leave for the length of absence.

Employees must show the jury duty summons to their supervisor as soon as possible so that the supervisor may make arrangements to accommodate their absence. Employees are expected to report for work whenever the court schedule permits.

Either Matai Home Care Services LLC or the employee may request an excuse from jury duty if, in Matai Home Care Services LLC’ judgment, the employee's absence would create serious operational difficulties.


[bookmark: _Toc482884781][bookmark: _Toc508359725][bookmark: _Toc508359857][bookmark: _Toc67926380]TIMEKEEPING

Accurately recording time worked is the responsibility of every nonexempt employee.  Federal and state laws require Matai Home Care Services LLC to keep an accurate record of time worked to calculate employee pay and benefits.  Time worked is all the time actually spent on the job performing assigned duties.

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

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.

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

[bookmark: _Toc482884782]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.


[bookmark: _Toc508359726][bookmark: _Toc508359858][bookmark: _Toc67926381]PAYDAYS

Payroll checks are issued Bi-Weekly on a Friday following the end of the pay period.  The pay period begins on a Monday and ends on a Sunday. 

All employees will receive their checks as direct deposit or mail. An employee that prefers direct deposit must consent in writing. For pay issued in checks, the check may be picked up on the following day if the employee is absent.  If the employee is on an extended absence or vacation, the paycheck will be delivered by mail. In either case, someone else may be authorized to pick up the paycheck, but such authorization must be personally written and presented before the check will be released.

Paychecks for the previous pay period will be available on payday after 1:00 pm.  No payroll checks will be issued in advance due to vacation, holidays, or days off.  After discharge or resignation, the employee's earned wages to date of discharge will be issued on the next regularly scheduled payday.
[bookmark: _Toc482884784][bookmark: _Toc482884783]

[bookmark: _Toc508359727][bookmark: _Toc508359859][bookmark: _Toc67926382]ADMINISTRATIVE PAY CORRECTIONS

Matai Home Care Services LLC 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 in the amount of pay, the employee should promptly bring the discrepancy to the attention of the administrator so that corrections can be made as quickly as possible.


[bookmark: _Toc508359728][bookmark: _Toc508359860][bookmark: _Toc67926383][bookmark: _Toc482884785]PAY DEDUCTIONS 

The law requires that Matai Home Care Services LLC make certain deductions from every employee’s paycheck.  Among these are applicable federal, state, and local income taxes.  The agency must also deduct Social Security taxes on each employee's earnings up to a specified limit called the Social Security "wage base." Matai Home Care Services LLC matches the amount of Social Security taxes paid by each employee.

If you have questions concerning why deductions were made from your paycheck or how they were calculated, your supervisor can assist in having your questions answered.				
[bookmark: _Toc482884786]
[bookmark: _Toc508359729][bookmark: _Toc508359861][bookmark: _Toc67926384]WORK SCHEDULES

[bookmark: _Toc482884812]Work schedules for employees vary throughout our organization. Supervisors will advise employees of their individual work schedules.  Staffing needs and operational demands may necessitate variations in starting and ending times, as well as variations in the total hours that may be scheduled each day and week. All special requests for time off must be in the department head’s office or the administrator’s office thirty (30) days in advance.


[bookmark: _Toc508359730][bookmark: _Toc508359862][bookmark: _Toc67926385]WARNING NOTICES

A warning notice is a written reprimand.  It is given to employees who violate rules and regulations of this agency.  Three warning notices may be given.  The first warning is given to employee, and a copy is placed in the individual’s personnel file.  The second warning notice is treated the same.  The third warning notice may be cause for immediate dismissal.

[bookmark: _Toc482969232]When you violate company policy, you could be forfeiting employment rights.  It is the policy of the agency to be fair with all employees.  It will be the decision of the administrator as to whether a violation of company policy will be cause for immediate discharge.  Employees discharged for cause will be paid for the number of hours worked to the time of discharge and are not eligible for any benefits accrued up to the time of discharge.


[bookmark: _Toc508359731][bookmark: _Toc508359863][bookmark: _Toc67926386]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.

