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VICTOR TREATMENT CENTERS
VICTOR COMMUNITY SUPPORT SERVICES

WELCOMING STATEMENT FROM

DAVID C. FAVOR
FOUNDER

| welcome you as a member of a dedicated group of people who each
have unique qualities, experience and knowledge ~ people who bring
these gifts together in group efforts as change agents for the benefit
of children and families who are suffering from very serious
emotional and thinking disorders.

We believe we can improve people’s lives by helping to empower
them to take responsibility for their lives for today and all the todays
that follow. We help one another in sharing knowledge, experience,
and commitment to be better, happier, and more successful in life ~
to bring out the best in one another for the higher good of all.

We look at the strengths in people and their situations and build

upon these. We help our clients see themselves in a new, stronger,
positive way and to view the world they live in from a new perspective
that gives hope and encouragement.

We accomplish this through employing systems for positive
change that include all stakeholders as team members and
helpers in the service of agreed upon goals.

We, as an organization, will always treat you fairly and with
respect and consideration. | am confident that you will do the
same for these very special children who are still precious to
God, who created them.




Opening Statement
From
Douglas Scott, Ph.D.
Chief Executive Officer

| want to welcome you and thank you for committing a part of your life to
helping others through working in a Victor agency. Whether you are with
us for a year or for thirty years, you can make a dramatic difference in the
lives you will touch through our organization.

By joining our team, you are helping us to fulfill one of our critical
“Strategic Priorities” — to be a Preferred Employer. We know that we must
attract and keep dedicated staff, in every position within our company, in
order to effectively fulfill our mission of helping others. We understand
that our staff at Victor is our greatest resource. Whether you are joining us
as a Clinician, Child Care Worker, Teacher, Bookkeeper, Maintenance
Worker, or Director.... your role is critical to our success.

Victor is a unique organization in the not for profit world. Here you will find
a combination of professionalism and solid business practices combined
with a huge heart for our mission and for each other. You will find that
everyone here wants you to succeed, to learn and grow and to maximize
your fullest potential.

The work we do is often very difficult and personally challenging. Should
you fully engage yourself in this opportunity, you are guaranteed to learn
and grow. You will learn to be more accepting and helpful to those who
are different from you, to understand troubled children and their families,
and to learn to apply ycur unique talents and strengths to challenging
situations. Perhaps most importantly, you will learn about yourself.

Victor is committed to maximizing our potential as an organization. We
strive to be continually learning and challenging ourselves to provide
better care for people who need our services. We are grateful that you
have joined us on this journey and we look forward to learning and
growing together.




INTRODUCTION
(12101/11)

This employee handbook has been developed by the Agency to
provide employees with an OVERVIEW of the rules that govern
employment matters within our workplace.

This personnel handbook IS NOT an employment confract. Ilts
sole purpose is to establish a day-to-day working relationship
between the Agency and its employees that is built upon the legal
constraints of federal and state laws, licensing and certification
regulations and operating directives of the Agency. ifis important to
remember that this handbook contains only general information and
guidelines. It is not intended to be comprehensive or to address all
the possible applications or exceptions to the general policies and
procedures described herein. '

Our handbook does not guarantee any fixed terms and
conditions of your employment. The Agency reserves the right to
change, supplement or rescind any or all parts of the procedures,
practices, policies and benefits described in this employee handbook,
with the exception of the employment at-will policy which may only be
modified in writing, signed by the CEO and the employee. We
recognize our responsibility to keep you informed of changes that may
affect you, and as changes are made to the handbook you will
periodically receive updates of those changes. We also welcome
suggestions for improvement in our employment practices and
handbook and invite you to bring any suggestions to your supervisor
or the Human Resources Department.

The nature of our treatment mission is of such magnitude that the
Agency is firmly committed to maintaining the highest standards of
professional INTEGRITY in all of its business activities. In the same
context, the Agency fully expects all of its employees to maintain the
highest standards of ACCOUNTABILITY in the care and supervision of
our clients.

INTEGRITY and ACCOUNTABILITY have been adopted,
therefore, as the fundamental principles that shall govern all of our
residential child care, education, mental health services and
business programs. From these two pillars, the Agency’s CORE
VALUES have been developed and implemented to further enhance
our programs for children and our employee/employer working
relationships.




In a spirit of cooperation and goodwill, we encourage all of
our employees to read this handbook carefully. 1t HIGHLIGHTS the
conditions which govern your **at-will” employment status with the
Agency--and it replaces all previous policy statements and practices
issued by the Agency.

*At-wili employment is defined as employment that may be terminated with or
without cause and with or without notice, at any time, at the option of the employee
or the employer.

MISSION STATEMENT
(12/08/06)

Our mission is to be a catalyst for susta:ned improvement in
the lives of those we touch.

THE AGENCY’S OPERATING PHILOSOPHY
(09/01/04)

The Agency exists to provide mental health services,
educational opportunities and residential care to emotionally
disturbed children, adolescents and their families.

Paramount in our operating philosophy is the belief that all
youth should receive treatment services in the least restrictive
setting and that emotionally disturbed youngsters can be treated in a
non-institutional, community setting.

We believe we have a responsibility to go to extraordinary
lengths to engage the families of our youngsters in the process.

We place strong emphasis on each child’s academic
achievement, vocational readiness, positive school experiences, and
quality of life.

We feel that recreation and play are as important as work.

We believe that for any program to be successful, it must be an
integral part of the total continuum of services to youth,




We believe that it takes very special people with extraordinary
talents, who value diversity, and who demonstrate patience and love,
to work with the children and families that we serve.

" THE AGENCY’S CORE VALUES
_ ___(05/01/07)

T-eamwork
E~xcellence
A—daptability
M-ission Driven

Teamwork

The Agency believes:

¢ in working collaboratively and respectively with
our colleagues, and with all of our stakeholders
who are effected by our actions.

e in treating others fairly, with respect, and in
valuing our differences.

o that families must be an integral part of the team,
and all clients are as fully involved as possible in
treatment planning and goal setting.

e in shared success.

o that Supervisors work in the service of those they
supervise. Their role is to mentor, encourage,
teach and monitor performance against
standards.

e in open and effective communication at all levels.

Excellence

The Agency:

* is committed to providing the highest quality
services, working hard, while assuring the safety
of all.




e believes in promoting best practices, shared
ideas, and continual quality improvement,

e is committed to the professional development of
all individuals.

o stays committed to honesty and fairness in all of
our activities.

Adaptability
The Agency:

¢ is committed to innovation, flexibility, and to
approaching problems creatively.

e believes in our responsibility to adapt the
services and approaches to the needs of the
children and families we serve, rather than
blaming them if success is not achieved.

e stays flexible as we seek the most effective
treatments.

Mission Driven
The Agency is committed to our mission and our

mandates to:

o ensure safety.
o do whatever is in our power to help children live

and learn in the most appropriate settings, while
promoting independence and self actualization.

ey S ——_ i ST —

F’HE AGENCY’S CODE OF ETHICS I
(09/01/04)

No employee of the Agency will ever be called upon to do
anything in the line of duty that is morally, ethically or legally wrong.

If in the operation of this Agency, an employee should come
upon circumstances of which he or she cannot be personally proud,
it is that person’s duty to bring it to the attention of the Human




Resources Director, if unable to correct the matter in any other way.
(See Resolving Grievances in this manual.)

Our written policies and procedures deal with nearly all facets
of our business experience. We review, revise and re-communicate
them to our supervisors and managers on a regular basis--and we
encourage our managers to pass the communications throughout
the Agency. But, as a practical matter, there is no way to assure
ethical behavior with written policies and procedures.

In the final analysis, “ethical behavior” must be an integral part
of the organization, a way of life that is deeply ingrained in things
within the Agency. They are commonly accepted practices, enforced
not by edict but rather by a mutual conviction that they will, in the
long term, work in the best interests of our children, our staff and the
Agency.

In any business enterprise ethical behavior must be a tradition,
a way of conducting one’s affairs that is passed on from one group
of employees to the next group of employees at all levels of the
Agency. It is the responsibility of management, starting at the very
top, to both set the example by personal conduct and create an
environment that not only encourages and rewards ethical behavior,
but which also makes anything less totally unacceptable.

CONTINUOUS QUALITY IMPROVEMENT

STANDARDS
(12/01/11)

The Agency has created a Quality Improvement system to
encourage all employees to participate in the improvement of the
Agency. Program improvement begins through suggestions
discussed in team meetings, through coordination of the varied
activities of work teams, and the administrative oversight of our
continuous quality improvement activities.

All employees are encouraged to bring up any concerns or
suggestions at their team meetings. The concerns that can be
addressed at the team level will be discussed and the concerns that
cannot will be brought to a work team and ultimately to the Executive
Leadership Team.




While this process may take time, you should always receive
feedback on your Quality Improvement suggestions.

