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Welcome to Luther Memorial Home

Thank you for being a part of our team of caring individuals who provide a variety of services for our
residents.

Luther Memorial Home is a nonprofit corporation owned and operated by the Lutheran Church
Congregants. We provide skilled nursing in private and double rooms in our 24-hour resident facility,
Medicare and Medicaid Certified nursing care, and we offer a secured dementia care unit.

Our Mission

Our philosophy is to ensure each resident is treated with respect, honor, and dignity. We center
kindness and patience in our interactions with residents and their families.

Our Values

At Luther Memorial Home, we operate with the following core values in mind:
e Dignity and Respect - We center our resident’s dignity in all that we do. We listen to and affirm
our resident’s wishes, showing consistent regard for their feelings and rights.

e Teamwork - We communicate openly with our co-workers. We work together to create a
positive, collaborative work environment.

e Compassion - We serve and uplift our residents in a caring environment. We are kind,
compassionate, patient, and caring in providing services to our clients.

e Integrity - We uphold the highest standards of ethics, confidentiality, and integrity in all our
actions.

Employee Handbook

The goal of the employee handbook is to ensure Luther Memorial Home, as an employer, is clear in
communicating policies, benefits, operating principles, and expectations so that employees may have
a solid understanding of working for Luther Memorial Home.

We are open to your feedback. You are welcome and encouraged to ask questions, give us feedback,
and make suggestions to the policies outlined in this handbook. Your feedback is valuable in helping
create a culture of integrity and teamwork.

Sincerely,

Brittany Ness, MHA, BSN, RN
Administrator
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About Our Employee Handbook

e Thank you for taking the time to read the employee handbook. We hope the handbook serves
as a helpful resource for employees.

e There are operational policies and other documents applicable to your employment with Luther
Memorial Home. In addition to this handbook, please familiarize yourself with your
department’s operational policies.

o Luther Memorial Home adheres to the policy of employment at will, which means either you or
Luther Memorial Home can end the employment relationship at any time for any reason, with
or without cause or notice.

e Neither this handbook nor any other verbal or written communication by a representative of
the organization is, nor should it be considered to be, an agreement, contract of employment,
express or implied, or a promise of treatment or continued benefit in any particular manner in
any given situation, nor does it confer any contractual rights whatsoever.

e The handbook may change from time to time, except for the rights of the parties to end or
modify the employment-at-will relationship, and there may be instances in which Luther
Memorial Home needs to modify or vary from something stated in this handbook.

e Our intention in including the statements above is to ensure clarity around the employment
relationship, which is a two-way street. Luther Memorial Home is committed to creating a
positive workplace culture and proactively communicating with employees.

o This employee handbook supersedes prior employee handbooks.

e Luther Memorial Home is also referred to as “organization” or “LMH” and “employee(s)” are
also referred to as “staff,” “team member(s),” or “you/your” in this handbook.

e There are references to “employee responsibilities” and supervisor responsibilities” throughout
the handbook. “Supervisor” refers to anyone on the management or leadership team, including
executive leadership, and anyone who supervises another employee. Supervisor responsibilities
are in addition to responsibilities that all employees (including supervisors) have.

e Chain of Command: Employees are responsible for knowing who their supervisor is at all times.
The chain of command is as follows: The Administrator is responsible for the authority granted
to them by the governing Board of Directors and reports to the Board. Employees are
responsible to their supervisors, supervisors are responsible to their department heads, and
department heads and supervisors are responsible to the Administrator.

=» If you have questions, concerns, or feedback, or need more information on any policy at any
time, please contact your supervisor, the Director of Human Resource/Risk Management
Coordinator (referred to in this handbook as HR Director), or the Administrator.
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Section 1 — Our Guiding Employment Principles

Equal Opportunity Employment

Luther Memorial Home is an Equal Opportunity Employer. We do not discriminate based on actual or
perceived race, color, creed, religion, national origin, ancestry, citizenship status, age, sex or gender
(including pregnancy, childbirth, pregnancy-related conditions, and lactation), gender identity or
expression (including transgender or transitioning status), sexual orientation, marital status, military
service and veteran status, physical or mental disability, genetic information, or any other characteristic
protected by applicable federal, state, or local laws and ordinances.

Our management team is dedicated to this policy with regard to recruitment, hiring, placement,
promotion, transfer, training, compensation, benefits, employee activities, access to facilities and
programs, and general treatment during employment.

=>» If at any time you have questions or concerns about equal employment opportunities, please
contact your supervisor, department head, the HR Director, or the Administrator. Luther Memorial
Home is committed to addressing any workplace concerns related to this policy and will not allow
retaliation against employees who raise issues or concerns about equal employment opportunity.
Please see the Complaints, Grievances, and Non-Retaliation Policy for more information.

Commitment to Diversity, Equity, and Inclusion

LMH is committed to diversity, equity, and inclusion in all aspects of our work. We recognize these
principles as a significant and valuable foundation of our workplace culture and overall organizational
effectiveness. We recognize, support, and respect all identities. We welcome and value the diversity of
our staff and residents.

e We define diversity as a range of human differences, including, but not limited to the
characteristics listed in our Equal Employment Opportunity Policy, lived experiences, individual
knowledge, self-expression, unique capabilities, unique talents, and individual identities. A
variety of psychological, physical, social, and cultural characteristics exist in our organization and
add value to our work.

e We define equity as the state, quality, or ideal of being fair, impartial, and just. Equity ensures
equal opportunity to participate and thrive in the workplace. We acknowledge that because of
systems of oppression and privilege, individuals and groups have different access to resources.

e We define inclusion as taking action to include all individuals, creating a sense of belonging, and
encouraging authentic and empowered participation. Our work environment embraces
differences and offers respect in words and actions for all people.

Our organization’s diversity initiatives are applicable, but not limited to employment practices,
personnel policies, and the ongoing development of a work environment that encourages and enforces:
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e Teamwork and employee participation, encouraging the representation of diverse employee
perspectives.

e Respectful communication and cooperation between all employees. Having respectful
discussions with open-mindedness and with a willingness to learn someone else’s perspective.

e Employer and employee contributions to the communities we serve to promote a greater
understanding and respect for the diversity of our community, co-workers, and residents.

Workplace Accommodations

LMH recognizes and welcomes people of diverse physical and mental abilities to work here. We are
committed to following the Americans with Disabilities Act, the Americans with Disabilities
Amendments Act (ADAAA), and applicable federal and state laws concerning workplace
accommodations.

Our organization will make reasonable accommodation to applicants and employees who have
requested an accommodation or for whom the organization has noticed may require such
accommodation, without regard to any protected classifications, and related to individual’s:

e Disability, meaning any physical, medical, mental, or psychological impairment or history or
record of such impairment.

e Sincerely held religious beliefs and practices;
e Needs related to pregnancy, childbirth, lactation, or related medical conditions; and/or

e Anyotherreason required by applicable law unless the accommodation would impose an undue
hardship on the operation (where the accommodation presents a significant difficulty or
expense or a direct threat to the individual or others and the threat cannot be eliminated by
reasonable accommodation).

Request Procedure: Employees in need of accommodation should contact the HR Director.
Accommodation requests must be made in writing and include the specific accommodation needed,
wherever possible. If an employee does not receive an initial response to their accommodation request
within five (5) business days, they should contact the Administrator.

Luther Memorial Home will explore reasonable accommodation available and appropriate based on
the request including exploring the existence and feasibility of alternative accommodations or in some
cases alternative available positions for which the individual is qualified. It may not be possible for
Luther Memorial Home to provide the specific accommodation requested provided that alternative
accommodation is reasonable and meets the specific needs of the individual or specifically addresses
the limitations.

Luther Memorial Home will engage in interactive dialogue, such as verbal or written communications
about the employee’s needs/request, with the employee when the employer has been made aware of
arequest or need for accommodation. In the event Luther Memorial Home initiates interactive dialogue
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with an employee, it should not be construed that Luther Memorial Home believes the individual
requires accommodation, but rather is an opportunity for the employee to request an accommodation.

Accommodation will be reviewed and considered on a case-base-case, examples of reasonable
accommodations may include, but are not limited to:

e Work environment adjustments,

e reassignment to an available vacant position for which the individual is qualified,
e modified work schedules,

e additional break time,

e equipment or assistive technology.

Supporting Documentation: Supporting documentation, such as healthcare provider documentation
that clarifies the accommodation, or a fitness-for-duty certification may be required to the extent
permitted under the applicable law.

Confidentiality: Requests for accommodation, supporting documentation, and other related
confidential information will be kept securely and confidentially and will only be shared on a strict need-
to-know basis.

Non-Retaliation: Luther Memorial Home strictly prohibits retaliation against an employee who has
requested accommodation, requires accommodation, has engaged in an interactive dialogue process,
or who has exercised their rights under this policy. If you feel you have been subject to retaliation,
please contact your supervisor or the HR Director. Please refer to the Complaints and Non-Retaliation
Policy for more information.

