Faith Medical Services, Inc.

Employee Policies and Procedures
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Introduction
Welcome to Faith Staffing Agency, Inc.  This handbook was developed to provide you with an information resource for common questions and concerns.  If you have questions or concerns about the policies outlined here, you should contact your manager or Human Resources.

The policies stated in this handbook are subject to change at any time at the sole discretion of Faith staffing Agency, Inc. From time to time, you may receive updated information regarding any changes in policy. 

The contents of this handbook are not intended to create a contract or agreement between Faith Staffing Agency, Inc. and you. For those employees in a position covered by a collective bargaining agreement, you should refer to the agreement which governs your terms and conditions of employment. 

There are specific procedures for many of the general policies stated in the handbook.  Please direct any questions to your manager or to Human Resources.

About the Company
Faith Staffing Agency, Inc is a health care employment and private home care service agency committed to providing its clients with the best healthcare services in accordance with the highest professional standards in Georgia. The goals of our services are to support clients and offer various services for the general well being of our clients. 

We are committed to providing quality, timely, value driven health care to all we serve. The focus of our organization and work has been the provision of quality and timely support services to seniors, youths and people with disabilities, people in shelters and people with other challenging needs.

Faith Staffing Agency, Inc will achieve her mission by employing qualified healthcare professionals who have undergone stringent employment process and continuing education to provide quality services to our clients. To ensure our client’s protection, safety and quality of care, we offer a service that respects individual needs and uniqueness. We monitor and supervise all care with prompt interventions.
Hours of Operation/Work Schedules

The office is normally open from 9:00 am until 5:00 pm.  Certain employees may be assigned to different work schedules and/or shifts outside of normal office hours. The reason for this is because each client is different and requires care at different times.

Probation Period
All new employees will be placed on a 90 day probation period as a condition of employment. An employee performing less than satisfactory may have a probation period imposed in lieu of termination if the potential for improvement in performance is present.

Supervisors will share documented problems on an ongoing basis so the employee has a chance to improve before the probation period. Supervisors will not delay termination of employment to the end of the probation period if early indicators show potential for improvement in performance is not present.
Attendance Policy

Regular attendance is essential to Faith Staffing Agency, Inc efficient operation and is a necessary condition of employment.  When employees are absent, schedules and customer commitments falls behind, and other employees will have to assume added workloads as desired.

Employees are expected to report to work as scheduled and on time. If it is impossible to report for work as scheduled, employees must call their manager 24 hours to 4 hours before their starting time. Also, we have a 24 hour line that can be accessed if needed. The 24 hour line is used for emergency and after hour calls. We do ask that discretion be used when calling after hours. If your manager is unavailable, a voice message should be left.  If the absence is to continue beyond the first day, the employee must notify their manager on a daily basis unless otherwise arranged.  Calling in is the responsibility of every employee who is absent.   No call no shows and absence’s for three (3) consecutive work days without notifying the manager is considered a voluntary termination.    

Leave of Absence

When making a request for leave you are to fill out the proper Leave Form.

Employees are eligible to apply for an unpaid leave of absence if they have been a regular employee of Faith Staffing Agency, Inc for at least 90 days. The employee’s manager will make a decision on the leave request. The request for leave will be reviewed based on the reason for the request, previous attendance record, previous leave requests and the impact the absence will have on Faith Staffing Agency, Inc

If the request for leave of absence for personal reasons, the employee’s manager, with the advice of Human Resources, will decide whether the current position will be held open, or if a position will be made available upon the employees return from leave. 
Pay and Timesheets

Employees are paid bi-weekly of each month. 

New employees are required to complete an Independent Contractor Form (W1099) or W2 forms. Employees must present their Social Security card to Employment when completing the required forms. Optional forms employees may wish to file are paycheck direct deposit authorization forms. All timesheets must be turned in order to get paid on time. Every employee is responsible for their own time sheet and must be correctly filled out. No canceling! No white outs! Any timesheets not signed by your clients or turned in after the due date will not be processed for payment until the next pay period. NO EXCEPTIONS!
It is considered a fraudulent act by the STATE and our company to reports hours not worked! Don’t be caught!
Holidays
Faith Staffing Agency, Inc will observe the following holidays:

· Independence Day (4th of July)

· Labor Day
· Thanksgiving Day

· Christmas Day
Jury Duty

Please send in proof of all jury duty assignments. So that it will not result to any other problems.

