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INTRODUCTION 
 
WELCOME TO OHIO VALLEY RESIDENTIAL SERVICES, INC. ! 
We’re very happy to welcome each employee to our Company. Thank you for joining us!  Ohio 
Valley Residential Services, Inc. (OVRS) would like our employees to feel that their association 
with the Company will be a mutually beneficial and pleasant one. 
 
Our employees are joining an organization that has established an outstanding reputation for 
quality services to the clients we support. Credit for this goes to every one of our employees. 
We hope every employee too, will find satisfaction and take pride in their work here. 
 
In order to conserve space, Ohio Valley Residential Services, Inc. is identified as the “Company” 
or “OVRS” throughout this handbook. 
 
MISSION, VALUE & VISION STATEMENT 
OVRS Mission Statement:  
To enrich the lives of persons with developmental disabilities and their families by providing 
individually focused services, safe environments, and opportunities for integration into their 
communities. 
 
OVRS Value Statement: 
To enable persons with developmental disabilities to flourish; OVRS provides individually 
focused, compassionate, safe and quality services with the highest ethical standards. 
 
OVRS Vision Statement: 
To be flexible in order to grow and adapt to the evolving needs of persons with developmental 
disabilities. 
 
BACKGROUND/HISTORY 
Ohio Valley Residential Services, Inc. was founded in 1973 as a way to provide homes in the 
community for people with developmental disabilities.  Before then, many lived in large 
institutions.  OVRS was originally called Opportunity Village and was located in one three-story 
building in Lebanon, Warren County.  About 1980 we moved to Hamilton County and the 
Greater Cincinnati area as the State of Ohio was closing the large institutional developmental 
centers.  People with developmental disabilities were being given opportunities to live in their 
communities and near their families.  OVRS changed our housing model and started offering 
living in group homes and apartments.  There are now over 40 housing options and over 150 
people receiving services from OVRS.  
 
HANDBOOK PURPOSE 
This Employee Handbook is presented as a matter of information and has been prepared to 
inform employees about the Company’s philosophy, employment practices, policies and the 
benefits provided to our valued employees, as well as the conduct expected from them.  
No one other than authorized management may alter or modify any of the policies in this 
Employee Handbook. No statement or promise by a supervisor, manager or designee is to be 
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interpreted as a change in policy, nor will it constitute an agreement with an employee.  While 
this handbook is not intended to be a book of rules and regulations or a contract (except for the 
arbitration policy, which is a contract), it does include some important guidelines about which 
employees should know. Except for the at-will employment provisions and the arbitration 
policy, the Handbook can be amended at any time.  
 
This Employee Handbook will not answer every question employees may have, nor would the 
Company want to restrict the normal question and answer interchange among us.  It is in our 
person-to-person conversations that we can better know each other, express our views, and 
work together in a harmonious relationship. 
 
We hope this guide will help employees feel comfortable with us. The Company depends on its 
employees – their success is our success.  Please don’t hesitate to ask questions.  Every 
manager will gladly answer them. This also includes our Senior Management Team.  We believe 
employees will enjoy their work and their fellow employees here.  We also believe that 
employees will find the Company a good place to work. 
 
We ask that employees read this guide carefully, become familiar with the Company and our 
policies, and refer to it whenever questions arise.  Employees may also find helpful information 
on the State of Ohio Department of Developmental Disabilities website,  www.dodd.ohio.gov , 
as many of the Company’s business practices are based on rules from this State department. 
 
 
EMPLOYMENT 
 
EQUAL EMPLOYMENT OPPORTUNITY AND ANTI-HARASSMENT 
OVRS prohibits discrimination based on race, religion, color, sex, gender, sexual orientation, 
pregnancy, age, transgender, national origin, ancestry, physical or mental disability, military or 
veteran status, genetic information, ethnicity, or any other protected classification, in 
accordance with applicable federal, state, and local laws.  OVRS prohibits retaliation for 
activities associated with an internal or external complaint of discrimination or for otherwise 
exercising a legal right connected with employment.  OVRS also prohibits harassment based on  
any of the above protected classes or behaviors, which can include offensive comments or 
actions or conditioning employment on such activities, such as requiring an employee to submit 
to an unwelcome sexual or romantic advance or punishing an employee for refusing to submit.              
 
If you witness, hear about, or believe you have experienced discrimination, harassment or 
retaliation at OVRS, whether by a co-employee, supervisor, or a third party, you must report it 
to the Executive Director or to the HR Director immediately.  We will review and investigate all 
reports, keeping them confidential to the extent practical, with no reprisals for the individual 
making the report or participating in its investigation.  We will take appropriate remedial action 
against an offender if this policy has been violated.   
 
BACKGROUND CHECKS 
Prior to making an offer of employment, the Company will conduct a job-related background 
check.  A comprehensive background check may consist of prior employment verification, 
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professional reference checks, education confirmation and/or criminal record and credit 
checks.  Third-party services may be hired to perform these checks. 
 
The State of Ohio Department of DD rule regarding background checks, stipulates the minimum 
requirements regarding employee positions.  The State of Ohio Department of DD rule also 
stipulates the frequency of future background checks. 
 
Employees are required to immediately report to the  HR Director any arrests, charges, 
convictions, guilty pleas or other criminal incidents.  Employment decisions will be evaluated 
based on State of Ohio Department of DD regulations. 
 
AT-WILL NOTICE 
Employees are not hired for any definite or specified period of time even though employee 
wages are paid regularly.  Employees are at-will with the Company and their employment can 
be terminated at any time, with or without cause and with or without prior notice.  Company 
policy requires all employees to be hired at-will and this policy cannot be changed by any oral 
modifications.  There have been no implied or verbal agreements or promises to an employee 
that they will be discharged only under certain circumstances or after certain procedures are 
followed.  There is no implied employment contract created by this Handbook or any other 
Company document or written or verbal statement or policy. 
 
ANNIVERSARY DATE/SENIORITY 
The employee’s date of hire is his or her official employment anniversary date.  
 
Seniority is the length of continuous service commencing on the date of hire at the Company. 
Should employees leave the Company’s employment and subsequently be rehired, previously 
accrued seniority will be forfeited unless the employee returns within 12 months of separation.  
 
IMMIGRATION LAW COMPLIANCE 
All individuals hired by the Company will be required to establish and certify their identity and 
right to work in the United States.  Each individual employed by the Company will be required 
to produce, within one (1) day, proof of his/her identity and eligibility to work in the United 
States.  Each individual hired by the Company will be required to certify on the appropriate 
Form I-9 his/her identity and right to work in the United States. 
 
INTRODUCTORY PERIOD 
The employee’s first ninety (90) days of employment with the Company are considered an 
introductory period.  This introductory period will be a time for getting to know fellow 
employees, supervisors and the tasks involved in the position, as well as becoming familiar with 
the Company’s clients, services and mission.  The supervisor will work closely with each 
employee to help them understand the needs and processes of their job. 
 
This introductory period is a try-out time for the employee and the Company.  During this 
introductory period, the Company will evaluate employees’ suitability for employment, and 
employees can evaluate the Company as well.  At any time during this first ninety (90) days, 
employees may resign.  If, during this period, employee work habits, attitude, attendance, 
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performance or other relevant factors do not measure up to our standards, the Company may 
release employment. 
 
At the end of the introductory period, the supervisor will discuss each employee’s job 
performance with them.  During the course of the discussion, employees are encouraged to 
give their comments and ideas as well. 
 
Please understand that both during and following completion of the introductory period, 
employment remains at-will.  We do not guarantee continued employment for any specified 
period of time, nor do we require that an employee be discharged only for cause.  Please also 
understand that completion of the introductory period does not imply that employees now 
have a contract of employment with the Company, other than at-will.  
 
A former employee who has been rehired after a separation from the Company of more than 
one year is considered an introductory employee during his/her first ninety (90) days following 
rehire. 
 
EMPLOYMENT CLASSIFICATIONS 
The Company has established the following Employee Classifications for compensation and 
benefit purposes only.  The OVRS HR Department will inform the employee of their 
classification status at the time of hire, rehire, and promotion or at any time a change in status 
occurs.  These classifications do not alter the employment at-will status. 
 

x Regular Full-Time Employee:  An employee who is scheduled to work a fixed schedule of 
35 hours or more in a work week.  This may also be an employee scheduled to worked a 
fixed minimum of 70 hours bi-weekly based on an every other week schedule. The 
employee may be exempt or non-exempt and is eligible for all employment benefits 
offered by the Company. 

x Regular Part-Time Employee 1:   An employee who is scheduled to work a fixed schedule 
that is between 34 – 30 hours in a work week.  This may also be a fixed schedule to work 
69 – 60 hours bi-weekly based on an every other week schedule.   A regular part-time 
employee 1 is eligible for some benefits as specified by the provisions of the benefit plan 
and paid time off as listed in this handbook.  

x Regular Part-Time Employee 2:   A regular part-time employee 2 is scheduled to work a 
fixed schedule of at least 20 hours per week.  This may also be a fixed schedule to work 
59 – 40 hours bi-weekly based on an every other week schedule.  A regular part-time 
employee 2 is eligible for paid time off as listed in this handbook.  A regular part-time 
employee 2 may be eligible for some benefits based on actual hours worked within in 
specified 12 month period as per the provisions of the benefit plan.  

x Regular Part-Time Employee 3:   A regular part-time employee 3 is scheduled to work a 
fixed schedule of 19 hours or less a week.  This may also be an employee scheduled to 
work a fixed every other week scheduled that does not exceed 38 hours bi-weekly.  A 
regular part-time employee 3 is not eligible for paid time off.  This employee may be 
eligible for some benefits based on actual hours worked within a specified 12 month 
period as per the provisions of the benefit plan.   
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x Variable employee:  An employee who has no fixed weekly, or bi-weekly, schedule and 
works as needed.  These employees are not eligible for time off benefits.  Variable 
employees need to work a minimum of 25 hours a month to stay in active status.  These 
employees may be eligible for some benefits based on actual hours worked within a 
specified 12 month period as per the provisions of the benefit plan. 

x Temporary Employee:  An employee who is scheduled to work on a specific need of the 
Company. The employee will not receive any benefits unless specifically authorized in 
writing. The employee is non-exempt and is compensated on an hourly basis. 

x Exempt:  Employees whose positions meet specific tests established by the Fair Labor 
Standards Act (FLSA) and applicable state law and who are exempt from overtime pay 
requirements. The basic premise of exempt status is that the exempt employee is to 
work the hours required to meet his/her work responsibilities.  

x Non-Exempt:  Employees whose positions do not meet FLSA and state exemption tests 
and who are paid a multiple of their regular rate of pay for overtime hours worked. 
Unless notified otherwise in writing by Management, all employees of the Company are 
non-exempt. 

 
PERSONNEL RECORDS 
The Company will maintain various employment files while individuals remain an employee of 
OVRS.  Examples of these files are:  employee personnel files, attendance files, I-9 file and files 
for medical purposes.  If any changes with respect to personal information, such as a change in 
home address and telephone number or a change of name occur, employees are required to 
notify the OVRS HR Department so the appropriate updates can be made to the files.  The 
Company will take reasonable precautions to protect employee files and employee personally 
identifiable information in its records. 
 
Employee files have restricted access.   Employees, their supervisor, or their designated agents, 
may have access to those personnel files.  The Company will provide employees access to 
personnel files according to state law.   In the event that an employee wishes to review his/her 
personnel file, he/she must do so in the presence of the OVRS HR Director.  Employees may 
review their personnel file by making a written request to the OVRS HR Director.  The written 
request will become a permanent part of the personnel file. 
 
Portions of employee records may be viewed by a representative of the State of Ohio 
Department of DD or Hamilton County Board of DD as part of a compliance or licensing review.  
OVRS is required by State of Ohio and funding rules to provide these documents.  Employee 
records must meet the standards of these reviews for OVRS to stay is good standing and 
continue to be a provider of DD services.  
 
EMPLOYEE REFERENCES 
The Company makes strict provision regarding information provided to people outside the 
Company for current and former employees.  This information is restricted to the employment 
dates and positions held in the Company for that person.  This is done to protect the Company 
and its employees.  This information will only be released by authorized management.  If you 
receive a request for a reference, direct it to Human Resources. 
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JOB VACANCIES/POSTINGS/TRANSFERS 
It is the policy of the Company to promote qualified individuals from within when seen as 
appropriate by management.  OVRS prefers to promote from within and may consider current 
employees with the necessary qualifications and skills to fill vacancies above the entry level.  
The Company may still assess that outside recruitment is seen as being in the Company’s best 
interest.   It is also the policy of OVRS to offer employees the opportunity for a lateral transfer. 
 