At-Will Employment

|II

Employment at LMH is “at-will.” Either the employee or Luther Memorial Home may terminate the
employment relationship at any time, for any reason, with or without notice. Nothing contained in this,
or any other document provided to employees is intended to be, nor should it be, construed as a
contract that employment or any benefit will be continued for any period of time.

Introductory Employment Period

The first 90 days of employment with Luther Memorial Home is considered an “introductory
employment period.” This is an opportunity for you to decide whether you are happy being employed
with the Luther Memorial Home and for the organization to evaluate your performance. Luther
Memorial Home, may in its sole discretion, extend the introductory employment period if needed. We
will notify you if the introductory employment period is extended. The introductory employment period
does not alter the “at-will” employment relationship.
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Discrimination, Harassment, and Retaliation Prevention

Luther Memorial Home firmly believes that employees have the right to work in an atmosphere free
from discrimination, harassment, and retaliation. We are committed to creating a workplace where
people treat each other with consideration and respect.

Individuals and Conduct Covered: This policy applies to all volunteers and employees, whether related
to conduct engaged in by fellow employees, volunteers, applicants, board, staff, or by someone not
directly connected to the organization such as an outside vendor, consultant, supplier, or customer.
Conduct prohibited by these policies is unacceptable in the workplace and any work-related setting
outside the workplace, such as during business trips, business meetings, and business-related social
events.

LMH prohibits intentional and unintentional discrimination or harassment of or against job applicants,
contractors, interns, volunteers, or employees by another employee, supervisor, vendor, customer, or
any third party based on actual or perceived race, color, creed, religion, national origin, ancestry,
citizenship status, age, sex or gender (including pregnancy, childbirth and pregnancy-related
conditions), gender identity or expression (including transgender status), sexual orientation, marital
status, military service and veteran status, physical or mental disability, genetic information or any other
characteristic protected by applicable federal, state, or local laws (referred to as “protected
characteristics”). Such conduct will not be tolerated.

Definitions and Examples: Harassment is generally defined in this policy as unwelcome verbal, visual,
or physical conduct that denigrates or shows hostility or aversion towards an individual because of any
actual or perceived protected characteristic or has the purpose or effect of unreasonably interfering
with an individual’'s work performance or creating an intimidating, hostile or offensive working
environment.

The following examples of harassment are intended to be guidelines only, as it is not possible to list all
examples of conduct that violate this policy:

e Verbal harassment, including, but not limited to: Comments that are offensive or unwelcome
regarding a person's national origin, race, color, religion, age, sex, sexual orientation, pregnancy,
appearance, disability, gender identity or expression, marital status, or other protected status,
including epithets, slurs, and negative stereotyping.

e Nonverbal harassment, including but not limited to: Distribution, display, or discussion of any
written or graphic material that ridicules, denigrates, insults, belittles, or shows hostility,
aversion, or disrespect toward an individual or group because of national origin, race, color,
religion, age, gender, sexual orientation, pregnancy, appearance, disability, sexual identity,
marital status, or other protected status/characteristic.

e Physical harassment, including, but not limited to: Touching, poking, grabbing, shoving, or
assault.

Sexual harassment includes unsolicited and unwelcome sexual advances, requests for sexual favors, or
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other verbal or physical conduct of a sexual nature when the conduct:

e Is made, explicitly or implicitly, a term or condition of employment.
e Is used as a basis for an employment decision.

e Unreasonably interferes with an employee's work performance or creates an intimidating,
hostile, or otherwise offensive environment.

The following examples of sexual harassment are intended to be guidelines only, as it is not possible to
list all examples of conduct that violates this policy:

e Unwanted sexual advances, whether they involve physical touching or not.

e Sexual epithets, jokes, written or verbal references to sexual conduct, gossip regarding one’s sex
life, comments about an individual’s body, and comments about an individual’s sexual activity.

e Displaying sexually suggestive objects, pictures, or cartoons.

e Unwelcome leering, whistling, brushing up against the body, sexual gestures, or suggestive or
insulting comments.

e Teasing or other conduct directed toward a person because of the person's gender.

=» If you feel you may have been subjected to or witnessed conduct that violates this policy, please
immediately report the matter using the procedure outlined in the Complaints and Non-Retaliation
Policy. Please refer to the Complaints and Non-Retaliation Policy for reporting responsibilities,
investigation procedures, and the non-retaliation policy.

Code of Ethics / Whistleblower Policy

Luther Memorial Home trusts our employees to be honest and ethical. Working here, we must be
guided by basic honesty and good judgment. Dishonest, illegal, or unethical conduct is strictly
prohibited. It is the intent of Luther Memorial Home to adhere to all applicable laws and regulations.

=» If any employee has knowledge of or a concern of illegal, dishonest, unethical, or fraudulent activity,
or issues of resident safety or potential abuse, they should report the concern following the
Complaints and Non-Retaliation Policy. Please refer to the Complaints and Non-Retaliation Policy for
additional information.

Abuse and Neglect Policy - (Including Elder Justice Act)

All residents have the right to be free from verbal, sexual, physical, and mental abuse, corporal
punishment, neglect, misappropriation of resident property, and involuntary seclusion. Residents must
not be subjected to abuse by anyone, including but not limited to, staff, other residents, consultants,
volunteers, staff agencies serving the individuals, family members, legal guardians, friends, or other
individuals. Incidents involving staff-to-resident abuse will be reported to State Department of Health
and also to the Traill County Sheriff’s Department if abuse was result of a crime.
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Consistent with our mission, it is our belief that every human being is entitled to be free of abuse,
neglect and theft at the hands of others. This facility will not knowingly employ people with these
histories, and precautions will be taken to prevent this possibility and to respond appropriately should
such situations arise.

Definitions

Abuse means the willful infliction of injury, unreasonable confinement, intimidation, or
punishment with resulting physical harm or pain or mental anguish, or deprivation by an
individual, including a caretaker, of goods or services that are necessary to attain or maintain
physical, mental, and psychosocial well-being. This presumes that instances of abuse of all
residents, even those in a coma, cause physical harm or pain or mental anguish.

Verbal Abuse refers to any use of oral, written or gestured language that includes disparaging
and derogatory terms to residents or their families, or within their hearing distance, regardless
of their age, ability to comprehend, or disability.

Sexual Abuse includes, but is not limited to, sexual harassment, sexual coercion, sexual contact,
or sexual assault.

Physical Abuse includes, but is not limited to, hitting, slapping, pinching, kicking, and controlling
behavior through corporal punishment. Corporal punishment means the deliberate infliction of
pain as retribution for an offense, or for the purpose of disciplining or reforming a wrongdoer,
or to deter attitudes or behavior deemed unacceptable.

Mental Abuse includes, but is not limited to, humiliation, harassment, threats of punishment or
deprivation.

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

Misappropriation of Resident Property means the deliberate misplacement, exploitation, or
wrongful, temporary or permanent use of a resident’s belongings or money without the
resident’s consent.

Neglect means failure to: (1) provide goods and services necessary to the resident; (2) carry out
resident services as directed or ordered by the physician or other authorized personnel; (3) give
proper attention to residents; or (4) carry out resident services through careless oversight, AND
which results in physical harm, mental anguish or mental illness of resident.

Serious Bodily Injury means an injury involving extreme physical pain, substantial risk of death,
protracted loss or impairment of the function of a bodily member, organ, or mental faculty, or
requiring medical intervention such as surgery, hospitalization or physical rehabilitation.

Screening: Any department that has staff that deals directly with residents, the HR Director will check
all pertinent State nurse aide registry, other licensing authorities and character references to ascertain
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existence of abuse histories. This facility will not employ individuals who have been found guilty of
abusing, neglecting, or mistreating residents by a court of law; or have a finding entered into the State
nurse aide registry concerning abuse, neglect, mistreatment of residents or misappropriation of their
property; and will report any knowledge it has of actions by a court of law against any employee, which
would indicate unfitness for service as a nurse aide or other facility staff to the State nurse aide registry
or other licensing authorities and boards.

The facility will check all references and make reasonable efforts to uncover information about any past
criminal prosecutions.

Training

All newly employed staff, as part of the orientation process, will have this facility’s Abuse and
Neglect policy reviewed with them and explained. Documentation of such training will be kept
in employees’ files.

All employees are required to attend an annual in-service on Abuse and Neglect, including, but
not limited to: (a) when, what, how and to whom to report; (b) what constitutes abuse, neglect
and misappropriation of resident property; (c) how to recognize signs of employee burnout,
frustration and stress that may lead to neglect/abuse and (d) Elder Justice Act reporting
requirements. Documentation of attendance of the in-service will be kept in the Social Service
Office.

All staff members making a good faith effort to report abuse, neglect, misappropriation of
resident property or a crime against a resident are protected from reprisal and retribution by
any staff member of the facility. Any employee retaliating against another employee reporting
suspected abuse, neglect, misappropriation of resident property or crime against a resident will
be subject to disciplinary action, up to and including termination. An employee may not be
terminated, demoted, suspended, threatened, harassed, denied a promotion or other
employment-related benefit or in any other manner discriminated against because of his/her
lawful reporting of abuse, neglect, misappropriation of resident property, or crime against a
resident or filing a complaint with a federal or state agency.