Agency Work Teams include:

Executive l.eadership Work Team: Executive Directors

Education Services Work Team: School Principals

Clinical Services Work Team: Clinical Supervisors

Training Managers Work Team: Training Managers

Clinical Training Work Team: Representation of Clinical
Supervisors and
Executive Staff

Human Resources Managers Work Team: Human Resources Managers
(HRM's)

Office Services Managers Work Team: Office Services Managers
(OSNi's)

Client Services Coordinators Work Team: Client Services Coordinators

Tech Work Team: Computer Techs

Safety Work Team: Varies per Program

Workers Comp Work Team: CEOQO; Assistant Executive

Directors; Human Resources
Director; VCSS OSM’s; and
Agency Risk Mgmt Manager

T EQUAL EMPLOYMENT OPPORTUNITIES .
 (12001M1) |

Our goal is to provide equal employment opportunities for all
applicants and employees based upon job-related qualifications.

it is the policy of the Agency to fill every position without
regard to race, color, age, sex, marital status, pregnancy, religion,
creed, domestic partner status, national origin, ancestry, physical or
mental disability, medical condition, disabled or Vietnam veteran
status, sexual orientation, gender identification or expression,
citizenship, or any other protected characteristic under the law. The
Agency is an equal opportunity employer and selects employees on
the basis of ability, experience, training, intelligence, and character.
Any employee who has a question or a complaint regarding this
policy should not hesitate to contact his or her Executive Director.

If you believe you have been subjected to any form of unlawful
discrimination, provide a written grievance to your supervisor or the
Executive Director at your program, or the Human Resources




Director of the Agency, P.O. Box 5361, Chico, CA 95927 as soon as
possible or call the Victor Administrative office directly at 530-893-
0758.

Your complaint should be specific in nature and should
include the names of the individuals involved and the names of any
witnesses.

The Agency shall comply with all applicable laws ensuring
equal employment opportunities to qualified individuals with a
disability unless undue hardship would result or endanger the health
and safety of our clients and our employees.

AMERICANS WITH DISABILITIES ACT
(05/01/07) -

Our Agency is committed to principles of equal opportunity for all
job applicants and employees. In keeping with the Agency policies, it does
not engage in impermissible discrimination based on any protected
characteristic, including an individual’s disability. Our Agency will also
make reasonable accommodations that are necessary to comply with the
state and federal disability discrimination laws. This means our Agency
will make reasonable accommodations for the known physical or mental
disability or known medical condition of an applicant or employee,
consistent with its legal obligations to do so.

As part of its commitment to make reasonable accommodations, our
Agency also participates in a timely, good faith, interactive process with
the disabled applicant or employee to determine effective reasonable
accommodations, if any, that can be made in response to a request for
accommodations. Applicants and employees are invited to identify
reasonable accommodations that can be made to assist them to perform
the essential functions of the position they seek or occupy. They should
contact the Human Resources Manager as soon as possible to request the
opportunity to participate in a timely interactive process. By working
together in good faith, our Agency hopes to implement any reasonable
accommodations that are appropriate and consistent with its legal
obligations.




(11/09/09)

iL ORIENTATION I

The Agency’s orientation and training period for all new
employees is six months and commences on the date of hire. ifan
employee does not complete the orientation and training program
within the six-month period, the training program may be extended or
terminated.

Relief staff are considered “new” employees upon their date of
hire for a regular, full-time position. Time worked as a relief staff
does not count towards the six-month orientation requirement for
regular Agency positions.

The Agency’s orientation and training period for employees
who are transferred or promoted to new positions is 90 calendar
days from the date of transfer or promotion. These employees will
have successfully completed orientation after they have completed
all phases of the orienfation and training program with a satisfactory
rating indicating that they meet Agency standards for conduct and
performance within their specific job classification.

Completion of an “orientation period” does not mean that you
have any employment rights to continued employment. Following
completion of an “orientation period” you may still resign and the
Agency still has the right to terminate your employment or change
your compensation, duties, assignment, or responsibilities of your
job at any time, with or without cause.

| EMPLOYMENT CONDITIONS
(12101/11)

All employees regardless of pay or status are fully expected to
follow the policies, procedures, and work rules of the Agency.

At-Will Employment

The employment relationships between the Agency and its
employees are “voluntary ‘at-will’ employment relationships;”
therefore, employment with the Agency may be terminated, with or
without cause and with or without notice, at any time at the option of
the employee or the Agency.




Other than the Chief Executive Officer of the Agency, no
manager, supervisor or representative of the Agency has the
authority to enter into any agreement for employment for any special
period of time, or to make any agreement contrary to the foregoing.
Only the Chief Executive Officer has the authority to make any
agreement contrary to the foregoing and then --only in writing.

The Agency reserves the right to change its policies and
benefits to suit the business needs of the Agency. The Agency shall
ensure that all policy and benefit changes do not:

¢ Violate any existing employee contract
o Discriminate against protected individuals
e Violate any law

Policies issued by the Agency become effective on the date
they are signed by the Chief Executive Officer or designee of the
Agency unless otherwise specified. Any employee who feels that a
particular policy treats them in an unfair manner is encouraged to
follow the Agency’s Grievance procedure to bring their concerns to
the attention of the Agency.

Employees who are unable to accept the conditions outlined
by any policy/benefit change have the right to resign their
employment with the Agency.

VERIFICATION OF WORK STATUS |
(12/01/11)

The Agency is required by the federal immigration laws to
verify the identity and legal work status of all individuals before they
can be hired.

In order to comply with this federal law, documentation that
shows each applicant’s identity and legal authority to work in the
United States must be inspected by the Agency.

Each applicant must also attest to his or her legal authority to
work and personal identity on a Department of Inmigration Form 9.
This verification must be completed as soon as possible after an
offer of employment is made and no later than date of hire. The




Agency will then verify the information via the government E-Verify
system.

Any offer of employment by the Agency is contingent upon the
applicant’s compliance with this legal requirement within the time
frames established by public law.

| PHYSICAL EXAMINATIONS |
(11/09/09)

Every applicant is required to take a pre-employment physical
examination after receiving an offer of employment, but, before
beginning his or her first scheduled workday.

A physician shall determine if an applicant is physically
capable of performing the duties of his or her job description.

This examination is provided by the Agency.

Every offer of employment is contingent upon an applicant’s
successful completion of the physical examination.

At the discretion of the Executive Director, whenever an
employee’s fithess for duty comes into question, the employee may
be required to complete a physical examination to ensure that a safe
work environment for clients and staff is strictly maintained.

EMPLOYEE STATUS
(12/01/11) |

EMPLOYEE CLASSIFICATIONS AND CATEGORIES OF EMPLOYMENT
(12/01/11)

Each employee is designated as either NON-EXEMPT or
EXEMPT from the 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 the overtime provisions of federal
and state wage and hour laws. These employees include those individuals

10




who qualify as exempt executive, administrative or professional employees
and whose salary is at least twice the state minimum wage.

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

REGULAR FULL-TIME employees who are not temporary in status,
and who are regularly scheduled to work our Agency’s fuli-time
schedule of at least 30 hours per week. Generally, they are eligible for
our Agency’s full benefit package, subject to the terms, conditions,
and limitations of each benefit.

REGULAR PART-TIME employees who are not temporary in status,
and who are regularly scheduled to work less than 30 hours per week.
While regular part-time employees receive all legally mandated
benefits (such as Workers' Compensation insurance and Social
Security), they are generally ineligible for any of our Agency’s other
benefit programs.

RELIEF employees hired as relief staff, to temporarily supplement
the work force or to assist in the completion of a specific project.
Employment assignments in this category are of a limited duration.
Employment beyond any initially estimated period does not in any
way imply a change in temporary employment status. Nor does any
estimated employment period constitute a promise of employment
for a specified term; temporary employees, like all other types of
employees, are employed at-will. Relief employees retain that status
until notified of a change by Human Resources in writing. While
relief employees receive all legally mandated benefits (such as
Workers’ Compensation insurance and Social Security), they are
ineligible for any of our Agency’s other benefit programs.

ORIENTATION and TRAINING employees are those employees who
have not yet completed six consecutive months of employment. The
orientation and training period is designed to give the employee and
our Agency a chance to see if the employment relationship is a good
match for each party. Completion of the orientation period does not
alter the basic at-will relationship. Employment is at-will both during
the orientation period and after it is completed.

Since all employees are hired for an unspecified duration, these
classifications do not guarantee employment for any specific length of
time. Employment is at the mutual consent of the employee and our
Agency. Accordingly, either the employee or our Agency can
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terminate the employment relationship at-will, at any time, with or
without cause or advance notice.

Work Week and Overtime

The normal scheduled hours for full-time staff employees is 40
hours per week. Overtime may be assigned to non-exempt
employees by the Agency in its sole discretion. All overtime must be
approved in advance by a supervisor.

Overtime Pay is calculated per Wage Order regulations. Hours
paid for hours that are not worked (e.g. holiday, sick days, and
vacations) do not count as hours worked for overtime purposes.

Rest and Real Periods

Each non-exempt employee working at least five consecutive
hours per shift shall be entitled to a meal period of 30 minutes,
except that when a work period of not more than six hours will
complete the day’s work the meal period may be waived by mutual
consent of the employer and employee. heal periods are not
considered as time worked and are unpaid providing the meal period
is at least 30 minutes fong and the employee is completely relieved
of all duty. If completely relieved of all duty, the employee shall be
free to leave the work area and premises. In the circumstance when
the employee is not completely relieved of all duties, and/or, is not
free to leave the premises, the employee will have an on-duty meal
period and shall be paid for the meal period. Non-exempt employees
must record the times in and out for the meal period on their time
record.