Employee candidates for promotion and lateral transfer will normally be screened and selected 
on the basis of attendance and work records, performance appraisals and job related 
qualifications including, in some instances, aptitude or achievement tests. 
 
When job openings occur, the Company will, at its discretion, post those openings in order to 
provide Company employees the opportunity to submit their applications or resume as 
requested in the posting.  Lateral transfer for entry level positions will not require a new 
application or resume. 
 
Management reserves its right to place employees where, and in whatever jobs it deems 
necessary.  All job transfers, job changes, reassignments, promotions or lateral transfers are at 
the discretion of the Company. 
 
Employees making a lateral transfer are expected to give their supervisor a minimum of a two 
(2) week resignation.  This resignation will not include any requested PTO period between the 
positions.  The employee’s supervisor may release the employee to the new lateral position 
before the two (2) week period ends. 
 
EMPLOYMENT OF RELATIVES 
The employment of relatives in the same area of any organization may cause serious conflicts 
and problems with favoritism and employee morale.  In addition to claims of partiality in 
treatment at work, personal conflicts from outside the work environment can be carried into 
day-to-day working relationships.   
 
Relatives of persons currently employed by OVRS may be hired.  OVRS will not employ relatives 
at the same work location or employ any family member into a position which creates a 
reporting relationship, either direct or indirect, between relatives within a division.  This 
includes temporary work assignments. 
 
For the purposes of this policy, a relative is any person who is related by blood or marriage, or 
whose relationship with the employee is similar to that of persons who are related by blood or 
marriage.  If the relative relationship is established after employment, management will decide 
who will be transferred. 
 
In other cases where a conflict or the potential for conflict arises, even if there is no reporting 
relationship involved, the parties may be separated by reassignment or terminated from 
employment. 
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CONDUCT AND BEHAVIOR 
 
GENERAL CONDUCT GUIDELINES 
Employees are expected at all times to use their best efforts in helping OVRS deliver quality 
services and fulfill the mission of the Company. 
  
Orderly and efficient operation of the Company requires that employees maintain proper 
standards of conduct and observe certain procedures.  The Company views the following non-
exclusive list of items as inappropriate behavior: 
 

1. Negligence, carelessness or inconsiderate treatment of Company clients and/ or their 
matters/ files. 

2. Theft, misappropriation or unauthorized possession or use of property, documents, 
records or funds belonging to the Company, or any client or employee; removal of same 
from Company premises without authorization. 

3. Divulging confidential client or business information to any unauthorized person(s) or 
without an official need to know. 

4. Obtaining unauthorized confidential information pertaining to clients.   
5. Changing or falsifying client records, Company records, personnel or pay records, 

including time sheets without authorization. 
6. Willfully or carelessly damaging, defacing or mishandling property of a client, the 

Company or other employees. 
7. Taking or giving bribes of any nature, or anything of value, as an inducement to obtain 

special treatment, to provide confidential information or to obtain a position. 
Acceptance of any gratuities or gifts must be reported to HR Director. 

8. Willfully or carelessly violating security, safety, or fire prevention equipment or 
regulations. 

9. Unauthorized use of Company vehicle for personal use. 
10. Insubordination or refusing to follow instructions from a supervisor; refusal or 

unwillingness to accept a job assignment or to perform job requirements. 
11. Failure to observe scheduled work hours; failure to report to work when scheduled; 

unauthorized or excessive use of sick leave or any other leave of absence. 
12. Leaving the worksite during scheduled work hours without permission; unauthorized 

absence from assigned work area during regularly scheduled work hours. 
13. Sleeping or loitering during regular working hours. 
14. Recording time for another employee or having time recorded to or by another 

employee. 
15. Unauthorized possession of a weapon on Company premises. 
16. Illegal gambling on Company premises. 
17. Falsification of one's employment application, medical or employment history. 
18. Violating a personnel policy. 
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CORRECTIVE ACTION 
A high level of job performance is expected of each and every employee. In the event that an 
employee’s job performance does not meet the standards established for the position, 
employees should seek assistance from their supervisor to attain an acceptable level of 
performance. If employees fail to respond to or fail to make positive efforts toward 
improvement, corrective action may ensue, including termination of employment. 
 
It is the policy of the Company to regard discipline as an instrument for developing total job 
performance rather than as punishment. Corrective action is one tool the Company may select 
to enhance job performance. The Company is not required to take any disciplinary action 
before making an adverse employment decision, including discharge.  Corrective action may be 
in the form of a written or oral reprimand, notice(s) of inadequate job performance, 
suspension, discharge or in any combination of the above, if the Company so elects.  The 
Company reserves its prerogative to discipline, and the manner and form of discipline, at its 
sole discretion. 
 
If in the corrective action the employee is given a written document, the employee will be 
required to sign it.   An employee’s signature does not necessarily indicate that the employee 
agrees with all the comments, but merely that the employee has been given the opportunity to 
examine the corrective action document and fully discuss the contents of it with his/her 
supervisor.  The signed document will be placed in the employee’s personnel file.  The 
employee may provide a written rebuttal to the corrective action which will be included in their 
personnel file.  This does not release the employee from making the corrective action 
requested by the Company. 
 
OFF-DUTY EMPLOYEE ACCESS 
In the interests of safety, security and efficiency, including safeguarding the places where our 
clients live, OVRS restricts off-duty employees from entering or remaining on OVRS premises 
under certain circumstances.  An off-duty employee may not enter or remain in OVRS buildings 
or in OVRS working areas.  An off-duty employee may not enter or remain on any OVRS 
premises in a manner such that his/her presence interferes with security, operations, or client 
activities.  The above restrictions will not apply to prevent an employee from remaining in the 
building or working areas for reasonable periods of time incidental to their work shifts as long 
as off-duty employees do not interfere with security, operations, or client activities.  The above 
restrictions also do not apply to employees seeking access for some official operational or 
business purpose. 
 
SOLICITATION AND DISTRIBUTION OF MATERIAL 
OVRS restricts the solicitations of memberships, contributions, or the conducting of similar 
personal business.  The distribution of printed matter for any such purpose is also restricted.   
Employees may not solicit or distribute in any area during their own working time.  Employees 
may not solicit or distribute in any area to another employee during the other employee's 
working time.  Employees may not distribute in any work area at any time.  Non-employees 
may not solicit or distribute on the OVRS property at any time.  No person may deface any 
OVRS property, including buildings, hallways, elevators, or equipment by affixing any poster, 
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sign, sticker, or other type of advertising or propaganda matter.  OVRS may permit limited 
solicitation and/or distribution for an OVRS-approved charitable organization.  
 
DATING OR FRATERNIZATION POLICY 
Company employees may date, develop friendships and relationships both inside and outside 
of the workplace as long as the relationships do not negatively impact work.  Any relationship 
that interferes with the company culture of teamwork, the harmonious work environment or 
the productivity of employees, will be addressed.  Adverse workplace behavior or behavior that 
affects the workplace that arises because of personal relationships will not be tolerated. 
 
The exception to this policy relates to managers and supervisors.  Anyone employed in a 
managerial or supervisory role needs to be aware that personal relationships with employees 
who report to him/her may be perceived as favoritism, misuse of authority, or potentially, 
sexual harassment.  Even if no improper conduct occurs, the relationship may cause gossip, 
hard feelings, dissatisfaction and distraction among other employees in the workplace.  The 
relationship may appear to other employees as an inappropriate use of a position of power.  
Additionally, any fraternization with any employee who reports to the manager or whose terms 
and conditions of employment such as pay raises, promotions, and advancement are 
potentially affected by the supervisor, is prohibited.  The fraternization that is prohibited by this 
policy includes dating, romantic involvement, and sexual relations; close friendships are 
discouraged in any reporting relationship. 
 
INTERNAL COMPLAINT PROCEDURE 
The Company subscribes to the open door policy.  Employees may bring a particular complaint 
to their supervisor or manager for resolution.  When matters cannot be handled on an informal 
basis, the Company has established a formal procedure for a review of any work related 
controversy, dispute or misunderstanding.  A complaint may be brought by one or more 
employees concerning any work-related problem where the matter has not been satisfactorily 
resolved in an informal manner. 
 
Step 1 - The complaint must be submitted in writing to the Program Director or HR Director 
within seven (7) working days of the incident.  A written request for a meeting must be 
submitted simultaneously.  Generally, a meeting will be held within seven (7) working days of 
the employee's request depending upon scheduling availability.  Witnesses will be allowed as 
necessary.  If the problem is not resolved during this meeting, the Program Director or HR 
Director will give the employee a written resolution within seven (7) working days.  If the 
employee is not satisfied, the employee may proceed to Step 2. 
 
Step 2 - If the employee is not satisfied after Step 1, the employee may submit a written 
request for review of the complaint and Step 2 solution to the Executive Director or his/her 
designee.  Such a request must be made within seven (7) working days following the receipt of 
the Step 1 resolution.  The Executive Director, or appointed representative, will review the 
complaint and proposed solution and may call a further meeting to explore the problem. This 
meeting is to be attended by the employee concerned, the employee's supervisor or manager, 
the Director who reviewed the issue in Step 1 and any other employee of the Company whom 
the aggrieved employee chooses.  The Executive Director, or appointed representative, will 
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render the final decision within ten (10) working days after receiving the Step 2 request, 
assuming scheduling availability.  The decision will be given to the employee in writing and will 
become part of the employee's personnel file. 
 
ARBITRATION POLICY 
The following policy is a legal agreement which expedites the resolution of legal claims.  If an 
issue cannot otherwise be resolved and it ripens into a legal claim, OVRS (including its related 
entities, directors, supervisors, managers and executives, referred to as “OVRS”) and 
employees will resolve all legal disputes in exclusive, final and binding arbitration.  This 
Agreement is a condition of continuing employment with OVRS, such that if you continue your 
employment with OVRS for 45 days following its receipt you will have accepted it.    All 
arbitrations shall be conducted in accordance with the National Rules for the Resolution of 
Employment Disputes of the American Arbitration Association (“AAA”), except as may be 
modified by this Agreement.  Copies of the AAA Rules may be obtained on line or from the 
OVRS Executive Director.       
 
To seek arbitration, you must file a written demand for arbitration with the OVRS Executive 
Director, along with a $350 filing fee.  OVRS will then initiate the arbitration by filing a request 
for arbitration with the Regional Office of the AAA closest to your residence.  Your demand for 
arbitration must specifically state in writing any and all legal claims you have against OVRS as of 
the date of the demand for arbitration.  Unasserted claims shall be deemed waived. 

The arbitrator’s fees, hearing transcripts and other arbitration expenses will be paid by OVRS.  
However, unless otherwise ordered by the arbitrator in accordance with applicable law, each 
party will remain responsible for their own costs of legal representation or costs associated 
with depositions and discovery that the party initiates, including the retention of expert 
witnesses.  The arbitration hearings shall take place in Greater Cincinnati.    

The period of limitations in which to file a demand for arbitration (which shall be the only way 
for an employee to personally seek relief) shall be one year from the date of the complained of 
conduct.  We waive any obligation to file a charge or complaint with an administrative agency 
so that the parties can be sure to meet the one year timeframe.    The decision of the arbitrator 
shall be final and binding upon the parties.   

This Agreement applies to any and all employment-related and other claims under common 
law, federal, state, and local laws relating to any aspect of employment, except for unfair labor 
practice claims under the National Labor Relations Act, workers’ compensation benefits, 
unemployment compensation benefits, and OVRS claims related to breach of confidentiality, 
non-competes, or unfair competition.  

In the event any provision of this Agreement is determined by a court of competent jurisdiction 
to be illegal or unenforceable to any extent, such provision will be enforced to the extent 
permissible under law and all remaining provisions shall continue in full force and effect.  After 
a claim has been the subject of a completed demand for arbitration, this Agreement shall 
remain in full force and effect as to that demand for arbitration and cannot be modified.  
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Until otherwise modified, this Agreement is binding upon the parties.  This Agreement can be 
modified in two ways: (1) by mutual agreement of the parties following negotiations; or (2) 
once a year, if OVRS places the modifications in writing and provides the them to you at least 
15 days prior to the date the modifications are to become effective.  Continuation of 
employment for 15 days following receipt of the modifications will constitute a mutual 
agreement and acceptance of them.     