Since employment with Matai Home Care Services LLC is based on mutual consent, both the employee and Matai Home Care Services LLC have the right to terminate employment at will, with or without cause, at any time.
[bookmark: _Toc482884787]

[bookmark: _Toc508359732][bookmark: _Toc508359864][bookmark: _Toc67926387]USE OF PHONE AND MAIL SYSTEMS

Personal use of cell phones is not permitted during work hours.  The use of a client's private PHONE is strictly forbidden. Employees should refrain from sending or receiving personal mail at the agency office or the home of a client.

[bookmark: _Toc482884788]To ensure effective telephone communications, employees should always use the approved greeting and speak courteously and professionally.  Please confirm information received from the caller and hang up only after the caller has done so.

[bookmark: _Toc508359733][bookmark: _Toc508359865][bookmark: _Toc67926388]SMOKING

In keeping with Matai Home Care Services LLC intent to provide a safe and healthful work environment, smoking in the workplace is prohibited at the agency office except in those locations that have been specifically designated as smoking areas.  Smoking at the home of a client, even if the client or family member is a smoker, is strongly prohibited. 
[bookmark: _Toc482884789]

[bookmark: _Toc508359734][bookmark: _Toc508359866][bookmark: _Toc67926389]REST AND MEAL PERIODS

Even though, Pennsylvania law generally does not require employees be given breaks or meals except for minors and seasonal farm workers, the agency provides full-time nonexempt employees with rest periods. Administrators and/or Supervisors will advise employees of the regular rest period length and schedule.  To the extent possible, rest periods will be provided in the middle of work periods.  




[bookmark: _Toc482884790][bookmark: _Toc508359735][bookmark: _Toc508359867][bookmark: _Toc67926390]OVERTIME

Employees who are not "exempt" receive overtime pay for any time worked beyond forty hours in any one work week. The rate of overtime pay is one and one-half times the employee's regular rate of pay, and shall be paid in wages, not in goods or time off.  A "workweek" is defined as a period of seven (7) consecutive days which may start on any day designated by the agency. Employees who are eligible for overtime pay may not waive their right to receive overtime.

When operating requirements or other needs cannot be met during regular working hours, employees could be required to work overtime assignments.  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.


[bookmark: _Toc482884792][bookmark: _Toc508359736][bookmark: _Toc508359868][bookmark: _Toc67926391]PERSONAL BELONGINGS

[bookmark: _Toc482884796]The agency will not be responsible for personal effects of employees. Do not leave purses and pocketbooks in the home of the client or bring any valuable belongings to work.


[bookmark: _Toc508359737][bookmark: _Toc508359869][bookmark: _Toc67926392]VISITORS IN THE WORKPLACE 

To ensure our clients' safety and confidentiality, family and friends of employees are not allowed to visit employees during work hours. In cases of emergencies, family and friends of employees should contact the agency office. Their immediate supervisor will notify the employee.
[bookmark: _Toc482884797]

[bookmark: _Toc508359738][bookmark: _Toc508359870][bookmark: _Toc67926393]HARASSMENT POLICY

	The policy of Matai Home Care Services LLC provides an environment free from unlawful harassment. Therefore, all forms of harassment related to an employee's race, color, religions, sex, age, national origin, disability, or veteran status constitute this policy's violations. In furtherance of this policy, this agency will not tolerate the use of racial, religious, sexual, age-related, ethnic, or disability-related epithets, innuendoes, slurs, or jokes. In addition, all forms of verbal and physical harassment based on the above categories are prohibited.

         About sexual harassment, in particular, unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature are considered instances of sexual harassment when:
1. Such conduct has the purpose or effect of unreasonably interfering with an employee's work performance or creates an intimidating, hostile, or offensive work environment;
2. An employee's submission to or rejection of such conduct is used as the basis of employment decisions that affect the employee; or
3. Submission to such conduct is implied or stated to be a term or condition of the employee's employment.

