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Welcome
The Boards of Directors, Administration and the entire employee team welcomes you to the Plainview Manor (PM) & Whispering Pines (WP).  We believe you will find this a comforting place to work and that you will derive personal satisfaction from your job.

Our work is that of caring for those who are disabled, sick, suffering, and the dying   Every position is important to the efficient and effective operation of our facilities in order to make it the success that they are.  Your interest in, loyalty and respect for residents and your fellow employees will help all of us in our mission.  

This policy and procedure manual has been prepared to acquaint you with our facilities and their policies, programs and benefits.  Employees should familiarize themselves with the information contained in this manual.  The information, policies, and benefits within this manual are subject to change.  If the policies change has potential to impact more than one department, notification to employees will be made through a payroll insert.  If the changes impact only on one selected department, the department will be notified by the department head.  

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

Forward
Progressive and well-defined personnel policies and practices are essential in furthering the basic objective of the health care institutions- the delivery of high-quality health care effectively, efficiently, and economically.

The personnel policies and practices of the health care institutions should be guided by principles that are fair and equitable to all applicants and will contribute positively to the welfare of both the employing institutions and the employees.  These principles include the provisions of:


1. Opportunities for self-growth


2. Potential for growth in knowledge and skills


3. Promotion and implementation of affirmative action programs and 
 
    practices, and the use of appropriate techniques for non-discriminatory 
      
    selection and placement


4. An awareness that it is people, at all levels of the organizations, that make 
    it work

5. Compensation programs covering wages, salaries, and benefits       comparable to regional standards

Through the integration of individuals and organizational needs, the health care institutions will promote the objectives of delivering high quality health care to individuals we serve.

Institutional policies based on these principles should include a clear statement of management’s commitment to develop, implement, regularly apply, and review such policies on a continuing basis to ensure that they conform to the above principles and continue to meet the needs of both employees and employer.

The personnel policies, practices and guidelines in this Personnel Policy and Procedures Manual will remain in effect until revisions are necessitated by internal change, contract negotiations, and economic factors of federal or state legislation.  

Organizational Structure
The Organizational Structure is designed to help personnel know who they should turn to if the Administrator is not available.

If the Administrator is not in the building, or is not available for the immediate consultation needed, the following position will be in command at the manor.

If the Director of Nursing/Assistant Director of Nursing is not in the building, or is not available for the immediate consultation needed, the following position will be in command at the manor.

The Office Manager will be in charge, but if the need to make an important decision should arise, this person will consult with the President of the Board or a member of the Board.  

                                            Code of Ethics 

Employees are expected to follow a code of ethics.  Ethics are standards or rules of conduct, established as a moral guide for human behavior.  They are the principles recognized by a particular group and are needed for the smooth coordination of all services.  Because an institution may be judged by the action of any of its employees, each employee has certain obligations (or ethics) by which to abide.

Responsibility to Plainview Manor


1. To serve the organization with loyalty 


2. To speak well of the facilities and refrain from destructive criticism


3. To cooperate fully with CO-workers and all departments.


4. To treat all information about the health facilities as confidential including residents, employee, payroll and financial information.

           * All employees are required to sign a confidential agreement annually as 
       a condition of employment.  Employees who improperly use or disclose 
       resident or confidential information will be subject to disciplinary 
    
       action.


5. To be economical of the facilities’ time, supplies, equipment, energy, etc.


6. To be dependable and punctual.


7. To be accurate; You are concerned with human lives.


8. To accept constructive criticism.


9. To act professionally at all times, including at the facility and facility 
  
    grounds.  This is to include all physical and sexual contact.    

Responsibility to Individuals we Serve.

1. To make their welfare, happiness and comfort your first consideration.


2. To be considerate and diplomatic.  Kindness is the keynote of contact.


3. Protect the confidentiality of each resident.


4. Never contradict the professional opinion of any fellow employee in the 
    presence of a resident.  

Responsibility to Fellow Workers


1. To communicate


2. To be courteous


3. To be friendly


4. To avoid gossip


5. To refrain from giving orders if it is out of your jurisdiction.


6. To carry your share of the load. 

Code of Conduct/Professionalism
Policy: Employee Professionalism

Procedure: To maintain the best possible relations with the facility and its employees in a business and professional way.  Code of Conduct is rules that are established in the best interest of the facility in a professional standard.  

· All participants involved in the facility – employees, staff families, volunteers -- are included in this Code of Conduct whether they are on facility, on facility grounds, including the parking lot. 

· All employees of the facility are to be treated with respect and dignity. 

· Employees are expected to use non-sexual or physical contact in any way or form towards a significant other.  When within the facility or on facility grounds, including the parking lot, no physical or sexual contact will be made. Examples: hugging, holding hands, kissing, touching of other body areas.  This will NOT be tolerated, and disciplinary action will occur.
Alcohol and illegal drugs are addictive and present a health hazard. Plainview Manor and Whispering Pines Assisted Living work cooperatively with police,                drug and alcohol agencies to promote prevention strategies and, where necessary, respond to board and city council members who are in possession of, or under the influence of, alcohol or illegal drugs. 


Insults, disrespect, and other hurtful acts disrupt learning and teaching in a school 
community. 

Dress codes will be followed: including appropriate attire per your department policies.  No employee shall expose anybody to artistic work toward residents, staff or visitors.   
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Subject: Employee Relations

Policy:  It is the PM’s policy to foster and maintain a working relationship between management and the employee which is based on mutual trust and understanding.

To this end, we commit ourselves to:

1. Ensure employee satisfaction to the maximum extent possible

2. Provide a procedure by which employees may present a complaint, receive a prompt response and have the right to appeal if they are dissatisfied with the manner in which the complaint has been handled, all without fear of reprisal.

3. Recognizing that the PM’s continued success depends on loyal and dedicated employees, we are committed to provide all employees with:

-Competitive salary and benefit programs based on the facility’s financial status

- The opportunity to develop one’s abilities and advance within the organization when possible

- Fair, equal treatment on all matters affecting their employment

- Recognition by management for accomplishments, and a working environment that facilitates employees being part of the organization

Procedure:  To maintain the best possible relations within PM, it is important to establish communication channels that are open between management and employees.  Then when differences arise, they can be resolved by the parties involved without intervention by others.

Department heads must immediately notify Administration if contacted (in person, by telephone, or by mail) by any governmental agency such as the National Labor Relations Board (NLRB), Office Inspection General (OIG), and Occupational Safety Health Association (OSHA), Federal Bureau Investigation (FBI) or any union representative. 
Plainview Employee
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Subject: Management’s Right and Responsibilities

Policy:  With PM’s best interest in mind, it is the administrators right to exercise the customary functions of management including, but not limited to, the right to manage and control the premises and equipment; the right to select, hire, promote, suspend, dismiss, assign, supervise and discipline employees; to determine and change starting times, quitting times and shifts; to transfer employees within departments or into other department and other classifications; to determine and change the size of, composition of and qualifications of the work force; to establish, change and abolish its policies, practices, procedures, rules and regulations; and to adapt new policies, practices, procedures, rules and regulations; to determine and modify job descriptions, job evaluation and job classification; to determine and change methods and means by which its operations are to be carried on; to assign duties to employees in accordance with the needs and requirements determined by the administrator and to carry out all ordinary functions of management.   
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Subject: Communication

Policy:  It is our policy to provide and maintain a communication system for management to make its decisions known and understood, to keep employees informed on matters affecting the health facilities and to obtain feedback from employees on their thoughts and viewpoints on work related matters.

Two-way communication between management and employees is vital to the success of our facilities.  We believe that people work best when fully informed.  In addition, the facilities also encourage employees to express their views and ideas through established channels so that management can be responsive to them.

The following objectives serve as the basis for the development and maintenance of the health facilities ongoing communication policy:



1. To inform employees about matters which affect them or their 


    jobs.



2. To create and maintain the best possible mutual understanding 
  
                about the health facilities policies and practices.



3. To give employees information for them to feel they are a vital 

                part of the organization and want to help it succeed.



4. To inform management of employee attitudes towards their jobs 

                and working conditions

Procedures: Communication tools have been established to facilitate two-way communication between management and employees.

Bulletin Boards:  All notices will be posted on designated area which are located in break room easily seen by all employees.  Daily reminders will be left at the timeclock area for one week.  It is the employee’s responsibility to be aware of the information posted.

  * All notifications required by State and Federal law will be posted 
    
    in the breakroom.

Board and Department Head meetings are held monthly.  Department staff meetings will be held at the discretion of the Department Head or the Administrator.  
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Subject: Equal Employment Opportunity

Policy:   PM is an equal opportunity employer.  It is the policy of PM to provide equal opportunity to all individuals without regard to race, color, social status, sex, national origin, age, disability, political or religious beliefs, veterans or other factors declared illegal and to take affirmative action to employ and advance members of protected groups.

This applies to prospective as well as current employees and covers all terms and conditions of employment including, but not limited to, recruitment, hiring, training, promotion, discipline, working conditions, compensation, and termination.

Administration is responsible for the general administration of the EEO/AOA policy; however, each supervisor and manager are responsible to assure their prospective and current employees are treated in a fair and consistent manner without regards to factors declared illegal.

All questions asked during the selection process must be based on the requirements of the job for which the applicant is being interviewed.

All employees are entitled to a working environment free from harassment.  Supervisors are responsible to report and eliminate any discrimination based on race, color, social status, sex, national origin, age, disability, political or religious beliefs, veterans, or other factors declared illegal. Member of one group may not be treated differently than members of another group.

All employees, including members of protected groups are encouraged to seek training to qualify them for promotional job opportunities as they arise.  In order to provide equal employment and advancement opportunities to all individuals, employment decisions at PM will be based on merit, qualifications, and abilities.

Compensation decisions must be based solely on job-related factors.

Disciplinary procedures must be administered consistently to all employees. 

Termination procedures will be administered consistently to all employees.  In all termination situations, administration is responsible for reviewing and conducting the actual termination.  

Plainview Employee
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Subject: Immigration Law Compliance

Policy: It is PM policy to employ only United States citizens and aliens who are authorized to work in the United States and do not unlawfully discriminate on the basis of citizenship or national origin.

Procedure: In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment, must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identify and employment eligibility.  The former employee who is rehired must also recomplete this form and any other necessary paperwork. 

Employees with questions or seeking more information on immigration law issues are encouraged to contact Human Resources.  Employees may raise questions or complaints about immigration law compliance without fear of reprisal.  

Plainview Employee
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Subject: HIPAA

Policy: It is PM policy to abide by all Health Information Portability Accountability Act.  

Procedure: To improve the efficiency and effectiveness of the health care system, the Health Insurance Portability and Accountability Act (HIPAA) of 1996 has been officially mandated on April 14, 2003.  It is the responsibility of all employees of PM & WP to be aware of the 18 areas of personal health information that shall be protected.  Name, address, all elements of dates, birth, admission, discharge, date of death, telephone number, fax number, e-mail address, social security number, medical record number, health plan beneficiary number, account number and certificate/license number, vehicle ID and serial numbers, device identifiers and serial numbers, web universal resource locator, Internet protocol address number, finger or voice prints, full face photographic and comparable images, any other identifying number, characteristic or code the covered entity has reason to believe may be available to an anticipated recipient

of the information.  

Protected health information may not be used or disclosed unless disclosure is authorized by the resident or is specifically permitted under the HIPAA Regulations.  

The privacy rule establishes, for the first time, a foundation of Federal protections for the privacy of protected health information.  The rule does not replace Federal, State, or other law that grants individuals even greater privacy protections and covered entities are free to retain or adopt more protective policies or practices.  
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Subject: Employment/Hiring

Policy: It is PM policy that the best interests of the health facilities are served by selecting the best qualified and most reliable individuals for employment, and by following Equal Employment Opportunity and Fair Practice laws.  This can best be achieved through the application of standard employment procedures throughout the health facilities.

Procedure: Coordination of the Employment/Hiring policy is the responsibility of the various directors.

All resumes will be forwarded to the Human Resource Department for initial review and appropriate internal routing.

Resumes and/or employment applications will be retained for one year.  

Plainview Employee





Policy 2.1

Policy & Procedure Manual

Subject: Hiring Process

Policy: It is PM policy to assure that consistent, accurate and complete pre-employment information is available in time of hire.

Procedure: The following pre-employment data will be collected prior to or within the first week of hiring an individual:


1. Applicants for the position requiring licensed personnel should be hired 
    only after obtaining verification of their licenses.


2. Current and background information should be collected to justify the 
  
    initial employment.


3. Current information relative to periodic work in their performance 
 
    evaluation.


4. Records of pre-employment physical as explained in Policy # 3.0.


5. All applicants will be hired based on Equal Employment Opportunity and Fair Practice Laws.  All starting and hiring wages will be based on years of service and Plainview Manor and Whispering Pines years of service current wage scale.  
PM relies upon the accuracy of information contained in the employment application, as well as the accuracy of other data presented throughout the hiring process and employment.  Any misrepresentations, falsifications, or material omission may result in PM’s exclusion of the individual from further consideration for employment or, if the person has been hired, termination of employment.

PM retains the right to check police records and past employment history.  

Plainview Employee
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Subject: Employment Reference Checks

Policy: It is PM/WP’s policy to ensure that individuals who join PM/WP are well qualified and have a strong potential to be productive and successful.  It is also the policy of PM/WP to check the employment/educational references of all applicants.

Procedure:  Plainview Manor /Whispering Pines personnel will have the following areas checked in addition to regular credit reviewing:







- Child Abuse







- Adult Protective







- Criminal Background






- Sex Offender Registry







- OIG







- State Board of Licensing/Registry 






- NE Exclusion List

Staff Associated with Assisted Living 
- Including all above

- Felony/Misdemeanor Forms                  

Plainview Employee
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updated 6-14-24




The Supervisor will work with the Business Office to ensure that this data is collected.  If a criminal Background check comes back positive, it is brought to the attention of the administrator/CEO for his/her discretion.  

Upon hiring, each candidate hired will have the above background checks completed.  Candidates may start working in the facility prior to checks being completed by agencies.  If a background check comes back with a negative outcome, it is brought to the attention of the administrator/CEO for his or her discretion of continuing employment at Plainview Manor/Whispering Pines.  All employees will be supervised and not left unattended alone with residents until all background checks are completed and returned.  
Based on any adverse findings, the Administrator will be responsible to check and monitor that adverse findings and make sure that are not a threat to the residents.  These employees will be monitored on a yearly basis.  

Plainview Employee 
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Subject: Employee Personnel Files

Policy: It is PM policy that all official, permanent employee records are maintained by Human Resources to insure accurate, confidential, complete records of the education, experience, attendance and performance of each employee. - (The Inservice Coordinator will keep education information from all employees)

Procedure: Personnel and health files are the property of PM and access to the information they contain is restricted.  All information of employees must be filed with the human resources who will monitor the material.  Files are available for review by PM authorized personnel only.  The employee can obtain their own files by requesting it from administration.

Employees have thirty days to refute, in writing, any information in the file that they think is inappropriate.

Employees are responsible for promptly informing Administration and Human Resources about any changes in their marital status, name, address, telephone number, number of dependents and other changes in status.

Information routinely found in a personnel file includes:



* Application



* Hiring Data Sheet



* W-4 Form and I-9 Form



* Confirmation Letter (CNA/CMA)



* References



* License Verification



* Copy of employee Driver License & Social Security Card



* Performance Appraisals



* Salary increases



* Abuse



* Orientation checklist/job description

Information routinely found in health files includes:



* Health Insurance Form



* Health History



* Pre-employment physical 



* Workmen’s Comp



* Injuries



*Hep B/TB



*COVID-19 Vaccination/Testing Results

Information in personnel files will include this information but is not limited by this list. Personnel and Health files are highly confidential, and anyone found betraying this confidence will be disciplined.  

Plainview Employee
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Policy # 2.4

Subject: Licensing

Policy:  It is the policy of PM to verify the license and/or certification of licensed personnel upon employment and upon renewal.

The Department Head will verify the licenses of personnel upon offer of employment and annually thereafter.

The Administrator and/or Director of Nursing will visually verify and document the license of all licensed personnel upon renewal.   

The following positions require licenses or certification:

      Job Class
License:



Registered Nurse



L.P.N.



Physical Therapist



Pharmacist



Administrator

Certification:



Dietary Manager



Social Services



CNA



CSM/CMA



Activity Director

Plainview Employee
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Subject: Personal Appearance

Policy: It is the policy of PM to require personal cleanliness, good grooming and appropriateness of dress while employees are on duty.  The PM employees represent the health facilities.  The appearance of our employees is an important part of the manor’s public image and is important for infection control.  

Procedure: Department heads are authorized to establish reasonable standards of cleanliness, grooming and dress for employees under their direction, provided that these standards are fully understood and are uniformly and consistently enforced.  All clothing worn must appropriately cover unnecessary skin exposure of: breast, buttock, abdominal area.   

The following dress code will be allowed by all staff to wear on a daily basis:

1. Scrubs- Uniform pants may not drag on floor due to infection control and free of holes and tears.   
2. Plainview Manor/Whispering Pines Top/Jacket/Crew Neck Sweatshirt
3. Dress Clothes   
· Temperature Control: Scrub/Fleece/Facility Jackets/ or Cardigan will be allowed (no hoodies). Shorts may be worn, the requirement for the length of the shorts will be just above the knee and must have a hem or cuffed to be free of fringes (no gym shorts).    

Fridays are considered Jean Days; 
The staff are allowed to wear jeans on these days.  Jean day will consist of suitable blue jeans (no holes or ragged bottoms and limited wash out design).    
Blue Jean must be worn with:

1. Facility shirts  
2. School representative/Team shirt/Huskers shirts/crew neck sweatshirts
3. Scrub Top

4. Dress shirt   
*All other “fun” days will be established by the activities and be posted as such (NE Husker   
Body Piercing: The only visual body piercing allowed are in the ear and limited to a small stud.  Any other body piercing must be a clear small stud.  Body piercings should be limited for infection control purposes and safety of the residents and staff.     

Body Tattoo: Body Tattoos will be limited visibly. Any tattoo must be appropriate for the residents viewing.  If a resident voices an employee tattoo to be inappropriate, the employee will be asked to cover it.  

· Employees who appear for work inappropriately dressed will be sent home and directed to return with appropriate attire.