WHISTLEBLOWER POLICY 
If any employee reasonably believes that some policy, practice, or activity of Ohio Valley 
Residential Services Inc. is in violation of law, a written complaint may be filed by that 
employee with the Executive Director. 
 
It is the intent of OVRS to adhere to all laws and regulations that apply to the organization, and 
the underlying purpose of this Policy is to support the organization's goal of legal compliance.  
The support of all employees is necessary to achieving compliance with various laws and 
regulations.   
 
OVRS will not retaliate against an employee who, in good faith, has made a protest or raised a 
complaint against some practice of OVRS, or of another individual or entity with whom OVRS 
had a business relationship. 
 
 
COMPENSATION 
 
PAY PERIODS AND PAY CHECKS 
The designated pay period for all employees is bi-weekly.  All personnel of OVRS will be paid 
every two (2) weeks, with the pay period beginning on Monday, midnight, and ending on 
Sunday, 11:59pm.  Each pay period includes two (2) seven (7) day periods.  Each of the periods 
begin and end on the date and time noted above. 
 
Payday occurs every other week on Friday.  Except as otherwise provided, if any date of 
paycheck distribution falls on a holiday, employees will be paid on the preceding scheduled 
workday. 
 
Employees are to review their paychecks in detail after each pay cycle.  If employees discover 
errors in their paychecks, they should contact the HR Department immediately to review the 
possible error.  Also, exempt employees who believe an improper deduction has occurred from 
their salary should contact the HR Department.  Generally, deductions can occur for personal 
days, days missed after an exempt employee has exhausted paid or sick time off or for 
suspensions without pay.  We will review reports and correct errors, without reprisals.  Except 
in the case of emergencies, adjustments will appear in the next issued paycheck.  
 
DIRECT DEPOSIT 
OVRS employees are required to have their paychecks directly deposited into checking and/or 
savings accounts at the financial institution of their choice.  If an employee does not have a 
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bank account, direct deposit payments can be made to a pay card.  Employees can elect to 
have multiple direct deposits.   
 
If an employee closes their direct deposit account, he/she needs to notify the HR Department 
IMMEDIATELY.  OVRS will replace the check sent to an inactive account only after it has been 
verified that the bank has returned the money to OVRS.  Employees must understand that they 
will be responsible for any bank charges incurred by OVRS due to this issue.   
 
ADVANCES AND LOANS  
OVRS does not have a practice of issuing payroll advances or loans. 
 
OVRS does not condone employees loaning money to another employee.  Anyone employed in 
a supervisory role needs to be aware that loaning money to an employee who reports to 
him/her may be perceived as favoritism.  Even if no improper conduct occurs, the transaction 
may cause gossip, hard feelings, dissatisfaction and distraction among other employees in the 
workplace.  If the employee defaults on the loan, the employee may perceive the supervisor as 
using the supervisory position inappropriately regarding terms and conditions of employment 
such as pay raises, promotions, and advancement.  
 
PAY ADJUSTMENTS/ PROMOTIONS/DEMOTIONS 
Employees do not receive automatic annual cost of living or salary adjustments due to the 
Company’s revenue being based on funding parameters set by the State of Ohio Department of 
DD.  The funding to OVRS does not increase yearly.  Salary adjustments are based on funding 
increases the Company receives.  Pay increases, when available, may be based upon merit and 
market factors. 
 
Employee pay also may be adjusted downward. Salary decreases typically take place when 
there is: job restructuring, job duty changes, job transfers or adverse business economic 
conditions. 
 
The Company is interested in providing maximum opportunity for employee advancement 
within the Company, if advancement opportunities are available.  Accordingly, present 
employees of the Company may be considered for promotions and may be preferred for 
promotion before any new employees are hired to fill vacancies that may arise.  Of course, the 
Company retains sole discretion to determine the factors to be applied in any promotion 
decision, and the relative weight of the factors. 
 
Demotion is a reduction in responsibility, usually accompanied by a reduction in salary.  If and 
when a demotion occurs, employees may maintain their seniority with the Company. 
 
OVERTIME 
The Company complies with all applicable federal and state laws with regard to payment of 
overtime work. 
 
Non-exempt employees are paid overtime at the rate of one and one-half times the regular rate 
of pay for all hours worked over forty (40) in a seven (7) day workweek. 
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Any overtime worked must be authorized by a supervisor, in advance.  When business 
conditions require, employees may be required to work overtime.  When this occurs, 
employees’ supervisors will make every effort to provide timely advance notice.  Such a need 
for overtime, when called for, is considered mandatory and employees are expected to fulfill 
overtime as required. 
 
At other times, employees will be given the opportunity to volunteer for overtime work 
assignments.  All overtime work must receive the supervisor's prior authorization.  Overtime 
assignments will be distributed as equitably as practical to all employees qualified to perform 
the required work. 
 
Working unauthorized overtime is not acceptable work performance and is subject to 
discipline.   
 
PERFORMANCE EVALUATION 
Employees will generally receive an appraisal of their job performance upon the completion of 
90 days of employment, one year of employment and annually thereafter.  Such evaluation may 
not occur exactly on the dates noted above, but thereabout, at the discretion of the supervisor 
or manager. 
 
If in this appraisal employees are given an evaluation sheet or other written document, 
employees will be required to sign it.  An employee’s signature does not necessarily indicate 
that the employee agrees with all the comments, but merely that the employee has been given 
the opportunity to examine the evaluation and fully discuss the contents of it with his/her 
supervisor or manager.  The completed and signed evaluation form will be placed in the 
employee’s personnel file. 
 
Because some pay increases may be based on merit, the performance evaluation is an 
important element in the merit review.  In addition to the formal annual review, informal 
counseling sessions may be conducted from time to time. 
 
Employees that change position, or worksite, will have a review with supervisor after ninety 
(90) days, or thereabout.  The supervisor will review the employee’s job performance including 
work habits, attitude, attendance, performance and suitability for new position or worksite. 
Employees are encouraged to give their comments and ideas as well. 
 
WORK ASSIGNMENTS 
In addition to specific duties that may accompany an individual’s job responsibilities, each job 
also includes "and other assigned duties."  From time to time, employees may be required to 
perform duties or tasks of a fellow employee who is absent or for a position that is temporarily 
vacant.  There may also be special temporary projects that the Company assigns an employee 
to work on.  Employees will be compensated at their regular rate of pay while performing other 
assigned duties on a temporary basis. 
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MILEAGE REIMBURSEMENT 
Employees will be reimbursed at the Company’s standard mileage rate for travel in the 
employee's car for OVRS business during their work hours.  Employees are first expected to use 
the Company vehicle provided at their worksite.  The employee is only to use their personal 
vehicle when an OVRS vehicle is not available and he/she has provided proof of auto insurance 
to the HR Department.   
 
A mileage reimbursement sheet signed by the employee’s supervisor must be submitted to the 
OVRS business office before reimbursement will be made.  Mileage reimbursement sheets are 
due by the 15th of the month following the incurred travel.  Mileage sheets submitted after the 
15th will not be reimbursed. 
 
If the Company’s mileage reimbursement is below the IRS standard, the employee can consult 
with a tax advisor regarding applicable tax deductions. 
 
 
BENEFITS 
 
All Company employee benefits are reviewed on a continuous basis.  Benefits may be changed 
or terminated at any time at the discretion of OVRS.  Benefit and insurance contracts in force 
govern the determination of any employee benefit. 
 
HOLIDAYS 
OVRS has seven officially recognized holidays.  Essential, non-exempt, employees will be paid 
two (2) times their regular rate of pay for hours worked on a Company holiday.  Essential 
employees are those that provide direct support to clients.   
 
Non-essential, non-exempt, employees receiving supervisor approval to work on an OVRS 
holiday will be paid at their regular rate of pay. 
 
The following are the seven holidays recognized by OVRS: 
 

1. New Year's Day   January 1 
2. Martin Luther King Jr. Day   3rd Monday in January 
3. Memorial Day    Last Monday in May   
4. Independence Day   July 4 
5. Labor Day    1st Monday in September 
6. Thanksgiving     4th Thursday in November 
7. Christmas     December 25 

 
Regular full time employees can accumulate up to 56 hours in a 12 month period to use for paid 
time off [PTO] on the above holidays.  Regular full time employee can accumulate up to an 
additional 8 hours of paid time off for recognition of their birthday as a holiday.  Regular full 
time employees will accumulate these hours based on hours paid each pay cycle.  Paid time off 
can be used 90 days after hire. 
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Paid time off for holidays will not be counted as hours worked for the purposes of determining 
overtime. 
 
 
PAID TIME OFF [PTO] 
Time off from work provides a break beneficial to both the Company and the employee. 
Therefore, employees are encouraged to take time off annually.  
 
OVRS provides paid time off [PTO] to eligible employees after 90 days of continuous 
employment.  Employee classifications eligible for paid time off are regular full-time which is 
employees working a fixed schedule of 80 – 70 hours in a bi-weekly period; regular part-time 
employees working a fixed schedule of 69 – 40 hours in a bi-weekly period.  
 
Employees in a fixed schedule position at or below 39 hours in a bi-weekly period will not be 
eligible for paid time off. 
 
Paid time off begins to accumulate at the commencement of employment for eligible 
employment classifications and accumulates on a bi-weekly basis.  PTO will stop accumulating 
once an employee reaches a level 2 ½ times the annual amount he or she is eligible to 
accumulate.  When the top out is reached, the employee must use his or her PTO hours to 
begin accumulating again. 
 
Paid time off is accumulated based on hours paid each pay cycle.  The amount of PTO an 
employee accumulates increases with the number of hours paid.  Accumulation of PTO stops 
after 80 paid hours each bi-weekly cycle for regular full time employees and after 69 paid hours 
for regular part-time employees.  Length employment with OVRS will also impact PTO 
accumulation.   
 
Regular full-time employee: 
 

Length of employment vacation hours holiday hours*
total possible 
PTO hours**

1 to 2 years up to 88 up to 64 up to 152
3 years up to 112 up to 64 up to 176
4 years up to 136 up to 64 up to 200
5 years up to 160 up to 64 up to 224
15 years up to 168 up to 64 up to 232
16 years up to 176 up to 64 up to 240
17 years up to 184 up to 64 up to 248
18 years up to 192 up to 64 up to 256
19 years up to 200 up to 64 up to 264  
*   64 holiday hours based on 8 holidays each 8 hours 
** maximum PTO hours is based on 80 paid hours for 26 bi-weekly pay cycles  
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Regular part-time 1 and 2 employee: 
 

Length of employment 
vacation 
hours holiday hours 

total possible 
PTO hours*** 

1 year up to 22 n/a up to 22 
2 years up to 32 n/a up to 32 
3 years up to 44 n/a up to 44 
4 years up to 56 n/a up to 56 

*** maximum PTO based on 69 paid hours for 26 bi-weekly cycles 
  

The length of eligible service is calculated on the basis of a "benefit year."   This is the 12-month 
period that begins when the employee starts to accumulate paid time off.  Military leave has no 
effect on this calculation.  
 
Once an employee enters an eligible employment classification, he/she will begin to 
accumulate paid time off according to the schedule.  Accumulated paid time off is available for 
use after 90 days following its accumulation.   
If an employee moves from a full time position to a part time position eligible for PTO, he/she 
will be given service credit on the new accumulation schedule.  Example:  if an employee 
worked 3 years in a full time position and then moves to an eligible part time position, 3 years 
of service credit will be given. 
 
If an employee moves from a PTO eligible part time position to a full time position, no credit 
will be given for the part time service years.  Example:  if an employee worked 5 years in an 
eligible part time position and then moves to full time, the employee will start accumulating 
PTO at the first year full time service level. 
 
If an employee moves from a PTO eligible position to a non PTO eligible position, the 
employee’s unused PTO balance will be paid out.  The employee cannot carry PTO hours to the 
non eligible position. 
 
Paid time off can be used in minimum increments of one hour.  To take paid time off, an 
employee must request advance approval from their supervisor.  Requests will be reviewed 
based on a number of factors, including business needs and staffing requirements.  It is 
requested that the PTO be submitted a minimum of 2 weeks prior to the requested time off.  
Time off needs to be scheduled with sufficient notice as to not disrupt the workplace. 
 
No request for time off will be approved beyond 3 consequtive calendar weeks unless the time 
off is in conjunction with an approved leave period. 
 
Paid time off will be applied, when available, to all missed time from an employee’s standard 
schedule.  This benefit will be applied without a PTO request.  PTO will not be applied if the 
employee’s supervisor records the time off has been approved as unpaid or the supervisor 
adjusted the employee’s work schedule. 
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Paid time off is paid at the employee's base pay rate at the time of PTO.  It does not include 
overtime or any special forms of compensation such as incentives, commissions, bonuses or 
shift differentials. 
 