Prevention

All residents will be considered vulnerable and susceptible to abuse, neglect and
misappropriation of property related to institutionalization and dependence on staff to meet
daily needs.

Residents who display abusive and/or aggressive behaviors will have such behaviors monitored
by staff and these behaviors will be addressed on the care plan with appropriate approaches,
including contacting resident’s primary care physician. The intervention approaches will be
reassessed on a regular basis by the care plan team.

The Residents’ Bill of Rights booklet, the Ombudsman Program, and the facility’s Complaint
Procedure will be reviewed with resident/family upon the resident’s admission to the facility,
and annually thereafter. Documentation of this review is kept in each resident’s medical record.
All residents/family making a good faith effort to report abuse or neglect are protected from
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reprisal by any staff member of the organization. Note: Residents’ Bill of Rights is also orally
explained to each resident within 30 days of admission.

Residents will be encouraged to voice concerns at any time to any staff member and/or at
monthly Resident Council meetings. Staff members will be required to report a resident’s
concern promptly to the Director of Nursing, Administrator, and/or Social Services.

Residents’ Bill of Rights will be reviewed with the residents at Resident Council meetings at least
yearly.

Facility supervisors and managers shall monitor staff, including for employee burnout,
frustration and stress. If a supervisor/manager observes burnout, frustration or stress,
supervisor/manager will talk with the employee and, if appropriate, offer one or more of the
following accommodations: (a) adjustment in schedule; (b) adjustment in hours; (c) adjustment
in resident lists; and (d) time away from work. If staff members display inappropriate behaviors,
they may be asked to leave work, or work under direct supervision if it is believed resident safety
is at risk. See also section titled “PROTECTION”.

Identification

Any staff witnessing or possessing knowledge of any act (or suspected act) involving
mistreatment, neglect, or abuse, including injuries of unknown origin, such as bruising, skin
tears, and/or fractures, and misappropriation of resident property must IMMEDIATELY notify
Administrator and Social Services.

Injuries of unknown source mean source of injury was not observed by any person OR the source
of the injury could not be explained by the resident AND the injury is suspicious because of the
extent of the injury, location of the injury, number of injuries at one particular point in time or
the incidence of injuries over time.

Failure to report suspected incidents of abuse, neglect or misappropriation of resident property
may lead to disciplinary action.

Persons making a report need to complete the Abuse and Neglect report by writing down the
time and date of occurrence along with a detailed description of what occurred, including
names of those involved. All staff members involved must write up a description of what
occurred and sign and date the document.

Reports need to be done in a timely fashion, but not before the resident is out of harm and in a
secure environment.

Incidents/allegation of theft and loss should be reported directly to Social Services.

Protection

While an investigation is in progress, appropriate action regarding the staff involved will be
initiated at the discretion of the Administrator or Director of Nursing to prevent further abuse
or neglect. Staff may be put on suspension or receive disciplinary action, removed from the
alleged resident’s care, or work in pairs during the investigation. The outcome of the
investigation by the investigation team will determine the termination of those involved staff.
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e |If the abuse suspect is a resident, special security and/or possible transfer to an appropriate
facility may occur. All transfers need to be done in accordance with State and Federal
regulations. Transfers may be temporary or permanent. Facility staff, the physician, and family
will be involved with transferring residents.

e Restraints will only be used as a final resort, if the safety of the resident or others cannot be
secured through using other approaches. All restraint use must be monitored by the physician
and appropriate staff.

Investigation
1. Conduct physical examination: The charge nurse on duty, unit manager, and/or Director of
Nursing will conduct physical examination of any alleged victims as soon as possible, but no later
than two hours following allegation report. Nurses will take photographs of any injuries (for
medical documentation purposes only) and the photographs will become part of the resident’s
medical record. If a resident has not already done so, he or she must consent in writing to taking
photographs of injuries.

2. Notify State Health Department and Law Enforcement: If suspicion of intentional abuse (i.e.,
crime against a resident) that results in serious bodily injury, the employee must report such
suspicion within two (2) hours of forming a suspicion to North Dakota Department of Health
and Traill County Sheriff’'s Department. An employee may fulfill this reporting duty by
completing a report form, Suspected Crime Report Under Elder Justice Act, and may be assisted
by the Administrator, Director of Nursing and/or Social Services. Employee may report directly
to the Department of Health and Traill County Sheriff’s Department without completing Luther
Memorial Home’s report form. Traill County Sheriff’s Department telephone number is 701-
636-4510. See Department of Health contact information on the next page.

If suspicion of intentional abuse (i.e., crime against a resident) that does not result in serious bodily
injury, the employee must report such suspicion within twenty-four (24) hours of forming a suspicion
to North Dakota Department of Health and Traill County Sheriff’s Department. An employee may fulfill
this reporting duty by completing a report form, Suspected Crime Report Under Elder Justice Act, and
may be assisted by the Administrator, Director of Nursing and/or Social Services. Employee may report
directly to the Department of Health and Traill County Sheriff’s Department without completing Luther
Memorial Home’s report form. Traill County Sheriff’s Department telephone number is 701-636-4510.
See Department of Health contact information on the next page.

Employees who suspect a crime against a resident must also report immediately to the Administrator,
Director of Nursing, Social Services or charge nurse.

In all other cases, the Administrator, Director of Nursing or Social Services will immediately (no later
than 24 hours) notify the North Dakota Department of Health alerting them of the incident and of the
initiation of the investigation.

Initial information required by the State (in all of the situations described above) includes:
e Caller’s first and last name.
e Correct spelling and name of employee being investigated
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e Resident(s) involved in incident

e Date, time of allegation

e |dentify if local law enforcement has been notified

e Name of facility and telephone number

e C.N.A. registry number and/or Social Security number of employee being investigated

e Name of witness(s)

e Description of alleged incident and/or injury, including location of alleged incident and who did
what and who saw what

Information required by the State for written report:

e Name of person sending report and/or contact person

e Allinformation listed above in the initial report

e How facility handled suspected employee during investigation period

e How facility prevented further abuse/neglect of resident

e How facility will prevent reoccurrence of a similar incident

e What conclusion (substantiated or unsubstantiated) was reached by the investigative team and
why

e Copies of written and signed statements of suspected employee, witnesses and resident (if
applicable)

e Copies of any other pertinent documents

This initial report of allegation information may be (1) phoned into the Department of Health at 701-
328-2352; (2) faxed into the Department of Health at 701-328-1890; (3) emailed to Kelly Beechie

at kbeechie@nd.gov or (4) submitted on Department of Health’s website
https://services.ndhhs.qgov/health-facilities/allegation/facility/.

All allegations must be thoroughly investigated by an investigative team consisting of at least two
departments. Generally, the investigative team will include, but not be limited to, the Director of
Nursing and Social Services under the general direction of the Administrator.

If the investigative team determines that an employee knowingly made a false accusation of abuse,
neglect or misappropriation of resident property against another employee, the employee making such
an accusation will be subject to disciplinary action, up to and including termination of employment.

If the investigator is related to or in a close personal relationship with the employee being investigated,
the investigator will be removed from the investigation and replaced with someone designated by the
Administrator.

What investigators will do:
1. Talk with all parties involved, including the accused/suspected employee, resident/victim,
resident’s family (if appropriate), all witnesses and supervisors/managers.
2. Follow all leads and consider all theories of causation of incident/injury
Identify the right/correct issues
4. Be aresident advocate

w
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5. Ask non-leading, open-ended questions

6. Require accused employee and witnesses to write down what happened and sign and date the
document.

7. Include observations, interviews, physical exam, if needed, psychosocial evaluation, if needed,
physician contact and orders, resident record and care plan review in investigative report.
Report will capture actual words used by victim, accused employee, witnesses and all other
interviewees and will describe behaviors factually and not interpret behaviors.

8. Putinterventions in place to prevent further harm/injury.

Time Frame of Investigation: Investigations must be documented and all findings reported in writing to
the Administrator as soon as possible following the alleged incident. The Administrator or Designee
will, by the fifth working day, provide a written investigation report to the Department of Health. This
report must be signed by the Administrator and either mailed to:
Kelly Beechie
North Dakota Department of Health
Division of Health Facilities
600 E. Boulevard Avenue, Dept. 301
Bismarck, ND 58505-0200

Or faxed to Kelly Beechie at 701-328-2353 or emailed to Kelly Beechie at kbeechie@nd.gov.

Outcome: If the State Department of Health or Traill County Sheriff’s Department finds that abuse,
neglect, misappropriation of resident property or a crime against a resident did occur, the investigated
employee will be terminated. If suspected abuse or crime was not validated by the State Department
of Health or Traill County Sheriff’s Department, it will be at the discretion of the Administrator and the
investigative team if the employee will continue to be employed. All employees under investigation
who return to work will be monitored by their supervisor.

Luther Memorial Home will provide residents, families, and staff information on how and to whom they
may report concerns, incidents, complaints, and grievances without the fear of retaliation or
retribution; and provide feedback regarding the concerns that have been expressed.

Record Keeping: Records of investigation will be kept confidential. Copies of the investigation will be
kept in the Social Service department.