The Agency requires non-exempt employees to take a ten
minute rest period for each four hours worked or major portion
thereof. Employees are to be free from any work responsibility or
interruption during their rest period; however, in cases of
emergency, employees will be expected to reschedule their rest
period at some other time during the applicable four hour period.
Rest periods are considered as time worked for which there shall be
no deduction from wages.

Employees who feel for any reason that they are unable to take
their required breaks or meal period must contact their immediate
supervisor before the scheduled break or meal period. The
supervisor should attempt to arrange the schedule so that all
employees may take their breaks. An employee who does not take
the required breaks may be subject to discipline.

12




Make-Up Time*

The Agency allows the use of make-up time when non-exempt
employees need time off to tend to personal obligations. Non-
exempt employees may take time off and then make up the time later
in the same workweek, or may work extra hours earlier in the same
workweek to make up for time that will be taken off later in the same
workweek. Make-up time worked by a non-exempt employee will not
be paid at an overtime rate, up to 11 hours in one day or 40 hours in
a workweek.

Make-up time requests must be submitted in writing to your
Supervisor. Requests will be considered for approval based on the
Victor Treatment Centers/Victor Community Support Services
legitimate business needs as determined by the appropriate Agency
at the time the request is submitted. A separate written requestis
required for each occasion the employee requests make-up time.

If you request time off that you will make up later in the week,
you must submit your request at least 24 hours before the desired
time off. If you ask to work make-up time first to take time off later in
the week, you must submit your request at least 24 hours before
working the make-up time. Your make-up time request must be
approved in writing before you take the requested time off or work
make-up time, whichever is first.

If you take time off and are unable to work the scheduled
make-up time for any reason, the hours missed will be unpaid. If you
work make-up time before you plan to take off, you must take that
time off, even if you no longer need the time off for any reason.

*Use of make-up time is completely voluntary. The Agency does not encourage,
discourage, or solicit the use of make-up time.

ACCESS TO PERSONNEL RECORDS
(11/09/09)

Personnel records are the property of this Agency. You have
the right to inspect certain documents in your personnel file, as
provided by law, in the presence of the Human Resources Manager
during the office’s regular business hours or at a mutually agreed
upon time. You may not change, alter, remove, or destroy any
documents in the file. You have the right to duplicate, under Agency
supervision, those documents you have signed or we will duplicate
them for you. This does not include: Letters of reference; Records
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involving possible criminal offenses and investigations (which are
stamped attorney/client privileged information); Records obtained
prior to hiring; Records prepared by an interview committee with
identifiable members; Records obtained in connection with a
promotion review process.

Disclosure of and access fo your personnel information within
the Agency is restricted to authorized individuals only, including your
supervisor, the Human Resources Manager and his/her designee, the
Assistant Executive Director, and the Executive Director.

Disclosure or access to your personnel information outside of
the Agency is strictly limited. This Agency will provide relevant
personnel information: to local, state or federal law enforcement
agencies or licensing bodies conducting an authorized investigation
per court order or if there is no court order on a case-by-case basis
depending on the request; to attorneys under subpoena; and to
Agency legal counsel, auditors, consultants, licensing, and
accrediting bodies in order to complete work requested by this
Agency.

AGENCY RIGHTS TO MONITOR AND SEARCH
IN THE WORKPLACE
(11/09/09)

Employees have a “limited” right to privacy in the workplace
and in their personal lives. The Agency shall respect each
employee’s right to privacy unless it has a legitimate, over-riding
business reason not to do so. Employees are advised that in certain
work functions they should have no expectation of privacy as the
Agency reserves the right to:

¢ Monitor any, and all, telephone calls, e-mails, and voice
mail messages that are made on Agency equipment in
accordance with applicable laws.

e Access and search desks, files and any other Agency
property in the regular course of conducting business or to
ensure compliance with Agency policies and procedures.

o Access files and records stored on any electronic media

provided by the Agency to its employees, including but not
limited to computers, cell phones or PDA’s.

14




INTERNET ACCESS AND E-MAIL STANDARDS
(05/01/07)

The Agency provides all employees with the potential to
access the world-wide Internet web and the Agency’s E-Mail
communication systems. These two communications systems may
be used for business reasons only. The Agency encourages the use
of the Internet and E-mail because they can make communication
more efficient and effective. However, Internet access and E-mail
through Agency systems are the property of the Agency, and their
purpose is to facilitate Agency business. Every employee has the
responsibility to maintain and enhance the Agency’s public image
and to use the Internet and E-mail in a work-related productive
manner.

The Agency’s communication systems may not be used to
transmit, retrieve, or store any type of communication, message or
material that:

e s discriminatory or harassing;

o That contains derogatory or inflammatory remarks about an
individual’s race, age, disability, religion, national origin,
physical attributes, or sexual preference;

¢ [Is obscene or X-rated;
e Contains abusive, profane, offensive language or images.

Agency systems also may not be used for any purpose that is
illegal, against policy, or contrary to the Agency’s best interest.
Solicitation of non-Agency business or any use of the systems for
personal gain is prohibited.

Each individual is responsible for the content of all text, audio,
and images that they place into or send over the Agency’s systems.
No electronic communication may be sent that hides the identity of
the sender or indicates that the sender is someone else or is from
another company.

To prevent computer viruses from being transmitted through
the system, employees are prohibited from downloading or using
software without prior authorization. This authorization must come
from the designated systems administrator at each site.

15




The Agency routinely monitors its Internet and E-mail systems
and the communications that use the systems. All messages
created, sent or retrieved over these systems are the property of the
Agency and should be considered public information. The Agency
reserves the right to access and monitor all messages and files on
the Agency’s systems. For example, the Agency will investigate
unauthorized or excessive use and suspected misconduct. Because
communications are not private, confidential information should be
transmitted by other methods.

Any improper use of the Internet or E-mail is not acceptable
and will not be permitted. The failure to comply with this standard
may result in disciplinary action, up to and including termination. In
addition, the Agency may advise appropriate law enforcement
agencies and officials of any illegal activities that involve Agency

systems.
EMPLOYEE BENEFITS
(11/09/09)

The Agency provides generous benefits to its employees
based on available funds and Agency resources. You may be
interested in applying for the identified benefits based on the current
eligibility standards indicated below. Employees have the privilege
of not participating in any part of the voluntary benefits program;
however, such lack of participation will not alter the employee’s right
to apply for those benefits at a later date during a period of open
enroliment. The offer of benefits at any time does not imply that the
Agency will always be able to provide that benefit in the same
manner and the Agency may make additions and/or deletions to the
benefit package from time to time.

ELIGIBILITY STANDARDS
(12114/11)

Regular full-time employees who are scheduled to work 30
hours per week or more are eligible to apply for benefits upon
completion of the benefit waiting period that applies to their position.
Participation by eligible employees in each benefit shall be subject to
the terms and conditions specified within each Benefit Plan’s
enabling documentation or Agency Personnel Policy. The Agency
and its designated benefit plan administrators reserve the right to
determine eligibility, interpretation and administration issues
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pertaining to any benefit covered by the Employee Retirement
Income Security Act (ERISA).

For benefits eligibility purposes, a work year consists of 12
consecutive months and at least 1,560 paid hours. A work year for
LOA benefits is at least 1,250 paid hours.

Employees who are hired as relief staff or regular part time
employees are not eligible for benefits.

Relief staff employees who are promoted to a regular full-time
position and are scheduled to work 30 hours per week or more are
eligible to apply for benefits upon completion of the benefit waiting
period that applies to their position.

An employee’s immediate family members are eligible for
heaith care benefits in accordance with the following standards:

¢ A child who qualifies as an employee’s dependent in
accordance with the Internal Revenue Service Regulations.

e A spouse who is legally married to an employee in
accordance with a specific state law. A married employee
shall be required to provide a state-issued marriage license
as proof of marriage at the time of application for health
care benefits.

¢ A person who is registered as a domestic partner of an
employee in accordance with a specific governmental
agency statute. An employee shall be required to provide a
domestic partner registration form issued by a public
agency as proof of partnership at the time of application for
health care benefits.

PAID TIME OFF (PTO)
(12/114/11)

The Agency offers “eligible” employees a personal time-off pay
package called “Paid Time Off’ (PTO).

Eligible employees may accrue PTO according to the number
of hours worked (PTO taken is counted as time worked) each week
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and length of service on a pro-rata basis according to the following
schedule:

L f i 3, 0r6- (depending on date of
eligibility) - Employees earn one (1) hour of PTO for every ten (10)

hours worked.

Lengath of Service 37 - 48 months - Employees earn one (1)

hour of PTO for every eight point sixty-seven (8.67) hours worked.

Length of Service 49 + months - Employees earn one (1) hour
of PTO for every eight (8) hours worked.

Length of Service 15 + years - Employees shall be awarded an

additional number of PTO hours per year if possible, up to a
maximum of 96 hours per year as indicated in the Personnel Policy
(15 Year Employee PTO Benefit) provided they meet all requirements.

PTO shall not accrue for overtime hours worked or paid.

Each employee is required to use some of their accrued PTO
for a “vacation” break within 12 months following the anniversary
date of the most recent date of hire.

Any employee who is not eligible for the 15 Year PTO benefit
may accrue a limit of 240 hours PTO at any point in time but will not
resume accruing PTO until their total accrual is below 240 hours (see
Personnel Policy — PTO Benefits for details).