[bookmark: _Toc482884791]	It is important to remember that behavior which one individual considers innocent or harmless may be regarded as sexual harassment by another person. Beyond being in violation of the agency’s policy, sexual harassment is against the law, and Matai Home Care Services LLC will not tolerate sexual harassment of its employees by anyone, including Matai Home Care Services LLC management, other employees or individuals conducting business with Matai Home Care Services LLC.  Any employee who violates this harassment policy or our commitment to equal employment opportunity will be subject to disciplinary action, up to and including termination of employment.
         Suppose at any time an employee feels that he or she has been subjected to or has observed verbal or physical harassment, of a sexual nature or otherwise. In that case, the employee must immediately report such conduct to his or her supervisor so that an investigation can be initiated, and appropriate action can be taken. Suppose for any reason the employee does not feel comfortable contacting his or her supervisor about the matter. In that case, the employee must report the matter to the administrator or any other member of Management. The confidentiality of all such inquiries will be respected to the fullest extent possible. Employees will not be retaliated against in any manner for reporting perceived harassment according to this policy.

[bookmark: _Toc508359739][bookmark: _Toc508359871][bookmark: _Toc67926394]EMPLOYEE SUGGESTIONS

All employees are encouraged to submit to their supervisor in writing suggestions pertaining to improvements, cost reductions, duplication, limitation, labor, and time saving methods, service improvement suggestions, changes of personnel practices and similar matters.
[bookmark: _Toc482884798]

[bookmark: _Toc508359740][bookmark: _Toc508359872][bookmark: _Toc67926395]EMPLOYEE GRIEVANCE POLICY

         Employees who feel they have not received fair treatment may file a grievance. The grievance may be in regard to the interpretation or application of, or compliance with, their working agreement, or with respect to any disciplinary action taken against them, including the reasonableness of any agency rule or regulation under which the disciplinary action may have been taken.  The complainant should report the grievance in writing to the Administrator. The Administrator shall review the grievance and confer with the complainant within five (5) working days after receipt to indicate what action will be taken. The Administrator has 30 days after receipt of the complaint to resolve it.
[bookmark: _Toc482884800]
[bookmark: _Toc508359742][bookmark: _Toc508359874][bookmark: _Toc67926396]FAMILY AND MEDICAL LEAVE (FMLA LEAVE) POLICY 

[bookmark: _Toc482884801]Matai Home Care Services LLC shall follow the Family and Medical Leave Act of 1993 by providing up to 12 weeks of unpaid job protected leave for certain family and medical reasons if:
· They have worked for the company for at least a year.
· They worked at least 1,250 hours during the previous year, and
· They work at a location with at least 50 employees within a 75-mile radius.   
FMLA can be taken to:
· To care for the employee’s child after birth, or placement for adoption or foster care;
· To care for spouse, son, daughter, or parent, who has a serious health condition; or
· For a Serious health condition that makes the employee unable to perform the employee’s job.

Advance Notice and Medical Certification:

The employee may be required to provide advance leave notice and medical certification.
Taking of leave may be denied if requirements are not met.
1. The employee ordinary must provide 30 days advance notice when the leave is “foreseeable.”
2. An employer may require medical certification to support a request for leave because of a serious health condition and may require second or third options (at the employer’s expense) and a fitness for duty report to return to work.

Job Benefits and Protection:

1. Upon return from FMLA leave, most employees must be restored to their original or equivalent positions with equivalent pay, and other employment terms.
2. The use of FMLA leave cannot result in the loss of any employment that accrued prior to the start of an employee’s leave.


[bookmark: _Toc508359743][bookmark: _Toc508359875][bookmark: _Toc67926397]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.

Employees on two-week active-duty training assignments or inactive duty training drills are required to return to work for the first regularly scheduled shift after the end of training, allowing reasonable travel time.  Employees on longer military leave must apply for reinstatement 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 comparable one.  
[bookmark: _Toc482884802]

[bookmark: _Toc508359744][bookmark: _Toc508359876][bookmark: _Toc67926398]PREGNANCY-RELATED ABSENCES

Matai Home Care Services LLC will not discriminate against any employee who requests an excused absence for medical disabilities associated with a pregnancy.  Such leave requests will be made and evaluated in accordance with the medical leave policy provisions outlined in this handbook and in accordance with all applicable federal and state laws.