Conflicts of Interest

LMH recognizes and respects team members’ rights to engage in activities outside of employment that
are private in nature. And, at the same time, we need to be clear in our expectations around potential
or existing conflicts of interest. Employees are expected to avoid real and potential conflicts of interest
in their employment with the Luther Memorial Home. This means no employee shall derive any
personal profit or gain, directly or indirectly, because of their participation with Luther Memorial Home.
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Employees are required to disclose to their supervisor or the HR Director any conflicts of interest or
potential conflicts of interest, including any relevant organization, professional, or business affiliations
as well as financial interests.

Although it’s not possible to list all potential conflicts of interest, here are some potential examples:

e Holding a substantial interest in or participating in the management of a firm where the
organization makes purchases.

e Accepting substantial gifts or excessive entertainment from an outside person or agency.

e Participating in civic or professional activities in a manner that divulges confidential organization
information.

e Misusing privileged information or revealing confidential information to outsiders.
e Using one’s position in the organization or knowledge of its affairs for personal gains.

e Outside employment that directly conflicts with your employment at Luther Memorial Home.

Resident Interactions: Other conduct that is prohibited in most cases (we realize that some residents
may be family members with staff) as it creates a conflict of interest includes but is not limited to:

e Over-sharing personal information with residents,

e Maintaining a personal relationship with a resident or with someone who has a personal
relationship with a resident,

e Connecting with a resident or someone who has a personal relationship with a resident on social
media,

e Communicating with residents via personal email or personal phone/text,

e Giving or receiving a gift of over $10 to/from a resident or their family.

Witnessing Legal Documents: A legal document such as a Will should not be witnessed by any
personnel as employees of LMH; however, as private citizens, employees may do so. You are
discouraged from helping residents write checks; refer them to the Business Office. You may be
requested to witness forms that are signed by the resident regarding care that is to be received. You
may do so, provided you believe the person signing the consent form has been adequately informed
and understands its significance. If you have any questions regarding this, please contact the Director
of Nursing or the Administrator.

Outside Employment: Outside paid employment that directly conflicts with your job at LMH may be a
conflict of interest. Notify your supervisor and the HR Director, in writing, of outside employment.

Employment and Personal Relationships: Employees are responsible for disclosing familial or personal
relationships with applicants or employees. Close personal relationships may be considered a conflict
of interest and will be assessed on a case-by-case basis. The HR Director will work with the
Administrator to determine the most appropriate course of action for the situation, which could be a
transfer, change in job role or work duties, change in reporting relationship, and separation of
employment.
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Confidentiality

In the course of your work here, you may have access to confidential, privileged, and/or proprietary
information. Employees are expected to keep such information confidential. Confidential information
is defined as all information disclosed to or known by you because of employment with LMH that is not
generally known to people outside Luther Memorial Home. This includes but is not limited to: Financial
data, personnel or volunteer information or other personal information, donor information,
organizational planning information, data or passwords, and material contracts with partners,
contractors, suppliers, or vendors.

Personal and financial information is confidential and should not be disclosed or discussed except on a
strictly need-to-know basis for work purposes. Care should be taken to ensure that unauthorized
individuals do not overhear any discussion of confidential information and that documents containing
confidential information are stored and shared securely.

Media Inquiries: Please refer inquiries from the media about the organization to the Administrator.

=>» If you have questions about confidentiality or what may be considered confidential information,
please contact your supervisor or the HR Director. Please see the HIPAA Policy for additional
information, including employee responsibilities.

Drug and Alcohol-Free Workplace

It is the policy of Luther Memorial Home to maintain a drug- and alcohol-free work environment that
is safe and productive for employees, our residents, and others having business with the organization.

The unlawful or unauthorized use, abuse, solicitation, theft, possession, transfer, purchase, sale, or
distribution of controlled substances, drug paraphernalia, or alcohol by an individual anywhere on
Luther Memorial Home’s premises, while working, while on organization business, or while
representing the organization, is strictly prohibited.

Employees should report to work fit for duty and free of any adverse effects of illegal drugs or alcohol.
This policy does not prohibit employees from the federally lawful use and possession of prescribed
medications. Employees must, however, consult with their doctors about the medications' effect on
their fitness for duty and ability to work safely, and they must promptly disclose any work restrictions
to their supervisor.

Whenever employees are working, are operating any vehicle on behalf of the organization, are present
on organization premises or are conducting organization-related work offsite, they are prohibited from:

e Using, possessing, buying, selling, manufacturing, or dispensing an illegal drug (including
possession of drug paraphernalia).

e Being under the influence of alcohol or an illegal drug as defined in this policy.

e Possessing or consuming alcohol.

Employee Handbook — Updated 2025 Page 18



[MH

The presence of any detectable amount of any federally illegal drug, illegal controlled substance, or
alcohol in an employee's body system, while performing organization business or while in an
organization facility, is prohibited.

Any illegal drugs or drug paraphernalia will be turned over to an appropriate law enforcement agency
and may result in criminal prosecution.

Any employee who suspects that another employee is under the influence of drugs or alcohol should
contact their supervisor, the HR Director, the Administrator, or a member of the management team
immediately.

Substance Abuse Disclosure: Luther Memorial Home maintains a policy of non-discrimination and will
endeavor to make reasonable accommodations to support employees recovering from substance and
alcohol dependencies, and those who have a medical history which reflects treatment for substance
abuse conditions. However, employees may not request accommodation to avoid discipline for a policy
violation. We encourage employees to seek assistance before their substance abuse or alcohol misuse
renders them unable to perform the essential functions of their jobs or jeopardizes the health and
safety of any Luther Memorial Home employee, including themselves.

Prescribed Medications: This policy does not prohibit employees from the lawful use and possession
of prescribed medications. Employees must, however, consult with their healthcare provider about the
medications' effect on their fitness for duty and ability to work safely, and they must promptly disclose
any work restrictions to their supervisor. Luther Memorial Home will not allow employees to perform
duties while taking prescribed drugs that adversely affect ability to safely and effectively perform their
job duties. A fitness for duty/release to work medical documentation may be required. Employees
taking prescribed medication must carry it in a container labeled by a licensed pharmacist or be
prepared to produce the container if asked.

Pre-employment Drug Testing: Luther Memorial Home reserves the right to engage in pre-employment
drug testing.

Reasonable suspicion Drug Testing: Employees are subject to testing based on, but not limited to,
observations of apparent workplace use, possession, or impairment by a supervisor or department
head.

When possible, the HR Director or the Administrator should be consulted before sending an employee
for testing. Management must use the following reasonable suspicion observation checklist to
document specific observations and behaviors that create a reasonable suspicion that an employee is
under the influence of illegal drugs or alcohol. Examples include (this is not an exhaustive list):

e Odors (smell of alcohol, body odor, or urine);

e Movements (unsteady, fidgety, dizzy);

e Eyes (dilated, constricted, or watery eyes, or involuntary eye movements);

e Face (flushed, sweating, confused or blank look, unkempt appearance);

e Speech (slurred, slow, distracted mid-thought, inability to verbalize thoughts);
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e Emotions (argumentative, agitated, irritable, drowsy, erratic behavior);
e Actions (yawning, twitching, shaking, frequent absenteeism or tardiness);
e Inactions (sleeping, unconscious, no reaction to questions).

When reasonable suspicion testing is warranted, the supervisor will meet with the employee to explain
the observations and the requirement to undergo a drug and/or alcohol test. Refusal by an employee
will be treated as a positive drug test result and will result in immediate termination of employment.

Under no circumstances will the employee be allowed to drive himself or herself to the testing facility.
A member of management must transport the employee or arrange for a cab and arrange for the
employee to be transported home.

Post-accident Drug Testing: Employees are subject to testing when they cause or contribute to
accidents that seriously damage to a vehicle, machinery, equipment, or property or that result in an
injury to themselves or another employee requiring offsite medical attention. In any of these instances,
the investigation and subsequent testing must take place within two (2) hours following the accident,
if not sooner. Refusal by an employee will be treated as a positive test result and will result in immediate
termination of employment. Under no circumstances will the employee be allowed to drive himself or
herself to the testing facility. A member of management must transport the employee or arrange for a
cab and arrange for the employee to be transported home.

Collection and Testing Procedures: Employees subject to alcohol or drug testing will be transported to
the organization’s designated drug testing provider facility and directed to provide breath specimens.
Breath specimens and urine analysis drug testing will be tested by trained technicians using federally
approved testing devices and procedures. If an individual tests positive for drugs or alcohol, the positive
test result must be verified by a medical review officer (MRO) retained by the organization’s drug testing
provider.

Consequences: Applicants who refuse to cooperate in a drug test or who test positive will not be hired
and will not be allowed to reapply/retest in the future. Employees who refuse to cooperate in required
tests or who use, possess, buy, sell, manufacture, or dispense an illegal drug in violation of this policy
will be terminated. If the employee refuses to be tested, yet the organization believes they are impaired,
under no circumstances will the employee be allowed to drive himself or herself home.

Employees who test positive, or otherwise violate this policy, will be subject to corrective action, up to
and including termination of employment.