Equal Employment Policy

It is the policy of Faith Staffing Agency, Inc to provide equal opportunity for all qualified persons and not discriminate against any employee or applicant for employment because of race, color, religion, sex, age, national origin, veteran status, disability, or any other protected status.

This policy applies to recruitment and placement, promotion, training, transfer, retention, rate of pay and all other details and conditions of employment.

Employment and promotion decisions will be based on merit and the principle of furthering equal opportunity.  The requirements we impose in filling a position will be those that validly relate to the job performance required.

Termination

Employees who voluntarily resign from Faith Staffing Agency, Inc are asked to provide at least two weeks advance notice of their resignation. This notice should be in writing and should briefly state the reason for leaving and the anticipated last day of work.

Employees who do no follow the policies and procedures here at Faith Staffing Agency, Inc. will be penalized.

Employees who do not keep their credentials and state license’s current will be suspended without pay until current documents can be produced. If the time has exceeded the normal amount of time given to produce documents you will be terminated immediately.
Call out and Back up policy
Faith Staffing Agency, Inc will provide services 24 hours a day, 7 day a week including holidays if so requested by the client. A Supervisor will be available at all times to aides who are rendering services. A caregiver to client ratio of 2:1 will be maintained with a caregiver on call if scheduled staff is unable to work. Only one call out allowed per month. Other call outs will be dropped to minimum wage.
The Supervisor will call on the staff on call to fill in for the absentee staff. In case of emergencies, we will do everything within our ability to get a caregiver in as soon as possible while updating client/ client representative with necessary information. The Supervisor will also contact the client/client representative to introduce the relief caregiver and the likely arrival time.

Drug and Alcohol Policy

Faith Staffing Agency, Inc is a certified drug free work place. We realize that the misuse of drugs and alcohol impairs employee health and productivity.  Drug and alcohol problems result in unsafe working conditions for all employees and customers.  Faith Staffing Agency, Inc is committed to maintaining a productive, safe, and healthy work environment, free of unauthorized drug and alcohol use. 

Any employee involved in the unlawful use, sale, manufacturing, dispensing or possession of controlled substances, illicit drugs and alcohol on Faith Staffing Agency, Inc premises or work sites, or working under the influence of such substances, will be subject to disciplinary action up to and including dismissal and referral for prosecution.  

In addition, Faith Staffing Agency, Inc has developed and maintains a comprehensive Drug and Alcohol Policy, which employees may obtain from Human Resources.

Safety Policy

Faith Staffing Agency, Inc is sincerely interested in the safety and well-being of our employees Faith Staffing Agency, Inc will make every effort to keep the office equipment in excellent condition and make sure that all safety devices are working properly.

If, in spite of our efforts to ensure safe working conditions, an employee has an accident or becomes ill on the job, it should be reported to the manager immediately.  They will see that prompt medical attention is provided.

Workplace Security Policy

Faith Staffing Agency, Inc is committed to maintain a safe and secure workplace.  In order to maintain a secure work environment, the company strictly prohibits employees and visitors from bringing any firearm on Faith Staffing Agency, Inc. property.  In addition, all visitors are asked to check in with the receptionist.  Failure to comply with this policy will result in disciplinary action up to and including termination. Please follow all safety rules at your place of assignments and report all unusual findings immediately.
Dress Code Policy

Faith Staffing Agency, Inc maintains a business and medical working environment.    All employees should use discretion in wearing attire that is appropriate for the office and nurse uniforms for home visits.  

Smoking Policy

Faith Staffing Agency, Inc maintains a non-smoking policy within the office and on assignments.  

Telephone 

Faith Staffing Agency, Inc understands that when employees work during the week it is occasionally necessary to conduct personal business during work hours.  However, employees should limit their personal use of the telephone.  Talk to your manager if you have any questions as to how much is too much time. Employees should try their best not to use their phone while in a client’s home. Employees who abuse this policy are subject to disciplinary procedures up to and including discharge.
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