Requests for time off associated with pregnancy and/or childbirth (apart from medical disabilities associated with these conditions) will be considered in the same manner as any other request for unpaid personal or family leaves.
[bookmark: _Toc482884803]

[bookmark: _Toc508359745][bookmark: _Toc508359877][bookmark: _Toc67926399]EMPLOYEE CONDUCT AND WORK RULES

Certain rules and standards of conduct are essential to performing your job efficiently and safely.  You should have little difficulties adapting to our rules.  Employees who fail to abide by established rules and regulations may be reprimanded or penalized by suspension or dismissed depending on the seriousness of the offense.  An employee may be discharged immediately when his conduct is detrimental to the agency, clients, or fellow workers.  The following are reasons that may lead to immediate discharge or reprimand.
1. Dishonesty, including falsification of employment applications forms, timecards, medical or other records, and omission of pertinent information or giving false testimony.
1. Acts of dangerous or destructive nature, including careless or willful damage to the agency's property or client property, or personal property of the clients.
1. Bringing, possession, or using alcoholic beverages on the agency's property or client property or any degree of intoxication on the premises.
1. Unauthorized possession or illegal use of narcotics or drugs.
1. Participating in gambling activities at the home of a client or premises.
1. Possession of firearms or other unauthorized weapons on the premises.
1. Insubordination, including willful negligence or refusal to perform work in the manner designed.
1. Loafing, wasting time, sleeping on the job, or leaving work assignment during normal shift hours without authorization.
1. Knowingly harboring a communicable disease, this could endanger clients or co-workers.
1. Voiced or inferred threats or assaults toward anyone in the agency including members of the staff, clients, or the public.
1. Conduct, which would be widely regarded as immoral, improper, or inappropriate in a work group.
1. Lack of courtesy to the public, clients and their families, physicians, or fellow employees.
1. Unauthorized use of clients’ television, clothing, food, etc.
1.  Self-medicating with the medications of any clients (prescription or standard)
1. Violation of clients’ Bill of Right, safety regulations, or other established policies and procedures.
1. Discussion of pay rate, or job performances with other personnel or clients.
1. Acceptance of gratuities or soliciting tips from clients or families/responsible parties including gifts or money.
1. Sexual or other unlawful or unwelcome harassment.
1. Violation of these personnel policies.
1. Unsatisfactory performance or conduct
1. If an employee notifies the agency that he/she will be absent from work due to illness or a family member’s illness, written documentation from a doctor’s office or appropriate health care facility will be required.
[bookmark: _Toc482884804]

[bookmark: _Toc508359746][bookmark: _Toc508359878][bookmark: _Toc67926400]DRUG AND ALCOHOL USE

It is Matai Home Care Services LLC’s desire to provide a drug-free, healthful, and safe workplace.  The company may require initial drug testing upon hire and if there is suspicion of illegal substance abuse by an employee or management. To promote this goal, employees are required to report to work in appropriate mental and physical condition to perform their jobs in a satisfactory manner.

While on Matai Home Care Services LLC premises and while conducting business-related activities off Matai Home Care Services LLC premises, no employee may use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs.  The legal use of prescribed drugs is permitted on the job only if it does not impair an employee's ability to perform the essential functions of the job effectively and in a safe manner that does not endanger clients or other employees.

"Illegal Drug" means any drug (1), which is not legally obtainable, or (2), which is legally obtainable but has not been legally, obtained. The term includes prescribed drugs not legally obtained and prescribed drugs not being used for prescribed purposes.

Violations of this policy may lead to disciplinary action, up to and including immediate termination of employment.

Employees with questions on this policy or issues related to drug or alcohol use in the workplace should raise their concerns with their supervisor or the administrator without fear of reprisal.
[bookmark: _Toc482884805]

[bookmark: _Toc508359747][bookmark: _Toc508359879][bookmark: _Toc67926401]ATTENDANCE AND PUNCTUALITY

To maintain a safe and productive work environment, the agency expects employees to be reliable and to be punctual in reporting for scheduled work.  Absenteeism and tardiness place a burden on other employees, the agency, and our clients.  In the rare instances when employees cannot avoid being late to work or are unable to work as scheduled, they should notify their supervisor at least 3 hours (or earlier if possible) in advance of the anticipated tardiness or absence.
[bookmark: _Toc482884806]
Regular attendance and punctuality are important to ensure Matai Home Care Services LLC' client care and operational objectives and to maintain workflow within each department. Unscheduled absence or lateness seriously disrupts the effort to provide the highest quality and continuity of client care and agency operations. If an employee is unable to work or expects to report late, he/she must follow the instructions set forth by his/her supervisor.  All absences are designated as either scheduled or unscheduled.  Absence must be reported on a daily basis. Only in cases of approved leave of absence, hospitalization, bereavement, or extended illness may the daily notification requirement be waived if approved by the supervisor.