Plainview Employee
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Policy # 2.6

Subject: Orientation

Policy: As a condition of employment, it is PM/WP policy that all employees participate in both general and departmental orientation to enable them to be more effective in the performance of the function of their jobs.

Procedure: The first day of work will be arranged so that the new employee spends a few hours with the Department Head and Business Office, in which the following general policies are discussed.

Orientation

The Department Supervisor or delegate orients new personnel to the department by reviewing and explaining:



* Job description



* Organizational chart


* Smoking



* Breaks/Rest/Meals periods 35 minutes


* Name tags



* Body Mechanics/Equipment 



* Dress code/uniforms


* Call in Policy/PTO Request


* Orientation and training



* In-service and continuing education



* Fire plan specific to department/Disaster/Tornado/Evacuation 


* Daily or shift routines



* Time Clock and scheduling/PTO sheets


* Evaluation form



* Scheduling App 



* PCC login information



* Personnel Policies and Procedures



* Employee benefits



* Code of Ethics and Confidentiality



* Resident rights, abuse and grievances



* Infection control- PPE- Personal Protective Equipment, Fit test


* Parking



* Hazardous material, Blood borne pathogen, Lock out/Tag out



* Eye Wash Station



* Labor Laws Posters



* Parking



* Cellular Phones



* OSHA Written Plans

Employees will be compensated for hours spent in the facility orientations at their scheduled rate of pay, excluding shift differential.  

Plainview Employee
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Policy # 2.7

Subject: Anniversary Date

Policy: It is the policy of PM to define the anniversary date as the date the employee starts working/orientation with length of service beginning on that day.  If a part-time employee converts to full-time status, the date of hire will stay the same as the employee’s anniversary date.

Procedure: The anniversary data is used to determine PTO, service awards, performance evaluation review and seniority.

An approved leave of absence does not break length of service, but time absent does not count as service time.  

Voluntary termination or discharge with an employee of less than three months will end the length of service.  An employee who is rehired within six months of service will be given credit for previous length of service.  If the employee has not worked a shift in a six-month period, the employee will no longer be considered an employee of PM. (Discretions of the Administrator)
Plainview Employee
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Subject: Employee Classifications

Policy: It is the policy of PM to classify and define employment classification so that employees understand their employment status and benefit eligibility.  Classification of employee status is as follows:

Full Time: One who is hired for a position that is scheduled for at least 30 hours 
           per week or 60 hours in a two (2) week period.  These employees are 
           eligible for PM’s benefit program.

Part Time: One who is hired for a position that is scheduled for less than 30 hours     
          per week or 60 hours in a two (2) week period.

Temporary: One who is hired as interim replacements, to temporarily 


 
supplement the work force, or to assist in the completion of a 

 
specific project.  This employee was hired for a position which is 


budgeted to a department for less than a (3) three-month period.  
  
            While temporary employees receive all legally mandated benefits 

 
(such as workers’ compensation insurance and Social Security and 


they are ineligible for PM’s other benefit programs.

On Call: Employee who routinely picks up a shift during the time period listed below, as staffing is needed by the facility.  On call employees must be willing to work at least one shift every month, where needed.  If the employee has not worked a shift in the three-month period, the employee will no longer be considered an employee of PM.  (Discretions of the Administrator)
Plainview Employee
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Subject: Evaluation

Policy: The evaluation period policy is intended to give new employees the opportunity to demonstrate their ability to achieve a satisfactory level of performance and to determine whether the new position meets their expectations.   

Procedure: A new employee is on evaluation for the first 90 calendar days of his/her employment.  During this period, his/her abilities, work habits and overall performance are closely evaluated by their supervisor.  If for any reason, on or before the end of this 90- day period, it is determined that he or she is not suited for the job which he/she was hired, their employment will be terminated without severance pay.  It is not necessary that the supervisor follow the sequence of warnings provided in the disciplinary procedures when an employee is found to be unsuited for the job for which he/she was hired. When an employee on evaluation is guilty of misconduct, such actions should be documented using the Employee Warning Form.

The department head will complete an evaluation form two weeks prior to the 90th day for full time and 180th day for part time.  All decisions regarding termination of employee on evaluation will be discussed by the Department Head with the Administrator.  

Former employees who are re-hired after a separation are subject to the evaluation period.

If a temporary employee is transferred to a regular position, that employee’s time as a temporary employee shall be considered as time toward the completion of the evaluation period.  

Employees may be eligible for PM’s benefits subject to the terms and conditions of each benefit program. 

An employee serving an original evaluation period may be terminated by the Administrator without the right to use the grievance procedures, except for cases of alleged discrimination, at any time during the original evaluation period.  

A employee who works 30 hours per week will have a probation period review at three (3) months.  Any employee who works less than 30 hours per week will have a probation period review at six (6) months,

Plainview Employee
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Policy # 2.9
                                                                                          Page 2 
Promotional Evaluation Period 

Permanent employees who are promoted shall serve a 90-day evaluation period.  The next evaluation would be done on your original anniversary date and annually there after.   

Employees who are promoted and serving the 90-day evaluation period have grievance rights and are eligible for all benefits.  

A performance report shall be completed at the time the promoted employee completes the evaluation period or during the evaluation period if the employee’s performance is unsatisfactory.  In case an employee is not successful in the new position, they may be moved from that position at any time during their promotional evaluation period.  If this occurs, the employee may be allowed to return to his or her former job or to a comparable job for which the employee is qualified, depending on the availability of such positions and PM’s needs.

Benefits eligibility and employment status are not changed during the promotional evaluation period that results from a promotion or transfer within PM.

If a successful evaluation, pay increases will fall on the pay period following your anniversary date, only when the evaluation has been reviewed and signed by the employee, will the pay raise be given.  Failure to review and sign employee evaluations will delay pay raises, if applicable. It is the responsibility of the employee to set up a time (during normal department head hours) to review and sign their individual evaluation.  

If a part time employee transfers into a full-time employee, the evaluation period will be adjusted, as the administrator discretion.     

Yearly anniversary evaluations are completed only if an employee works a minimum of 480 hours a year and/or 8 hours each month.  
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Policy # 2.10

Subject: Name Tags

Policy: It is PM policy that all employees are required to wear name tags while on duty.

Procedure: Permanent name tags will be issued to all employees as part of the total security program.

The Business Office will handle issuing and re-issuing of name tags.

The name tag is the property of PM, so if an employment is terminated for any reason an employee must surrender their badge.
Plainview Employee 
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Policy # 2.11
Subject: Status Changes

Policy: It is PM’s policy to keep the employee’s record of employment current at all times.

Procedure: The employee is responsible for notifying human resources in writing of any changes in the following:



* Name



* Marital status



* Address



* Telephone number



* Number of dependents



* Citizenship



* Person to be notified in case of an emergency



* Registration, certification, or licenses



* Other information having a bearing on employment

The employee will notify the business office of any changes.

Plainview Employee
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Policy # 3.0

Subject: Employee Health Program

Policy: In an effort to provide a safe and healthy working environment and to guard the health of employees as well as residents, it is PM/WP’s policy to promote health awareness and prevention of disease through our Employee Health Program.

Procedure: A health questionnaire is required as a condition of employment.  This must be completed and on record prior to the first day of employment.  You may be required to have a physical at discretion of PM/WP’s assessing Charge Nurse/Administrator.  If the employee chooses to use a personal physician for the employee’s physical it will be at the employee’s own expense.  An employee wishing for a more extensive examination will be responsible for those charges.  The PM/WP physical includes the following:



* Initial medical history



* Physical examination



* Tuberculin skin test (if required)




* Titer Check (if had series)



* COVID POC test

Flu shots and COVID Vaccinations/Boosters are given upon request of employee. Cost will be determined at the time of the request.
The TB skin test is advised yearly and is administered at PM/WP. If the medical director feel it is necessary.
HBV vaccination is offered to all employees at no cost, if a series has not been received.  Hepatitis B can easily be prevented with vaccines that help the body create antibodies to fight the virus.

COVD advanced screening must be completed each time an employee has any signs or symptom list on form and POC test done.  

PM/WP follows OSHA regulations concerning any blood borne pathogens.  (See Blood Borne Pathogen Policy Manual/Infection Control Policy Manual).  

Information on an employee’s medical condition or history will be kept separate from other employee information and maintained confidentially.  Access to this information will be limited to authorized personnel only.  
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Policy # 3.1

Subject: Safety and Health

Policy: It is the responsibility of PM to provide every resident, employee and visitor, a safe and healthy environment in which to live, recover, work and visit.  This program is a top priority for PM and every effort is made to obtain the optimum level of accident prevention, fire protection and health preservation.

Procedure: PM has a Safety Committee, made up of various disciplines within the facilities, whose responsibilities include implementing, administering, monitoring, and evaluating the safety program.    

Each new employee of PM will receive an initial orientation to the PM safety policies which cover potential safety/health hazards and safe work practices and procedures to minimize hazards.  The employee receives further training on the job by the Department Head.

Safety is not solely the function of the administration of PM, it is the function of every employee.  Anyone observing or witnessing a safety hazard in PM or on any of the facilities ground shall report it to their immediate supervisor.  The supervisor will then notify the Safety Chairman, with either a verbal or by written document.  The chairman will proceed to correct the hazard themselves or instruct maintenance.  The hazard and the correction of it will become a part of the minutes of the up coming meeting.

Each employee is expected to obey safety rules.  In case of an accident that results in injury, regardless of how significant the injury may appear, employees should immediately notify the Safety Committee or the appropriate supervisor.  An “Employee Incident Report” will be filled out and reported to the Department Supervisor within 24 hours of the incident.  Such reports are necessary to comply with laws and initiate insurance and workers’ compensation benefit procedures.  In case of medication error or nursing incident, an incident form is to be completed and given immediately to the Director of Nursing (DON) and the Administrator.  

Plainview Employee
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Subject: Life-Threatening Illness in the Workplace

Policy: Employees with life-threatening illnesses, such as cancer, heart disease, and AIDS, often wish to continue their job, to the extent allowed by their condition.  PM supports these endeavors as long as employees are able to meet acceptable performance standards.

Procedure: In other cases of disabilities, PM will make reasonable accommodations in accordance with all legal requirements, to allow qualified employees with life-threatening illnesses to perform the essential functions of their jobs.

Medical information on individual employees is treated confidentially.  PM will take reasonable precautions to protect such information from inappropriate disclosure.  Department Heads and other employees have a responsibility to respect and maintain the confidentiality of employee medical information.  Anyone inappropriately disclosing such information is subject to disciplinary action, up to and including termination of employment.
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Subject: Fire & Tornado Drills

Policy: Regularly scheduled drills will be conducted.

Procedure: In the event of fire, staff and the residents have to be evacuated.  The residents will be taken by ambulance to another local health facilities and then wait for transport to another manor such as Norfolk, Osmond or Creighton.  You should refer to the Fire, Tornado, Disaster Plan located at the nurses desk.  
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Fire Plan
Upon discovery of a fire, respond by doing the following in order: R.A.C.E. 

1. Rescue all persons who are in IMMEDIATE danger.  Prior to entering the room use the intercom and Announce “Code Red” and the location.  If another staff member is immediately available, have them make the call as you begin rescue.  Residents have the right to refuse evacuation efforts.  

2. Pull the fire Alarm box.  (Do not yell FIRE!)

3. Confine the area by closing all resident room doors, windows, and checking smoke doors for proper closure.  Remove all residents from the area to safety, starting with the rooms on either side and across the hall from the fire.  Take residents to the nearest exit without crossing the fire location.  If possible, avoid using beds for evacuation.  

4. Extinguish the fire, if possible, with the proper extinguisher.  Upon the fire pull being pulled notification is sent to 911 Upon the arrival of the Fire Department give specific location of fire and assist them as necessary when they arrive.  As soon as possible, the charge nurse is to notify the Administrator of the fire if they are not in the building and if necessary, call available employees to assist.

Remember, when the Fire Dept is on the scene, they are in charge of the fire control.  

Other Instructions:


1. Leave all hall and room lights turned on.


2. Know the location of telephones, fire-fighting equipment, fire exits and  
  
    possible evacuation routes in your area.

3. Make sure that all hallways are free from obstruction. Move equipment (lifts/wheelchairs) into rooms. 
4. If power goes off, the generator will automatically start ALL sources of power will be resumed.  If generator does not kick on for unknown reason, (determination can be determined by the nurses station/fire panel/generator location, the facility phone system will be available for approximately 1 ½ hours with battery backup along with lap tops.  Portable oxygen will be used for those in need.  

General Instructions:

1. Prevent Fires


A. Do all you can to maintain order and cleanliness in the interest of fire  
  
     


B. Make it a habit to watch for fire hazards.


C. Report all fire hazards to your supervisor immediately. 

2. Be alert for signs of fire


A. If you see or smell smoke, report it to your supervisor immediately for 
   
     investigation.
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B. Form habits of watchful care; above all, be alert at night; help is most scarce 
 
    during early morning hours.


C. Automatic Fire Alarms/Breakable stations-these are stations which set off the 
     alarm system when the lever on them is pulled down.  This also shuts the 
 
     smoke barrier doors throughout the manor. (Green button as nurses station)

In case of a Fire, ALL STAFF report to fire alarm panel area across from the nurse’s station.  In case of fire in that area, the secondary area would be to the Activity Room.  To account for all staff, place your name tag at the nurses station desk, the charge nurse will keep track of who is left in the building once evacuated.  This information will be given to the fire department.  Move all residents horizontally across the closest three-hour fire rated door (White Door).  A total evacuation is not necessary if residents go beyond a three hour door with fire located on the other side.     
A. OFFICE PERSONNEL/ACTIVITY

1. Close all doors and windows in the front area



2. Will grab a current file of resident census sheet from hopper door.

3. One person will be responsible for visitors and residents in the lobby/activity area, and will be stationed at the front entrance to keep unauthorized persons from       entering the manor and opening door for staff.


4. Will check with nurse’s station 

NURSING SERVICE
 The Director of Nursing should report to the nurse’s station to direct needed evacuation of residents.  (In absence of DON charge nurse shall supervise.)


Residents will be evacuated in the following order:


1. Immediate area of the fire.


2. Ambulatory residents


3. Residents requiring wheelchairs


4. Bed residents- these residents are evacuated with blankets and sheets.

HOUSEKEEPING:


1. Move cleaning carts or equipment to an unoccupied room.


2. All housekeeping personnel will report to the emergency panel for assignment.

VISITORS:


1. All visitors will be evacuated with residents.


2. NEVER depend on a visitor to remove a resident alone.

DIETARY:


1. Close doors, windows, serving garage steel window

2. Report to the fire panel for further instructions.

MAINTENANCE:


1. Turn off equipment.


2. Check the mechanical room.


3. Proceed to the fire area with extra fire extinguishers.


4. Report to the fire panel for assignment.

NURSING STAFF:


1. Carry out general instruction if fire is in this area.


2. Report to fire panel for further instruction


3. Close fire doors, room doors and windows.


4. Calm residents.


5. If visitors are present, ask them to remain with the residents and help where 
 
    needed. 

6. Bath Aide needs to remove resident in/out of tub and remove resident to safety 
    and then report to emergency panel
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Disaster Plan


This Disaster plan gives a general outline for employees to follow during a time of disaster.  It is the responsibility of administrative and supervisory personnel to periodically review their department’s functions and procedures and to familiarize their workers with the total and specific disaster program.  

DISASTER SITUATIONS:

1. Internal Disaster- those occurring within the building such as a fire or explosion.

2. External- disaster involving casualties from the community area.  Ex: fire, tornado, flood, snow blizzard, auto, bus, train, or plane accident, civil disorders, etc.

ACTIVATION OF THE DISASTER PLAN:


1. If a disaster situation arises and the Administrator is not in the manor, the 
 
    Director of Nursing shall be in charge.  

2. Upon declaration to activate the disaster plan, these procedures will be followed: 


A. If the situation arises during the day, office personnel will be 
 
   
                 responsible for notifying the personnel working at that time.  The call 

     list will be used when personnel are needed.



B. If the situation arises at night, the nurse in charge is responsible for 
 
                notifying all employees working at that time.  The call list will be used 

    if needed.

CALL LIST:

DAY-

1. Office will call:


A. Administrator & Director of Nursing

B. Physicians


C. R.N./LPN’s as needed


D. Other staff as needed

Night-

1. Charge nurse or designee will call:


A. Administrator & Director of Nursing 

B. Physicians


D. Other staff as needed

Policy # 3.3B (continue)


Any disaster plan action will be directed from the “Command Post” located at the nurses station.  The Administrator or his/her designee will have the overall authority.  

RESPONSIBILITY OF THE ADMINISTRATOR AND OR THEIR DESIGNEES


1. Orders activation of the Disaster plan

2. Jointly- with the director of nursing, controls and coordinates (Emergency Coordinator of County) all aspects of the disaster operation and directs all non-medical aspects of the disaster operation via the department supervisor.


3. With the concurrence of the director of nursing or his/her designer, declares the 
   termination of the disaster operation.


4. Is responsible for providing the public with information when necessary.


5. Authorizes expenditures.

GENERAL INSTRUCTIONS:


1. All employees report to their normal work areas.  Department heads or 

   
    Supervisors should check with the Administrator for any specific duties or 
 
    information.


2. Conserve sterile supplies.


3. Only the Administrator or his/her designer will be authorized to release any 
  
     information concerning the manor or the residents during a disaster.

EVACUATION:

1. Evacuation is the movement of residents and personnel horizontally from the manor to another location or from one location to another location within the manor as rapidly and safely as possible. Authority to institute evacuation procedures rests with the Administrator or his/her designee.  


2. If evacuation to a safe location which is outside the manor must take place, 
 
    evacuation will be to:



A. Other Nursing Home



B. Other hospitals


3. After evacuation, periodic census of residents should be made available to the 
 
    Administrator.  

METHOD OF EVACUATION:


1. Begins with the affected or threatened areas if the disaster is internal.


2. All medical records, medications, and personnel belongings will be moved with 
    the resident.  

EXPANSION OF resident FACILITIES:

1. Triage Area


A. In-coming victims will be admitted through the activity room.

Policy #3.3 B (continue) 

B. Victims will be seen by the physicians, who will determine the status of the 
 
     resident.