Employees are strongly encouraged to become familiar with
Agency policies related to legally mandated leaves of absence which
may dictate the use of PTO under certain circumstances. Due to the
fact that the Agency does not provide “sick or holiday leave” benefits
per se, employees shall be required to use earned PTO benefits in
these cases.

LEAVES OF ABSENCE
(12101/11)

In accordance with laws and Agency standards, the Agency
has developed and implemented a leave of absence program that
serves the needs of “eligible employees” during periods of time that
they need to be absent from the workplace. The following leaves
may be available to eligible employees: Family Medical Leave (FMLA)
and California Family Rights Act (CFRA); Pregnancy Disability Leave
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(PDL); Jury Duty; Workers’ Compensation Insurance Program for
Management of Work-related Injuries, linesses and Disabilities;
School Activity Leave; Organ and Bone Marrow Donor Leave; Military
Leave; and any other leave mandated by law. Employees are
responsible for reading the Agency’s Leave of Absence Personnel
Policy PRIOR to their departure on a leave of absence.

GENERAL PROVISIONS APPLICABLE TO ALL LEAVES OF ABSENCE
(12/01/111)

The Agency will grant all legally mandated leaves and may
also grant a leave of absence in other circumstances. You should
notify your supervisor in writing as soon as you become aware that
you may need a leave of absence. The Agency will consider your
request in accordance with applicable law and the Agency’s leave
policies. You will be notified in writing whether your leave request is
granted or denied. If you are granted leave, you must comply with
the terms and conditions of the leave, including keeping in touch
with the Human Resources Department during your leave, and giving
prompt notice if there is any change in your status or return date.

You must not accept other employment or apply for
unemployment insurance while you are on a leave of absence.
Acceptance of other employment or application for unemployment
insurance while on leave will be treated as a voluntary resignation
from employment with the Agency. Benefits, such as PTO will not
accrue while you are on an unpaid leave of absence.

Unless continued medical coverage is required by law, if you
would like to continue your medical insurance coverage during your
leave, you may continue coverage by paying the full amount of the
premiums under the provision of COBRA. The Human Resources
Department can give you additional information on this subject.

Additionally, the Agency may hold in abeyance or proceed with
any counseling, performance review, or disciplinary action, including
discharge, that was contemplated prior to any employee’s request
for or receipt of a leave of absence or that has come to the Agency’s
attention during the leave. If any action is held in abeyance during
the leave of absence, the Agency reserves the right to proceed with
the action upon the employee’s return. Requesting or receiving a
leave of absence in no way relieves employees of their obligation
while on the job to perform their job responsibilities capably and up
to the Agency’s expectations and to observe all Agency policies,
rules, and procedures.
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Family Medical Leave Act (FMLA)
A. Eligibility

To be eligible for Family and Medical leave, an employee must
have been employed by the Agency for 12 months in the last seven
years at a location with 50 employees within a 75 mile radius, and
have served at least 1,250 hours during the 12-month counting
backward from the date the requested leave will start. An employee
is entitled to 12 weeks of Family and Medical leave during a 12
month period, counting backward from the date the requested leave
will start. Employees with any questions regarding this eligibility for
Family and Medical L.eave should contact the Human Resources
Department for more information.

B. Purpose of the Leave ,
Family and Medical Leave is available for the following
purposes:
1) For incapacity due to the employee’s pregnancy, prenatal
medical or childcare; to care for a new child of the employee
during the first 12 months following the birth or placement of a
child with the employee for adoption or foster care;

2) To care for the serious health condition of the employee’s
spouse, domestic partner, child, or parent (“covered
relation™);

3) For a serious health condition that the makes the employee
unable to perform one or more essential function of the
position;

4) To attend to a qualifying exigency as defined by law of a
spouse, child or parent who has been called to active duty or
is already on active duty; or

5) Up to 26 workweeks per 12 month period are available to
care for a spouse, child, parent or next of kin who is injured
while on active military duty.

Any leave of absence that is granted to an employee under this
policy or any other policy for a purpose specified above shall be
credited against the 12 week limit contained in this policy.
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C. Serious Heath Condition

An illness, injury, impairment, or physical or mental condition
that involves either (A) inpatient care in a hospital, hospice, or
residential medical care facility; or (B) continuing treatment by a
health care provider.

D. Notice of Need for Leave

An employee must provide at least thirty days notice to the
Agency of the need for the leave unless notice is excused by
compelling reasons. Notice should be given to Human Resources
Director and must be accompanied with certification from a health
care provider as described below. Leave can be taken intermittently
when medically necessary. Employees must make reasonable efforts
to schedule leave for planned medical freatment so as not to unduly
disrupt operations. Intermittent leave may not be taken to care for a
child following birth or placement.

E. Certification by a Health Care Provider

If an employee requests a leave due to the serious health
condition of the employee or a family member or o care for an
injured active duty military eligible family member or next of kin, the
employee must support the request with a medical certification
within fifteen days of the request for the leave. The medical
certification must include the following information: (1) projected
beginning and ending dates (2) a confirmation that the leave is
needed for a serious health condition of the employee or an eligible
family member. If additional leave is necessary beyond that the time
period in the initial medical certification, an additional medical
certification must be submitted to the Agency prior to the expiration
of the first leave period.

F. Agency Responsibilities
When an employee requests leave, the Human Resources

Department will inform the employee whether he or she is eligible,
and provide the employee a wriften notice that includes details on
additional information that he/she will be required to provide. The
Agency will also provide notice when it designates leave as FMLA
leave, which will identify what steps the employee needs to take to
return from leave and any medical certification requirements.

G. Returning from Leave

Before returning to work from a leave of absence for his/her
own medical condition, an employee must provide a health care
provider’'s statement that indicates that he or she is fit to return to
work, with or without restrictions. The Agency reserves the right to
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have the employee examined by a physician of its choosing, at its
expense, if the Agency has a question as fo the condition or
capabilities of the employee to perform his or her essential job
functions upon return, or any requested accommodations or related
issues. Results of this examination will be used to determine the
employment status of the individual after consideration of
reasonable accommodations, if applicable.

H. Benefits during Family and Medical Leave
1) Pay issues: Family and Medical ieave is typically unpaid.
However, an employee on Family and Medical Leave must use
their accrued PTO in accordance with the terms for the use of
such paid leave for any portion of the leave for which they
otherwise do not receive disability payments (e.g. worker’s
compensation disability, or short term disability (SDI) or paid
family leave (PFL}) from the EDD). Any accrued paid leave
available will be coordinated with any disability payments to
equal no more than 100% of the employee’s regular pay. If the
employee has no PTO accrued, or runs out of PTO during the
Family and Medical Leave, the remainder of the leave will be
unpaid. Employees do not accrue PTO when in unpaid status.

2) Health Insurance; During an approved Family and Medical
Leave, the Agency will maintain the employee’s health benefits
for up to 12 weeks, (16 weeks if the employee is on an approved
Pregnancy Disability Leave) as if the employee continued to be
actively employed. If the Leave is extended for any period of time,
the employee will be required to pay the full amount of the
premiums under the provision of COBRA in order to continue
coverage. If PTO is substituted for unpaid Family and Medical
leave, the Agency will deduct the employee’s regular portion of
the health plan premium as a regular payroll deduction. In the
event PTO is not used or is exhausted, the employee must
continue to pay the regular employee portion of the premiums to
the Human Resources Department by the first of the month in
which it is due, or employees will lose health coverage.

. Return from Leave

At the end of an approved Family and Medical leave, the
Agency will attempt to restore the employee to his or her position or
to an equivalent or comparable position. An employee returning
from medical leave must inform his/her supervisor of the actual
return date at least one week before the day they plan to return to
work.
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The Agency may consider employees who fail to return to
work the next workday following the expiration of a leave to have
voluntarily resigned. An employee also may be considered to have
resigned if he or she accepts employment from another company, or
engages in self-employment while on leave, or falsifies the reason or
need for a leave. Should the employee fail to return from this leave,
the Agency may recover the premiums paid on the employee’s
behalf, unless the employee’s reason for failing to return is either the
employee’s serious health condition or circumstances beyond the
employee’s control. To the extent permitted by law, all federal and
state mandated leaves will run concurrently.

California Family Rights Act (CFRA)

CFRA leave runs concurrently with FMLA leave except in the
case of pregnancy disability. Pregnancy disability is excluded from
the CFRA and is outlined below. An eligible employee can take up to
four months of PDL and an additional three months of CRFA to care
for a newborn infant.

Pregnancy Disability Leave (PDL)
Under the California Fair Employment and Housing Act

(FEHA), employees who are disabled by pregnancy, childbirth or
related medical conditions are eligible to take a pregnancy disability
leave. Employees who are affected by pregnancy or a related
medical condition are also eligible to transfer to a less strenuous or
hazardous position if they are qualified and one is available, if such a
transfer is medically advisable. The following rules apply to
pregnancy leave:

¢ The pregnancy disability leave is for any period or periods
of actual disability caused by an employee’s pregnancy,
childbirth or related medical conditions up to four months
{or 88 work days for a full-time employee) for pregnancy.

o The pregnancy disability leave does not need to be taken in
one continuous period of time, but can be taken on an as-
needed basis.

o Time off needed for prenatal care, severe morning
sickness, doctor-ordered bed rest, childbirth, and recovery
form childbirth would all be covered by the employee’s
pregnancy disability leave.