After 12 months of continuous employment, an employee can request pay out of up to half  
their available PTO balance.  This request must be made in writing to the OVRS HR Director.  
Employees can make up to 2 requests in a rolling 12 month period.  Pay out of PTO will be at 
the hourly employee’s regular rate of pay.  Pay out of PTO for exempt employees will be at 50% 
of their compensation rate.  Senior management employees will not be eligible for PTO pay out 
unless approved by the OVRS Executive Director.   Senior management employee requests must 
be in writing to the Executive Director. 
 
PTO is not a severance pay plan.  It is intended to provide employees with time away from 
work, followed by a return to work.  However, employees voluntarily separating from OVRS in 
good standing can be paid an amount equal to unused PTO that has been accumulated through 
the last day of work if they provide two weeks of notice and work the notice period.  Employees 
terminated from OVRS will not be paid unused PTO. 
 
SICK LEAVE 
Regular full-time employees accumulate sick leave on a bi-weekly basis.  Eligible employees can 
use sick leave after 90 days of employment.  Sick leave accumulates at a rate of 1.5 hours bi-
weekly.  No sick hours will be accumulated in a cycle that a full time employee works under 70 
hours.   No sick hours will accumulate during unpaid time off.  Military leave has no effect on 
this calculation. 
 
Sick leave will not accumulate once the employee’s available sick leave reaches 120 hours. 
When that point is reached, additional hours will not accumulate until the employee’s balance 
drops below 120.  
 
Sick leave is not a severance pay plan.  Employees terminating, or voluntarily separating, will 
not be paid for unused sick time.  Employees moving to a position not eligible for sick leave 
benefit will forfeit their sick leave benefit balance.  Unused sick leave will not be paid out.  
 
Sick leave may be used for illnesses, doctor or dental appointments for the employee or for 
family members that would be approved for time off under FMLA. 
 
Sick leave can be used in minimum increments of (1/2) half an hour for non-exempt employees 
and one (1) for exempt employees.  Sick leave is paid at the employee's base pay rate at the 
time of absence.  
 
Any employees who have an unexpected need to be absent from work should notify their direct 
supervisor before the scheduled start of their workday.  Employees working in direct client 
support positions need to provide a four (4) hour notice in order to allow for staffing 
replacement coverage.  The client support employee must reach a supervisor to insure that 
their work hours will be covered.  It is not approved for the client support employee to leave a 
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message as this may jeopardize client safety.  Employees in non-support positions need to 
provide a one (1) hour notice.    
 
The supervisor must also be contacted on each additional day of unexpected absence. 
 
The Company will contact an employee after a “no call” absence.  If OVRS is not able to make 
contact or the employee fails to report or call for the second scheduled workday, the Company 
will assume that the employee has abandoned their position.  The employee will not be eligible 
for rehire unless able to provide appropriate medical documentation. 
  
Absence of three (3) consecutive days (or more) of illness requires a physician's certification 
explaining the reason for the absence, any continuing concerns and the date the employee may 
return to work.  Such documentation may also be required whenever management feels 
absenteeism is becoming excessive.  OVRS reserves the right to require medical reviews, 
examinations, and responses to medical inquiries as a condition to the receipt of any paid sick 
leave. 
 
Employees returning to work after being off 3 days or more will not be permitted to return to 
work without the attending physician's written consent for return and stating the employee’s 
ability to return to his/her regular duties.    
 
To schedule planned sick time, employees should request advance approval from their 
supervisor.  The OVRS HR Director should be notified if the employee will be off three (3) days 
or more.  Employees may be required to submit, in writing, the reason or reasons for their 
continued sick leave, the estimated date of return and whether any supplemental income 
payments are being received or whether application for them is pending.  The Company may 
also require, at any time, written verification from the employee’s doctor.   
   
FAMILY MEDICAL LEAVE 
The Family & Medical Leave Act (FMLA) requires companies with 50 or more employees to 
provide eligible employees with unpaid leave.  The following provides a general overview of 
types of leave available, including the basic 12-week leave entitlement (Basic FMLA Leave), as 
well as the military family leave entitlements (Military Family Leave).   Employees with any 
further questions about their eligibility for FMLA leave should contact OVRS Human Resources 
for more information. 
 
Employees are eligible for FMLA leave if they:   
 

1. Have worked for the Company for at least 12 months in the last 7 years;  
2. Have worked at least 1,250 hours for the Company during the 12 calendar months 

immediately preceding the request for leave; and  
3. Are employed at a work site that has 50 or more employees within a 75-mile radius 

 
Basic FMLA Leave 
Employees who meet the eligibility requirements described above are eligible to take up to 12 
weeks of unpaid leave during any 12-month period for one of the following reasons:   
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1. To care for the employee’s son or daughter during the first 12 months following birth;  
2. To care for a child during the first 12 months following placement with the employee for 

adoption or foster care;  
3. To care for a spouse, son, daughter, or parent (“covered relation”) with a serious health 

condition;  
4. For incapacity due to the employee’s pregnancy, prenatal medical or child birth; or  
5. Because of the employee’s own serious health condition that renders the employee 

unable to perform an essential function of his or her position. 
 
 
Military Family Leave 
There are two types of Military Family Leave available: 
 

1. Qualifying exigency leave.  Employees meeting the eligibility requirements described 
above may be entitled to use up to twelve (12) weeks of their Basic FMLA Leave 
entitlement to address certain qualifying exigencies. Leave may be used if the 
employee’s spouse, son, or daughter, is on active duty or called to active duty status in 
the National Guard or Reserves in support of a contingency operation or deployment 
overseas with the armed forces. Qualifying exigencies may include:  

 
o Short-notice deployment (up to seven (7) days of leave)  
o Attending certain military events  
o Arranging for alternative childcare  
o Addressing certain financial and legal arrangements  
o Periods of rest and recuperation for the service member (up to fifteen (15) days of 

leave)  
o Parental Care 
o Attending certain counseling sessions  
o Attending post-deployment activities (available for up to ninety (90) days after the 

termination of the covered service member’s active duty status)  
o Other activities arising out of the service member’s active duty or call to active duty 

and agreed upon by the Company and the employee  
 

2. Leave to care for a covered service member.  There is also a special leave entitlement 
that permits employees who meet the eligibility requirements for FMLA leave to take up 
to 26 weeks of leave to care for a covered service member during a single 12-month 
period.  A covered service member is a current member of the Armed Forces, including 
a member of the National Guard or Reserves, who has been rendered medically unfit to 
perform his or her duties due to a serious injury or illness incurred in the line of duty or 
while on active duty,  and/or pre-existing injuries or illnesses that were aggravated in 
the line of duty,  that may render the service member medically unfit to perform his or 
her duties for which the service member is undergoing medical treatment, recuperation, 
or therapy; or is in outpatient status; or is on the temporary disability retired list.  In 
addition, leave will be provided to eligible family members of certain veterans receiving 
medical treatment, recuperation, or therapy if the veteran was a member of the Armed 
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Forces at any time during the five (5) year period preceding the date of the medical 
treatment, recuperation, or therapy.  

 
Notice 
Employees taking FMLA should provide as much notice as practicable. When the need for leave 
is foreseeable, 30 days’ advance notice is requested.  Employees should make effort to 
schedule FMLA leave in the least disruptive manner so as not to affect operations.  An 
employee who is taking FMLA leave may be required to report periodically to the Company 
regarding his or her status and intent to return to work.  An employee who fails to return to 
work at the expiration of the leave without an approved extension will be considered to have 
resigned. After the leave, the employee must be restored to the same or essentially-same 
position held before the leave.  
 
If you have an unexpected need to be absent for an FMLA reason, follow our standard reporting 
policies to report the absence.  You must fully explain the FMLA qualifying reason for your 
absence (i.e. the medical reason, in detail, or how it relates to a previously qualifying FMLA 
absence).  We cannot count the absence as FMLA if we don’t have enough information to 
determine whether it qualifies.   
 
Health Care Benefits 
If applicable, health care benefits will be maintained during the leave.  The employee is 
responsible for their portion of the medical insurance premium cost, if any.  Failure to pay the 
employee portion of the health insurance premiums in advance may result in the termination 
of coverage.   If eligible, the employee will receive notification of continuation of benefits.  
 
The Company reserves the right to seek reimbursement from the employee for the medical 
insurance premiums paid by the Company, on behalf of the employee, while the employee was 
on FMLA leave if the employee fails to return from FMLA leave for reasons other than the 
continuation, recurrence or onset of a serious health condition of the employee or the 
employee’s family member which would otherwise entitle the employee to leave under the 
FMLA or other circumstances beyond the employee’s control. 
 
NON-FMLA LEAVES OF ABSENCE 
OVRS may grant an approved unpaid medical leave if FMLA leave does not apply to an 
employee’s absence.  Approved medical leaves are discretionary, as OVRS must attempt to 
continue to operate efficiently even in the event of an absence.  The maximum amount of time 
for an approved medical leave will be 6 weeks in any 12 month period, unless otherwise 
required by law.  An approved medical leave will not occur until after an employee has missed 3 
consecutive workdays.  The missed days prior to an approved medical leave will be counted as 
absences. An employee must request a medical leave as soon as he/she knows of the need for 
such leave. 

If a medical leave is approved, OVRS may require medical certifications and examinations by a 
physician of its choice, or it may require certifications, examinations, and/or consultations with 
the employee’s physician.  OVRS will determine which position, if any, into which an employee 
will be reinstated at the end of an approved medical leave.  OVRS will require a fitness-for-duty 
certification in connection with an employee’s return from an approved medical leave.  OVRS 



 

 24 

may require that the fitness-for-duty certification and/or examination be conducted by a 
physician of its choice, or it may require certifications, examinations, and/or consultations with 
the employee’s physician.   

Employees do not obtain additional paid time off, bonuses, or raises during an approved 
medical leave.  OVRS reserves the right to terminate its contribution towards health insurance 
benefits during any such leave. 

 

RETIREMENT PLAN 
The Company has a retirement plan available to employees starting with the first day of 
employment.  Employees interested in the OVRS retirement plan should contact the Human 
Resource department.  Details regarding the retirement plan are available in the plan’s 
Summary Plan Description (SPD). 
 
HEALTH INSURANCE 
The Company complies with all applicable federal and state laws with regard to health 
insurance administration.  All full-time regular employees and regular part-time employees 1 
are entitled to benefits under the Company's health and other company-sponsored insurance 
plans, as may be in effect from time to time.  The Company reserves the right to change or 
terminate health plans or other benefits at any time. 
 
New full-time, and some part-time employees, joining the Company will be eligible for coverage 
the first of the month following sixty (60) calendar days from the date of employment or move 
to benefit eligible position.  
 
CONTINUATION OF BENEFITS 
Under the federal Consolidated Omnibus Budget Reconciliation Act (COBRA), employees may 
be allowed to continue their health insurance benefits, at the employee's expense, for up to 18 
months after experiencing a qualifying event as outlined below. Longer periods of coverage 
may be available dependent upon the qualifying event.  
 
To qualify for COBRA continuation coverage, an employee must have a qualifying event that 
causes the employee to lose group health coverage. The following are qualifying events for:  
 
Employees 

x Voluntary or involuntary termination of employment for reasons other than gross 
misconduct  

x Reduction in numbers of hours worked 
 
Spouses 

x Loss of coverage by the employee because of one of the qualifying events listed above  
x Covered employee becomes eligible for Medicare  
x Divorce or legal separation of the covered employee  
x Death of the covered employee 
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Dependent Children 
x Loss of coverage because of any of the qualifying events listed for spouses  
x Loss of status as a dependent child under the plan rules 

 
MILITARY LEAVE 
If employees are on an extended military leave of absence, they are entitled to be restored to 
their previously held position or similar position, if available, without loss of any rights, 
privileges or benefits provided the employee meets the requirements specified in the 
Uniformed Services Employment and Reemployment Rights Act (USERRA). 
 
An employee who is a member of the reserve corps of the armed forces of the United States or 
of the National Guard or the Naval Militia will be granted temporary leave of absence without 
pay while engaged in military duty as required by state employment law.  A letter from the 
employee’s commanding officer is required to establish the dates of duty. 
 
JURY SERVICE LEAVE 
If an employee is summoned to report for jury duty, they will be granted a leave of absence 
when the employee notifies and submits a copy of the original summons for jury duty to the 
OVRS HR Director.  The Company reserves the right to request that the employee seek to be 
excused from or request postponement of jury service if the absence from work would create a 
hardship to the Company. 
 