Confidentiality: Information and records relating to positive test results, drug and alcohol
dependencies, and legitimate medical explanations provided to the MRO will be kept confidential to
the extent required by law and maintained in secure files separate from normal personnel files. Such
records and information may be disclosed among managers and supervisors on a need-to-know basis
and may also be disclosed when relevant to a complaint, grievance, charge, claim, or other legal
proceeding initiated by or on behalf of an employee or applicant.

Inspections: Luther Memorial Home reserves the right to inspect all portions of its premises for drugs,
alcohol, or other contraband. All employees, contract employees, and visitors may be asked to
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cooperate in inspections of their persons, work areas, and property that might conceal a drug, alcohol,
or other contraband. Employees who possess such contraband or refuse to cooperate in such
inspections are subject to appropriate discipline, up to and including discharge.

Crimes Involving Drugs or Alcohol: LMH does not desire to intrude into the private lives of its
employees but recognizes that employees' off-the-job involvement with drugs and alcohol may have an
impact on the workplace. Therefore, our organization reserves the right to take appropriate disciplinary
action for drug use, sale, or distribution while off the organization’s premises. All employees who are
convicted of, plead guilty to, or are sentenced for a crime involving an illegal drug are required to report
the conviction, plea, or sentence to their supervisor or the HR Director before the start of their next
scheduled shift or within five (5) days, whichever is sooner.

=» If you have questions or concerns about this policy, please contact your supervisor or refer to the
Complaints, Grievances, and Non-Retaliation Policy.

Tobacco-Free Workplace

To maintain a safe and healthy work environment and residence, employees are prohibited from
tobacco use of any kind, including smoking, chewing tobacco, e-cigarettes, and vaping, during paid work
time, or inside or near a facility. Employees are allowed to use tobacco products offsite during their
authorized 30-minute break. This does not include paid breaks. Employees must make an effort to
remove the smell of tobacco prior to returning to work.

Workplace Violence Prevention

We support a safe working environment free from violence, threats, threatening language, intentional
damage to property, or any other acts of aggression. A threat may include but is not limited to any
verbal or physical harassment or abuse, intimidation, antagonistic or overtly negative behavior,
menacing gestures, stalking, discussing weapons and their use, brandishing or carrying weapons in the
workplace, physical or verbal fights, or any other hostile, aggressive, and/or destructive actions taken
for intimidation. Firearms are strictly prohibited inside the facility.

This policy covers any violent or potentially violent behavior that occurs in the course of work duties
and in the workplace or at Luther Memorial Home-sponsored functions. It covers the behavior of or
directed at employees, volunteers, residents, or other third parties.

In the event of a life-threatening or otherwise dangerous situation, employees are encouraged to call
9-1-1.

Procedure:

1. Any observed or suspected violent, threatening or abusive situation is to be reported
immediately to a supervisor or department coordinator.
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2. When presented with a situation that has the potential to become violent if not acted upon
immediately or that has become disruptive, the shift supervisor, using their best judgment is to:
a. Attempt to defuse the situation.
b. Call upon other staff for assistance.
c. Call the police.
d. Document:
i) Who was involved.
ii) A description of the incident, including place, date, and time.
iii) Names of witnesses/persons interviewed.
iv) Actions taken.
v) Signature of person completing the report.
e. Report to department coordinator.

3. The department coordinator will inform administrator of reported incidents and conduct an
investigation to include:
a. Summary of all interviews.
b. Corrective action with consequences if appropriate and expected outcome.
c. Plan for follow up.
d. Listing of all external resource contacts/notifications.

4. The completed report is to go to the administrator.

Outside Parties: If you are a recipient of a threat made by an outside party, such as someone outside
of work who is personally known to you, please report it to your supervisor and the HR Director. We
want to be aware of any potential danger in the workplace and will take corrective measures to the
extent possible.

=>» Reporting Procedure: If you have observed, are aware of, or feel you have been subjected to
behavior prohibited in this policy, or you are aware of a dangerous or potentially dangerous
situation, you must report it immediately to your supervisor. Please see the Complaints,
Grievances, and Non-Retaliation Policy for additional information on reporting procedures,
investigations, confidentiality, and non-retaliation.

Workplace Safety and Injury Reporting

Luther Memorial Home is committed to creating a safe workplace free from hazards that may cause
injury. We all share the responsibility of making our organization a safe place to work. Employees must
promptly notify their supervisor of unsafe or potentially unsafe working conditions or hazards or
working practices, including but not limited to faulty or damaged equipment, a need for personal
protective equipment or another safety measure, or concerns about the safety of an individual’s
conduct in the workplace.

Working areas should be kept safe and free of hazards. Equipment should be kept clean and in proper
working order. Prompt reporting of loss, damage, defects, and repair needs is required as it could
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prevent equipment deterioration and possible injury. Employees are expected to use or operate
equipment safely, properly, and responsibly.

Accident Reporting: Any workplace injury, accident, or illness must be reported to the employee's
supervisor as soon as possible, regardless of the severity of the injury or accident. If you need
immediate or emergency medical care, you are encouraged to seek care. In the event of an emergency,
dial 9-1-1. If you are injured on the job, you must.

1. Complete an incident report and submit it to your supervisor or a member of the management
team.

2. If the injury requires you to seek medical treatment, complete the First Report of Injury form
with the HR Director, before seeking non-emergency medical care.

In the event an employee is injured on the job and time is lost, compensation will be paid in accordance
with the N.D. Workforce Safety & Insurance of the State of North Dakota. To be compensated, you must
report to your supervisor immediately after the injury occurs, or as soon as you suspect you may have
sustained a job-related injury. If the employee fails to notify the employer of the accident within the
seven (7) day period, the Bureau may take that failure to do so into consideration when determining
compensability of the claim.

We participate in the ND Work Force Safety and Insurance Bureau’s Risk Management Program. This
allows us to designate health care providers to treat your workplace injuries. The Bureau may not pay
for medical treatment to another provider unless you are referred by our Designed Medical Provider(s)
or unless you notify us in writing prior to an injury that you want to be treated by a different medical
provider. You must also name your different medical provider. Emergency care is exempt from this
Designated Medical Provider requirement.

The Designated Medical Providers for Luther Memorial Home are:
e Sanford Clinic-Mayville
e Omdalen Chiropractic Clinic.

Near Miss Report: A near miss is a potential hazard or incident that has not resulted in any personal
injury. Unsafe working conditions, unsafe employee work habits, improper use of equipment or use of
malfunctioning equipment have the potential to cause work-related injuries. It is everyone’s
responsibility to report and/or correct these potential accidents/incidents immediately. You must
report a near miss in a Near Miss Report, available at the nurse’s stations.

Security: Luther Memorial Home has a building security system. Doors are locked automatically at
specific times. Employees are prohibited from allowing access to unauthorized visitors. You should be
alert to the presence of suspicious people or circumstances and report them immediately to your
supervisor, maintenance, or to the Administrator. Notify the police if you feel that you need help. Access
to the building requires use of your employee’s name badge which you will be given during your
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orientation. If your badge is lost or stolen, report it immediately to the Human Resource office or the
front receptionist desk. If a new badge needs to be issued, you must pay for replacement cost.

Infectious Control Measures: Good hand washing is the key to preventing the spread of infection. Wash
your hands after handling any resident. Avoid carrying germs from one resident to another. Report to
the nurse, immediately, any lesion you discover on yourself or on a resident. When you have infectious
symptoms of cold, flu or any other highly contagious illness, you should call in sick and stay at home to
prevent the spread of infection. Your department head may require a physician’s certificate at any time.
Failure to provide this may result in withholding of your sick pay. Get enough rest, eat a well-balanced
diet, and get some type of exercise regularly in order to maintain your good health.

Immunization: Luther Memorial Home offers influenza immunizations annually each Fall to all
employees, at no cost to the employee.

Health Requirements: Licensing regulations for long-term care facilities require that employees be in
good health and free of communicable or infectious diseases. A manteaux test (TB skin test) is required
to be completed upon hire at no cost to the employee.

Fitness for Duty: Luther Memorial Home reserves the right, within applicable law, to require a fitness
for duty healthcare certification if there is reason to believe that an employee poses a threat to the
safety of themselves or others.

=>» If you need resources or assistance regarding safe working practices, please contact your
supervisor. Please see the Complaints and Non-Retaliation Policy for additional information about
reporting unsafe working conditions or concerns related to this policy.

Complaints and Non-Retaliation

We support a working environment of proactive, open, and honest communication. We recognize that
reporting a concern or complaint takes courage. Our intention is to be as transparent and supportive as
possible of all parties involved in a complaint or investigation.

Complaint Procedure: For concerns or complaints related to equal employment opportunity,
discrimination, harassment, sexual harassment, retaliation, code of ethics violations, workplace
accommodations, leaves of absence, drug-free workplace, workplace violence, safety, policy violations,
theft, or illegal conduct, or any concern or complaint of a policy violation, employees must promptly
report their concerns to their supervisor or the HR Director.