C. Nursing staff will assist physicians with residents in the triage and emergency 
 
     rooms. 

The manor will take in as many victims of a disaster as is practical, considering the circumstances.  Should Plainview Manor not be able to handle all the victims of a disaster, at the order of the attending physicians, arrangements will be made to transfer victims to nearby manors/hospitals.  This would include nursing home facilities: Battle Creek, Newman Grove, Randolph then if needed in Osmond, Creighton, Neligh or Norfolk.  Diesel fuel will be obtained from Steinkraus Service and backup by Tom’s Service- Pierce. 
Ambulance services will be arranged through the above agreement facilities, surrounding areas, or the Community Ambulance Service.  This arrangement will be made by nursing staff or office personnel. 

SPECIAL DUTIES:

1. DIRECTOR OF NURSING

A. Coordinate all aspects of nursing care in both emergency and regular resident 
       care areas and report to the Administrator/Medical Staff at regular intervals.


B. Will maintain an updated emergency family contact list.  

C. Will maintain a list of medication and supplies on hand that will be needed.

D. Will obtain a current list of medication that will need to be ordered for each resident, through wireless computer system.
E. Will assign nursing staff to take entire medication cart to transportation vehicle to be used at temporary safe location.  

2. NURSING STAFF

A. Provide adequate nursing care to all emergency resident areas while maintaining service in regular resident areas.


B. Advise and assist in the evacuation and transportation of residents and in the 
 
     preparation of adequate medical records.


C. Be aware of evacuation status of each resident.

D. Will assure that a resident’s records, medications and personnel belongings will be clearly identified and transported with the resident when the resident is 
       transferred.

E. Supervisors and Charge Nurse will maintain, in their homes/schedule app, a list of current phone numbers for all personnel in their area.  

3. BUSINESS OFFICE and MEDICAL RECORDS

A. Each disaster victim (including dead-on-arrivals) must be tagged, and a   
       completed ID bracelet placed on an arm or leg (located in the emergency box in the linen room.


B. Personnel are authorized to search, when necessary, the victims personal  
    
Policy # 3.3B (continue) 

papers (wallets, purse, etc.) to obtain next-of-kin information.


C. Be responsible to see that the telephone communication system is kept open for 
    emergency use only.  If this system is not operable, communications will be   
    provided through law vehicle radio system.

D. If needed, will make contact with the Plainview School System for busing                                 transportation to a safe environment.  Facility vehicles will be used for handicap. 

Accessibility and city handivan.  In need of an emergency, staff will transfer all other handicap accessible residents into the school buses, for transfer.  

E. Will keep a list of where each resident is transferred temporarily to which safe location/facility.  

4. MAINTENANCE and SOCIAL SERVICE and ACTIVITIES

A. Assist where needed with supplies and equipment.


B. Help maintain traffic control in and out of the facility, especially at the   
    emergency entrance.


C. Gather variety of incontinent products for nursing.
5. DIETARY


A. Will maintain a list of food items to take in time of need.  This will include special diets, supplements, tube feeding, supplies needed.  A seven day menu will be planned and posted in time of need.  
6. ALL OTHER STAFF

A. Assist in the needs of the residents.
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Tornado Plan/Severe Weather


When threatening weather exists, the weather alert radio will be turned on for the weather bureau report.  The following are instructions which the manor personnel will carry out when an official tornado warning is in effect.

Communications:

1. ANNOUNCE ALL STAFF TO NURSES STATION- TELL THEM WE ARE IN A “WATCH” DO NOT ANNOUNCE THIS OVER THE INTERCOM. - staff should start securing the area by closing all doors, windows and blinds.  If needed, the office, charge nurse and/or Director of Nursing shall activate the Chain Call List for a “stand by” alert at the direction of the administrator or his/her designee.  

2.  Residents shall be notify of the Tornado Warning.  Do NOT announce tornado watch over the intercom system to upset residents.  If a tornado warning is in effect, the charge nurse will page Tornado Warning over intercom system.  

3.  If any damage is done, the person is charge shall call the Administrator, Physician on call and the Director of Nursing, if they are not in the facility.  

4. When the WARNING is over, the Administrator and the Director of Nursing will activate the Chain Call List to cancel the alert if it was needed.

General Instructions:

1. Don’t Panic! Remain calm.

2. Stay away from windows

3. Do not touch any loose or dangling electrical wires/objects they may be in contact with

4. Provide protection against flying glass and debris by using blankets and pillows. 

Specific Instructions

A. NURSING STAFF/MEDICAL RECORDS/RESTORATIVE

1. Charge nurse will proceed with Chain Call List as directed, if needed on a 
 
    watch.

2. If possible, move residents (take pillows) from their rooms into the 
   
     hallway and shut the resident room doors.  Residents should be moved into the 
    East Hall to further protect them from glass.  If the resident cannot be moved from the room or refuses, move the resident and bed as far from the windows as possible, cover with blankets and pillows, and draw the cubicle curtains around the bed.    


3. Members of the resident’s family who are visiting will be moved with the 
 
     resident. 
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4. Reassure residents and visitors in a calm manner that the situation is under 
 
    control.


5. Be alert for fire hazards, as water pressure will be low if a tornado strikes.

6. Charge nurse assigns one staff member to remove the following from the nurse’s station to the east linen room and stay with the following until assigned 
      differently by the Administrator.



a. med carts and a lap top

B. DIETARY/LAUNDRY


1. Shut down all equipment


2. Check dining room and employee lounge for visitors and staff

3. Report to nurse’s station and assist with resident transfers as directed by Charge Nurse or DON


4. Set up cart to provide snacks and beverages for residents’ down east hall.

C. MAINTENANCE


1. Secure the building, issue flashlights, and stand by to provide temporary 
 
   utilities as may be required.

D. OFFICE PERSONNEL/ACTIVITIES/SOCIAL SERVICES


1. Escort residents from activity and multi-purpose room to East Hall


2. Make calls for additional help as directed.

3. Provide assistance as directed in moving residents to hallways and gather 
    blankets/pillows for residents and staff.


4. Gather dining room chairs to set up in east hall.  

E. HOUSEKEEPING


1. Remove carts out of east hall


2. Gather chairs from dining room to set in east hall


3. Take all hallways pictures off the wall and store in Physical Therapy


4. Distribute blankets that are located in the Linen Closet

F. ASSISTED LIVING


1. Bath Aide remove resident from bath and bring to east hall

2. Bath Aide return to assisted living and assisted resident to end of west (next to 
    medical records).


3. AL Staff: bring- MED CART & LAP TOP

4. If possible, one nursing home staff checks and assist with AL residents

Note:  Staff members will remain in the east hall where the residents have been evacuated to, when possible.  A Chain Call List will be posted at the Nurses Station at all times.  When the warning is over, the charge nurse will announce ALL CLEAR over the intercom system.  All nursing personnel will be responsible for checking for injuries or damages and transferred if needed.  
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The purpose of this policy is to establish procedures which are to be followed by the personnel of the manor when notified that a bomb has been placed somewhere on manor property.


In most cases, the call will be received by the main telephone line, although the call could be received at some other location.  In any case, when a bomb threat has been received by manor personnel, the following procedure to obtain further information is to be used.  

1. Keep the caller on the line as long as possible.  Ask the caller to repeat the 
    message and record every word spoken by the person.


2. Listen closely to the voice (male, female), voice quality (calm, excited), accents 
   and speech impediments.  Pay particular attention to peculiar background noises 
   such as motors running, background music, and any other noises which may 
 
   indicate the origin of the call.

3. If the caller does not specify the location of the bomb or the time of the  detonation, ask for this information


4. Inform the caller that the manor contains helpless residents, and the detonation 
    
    of a bomb could result in the death or serious injury to many innocent people.

5. Attempt to signal other manor personnel regarding the nature of the call being 
    received; those notified should inform the Administrator.  


6. Treat all bomb threats seriously; never consider a threat to be a prank!


7. Immediately after the caller hangs up, report to the Administrator/or designee 
    
    with such information.  The Administrator will call the local police 
 
  
    department-911.  The police will immediately dispatch a unit to the Manor to 
    
    assist in the search and provide a communication back-up.  
 
    
 
   During evenings, nights and weekends, the information should be reported to 
 
    the charge nurse, who will in turn notify the Administrator.  Since law 
 
 
    enforcement personnel will want to talk firsthand to the person who received 
 
    the call, that person should remain available until they arrive.


8. The Disaster Call List will be implemented to summon all Department heads.


9. A report should be prepared by the Administrator documenting the incident and 
    action taken in meaningful detail.
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It will be the responsibility of each department head or supervisor (when available) to organize their own teams to search all the areas of their responsibility.  (When personnel are not available for search procedures as outlined above, all personnel on the Disaster Call List, plus professionally trained personnel will assist in search of these areas.)  Each department head will pair the department employees into search teams and look for any strange or out of place object.  Be thorough and patient; you will not be able to search everything but be thorough enough to be reasonably sure that the area is safe.  A bomb can be camouflaged in as many different ways as the imagination will allow.  Some devices may be the size of a cigarette package; others may be as large as a 2 1/2 ton truck.

Area Checklist:



1. Public areas (lobbies, waiting areas)



2. Public telephone areas



3. Lockers and filing cabinets



4. In toilet tank reservoirs, under sinks and plumbing



6. Potted plants



7. Wastebaskets and disposal cans



8. Air conditioning or heating vents 



9. Around all types of equipment

It is imperative that personnel involved in the search be instructed that their mission is only to search for and report suspicious objects. DO NOT REMOVE, JAR OR TOUCH any suspicious object or anything attached thereto.  The removal and disarming of a bomb must be left to professionals experienced in explosive ordinance disposal.  Bombs and explosives are made to explode, and there are no absolutely safe methods of handling them.

     After each area is searched thoroughly, the teams are to report to their respective department heads that the area they were searching for is clear.  When the department head has received the information from all search teams that the departments are clear of any strange objects or suspicious objects, he/she will notify the Administrator.  After all areas are reported cleared, by the professionals, they will in turn notify the person in charge, who will sound the ALL CLEAR over the intercom system.  

Finding a Suspected Object


If a suspected device or object is located, the following action should be taken:


1. Indicate the finding of the device by calling the police and Administrator. 

2. If the Administrator of the professionally trained personnel decided to evacuate     the premises, evacuate all personnel and residents to a safe distance, as orderly  
    as possible preferably by means of a fire drill.


3. Open all doors and windows (whenever possible) to minimize the primary 
  
    damage from blast and secondary damage from the fragmentation.

4. Remove any flammable or explosive material to a safe distance if possible and 
         if time permits. The maintenance personnel will shut off all gas, water, and oxygen in the area at the direction of the Administrator.


5. Leave the area as soon as possible and wait for trained personnel to arrive.
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Utility Loss Plan/Policy


Failure of equipment, severe weather or internal disaster may cause the interruption of utility services to Plainview Manor.  In such an event, the following procedures are to be implemented.

A. Notification


1. When a utility loss is detected, it should be reported to the Administrator or 
 
     his/her designee and maintenance.


2. The Administrator or maintenance will notify the appropriate utility company 
 
    of the utility failure and the need for repairs.

3. Nursing will be notified of utility interruptions and the implementation of 
    the Utility Loss by the Administrator or designee.

B. Control Center


1. The Business Office will function as the Control Center during a utility 
 
  
     interruption.  The Administrator or designee will direct and coordinate the 
 
     implementation of the utility loss plan from the Control Center.

C. Utility Loss Procedure


Electrical power loss (North Central Public Power # 1-800-358-5112)

1. The manor is equipped with a generator to automatically start in time of need and to operate the entire facility.  For some reason the facility generator does not start, contact Administrator, City of Plainview at 402-582-4928. Generator Service: Bill Altwine – 402-649-2839.  During this time emergency light system which will automatically provide lights.  Additional battery operated lights are available in dietary storage area in the basement.  

2. Gather residents in a well-lit area and reassure them.

3. Keep telephone usage to a minimum. Report any emergencies to the Administrator

Natural gas leak (Gas- Black Source Energy - #1-800-563-0012)


1. A chemical is added to natural gas to give it a very distinctive odor.  If any 
 
    person reports that they smell a gas leak, the Gas Company must be notified 
 
    immediately by the Administrator or designee 


Natural gas failure


1. The manor will be limited heat, so in cold weather heat must be conserved by 
     the following methods:



a. Turn off fans and gather extra blankets 


b. Close all curtains and blinds, window/doors keep closed as much as can 


c. Turn on all lights to generate heat
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2. Heated water will still be available for a few hours, but extreme conservation 
  
    measures must be implemented



a. Do not bathe or take showers



b. Use cool water for washing hands, etc.

Loss of Air-conditioning



a. Open windows



b. Close curtains and drapes



c. If necessary, utilize fans in resident areas



d. Turn off non-essential light to reduce heat generated.

Loss of Water (City # 582-4928)

1. The Administrator or designee will obtain large quantities of portable water by          City of Plainview/Plainview Fire Department or by calling Culligan.  (371-5950)   An order will be placed for the needed gallons per day based upon an estimate employee and an estimate of per resident.


2. Water will be delivered to Dietary per day for cooking and dishwashing


3. Water will by delivered to the nursing unit and utilized as follows:



a. Drinking water will be distributed from the drinking water containers.


b. Bathing, if absolutely necessary, will be restricted to sponge baths.


If water is needed when the Public Water system is not available, it shall be obtained from Culligan 


If utility loss continues to a point where the continuation of near-normal resident care becomes impossible, the Administrator will decide to classify the situation as an internal disaster.  Refer to the Disaster Policy
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Subject: Weather Emergency

Policy: PM will continue to be operative during periods of bad weather.

Procedure: It may be necessary for employees coming off a shift to remain on duty until replacements arrive.  You are expected to make every effort to report to work.  There will be beds available for sleeping, if needed.  If you are unable to get to work on your own, arrangements can be made for emergency vehicles to pick you up and take you home.  Call your PM facility if you need emergency transportation.  
At times, emergencies such as severe weather, fires, power failures, or snowstorms, can disrupt manor operations.  Maintenance will try and maintain the entrance to the Ambulance Entrance so that emergency vehicles have access to the facilities.  Maintenance will also try to provide travel service within the city and city limits on getting and taking home essential personnel.  
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Policy #3.4 A

Subject: Emergency Staffing

Policy: It is the policy of Plainview Manor and Whispering Pines Assisted Living to have employees that are on duty in good health and free of infections.  

     All employees will self-screen upon arrival of duties.  Self-screening will  verify that they have no signs or symptoms of an infection. (Symptoms: Fever, Diarrhea, Vomiting) All screenings must be logged in the timeclock binder.  
IF ANY EMPLOYEE IS ILL

1. If an employee is running a temperature or signs/symptoms of infection, prior to the start of their shift, they must contact the facility to inform the supervisor that they will not be coming to work. (Employee must be fever free for 24 hours with no fever reducing medication taken)
2. Employees must contact other staff members for their replacement. 

3. Upon contacting the facility, the employee must inform the supervisor or charge nurse the reason they are calling in, PTO form must be completed and who their replacement is.  If the employee is not able to find a replacement, the supervisor or charge nurse will make phone calls to find staffing needs.  

4. If an employee is sick for more than 2 days, a doctor’s note must be received.  Staff will be responsible for verifying that a doctor’s note has been received to not be considered inexcusable absence.  Otherwise, it will be considered a NO CALL NO SHOW and disciplinary action will be followed.   

5. If an employee continues to show signs and symptoms of infection beyond Doctor recommendation, a return visit will be necessary

6. Based on staffing needs, supervisor or department head may need to cover shift for appropriate staffing levels according to facility annual assessment.  
IF EMPLOYEE BECOME BECOMES ILL 

1. Any employee who shows signs or symptoms upon arrival or during shift will inform supervisor or charge nurse.  The employee will be screened by a supervisor or charge nurse.  
2. This employee will step outside the facility’s front door or into an empty room for further screening. 
3. It is the direction of the supervisor or charge nurse to decide if employee may continue to stay on duty.  Any licensed employee must remain on duty until another licensed replacement is found.  This employee will not make resident contact until a replacement arrives, if at all possible, for the safety of the resident.  
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Policy # 3.5

Subject: Employees Right to Know Act

Policy: Hazardous Material records will be kept for each department.  A copy will also be kept in the business office and with the safety committee chairman.

Procedure: Refer to Hazardous Material Policy located in the department office.  
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Subject: Vulnerable Adult Act

Policy: It is the policy of PM that all residents, regardless of physical or mental condition or disability, shall be treated in a courteous, caring manner consistent with the mission of PM.  Furthermore, it is the responsibility of the PM staff to report any allegations/knowledge of abuse to individuals and/or agencies responsible for investigation and handling of such matters.

Procedure: Any person employed by PM that observes or has knowledge of or suspects abuse or neglect or maltreatment of residents is obliged to report the incident and circumstances.

Individuals should report allegations/incidents to their supervisor who will inform Administration and ensure that proper individuals are contacted.  Professionals making reports in good faith will be immune from civil liability.

Each department manager and supervisor is responsible for assuring compliance with this policy as it relates to their areas of accountability.

Abuse Hotline- 1-800-652-1999

State Ombudsman- 402-471-2035
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Subject: Media Relations

Policy:  It is PM policy that the Administrator is the only one authorized to release information concerning /residents to the media.  

Procedure: PM recognizes that it has a responsibility to the news media and to the public to provide accurate and timely information which is considered to be of interest.  PM also recognizes that it has the right and obligation to protect from invasion the privacy of its residents and of the institution.  

In order to meet these two obligations, and to provide for an orderly and organized means of releasing information to the news media and the public, the following policies are established.

Any media (press, television, radio, etc.) calls received must be referred directly to the Administrator.

If the Administrator is not available, inquiries are to be directed to Director of Nursing.  
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Policy: Carry Concealed Weapon Policy

Procedure:  It is of Plainview Manor and Whispering Pines that firearms and other deadly weapon of any kind are strictly forbidden on the facilities property.   This shall include any permit holders from possessing or carrying a concealed handgun on these premises.  Unless otherwise authorized by law.  Violation of the prohibition is a criminal offense.    
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Policy # 4.0

Subject: Hours of Work

Policy: It is PM policy to provide twenty-four hours, 365 days a year coverage.

Procedure: Work schedules for employees vary throughout our facilities.  Supervisors will advise employees of their individual work schedules.   