Any fees received for jury duty, including travel fees, are to be retained by the employee.    
Employees are to report to work on any day, or portion thereof that is not actually spent in the 
performance of jury service.  For each week of jury duty, a certificate of jury service shall be 
certified by the Court and filed with the Company no later than Wednesday of the following 
week. 
 
The leave is unpaid.  However, exempt employees will be paid in accordance with the Fair Labor 
Standards Act (FLSA) requirements. 
 
WITNESS LEAVE 
If an employee is requested to serve as a witness on behalf of the Company, the employee will 
be granted a witness leave at regular pay for such time as it is necessary to comply with the 
request.  Paid witness leave shall not be granted to an employee subpoenaed as an expert 
witness, as a party in a case, or as a lay witness other than as delineated above. 
 
VOTING LEAVE 
Employees are encouraged to vote in local, state and federal elections.  In most instances, 
employees can vote before or after working hours.  When hardships makes this impractical, 
employees may be granted time off without pay with prior approval from their supervisor. 
 
BEREAVEMENT LEAVE 
A regular full-time employee of the Company may request a leave of absence with pay for a 
maximum of three (3) consecutive calendar days upon the death of a member of his or her 
immediate family.  Members of the immediate family are defined as: father, mother, spouse, 
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child, sister, brother, grandmother, grandfather, domestic partner, father-in-law, or mother-in-
law.  Proof of death may be required.   
 
No more than forty-eight (48) hours of bereavement time will be paid in a rolling 12 month 
period. 
 
 
HEALTH, SAFETY, AND SECURITY 
 
NON-SMOKING 
Smoking is not permitted in any Company buildings, facilities, work sites or vehicles.  Employees 
wishing to smoke should do so during their break times, outside Company buildings, in 
designated areas, and in accordance with local ordinances. 
 
DRUG AND ALCOHOL 
The Company is dedicated to providing employees with a workplace that is free of drugs and 
alcohol.  The Company discourages drug and alcohol abuse by its employees.  The Company has 
a vital interest in maintaining safe and efficient working conditions for its employees and safe 
environments for the clients we support.  Substance abuse is incompatible with health, safety, 
efficiency and success at the Company.  Employees who have any detectible amounts of drugs 
or alcohol while on the job compromise Company interests, endanger the employee’s own 
health and safety and the health and safety of others.  This can cause a number of other work-
related problems, including absenteeism and tardiness, substandard job performance, 
increased workloads for coworkers, behavior that disrupts other employees, delays in the 
completion of jobs, inferior quality in our products and disruption of client relations.  Any 
identified usage of drugs or alcohol on the job or on Company property, or any detectible 
amount during working hours, will be grounds for discipline, up to and including termination. 
The Company has a zero tolerance policy regarding drugs and alcohol during work hours. 
 
For the safety of our employees and clients the Company reserves the right to test any 
employee for the use of illegal drugs, marijuana or alcohol under state, federal or local laws.  
Drug testing will be completed at time of hire for all employees.  Additional drug testing may be 
done in cases where the employee’s job carries a risk of injury or accident due to such use, or 
there is an apparent inability to perform the duties required of that position, or for other 
reasons or grounds, as determined by the Company.  Specific jobs may, at the Company’s 
discretion, require regular drug testing.  Such a test may be conducted after an accident or with 
probable cause of impairment while on the job.  Under those circumstances the employee may 
be driven to a certified lab, at the Company’s expense, for the drug test. 
 
Any employee found to use, sell, possess or distribute any illegal drugs under state, federal or 
local laws, marijuana, or any unauthorized drugs (including excessive quantities of prescription 
or over-the-counter drugs) while on the Company premises, performing Company-related 
duties, or while operating any Company equipment, is subject to disciplinary action, up to and 
including termination of employment.  Any suspected illegal drug confiscated will be turned 
over to the appropriate law enforcement agency. 
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Any employee taking medication should consult a medical professional to determine whether 
the drug may affect his or her personal safety or ability to perform the essential functions of 
the job and should advise the OVRS HR Director of any job limitations.  Upon notification of 
disability-related job limitations, the Company will make reasonable efforts to accommodate 
the limitation.  In addition, any employee must advise the OVRS HR Director immediately about 
any alcohol or drug-related arrest or conviction.    
 
REASONABLE ACCOMMODATIONS 
It is the policy of the Company to comply with all the relevant and applicable provisions of the 
federal Americans with Disabilities Act (ADA), as well as state and local laws concerning the 
employment of persons with disabilities.  The Company will not discriminate against any 
qualified employee or job applicant because of a person’s physical or mental disability with 
respect to any terms, privileges or conditions of employment, including, but not limited to 
hiring, advancement, discharge, compensation and training. 
 
Employees who become disabled should notify the OVRS HR Director if the conditions of the 
disability impair their ability to perform the essential functions of their position.  Where 
necessary and feasible, reasonable accommodations will be made for qualified disabled 
employees to perform the essential functions of the job in question, as long as the 
accommodation does not cause the Company undue hardship. 
 
All employees are required to comply with safety standards.  Applicants who pose a direct 
threat to the health or safety of other individuals in the workplace, which threats cannot be 
eliminated by reasonable accommodation, will not be hired.  Current employees who pose a 
direct threat to the health of safety of the other individuals in the workplace will be placed on 
appropriate leave until a decision has been made by management in regard to the employee’s 
immediate employment situation. 
 
SAFETY 
In the event an employee becomes injured, or witnesses an injury, during working hours he/she 
must report it immediately to the nearest available supervisor.  Employees are to render any 
assistance requested by supervisor, manager or designee.  Any questions asked by law 
enforcement or fire officials making an investigative report should be answered giving only 
factual information and avoiding speculation, without stating opinions about fault. Fault can be 
determined at a later date, when all the facts are in.   
 
Employees should report all nonfunctioning, hazardous equipment to the nearest supervisor.  If 
there is no supervisor at the worksite, the employee should call a supervisor or the next 
supervisory level within OVRS. 
 
Employees should not speak to the media on the Company’s behalf without contacting the 
OVRS Executive Director.  All media inquiries should be directed to the OVRS Executive Director. 
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WORKERS’ COMPENSATION 
The Company provides insurance for all work-related injuries or illness.   OVRS pays 100% of the 
premium cost to a state fund for coverage that protects all employees with a job related 
accidental injury or illness. Lik e other insurance, the more expensive claims are and the more 
claims made, the higher the cost to the Company.   
 
OVRS holds all employees accountable to create and maintain a safe work environment which is 
part of preventing work place injuries.  
 
The employee needs to immediately report to a supervisor any worked related illness or injury.  
The employee also needs to report the injury to the OVRS HR Director or designee. 
 
Information about the State of Ohio Bureau of Workers’ Compensation is available at each 
worksite.  The carrier governs all insurance benefits provided by the Company. These contracts 
shall not be limited, expanded or modified by any statements of Company personnel or 
Company documents.  Any discrepancies shall be determined by reference to the insuring 
contracts. 
 
WORKPLACE VIOLENCE AND SECURITY 
It is the intent of the Company to provide a safe workplace for employees and to provide a 
comfortable and secure atmosphere for the clients we support and others with whom the 
Company does business.  The Company has zero tolerance for violent acts or threats of 
violence. 
 
No direct, conditional or veiled threat of physical harm to any client, employee or Company 
property will be considered acceptable behavior.  Acts of violence or physical intimidation of 
others will not be tolerated.  Any employee who commits, or threatens to commit, a violent act 
against any person while on Company premises, will be subject to immediate discharge.  
 
Employees within the Company share the responsibility in identification and alleviation of 
threatening or violent behaviors.  Any employee who is subjected to or threatened with 
violence, or who is aware of another individual who has been subjected to or threatened with 
violence, should immediately report this information to his/her supervisor, manager or 
designee.  Any threat reported will be carefully investigated and employee confidentiality will 
be maintained to the fullest extent possible. 
 
The nature of our business requires a limited exception to this policy.  Some of the disabled 
clients we serve may engage in some acts which violate this policy.  While we don’t condone 
such actions, our mission includes working through these types of issues with clients.  Consult 
the client’s support plan and immediately report violent behavior to a supervisor, manager, or 
designee.  We will do our best to work through the issues.  
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WORKPLACE GUIDELINES 
 
HOURS OF WORK 
The standard workweek for the Company will begin at 12:00 a.m. Monday and end at 11:59p 
the following Sunday.  Hours of work vary due to the nature of OVRS’s business of providing 
24/7 support services to people with developmental disabilities.  Due to the nature of the 
Company’s business, employees work a variety of schedules between Monday - Sunday.  
Administrative employees working at the OVRS main office typically work between 8:30am – 
5:00pm, Monday-Friday.  Schedules for employees working outside the main office are based 
on the need of the individual(s) supported. 
 
Punctual and consistent attendance is a condition of employment. 
 
The work schedule for essential direct support positions will generally include a minimum of 
one weekend shift per week.  This on occasion may be satisfied with an every other week 
[EOW] schedule.  Weekend shifts are hours between 12:00am Saturday and 11:59pm on 
Sunday.  There may be some essential support positions without a weekend shift if it is in the 
best interest of the site’s program needs and schedule design.  Site schedules are reviewed 
based on client needs.  The total number of essential support staffing hours for each client site 
are based on the clients living at the site.  These staffing hours may increase or decrease based 
on client need and approved client funding.  The shifts clustered together to make up each 
essential direct support employee’s fixed work week are periodically reviewed and may be 
changed to meet client needs.  This may include adding weekend work hours. 
 
OVRS will attempt to notify employees one week in advance of schedule changes.  Employees 
providing direct client support will not be scheduled when clients are absent from the home.  
Hourly employees not able to work due to client absences, will be unpaid unless using paid time 
off benefit hours.   OVRS will try to find other work hours at another job site but cannot 
guarantee replacement hours. 
 
GUIDELINES REGARDING HOURS WORKED 
Employees should not work more than sixty (60) hours in a seven (7) day period.  Employees 
should not work 100 or more hours beyond two (2) consecutive pay cycles.  Every OVRS 
supervisor does not know all the hours an employee has worked, or is scheduled to work.  It is 
the responsibility of both the supervisor and employee to monitor excessive work hours and  
schedule combinations. 
 
OVRS has multiple worksites.  There are some sites that have staff scheduled during the night.  
This staff can be scheduled with a defined period of sleep or be required to stay awake during 
the night.  Employees working awake night shifts should have a minimum of twelve (12) hours 
off between shifts.  Employees working twenty-four (24) or more consecutive hours, should 
have a minimum of five (5) scheduled sleep hours during the night. 
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The above are recommended guidelines.  Due to the OVRS business of providing client supports 
24/7, these may not be able to be applied 100% of the time.  Employees need to notify a 
supervisor if they are fatigued and feel unfit to work. 
 
OFF-THE-CLOCK WORK POLICY 
Non-exempt employees must accurately record all time worked, regardless of when and where 
the work is performed. Off-the-clock work (engaging in work assignments or duties that are not 
reported as time worked) is prohibited. No member of management may request, require or 
authorize non-exempt employees to perform work without compensation.  Any possible 
violations should be reported promptly to a supervisor or member of management.  Failure to 
record all time worked is grounds for discipline up to and including termination. 
 
MEAL PERIODS 
Meal periods away from the job are based on an employee’s position.  Meal periods for some 
OVRS employee positions include providing assistance to the clients receiving services.    The 
meal period in this instance is considered paid time as the employee is expected to eat family 
style with the client(s).  Meals in the client home setting are provided at no cost to the 
employee when the meal occurs as part of the support services being provided and the 
employee is eating the same meal as the client(s).  A support employee’s meal is not provided 
when election is made to not eat the meal served.   
 
The meal period is not paid if an hourly employee is allowed to take a formal meal break of a 
minimum of a ½ hour away from client support duties.  The employee is to clock out and back 
in for the meal period.  Client needs in most OVRS sites cannot accommodate a formal away 
meal break.     
  
Meal periods of ½ or more are unpaid for all non-exempt employees.  Administrative 
employees are encouraged to take a meal period away from their work area.  The meal period 
should be completed between the hours of 11 a.m. and 1 p.m. The employee is to clock out and 
back in for the meal period.  There must be at least one employee working in an OVRS 
department area during meal break periods. 
 