¢ Generally, our Agency is required to treat an employee’s
pregnancy disability the same as it treats other disabilities
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of similarly situated employees. This affects whether the
leave will be paid or unpaid.

o Employees may be required to obtain a certification from
their health care provider of their pregnancy disability or
the medical advisability for a transfer. The certification
should include the following information:

a. The date on which the employee hecomes disabled
due to pregnancy or the date of the medical
advisability for the transfer;

b. The probable duration of the period of disability or
the period for the advisability of the transfer; and

c. A statement that, due to the disability, the employee
is unable to work at all or to perform any one or more
of the essential functions of her position without
undue risk to herself, the successful completion of
her pregnancy or to other persons, or a statement
that, due to their pregnancy, the transfer is medically
advisable.

e Our Agency requires that the employee use any available
PTO during her pregnancy leave. The employee may also
be eligible for state disability insurance for the unpaid
portion of her leave. If the employee receives disability
insurance the employee is not required to use PTO, but
may use PTO to make up the difference between her salary
and her disability benefits.

o Taking a pregnancy disability leave may impact certain
benefits and the employee’s seniority date. Employees
should consult our Agency’s policies for other disabilities
to ascertain the impact of the pregnancy of their seniority
and benefits. Employees can contact their Human
Resources Manager or the Human Resources Director to
answer any questions.

Jury Duty

All employees may attend jury duty in accordance with their
legal obligations to do so. Non-exempt regular full-time employees
will be granted paid leave up to 40 hours per year to attend jury duty,
provided they give the Agency reasonable advance notice of their
obligation to serve.
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Employees shall bring their prospective juror’s questionnaire
to their Supervisor upon receipt.

Benefits will accrue if employees are in paid status while
serving on jury duty. Non-exempt employees who exceed 40 hours
per year may use accrued PTO.

Exempt employees shall receive their regular pay while serving
on jury duty if they have worked any hours in a work week. Exempt
employees may use accrued PTO if they have not worked any hours
in a work week.

If possible, work schedules for employees may be changed to
allow them to continue working while on jury duty.

If employees are called to jury duty and then excused or
released more than two hours before the work day would normally
end are expected to check in at the office for assignment.

Employees shall turn in their jury attendance forms to the
Agency on a daily basis.

Employees who do not continue working while on jury duty
shall contact the Program on a daily basis to report their status.

Employees must read the Agency’s Leave of Absence
Personnel Policy prior to their departure for jury duty.

Teachers shall receive their regular pay while serving on jury
duty. The Agency may restrict the number of Teachers at any one
time, if the percentage of Teachers off would be more than 2% at that
time.

Family School Activity Leave

Employees who are parents or guardians may take up to 40
cumulative hours off per year, without pay, to participate in school
activities for their children in grades kindergarten through 12,
provided such participation does not exceed eight hours in any
calendar month. Employees must use any available PTO to cover the
leave; otherwise the leave is unpaid. To qualify, employees must
give advance notice to their Supervisor and submit school
documentation of participation.
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Organ Donor and Bone Marrow Donor Leave

In accordance with AB 272 the Agency grants employees a
leave of absence of up to 30 business days in a one-year period for
an employee who is an organ donor and up to five business days for
a bone marrow donor. The one-year period is measured for the date
the employee’s leave begins and consists of twelve consecutive
months. The leave of ahsence for either donor is not a break in
continuous service for the purpose of salary adjustments, sick leave,
vacation, annual leave, or seniority. As a condition of an employee’s
initial receipt of the leave of absence, the Agency requires a bone
marrow donor to use up to five days of accrued paid time off, and an
organ donor up to two weeks of accrued paid time off.

Military Leave
Military leave will be granted in accordance with applicable

state and federal law regarding re-employability/leaves of absence.

Domestic Violence or Sexual Assault Leave

Our Agency permits those employees who have been the
victims of domestic violence or a sexual assault time off to obtain
relief to help ensure the health, safety, or welfare of the victim or his
or her child, to seek a temporary restraining order, or to seek
medical attention, psychological counseling, or domestic violence or
sexual assault prevention services.

The leave is unpaid. The maximum time off is the same 12-
week period as permitted under FMLA and CFRA. In other words,
this leave is not meant to be time off in addition to that which is
already permitted; thus, the leave will run concurrently with Family
and Medical Leave.

An employee must provide reasonable advance written notice
to his/her Supervisor of the intent to take time off under this policy.
If an unscheduled absence occurs, within a reasonable time after the
absence, the employee must provide certification to our Agency in
the form of a (1) police report indicating the employee was a victim of
domestic violence or sexual assault, {(2) a court order evidencing the
employee’s appearance in court, or {3) documentation from a
medical professional, domestic violence advocate, health care
provider, or counselor that the employee was undergoing treatment
for physical or mental injuries or abuse resulting from an act of
domestic violence or sexual assault. Subject to any exceptions
provided by law, an employee will be reinstated either to his or her
former position or an equivalent position upon completion of a leave,
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provided the total period of the leave does not exceed 12 weeks,
unless business needs compel otherwise.

Our Agency will maintain the confidentiality of an employee
who requests time off as a result of domestic violence or a sexual
assault, to the extent allowed by law.

Voting Leave
Non-exempt employees may request time off to vote in a

statewide election when sufficient time to vote is not available
outside of regular working hours. Whenever possible, request for up
to two hours of paid time off to vote shall be made at least two days
in advance of the election. This paid time off to vote will be provided
at the beginning or the end of the employees’ regular working hours,
whichever will provide the most free time for voting and the least
time off work.

Lactation Accommodation

Employees will have a reasonable amount of break time if
necessary fo express milk. The break time will run concurrently, if
possible, with any break time already provided. If not possible, the
separate break time will be unpaid. Please contact your supervisor
for further details.

WORKERS’ COMPENSATION INSURANCE PROGRAM
(11/08/09)

The Agency carries Workers’ Compensation insurance
coverage as required by law to provide benefits to employees who
are injured on the job. This insurance provides medical, surgical and
hospital treatment in addition to payment for loss of earnings for
qualified employees with work-related injuries. Compensation
payments begin from the first day of an employee’s hospitalization or
after the third day following the injury if an employee is not
hospitalized. The cost of this coverage is paid completely by the
Agency.

If you are injured on the job, it is your responsibility to report it
immediately to your supervisor regardiess of how minor the injury
may be.

Employees must read the Agency’s Leave of Absence

Personnel Policy pertaining to work-related disabilities during their
first week of employment with the Agency.
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STATE DISABILITY INSURANCE PROGRAM
AND PAID FAMILY LEAVE
(11/09/09)

To protect employees who miss work due to a non-industrial
iliness or injury to themselves or an eligible dependent, the law
requires that a small percentage of each employee’s wages, up to the
prevailing maximum, be deducted each pay period for disability
insurance. Benefits begin from the first day an employee is
hospitalized or after the seventh day of the illness or injury if the
employee is not hospitalized. In all cases the employee must file a
claim with the California Employment Development Department
(EDD) in order to collect this benefit.

Eligible employees will be paid a percentage of their regular
earnings for a maximum period provided by law in any one year. The
Agency will allow an employee to make up “the difference between”
the compensation an employee receives from state disability
insurance benefits and his or her regular wages by using accrued
PTO.

The Agency requires that all employees eligible for Paid Family
Leave utilize 80 hours of accrued PTO prior to collecting this benefit.
For contract Teachers, the Agency requires the use of three days of
Personal Leave prior to collecting this benefit.

UNEMPLOYMENT INSURANCE PROGRAM
(11/09/09)

If your employment terminates, you may be eligible to receive
unemployment insurance payments. You must file a claim with the
California Employment Development Depariment (EDD) in order to
collect this benefit. Should such a situation arise, you should inquire
about unemployment insurance at the time of your separation from
the Agency.

SOCIAL SECURITY
(11/09/09)

As an employee of the Agency, you are covered under the
provisions of the Federal Insurance Contribution Act (FICA) and
Medicare. Social security benefits are often a significant step to
provide you and your family a retirement income. The amount of
deduction from your wages for social security and Medicare taxes is
matched by the Agency. The total contribution by you and the
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Agency is credited toward your social security and Medicare
benefits, which may be available at the time you are eligible to retire.
In addition, disability and survivors benefits are financed through
social security deductions.

CONTINUATION OF MEDICAL INSURANCE BENEFITS
(COBRA)
(05/01/07)

Federal law requires that the Agency offer employees and their
families the opportunity for a temporary extension of health benefits
(called COBRA) at group rates in certain instances where coverage
under the heaith benefits plan would otherwise end. Our Agency
provides the option for COBRA benefits to domestic partners even
though the federal law does not include domestic partners.

After you become a member of the plan, the Agency will mail
you a notice of your rights to continue coverage under COBRA. Both
you and your spouse should take the time to read this notice
carefully BEFORE a qualifying event takes place. There are certain
instances when it is your responsibility to notify the Agency of a
change in your status, therefore, it is your responsibility to read the
Agency’s COBRA Compliance Personnel Policy during your first
week of employment with the Agency.