1. The basic work week is forty hours.



2. Normal shifts are defined by each department’s policy.  See 

    
specific Departmental Policy for details,

3. Employees will not be required to report for work unless they have been off duty at least eight hours since completing their last shift, unless by mutual agreement or in case of emergency.  


4.  Employees required to work shifts will be informed of their scheduled shift hours and of any changes to this schedule as much in advance as possible.  Please watch for posted schedule changes and reference to current scheduling app.  



5.  Employees may be required to work different shifts when deemed 

     necessary by the department supervisor.
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Policy # 4.1

Subject: Payroll

Policy: It is PM policy to establish a clear, concise payroll system.

Procedures: Pay periods are every two weeks beginning Sunday 12 a.m. and ending Saturday at 11:59 p.m..  Each paycheck will include earnings for all work performed through the end of the previous payroll period.  

Payday is Friday following the end of the pay period.  In the event that a regularly scheduled payday falls on a holiday, employees will receive their pay stubs the day before. 

Pay stubs can be picked up in the Business Office starting on Friday at 7:30 a.m. until 2:30 p.m., and then will be placed at the nurse’s station in lock up.

Computations of the gross wages are calculated through the computer by multiplying the number of hours on the time card by the scheduled hours rate of pay using FLSA rules.  The law requires that PM make certain deductions from every employee’s compensation.  Among these are: federal and state income tax and social security.  It is PM policy, as required by law, to accept legal assignments or garnishments against wages of employees.  If you have other programs or benefits with PM, employees may voluntarily authorize deductions from their pay checks to cover the costs of these programs. 

PM takes reasonable steps to ensure that employees receive the correct amount of pay in each paycheck and that employees are paid promptly on the scheduled payday.  We will take responsible steps to inform new employees of paycheck information.  Any questions regarding paychecks should be handled through the Business Office.

Any changes in direct deposit bank accounts must be completed five days prior to end of two week pay period.  
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Policy # 4.2

Subject: Time Sheets
Policy: It is PM policy to establish and maintain an accurate and legal record of the employee’s work.  

Procedure: The time sheet is considered a legal document supporting the employee’s claim for wages.  It is the responsibility of each employee to record their own time of when they begin and end their day of work.  

Each employee is responsible for checking in (closest to scheduled time) at the beginning of your shift and clocking out at the end of the shift.  It is necessary for employees to clock in and out for lunch.  All employees must punch out for 35 min for their lunch break.  According to hour and wage law, employees must be relieved from duty.  While on their lunch break, employees should not be interrupted for PM/WP business.  For any reason, you did not get a lunch break; write no lunch in the payroll notebook and explanation.  This should not be a pattern.   

If you do leave the premises during the course of the day, you must notify your supervisor and if non-business related you must designate it in the notebook.  This includes your 15-minute break. This also should be limited and not a pattern.  

Altering, falsifying, tampering with time sheets may result in disciplinary action which may result in dismissal.  All changes in the time must be performed by the office manager or administration. 

Paycheck errors due to improper recording by the employee will be corrected on the next scheduled payroll.

All processed time sheets will be kept in the Business Office.  
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Policy # 4.3
Subject: Overtime

Policy: In accordance with the Fair Labor Standard Act, it is PM’s policy to pay eligible employees for overtime compensation.

Procedure: When operating requirements or other needs cannot be met during regular working hours, employees (except exempt) will be given the opportunity to work overtime.  All overtime must be authorized by the appropriate supervisor or department manager.

Overtime will be compensated under the federal standard overtime provision as follows: 

If an employee is required to work more than forty hours a week, pay will be at one and one-half times the employee’s regular rate of pay for all hours worked in excess of forty hours per week.

Employees will be expected to work the hours assigned.  Employees should not clock in for work before the time assigned and will be expected to leave their work area after the completion of their work unless the employee’s supervisor has asked them to come in early or stay late.

Overtime compensation will be based upon actual hours worked.  PTO and holiday leave and other leaves will not be included in calculation of overtime.

Compensatory time off for non-exempt employees in lieu of payment for hours worked is not permitted.

It is the responsibility of the supervisor to assign overtime fairly and as equally as possible to all employees. 
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Subject: Exempt Employees

Policy: It is the policy of PM’s to classify certain employees as exempt employees according to the Fair Labor Standards Act.

Procedure: An exempt employee is one who is paid a salary and is not eligible to receive overtime compensation.  All employees holding positions corresponding to the scope of the definitions “administrative”, “executive” and “professional” developed by the Department of Labor shall be exempt from the disposition of the Minimum Wage Act.
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Policy # 4.5

Subject: Shift Differential

Policy: It is PM’s policy to pay additional compensation for all departments who work the evening and night shift schedule. 

Procedure: Shift differential compensation will be as follows:

All employees working evening and night will receive the current shift differential.  Day shift employees who are requested by their supervisors to come in early or stay late. 
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Policy # 4.6
Subject: Outside Employment

Policy: Full-time PM employees are not recommended to seek employment elsewhere.  Full-time and part-time employees may engage in other work providing that they meet the performance standards of their job with PM.

Procedure:  If PM determines that an employee’s outside work interferes with the performance or the ability to meet the requirements of PM, the employee may be asked to terminate the outside employment if he or she wishes to remain with PM. 

Should an employee decide to engage in work outside PM it is requested that they inform their supervisor of the situation.  
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Policy # 4.7
Subject: Salary Administration

Policy: It is the policy of PM to provide a competitive and equitable pay program designed to attract, retain and motivate employees.  PM will maintain a pay program which produces equitable wage and salary action throughout the organization.

PM will pay equitable salaries based on the relative value of each position’s contribution to this organization.  We will maintain a salary program which will:



1. Attract and retain highly qualified individuals



2. Provide maximum motivation of employees by paying salaries 

   
 within established salary grade ranges in recognition of the 

    
 individual’s job performance and length of service at a particular



 level of responsibility.  



3. Promote a progressive work force through which PM can 

    
attain its short- and long-term objectives.

It is our policy to provide equal pay for equal work under similar working conditions without regard for race, color, religion, sex, age, national origin, disability or status as a veteran.  

Procedure: Each job classification in PM has been placed in a job grade with a corresponding salary range determined by the following:



1. The knowledge and skills involved in the job



2. The job requirements



3. The responsibilities



4. The compensation received by others for similar work

Wage and salary surveys will be conducted annually from selected organizations to ensure competitive salary ranges for all positions.

The supervisor and the employee shall discuss the employee’s performance in a systematic and orderly method to appraise the employee’s performance with respect to the requirements of the job.  Wage and salary changes will not be processed by the personnel department unless the employee’s personnel file contains a current (within the last twelve months) written performance appraisal.
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Policy # 4.7

New employees will be reviewed after their evaluation period.  An increase is not guaranteed at this time; however, their progress should be measured against what is expected of a new employee.

All salary changes will be implemented by the Administrator.
Increases will be effective from the beginning of the pay period in which the raise is due, upon reviewed and signed evaluation by the employee.  See policy #2.9 

Plainview Employee

Policy & Procedure Manual 




Policy # 4.8

Subject: Job Description

Policy: It is our policy to define the job content of each position within PM.

Procedure: The job description will provide a complete and accurate picture of the job and then placed in personnel file.  It should state these facts:



* Position



* Department



* Direct Supervisor



* Job Objective



* Qualifications



* Duties and Responsibilities



* ADA

All employees will be furnished with a copy of their job description.

New job descriptions and any changes to existing job descriptions must be approved by the department head and the Administrator.
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Policy # 4.9
Subject: Performance Review

Policy: It is PM policy to periodically appraise the job performance of each employee and to provide objective feedback concerning the actual job performance of the employee as well as to provide both the supervisor and the employee the opportunity to document and discuss the strengths and areas of growth on which a continuing plan of development can be based.

Procedure: A written performance evaluation shall be completed after the new employee has completed their original evaluation period, and annually thereafter.

The person who directly supervises an employee will evaluate the performance of that employee.  In cases where a supervisor may not be completely familiar with all phases of an employee’s job assignment, it is possible that a second person will also rate the employee’s performance.

The performance evaluation should be made up of a list of duties and standards which reflects the job description.  At this time supervisors and employees have the opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths and discuss positive, purposeful approaches for meeting goals.  There should be a mutual agreement between the evaluator and the employee that the list of duties and standards appropriately reflect actual work required.  

After discussion and comments are documented on the evaluation form and both parties have signed the form, it will become a part of the employee’s personnel file.

Supervisors may, at their discretion, initiate additional evaluations during the year.  
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Policy # 4.10

Subject: Absenteeism/Attendance

Policy: The primary goal of PM is to provide quality services in an environment that promotes positive staff growth and development.  PM expects employees to be reliable and to be punctual in reporting on scheduled work.  Absenteeism and tardiness place a burden on other employees and on PM.  Therefore, regular attendance helps promote quality services.  The following policies and procedures were adopted to help maintain PM’s work force at the highest possible level of efficiency and dependability.  They permit bona fide absence without jeopardizing an employee’s income or job.  Regular and prompt attendance is required.

Procedure:
1. Prior permission must be obtained from the employee’s supervisor/department head to be absent from work, except in the case of an emergency, sickness or other causes beyond the employee’s control.

2. When it is necessary to be absent or tardy, you should notify your department head according to the department’s policy.  No texting or e-mailing is allowed.  You must call the facility and speak to department head (ex: DON, ADON, Charge Nurse) You cannot leave a message on your department head voicemail, as they may not be scheduled to work that day.  Any employee who must be replaced and who is unable to report for work for any reason shall try to replace themselves by calling other co-workers and then notifying their supervisor at least three hours prior to the start of their shift.  This will be considered an excused absence (The charge nurse may be notified for the nursing department) An employee who does not attempt to find their own replacement, according to department policy, may be paid out at minimum wage for PTO.  
3. An un-excused absence is one in which you call the facility less than three hours before you are scheduled to work and fail to try to find one’s replacement

4. An unreported absence is one in which you do not contact the facility at all day you are gone, prior to shift starting.  Unreported absences for a period of two (2) consecutive workdays will be considered a resignation without notice.  A written warning will be issued after one (1) day of unreported absence and termination after two (2) unreported absences.

5. Irregular attendance, un-excused absences and unreported absences will be judgment towards your evaluation and cause for disciplinary action up to and including termination.  

 6. PM reserves the right to request a doctor’s authorization for any attendance issue.  Dr.’s note must consist of actual date of return and be received prior to shift you have called in for.     
7. Abusive attendance patterns result in counseling and a written reprimand.
** If a employee is ill, that employee will call for a replacement.  At least 6 individuals will need to be called and spoken with (cannot count that individual if a message is left or stating that they could not be reached).  That employee will document who they called and turn the list into the charge nurse or supervisor when they call into work.  If 6 individuals are not called, employee may be paid out PTO at minimum wage and this will be considered an unexcused absence.  See disciplinary policy.

The individual who elects to come in for the employee who calls in has an option to work the shift as an extra shift (this may be considered overtime) or has the option to tell that employee he/she will switch a day with him or her.  

Signature: ______________________________

Date: ______________
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Subject: Benefits- Paid Time Off (PTO) and Holiday pay

Policy: It is PM policy to provide a benefit program which pays for time away from work and holiday leave.  

Procedures: If the employee has successfully completed his/her three- or six-month evaluation, any Paid Time Off that is accrued can be used after six months of the employee’s start date.  No employee can request any time off within their first 6 months of employment.  Holiday pay will start the day the employee is hired, upon completion of thirty days of Full-Time status.    

The amount of PTO time earned will be determined by hours worked and by the years of eligible employment.  Number of years of employment is based after full completion of a year.    

PAID TIME OFF (PTO):

0-6 months of employment- .016454 per hour

6 months- 12 months of employment- .032908 per hour

1-5 years of employment- .065816 per hour

6-19 years of employment- .087176 per hour

20-24 years of employment- .091456 per hour

25-29 years of employment- .095726 per hour

30-34 years of employment- .098926 per hour

35-39 years of employment- .103206 per hour

40 + years of employment- .108546 per hour

The maximum number of accrued PTO hours will be 240 hours, at this time it will then be capped.  If an employee chooses not to utilize PTO, the employee can be paid out 40 hours of PTO.  Once an employee reaches a minimum of 230 hours, they may come to the business office and request the 40 hours of PTO to be paid out on the next payroll cycle.  This is the employee’s responsibility to monitor their own PTO status on their paystub.  An employee has the option to take the income or allocate the 40 hours of PTO and place in their employee retirement fund.  This can be utilized two times a year.      

Priority for PTO is based on first come first serve basis.  All requests must be turned into your supervisor by the tenth of the proceeding month to arrange proper scheduling. No requests off for your scheduled weekend or holiday will be granted.  It is your responsibility to trade or find your own replacement.  If you request any time off, PTO WILL and MUST be used.  PTO hours will be added to your timecard to bring total amount of hours to your normal schedule.   
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Updated 10-1-24
Once an employee has been granted a PTO request, it must be used, unless approved by your department head.  Employees cannot request time off unless PTO is available. PM reserves the right to deny any PTO request that would compromise adequate staffing levels.  A PTO form must be filled out ANYTIME hours are missed during the pay week and turned into the Business Office prior to the start of payroll (On MONDAY A.M. of PAYROLL WEEK).
If an employee misses up to 2 hours of work in a week AND it is approved by their supervisor they have the option, not to use PTO for these hours.  Employees may choose to make up the time if approved by their supervisor and hours are scheduled according to need as determined by their supervisor.  These hours must be made up in the same pay week and must be approved by the supervisor prior to making hours up.  If the employee chooses not to use PTO, a PTO form must still be completed and given to the Business Office manager prior to the start of payroll week with the appropriate box checked.

□ DO NOT USE PTO UP TO 1 HOURS IN A WEEK or

□ I WANT TO MAKE UP/SWITCH HOURS approved by supervisor within current pay week.  

The form needs to be signed by the employee’s supervisor.  It is the employee’s responsibility to obtain this signature prior to turning in the form.  If the form is not turned in with the required signature in a timely manner, PTO will automatically be paid.   

If an employee resigns without giving/completing proper notice, or is discharged for misconduct, PTO cannot be used as the period of notification of termination unless approved by Administrator.






         
PTO is paid at the employee’s base pay rate.  It does not include overtime or any specific forms of compensation such as incentives, commission, bonuses or shift differentials.  

PTO may include: vacation, personal illness, illness of the employee’s children, spouse, parent, in-laws or dependents, funeral leave, pregnancy, contagious disease, disability, eye care, dental, consultation, alcohol/drug treatment   If an employee is absent (due to illness) for three or more consecutive days they may be required, at the discretion of Administrator, to provide a physician’s statement prior to returning to work.

As an additional condition of eligibility for PTO benefits, an employee on an, 
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extended absence must apply for any other available compensation and benefits,
such as worker’s compensation.  PTO benefits will be used to supplement any payments that an employee is eligible to receive from state disability insurance, worker’ compensation or PM- provided disability insurance program.  The combination of any such disability payments and PTO benefits cannot exceed the employee’s normal weekly earnings.

The following seven (7) paid HOLIDAYS and premium periods included:



* New Year’s Day- for the day shift


* New Years Eve for the evening and night shift



* Good Friday- all shift



* Memorial Day- all shifts


* Independence Day- all shifts


* Labor Day- all shifts


* Thanksgiving Day- all shifts


* Christmas Day- for the day shift



* Christmas Eve for the evening and night shift

In order to be eligible for holiday pay, you must be present or have worked on the scheduled workday immediately before or after the holiday.  

Full and part-time employees who work or are scheduled to work the holiday will receive regular and holiday pay for the hours worked.  Full time employees who are not scheduled to work the holiday will be paid holiday pay equivalent to the number of hours that are normally scheduled in a work day
Any employee that is scheduled for a holiday may not request PTO at that time.  Each holiday is meant to be scheduled on a rotating basis so that each employee has the chance to spend it with their family and friends.

A recognized holiday that falls on a Saturday will be observed on the proceeding Friday.  A recognized holiday that falls on a Sunday will be observed on the proceeding Monday.  Unless authorized differently by supervisor or administrator.   
If an employee would like a holiday off that they would be scheduled to work, it is the responsibility of said employee to find a replacement or trade holidays.  If an employee is unable to work their scheduled holiday/weekend due to an illness, they will be scheduled for an additional holiday shift at the discretion of the Supervisor or the Administrator.

*If you have any benefits offered through the facility, you must work or have enough PTO to equal 30 hours per week.  
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Policy: It is PM policy to carry compensation insurance to cover all employees in the event of an accident/injury or illness that is job related.

Procedure: Plainview Manor provides Worker’s Compensation coverage to employees per Nebraska State Statute.  Nebraska State Statute for Worker’s Compensation is designed to be the remedy for work-related injury and/or disease.  Worker’s Compensation was formed to provide payments for reasonable medical expenses incurred or loss of time from the job to the extent provided by law.  Worker’s compensation is designed to be no fault of a claim.  A valid claim is one where an employee sustains an injury by accident or contracts an occupational disease arising out of or during their employment while not being willfully negligent at the time of the injury/disease.  
     The immediate supervisor must be notified at the time of injury or before the end of the shift.  An incident report must be completed and given to the supervisor before the end of your shift.  All employees in need of medical attention shall follow the “Employee Accidnet /Injury Report”.  If the injury or disease could endanger your life or threaten to cause permanent harm, the employee should report to the supervisor immediately.  The supervisor should accompany the employee when medical treatment is requested, when possible.  Once the employee has received medical attention (if an emergency) the employee must complete the incident report.  The employee is responsible for ensuring the Administrator has received a copy of the incident report within 24 hours of the incident.  

     The incident report will be submitted to the Worker’s Compensation representative within 24 hours of the injury/illness.  If no incident report is filed and/or the Medical Treatment Procedure is not followed, compensation could be reduced, suspended, limited, or not paid at all.  The unpaid portion would be the sole responsibility of the employee.