REST OR BREAK PERIODS 
Break periods are based on an employee’s position.  Employees providing client supports are 
not scheduled for formal break periods away from the worksite.  There are many times that the 
client support employee may be working alone.  The job responsibilities in client support 
situations are not constant.  The employee is able to take a “break” without fully removing 
themselves from their responsibility to immediately respond to client safety needs. 
 
Hourly employees working in a position that can allow a break period of 15 minutes or more 
will not be paid for the break time.  The employee is to clock out and back in for the break 
period.  Break periods for employees in non-client support position should be coordinated with 
the employee’s supervisor to ensure that the department is adequately staffed. 
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LACTATION ACCOMMODATION 
In recognition of the well documented health advantages of breastfeeding for infants and 
mothers, the Company provides a supportive environment to enable breastfeeding employees 
to express their milk during work hours (for up to one (1) year following the birth of a child). 
Discrimination and harassment of breastfeeding mothers in any form is unacceptable and will 
not be tolerated. 
 
ATTENDANCE – TARDINESS 
Employee attendance is a major concern of the Company.  Tardiness is unacceptable 
performance.  Employees shall be at their work site, ready to begin work at the start of their 
scheduled work time or resumption of work duties.  Excessive tardiness, whether excused or 
unexcused, constitutes unacceptable work performance.  If an employee is tardy, his/her wages 
will be reduced by the amount of time he/she is tardy, calculated in seven (7) minute rounding 
increments according to the Company’s timekeeping clock. 
 
Employees working in direct client support positions can jeopardize client safety if not to work 
on time.  Employees working in direct client support position must reach a supervisor if they 
will not be to work on time.   
 
ATTENDANCE – CALL OFF 
Employee attendance is a major concern of the Company as there are many employees who are 
the only one performing their job function.  There are other employees who provide essential 
client support services including insuring client safety.  Unsatisfactory attendance, including 
tardiness and leaving work early is unacceptable performance.  Employees will be rated in their 
performance appraisal in the categories of attendance and punctuality. 
 
All absences are to be arranged as far in advance as possible.   If a doctor or dental 
appointment must be scheduled during the employee work period, it should be scheduled to be 
the least disruptive to the work site as possible. 
 
If an employee is ill, injured or an unexpected emergency arises which prevents them from 
coming to work, the employee must notify their supervisor before their scheduled start time or 
as soon as reasonably possible.   Failure to do so may result in disciplinary action.  It is 
imperative that OVRS has time to put in place adequate staffing  to meet the needs of the 
clients served. 
 
Employees working in direct client support positions need to provide a four (4) hour notice in 
order to allow adequate time to find staffing replacement coverage.  The direct client support 
employee must reach a supervisor to insure that their work hours will be covered.  It is not 
approved for the direct client support employee to leave a message as this may jeopardize 
client safety.  If the call off is not due to illness or family emergency, the direct support 
employee will be requested to assist in finding coverage. 
 
Employees in non-support positions need to provide a one (1) hour notice.    
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If an employee’s supervisor, or designee is not available, the employee should contact another 
member of management. If an employee is physically unable to contact the Company, they 
should direct another person to make the contact on their behalf.  Leaving a message with a 
fellow staff employee or message box is not considered proper notification.  There must be 
some type of communication exchange with a supervisor so the employee knows that their job 
duties will be covered as needed. 
 
When an employee calls in absent, he/she is to advise the Company of his/her expected date of 
return.  Management reserves the right to require proof of illness, injury or accident, including 
a doctor’s statement(s) or notice(s), for any temporary disability. 
 
Repeated absences, excessive absences (excused or unexcused) or a pattern of absences are 
unacceptable job performance. If an employee is absent for three (3) consecutive days and has 
not provided proper notification, the Company will assume that the employee has abandoned 
their position and may be treated as having voluntarily terminated employment with the 
Company. 
 
The Company will contact an employee after a “no call” absence.  If the employee fails to report 
or call for the next day’s scheduled work hours, the Company will assume that the employee 
has abandoned their position.  Employees not scheduled to be at work within 24 hours of the 
“no call” period will be assumed to have abandoned their position if OVRS is not able to make 
contact with them within 24 hours.  Employees abandoning their position will not be eligible for 
rehire unless able to provide appropriate medical documentation. 
 
If an employee becomes ill at work, he/she should notify his/her supervisor or manager 
immediately. If an employee is unable to perform his/her job task, an employee may be sent to 
his/her treating doctor or home for the remainder of the day or until able to work again. For 
partial day absences, hourly employees will be paid only for time actually worked and may 
receive paid sick time, if eligible. 
 
EMPLOYEE TRAINING 
OVRS recognizes that the skills and knowledge of its employees are critical to our success.  
Training encourages personal development so that employees can maintain and improve job-
related skills and possibly their ability to advance within OVRS.  While employee training is 
expected to enhance performance and professional abilities, OVRS cannot guarantee that 
participation in training will lead to employee advancement, a different job assignment, or pay 
increases. 
 
OVRS pays employee time and the training cost for training that is required by the State of Ohio 
Department of DD.  If training is related to a certification outside of these regulations, the 
training must be related to the employee's current job duties or a foreseeable-future position in 
OVRS to be eligible for paid training time.  The Company has the sole discretion to determine 
whether training relates to an employee's current job duties or a foreseeable-future position. 
 
Employees must have their supervisor approval before signing up for a training session. 
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Employees working in a direct client support position are expected to schedule training outside 
of their regular working hours whenever possible.  This will help to ensure that client safety and 
programming is not negatively impacted.   
 
If an employee fails to maintain required training, the employee may be removed from the 
work schedule.  Removal will be based on State of Ohio Department of DD training and staffing 
requirements for the employee’s job position.  If an employee is removed from the work 
schedule due to failure to maintain training, the time will be unpaid unless PTO is available. 
  
Any questions concerning what courses or programs are covered should be directed to the 
OVRS Trainer or HR Director.  
 
PROTOCOL ISSUES 
These general issues are for the safety and general health of the clients we provide services: 
 

1. Children are not permitted to accompany employees who are on duty.  Being on duty is 
when an employee is being paid by OVRS for their time.  This includes staff meetings 
and training sessions.   

 
2. Visitors of employees are not permitted while any employee is “on duty,” nor are any 

visitors of employees permitted at residential sites.  Visitor is defined as anyone not 
related to an individual living in the home or not performing an official function in 
relation to the business of OVRS. 

 
3. TV’s in the client home sites are for the exclusive use of the clients who live there, not 

employees.  An employee may not watch television except to receive emergency 
weather broadcasts.  “On-duty” means paid time attending to duties, which do not 
include TV watching. 

 
4. Employees may not transact the exchange, purchase or sale of any personal property 

from a client without the written permission of the Executive Director. 
 

5. No property or food purchased with funds from OVRS or by a client may be taken from 
the building by an employee for personal use.  Violation of this rule is considered theft. 

 
6. Accepting “tips” or gifts of any kind from clients or their relatives, except at Christmas, 

birthday, special occasions or anniversary remembrances is strictly forbidden.  
Solicitation of clients for personal gain is absolutely forbidden.  This includes employees 
using clients or OVRS funds they administer for a personal “loan”.  Employees are 
strictly forbidden from asking OVRS clients for a personal loan. 

 
PERSONAL APPEARANCE 
The Company is a professional business based on the trust and goodwill it engenders from its 
clients, clients’ families and others interacting with OVRS.   In addition to providing excellent 
services, clients only do business with the Company if they are also treated with courtesy, 
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patience and appropriate deference.  Employees will be evaluated in their performance 
appraisal in this category. 
 
Since clients and clients’ families tend to think in terms of the individual employees with whom 
they come in contact with as the Company, the way an employee performs his/her job and 
treats the individual client will determine, in part, the client’s satisfaction with the Company.  A 
good employee will approach his/her job duties and responsibilities with a positive attitude and 
respect for clients and clients’ families.  A neat personal appearance and good grooming habits 
reflect respect for oneself; the workplace; and OVRS the Company. 
 
OVRS recognizes that choice of attire is a very personal matter and that people have differing 
definitions of “professional.”  Specific employee positions may have additional or more 
restrictive requirements related to the nature of work, professionalism, etc.  OVRS reserves the 
right to make the final determination as to whether particular apparel is appropriate for the 
workplace.   
 
All employees are expected to wear clothing that is appropriate, neat, clean, and conducive to 
the safe and effective performance of the required job duties.  Employees should dress in 
accordance with accepted community standards for business attire for each work location and 
the job being performed. In our work we prefer to “blend in” with our work setting  . . . not 
“stand out”.  OVRS is not a clinical setting, and we do not provide clinical support services, thus 
medical attire (i.e. scrubs) is not appropriate for the worksite.   
 
Bizarre, revealing or unreasonable dress and/or grooming traits will be addressed by 
supervisors.  If employees have any questions regarding what constitutes appropriate attire 
within community standards, they should ask their supervisor or OVRS HR Director.  
 
Employees delivering direct client support services are required to have a change of clothing at 
the worksite or immediately available in their vehicle to meet OSHA regulations.  Durable shoes 
suitable for walking and/or foot protection are to be worn when providing support services.  
For personal and client safety, dangling jewelry is not permitted outside the Company’s central 
office.   
 
OVRS will not be responsible for the loss or damage of personal effects at work. 
 
BULLETIN BOARDS AND STAFF LOG BOOKS 
The Company maintains worksite bulletin boards and staff log books where important OVRS 
announcements and employment information is posted.  These bulletin boards and staff log 
books are reserved exclusively for the posting of Company documents which are related strictly 
to OVRS operating issues.  Bulletin board documents should be reviewed periodically by 
employees.   
 
OVRS may also post documents in other locations from time-to-time.  These documents will 
likewise be related strictly to Company issues.  Employees are not to post other documents, nor 
are employees to deface or remove OVRS postings, whether on bulletin boards or otherwise. 
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Employees working in the client home worksite are expected to review the Site Staff Log Book 
at the beginning of their work hours.  The review should start at the point of the employee’s 
last log entry.  If the employee has been away from the particular worksite, the review should 
go back a minimum of the last 7 calendar days.  The employee should make a log entry at the 
end of his/her shift reporting business matters and refrain from reporting the personal matters 
of employees.  Inappropriate log entries will be brought to an employee’s attention and could 
result in disciplinary action. 
 
 
HIPAA (HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT) &  
PROTECTED HEALTH INFORMATION (PHI) 
Protecting our clients’ privacy is important to OVRS. We also want to make every effort to 
comply with state and federal privacy laws.  There are many employee positions within OVRS 
that work with Protected Health Information (PHI).  Employee access to this information is 
based on their position’s “need to know”.  
 
Rules:  

1. We are responsible for keeping our clients’ Protected Health Information (PHI) 
confidential.  PHI includes all medical records and health information of an individual. 
PHI is in many forms: paper, electronic, oral and includes our computer files, paper files, 
computer disks or tapes, insurance statements, prescription forms, lab reports, 
correspondence from doctors, faxes, client forms, email, explanation of benefits notices, 
treatment authorizations, IP documents, conversations between staff regarding clients 
and so on.  
 
As per the U.S. Department of Health and Human Services, the privacy rule protects all 
"individually identifiable health information".  “Individually identifiable health information” is 
information, including demographic data, that relates to: 
~ the individual’s past, present or future physical or mental health or condition, 
~ the provision of health care to the individual, or 
~ the past, present, or future payment for the provision of health care to the individual, 
and that identifies the individual or for which there is a reasonable basis to believe it can be 
used to identify the individual.13  Individually identifiable health information includes many 
common identifiers (e.g., name, address, birth date, Social Security Number).  

 
2. OVRS has a Privacy Officer who makes sure we comply with the privacy laws. See him or 

her for any questions regarding client information privacy.  
3. PHI is available to those in the Company who need it to do their jobs.  
4. Except for OVRS, we do not allow anyone to use our client or client contact lists or 

information for marketing purposes.  
5. Do your part to keep PHI private and secure. For example, follow all the procedures for 

security and privacy the Privacy Officer gives you. If you discuss cases outside OVRS, do 
not include anything that can identify the person, such as the individual’s name.  

6. Any violations of the Privacy Rule, the state privacy laws or this policy must be 
corrected. All violators will have reports of the violation filed in their personnel files. 
Repeat violations may result in a suspension or termination.  
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7. If you see or know of a violation of this policy or the privacy laws, please report it to the 
Privacy Officer, preferably in writing. By law, you cannot be punished for reporting a 
violation.  