If you are unable for any reason to contact your supervisor, or if you have not received an initial
response within five (5) business days after reporting the concern, or if the concern involves the
employee’s supervisor, employees must report their concern to another member of the management
team or to the HR Director. In the event the concern is about the HR Director then the concern should
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be reported to the Administrator. In the event the concern is about the Administrator, the concern
should be reported to the Board President.

Supervisor Responsibility: Supervisors who become aware of a workplace complaint or concern about
conduct in violation of a policy, whether directly or indirectly, formally or informally, or through direct
observation, must respond or escalate the matter appropriately. Matters that should be promptly
escalated include but are not limited to: Concerns or complaints related to Equal Employment
Opportunity, discrimination, harassment, sexual harassment, retaliation, code of ethics violations,
workplace accommodations, drug-free workplace, workplace violence, safety, policy violations, or
illegal conduct, or any concern or complaint of a policy violation.

If you are a supervisor and become aware of or are a recipient of a complaint, please report it to your
direct supervisor or the HR Director. If in the event the complaint is about your supervisor or the HR
Director, report it to the Administrator. If in the event the complaint is about the Administrator, report
it to the Board President.

Investigation Procedures: LMH will promptly conduct a fair and thorough investigation into the facts of
a complaint, grievance or claim of policy violation. Employer] may elect at any time to engage a qualified
third-party investigator. Employees are required to participate fully in an investigation.

Depending on the specific circumstances of what was reported, the investigation may include:
Interviewing the complainant, witnesses, and the accused; and reviewing relevant documents, policies,
or resources. All individuals interviewed in an investigation will be advised of non-retaliation and
confidentiality. If a policy violation is found, corrective action up to and including termination of
employment will be taken. Corrective actions may include training, coaching, policy or procedure
changes, or disciplinary action such as a verbal or written warning or termination of employment.

To the extent possible, the organization will endeavor to keep the reporting of employees’ concerns
confidential. Generally, this means that information is shared with others on a need-to-know basis.
However, complete confidentiality may not be possible in all circumstances.

The complainant will be notified when the investigation is concluded. The complainant may not be privy
to corrective action taken if sharing the action would interfere with another individual’s right to
confidentiality.

Non-Retaliation: Retaliation, which is generally defined as adverse action or punishment against an
employee for making a complaint or participating in an investigation, is strictly prohibited. If you feel
you have been retaliated against for making a good faith complaint or assisting in a complaint
investigation, immediately report the matter using the complaint procedure in this policy (above).
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Section 2 - Employment Operations Policies

Employment Definitions and Job Classifications

For purposes of the handbook, all employees are classified as follows:

e Regular, Full-Time Employees: Employees who are not in temporary status and who regularly
work a minimum of 32 hours per workweek and maintain continuous employment status.
Regular full-time employees are generally eligible for paid holidays, paid time off (PTO), and
insurance benefits. Employees who regularly work a minimum of 30 hours per workweek are
eligible for health insurance.

e Regular, Part-Time Employees: Employees who are not in temporary status and who regularly
work fewer than 32 hours per workweek and maintain continuous employment status. Regular
part-time employees are eligible for paid holidays and PTO on a prorated basis. Regular part-
time employees that work fewer than 30 hours/week are not eligible for insurance benefits.

e PRN/On-Call Employees: Employees who work on-call or who have a limited schedule. For an
individual to serve as a PRN CNA/TA, an employee will sign a PRN agreement which states that
a PRN employee will be required to work a minimum of 16 hours in a calendar month to remain
employed at Luther Memorial Home. Hours for in-service education and department/facility
meetings will not be included in the 16 hours. PRN/On-Call employees are generally not eligible
for paid holidays, PTO, or insurance benefits except where required under applicable law.

e Temporary Employees (Short-Term Employees): Employees who are hired as interim
replacements to temporarily supplement the workforce and who are temporarily scheduled to
work either full-time or part-time for a limited duration, which is generally less than 12 months.
Temporary employees are generally not eligible for paid holidays, PTO, or insurance benefits
except where required under applicable law.

In addition to the above classifications, employees are categorized as either exempt/salaried or non-
exempt/hourly for purposes of federal and state wage and hour laws. Employees classified as exempt
do not receive overtime pay, they generally receive the same weekly salary regardless of hours worked
and are paid on a bi-weekly basis. Employees are informed of their exemption status upon hire and will
be informed of any subsequent changes thereafter before the change is made.

Working Hours, Timekeeping, and Scheduling

Working Hours: Generally, our office/business operating hours are Mondays through Fridays, 8:00 a.m.
until 4:30 p.m. Central Time, with additional hours worked depending on the role or division. We are a
24-hour, 7-day-per-week operation, which means there is a reasonable expectation of working early
mornings, evenings, and weekends as needed.
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Scheduling: Each department determines the working hours of their department. Sometime before the
last day of the month, the schedule for the following month is determined and posted. Once the
schedule is completed, no changes will be made. Should you have a conflict, it is your responsibility to

find a suitable replacement. Remember that you are responsible for knowing when you are scheduled
to work.

Scheduling of Extra Shifts: The first employee who signs up for the shift will be scheduled to work the
shift if the following conditions are met:

e The employee must have received adequate orientation to the available shift.

e The employee must stay within 40 hours of work per week. *Any overtime must be approved
by the department head.

e Bonus pay must be authorized for specific departments for staff called in to work on a day off
or when scheduled short.

e In general, PRN employees must work their required 16 hours/month prior to getting bonus
pay in less otherwise approved by department head.

Weekends: Employees are expected to work a weekend rotation. If you are unable to work a weekend
that is your normal weekend to work, it is your responsibility to find a replacement, unless you are
taking five (5) days or more of PTO. Any employee who is unable to work a scheduled weekend (due to
illness or emergency) will be required to make up the hours missed unless you are on FMLA leave. The
HR Director or Scheduling Coordinator will assign a makeup weekend.

Timekeeping: For timekeeping purposes, the workweek starts Sunday and ends Saturday. Accurately
recording time worked is the responsibility of every employee. Federal and state laws require LMH to
keep an accurate record of time worked in order to calculate employee pay and benefits. Time worked
is all the time actually spent on the job performing assigned duties.

Employees must punch their timecard “IN” before going to work and must not leave the premises
without punching their timecard “OUT”. This includes leaving the premises during lunch break.
Employees are also required to punch “IN” and “OUT” for their lunch breaks in order to maintain
accurate time records. Employees found to be altering or tampering with time records will be subject
to the disciplinary action policy, up to and including termination of employment.

An employee may punch in up to seven (7) minutes prior to the scheduled starting time, but the pay
period shall not begin until the scheduled starting time. If the time on the timecard prior to starting
time is to be considered overtime, the employee will need written approval from their supervisor.

An employee may not stay more than seven (7) minutes after their scheduled stop time without
expressed prior authorization from their supervisor. Overtime work must always be approved by the
supervisor before it is performed. Any employee working unauthorized overtime will be subject to
discipline, up to and including termination.
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If corrections or modifications are made to the time record, both the employee and the supervisor
must verify accuracy of the changes by initiating the time record. Altering, falsifying, tampering with
time records, or recording time on another employee’s time record is considered an intolerable offense
and will result in immediate termination of employment.

Daylight Savings Time Changes: Personnel who are on duty during the time change will be paid for the
actual number of hours worked. (7 hours in the spring and 9 hours in the fall.) Overtime is paid if you
work over 40 hours in the week.

Bonus Pay: A staff person who is called into work on his/her day off with less than 24 hours’ notice will
receive bonus pay. This call-in bonus is offered when a sick call or emergency call is received. It is not
offered when staff are switching days or giving up shifts.

Short Pay: Short pay of an additional hourly pay rate will be given to CNA's who work due to the facility
being short-staffed. Short pay is applicable to the day and PM shifts if two or more wings are short-
staffed and to the NOC shift if short one or more CNAs. Short pay will only be provided to CNAs on
wings that are experiencing staffing difficulties.

Paychecks and Paycheck Deductions

Employees are paid bi-weekly (every other week). If a pay date falls on a federal holiday, employees will
be paid no later than the next regular business day. Employees are strongly encouraged to use direct
deposit.

Luther Memorial Home will not deduct from your pay unless authorized or required to do so.
Authorized deductions generally include taxes, Social Security, FICA, court-ordered wage garnishment,
or any other deduction the employee has agreed to in writing.

It is Luther Memorial Home’s policy and practice to accurately compensate employees and to do so in
compliance with applicable state and federal laws. To ensure proper payment and that no improper
deductions are made, employees must review pay stubs promptly to identify and report any errors.
Please promptly report any errors in pay as soon as possible to the HR Director or the Business Office
so that the organization may resolve the issue as quickly as possible.

Additionally, we follow applicable law for paycheck deductions related to exempt/salaried employees.

Meal and Rest Breaks

Each workday employees are provided with a rest period of fifteen minutes in length. To the extent
possible, rest periods will be provided in the middle of work periods. Since this time is counted and
paid as time worked, employees must not be absent from their work areas beyond the allotted rest
period time. Failure to observe the time limits of any break period without good reason shall be cause

Employee Handbook — Updated 2025 Page 28



[MH

for disciplinary action. You must also be available to assist in emergency situations which require you
to remain in the LMH facility during your break period.