     It is the employee’s responsibility to inform the attending physician that the injury/disease is work related and should be charged to Worker’s Compensation through Plainview Manor.  The employee shall also be responsible for getting a doctor release/note from the attending physician and return to the supervisor with 24 hours, to place in the employees’ health status.  This must be done at each visit.  The State’s Claim Office ultimately makes the final determination as to the validity of each claim per Nebraska Worker’s Compensation Law.  
     The employe must submit a signed physician statement indicating the disability and estimated length of work loss and next follow up appointment, before benefits can begin.  Benefits for lost wages begin on the 8th day or after 7 days of work lost related injury/disease.  Employees may receive up to two-thirds of their current weekly wages not to exceed the amount allowed by State Statute.  Employees may supplement Worker’s Compensation benefits with earned PTO hours however combined benefits may not exceed wages earned prior to the disease/injury.

     Expenses for related medical treatment are coordinated through the Worker’s 
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Compensation representative.  Medical expenses should be submitted to the Worker’s Compensation representative for review and processing to expedite payment.  
     All employees must be seen by their physician for a return-to-work certification and assessment of medical fitness for work.  A statement from the physician stating the employee may return to work must be submitted to the Worker’s Compensation representative and personnel office.  Plainview Manor reserves the right to assign an employee on Worker’s Compensation to a temporary modified position assignment program geared to physician’s recommendation and the person’s capabilities.

     If an employee unreasonably refuses medical treatment, compensation may be reduced, suspended, or limited.  The employee must sign a declination form, AMA (Against Medical Advice) for refusing medical treatment at the time of the injury/disease.  If medical treatment is required at a later date, contact the safety director or the Worker’s Compensation representative.

OSHA FORM 300 INJURY/ILLNESS LOG

     The OSHA Form 300 log of all recordable occupational injuries and illnesses is maintained for and/or at each work facility.  The summary section of the OSHA Form 300 must be posted in the facility by February 1 of the following year and remain in place until April 30.  
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Subject: PTO Pool

Policy: While one of the purposes of PTO is for personal illness of the employee, spouse, employee’s children and dependents.  Voluntary donation of  PTO to the PTO pool may take place in order to help those employees who have exhausted their benefits and are unable to work because of either extended personal illness or family crisis which require time off.

1. Each request will be reviewed on a case-by-case basis and approved by the Administrator.

2. All PTO must be exhausted by the recipient prior to donation of PTO.

3. The donors may donate a minimum of 8 hours and a maximum of 64 hours.  There will also be a 64 hour maximum per year, per donator.

4. The donor’s PTO balance may not go below 40 hours after the donation has been made.

5. All donors need to fill out a special authorization “paid time off donation pool” form in the Business office.  All donor’s names will be confidential.   

6. Recipients will receive PTO at their hourly rate and they will not be obligated to repay it back to the pool.

8. Recipients receiving worker’s compensation will not be eligible for this program.  
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amount allowed by State Statute. Employee may supplement Worker’s Compe

nsation 

benefits with earned sick and vacation hours however combined benefits may not exceed 

wages earned prior to the disease/injury.

 

     Expenses for related medical treatment are coordinated through the Worker’s 

Compensation representative. Medical ex

penses should be submitted to the Worker’s 

Compensation representative for review and processing to expedite payment. Medical 

 










 Policy 4.12 (continued)

expenses shall be paid according to the Worker’s Compensation fee schedule.  If the injury/disease is not compensated under Worker’s Compensation, the employee will be responsible for payment of all related medical expenses.


[image: image3.wmf]     

All employees must be seen by their physician for a return to work verification and 

assessment of medical fitness for work. A statement from the physician stating the 

employee may return to work must be submitted to the Worker’s Compensation 

representative and personnel office. Plainview Manor reserves the right to assign an 

employee on Worker’s Compensation to a temporary modified position assignment 

program geared to physician’s recommendation and the person’s capabilities.

 

     

If an employee unreasonably refuses medical treatment, compensation may be 

reduced, suspended, or limited. The employee must sign a declination form, AMA 

(Against Medical Advice), for refusing medical treatment at the time of the 

injury/disease. If medical treatment is required at a later date, contact 

Worker’s 

Compensation representative.

 

 

 

OSHA FORM 200 INJURY/ILLNESS LOG

 

 

The OSHA Form 200 log of all recordable occupational injuries and illnesses is 

maintained for and/or at each work facility. The summary section of the OSHA Form 200 

must be posted in the facility by February 1

st

 

of the following year and remain in place 

until March 1

st

.
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Policy # 5.0

Policy & Procedure Manual 

Subject: Mileage/ Use of Personal Automobile

Policy: It is PM policy to provide mileage reimbursement for legitimate PM business requiring the use of a private vehicle.  All mileage benefits must have prior approval of administration.  

Procedure:  The owner of the automobile is responsible for liability damages in case of an accident.  

Mileage is reimbursed at the current mile rate.

Mileage will be paid through Accounts Payable after an expense voucher has been approved by the respective department head. 

If at anytime PM owned vehicles are available for business use, you must use them.  In certain cases, (per administration) if you choose not to use PM owned vehicles and choose to use your personal vehicle, mileage will not be reimbursed.   
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Policy & Procedure Manual 





Subject: PM Owned Vehicles

Policy:  It is PM policy to provide a PM owned vehicle to be used only for purposes related to the business activities of PM.  

Procedure: The manor vehicles are to be used for business use only. All manor vehicles will be insured under PM’s insurance policy, and will be kept in good working order, and safe for travel.  

All employees who drive one of PM vehicles must supply PM with a copy of their driver’s license.  The employee must also be listed with PM’s insurance carrier as an approved driver.  Only employees of PM can operate the vehicles, unless authorized by Administration.
All employees must adhere to the following policies at all times while using any of the PM vehicles.

1. All occupants of the vehicle must be wearing their seat belts while the vehicles is in motion.

2. All of PM vehicles are considered smoke free.

3. The vehicles should always be operated within the confines of all traffic laws, and any violation of such laws will be at the detriment to the driver.

4. The vehicles will be used for PM business only.  Any non-business related use will be at the drivers expense, and must be pre-authorized by the administrator.

5. The driver will have a cellular phone.  This phone will remain on when ever the employee is on work time. No texting and driving.  All cellular phone conversation should be limited.  No earbuds usage during driving will be allowed.  For the safety of all passengers, all other distractions should be limited to include eating.      
6. The driver must log the total miles driven in the log book located in the vehicle.

7. The driver should report any problems with the vehicle to Maintenance immediately after returning to PM. 
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8. If the vehicle needs to be fueled while out of town, the driver will be responsible for doing so.  The driver must present the receipts to the business office with an expense voucher to receive reimbursement.  Upon return of the vehicle, the fuel tank must be above half a tank.  If it is not, please fill it downtown and return signed charged ticket to the office.  
9. All accidents must be reported to the administrator immediately.  The driver will be responsible for getting the names and addresses of any other parties involved.  The driver will also be required to report the accident to the law enforcement agency that would reside over the area of the accident.  

10. Vehicles will be locked at all times when left unattended.

11. It is the driver’s responsibility if a manor vehicle fuel tank is less than ½ tank upon return to the facility, the driver shall go and fuel up and bring charge tickets back to the facility office with your signature.  

12. It is the policy of Plainview Manor and Whispering Pines to have staff that are assigned to provide transportation for the residents that are deemed safe drivers.   

Any staff members that provide transportation for the residents must maintain a current driver’s license with a safe driving record.  Upon hire, a copy of the employee’s driver’s license will be placed in the employee file.  Any staff members that are charged with a traffic violation must report it to the Administration within five working days of the ticket being issued.  All violations will be accounted for on a yearly basis.  

Training will be provided upon hire to employees that will be driving the facility vehicles to include the facility safe driving policy, handicap accessibility and proper safety lock downs/belts, log sheets, insurance information, resident supplies and code status location.  If the facility obtains a new vehicle for resident use, training will be held again on that vehicle.  Any resident that has chosen to be a Full Code will be transported by an employee that holds a current CPR certification.      

A. Speeding:  Any employee that receives a speeding warning is not required to report to the Administration.  If a speeding ticket is issued, that employee will be counseled by Administration of the safe driving policy of the facility.  If a seconded ticket is issued the employee will be suspended from driving the facility vehicles for thirty days.   If another speeding ticket would arise within the one-year time frame, that employee with no longer provide transportation services to the residents of the facility for the remainder of the year.  

B. Traffic Violations: Any employee receiving any other traffic violations to include wreck less driving, DUI, or a traffic accident is required to report to Administration within five working days.  The employee will provide a copy of the police report to determine the fault of the accident.  If the employee is at fault the employee will be suspended from driving the facility vehicles for thirty days or time determined by the court system.       
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Policy & Procedure Manual

Subject: Use of Equipment and Vehicles

Policy: Equipment and vehicles are essential in accompanying job duties are expensive and may be difficult to replace.  When using property, employees are expected to exercise care, perform required maintenance, and follow all operating instructions, safety standards, and guidelines.  

Procedure: Please notify the supervisor if any equipment, machines, tools, or vehicles appear to be damaged, defective, or in need of repair.  Prompt reporting of damage, defects, and the need for repairs could prevent deterioration of equipment and possible injury to employees or others.  The supervisors can answer any questions about an employee’s responsibility for maintenance and care of equipment or vehicles used on the job. 

All equipment loaned to personnel for use while performing their duties such as walkies, keys, books, etc., must be returned to PM when they are no longer being utilized or termination of employment.  Any equipment not returned will be billed to the employee and will be taken out of their last paycheck.  
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Subject: Business Travel Expenses 

Policy:  It is PM policy to reimburse employees for reasonable business travel expenses incurred while on assignment away from the normal work location. 

Procedure:  All business travel must be approved in advance by your department head or the administrator.  

Employees whose travel plans have been approved are responsible for making their own travel arrangements or ask the business office for assistance.  

With prior approval of Administration, related costs of travel, meals, lodging, and other expenses will be reimbursed by PM.  Employees are expected to limit expenses to reasonable amounts.  

Reimbursable expenses include the following:

1. Fare for coach or economy class

2. Car rental fees for compact and mid-sized cars

3. Fares for shuttle or cost of public transportation for other ground travel

4. Cost of standard accommodations in economical hotels, motels, or similar lodgings

5. Cost of meals, no more lavish than would be eaten at the employee’s own expense.

6. Charge for fax, copies and similar services required for business purposes.  

7. Tips not exceeding 18% of the total cost of a meal.

When travel is completed, employees should submit completed travel expense reports within 15 working days.  Reports should be accompanied by receipts for all individual expenses.  

Abuse of this business travel expenses policy, including falsifying expense reports to reflect costs not incurred by the employee, can be grounds for disciplinary action, up to and including termination of employment.
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Subject: Purchasing Policy

Policy: To maintain and operate a facility such as PM requires a rather extensive budgeting process.

Procedure: To ensure that we maintain fiscal austerity all purchase orders over $100.00 must have prior approval of PM administrator.  The exceptions to this are nursing supplies, food orders and repairs.
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Policy & Procedure Manual 

Subject: In-service Training

Policy: Recognizing the importance of promoting the professional development of our employees, it is PM policy to assist this educational growth through offering in-service training.

Procedure: PM sponsored in-house programs are provided to inform and/or update personnel to ensure and maintain a quality level of resident care and to meet applicable local, state, and federal licensing, certification, and accreditation requirements.  

In-service education will be conducted at regular interval for all employees.    

Yearly mandatory sessions of all employees will include, but not limited to: fire-safety, infection control, body mechanics, abuse and resident rights and Blood Borne Pathogen policy.

In-service time will be paid by PM when the employee is required to attend, and these hours will be considered hours worked. 

Attendance at staff meetings and orientation is mandatory and will be compensated.  

In-service programs will be posted in advance.  Each employee is responsible for being informed of scheduling in-services.  

Inservice Director and department supervisors will keep all educational records and attendance sheets of in-house in-services in a separate education file.  

The professional employee is responsible for accumulating continuing education hours and maintaining a license by availing themselves of relevant available educational experiences.  The cost of the professional license is the responsibility of the employee.  The individual is responsible for maintaining their own records on a current basis.  

Plainview Employee





Policy # 6.1

Policy & Procedure

Subject: Meetings/Seminars

Policy:  It is the policy of PM to encourage employee’s professional growth and the development of management skills through financial assistance for approved seminars, conventions, etc., and for expenses incurred in the performance of duties.  

Procedure: The employee must be continuously employed and regularly scheduled to work.  The department head is responsible for choosing the most appropriate employee to attend the meeting.  

Full-time and part-time employees will be paid for hours spent at meetings and their driving time to and from plus mileage.

In all circumstances, the administration requests that the Manor vehicle be used when attending meetings unless previously scheduled.   

Types of meetings:

Management training for incumbent supervisory personnel and employees who are being promoted into supervisory positions.  


Seminars, institutes, conferences and conventions which are related to the 
individual’s profession, that are purely educational.
All requests should be submitted and must be approved by the department head and administrator.  The request should include the name of the individual attending, title of the meeting, program to be covered, location and inclusive dates, and a list of estimated expenses. 

Registration fees and other expenses will be paid by PM only within the limits of each department’s budget.

Upon return from the meeting, an expense and supporting paid receipts must be submitted immediately.

If the meeting, seminar, etc. is available in various areas of the country, the employee is required to select the closet location.  

A copy of the approved expense ticket will be filed in the Business Office.
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Employees who have attended a seminar may be requested by their department heads or administration to orally report to an appropriate department and provide new information learned.  They may be requested to conduct an in-service meeting if the seminar attended is particularly relevant to their department of job class.

Appropriate expenses for the meeting should be planned for in the annual departmental budget.

The professional employee is responsible for accumulating continuing education hours and maintaining a license by availing themselves of relevant available educational experiences.  The cost involved in obtaining the necessary CEU’s for a license is the responsibility of the employee.  The individual is responsible for maintaining their own records on a current basis.  

Certain positions may require more workshop attendance, this will be left to the discretion of the Administrator.  Workshops for all other staff will be at the approval of the Administrator if deemed necessary.  
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Subject: Honorariums

Policy: It is the policy of Plainview Manor to encourage employees to participate in activities such as teaching, delivering lectures, accepting speaking engagements and other job-related activities that may contribute to their professional development or may enhance the image of the health facilities.

The organization also recognizes that certain employees may have an opportunity to participate in consulting activities with other organizations and individuals.  Employees are permitted to engage in consulting activities so long as they do not conflict with the goals and activities of PM.

It is expected that the activities described above will be conducted so they do not detract from the employee’s ability to perform his/her assigned responsibilities.

Procedure: All employees of PM are eligible to participate in outside activities within the guidelines established in this personnel policy.

The employer retains the right to place certain limitations on the time available for an employee to conduct outside activities on the organization’s time.

Arrangements may be made for limited consulting to be conducted by an employee on PM time if it is deemed to be to the benefit of the organization.

All outside activities and honorarium involvement on behalf of PM must have administrative approval.

Any fees associated with outside activities will be dispersed by the Administrator.  
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Subject: Family Medical Leave Act
Policy: It is PM policy to grant leaves of absence to maintain continuation of service in instances where unusual or unavoidable circumstances require in employee’s absence.  Leaves are granted on the assumption that the employee will be available to return to regular employment when the conditions necessitate the leave permit.  Family leave of absence is provided to those eligible employees who wish to take time off from work to fulfill family obligations relating directly to care of children, spouse, or parent with a serious health condition or an individual that is pregnant or disabled.  It also covers up to 12 weeks of certain qualifying exigencies arising out of a covered military member active-duty status, or notification of an impending call or order to active-duty status, in support of a contingency operation.  Up to 26 weeks of leave in a single 12-month period to care for a covered service member recovering from a serious injury or illness incurred in the line of duty on active duty.  Eligible employees are entitled to a combined total of up to 26 weeks of all types of FMLA leave during a single 12-month period.  No unpaid leave of absence will be granted until all PTO and holiday leave is used.  

Procedure: Employees may request family leave only after having completed 90 days of service and duration of leaves of absence may only be required for periods up to the maximum of ninety (90) days.  The duration of the initial leave of absence, within established maximums, is optional and shall be determined and approved by the immediate supervisor and administration.  Leave extensions beyond maximums will be considered only in special cases and will require further approval from administration. 

PM provides disability leave of absence for eligible employees for personal mental and/or physical illness, hospice, continuing treatment by a health care provider, surgical and maternity, based on the recommendation of a physician.  Consideration will be given to assigning an employee to a different job or work environment to avoid the need for a medical leave of absence.  

The employee may continue on the job prior to the leave of absence as long as their performance is satisfactory, and their doctor approves.  The department head/supervisor may require medical certification stating that the employee’s health is satisfactory and that they can continue to work.  

PM will not discriminate against any employee who requests time off for maternity leave.  Requests for time off associated with pregnancy and/or childbirth (apart from medical disabilities associated with these conditions) will be considered in the same manner as any other request for an unpaid leave of absence.  
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Employees who wish to take time off due to the death of an immediate family member should notify their supervisor immediately.  You may be granted an unpaid leave of absence for bereavement leave.  The employee can utilize accumulated PTO.  PM defines “immediate family” as the employee’s spouse, 

children, parents (both immediate, step and in-laws), siblings and grandparents
Periods of absence of one week or less may be handled directly by the supervisor.  Leaves for longer periods of time are generally granted to employees who have completed one year of service.  In general, a leave of absence is considered a privilege.  In no instances are leave granted automatically but must be requested by the employee.  Granting leaves of absence should be administered with utmost discretion.  In granting a leave of absence, the employee’s service record and circumstances requiring the leave should be carefully examined.

Employees are eligible if they have worked for their employer for at least 1 year and for 1250 hours over the previous 12 months and if there are at least 50 employees within 75 miles.  

All requests for unpaid leave must be submitted in writing and approved by the administrator.  You must give one month’s advance notice except in cases of emergency.  No compensation will be paid during leave of absence.  The employer must maintain the employees Health coverage under any “group health plan.”  You may continue your health policy and other optional programs during an approved leave of beginning a leave of absence with the Business Department concerning payment of premiums.  Subject to the terms, conditions and limitations of the applicable plan, PM will continue to provide health insurance benefits for the full period of the approved family leave. Cash in lieu of for health insurance will be on hold unless, the employee has PTO to cover the time off.    

So that an employee returns to work can be properly scheduled, an employee on family leave is requested to provide PM with at least two (2) weeks advance notice of the date the employee intends to return to work.  PM does not guarantee the same or similar position or salary upon your return from an unpaid leave of absence.  However, PM will attempt to return you to a job which is comparable.  