Employees failing to notify the agency of their absence for two consecutive days (no call/no show) will be considered to have voluntarily resigned from the agency. 

Matai Home Care Services LLC reserves the right to request a physician’s note for any absence (regardless of length) due to illness; however, a doctor’s note, indicating the ability to resume full working duty responsibilities is required for any absence of three (3) or more consecutive workdays.  

Employees experiencing four (4) occurrences of unscheduled absence in a three-month period are generally subject to disciplinary action as follows:

1. First (1st) occurrence will result in verbal counseling

2. Second (2nd) occurrence will result in a written warning

3. Third (3rd) occurrence will result in a final warning and possible termination

4. Fourth (4th) occurrence will result in termination


[bookmark: _Toc67926402]Health Insurance Portability and Accountability Act

HIPAA is the acronym for the Health Insurance Portability and Accountability Act that was passed by Congress in 1996. The HIPAA Privacy regulations require health care providers and organizations, as well as their business associates, to develop and follow procedures that ensure the confidentiality and security of protected health information (PHI) when it is transferred, received, handled, or shared. This applies to all forms of PHI, including paper, oral, and electronic, etc. HIPAA requires the protection and confidential handling of protected health information including client health information, demographic information, physical or mental health, health care payment provisions, and client identity. At the same time, the Privacy Rule is balanced so that it permits the disclosure of health information needed for client care and other important purposes. Failure to comply with HIPAA can result in civil and criminal penalties (42 USC § 1320d-5).
[bookmark: _Toc2107080][bookmark: _Toc2107561][bookmark: _Toc67926403]
Examples of HIPAA violations:
· Improper disposal of client records; shredding is necessary before disposing of client’s record.
· Insider snooping, which refers to family members or coworkers looking into a person’s medical records without authorization. This can be avoided with password protection, tracking systems, and clearance levels.
· Releasing information to an undesignated party; only the exact person listed on the authorization form may receive client information.
· Releasing the wrong client’s information; through a careless mistake, someone releases information to the wrong client. This sometimes happens when two clients have the same or similar name.
· Unprotected storage of private health information, such as a laptop that is stolen. Private information stored electronically needs to be stored on a secure device. This applies to a laptop, thumbnail drive, or any other mobile device.

[bookmark: _Toc2107081][bookmark: _Toc2107562][bookmark: _Toc67926404]Scenarios of HIPAA violations:
· Telling friends or relatives about clients that are under your care.
· Discussing private health information in public areas.
· Discussing private health information over the phone in a public area.
· Not logging off your computer or a computer system that contains private health information.
· Including private health information in an unsecured text or email.


[bookmark: _Toc67926405]Confidentiality of client medical information

Individuals in our care expect us to maintain the confidentiality and security of all their Protected Health Information (PHI). Matai Home Care Services LLC does not use, disclose, or discuss client-specific information with others unless the client authorizes the release of their information, or we are required or authorized by law to release the information. Matai Home Care Services LLC maintains the confidentiality of client medical information and uses appropriate security measures to protect this information, including information contained in client charts. Matai Home Care Services LLC also uses appropriate security measures of PHI in all communications.