8. OVRS can be fined and violators can be jailed for violations of this law.   
 

The Company understands slips and mistakes may occur.  An example would be that an 
employee accidentally discusses a client’s personal issue and condition to an OVRS 
employee who does not have a “need to know”. Just be sure to take steps to prevent similar 
mistakes in the future.  It is important to remember that protecting our clients’ privacy is 
important to OVRS and that we want to make every effort to comply with state and federal 
privacy laws. 

 
CONFIDENTIALITY/CONFLICT OF INTEREST 
Due to the nature of the Company’s business, employees may need to use documents and 
information protected by the HIPAA Privacy Rule, also called the Standards for Privacy of 
Individually Identifiable Health Information.  There shall be no disclosure of any confidential 
information to anyone outside the Company without the appropriate authorization. 
Confidential information may also include internal reports, policies, procedures and other 
internal business-related communications.  In addition, always respect financial disclosure laws 
and third party intellectual property. 
 
It is an employee’s duty and responsibility to safeguard all confidential information. This 
includes the dissemination of information by any available means, including but not limited to 
telephone, fax and email.  
 
When any reference inquiry is made regarding an employee or any former employee, the 
inquiry must be forwarded to the HR Department without comment from the employee. When 
any inquiry is made regarding any client, the inquiry must be forwarded to the Home 
Coordinator, Program Coordinator or Program Director. 
 
Confidential information shall be disclosed and/or discussed only on a “need to know” basis. 
Conversation of a confidential nature must never be held within earshot of the public or clients. 
 
The Company is judged by the collective and individual performance of its supervisors and 
employees. The Company has a particular interest in preserving its reputation and the 
reputation of its employees for the utmost honesty and integrity. Thus, the Company holds 
itself and its employees to the highest standards of lawful and ethical conduct. 
 
Therefore, employees must be very careful that their relationship with clients do not subject 
oneself or the Company to question or undue criticism. Employees must refrain from engaging 
in any activity that could be in conflict with the status as a Company employee. This includes 
the use of an employee’s position with the Company for personal profit, advantage or entering 
into transactions or relationships where it may appear that an employee is improperly 
benefiting from an affiliation with the Company, or are violating laws governing fiduciary 
relationships. Good judgment and common sense are to supplement these provisions to avoid 
even the appearance of impropriety.  
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If an employee has questions of the propriety of a transaction or activity, they should seek 
guidance from their supervisor or a next level supervisor or director. If necessary, employees 
should seek written approval. 
 
BUSINESS GIFTS 
The Company wants at all times to avoid the appearance of impropriety in the acceptance of 
gifts from business contacts or clients.   It is the express policy of the Company that employees 
are prohibited from, either directly or indirectly, asking, demanding, exacting, soliciting, or 
seeking, anything of value for oneself  or for any other person or entity. 
 
It is the express policy of the Company that employees are prohibited from, either directly or 
indirectly, accepting, receiving, or agreeing to receive anything of value for oneself or for any 
other person or entity (other than employee pay checks from the Company) for or in 
connection with any transaction or business of the Company that has a value of $50 or more. If 
an employee is promised, offered, or given anything of value from any client, perspective client, 
client family, or perspective client family for or in connection with any transaction or business 
of the Company, employees are to advise their supervisor. 
 
OUTSIDE ACTIVITIES AND EMPLOYMENT 
Employees may engage in outside employment or personal educational activities during non-
working hours, provided that such activities do not interfere with their job performance or 
constitute a conflict of interest.  
 
Outside employment should not interfere with the responsibilities of employment at OVRS.  An 
employee’s scheduled hours are subject to change based on program need.  This may pose a 
conflict for individuals working two or more jobs.  Unless noted, the following conditions apply 
to all employees where designated: 
 

1. The employee is advised to inform his/her supervisor of any outside 
employment. 

 
2. Outside employment which, by its nature, may become controversial to the 

point of discrediting OVRS at any time will not be permitted. 
 

3. Employees working for a second employer must maintain at OVRS the same high 
conduct, performance and reliability standards maintained by others in the 
department or worksite.  The inability to maintain these standards will result in 
corrective discussion and appropriate discipline, up to and including discharge. 

 

4. Work related injury expense arising out of any outside employment will not be 
certified by OVRS. 
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REPORTING IRREGULARITIES 
It is the responsibility of each employee of the Company to report, immediately, any and all 
irregularities indicating actual or suspected existence of loss, fraud, embezzlement or similar 
impairment of Company funds or property, suspicious persons or activity. 
 
If an employee’s actual or constructive knowledge of any irregularity exists, and the employee 
does not report it to their supervisor or manager, that employee has engaged in unacceptable 
job performance. 
 
 
COOPERATION WITH INVESTIGATIONS  
OVRS requires all employees to cooperate fully and, when requested, to participate in Company 
investigations.  This includes but is not limited to being totally honest and forthright when 
responding to Company inquiries, as well as completing documents and statements requested 
by OVRS.  
 
Due to the nature of the regulations from the State of Ohio Department of DD and Hamilton 
County DD Services, some issues may also be independently investigated by representatives 
from these outside entities.  There are some matters that due to regulations may require 
reporting to the police which can result in an additional police investigation.  OVRS requires all 
employees to cooperate fully and, when requested, to participate in any and all of these 
additional investigations. 
 
Failure to cooperate in any of these investigative processes will result in disciplinary action and 
may include termination if the action prevents the investigation from being properly concluded.   
 
 
INSPECTIONS/SEARCHES 
Any items or parcels taken out of or off Company premises or property (or property controlled 
by the Company) are subject to inspection/search.  Employee desks, workstations, work areas, 
computer terminals, memory, files, etc. and voice mail are subject to inspection/search at any 
time.  The Company may monitor any telephone conversation employees have on Company 
owned or controlled equipment, premises or property. While on Company owned or controlled 
premises or property, an employee’s vehicle, meal containers, purse, etc., as well as the 
employee are subject to inspection/search.  Any inspection/search conducted by the Company 
or its designees may occur at any time, with or without notice. 
 
Employees are prohibited from placing any passwords or restrictors on any computer or 
computer software without the prior permission of their supervisor.  Any password or restrictor 
must be revealed to and maintained by a second authorized source.  Removing, changing, 
deleting or erasing any Company information, without the appropriate authorization, is strictly 
prohibited. 
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WORKPLACE AUDIO, VIDEO AND DIGITAL RECORDING 
Employees are prohibited from recording the statements and actions of other OVRS employees 
and clients by electronic or digital means, including but not limited to audio taping, videotaping 
and cell phone recording/taping.  This listing of equipment is not intended to be all inclusive 
due to the rapid development of new technology.  This prohibition does not apply to recordings 
which are specifically authorized by the Company Executive Director.   
 
Even with Executive Director permission, photographs of clients cannot be taken unless the 
Company has a signed photo release and the client agrees to be photographed.  Employees 
need to be aware that some clients have not given OVRS permission to take their photograph.  
Employees need to ask their supervisor about which clients have signed a photo release. 
 
 
ELECTRONIC ASSETS USAGE 
The Company recognizes that use of the Internet has many benefits for the Company and its 
employees.  The Internet and email make communication more efficient and effective. 
Therefore, employees are encouraged to use the Internet appropriately. Unacceptable usage of 
the Internet can place the Company and others at risk. 
 
The following guidelines have been established for using the Internet and email in an 
appropriate, ethical and professional manner: 
 

x The Company Internet and email access may not be used for transmitting, retrieving or 
storing of any communications of a discriminatory or harassing nature or materials that 
are obscene or X-rated.  No messages with derogatory or inflammatory remarks about 
an individual’s race, age, disability, religion, national origin, physical attributes or sexual 
preference shall be transmitted.  

x The Company Internet and e-mail access may not be used for illegal activities – including 
piracy, cracking, extortion, blackmail, copyright infringement, and unauthorized access 
to any computers on the Internet or email – are forbidden. 

x Copyrighted materials belonging to entities other than the Company may not be 
transmitted by employees on the Company’s network.  All employees obtaining access 
to other companies’ or individual’s materials must respect all copyrights and may not 
copy, retrieve, modify or forward copyrighted materials, except with permission or as a 
single copy to reference only.  If employees find something on the Internet that may be 
interesting to others, they should not copy it to a network drive. Instead, give the URL 
(uniform resource locator or “address”) to the person who may be interested in the 
information and have that person look at it on his/her own. 

x Do not use the system in a way that disrupts its use by others.  This includes excessive 
dial-in usage, sending or receiving many large files and “spamming” (sending email 
messages to thousands of users). 

x The Internet is full of useful programs that can be downloaded, but some of them may 
contain computer viruses that can extensively damage our computers.  Be sure to virus-
check downloaded files immediately.  Also, many browser add-on packages (called 
“plug-ins”) are available to download.  There is no guarantee that such will be 
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compatible with other programs on the network and such may cause problems; 
therefore, please refrain from downloading such plug-ins. 

x Each employee is responsible for the content of all text, audio or images that he/she 
places or sends over the Company’s Internet and email system.  No email or other 
electronic communications may be sent which hides the identity of the sender or 
represents the sender as someone else.  Also, be aware that the Company’s name is 
attached to all messages so use discretion in formulating messages. 

x Email is not guaranteed to be private or confidential.  All electronic communications are 
Company property. Therefore, the Company reserves the right to examine, monitor and 
regulate email messages, directories and files, as well as Internet usage. Also, the 
Internet is not secure so don’t assume that others cannot read or possibly alter 
messages. 

x Internal and external email messages are considered business records and may be 
subject to discovery in the event of litigation.  Be aware of this possibility when sending 
email within and outside the Company. 

 
All Company-supplied technology, including computer systems and Company-related work 
records, belong to the Company and not the employee. The Company may monitor usage 
patterns for its email and Internet communications.  Although encouraged to explore the 
resources available on the Internet, employees should use discretion in the sites that are 
accessed. 
 
Since all the computer systems and software, as well as the email and Internet connection, are 
Company-owned, all Company policies are in effect at all times.  Any employee who abuses the 
privilege of Company-facilitated access to email or the Internet, may be denied access to the 
Internet and, if appropriate, be subject to disciplinary action up to and including termination. 
 
SOCIAL MEDIA 
The Company understands that social media can be a fun and rewarding way to share your life 
and opinions with family, friends and co-workers around the world.  However, use of social 
media also presents certain risks and carries with it certain responsibilities.  To assist you in 
making responsible decisions about your use of social media, we have established these 
guidelines for appropriate use of social media. 
 
This policy applies to all employees of the Company. 
 
Employees need to be aware that some clients supported by OVRS have not given permission for 
photographs.  This restriction would also apply to social media posts. 
 
Guidelines 
In the rapidly expanding world of electronic communication, social media can mean many 
things.  Social media includes all means of communicating or posting information or content of 
any sort on the Internet, including to your own or someone else’s web log or blog, journal or 
diary, personal web site, social networking or affinity web site, web bulletin board or a chat 
room, whether or not associated or affiliated with the Company, as well as any other form of 
electronic communication. 
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The same principles and guidelines found in Company policies and three basic beliefs apply to 
your activities online.  Ultimately, you are solely responsible for what you post online.  Before 
creating online content, consider some of the risks and rewards that are involved.  Keep in mind 
that any of your conduct that adversely affects your job performance, the performance of 
fellow employees or otherwise adversely affects members, customers, suppliers, people who 
work on behalf of the Company or the Company’s legitimate business interests may result in 
disciplinary action up to and including termination. 
 
Know and Follow the Rules 
Carefully read these guidelines, the General Conduct Guidelines, the policies in this handbook, 
and ensure your postings are consistent with these policies.  Inappropriate postings that may 
include discriminatory remarks, harassment, and threats of violence or similar inappropriate or 
unlawful conduct will not be tolerated and may subject you to disciplinary action up to and 
including termination. 
 
Be Respectful 
Always be fair and courteous to fellow employees, clients, client families, suppliers or people 
who work on behalf of or interact with the Company.  Also, keep in mind that you are more 
likely to resolve work-related complaints by speaking directly with your co-workers or by 
utilizing our Open Door Policy than by posting complaints to a social media outlet. 
Nevertheless, if you decide to post complaints or criticism, avoid using statements, 
photographs, video or audio that reasonably could be viewed as malicious, obscene, 
threatening or intimidating, that disparage clients, client families, employees or other 
professionals who interact with the Company, or that might constitute harassment or bullying. 
Examples of such conduct might include offensive posts meant to intentionally harm someone’s 
reputation or posts that could contribute to a hostile work environment on the basis of race, 
sex, disability, religion or any other status protected by law or company policy. 
 