If an employee fails to report to work at the end of the approved leave period, PM will assume that the employee has resigned, and notification will be sent to the employee.  

Plainview Employee 




Policy 7.1

Policy & Procedure Manual 



Page 3 
FMLA 12 month period calculation:

Employers may select one of four options for determining the 12 month period:

· calendar year

· - any fixed 12 month “leave year” such as a fiscal year, a year required by state law, or a year starting on the employee’s “anniversary” date

· The 12 month period measured forward from the date any employee’s first FMLA leave begins

· A “rolling” 12 month period measured background from the date an employee uses FMLA leave
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Subject: Military Leave of Absence

Policy: The personnel policies of PM and Section 9 of the Military Selective Act of 1967, provide a re-employment rights program for men and women who leave their jobs to perform training or service in the Armed Forces of the United States of America.

Procedure: You may be granted an unpaid leave of absence if you are inducted into or enlist in the Armed Forces of the United States or if you perform active or inactive duty with the Armed Forces while a member of a reserve component.  

You must present a copy of your service papers to your Department Head and/or Administrator as soon as you receive them so that necessary arrangements can be made.  

To be eligible for re-employment, the veteran must:


a. receives a certificate of satisfactory service.

b. notifies the personnel department of his/her desire to return to work within 90 days after discharge from active duty or under the six month program, notify the facility within 30 days after his/her release from active       duty.


c. be qualified to perform the duties of the position.
Based on current conditions, a veteran may be entitled to reinstatement of:


a. the position held before entry into military services or a comparable 
  
    position


b. the appropriate salary level and benefits for that position.  

Non-exempt employees on short-term training (summer camp, weekend reserve training, etc.) will not receive pay for training time.  They may elect to use PTO time.  

Exempt employees on short-term training (summer camp, weekend reserve training, etc.) who are absent from work and the entire work week, will receive no pay for the work week in which no work is performed.  They may elect to use PTO.  Exempt employees on short-term training (summer camp, weekend reserve training, etc.) that work part of their scheduled work week must be paid for the entire work week.  The amount received by the employee for military training may be deducted from the amount paid for the work week. 

In all respects, the military leave of absence will be applied in accordance with existing state and federal laws.  
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Subject: COBRA

Policy: The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employee and their qualified beneficiaries the opportunity to continue health insurance converge under PM’s health plan when a “qualifying event” would normally result in the loss of eligibility.  Some common qualifying events are resignation, termination of employment, or death of an employee; a reduction in an employee’s hours or a leave of absence; an employee’s divorce or legal separation; or a dependent child no longer meeting eligibility requirements.

Procedure: Under COBRA, the employee or beneficiary pays the full cost of coverage set by the insurance company.  PM provides each eligible employee with a written notice describing rights granted under COBRA when the employee becomes eligible for coverage under PM health insurance plan.  The notice contains important information about the employees’ rights and obligations.  
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Subject: Jury Duty

Policy: PM encourages employees to fulfill their civic responsibilities by serving jury duty when required.  All PM employees called for jury duty will be paid the difference between their regular pay and the pay for jury duty consistent with their regular scheduled work hours, excluding travel pay. 

Procedure: An employee will notify his/her supervisor immediately upon receiving notice of jury duty.

When jury duty assignments do not conflict with your work schedules you are expected to report for scheduled work.

If your jury duty jeopardizes resident care, the facility may request that you be released from jury duty.

After completion of jury duty, the employee will request a jury work statement from the jury clerk’s office.  This should be given to the supervisor.
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Subject: Flowers/Cards for illness/death/maternity

Policy: It is PM’s policy to send flowers and cards to wish a successful recovery in the event of an illness of an employee and certain family members, or to extend sympathy in the event of death of an employee or of their family members.

Procedure:  The Office Manager will order, upon notification, flowers/plant/or gift card to be sent to the hospital where the employee, employee’s spouse, or child is hospitalized, including maternity.  

In the event of an employee’s death or the death of a family member, as listed below, the Office Manager or Administrator will order, upon notification, flowers/plant or plaque and send it to the funeral home, church, or employee’s home as an extension of sympathy on behalf of the facility staff.

For purpose of this policy, family members include:

Spouse

Child including Step

Parents 
For other family members such as in laws- parents, brother/sister, grandparents, brother/sister in laws and grandchildren, a sympathy card will be sent to the employee on behalf of PM staff.  
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Subject: Job posting

Policy: It is the policy of PM to provide employees with an opportunity to apply for current job openings for which they believe they are qualified.  However, the job posting program is not intended to guarantee that an employee applying for a job opening will be promoted or transferred.

Procedure: Employees with at least six months services may apply for a position by filling out a transfer request and returning it to the Department Head that has the job posting.  The employee must also inform their current Department Head of the transfer request.

If the employee is selected and accepts the posted job, the employee cannot return to his former job until an opening exists.

Department Heads have the authority and should be promoted from within their own department if they feel departmental personnel have the necessary skills and abilities required for the position.

INTERNAL PERSONNEL PROCEDURE: As a vacancy occurs within the department, the department head should inform and give it to their department head.

Interested employees who feel qualified may apply for the posted job by completing an application and give to Administration.

All candidates will be evaluated for the posted job based on their performance, ability and desire to assume additional responsibilities and current skills compared to the skills required.  

Interviews with qualified candidates will be scheduled with the hiring Department Head at a convenient time for both.  The hiring Department Head will contact the present supervisors for references on their employees being considered for the position.  The hiring Department Head will then make an employment offer to the successful candidate and notify unsuccessful candidates.  If the offer is accepted, it will be confirmed in writing by the hiring Department Head.  Correspondence should include the job title, salary and date of transfer.  Copies of such correspondence should be filed in the employee’s personnel file.  
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Subject: Promotions

Policy: It is the policy of PM to promote from within each classification where qualified people are available and desire such promotion.  

Procedure: A promotion shall be defined as advancement in rank or position by an employee either within or outside of the classification or department.

In-house applications or requests for promotion will be considered and based upon the employee’s demonstrated work performance, knowledge and skills.

The Department Head will post notice of open positions by the timeclock.

Any employee wishing to be considered for a promotion must make written application with their respective department head.

If an employee transfers to a different position, she/he is subject to the three month evaluation period.  Benefits for this evaluation period will be uninterrupted.

All promotions will be subject to approval of the Administrator.  
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Subject: Transfers

Policy: PM will provide for the orderly transfer of employees between departments in order to enhance employee’s personal job satisfaction and development opportunities with minimum adverse effect on operations.

Definition: A transfer shall be defined as a position reassignment with or without job class change in a different department within the health facility.

Procedure: Any employee wishing to transfer from one department to another must have worked for the health facility for a minimum of six months and received a satisfactory performance rating for that period.

Administration is responsible for handling transfer and promotional requests for health facility employees.  An employee may informally discuss these possibilities by appointment in their respective departments.  Such discussion will be treated confidentially; however, before an employee is referred to another department, the present department head must be notified.  The fact that an employee has requested a transfer will not jeopardize the present position in any way.

All job openings will be posted by the timeclock.  No department head may approach an employee in another department regarding a transfer without first consulting with Administration and the appropriate department head.

Employees requesting transfer are given priority over outside applicants with relatively equal qualifications, subject to the approval of the transfer’s new department head.  The employee must fill out a transfer request and return it to the human resource prior to pursuing any job opening.

After an employee has been accepted for a new position, the maximum period of notice prior to the transfer date will be equivalent to that normally expected when an employee resigns exclusive of any PTO of time due.  Transfer must be officially cleared through the Administrator.

Unpaid PTO and holiday leave accrued in the former department at the time of transfer will be assumed by the new department.  

No employee will be considered for a second transfer between departments until one full year has been completed in the new job (ex. other than the original assignment).  The salary for the new position will be in line with current salary policy and rates for that position.  
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Subject: RIF- Reduction in Force

Policy: It is PM policy to establish a staffing adjustment procedure during low resident census that will enable us to reduce the labor force in a manner that has minimal adverse effects.  These periods of short duration will be referred to as RIF.  RIF is usually a temporary, short duration situation and is used instead of instituting a formal lay-off procedure.

Procedure: The Administrator will institute health facility wide RIF time for reasons such as low census, over budget and adverse finances.

RIF will be taken by an employee at the request of the health facility.

Benefits will continue to be earned during this time.  Only salary will be discontinued.

Return to regular staffing and work schedules will be at the discretion of the Administrator.

The employee can use earned PTO during the RIF period, discretion of the administrator.  
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Subject: Layoffs and Recalls

Policy: It is the policy of PM to establish a layoff and recall procedure and operate according to the system with respect to its labor force.

Procedure: The employee must be continuously employed and regularly scheduled to work.

A lay-off shall be defined as a period of time during which the employee’s services are not required by the health facility due to a lack of work, exclusive of RIF or daily staffing adjustments.  (See Policy # 11.0)

Employees to be laid off will be provided with advance notice of no less than seven (7) calendar days.

In reducing the health facilities labor force by a lay-off, the employee shall retain his/her original seniority date.

During a lay-off, the employee shall not accrue length of service benefits such as PTO and holiday leave nor will they lose benefits accrued before the lay-off.

Based on the most recent hire date, employees will be laid off in order as follows:

1. Temporary employees

2. Employees scheduled for less than 60 hours per pay period.

3. Employees are scheduled for from 60-80 hours per pay period.

An employee faced with the prospect of lay-off will have the right to displace another employee of less seniority on the following basis in the following order:


1. Within the employee’s current job class within the current department 
  
     based on job class seniority.


2. Within the employee’s current job class within the operating entity based 
    on job class seniority 


3. In another job class for which the employee is qualified in the current 
 
   department based on operating entity seniority.


4. In another job class for which the employee is qualified within the 
 
    operating entity based on operating entity seniority.

Employees shall be recalled in reverse order of lay-offs.
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Subject: Grievance and complaints

Policy: It is the policy of PM/WP to provide employees with an opportunity to present their complaint and to appeal decisions by management through a formal complaint and grievance procedure.  Employees will not, under any circumstance, be penalized for doing so.  PM/WP will try to resolve complaints with concern for employee’s needs as well as PM/WP’s needs.

Procedure: Any permanent employee, who is aggrieved as a result of the interpretation and/or application of the management policies, disciplinary action, alleged discrimination, unfair treatment, unsafe or unhealthy working conditions, shall have the right to use the Grievance Procedure.  

Institution of an appeal from dismissal, suspension, demotion, shall in no way affect the effective date of dismissal, suspension or demotion.
Grievance Procedure  



1. Present your grievance in writing to your Department Head.  You 

    must present your grievance within five (5) days of its occurrence 

    or within three (3) days of finding out about it.



2. Your Department Head will meet with you and attempt to solve, 

    
resolve or come to a decision on the grievance and make 

      

suggestions or recommendations.



3. If you are satisfied and accept your Department Head’s 




    recommendation, the grievance is over.

Disapproval of Recommendation



1. If you are not satisfied with your Department Head’s 


    
recommendation, you may request a discussion with the 


   
Administrator.  This request should be in writing and made within 

   
five (5) days after your meeting with your Department Head.

2. The Administrator will arrange a meeting with you within 5 days to discuss the grievance. 


3. The Administrator will then provide a short written answer 
 

    containing his/her recommendations and suggestions to you within 

    five (5) days of your meeting.  



4.If the employee is not satisfied with the decision of the 


 
  Administrator, the employee, within five working days, can file a 

   
claim with the American Arbitration Association, Regional Office, 
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230 West Monroe Street, Chicago, Illinois 60606.  There is a cost 

   for filing, which shall be paid by the employee, but refunded if the 

   employee wins the arbitration case. 

   

Exceptions to Procedural Steps
PM recognizes that there may arise certain circumstances in which it may be inappropriate for employees to pursue the resolution of a problem in the prescribed sequence.  Consequently, the following exceptions are instances where an employee may bypass steps to seek resolution of a situation by the next higher authority.  

1. If the complaint or problem involves a known or suspected violation of the law.


2. If the complaint or problem is clearly not within the authority of the 
        
    employee’s supervisor to resolve.


3. If the employee and supervisor mutually agree to bypass the superior’s   
    step.


4. If the nature of the complaint, problem or dispute involves or has been 
   
    caused by the employee’s supervisor, and the employee has reason to 
  
    believe the supervisor may be less than impartial.
Reports, records, and documents which reflect unfavorably on an employee shall not be placed in the personnel file without their knowledge.  In case of a discharge, resignation or retirement of an employee, a copy must be mailed to or signed by the employee before placed into the employee’s personnel file

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

Plainview Employee
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Subject: Disciplinary Action

Policy: It is the policy of PM that every department head counsels and instruct their employees in order to help them develop good work habits and a satisfactory job performance.  It is necessary that an employee knows what is expected in terms of performance and understands the health facilities policies and regulations.  The major purpose of any disciplinary action is to correct the problem, prevent recurrence, and prepare the employee for satisfactory service in the future.  The administration and department heads may carry out disciplinary action towards an employee for just cause.  

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

Reprimand: A verbal counseling session with the employee.  Even though verbal, the session should be documented and filed by the Department Head in the employee’s personnel file.

Written Warning: If it is necessary to counsel an employee for any reason that might ultimately lead to discharge, a written warning, signed by the employee. must be filed in their records.  If more than two warnings are given within a six-month period, it may be cause for dismissal.

Suspension: An employee will be suspended only once.  The next offense will be disciplined by discharge. (Without Pay) Any suspensions must be imposed in writing and dated.  It shall include reasons for suspension, corrective action needed, the number of work days the suspension will last, and that dismissal may be imminent if positive action is not taken to correct the deficiencies.  Employees placed on suspension without pay shall not be granted PTO and holiday leave.  

Discharge: An employee can be discharged if there is continued violation of conduct and rules of inability to perform required job functions in a satisfactory manner.  This decision will be made by the Administrator.

Immediate Discharge: Will occur with gross violation of conduct or rules.

No previous warning needs to be given in the case of a suspension or discharge due to gross misconduct.  See Policy #10.0
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Derogatory entries will not be entered in any employee’s record without giving notice to the employee.

All reprimands, warnings, suspensions, and discharges will be documented in the employee personnel file.  Suspension and discharge will only be permitted by the Administration and the appropriate forms must be filled out.  All suspension and discharges will be accounted for on a yearly basis.  
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Subject: Guide for Corrective or Disciplinary Action

Policy: It is PM policy to establish rules to insure a safe, pleasant working environment and to achieve an atmosphere that encourages high productivity and smooth business operations.

Procedure: VC-Verbal Counseling, WW-Written Warning, S-Suspension, D-Discharge, P-Probation, M-Misconduct

Attendance Problems



1st
2nd
3rd
4th
Absence without 

notification/authorization (1 day)


WW
D
-
-

Absence without 

notification/authorization (2 days)

D
-
-
-

Excessive absenteeism/tardiness


VC
WW
D

(Each occasion of absence = 1 pt


3pt        6pt     9pt

and each tardy = 1/2 pt

On the Job Behavior Problems


1st
2nd
3rd
4th

Refusal to accept or carry out


S
D
-
-

work assignment (M)

Disregarding Supervisory instruction

VC
WW
S
D

Failure to comply with 



VC
WW
P
D

Department dress code

Divulging confidential information (M) 

S
D
-
-

Abuse of rest or lunch period


VC
WW
S
D

Poor Quality of Work 



VC
WW
S
D

Smoking/chewing in unauthorized areas

VC
WW
S
D

Fighting





S
D
-
-

Failure to use safety devices


WW
S
D
-

Failure to use mechanical lifts


S
D

Failure to report injuries/



WW
S
D
-

disobeying work restrictions




Insubordination/Sarcastic Remarks

WW
S
D
Possession of weapons at work (M)

D
-
-
-

Unauthorized work



VC
WW
P
D

Passing medication without certificate/licensure
S
D

Providing medication to be passed to non-
S
D

Certified or licensed staff

Refusing to wear mask appropriately (Covid)
VC
WW
S
D
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Drugs or Alcohol Problems (M)


1st
2nd
3rd
4th

Possession of narcotics or alcohol at work
S
D
-
-

(excluding doctor’s prescriptions)




Use of Narcotics or alcohol at work

S
D
-
-

Reporting to work the under influence of 
S
D
-
-

narcotics or alcohol.

Refusing to submit to lab tests


S
D
-
-

for suspected narcotic or alcohol



Positive Random Drug Screening


D

Behavior Relations to residents, Visitors 
1st
2nd
3rd
4th

and Volunteers

Physical mistreatment (M)


D
-
-
-

Failure to report resident injuries (M)

S
D
-
-

Eating food from resident trays/snack cart
WW
S
D
-

Mental or emotional mistreatment (M)

D
-
-
-

Abuse- 7 Types (investigation done)

S
D

Failure to follow Social Media Policy

W
S
D
Dishonesty and Related Problem

1st
2nd
3rd
4th

Theft under $25 (M)



S
D
-
-

Theft over $25 (M)



D
-
-
-

Falsifying employment records or reports (M)
D
-
-
-

Willful damage to Health Facilities property (M)
D
-
-
-

Punching another employee’s timecard

WW
S
D
-

Falsifying work or resident records (M)

D
-
-
-

Other Problems- Outside Activities

1st
2nd
3rd
4th

Unauthorized soliciting



VC
WW
S
D

Outside criminal activities (convicted of felony)
D
-
-
-

Failure to remove garnishment of second 

indebtedness within 10 days


VC
WW
P
D

* In all cases, the Administrator has right for final determination.
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Corrective Action- Performance Problems

You will be apprised of your performance on a regular basis.  If problems develop, you will be counseled immediately so that you can remedy the problem.  If your performance continues to decline, the supervisor will meet with you for more formal counseling.  This counseling will be documented as a written warning.  The improvements expected will be discussed and documented in writing for you.  A time period for improvement will be established.  This time period will extend for NO MORE than 30 days.

If you do not show improvement within the timetable established during this counseling, your supervisor will again meet with you for counseling.  You will be informed that your job is in danger unless improvement is forthcoming.  You will be placed on probation for a period of NO MORE than 30 days with a clear understanding of what improvement is expected within that period.  If the outlined improvement is not shown within the probationary period, you will be discharged.  An employee who demonstrates the outlined improvement with the given time frame may be allowed to continue their employment with the health facilities.  If within the twelve-month disciplinary period, however, your performance declines to where it warrants disciplinary action, your supervisor will move on to the next disciplinary level without repeating the level of corrective action previously given.  These procedures would also be at less than a satisfactory level.  If you receive corrective action for performance deficiencies, you will not be eligible for a merit increase.

