Personnel Policies & Personnel Records

Purpose:
The intent of the following policy is to articulate key components included within the CDS Employee Handbook aka Personnel Policies.

Policy:
CDS shall maintain an Employee Handbook which address, but are not limited to the following areas:  recruitment and selection of prospective employees, promotion and termination of employees, ethical conduct, confidentiality of participant records, attendance and leave, employee grievance, non-discrimination, drug free workplace and the orientation of employees to the agency’s universal infection control procedures.  
Procedure and/or Process:

The Employee Handbook is reviewed at least annually by the CDS Management Team for the purpose of adjusting and/or adding policies.

Recommendations from the Management Team are forwarded to the Executive Committee of the Board of Directors for consideration and those approved are made available to the full Board for review.  Those policies approved by the Board are added to the Employee Handbook.

The entire Employee Handbook is reviewed and ratified by the Board of Directors in October of each year.

The Employee Handbook is provided to each new employee at the time of new hire orientation.

Updates to the Employee Handbook are made available to all employees once approved either through Memorandums noting the changes or by providing each employee with a new Employee Handbook.  

An acknowledgement page of receipt of the Employee Handbook is maintained in each employee’s individual personnel record.

Personnel Records
CDS maintains records on all personnel.  Forms are filed in the order they are received with the oldest on bottom and newest on top.  See F-HR-1030 for Personnel File Order.  Each record contains but is not limited to the following information:

· Employee Background Screening(Background screenings dependent on program)

· DJJ, FDLE/FBI Criminal Record Check, Abuse and Neglect Records, Local Law Records, 911 Call Out History, National Sex Offender, Civil Records Check, Out of State Adam Walsh Screening
· Personnel Action Form

· Signed Job Description, with minimum qualifications for the position

· Employment Application

· Collection of references (3 personal, 2 employment) completed previously by individual's supervisor
· Proof of Credentials: collect from New Hire and verified from primary source 

· Government Forms

· Fl New Hire Reporting Form 

· W-4 Form

· I-9 Form

· Signed New Hire Orientation and Benefits Training Acknowledgement Forms (See F-HR-1040)
· Orientation Reference Material Document/List

· Florida DJJ Prison Rape Elimination Act Acknowledgement 

· DCF Affidavit of Good Moral Character

· Employee Handbook & NASW Code of Ethics which include Standards of Professional
· Emergency Contact Information   
· Responsibility to Report Child, Adult, Developmental Disabilities, Mentally Ill Abuse and Neglect, Title V of ADA and Incident Reporting
· Confidentiality – CDS Employee Form
· HIPAA Training
· Personnel Responsibilities in the Use of IT Resources
· Data Security on Mobile Devices- DCF
· Bloodborne Pathogen Exposure Control Program
· Drug Free Workplace Program
· Pre-Employment Drug Testing
· Drug Free Workplace -Urinalysis Screen
· Auto Insurance/Driver's License

· Request for Transcript

· Explain Benefits ( MACROBUTTON CheckIt ( FT;  MACROBUTTON CheckIt ( PT)

· Retirement Plan Summary Plan Description

· Reminder Slip

· Workman’s Comp Procedures

· Musculoskeletal Disorders

· Hepatitis B

· New Hire Orientation and Benefits Training 

· Attestation of the requirements of Section 504 of the Rehabilitation Act, Fact Sheet Title II of ADA, Auxiliary Aids Policy and Plan for Participants or Companions or Potential Participants of Companions with Disabilities, Roles and Responsibilities of the Single Point of Contact and DCF ADA/504 Coordinator
· Acknowledgement of completing Federal Funding & Civil Rights training

· DCF Partnership Plan for Children in Out-of-Home Care
· CDS Rights of Participants

· Business Administration (Explanations /signed acknowledgement of  electronic document location on Employee Navigator/ hard copies upon request)
· Auxiliary Aids and Plan for Participates or Companions and/or Potential Participants or Companions with Disabilities P-1106



· Americans With Disabilities Fact Sheet

· CDS Directory & Organizational Chart

· Mission Statement and Program Overview P-1000



· Complaint Grievance Process for Participants or Companions with Disabilities. P-1105

· Corporate Compliance Letter from CEO
· Cultural Competency & Cultural Diversity F-HR-1059


· Employer Summit Card


· Fiscal & Time Sheet Example




· Infection Control Policy P-1038



· Issue/Problem Identification Form F-RM-1032


· Maps of LabCorp Locations


· Marketplace Coverage Options


· Person and Family Centered Planning F-HR-1058


· Training Policy P-1030


· VALIC Retirement Plan Highlights
· Equal Employment Opportunity/Affirmative Action Policy Statement P-1294
· Policy Statement-EEO For Individuals with Disabilities and Protected Veterans 

P-1295
· Harassment Prevention & Prohibition Against Retaliation P-1296 

· Invitation to Self-identify for Individuals with Disabilities F-HR-1087
· Invitation to Self-identify for Protected Veterans F-HR-1086
· Benefits (Review & explanations /copies distributed to new hires at Orientation)

· Benefits (Review & explanations /copies distributed to new hires at Orientation)

· Cafeteria Plan Benefits and the concept of pre-taxing:

· Annual Benefits Summary Booklet
· Medical Plan 

· Virtual Visits

· Flexible Spending Account(FSA)

· Dental Plans

· Vision Plans

· Basic Life Insurance

· Voluntary Life Insurance

· Short Term Disability

· Long Term Disability

· Cancer Plan

· Accident/Medical Bridge/ Critical Illness Coverage Options

· Legal Shield Plans 

· Preventive Care Information 
· Video Training:
· Appropriate Use of Universal Precautions/Bloodborne Pathogens/HIV/Occupational Exposure

· Employee Awareness/Sexual Harassment

· Title VI Civil Rights Training

· Warning Signs:  How to Help Someone Who is Suicidal
a. Additional employee training documentation is maintained at the employee’s work site.

b. Screening of Staff.  Except as otherwise provided in section 397.451 (1)(b)-(g), F.S., all staff, volunteers, and host families who have direct contact with unmarried participants under the age of 18 years or with participants who are developmentally disabled are fingerprinted and have a background check completed in accordance with section 397.451(3), F.S.  In addition, individuals are re-screened within 5 years from the date of employment.  Re-screening includes a Level II screening in accordance with F.S.
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