COBRA Qualifying Event:
e Employee’s termination of employment (eligible for
continuous coverage for 18 months).

o Employee’s reduction of hours (eligible for continuous
coverage for 18 months).

o Death of covered employee/retiree (eligible for continuous
coverage for 36 months).

o Divorcel/legal separation/dissolution of domestic
partnership (eligible for continuous coverage for 36
months).

o Ineligibility of dependent child (eligible for continuous
coverage for 36 months).

¢ Covered employee/retiree becomes entitled to Medicare,

dependents may elect continuance of identical coverage
(eligible for continuous coverage for 36 months).
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e Retiree, spouse or child of retiree loses coverage within
one year before or after commencement of proceedings
under Title 11 (bankruptcy)}, United State Code (eligible for
continuous coverage for 36 months).

MEDICAL INSURANCE PROGRAM
(07/12/10)

The Agency provides plan members and their dependents
medical insurance coverage. Upon completing eligibility
requirements, employees may be enrolled in the program based upon
eligibility date. Benefits commence on the first day of the month
following eligibility. For more information please contact your
Human Resources Department.

DENTAL INSURANCE PROGRAM
(07/12/10)

The Agency provides plan members and their dependents
dental insurance coverage. Upon completing eligibility
requirements, employees may be enrolled in the program based upon
eligibility date. Benefits commence on the first day of the month
following eligibility. For more information please contact your
Human Resources Department.

ADDITIONAL BENEFITS
(07/112/10)

The Agency offers the opportunity to take advantage of
benefits available through payroll deduction. Currently, life
insurance and a tax sheltered annuity are programs that are availabie
to employees of nonprofit agencies. Representatives from the
respective organizations are available onsite at the program on a
periodic basis. Each of these programs has specific rules and are
best presented by their respective representative.

Currently, the Agency offers a $15,000 Group term life and a
$15,000 Accident and Dismemberment insurance package to each
employee who has compieted eligibility requirements, employees
may be enrolled in the program based upon eligibility date. Benefits
commence on the first day of the month following eligibifity.
Interested employees must apply for this benefit through their
Human Resources Manager.
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VICTOR TREATMENT CENTERS EMPLOYEE RETIREMENT PLAN
VICTOR COMMUNITY SUPPORT SERVICES RETIREMENT PLAN
(12/101111)

The Agency has established an Employee Retirement Plan.
The Agency bears the entire cost of this plan.
Employees do not contribute to the Plan.

The Plan may provide benefits in the event of your death or
disability, or in the event of your termination of employment.

At any time, your account balance will reflect the sum of annual
allocations of funds made by the Agency, the period of time you have
participated in the Plan, and the growth of its investment activity.

An employee becomes eligible to enter the Plan upon satisfying the
following requirements:
1. Must be at least 21 years of age.

2. Must accumulate one year of seniority.

3. Must work 1,000 hours during that year.

After meeting these eligibility requirements, an employee may
become a participant in the Plan on the next succeeding July 1st or
January 1st whichever comes first. To receive credit for any year as a

participant, the employee must work 1,000 hours during that year.

If you terminate employment with the Agency, you will be paid your
vested benefits according to the following schedule:

Years of Service Non-Forfeitable %
0 {0 2 year 0

2 20

3 40

4 60

5 80

6 or more 100
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Your vested benefit at termination is equal to the balance in
your account times (x) the non-forfeitable percentage rate specified
in the above schedule.

An employee’s vested benefits under this Plan (including
“rollover” funds described below) will be paid out as soon as
administratively possible after the employee’s termination (a
minimum of 60 days).

The benefit will be paid to an employee in one lump sum.

Certain employees who participated in the Agency’s
Retirement Plan in effect prior to June, 1993 elected to “rollover”
their account balance into the current plan. Monies in this category
are 100% vested.

Loans are not permitted under this Plan.

Please refer to the Summary Plan Document for specific
information about the Plan. A copy of the Plan Document is on file at
each Treatment Center. A copy of the Plan Document is also on file
at the Victor Administrative office in Chico. Each new participant in
the Plan will receive a copy of the Plan Document with a copy of their
first annual account balance statement.

STANDARDS FOR CONDUCT AND PERFORMANCE ||

WORK RULES
(12/01/11)

In order to maintain a working environment that ensures the
safety and dignity of every employee and the health and safety of our
clients, the following work standards for conduct are adopted by the
Agency and apply to all employees. It is not possible to list all the
forms of behavior that are considered unacceptable and the
following list is not meant to be all-inclusive. The following are
examples of expectations the Agency has for the workplace. Failure
to follow the work rules may result in disciplinary action up to and
including termination.
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All public laws shall be obeyed.

State licensing regulations for the care and supervision of
our clients shall be implemented and followed in a
responsible manner by all employees.

State licensing regulations pertaining to our personnel
management activities shall be implemented and followed
in a responsible manner by all employees.

Agency policies pertaining to Operations, Administration,
Personnel, and Safety activities shall be implemented and
followed in a responsible manner by all employees.

Employees who are required to operate their personal
vehicles in the conduct of Agency business shall maintain a
current driver’s license and personal automobile liability
insurance in accordance with public law.

The rights of our clients shall be respected and records
pertaining to their care and treatment shall be protected as
confidential information.

The rights of all employees shall be respected.

The authority of managers and supervisors shall be
respected.

Employees shall strive to perform their work in a healthy
and safe manner in accordance with the policies and
procedures established in the Agency’s Safety Plan.

Employees shall report all personal workplace injuries to
the Agency immediately, without delay.

Employees shall report for work at the scheduled time and
remain at work until the scheduled quitting time. Excessive
absenteeism or absence without notice or unauthorized
absence from the assigned work location during the
assigned shift is not allowed. Employees shall not be
absent from work more than three days without an
approved leave of absence. This includes employees who
have been injured on or off the job and are under a doctor’s
care.
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Employees shall report for work in a fit condition. Any work
restrictions shall be supported by a doctor’s note.

Employees are strictly accountable for assuming all of the
responsibilities listed in their job description and for
completing all of the tasks described or reasonably inferred
therein in an accurate, timely, and responsible manner.

Agency forms and records shall be completed in an honest
and forthright manner.

Agency vehicles shall be operated in accordance with the
State of California’s Vehicle Code, properly maintained, and
used only for Agency business.

Employees are expected to respond to the assaultive and
provocative behavior of our clients in a professional
manner. Staff shall act in such a manner that the clients are
free from corporal or unusual punishment, infliction of pain,
humiliation, ridicule, coercion, threat, mental or physical
abuse.

Employees are expected to work in a friendly and
cooperative way that promotes team awareness and
performance.

Employees are expected to work within a culturally
integrated workplace and be willing to respect human
differences based upon race, age, disability, religion, sexual
orientation, political persuasion, place of origin, color, or
any other condition that distinguishes people from one
another.

Equipment and tools shall be properly maintained, safely
stored, and used only for Agency business. Theft or
removal of Agency property is not aliowed.

The following activities are not permitted on Agency time in
the workplace or on Agency premises:

=  Possession, distribution, sale, transfer, or use of illegal
drugs in the work place

= Horseplay, boisterous or disruptive activity
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= Possession of firearms or weapons, or dangerous or
unauthorized materials

s  Gambling
= Fighting and/or threatening violence
=  Use of tobacco products

» Negligence or improper conduct leading to damage of
Agency owned or leased property

= Sexual or other unlawful harassment
= Threats of violence

= Gossiping, spreading rumors or conduct that any
ordinary person would consider rude or unkind.

CONTACT RESTRICTIONS BETWEEN CLIENTS AND STAFF
(12/01/11)

In conjunction with our professional risk management
responsibilities, and the premise that a significant amount of our
treatment comes from the structure and limits of the relationship, itis
the policy of the Agency to strictly limit the relationship and social
contact hetween clients and staff to the structure of our daily
educational, treatment, and residence programs.

Victor Treatment Center {(VTC) Programs

Unless specifically authorized in a freatment plan or by written
authorization of the Executive Director, or his or her designee, staff
should avoid:

¢ Being in a 1:1 situation with VTC clients/students;
e Being off-grounds with a VTC client/student on a 1:1 basis;

e Taking a VTC client/student, or a group of VTC client/
students, on a personal errand;

e Taking a VTC client/ student, or a group of VTC client/
students, to a private residence;
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Any contact with any VTC client/student following the
termination of either the VTC client/student or the staff;

Being in any position with a VTC client/student that could
be interpreted as attempting to be alone or out-of-sight;

Participating in a field trip if off duty;

Planning, organizing or participating in any activity that
could lead anyone to believe that one VTC client/student
was receiving preferential treatment; and,

Contacting a VTC client/student while he or she is on a
home visit. If you have incidental contact, immediately
notify management in accordance with the Program
Standard Operating Procedures.

Contact with an ex-client on duty or off duty must remain
professional and appropriate and be reported in the form of
an incident report to the Director of the program that the
client had been in.

Victor Community Support Services (VCSS) Programs

Unless specifically authorized in a treatment plan or by wriften
authorization of the Executive Director, and parent/guardian, staff
should avoid:

Being in a 1:1 situation with VCSS clients, not specifically
indicated in the treatment plan, unless it is an emergency
situation where intervention is necessary for the imminent
safety of the client;

Taking a VCSS client or group of clients to a non-public
place or on a personal errand;

Participating in client activities if off duty;
Planning, organizing or participating in any activity that
could lead anyone to believe that one client was receiving

preferential treatment;

Any contact with the client that is not an expected activity
of the position as assigned to the staff during work hours;

Contact with a client outside of working hours. If contact
occurs, immediately report this occurrence to the supervisor
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and this incident must be documented in the staff's
Supervision Log;

s Any contact with any client following their discharge from
the program; incidental contacts are to be reported.