[bookmark: _Toc508359749][bookmark: _Toc508359881][bookmark: _Toc67926406]BEHAVIOR

Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, up to and including termination of employment.
[bookmark: _Toc482884807]

[bookmark: _Toc508359750][bookmark: _Toc508359882][bookmark: _Toc67926407]PERSONAL APPEARANCE

[bookmark: _Toc482884808]Cleanliness is a vital consideration in home care.  The clients and public have every right to expect neatness and cleanliness.  Personal appearance will be regarded as an important aspect of an employee's overall effectiveness. When required, employees shall wear Agency provided or Agency approved uniforms. Employees shall use good judgment in choosing appropriate attire when on duty. Attire, which is deemed to be inappropriate includes, but is not limited to the following:
a. clothing in disrepair;
b. leggings/tights;
c. jogging suits;
d. clothing with inappropriate language;
e. shorts;
f. fishnet stockings; 
g. tank tops;
h. revealing or tight clothing; 
i. open-toed footwear; and,
j. artificial or long fingernails.
Clothing shall be kept in good repair, not torn or dirty, and must be at an acceptable length and fit properly.

Employees shall be well groomed and have good personal hygiene and cleanliness.

The Supervisor shall ensure employees wear proper attire and maintain good personal hygiene and cleanliness.


[bookmark: _Toc508359751][bookmark: _Toc508359883][bookmark: _Toc67926408]NAME TAGS

Management provides nametags for employees. Your FIRST name tag will be free. Any replacement will be at the expense of the employee.  Nametags are to be worn while on duty.
[bookmark: _Toc482884809]
[bookmark: _Hlk107306960]
[bookmark: _Toc508359752][bookmark: _Toc508359884][bookmark: _Toc67926409]CELL PHONE USAGE 

Pennsylvania prohibits using a cell phone or any interactive wireless communications device to send, read or write a text-based communication while operating a motor vehicle. This agency prohibits any employee from talking on a cellular phone or any interactive wireless device while driving a car. The employee must pull over in a safe area before agency business is conducted over a device. The agency is not responsible for any moving violations, accidents, or other incidents an employee may encounter while using their cell phone or other devices during working hours with the agency.

[bookmark: _Toc508359753][bookmark: _Toc508359885][bookmark: _Toc67926410]RESIGNATION

When you resign from your position you are expected to give at least two weeks written notice to the administrator or supervisor.  The exception to the two-week period is for Management and you are expected to give a 30-day written notice to the administrator.  All property issued to you (keys, name pins, uniforms, etc.) must be returned before your final check is issued.

After termination of employment by resignation, the employee's earned wages to date will be mailed on the next regularly scheduled payday.

[bookmark: _Toc67926411][bookmark: _Toc482884810]Client Abuse, Neglect, Exploitation

The agency strongly prohibits the abuse, neglect, and exploitation of the elderly. If someone is in immediate danger, call 9-1-1 or the local police. If the danger is not immediate, but you suspect that abuse, neglect, or exploitation has occurred or is occurring, please notify your supervisor or call the Adult Protective Services hotline number at 1-800-490-8505.
Abuse, neglect of care or exploitation includes, but is not limited to:
· Unauthorized or inappropriate touching of a client such as pushing, striking, slapping, pinching, beating, fondling, etc.
· Use of physical or chemical restraints.
· Withholding of food, water, or medications unless the Client has requested the withholding.
· Psychological or emotional abuse (i.e., verbal berating, harassment, intimidation, or threats of punishment or deprivation.
· Isolating Client form Client representative, family, friends, or activities.
· Sexual harassment, exploitation, or rape.
· Failure to provide basic care or seek medical care.
· Inadequate assistance with personal care, changing bed linen, laundry, etc. 
· Ostracizing the Client, or “giving the silent treatment”.
· Leaving Client alone for long periods of time.
· Taking a client’s money or property by force, threat, or deceit.
· Use of Client’s money or property against the Client’s wishes or without the Client’s knowledge.




[bookmark: _Toc508359754][bookmark: _Toc508359886][bookmark: _Toc67926412]SOLICITATION

In an effort to assure a productive and harmonious work environment, persons not employed by the agency may not solicit or distribute literature in the workplace or to clients at any time for any purpose.

The management recognizes that employees may have interests in events and organizations outside the workplace.  However, employees may not solicit or distribute literature concerning these activities during working time.  (Working time does not include lunch periods, work breaks, or any other periods in which employees are not on duty.)

Examples of impermissible forms of solicitation include:

1. The sale of goods, services, or subscriptions outside the scope of official organization business.
2. The distribution of literature not approved by the employer.