Note: This is a guide only.  PM’s Corrective or Disciplinary Action Policy allows for variation in the disciplinary action depending on the severity, intent and frequency of the offense and the harm which may result from it to the PM.  
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Subject: Smoking

Policy: PM are no smoking/chew facilities.  In order to promote a safe, healthy and productive environment as possible for our residents, their families and visitors, employees, volunteers and medical staff members, PM will restrict smoking within our health facilities.  

Procedure: Employees, general public, medical staff members and others will not be allowed to smoke anywhere within the health facilities or their properties.  They will, however, be allowed to smoke only outside in designated areas during breaks.  

All employees are responsible for enforcing the PM regulations for residents, their families, and visitors.  PM management and staff are responsible for enforcing this regulation.  Any person breaking these regulations should be dealt with in a firm, but courteous and tactful manner.  

The purpose of this policy is:

- to comply with the Nebraska Clean Indoor Air Act,

- to conform to local fire regulations and standards for residents’ safety.  

- to maintain as clean and healthy an environment as possible for the recovery and care of the residents.  (no oxygen concentrator/tanks can be anywhere near smoking area)
- to minimize the discomfort of residents, their families and visitors, employees, volunteers and medical staff, whose tolerance for smoke is limited due to medical, personal, or other reasons.

Nebraska Clean Indoor Air Act 2008 requires indoor workplaces in Nebraska to be smoke-free effective June 1, 2009.  The purpose of the act is to protect public health and welfare by prohibiting smoking in public places of employment.  A person who smokes in a place of employment or a public place in violation is guilty of a class V misdemeanor (max $100 fine) for 1st offense and class IV misdemeanor (min $100 and max $500) for second and subsequent offense.  

Any single break that is over the permitted/allowed 15-minute break, staff will be automatically considered to have abandoned their shift.  

Breaks- our residents always have first priority.  Since breaks are paid, you will still be on call if needed.  Break time is figured from the time of leaving the workstation to time of return.  Breaks may NOT be added together.  15-minute breaks may be canceled when resident cares or work has not been competed as scheduled for the day.  Staff may only leave the premises during the lunchtime break (35 min).  35-minute breaks should only be taken in breakroom or outside, no employee shall take a 35 minute at their desk, workstation or within site for visitors/residents to see for misconception.  Workstations to include 
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desks and nurses’ stations should remain free of any food due to infections control.  Staff are encouraged to utilize the breakroom.  
If you are scheduled for a 12.5-hour shift and are not allowed a unpaid 35 minute break.  You will be allowed to take up to 3 paid breaks to not exceed a total of 30 minutes.  

OUTSIDE BREAKS

There has to be one licensed professional nurse inside the facility at all times, with the exception, if there is only one licensed professional on duty, then that licensed nurse must inform another nursing staff member of their whereabouts.   There should not be more than one employee taking a smoke break that has the same job description.  All employees who take a 15 minutes (optional break) outside should report to the charge nurse so that the facility can obtain you if the need arises.  You will also need to let your department co-workers know that you are exiting the facility for your 15-minute break.     

Any employee found breaking this regulation should be dealt with in the following manner:


First Offense- Verbal warning.     

Second Offense- Written warning and paid minimum wage.
Third Offense- Probation, only allowed 1 (15 min) break in a 8 or 12 hour and paid minimum wage

Fourth Offense- Subject to Disciplinary Action 
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Subject: Telephone and Mailing System/Computers/Cellular Phones
Policy: It is PM policy that the use of telephone and mailing services is not permitted for personal use

Procedure:  Personal use of telephones for long-distance and toll calls are not permitted.  Employees should practice discretion in using PM telephones when making local personal calls.  Personal calls are to be made on off-duty time or breaks and should be brief.

Personal calls should be made only in case of emergency.

Long Distance calls are not to be charged to the PM.  Any calls that can be traced to the individual and that are not PM related will be billed to the user.  

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

PM/WP recognizes that cellular phones have become an integral part of everyday life.  Despite benefits, personal cell phones may cause problems in the workforce: employees can be distracted from their work, cost the facility labor time when in use, disturb colleagues by speaking on phone, cause HIPAA violations or cause accidents.  
PM/WP will NOT allow:

1. Cell phones camera or video recording on confidential information on staff or residents
2. Speaking on their phone within presence of a resident, resident family or earshot of colleagues working space/nurse’s station
3. Play video games/video’s when work is to be done/call lights to be answered (remember resident need 1:1, cleaning are always options)
4. Use their cell phone while driving company vehicle.
Proper use of cell phone in workplace:  Employees can benefit from using cell phone.  PM/WP will allow: Employees are allowed to use their phones to:

1. Make business call (should not be used to text another coworker while in the same building)
2. To check important messages

3. Make BRIEF personal call away from their working space/nurse’s station of colleagues/ residents/resident families
Cellular phones must be left silent or vibrate.  Cellular Phones should only be allowed for usage during your 15-minute break (please remember a 15-minute break is a benefit not required by hour and wage law and if you are needed you must and will return back to work).  Cellular phones may also be used on and 35-minute paid break.  Please remember that while on cellular phone in the break room or outside at the break location, conversations must remain appropriate at all times and not on speaker phone. Cellular phone can be used in company vehicle while stationary.        
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     Staff cellular phones usage for photography or recording of any resident is strictly prohibited unless approved by the Administration.  All residents sign a consent upon admission if they wish to have any photo or names posted on the facility website/Facebook/social media.  All residents shall be free from all types of abuse, including mental abuse that can be caused by usage of cellular phones, cameras, smart phones or other electronic devices that take photography or videoing.  All unauthorized photographs/videoing by on duty or off duty staff can never be taken, kept or distributed through social media networks or multimedia that are demeaning or humiliating of residents.  
Routine monitoring by internal designated staff members will take based on a daily/weekly basis.  If a staff member is found guilty of performing these tasks, a staff to resident abuse investigation will be performed and disciplinary action will be held.  
     PM/WP retains the right to monitor employees for excessive or inappropriate use of their cell phone.  If an employee’s cell phone usage causes a decline in productivity or interferes with our operations, PM/WP will ban that employee from using their cell phone.  

     Employees may face severe disciplinary action up to and including termination in cases when they cause a security breach, violation our confidentiality policy, case accident by using cell phone. Termination of employment is at the discretion of the Administration based on the finding of the abuse investigation.  Any staff members witnessing any of the above action, must report to Administration immediately.    
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Subject: Sexual Harassment

Policy: To protect employees from objectionable verbal comments, gestures, or physical acts of a sexual nature.  

Procedure: Any conduct can result in undermining the integrity of the health facilities and result in harmful consequences to its victims.  A person has a right to work in an environment free from sexual harassment of any kind.  Sexual harassment can be a direct or implied promise of improved working conditions, better work assignments, promotions or the threat of an employee continued employment.

Actions, words, jokes, or comments based on an individual’s sex, race, ethnicity, age, religion, or any other legally protected characteristic will not be tolerated.  

Any person who is being subjected to sexual harassment should report the problem immediately to their supervisor and administrator.  All such complaints should be submitted in writing and will be handled in total confidence without fear of reprisal. 

Anyone engaging in sexual or other unlawful harassment will be subject to disciplinary action, up to and including termination of employment.  

Rape/Spouse Abuse- 402-475-7273

Adult Abuse- Nebraska Health and Human Services- 800-652-1999

National Labor Relations- Personnel- 402-471-9856
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Subject: Resident Abuse & Neglect



Policy:  All employees of the facility are responsible to protect and prevent resident abuse from occurring.  This includes resident to resident, resident to staff and staff to resident abuse.  

     Resident abuse includes any intentional or negligent act or omission which results in mistreatment; neglect; misappropriation of resident’s property; physical, mental, verbal, or sexual abuse; or involuntary seclusion of a resident. 
For this policy, “resident” is defined as an in resident or out resident of the manor or assisted living.  Abuse means any knowing or intentional act on the part of a caregiver or any other person which results in physical injury, psychosocial harm, unreasonable confinement, cruel punishment, sexual abuse, or sexual exploitation of a vulnerable adult.  
TYPES OF ABUSE OR NEGLECT:


1. Verbal abuse: is defined as any use of oral, written, or gestured language that willfully includes disparaging and derogatory terms to residents or their families, or within their hearing distance, regardless of their age, ability to comprehend or disability.  Examples of verbal abuse include but are not limited to threats of harm; and saying things to frighten a resident, such as telling a resident that she will never be able to see his/her family again, telling a resident that they are a liar or resident stating staff are mean to them.

2. Sexual abuse: Sexual abuse includes, but not limited to, sexual harassment, sexual coercion, or sexual assault.  Sexual exploitation includes, but is not limited to, unlawful intrusion causing, allowing, permitting, inflicting, or encouraging a vulnerable adult to engage in voyeurism, in exhibitionism, in prostitution, or in the lewd, obscene, or pornographic photographing, filming or depiction of the vulnerable adult. 


3. Physical abuse: Shall mean damage to bodily tissue caused by non-therapeutic conduct, including but not limited to, fractures, bruises, lacerations, internal injuries, or dislocations and shall include, but not limited to, physical pain, illness or impairment of physical function.  To include hitting, pulling hair, slapping, pinching and kicking, rough with cares/positioning.  It also includes controlling behavior through corporal punishment.


4. Mental abuse: Mental abuse is defined as verbal or nonverbal conduct which causes or has the potential to cause the resident to experience humiliation, intimidation, fear, shame, agitation, or degradation.  Examples include, but not limited to, humiliation, harassment, threats of punishment or deprivation, or the taking of photographs or recording of residents that are demeaning or humiliating using any type of equipment and keeping or distributing them through multimedia messages or on social media networks.   


5. Involuntary seclusion: is defined as separation of a resident from other residents or from his or her room or confinement to his or her room (with or without roommates) against the resident’s will, or the will of the residents’ legal 
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Representative.  Emergency or short term monitored separation from other residents will not be considered involuntary seclusion and may be permitted if used for a limited period of time as a therapeutic intervention to reduce agitation until professional staff can develop a plan of care to meet the resident’s needs. 


6.  Misappropriation of Property:  Misappropriation of resident property means the deliberate misplacement, exploitation or wrongful, temporary or permeant use of a resident’s belonging or money with the resident’s consent.  Exploitation means the wrongful or unauthorized taking, withholding, appropriation, conversion, control or use of money funds, securities, assets, or any other of property of a vulnerable adult or senior adult by any person by means of undue influence, breach of fiduciary relationship, deception or extortion, intimidation, force or threat of force, isolation, or by any unlawful means or by the breach of fiduciary duty by the guardian, conservator, agent under a power of attorney, trustee, or any other fiduciary of a vulnerable adult or senior adult.  Misuse or theft of resident or employee property. Includes but not limited to eating of resident’s food/candy, wearing resident clothing, taking of resident financial funds.  If a resident’s item of property/belonging get accidently broken, this item must be brought to Administrator/Social Services Office with a note and signature to be documented, notification to family and then destroyed if necessary and approved by resident/family member.  

7. Neglect- The Failure of the facility, its employees or service providers to provide goods and services to a resident that are necessary to avoid physical harm, pain, mental anguish, or emotional distress.  Shall mean any knowing or intentional act or omission on the part of a caregiver to provide essential services or the failure of a vulnerable adult, due to physical or mental impairment, to perform self-care or obtain essential services to such an extent that there is actual physical injury to a vulnerable adult or imminent danger of the vulnerable adult suffering physical injury or death.  Neglect means failure to provide goods and services necessary to avoid physical harm, mental anguish, or mental illness.  Example: telling a resident to “just wet themselves or bed.”       

Injury of Unknown Origin- An injury should be classified as an “injury of unknown origin” when both of the following conditions are met:

· The source of the injury was not observed by any person, or the source of the injury could not be explained by the resident. AND
· The Injury is suspicious because of the extent or the location of the injury or the number of injuries observed at one particular point in time or the incidents of injuries over time.
Screening


1.  All employees will receive a license status verification via the state board licensure/registry for that particular practice.

2.  All potential employees will have documentation of reference checks from previous/current employers or other appropriate references.




3.  Plainview Manor will not employ or continue to employ anyone that has any 
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history of documented resident abuse or has subsequently been found guilty of any abuse.   
Training

1.  All employees will be required to attend training through orientation and annual in-services on issues related to abuse prevention/intervention.  This will include:

a.  Appropriate interventions to deal with aggressive and/or catastrophic reactions of residents.

b.  How staff should report their knowledge of allegations without fear of reprisal.

c.  How to recognize signs of burn-out, frustration, and/or stress that may lead to abuse.

d.  What constitutes abuse, neglect, and misappropriation of resident property.

e. Hallucinations vs Abuse- still investigated and reportable to APS/DHHS
Prevention

1.  Residents will be given verbal or written information on how, and to whom, they may report grievances without the fear of retribution.  

2.  Employees will identify, intervene, and correct situations in which abuse, neglect and/or misappropriation of resident property.  This includes assessment of the resident’s environment, adequate staffing to meet resident needs and supervision of staff to identify inappropriate behaviors.

3.  Residents will be continuously assessed and monitored in order to identify needs and behaviors which might lead to conflict or neglect.

Procedure:  

Staff member to Resident Abuse


A. If abuse or suspected abuse occurs, the employee, resident, or visitor that learns of the abuse must notify the charge nurse, the Director of Nursing, Social Services and/or the Administrator immediately (within 2 hours) and complete Report of Abuse Form. This is to be filled out by the person suspecting abuse or being witness to any abuse.  The abuse form will include the name of the resident, name of the staff member allegedly abused, date of incident, what allegedly occurred and if witnessed and by whom.

     B. An investigation of the incident will be conducted by the Director of Nursing and Social Services and the Administrator.  This investigation will be simultaneous to the incident and include who was interviewed (staff & residents), content of the interview, resident diagnosis, ADL capabilities and if interview able, resident reaction if able to obtain and any circumstances surrounding the incident.  


C. The following agencies must be called immediately, whether the facility feels the allegation is substantiated or unsubstantiated:


1. Administrator or designee and Director of Nursing (immediately)

2. Nebraska Department of Health and Human Services, Facility 
    

    Investigation Program: 402-471-0316; Fax 402-471-1679 or 402-742-2389
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3. Nebraska Department of Social Services, Adult Protective Services 
1-800-652-1999 within 24 hours- document who you have spoken to at APS or ask for Julie Hippen or Greg Brockmeier at 402-471-9310

4. Plainview Police Department: 911 or 582-3400 if injury or sexual 

    abuse has occurred to the resident or a Crime.

5. Nebraska Department of Health and Human Services, Regulatory      Compliance Investigations Service: 402-471-0175, if staff member                 allegedly abusing is a licensed professional


Note: The long-term care ombudsman may be called in some cases at                       
1-800-942-7830 or Rita Sparr Local Ombudsman at 1-800-672-8368

D. The report of the investigation should be completed within five working days.  If additional time is needed to finish the investigation, call the Nebraska Department of Health and request additional time. E-Mail: dhhs.healthfacilityinvestigations@nebraska.gov

E. The person who reports the abuse or suspected abuse will cooperate with the Director of Nursing, Social Services and Administrator’s investigation.  In the event this person feels the incident is not being reported or investigated, the staff members should call the above agencies themselves.  Any employee who reports a crime or abuse is prohibited from retaliation from the facility or other employees.  

F. The staff member allegedly abusing the resident will be suspended, if indicated, from work during active facility investigation.  After active investigation completed and the allegations are found to be unsubstantiated the employee may be allowed to return to work and will be compensated for scheduled hours while under suspension. 

         If substantiated, the employee will be discharged, and the appropriate agency or licensing board will be notified.  


G. All forms of Abuse will be brought to QAPI/QAA Committee to determine if investigation was conducted, whether the resident is protected, risk factors and any further actions is needed.  

Resident to Resident and Resident to Staff Abuse


A. Resident to resident abuse is any incident that is suspected to be an intentional or negligent act to omission which results in a resident being physically injured; being unreasonably confined which results in physical injury, being sexually abused; exploited; or not having proper food, shelter, or supervision.


B. The staff member that learns of the resident-to-resident abuse must report the incident to the charge nurse and complete: Abuse Investigation Form: marking Resident to Resident Abuse.


C. The charge nurse must question the residents involved if possible and document the interview on the resident-to-resident occurrence.  Any witnesses should also write down their observation on a separate piece of paper.


D. Documentation of the incident should also be done in Progress Notes recounting the known and observed facts of the incident and what was done to intervene or to prevent further incidents.
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E. The charge nurse must notify Adult Protection Services within 24 hours.  
Adult Protection Services at 800-652-1999.  


F. Charge nurse will also notify one of the following: DON, ADM and SS
Injuries of Unknown Origin

A. Injuries that involve large bruises or bruises in suspicious parts of the body, 
or skin tears, lacerations, or other injuries for which there is no known cause and for which abuse is suspected need to be reported to the charge nurse and documented on a Skin Occurrence and in the Progress Notes. All injuries 
of unknown must be faxed/e-mailed to the state of Nebraska for further investigation.  
Any injury resulting in possible fracture, laceration, stitches must be notified to the Administrator within (2) two hours and notification to APS.  

B. The charge nurse must notify the Director of Nursing, Social Services, and the Administrator of the incident.  They will conduct an investigation and fill out injuries of unknown source and report to the Nebraska Department of Health- Facility Investigation 402-471-0316 or fax 402-471-1679, e-mail: dhhs.healthfacilityinvestiations@nebraska.gov, if abuse is suspected.


C. The Director of Nursing, Social Services and the Administrator or charge nurse will complete the INJURIES OF UNKNOWN SOURCE CHECK SHEET as part of the facility internal investigation process.  If after completion of the internal investigation, a logical reasonable or unreasonable explanation of the source if injury cannot be determined, the Director of Nursing or Administrator will notify the Nebraska Department of Health- Facility Investigations Regulation and Licensure: 402-471-0316 or fax 402-471-1679 or 402-742-2389 or e-mail: dhhs.healthfacilityinvestigations@nebraska.gov.  If at any time during the internal investigation there is reason to suspect the injury was caused by abuse/neglect, a report must immediately be made to Adult Protective Services.  