For all Agency staff

It is impossible to list every situation that could arise between
staff and clients. Therefore, the Agency must insist that staff always
exercise good professional judgment in all of their contacts with
clients. If there is ever any doubt in any staff person’s mind about
what is appropriate professional conduct for a given situation, the
staff person must consult with a supervisor in advance! Any staff
member having knowledge of other staff members’ misconduct shall
immediately report it to management. Any staff member having an
intimate relationship with an ex-client, even if of legal age, will be
terminated from employment.

PERFORMANCE REVIEWS
(08/07/03)

All employees shall receive periodic written performance
evaluations. The frequency of performance evaluations may vary
depending upon the length of service, job position, past
performance, changes in job duties, or performance problems. [n
addition, employees will participate in periodic Team evaluations
with the other members of their team.

DRIVING UNDER THE INFLUENCE (DUI) OR LOSS OF
DRIVING PRIVILEGES
(11/09/09)

Employees who are found guilty of driving under the influence
of alcohol or illegal drugs, on or off the job, shall report the incident
within 24 hours of their conviction, or before their next scheduled
work day which ever comes first. Employees who drive in the course
of their employment and have their driver’s license suspended or
revoked for any reason must notify their supervisor on the first work
day following the license suspension or revocation.

Pursuant to Title 22, California Administrative Code, Section
80019.G, employees convicted of driving while intoxicated must
obtain a certificate of rehabilitation within 90 days of their conviction
date to continue working in a licensed child care facility.
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The Agency shall accommodate employees who have an
alcohol or drug abuse problem in getting help; however, the Agency
will not tolerate any employee’s lack of cooperation in this important
matter.

Any employee who receives a second off duty conviction
related to alcohol or drugs while employed with the Agency shall be
terminated.

CRIMINAL RECORD UPDATING
(09/26/03)

Employees with either a clearance or an exemption must report
any subsequent arrest, conviction, and probation or parole violation
to the Agency’s Director or Assistant Director within 24 hours.
Employees are also responsible to report the information to the
Department of Social Services within 48 hours.

HARASSMENT
(12/01/11)

This Agency is committed to providing all of its employees
with a work place free of harassment. The Agency maintains a strict
policy prohibiting sexual harassment and harassment on the basis
of race, color, national origin, religion, sex, gender identity or
expression, sexual orientation, physical or mental disability, age,
veteran status, or any other characteristic protected by applicable
law.

This prohibition applies to all employees, vendors, or
customers of the Agency. No employee of the Agency is expected to
tolerate any conduct prohibited by this policy from anyone while at
work or engaged in Agency business activities.

Sexual Harassment Defined

Sexual harassment prohibited by the Agency policy includes
any unwanted sexual advances, requests for sexual favors or visual,
verbal or physical conduct of a sexual nature when:

¢ submission to such conduct is made a term or condition of
employment; or,

¢ submission to or rejection of such conduct is used as a
basis for employment decisions affecting the individual; or,
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¢ such conduct has the purpose or effect of unreasonably
interfering with an employee’s work performance or
creating an intimidating, hostile, or offensive working
environment.

The following is a partial list of conduct that is not tolerated in
the workplace:

« Unwanted sexual advances.

¢ Offering employment benefits in exchange for sexual
favors.

¢ Making or threatening retaliation after a negative response
to sexual advances.

¢ Visual conduct such as leering, makihg sexual gestures,
displaying sexually suggestive objects or pictures,
cartoons, calendars, or posters.

o Written communications of a sexual nature distributed in
hard copy or via a computer network.

¢ Verbal sexual advances or propositions.

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

¢ Physical conduct such as touching, assault, impeding or
blocking movements.

s Retaliation for making harassment reports or threatening to
report harassment.

Sexual harassment can also occur between employees of the
same gender. Itis unlawful for males to sexually harass females or
other males, and for females to sexually harass males or other
females.

Other Types of Harassment

The Agency also prohibits harassment on the basis of race,
color, national origin, religion, gender, physical or mental disability,
age, veteran status, or any other characteristic protected by
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applicable law. Such prohibited harassment includes but is not
limited to the following examples of offensive conduct:

o Verbal conduct such as threats, epithets, derogatory
commentis, or slurs.

» Visual conduct such as derogatory posters, photographs,
cartoons, drawings, or gestures.

o Written communications containing statements that may be
offensive to individuals, such as racial or ethnic
stereotypes or caricatures.

o Physical conduct such as assault, unwanted touching, or
blocking normal movement.

o Retaliation for making, or threatening' to make, harassment
reports to the Agency, or for participating in an
investigation into harassment allegations.

The Agency’s Harassment Complaint Procedure
Any employee who believes he or she has been subjected to

harassment prohibited by this policy should immediately tell the
harasser to stop his or her unwanted behavior and immediately
report that behavior to his or her direct supervisor.

If an employee becomes aware of harassing conduct engaged
in or suffered by an Agency employee, regardless of whether such
harassment directly affects that employee, the employee should
immediately report that information to their immediate supervisor.

If for any reason an employee does not want to report an
incident of harassment to their inmediate supervisor, they may
report the matter directly to the Executive Director of the Program.

If for any reason an employee does not want to report an
incident of harassment to the Executive Director of a Program, they
may report the matter directly to the Human Resources Director in
the Victor Administrative office by letter (P.O. Box 5361, Chico, CA
95927) or telephone (530-893-0758).

Whenever the Agency is made aware of a situation that may
violate this policy, the Agency will conduct an immediate, thorough
and objective investigation of any harassment claims. If the Agency
determines that prohibited harassment has occurred, it will take
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appropriate action against a person found to have engaged in
prohibited harassment to ensure that the conduct will not reoccur. A
determination regarding the alleged harassment will be made and
communicated to the person claiming harassment as soon as
practical. The type of discipline administered will be dependent
upon the severity of the conduct, as well as any other factors
presented in the particular circumstances. Employees violating the
policy, however, are subject to discipline up to and including
termination.

The Agency strictly prohibits retaliation against any person by
another employee or by the Agency for using this complaint
procedure, reporting harassment, or for filing, testifying, assisting or
participating in any manner in any investigation, proceeding or
hearing conducted by the Agency or a governmental enforcement
agency. Prohibited retaliation includes, but is not limited to,
termination, demotion, suspension, failure to hire or consider for
hire, failure to give equal consideration in making employment
decisions, failure to make employment recommendations impartially,
adversely affecting working conditions, or otherwise denying any
employment benefit.

This Agency does not consider conduct in violation of this
policy to be within the course and scope of employment and does
not sanction such conduct on the part of any employee, including
management employees.

The Federal Equal Employment Opportunity Commission and
the California Department of Fair Employment and Housing
investigate and prosecute complaints of prohibited harassment in
employment. If you believe you have been harassed or discriminated
against or that you have been retaliated against for resisting or
complaining, you may also file a complaint with the appropriate
agency in addition to exhausting the above complaint procedure.
Contact information for these government agencies can be found in
the telephone directory.

ATTENDANCE STANDARDS
(11/09/09)

It is important to the successful operation of the Agency that
employees be at work each scheduled workday. Each employee
performs an important set of tasks for his or her Program. Excessive
absenteeism places unfair burden on co-workers and increases the
costs of doing business by disrupting work schedules, creating
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inefficiencies and waste, delays, costly over-time, and undue job
pressures.

When an employee is absent or tardy that event is documented
for record keeping purposes. Excessive absenteeism will be
considered a disruption in the workplace and disciplinary action
shall be imposed in accordance with disciplinary practices.

lf--for any reason--you are going to be late or absent from
work, you must notify a supervisor in advance of your scheduled
reporting time and in accordance with Treatment Center guidelines.
This absence shall be classified as unscheduled/reported.

Any employee who is absent from work for three consecutive
workdays because of iliness may be asked to furnish a physician’s
statement which documents the circumstances of the iliness.

If an employee abandons his or her post, then that employee
may be terminated if the circumstances of the case warrant that
action. Employees who fail to call or report to work for three
consecutive work days will be considered to have automatically
resigned.

RESOLVING GRIEVANCES
(07/12/10)

Any time people work together there are bound to be
occasional misunderstandings or grievances. Itis in the best
interest of all parties involved to resolve these grievances quickly
and in a manner which is equitable to the individuals on both sides of
the issue or grievance.

Any employee who feels that there is something about the job
or working environment that is bothersome or threatening should
bring it out in the open and discuss it frankly with the people who
can resolve it.

Within five working days of an incident or problem, an
employee should discuss the issue or issues with his or her
immediate supervisor. In most instances, a friendly talk with your
supervisor can solve a problem to your satisfaction. Your supervisor
shall provide you with a timely answer.

If the problem is not resolved to your satisfaction by the
supervisor, you may arrange an appointment to meet with the
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Executive Director in order to reach a satisfactory solution. A
request for such a meeting should be made within three working
days after receiving your supervisor’s reply. The Executive Director
shall provide the employee with an answer in a timely manner.