All employees working 8-hour shifts expected to take a 30-minute lunch break. Supervisors will
schedule meal periods to accommodate operating requirements. Employees will be relieved of all
active responsibilities and restrictions during meal periods and will not be compensated for that time.
You are granted 30 minutes of unpaid time for your lunch break and are able to leave LMH property
during that time period.

Vending is provided in the staff dining room at a minimal cost to employees as a benefit. Employees are
not allowed to purchase “extra” meals to take home.

Lactation Breaks and Accommodation

Luther Memorial Home recognizes the importance of lactation breaks and accommodation and will
provide reasonable break time to accommodate the employee’s desire to express breast milk.
Employees are entitled to a place to pump at work, other than a bathroom, which is shielded from view
and free from intrusion from coworkers and the public. Luther Memorial Home will make reasonable
efforts to provide employees with the use of a room or location in close proximity to the employee's
work area, other than a bathroom, to express milk in private. This location may be the employee's
private office, if applicable.

Breaktime should run concurrently with rest and meal periods already provided. If the break time
cannot run concurrently with rest and meal periods already provided, the break time will be unpaid,
subject to applicable law. Employees may take earned, unused paid time off to supplement pay during
lactation breaks. The organization may not be able to provide additional break time if doing so would
seriously interrupt operations, subject to applicable law.

=» Retaliation or discrimination against an employee for exercising their rights under this policy is
strictly prohibited. Please see the Workplace Accommodations Policy or the Complaints and Non-
Retaliation Policy for additional information.

Overtime

Overtime must be authorized by a supervisor prior to working overtime. In the event overtime is needed
due to operational need, Luther Memorial Home will provide the employee with as much notice as
possible prior to overtime being needed.

Non-exempt/hourly employees will be paid overtime compensation at the rate of one and one-half
their regular rate of pay for all hours over 40 that are actually worked in a single workweek. Paid leave,
such as sick leave or other PTO, does not apply toward regular work time in the overtime calculation.
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Travel and Expense Reimbursement

Approved expenses incurred by employees during official organization business will generally be
reimbursed. Employees should contact their supervisor or HR Director before incurring expenses.
Meals: Meals may be reimbursed if approved by the department head. Receipts must be submitted to
the Business Office for reimbursement. Luther Memorial Home will not reimburse for alcohol.

Mileage Reimbursement: Reimbursement for the use of a personal vehicle for work purposes will be
reimbursed at the federal mileage reimbursement rate as long as mileage reimbursement is approved
by the department head, prior to travel. Employees are responsible for accurately tracking mileage and
submitting for reimbursement to the Business Office.

Expense Reimbursement Procedure: Requests for reimbursement for approved expenses must be
submitted in writing with receipts or acceptable verification of purchase(s) attached, to the employee’s
supervisor or the Business Office by no later than the next regularly scheduled pay period from when
the expense was incurred. The organization will reimburse the employee by the subsequent regularly
scheduled pay date.

Employee Records

Luther Memorial Home retains employee personnel records in compliance with applicable federal,
state, and local law. Employees may access their basic personnel file by scheduling an appointment with
the HR Director.

For purposes of this policy, your personnel file includes records related to performance and training as
well as other records used for hiring, promotion, pay, and corrective action decisions. It will not include
reference checks or investigation files, which will be stored securely and separately.

Medical records and benefits-related information will be stored securely and separately from the
employee’s main personnel file. As an employer who complies with the Immigration Reform and Control
Act, employees are required to complete a Form I-9. Form |-9s will be stored securely and separately.

Personal Information Updates: Please keep your personal information up to date by notifying the HR
Director if you’ve had a change in personal information, such as a change in address, phone number,
marital status, or emergency contacts.

Employment References: References for employment should be referred to the HR Director. Unless
obligated to do so under law, ethically obligated to do so, or where the employee has provided written
permission to do so, the organization will limit requests for employment information from outside
parties to job title and dates of employment.
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Orientation, Training, and Licensure

Orientation: All newly hired employees will receive a general orientation which includes an overview
of the organization’s mission and programs, the organization’s history and structure, safety and security
protocols, the employee handbook, employee resources and support systems, job roles, and benefits.

Training depends on the individual employee’s position, department, and specific needs. We value
onboarding, training, and professional development. If you need support, please contact your
supervisor or the HR Director.

In-Service Education / Seminar: Inservice education is required by the State of North Dakota for anyone
who works in a long-term care facility. State requirements are as follows: certified nurse aides are
required to complete a minimum of twelve in-services per year. CNA’s will be paid for completing the
twelve (12) required in-services. All other departments are required to attend the mandatory in-
services and will be paid for completing those. All staff will be paid at your base pay rate. If your
department head schedules additional mandatory in-services, you will be paid for attending.

In-service education consists of a wide range of learning experiences. Most programs are designed to
teach you something that will improve the quality of your work or improve the methods you use. Some
topics are included for your personal growth. Attendance at each in-service or staff meeting is recorded
and tracked. Whenever possible in-services will be videotaped for play back at another time.

In-service credit will also be given to attend a seminar. Credit will be given according to the number of
topics scheduled. Any staff attending a seminar scheduled by your supervisor will be paid at your base
rate for travel time and time spent at the seminar if there is no overnight stay. If you must stay
overnight, those attending will be paid for a normal eight-hour working day with the exception of the
driver who would be paid for driving time above an eight-hour day. Registration fees will also be paid
by Luther Memorial Home. Reimbursement for mileage will be based on the number of vehicles
needed to safely and comfortably provide transportation to and from the seminar. Mileage will be
calculated from Luther Memorial Home to the location of the seminar. Staff choosing to drive
separately or who make other arrangements will not be reimbursed for mileage. Driving and lodging
arrangements must be authorized by the appropriate supervisor prior to the date of the workshop. If
you attend a seminar, you may be asked to present a summary of information gained at the seminar.

If staff do not meet the 12 Continuing Education Credits (CEUs) required by November 30th, they would
not be eligible for a wage adjustment on January 1st. If they meet the in-service requirement next year
their wage would be adjusted January 1st to the new wage schedule.

In addition to HealthCare Academy requirements, nurses are also required to attend 4 of 6 professional
nursing meetings. If nurses complete HealthCare Academy requirements and attend 4 of 6 nurse
meetings they will be eligible for 100% of the raise offered, if nurses attend 3 of 6 nurse meetings, then

Employee Handbook — Updated 2025 Page 31



]:\
will have a 50% reduction of the raise offered. If attendance is 3 or less of 6 professional nursing
meetings, no raise will be offered regardless of if all other education has been completed.

Required Licensure / Certification: Current professional licensure/certification is required of anyone
employed in a licensed/certified position. Employees are required to provide verification of licensure
upon hire and at least annually thereafter. Employees are responsible for ensuring they renew their
license on time to avoid any lapse in licensure.

Prior to the expiration date of the current license, professional nursing staff must submit the new
license to the HR Director where a photocopy will be made and kept on file. The original license remains
in your possession. A copy of the CNA registration renewal application form may be obtained from the
HR Director. This form needs to be completed and submitted to the HR Director ten (10) days prior to
the expiration date of the license.

Background Checks

Offers of employment at Luther Memorial Home are contingent upon clear results of a thorough
background check. Additionally, offers of employment for positions with fiduciary responsibility,
including but not limited to handling money, and access to financial information and bank accounts,
must complete a credit check. Background checks may be updated regularly as deemed necessary.

Applicants will be notified if the position is subject to a background check in the job advertisement and
the written offer of employment.

Background checks may include Social Security Number verification, prior employment verification,
personal and professional reference verification, education verification, licensure verification, criminal
history check, motor vehicle record check, and/or credit history.

Criminal history will not necessarily preclude someone from employment in one of these positions with
Luther Memorial Home. This policy will be administered per Luther Memorial Home’s values, including
diversity, equity, and inclusion principles. The following factors regarding an individual’s criminal history
will be considered:

e The nature of the crime and its relationship to the position.

e The time elapsed since the conviction.

e The number (if more than one) of convictions.

e Whether hiring or employing the individual would pose an unreasonable risk to Luther
Memorial Home, its employees, or its customers, volunteers, or vendors.

Employee Responsibility: Current employees are required to report to their supervisor of a criminal
arrest, criminal charge, or criminal conviction that occurs while they are employed with the organization
as soon as practicable and no later than the employee’s next scheduled workday following the criminal
arrest, criminal charge, or criminal conviction. In reviewing the matter, the employer will review and
consider the information available in the context of the bulleted list above.
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Separation from Employment / Offboarding

Employees may resign from their position with Luther Memorial Home at any time; however, if you
must leave us, we hope that you will give at least two (2) weeks’ notice (one month’s notice for
department heads) prior to your departure, whenever possible.

Exit Interview: You may voluntarily elect to participate in an exit interview with the HR Director. We
appreciate employee feedback in helping us to make enhancements to our workplace culture.

On or before the last day of work, employees must return all organization equipment, including
computers, cell phones, and any other organization property previously issued to the employee.