D. All skin occurrences/Injuries of Unknown Origin will be faxed to medical provider for notification.  Nursing Staff will also notify family or responsible party.  
** See Forms at the Nurses Station
Plainview Employee 
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Subject: Nepotism

Policy: It is the policy of PM that employment decisions of relatives should be closely monitored.  For this reason, the health facilities had adopted not only an affirmative action plan, but also this policy statement relating to the employment of relatives of employees of the health facilities.  

Procedures: Employees should neither initiate nor participate in, directly or indirectly, decisions involving a direct benefit (initial employment or appointment, retention, promotion, salary, course or work assignments, research funds, etc.) to member of their immediate family without administrative approval.  

Members of the same immediate family will not be allowed to work within the same department without administrative approval.

Confidentiality of records may make it inappropriate to have a member of the immediate family of an employee in a particular job at the health facilities.  For example, it is usually inappropriate for someone to hold a job providing access to confidential records concerning the performance or qualifications of a member of the employee’s immediate family.

For the purpose of this policy statement, immediate family includes spouse, son, daughter, (including stepchildren), parents (including stepparents), brother or sister (including stepbrother or stepsister).

This policy applies to all categories of employment at the health facilities.  
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Subject: Confidential Information

Policy: It is PM policy that all information of a medical or business nature concerning residents, doctors or employee be considered strictly confidential and personal.  Under no circumstances will such information be discussed with any unauthorized person(s) either inside or outside the health facilities.

Procedure: Disclosure of confidential information can be released only through the following channels:


All requests for nonmedical resident information must be routed to Medical 
Records or Business Office.  All current medical information requested by 
family should be directed to the charge nurse.  


Personnel information requests must be routed to the Human Resources or 
Administrator. 


Media requests must be directed to the Administration.


Misuse of this policy will result in disciplinary action or dismissal.  
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Policy # 9.8

Policy & Procedure Manual


Subject: Alcohol, Drug and other Chemical Abuse

Policy: It is PM policy that employee use of alcohol/drug/chemicals on the job and/or appearing for duty under the influence of alcohol/drug/chemical is a potential hazard to the safety and welfare of residents and other employees and will not be tolerated.

Procedure: While on PM premises and while conducting business-related activities off PM premises, no employee may use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs.  If an employee is suspected of using it while on the job, it should be reported to their department head or person in charge of authority for the particular shift.

PM recognizes that alcoholism/drug/chemical dependency is a treatable illness.

Employees using or under the influence of alcohol/drug/chemical, or their effects, on the job will be:

- released from duty for the remainder of their shift and advised or required to obtain a complete assessment interview from a qualified counselor and obtain treatment recommendations.  

*All employees are also subject to random drug/alcohol test via blood/urine, which will be done under a licensed professional at the cost of the facility unless, notification is positive then at the cost of the employee which will be deducted from their final paycheck and/or...

- released from duty for the remainder of the shift and warned in writing that a repeat of this situation will require a medical leave of absence to enter a complete treatment program and/or...

- immediately suspended

- Employees who refuse to enter a treatment program, obtain an assessment interview or perform a drug/alcohol test under the conditions noted above or who, after completing a course of treatment, do not remain free of alcohol/chemicals as such, may affect their work and will be terminated because their own illness constitutes a safety hazard to others.   
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Policy # 9.9

Policy & Procedure Manual 

Subject:  Security Inspections

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

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

PM likewise wished to discourage theft or unauthorized possession of the property of employees, PM, visitors, and customers.  To facilitate enforcement of this policy, PM may inspect not only desks and lockers but also persons entering and/or leaving the premises and any package or other belongings. 
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Policy # 9.10

Policy & Procedure Manual

Subject: Solicitation and Distribution of Literature/Goods

Policy:  It is the policy of PM that any solicitation activity (charitable, political, union, etc.) must not interfere with our function of providing health care to our residents.  Disturbing residents, interfering with the work of our employees and littering will not be tolerated.  

Procedure: Except for activities related directly to the health facilities, PM employees may not orally solicit other employees to join or contribute to any organization, fund, activity, on PM premises.  However, this may be done during your break times/lunch as long as it doesn’t interfere with others working.  In no instance should visitors or residents be solicited.  

Except for activities related to Administrator approved health facilities employees’ program, employees may not distribute written materials on the health facilities property if it interferes with resident care, impedes access to resident care areas or results in littering or safety hazards.  

Off duty employees and non-employees may not come on the health facilities property to solicit or distribute literature on behalf of any organization, fund, activity, or cause.

Official Bulletin Boards are to be used only for the posting of material related to the operation and objectives of PM.  This material is restricted to those items posted with prior knowledge and approval of the Business Office.  The breakroom bulletin will be designated for use of personal business.  

No employee is allowed to accept any type of gifts from a resident or their family.  
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Policy # 10.0

Policy & Procedure Manual




Subject: Termination

Policy: It is the policy of PM to provide an orderly and efficient procedure for separation of employment from the health facilities.

Procedure: In order to remove an employee from the payroll, the supervisor must submit the Resignation Notice or Termination Notice to the Business Office.

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) give employees and their qualified beneficiaries the opportunity to continue health insurance for a period up to 18 months after the termination date by paying the health insurance premiums.    

All employees must visit the Business Office and complete the required separation notice before leaving employment.

All accrued, vested benefits that are due and payable at termination will be paid, on the following pay period.  (This is in accordance of the wage and hour law.)    
The health facilities name tag, keys and personnel handbook must be returned to the Business Office on the last day of employment. 
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Policy 10.1

Policy & Procedure Manual

Subject: Dismissal

Policy: It is the policy of PM to provide an orderly and efficient procedure for dismissing an employee from the service of the health facilities.  

Procedure: The health facility retains the right to discontinue the employment of any employee

Supervisors should discuss an involuntary termination with the Administrator before the employee is terminated.  Only the Administrator has the authority to terminate employment.

All discharges must be documented with a termination notice.

No notice will be given to an employee who is dismissed for a good cause.

All employees will receive a seven (7) day advance notice of termination due to reduction in work force.

The final paycheck will be mailed out on the payroll following the dismissal.

All procedures listed under Termination Policy # 10.0 apply. 
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Subject: Resignation

Policy: It is PM policy to provide an orderly and efficient procedure for the voluntary act of resigning from the employment of the health facilities.

Procedure: Supervisory employees: Director of Nursing, Department Heads, RN’s & LPN’s are required to give one month’s notice.  All other employees are required to give three weeks’ notice by submitting a letter of resignation.

If the employee fails to give proper notice of intent to resign, they shall be subject to remaining paid out benefits.  

All employees who terminate shall speak with the Administrator before their last day of employment.
The actual results of the interview are to remain confidential.  Constructive information received will be shared with the Department Head in a generic fashion.

All employees who reapply for a position within six months of resignation (final scheduled day worked) are subject to rehire.  The employee will then be considered as an on-call employee and on a leave of absence.  Any employee wishing to go to prn/on-call status or change from full time to part time status must provide proper notice, according to above.  Employees will not have new background checks: criminal, child/adult abuse, sex offender, OIG and reference checks performed. Initial hire date will be utilized as part of their employee file.  (Employees are subject to six-month delay in evaluation).  Previous employee files will be reviewed and any new documents will be presented and signed by the employee.  
The final paycheck will be mailed out on the payroll following the resignation.

All procedures listed under Termination policy number 10.0 apply.  
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Policy # 10.3
Policy & Procedure

Subject: Exit Review

Policy: A confidential interview will be conducted with each terminating employee for the purpose of determining the exact reason of termination as well as documenting impressions of constructive comments that may improve the working conditions at the facility.

Procedure: The exit interview will afford an opportunity to discuss such issues as employees’ benefits, conversion privileges, return of PM owned property.  

Suggestions, complaints, and questions can also be voiced.  

The Administrator shall decide for the exit interview.

Prior to the actual interview, the employee will fill out an exit questionnaire.

At the time of the interview, all paperwork will be completed (separation notice, insurance, etc.)
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Policy # 10.4
Policy & Procedure Manual

Subject: Unemployment 

Policy: In compliance with the law, it is PM policy to participate in the Nebraska Unemployment Program.

Procedure: Employees who are terminated without good cause may be eligible to receive benefits under employment compensation.

The employee must apply for benefits at the local Employment Services Offices.  
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Policy & Procedure Manual

Subject: Reference Checks

Policy: PM may be held liable for any harm caused by release of false, negative, or judgmental information about present or former employees.  Therefore, to limit this liability, reference information will be provided only by Human Resources and the Department Head of the department in which the employee works or worked for.

Procedure: Information will be given to prospective employers via the telephone or mail.  Information released to prospective employers will be limited to the following:


Job Title


Department


Dates of Employment


Authorized Hours

In addition, salary information will be made available to banks, mortgage companies, credit card companies, etc., only when a release, signed by the employee accompanies the request.  
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Subject: Health Insurance

Policy: It is PM policy to assist employees in meeting their insurance needs.

Procedure: PM has a group health insurance plan which all full time (30 hours a week) employees are eligible for.  

Plainview Manor will contribute the required amount according to the Affordable Care Act towards your insurance premium.  

Current as of October 1, 2023
The following is the amount that the employee will pay each paycheck:
Option 




Aetna PPO 


Aetna PPO 
 




$2750 Deductible-70%

$9100 Deductible-100%
Single


$142.00


$75.00
Employee Plus Spouse
$245.00


$225.00
Employee Plus Child(ren)
$196.00 


$185.00
Family


$343.00


$335.00
Employees who wish information on the health facilities group insurance plan should contact the Business Office for more details.  

Any Full-Time employee that has health insurance benefit must work at least 30 hours or more per week or utilize an available/eligible PTO to cover hours missed.   If an employee does not have any PTO, they will be subject to work the next shift (days/evening/nights) that comes open.  If the employee has health insurance but has not worked the six months for eligible PTO, accrued PTO will be used to cover hours up to 30 hours for health insurance benefit coverage.    
· If an employee has other Group health insurance or Medicare coverage, cash in lieu will be given as a employee benefit in the amount of $69.23
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Subject: Meals and Breaks

Policy: It is the policy of PM and, in compliance with the Fair Labor Standards Act, to provide all employees with rest and/or meal periods.

Procedure: Meal periods are scheduled and staggered to suit the work needs of the Department.  There is usually one 35-minute break during each eight (8) hour shift and a 15-minute (total) break during each four (4) + hours work period

Employees must complete the meal check sheet located outside of dietary for their daily meals.  Human Resource will collect the employee meal at the end of the two-week process and perform a payroll deduction from those employees it pertains to.

Manor Prices 

Breakfast- $5.00
Lunch- $5.00
Supper- $5.00
     You must sign up on the manor kitchen bulletin board for breakfast by 8:00 a.m., noon meal by 9:15 a.m. and 5 p.m. for the evening meal.  

If you eat a meal and fail to write your name on board, you will be charged for this.  Eating food/snacks from the dietary department and not being charged is a disciplinary action.  

Refreshments and snacks are available in the vending machines in the basement.  Bag lunch may also be brought to the employee dining room.  A microwave and refrigerator are also provided.  

Break Times Approximately For Nursing & Dietary Staff As Followed:

 Day CNA- 10:45 a.m.-11:20 a.m.= 2
     Day Nurse- Stagger with DON
11:20 a.m.- 11:55 a.m.= 1           Night Nurse- Stagger if another                                                                                                                               nurse in the facility






        AL Staff- 10:55 a.m.-11:30 a.m.,  
Evening CNA- 5:00 p.m.-5:35 p.m. = 1

if able to 


       5:35 p.m.- 6:10 p.m.= 1









        AL Staff- 4:00 p.m.-4:35 p.m.,
Night CNA-     3:00 a.m.-3:35 a.m. =1

if able to 


      3:35 a.m.- 4:10 a.m. =1


Dietary Day Aide- 10:50 a.m.-11:25 a.m.


       Evening Cook- 4:00 p.m.-4:35 p.m.


       Evening Aide- 4:35 p.m.- 5:05 p.m.
*All Nursing Staff should be back by resident mealtime.

***** THERE WILL BE THREE NURSING STAFF ON THE FLOOR AT ALL TIMES. (Exclusion: Night & Assisted Living)
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Policy #  11.2

Policy & Procedure

Subject: Parking

Policy: It is the policy of PM to provide on-site parking to its employees based on availability.

Procedure: No parking is allowed near the ambulance entrance.  Parking should be done behind the nursing home is designated staff areas.  

Staff are to park within the yellow painted lines and refrain from the visitor parking which is indicated with white lines and the grass.  You may move your vehicle to the front after 5:00 p.m. if no evening activity is taking place.  
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Subject: Visiting Hours

Policy: To provide for the safety and security of employees and the facilities at PM, only authorized visitors are allowed in the health facility.  Restricting unauthorized visitors helps maintain safety standards, protects against theft, ensures security of equipment, protects confidential information, safeguards employee welfare, and avoids potential distractions and disturbances.  

Procedure: For visitors visiting residents in the health facility, proper rules of etiquette must be observed at all times.  Visitors must not interfere with the duties of the professional staff.  Visitors should not bring food to the residents without permission from the charge nurse.  

During a contagious outbreak of a disease or illness, PM reserves the right to regulate the number of visitors, restrict type of visitors due to illness, age or other criteria necessary by the medical staff or Director of Nursing.  Such outbreaks include but are not limited to the Flu, Measles, Chicken Pox, Tuberculosis, COVID, and Hepatitis.  

Plainview Employee

Policy & Procedure Manual

I have received the website:plainviewmanor.com (employee handbook) of the employee Policy & Procedure Manual of PM/WP for the year 2024-2025.  This manual outlines my privileges and obligations as an employee in this health facility.  I will familiarize myself with the information in this book and understand that it contains the existing personnel policies of this health facility.  I understand that I should consult the Business Office/Administrator regarding any questions not answered in the handbook.   

This handbook is not intended to constitute a contract of employment, or a guarantee of the benefits or policies stated in it.  PM/WP may unilaterally revoke or revise this handbook at any time for any reason.  All such changes will be communicated through official notices, such as payroll inserts, and I understand that revised information may supersede, modify, or eliminate existing policies.  

I am aware that those entering into the health care environment face an element of risk of contagious diseases and other health hazards.  Following safety policies and procedures of PM/WP and assisting in the identification and avoidance of safety risks is a part of my job.

Signature of Employee_______________________________ Date ___/___/___
Business Office________________________________ Date ___/___/_____

Important: Please sign and detach and present this acknowledgment to the Business Office.  Thank You!


_1161063875.doc
Plainview Employee






Policy #4.12


Policy & Procedure Manual


Subject: Worker’s Compensation


Policy: It is PM policy to carry compensation insurance to cover all employees in the event of an accident/injury or illness that is job related


Procedure: Plainview Manor provides Worker’s Compensation coverage to employees per Nebraska State Statute. Nebraska State Statute for Worker’s Compensation is designed to be the remedy for work-related injury and/or disease. Worker’s Compensation was formed to provide payments for reasonable medical expenses incurred or loss of time from the job to the extent provided by law. Worker’s compensation is designed to be no fault but does carry a felony status if employee is found to be fraudulent in the filing of a claim. A valid claim is one where an employee sustains an injury by accident or contracts’ an occupational disease arising out of or during their employment while not being willfully negligent at the time of the injury/disease.


     The immediate supervisor must be notified at the time of injury or before the end of the shift. An incident report must be completed and given to the supervisor before the end of your shift. All employees in need of medical attention shall follow the “Medical Treatment Procedure”. If the injury or disease could endanger your life or threaten to cause permanent harm, the employee should report to the supervisor immediately. The supervisor should accompany the employee when medical treatment is requested, when possible. Once the employee has received medical attention (if an emergency) the employee must complete the incident report. The employee is responsible to ensure that the Administrator has received a copy of the incident report within 24 hours of incident.


     The incident report will be submitted to the Worker’s Compensation representative within 24 hours of the injury/illness. If no incident report is filed and/or the Medical Treatment Procedure is not followed, compensation could be reduced, suspended, limited or not paid at all. The unpaid portion would be the sole responsibility of the employee.


     It is the employee’s responsibility to inform the attending physician that the injury/disease is work related and should be charged to Worker’s Compensation through the Plainview Manor. The employee shall also be responsible for taking the worker’s compensation form to the attending the physician to document the employee’s health status. This must be done at each visit. The State’s Claims Office ultimately makes the final determination as to the validity of each claim per Nebraska Worker’s Compensation Law.


     The employee must submit a signed physician’s statement indicating the disability and estimated length of work loss to the safety committee before benefits can begin. Benefits for lost wages begin on the 8th day or after 7 days of work lost related injury/disease.           Employee may receive up to two-thirds of their current weekly wages not to exceed the amount allowed by State Statute. Employee may supplement Worker’s Compensation benefits with earned sick and vacation hours however combined benefits may not exceed wages earned prior to the disease/injury.


     Expenses for related medical treatment are coordinated through the Worker’s Compensation representative. Medical expenses should be submitted to the Worker’s Compensation representative for review and processing to expedite payment. Medical 










Policy 4.12 (continued)


expenses shall be paid according to the Worker’s Compensation fee schedule. If the injury/disease is not compensated under Worker’s Compensation, the employee will be responsible for payment of all related medical expenses.


     All employees must be seen by their physician for a return to work verification and assessment of medical fitness for work. A statement from the physician stating the employee may return to work must be submitted to the Worker’s Compensation representative and personnel office. Plainview Manor reserves the right to assign an employee on Worker’s Compensation to a temporary modified position assignment program geared to physician’s recommendation and the person’s capabilities.


     If an employee unreasonably refuses medical treatment, compensation may be reduced, suspended, or limited. The employee must sign a declination form, AMA (Against Medical Advice), for refusing medical treatment at the time of the injury/disease. If medical treatment is required at a later date, contact the safety director or the Worker’s Compensation representative.


OSHA FORM 200 INJURY/ILLNESS LOG


The OSHA Form 200 log of all recordable occupational injuries and illnesses is maintained for and/or at each work facility. The summary section of the OSHA Form 200 must be posted in the facility by February 1st of the following year and remain in place until March 1st
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