If an employee is dissatisfied with the decision of the
Executive Director, the employee may make arrangements to talk to
the Human Resources Director of the Agency. A requestforsucha
meeting may be made by contacting the Victor Administrative office
at 530-893-0758 within three working days after receiving the
Executive Director’s reply.

Any employee may file a grievance directly with the Human
Resources Director of the Agency in order to resolve a complaint.

Because the full responsibility for the operations of the Agency
rests with the Chief Executive Officer, any decision rendered by the
Human Resources Director--or designated representative--and
approved by the Chief Executive Officer, must be regarded as final
and binding on all parties at interest.

WORKPLACE VIOLENCE PREVENTION AND SAFETY ISSUE
(12/09/09)

Workplace Violence Prevention (CAL/OSHA)

The Agency is committed to providing a workplace that is free
from acts of violence or threats of violence. Our Agency’s policy is
‘zero tolerance’ for actual or threatened violence against co-workers,
visitors, or any other persons who are either on our premises or
have contact with employees in the course of their duties. Security
and safety in the workplace is every employee’s responsibility. The
importance of workplace safety and security cannot be
overemphasized.

Compliance with this anti-violence policy is a condition of
employment and will be evaluated, together with other aspects of an
employee’s performance. Due to the importance of this policy,
employees who violate any of its terms, who engage in or contribute
to violent behavior, or who threaten others with violence may be
subject to disciplinary action, up to and including immediate
termination. In situations where an employee becomes aware of an
imminent act of violence, a threat of imminent violence, or actual
violence, emergency assistance must be sought immediately. In
such situation, the employee should immediately contact the law
enforcement authorities by dialing 911.
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Every verbal or physical threat of violence must he treated
seriously and reported immediately to the employee’s supervisor and
the Executive Director. The Executive Director will be responsible
for consulting with the appropriate resources and witnesses. This
may include, in appropriate cases, consultation with the supervisor
of the employee who made the threat, the threatened employee
and/or any witnesses. Where a violation of the policy is found, the
Executive Director will take appropriate corrective action.

Fuli cooperation by all employees is necessary for the
employer to accomplish its goal of maximizing the security and
safety of its employees. Employees should direct any questions they
have regarding their obligations under this policy to their Human
Resources Manager. Employees can report violation of the policy
and raise any questions regarding their obligations or this policy
without fear of reprisal of any kind.

Safety Issues

Every employee is responsible for safety. To achieve our goal
or providing a completely safe work place, everyone must be safety
conscious. Please report any unsafe or hazardous condition directly
to your supervisor immediately. Every effort will be made to remedy
problems as quickly as possible. Please help all employees, clients
and visitors to observe the following common-sense rules:

o Learn our Agency’s posted fire rules, the location of fire
alarm boxes, and your own duties in case of fire.

» Promptly report all unsafe or potentially hazardous
conditions, such as the following, to your supervisor:

Wet or slippery floors

Equipment left in halls or in walkways
Exposed wiring

Careless handling of equipment
Defective equipment

¢ Help to avoid all accidents by eliminating fire hazards
wherever you find them.

o Immediately report all accidents to your supervisor.
o Always be on the alert for safety hazards.

o Do not operate electrical equipment with wet hands.
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In case of an accident involving a personal injury, regardless
of how serious, please notify your supervisor or the on call
administrator immediately. Failure to report accidents can resultin a
violation of legal requirements, and can lead to difficulties in
processing insurance and benefit claims.

If an employee is injured on the job, he will be entitled to
benefits under the state workers’ compensation law in most cases.
The employer carries workers’ compensation insurance and will
assist all employees to obtain all benefits to which they are legally
entitled.

SEARCH AND INSPECTION
(12/01/11)
Emplover’s Property ‘

The Agency may at any time, with or without reasonable
suspicion, inspect or search any Agency property, which may
include, but is not limited to: employee work areas; employee
desks; all contents, effects, or articles that are in lockers or desks;
any file cabinet and any form of electronically recorded information,
received by, transmitted by or stored in computer files, e-mail,
facsimile, and telephone voice recorders; whether or not such
Agency property is designated as being for the exclusive use of the
particular Agency employee. Prohibited materials, including
weapons, explosives, alcohol, non-prescribed medications or illegal
drugs, and sexual jokes, cartoons, or other material, may not be
placed in a locker, desk, or article brought onto Agency premises.
Employees who, if requested, fail to cooperate in any inspection may
be subject to disciplinary action, including possible suspension or
discharge. The Agency is not responsible for any articles that are
placed or left in a locker or desk that are lost, damage, stolen or
destroyed.

Employee and Employee’s Possessions

The Agency may require an employee to submit to a search
and inspection of the employee’s possessions, articles, and effects,
that are located on the Agency’s property, including purses,
briefcases, and packages, or the employee’s automobile.
Accordingly, employees should not have any expectation of privacy
with regard to any material brought into the workplace. An
inspection can occur at any time, with or without advance notice or
consent. An inspection may be conducted before, during, or after
working hours by an Executive, a member of the management team,
supervisor, or security personnel designated by the Agency.
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Employees who fail to cooperate with such a search may, absent
justification, be discharged or otherwise disciplined.

DRUG-FREE WORKPLACE
(12/09/09)

The Agency will not tolerate possession, sale, consumption, or
being under the influence of alcoholic beverages or illegal drugs by
employees while in the office, during working hours outside the office,
or while on company business, or in a company vehicle. Any
employee found possessing, selling, consuming, or being under the
influence of alcoholic beverages or illegal drugs while in the office,
while on company business, in a company vehicle, or during working
hours will be subject to discipline, up fo and including termination.

Occasional exceptions to this policy against consumption of
alcoholic beverages may be made at the Agency’s sole discretion for
small quantities of such beverages reasonable under the
circumstances, usually wine or beer, which may be available at
Agency events. Atsuch parties and events, all personnel are
expected to exercise good judgment and moderation. In no event may
any under age individual consume alcohol at an Agency event, and all
personnel are expected to comply fully with all laws (including laws
prohibiting the operation of motor vehicles while under the influence
of alcohol) and to take safety precautions including arranging for a
designated sober driver.

If necessary, and upon request of the employee, employees will
be reasonably accommodated to complete a rehabilitation program,
with reasonable safeguards for employee privacy. However, a
rehabilitation request will not excuse a violation of any aspect of this
drug/aicohol policy.

Any employee who is using prescription or over-the-counter
drugs that may impair the employee’s ability to safely perform the job,
or affect the safety or well being of others, must notify a supervisor of
such use immediately before starting or resuming work while under
the influence of such prescription or over-the-counter drugs.

Testing may occur if there is a reasonable suspicion to believe
that the employee possesses, controls, or is under the influence of
drugs and/or alcohol. The suspicion is based on objective factors,
such as factors related to the employee’s appearance, behavior,
speech or other facts. Testing may also be required if the employee is
found to be in possession of physical evidence such as drug
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paraphernalia, or if illicit drugs or alcohol are found in the employee’s
work area.

Please remember that, as outlined above the Agency has the
ability to search and inspect all work locations and any items brought by
an employee onto work premises to enforce this policy or as otherwise
deemed necessary by the Agency.

SOCIAL MEDIA
(12101/11)

Web applications that facilitate information sharing and
collaboration include web-based communities, social-networking sites,
video-sharing sites, wikis, blogs, micro-blogs, and countless others.
Together, these technologies are known as “social media.” As the
popularity and integration of social media continues to increase in
popularity, a number of new issues and questions are raised about
proper use. The Agency Social Media policy was created to assist
Agency personnel to effectively and responsibly navigate issues unique
to social media.

The Agency Social Media policy applies to all Agency personnel
who participate in social media or other Internet activity. This policy
applies without regard to whether the conduct occurs during working or
non-working time. Similarly, this policy applies regardless of whether
Agency equipment is used. If, at any time, you are uncertain about how
to apply this policy or have any question about your participation in
social media, you should seek the guidance of the Executive Director.

Social media is in a state of constant change and the Agency
recognizes that there will likely be events or issues that are not
addressed in the Social Media policy. Therefore, the responsibility falls
to each individual to use good judgment and, when in doubt, to ask for
clarification or authorization before engaging in any questionable
conduct online (see Personnel Policy — Social Media Policy for details).
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VTC VCSS

Victor Treatment Centers/Victor Community Support Services

Employee Handbook, dated

EMPLOYEE HANDBOOK RECEIPT/ACKNOWLEDGEMENT FORM

l, , hereby acknowledge the following:

° I have received notice of the current published Employee Handbook.

® It is my responsibility to read the Employee Handbook.

® | understand that | will be held accountable for the information contained in

the Employee Handbook.

¢ | will meet with the Human Resources Manager to seek clarification, if

necessary.

| understand that it does not constitute an agreement for employment and that | fully
consent, without exception, to accept employment under these conditions as an “at-
will” employee (as defined in the introduction and employment conditions) or coniract
status employee. 1 further acknowledge that my “at-will” or contract status can only be
changed by virtue of an express written agreement issued and signed only by the

Agency's Chief Executive Officer.

Employee Signature Date

Witness Signature Date

(Personnel Form 84-07-January 3, 1895} {Revised Date—March 8, 2011)
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