Be Honest and Accurate 
Make sure you are always honest and accurate when posting information or news, and if you 
make a mistake, correct it quickly.  Be open about any previous posts you have altered. 
Remember that the Internet archives almost everything; therefore, even deleted postings can 
be searched.  Never post any information or rumors that you know to be false about the 
Company, fellow employees, clients, client families, other professionals who interact with 
OVRS, people working on behalf of the Company or competitors. 
 
Post Only Appropriate and Respectful Content 
 

x Maintain the confidentiality of Company and private or confidential information. Do not 
post internal reports, policies, procedures or other internal business-related confidential 
communications. 

x Respect financial disclosure laws.  
x Do not create a link from your blog, website or other social networking site to a 

Company website without identifying yourself as a Company employee. 
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x Express only your personal opinions. Never represent yourself as a spokesperson for the 
Company. If the Company is a subject of the content you are creating, be clear and open 
about the fact that you are an employee and make it clear that your views do not 
represent those of the Company, fellow employees, clients, client families, other 
professionals who interact with OVRS or people working on behalf of the Company. If 
you do publish a blog or post online related to the work you do or subjects associated 
with the Company, make it clear that you are not speaking on behalf of the Company. It 
is best to include a disclaimer such as “The postings on this site are my own and do not 
necessarily reflect the views of the Company.” 

 
Using Social Media at Work 
Refrain from using social media while on work time or on equipment we provide, unless it is 
work-related as authorized by your manager or consistent with the Electronics Assets Usag e. 
Do not use Company email addresses to register on social networks, blogs or other online tools 
utilized for personal use. 
 
Retaliation is Prohibited 
The Company prohibits taking negative action against any employee for reporting a possible 
deviation from this policy or for cooperating in an investigation.  Any employee who retaliates 
against another employee for reporting a possible deviation from this policy or for cooperating 
in an investigation will be subject to disciplinary action, up to and including termination. 
 
Media Contacts 
Employees should not speak to the media on the Company’s behalf without contacting the 
OVRS Executive Director . All media inquiries should be directed to the OVRS Executive Director. 
 
For More Information 
If you have questions or need further guidance, please contact Human Resources. 
 
 
COMPANY PHONE USAGE/PERSONAL CELL PHONES 
The telephones of the Company are to be restricted to business calls for Company business and 
use by the clients supported by OVRS.  All employees are required to be professional and 
conscientious at all times when using Company phones.   
 
Employees working at a client home as their worksite are to remember that they represent 
OVRS when answering the client phone.      
 
Employee personal incoming and outgoing calls during work hours should be limited to matters 
of emergencies.  If a personal call needs to be made, or an incoming call taken, these calls are 
to be limited to a reasonable frequency and length of time.  This would generally mean not 
exceeding three (3) minutes.  Violations of these standards can result in disciplinary action. 
  
The use of personal cell phones or other mobile devices should be limited to matters of 
emergencies during working hours.  This includes incoming and outgoing calls, texting and 
downloading of web content unless subject to emergency situations and/or as authorized by a 
supervisor .  
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Driving while using a cell phone is not permitted 
 
Employees who violate this policy are subject to disciplinary action, up to and including 
termination of employment.  
 
There are some employees who will be issued a Company phone as part of the equipment need 
to meet the essential job duties of their position.  These employees will be provided with a 
policy specific to this piece of Company owned equipment. 
 
 
PERSONAL PROPERTY 
The Company is not liable for lost, misplaced or stolen property. Employees should take all 
precautions necessary to safeguard their personal possessions.  Employees should refrain from 
having their personal mail sent to the Company because mail may be automatically opened. 
 
Employee work areas and any other Company property are subject to inspections and searches 
at any time, with or without notice.  Desks and office areas are to be kept as neat and organized 
as possible.  
 
 
EMPLOYMENT SEPARATION 
 
RESIGNATION 
Employees are requested to provide a minimum of two (2) weeks written notice of their intent 
to resign. This two (2) week notice does not include time the employee is requesting to use 
PTO.  An employee’s notice of resignation to voluntarily terminate employment with the 
Company should be submitted to his/her supervisor and the OVRS HR Director.  An exit 
interview may be requested by the HR Director or designee. 
 
Eligibility for rehire is contingent on resignation being voluntary and the employee giving a 
minimum of a two (2) week notice of last day worked. 
 
An employee who has given notice may, at the discretion of the Executive Director, be excused 
from the worksite immediately.  This will not change the employee’s eligibility for rehire unless 
the decision was based on unacceptable performance/behavior issues. 
 
Employees released early from their resignation notice will not be compensated for hours not 
worked, unless the time is part of a signed separation agreement approved by the Executive 
Director. 
 
 
TERMINATION 
All employment with the Company is “at will” employment. This means that the employee has 
not been hired for a specified duration, but that he/she can terminate his/her employment 
with the Company or the Company can terminate the employment at any time, with or without 
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cause, and with or without prior notice.  An employee’s at-will employment status cannot be 
changed by any oral modifications and it can only be changed in a written contract signed by 
the Executive Director.    
 
 
PERSONAL POSSESSIONS & RETURN OF COMPANY PROPERTY 
Any Company property issued to employees, such as keys, cell phones, computer equipment, 
tools, or Company credit cards, must be returned to the Company at the time of termination.  
This list is only an example of the possible property items the Company may provide an 
employee to complete the duties of his or her position.  Employees will be responsible for any 
lost or damaged items. Upon separation of employment employees are to remove their 
personal possessions. 
 
 
MISCELLANEOUS 
 
INCLEMENT WEATHER 
This policy establishes guidelines for Company operations during periods of extreme weather 
and similar emergencies.  Due to the nature of the Company’s business, providing 24/7 
residential supports, OVRS will remain open.  The Company main office will remain open in all 
but the most extreme circumstances as the office does not provide essential support services.  
It is recommended during inclement weather that employees not based out of the main office, 
call to verify that the office is open before arriving at the office. 
 
Essential employees, those employees providing direct client support, are expected to report to 
work.  However, the Company does not advise employees to take unwarranted risks when 
traveling to work in the event of inclement weather or other emergencies.  Each employee 
should exercise their best judgment with regard to road conditions and other safety concerns.  
Employees not able to get to work due to inclement weather are to notify their supervisor with 
as much advance notice as possible to ensure that adequate staffing is in place for the clients 
supported by OVRS.  
 
Employees not able to leave their client support position during inclement weather will be paid 
for all hours worked.  It is recommend that essential employees watch the weather forecast 
during winter months so they are prepared for the possibility of working extra hours or being 
asked to report to work early. 
 
An employee who is unable to report to work may use any accumulated pto, or take the day off 
without pay.   
 
 
DRIVING SAFETY AND OVRS VEHICLES 
The safety and well-being of our employees and clients is of critical importance to the 
organization. We therefore have a responsibility to not only protect ourselves when on the 
road but also should do our part to protect those around us.  
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The accumulation of moving violations both on and off the job can impact continued 
employment with OVRS if the employee’s job duties require driving.  It is the employee’s 
responsibility to keep their personal information up to date, including reporting any moving 
violations or change in driver license status.  This information must be reported to the OVRS HR 
Director as soon as possible or at a minimum within three (3) business days.  Employees are not 
to drive any vehicle while on the job with OVRS if they do not have a valid driver license. 
 
Employees are responsible for any fines or tickets incurred while driving on the job.  This 
includes parking tickets.  Employees are not to park in a handicap designated space unless they 
are transporting a client with a physical disability and the vehicle has the appropriate handicap 
parking placard. 
 
There are many worksites that have an OVRS vehicle to provide transportation to our clients 
and conduct business on behalf of our clients.  In order for OVRS to properly bill for the services 
delivered to clients, employees are to complete a mileage log which records detailed 
information about distance, who, what, when and where regarding the mileage.   
 
The Company vehicles are to be used for OVRS business and not for employee personal use.  
Only on-duty employees may drive a Company vehicle.   
 
Employees are to complete a safety walk around prior to driving an OVRS vehicle.  Damage is to 
be noted on the vehicle form.  New damage that has not been recorded needs to be reported 
to supervisor. 
 
 Employees that are required to drive on company business will be expected to consistently 
follow all the safety procedures below. 
 

1. All vehicle passengers are expected to wear seat belts at all time while in a moving 
vehicle being used for company business. 

2. Use of handheld cell phones, whether personal or business-owned, while behind the 
wheel of a moving vehicle is strictly prohibited. This includes the use for making or 
receiving phone calls, sending or receiving text messages or e-mails, and downloading 
information from the web. If you need to engage in any of these activities while driving, 
you must pull over to safe location and stop your vehicle prior to using your cell phone. 

3. Employees are required to turn off cell phones or put them on vibrate before starting 
their car.  Employees may consider changing their voice mail message to indicate that 
they are unavailable to talk, as they are driving.  

4. Although use of cell phones under any circumstances is strongly discouraged while 
driving, the use of hands-free technology may be warranted in emergency 
circumstances only. 

5. The use of other handheld electronic devices, such as i-Pads, i-Pods, laptops, electronic 
readers, and the like are strictly prohibited while driving a vehicle on company business. 

6. Engaging in other distracting activities including, but not limited to, eating, putting on 
makeup, reading or changing radio stations or music, is also strongly discouraged while 
driving, even when in slow-moving traffic. 
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7. Use of alcohol, drugs or other substances, including certain over-the-counter cold or 
allergy medications that in any way impair driving ability, is prohibited. 

8. All employees are expected to follow all driving laws and safety rules such as adherence 
to posted speed limits and directional signs, use of turn signals and avoidance of 
confrontational or offensive behavior while driving.  

9. Employees should never allow anyone to ride in any part of the vehicle not specifically 
intended for passenger use and/or any seat that does not include a working seat belt. 

10. Employees must promptly report any accidents to local law enforcement as well as to 
the company in accordance with established procedures.  

11. Employees are also required to report any moving or parking violations received while 
driving on company business and/or in company vehicles. 

 
Failure to adhere to these procedures may result in disciplinary action up to and including 
termination of employment.  
 
AUTOMOBILE ACCIDENT AND AUTO INSURANCE 
If an employee is involved in an automobile accident while on Company business (personal or 
Company car) he/she must report the accident to his/her supervisor, the OVRS fleet manager if 
driving an OVRS vehicle and the OVRS HR Director  immediately. Employees should request and 
obtain a police report and police investigation at the scene of the accident. 
 
Employees are not to drive a personal vehicle for Company business unless authorized to do so. 
If the job requires an employee to operate his/her personal vehicle, then the employee shall be 
required to submit proof of a current and valid state driver’s license. If employees use their own 
vehicle, either by authorization or requirement, to carry out the business of the Company, they 
must submit a photocopy of the cover page of their insurance policy covering that vehicle as 
proof of that insurance.  
 
Insurance must be maintained current as a term and condition of continuing employment for 
that particular position. 
 
When an employee drives his or her own vehicle for Company business, including transporting 
clients, the OVRS corporate fleet insurance is not the primary coverage.  The employee’s 
personal auto insurance is the primary coverage.  Employees must inform their insurance 
carrier that they occasionally use their vehicle to transport clients. 
 
Employees who use their vehicle while on duty with the Company must maintain valid auto 
insurance.  The OVRS HR Department must be provided a copy of insurance proof.  Employees 
not demonstrating this insurance requirement can be terminated from employment whenever 
and however that discovery is made whether due to a vehicle accident or not.   
 
PARKING 
Parking is available at many OVRS worksites.  There are some worksites that employees must 
park on a community street.  Employees should park in appropriate, legal parking spaces.  All 
parking is at an employee’s own risk.  It is recommended that employees and visitors lock their 
vehicle and take other appropriate safeguards.   
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Ohio Valley Residential Services, Inc. 

 
EMPLOYEE HANDBOOK 

 
 
 
 
ACKNOWLEDGEMENT 
 
 
 
I, the undersigned employee, acknowledge receipt of the Ohio Valley Residential Services Inc.’s 
Employee Handbook.  I will promptly read and review the Employee Handbook.   
 
If I have questions about the Handbook, I am to direct them to the Human Resource Director. 
 
This handbook replaces any written policies issued prior to September 22, 2014, in handbook or 
other written format. 
 
 
 
___________________________________       ____________________________________ 
Dated           Signature 
 
 
           ____________________________________ 

     Print Name 
 
 
 
______   I have received a printed copy of the employee handbook.          
 
______   I am requesting a printed copy of the employee handbook.          
 
 ______  I will use the electronic copy of the employee handbook that is available to me on line. 
 



 

 

 