[bookmark: _Toc482884811][bookmark: _Toc508359755][bookmark: _Toc508359887][bookmark: _Toc67926413]COURTESY

You as an employee, play a vital part in creating favorable or unfavorable attitudes in the community toward your agency.  Our reputation depends a great deal upon the organization, efficiency, and courtesy of the staff. Make the best of all situations, listen to criticism, and be client with all requests.
[bookmark: _Toc482884813]

[bookmark: _Toc508359756][bookmark: _Toc508359888][bookmark: _Toc67926414]GRATUITIES

Employees shall not accept tips from clients or visitors for work performed while on duty.  Penalty is dismissal. Gifts of personal items, e.g., furniture, appliances, etc., may not be accepted by employee unless approved by the administrator.


[bookmark: _Toc508359758][bookmark: _Toc508359890][bookmark: _Toc67926415]Weather and Transportation Emergencies 

Employees may experience events that may impact traveling to client visits or the office. These include inclement weather and mass transit strikes. Matai Home Care Services LLC will assist employees whenever possible; however, personnel are expected to report to work as scheduled. This will ensure continuity of client care services.

In the event of severe weather conditions, the Administrator or designee may authorize a delayed opening or an early dismissal. Employees will receive official notification of such events, and if this action is necessary.

[bookmark: _Toc508359759][bookmark: _Toc508359891][bookmark: _Toc67926416]Weapons/Firearms 

Matai Home Care Services LLC strictly prohibits the carrying of weapons or firearms while conducting Matai Home Care Services LLC related business. In addition, all employees are prohibited from bringing weapons or firearms on company property or the home of the client at any time.  Any employee found in violation of this policy will be subject to termination.


[bookmark: _Toc508359760][bookmark: _Toc508359892][bookmark: _Toc67926417]RESPONSIBILITIES OF HOME CARE SERVICES WORKERS

All home care workers employed by Matai Home Care Services LLC must retain in good order their professional license or certificates and display it to a prospective employer when requested.
If a worker discovers that a training program or entity incorrectly entered information regarding the worker in the registry, the worker must provide corrected information, including any verification of the change that may be requested, to the training program or entity;
If any information required for the registry changes, the worker must inform the program or entity of the changes and provide verification of the change as requested by the program or entity;

If a worker changes his or her name, the worker must provide proof of the name change to the program or entity. The program or entity will change the worker's name in the registry and must retain a copy of the proof submitted in the entity's permanent records. Appropriate proof of change of name includes copy of a certificate of marriage, decree of divorce, or other court order authorizing a person to change his or her name.



[bookmark: _Toc482884794][bookmark: _Toc508359761][bookmark: _Toc508359893][bookmark: _Toc67926418]INTERPRETATIONS

Any confusion or misunderstanding of the intent or meaning of the policies and statements made in this Employee Handbook will be clarified and resolved by the administrator or management.









[bookmark: _Toc508359705][bookmark: _Toc508359837][bookmark: _Toc67926419]EMPLOYEE ACKNOWLEDGMENT FORM

The employee handbook describes important information about Matai Home Care Services LLC, and I understand that I should consult the administrator regarding any questions not answered in the handbook.  I have entered my employment relationship with Matai Home Care Services LLC voluntarily and acknowledge that there is no specified length of employment.  Accordingly, either Matai Home Care Services LLC or I can terminate the relationship at will, with or without cause, at any time, so long as there is no violation of applicable federal or state law.

Since the information, policies, and benefits described here are necessarily subject to change, I acknowledge that revisions to the handbook may occur, except to the agency’s policy of employment-at-will.  All such changes will be communicated through official notices, and I understand that revised information may supersede, modify, or eliminate existing policies.  Only the Administrator of Matai Home Care Services LLC has the ability to adopt any revisions to the policies in this handbook.

Furthermore, I acknowledge that this handbook is neither a contract of employment nor a legal document.  I have received the handbook, and I understand that it is my responsibility to read and comply with the policies contained in this handbook and any revisions made to it.

_								
EMPLOYEE'S SIGNATURE                     	DATE
_							______
EMPLOYEE'S NAME (TYPED OR PRINTED)
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