Job Abandonment: If an employee no calls/no shows for two (2) consecutive scheduled workdays, we
will have no choice but to consider that they have voluntarily resigned from employment effective
immediately.

Final Paycheck: In all cases of voluntary resignation (one initiated by the employee) and involuntary
separation (one initiated by the organization) employees will be paid their final paycheck no later than
the next regularly scheduled payday, or sooner if required under State law. PTO: Upon separation of
employment, accrued, unused PTO will be paid out at the employee’s base rate of pay. If an employee
separates prior to 90 days of employment, no accrued PTO hours will be paid. If an employee has been
employed less than one year and the employee gives less than 5 days written notice, no accrued PTO
will be paid.

Section 3 — Employee Benefits

Luther Memorial Home strives to provide a comprehensive benefits package to employees and their
eligible dependents. The following sections include a general outline of benefits offered. Please see the
Employment Definitions Policy for benefits eligibility.

Insurance Benefits: Detailed insurance plan information, including summary plan descriptions (SPDs)
are available by contacting the HR Director. Insurance benefits plans are reviewed on at least an annual
basis and may be modified, amended, changed, or terminated for reasons including but not limited to
a significant price increase dictated by an insurance carrier. In the determination of benefits and all
other matters under each plan, the terms of the official plan documents shall ultimately govern.

If you have questions about benefits, please contact your supervisor or the HR Director.

Paid Time Off (PTO)

Luther Memorial Home believes that its employees’ wellbeing is critical to what makes a great
workplace. We believe that a balance between work and nonwork activities is essential to quality
performance and a positive work environment. To support this philosophy Luther Memorial Home
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provides regular part-time and regular full-time employees with Paid Time Off (PTO) that may be used
for time off from work for reasons including but not limited to vacation, personal time, sick leave, family-
related reasons, religious or cultural celebrations, or holidays.

Accrual: PTO will accrue starting on the employee’s hire date as follows:

Years of Service Accrual Rate (per hour worked)

0-1 . 06546
2-5 .09149
6-10 .1039
11+ .1239

PTO is prorated for part-time employees. A separate PTO accrual schedule exists for exempt/salaried
employees. PTO does not accrue during extended sick leave. Employees cannot accrue PTO on more
than 40 hours in a workweek.

Use: PTO is available for use after successful completion of the 90-day introductory employment period.
Office staff working Monday-Friday may be eligible to use PTO for federally observed holidays prior to
the end of their 90-day introductory employment period with prior approval.

Employees will not be able to request PTO hours in excess of their regularly scheduled hours. For
example, if an employee works 32 hours per week, their weekly compensated hours cannot exceed 32
hours, which includes the use of PTO.

e Salaried/exempt employees: PTO may be taken in increments of one-half (1/2) day or more. If
time off is needed for less than one-half (1/2) day, the exempt employee will be paid at their
regular rate of pay. PTO may be borrowed against in certain circumstances with prior approval
from the Administrator.

e Hourly/non-exempt employees: PTO may be taken in increments of 15 minutes or more. In
most circumstances, PTO may not be used in advance of (or borrowed against) the employee’s
earned balance.

PTO may not be requested in excess of 40 hours per week.

Whenever possible, employees are expected to schedule any ongoing personal appointments with
minimum inconvenience to the organization’s operations.

Unless specifically prohibited by law, employees who are absent from work for any reason are required
to take any accrued but unused PTO before taking unpaid time off.

Payment: PTO is paid at the employee’s base rate. The use of PTO is not considered hours worked for
purposes of calculating overtime.
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Request Procedure: Employees must request PTO approval, in writing, from their supervisor at least
two (2) weeks in advance.

Rollover/Maximum: PTO is intended to be used within the year it is accrued. The maximum PTO accrual
will not exceed 296 hours.

Status Changes: Employees who change employment status from full-time or part-time to PRN will
receive a PTO payout on their next regularly scheduled paycheck.

Payout upon separation: Upon separation of employment, accrued, unused PTO will be paid out at the
employee’s base rate of pay. If an employee separates prior to 90 days of employment, no accrued PTO
hours will be paid. If an employee has been employed less than one year and the employee gives less
than 5 days written notice, no accrued PTO will be paid.

Holidays

Regular, full-time, and regular, part-time employees are eligible under this policy. Due to the nature of
our work as a 24-hour/7-day per week care facility, employees are often expected to work holidays.
Employees who work holidays will receive pay at a rate of one- and one-half times their regular rate of

pay.

For purposes of this policy, Luther Memorial Home recognizes the following holidays:

e New Year’s Day

e Christmas Eve

e Christmas Day

e Thanksgiving Day
e FEaster

e Memorial Day

e Independence Day
e Labor Day

Medical Insurance

Employees who regularly work an average of 30 hours per workweek are eligible to elect medical
insurance for themselves and their eligible dependents on the first of the month following 60 days of
employment. The amount paid by the organization is determined annually and subject to budget
approval. Luther Memorial Home offers dual choice medical insurance and employees have the option
to choose either a traditional insurance plan or qualified high-deductible plan.

Dental and Vision Insurance

Employees who regularly work an average of 30 hours per workweek are eligible to elect dental and
vision insurance for themselves and their eligible dependents the first of the month following 60 days
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of employment. The amount paid by the organization is determined annually and subject to budget
approval.

Life, Cancer, and Short-Term Disability Insurance

Employees who regularly work an average of 30 hours per workweek are eligible to purchase cancer,
life, and/or short-term disability insurance at their own expense following 60 days of employment.

Flexible Spending Account (FSA)

Employees who choose the traditional insurance plan, who regularly work an average of 30 hours per
workweek may elect to participate in a Flexible Spending Account (FSA) at their own expense to save
on tax dollars for IRS-qualifying medical expenses. Employees are eligible to participate in the FSA the
first of the month following 60 days of employment.

Health Savings Account (HSA)

Employees who choose the qualified high deductible insurance plan, who regularly work an average of 30 hours
per workweek may elect to participate in a Health Savings Account. LMH will match up to $25/month
contribution to an employee’s HSA. Employees are eligible to participate in the HSA the first of the month
following 60 days of employment.

Retirement Savings Plan

Eligible employees may voluntarily elect to contribute to a pension plan through pre-tax or post-tax
dollars up to the federal maximum allowed. LMH will contribute up to a designated percentage of salary
contribution. The designated percentage Luther Memorial Home contributes is determined annually.
Employees who are 21 years of age or older, have worked for LMH for 6 months, and have worked at
least 500 hours in the preceding 6 months, are eligible to participate in the retirement savings plan.
PRN employees are not eligible to participate.

Continuation of Benefits While on Approved Leave

Unless stated otherwise, and per insurance carrier rules, insurance benefits will generally continue
during an approved leave of absence. Employees are responsible for continuing to pay their portion of
insurance premiums or contributions. If the employee’s pay is not sufficient to cover the employee’s
portion of the premiums or contributions, the employee is responsible for sending a check for the
amount due to the HR Director on a monthly basis.
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Continuation of Health Insurance Coverage (COBRA)

Employees who are separating from employment may elect to continue their group health insurance
at their own expense. Employees will be provided with COBRA notice per the applicable law.

Tuition Assistance

Nursing scholarships may be available to employees in the process of obtaining an LPN or RN degree
who will be employed by Luther Memorial Home following graduation. For further information, contact
the Director of Nursing.

Staff Celebrations

An employee who has worked for LMH for a minimum of a year will be given a bridal and/or baby
shower for their first baby or first marriage while employed at Luther Memorial Home. Cake and punch
are supplied by LMH. An envelope is available for any staff who would like to contribute a gift.

A retirement/leaving party will be held for any employee who has worked five (5) years or more, is
classified as full-time, and is in good standing at Luther Memorial Home. Luther Memorial Home will
purchase a gift (approx. $35) for this employee and host a party in the LMH dining room. Cake, punch,
and coffee will be provided. LMH may invite family members for retirements. An envelope will be
available for any staff who would like to contribute to a separate gift from staff.

Years of Service Bonus

Subject to annual Board of Director approval, employees with 10 or more years of service and qualifying
hours (1248 hours from January 1 through December 31) may qualify for a service bonus. The amount
is determined annually by the Board of Directors.

Notary Services

The services of notary public are available through the Business Office or Administrator, at no charge to
the staff or residents. A legal document such as a Will should not be witnessed by any personnel as
employees of LMH. You are discouraged from helping residents write checks; refer them to the Business
Office. You may be requested to witness forms that are signed by the resident regarding care that is to
be received. Please discuss with Administrator prior to witnessing a form signed by the resident or their
family.
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Check Cashing Services

You may cash personal checks at the receptionist’s desk or in the Business Office. If your check is
returned for insufficient funds, you will be charged the fee that LMH is charged from the bank. If your
check is returned more than once, your check cashing privileges will be suspended or revoked.

Section 4 - Performance and Workplace Expectations

Performance Feedback

We believe that consistent, open, and honest communication and feedback shared between and among
supervisors and team members is critical to the success of our organization. If at any time you have
guestions or want to receive feedback about your performance, you are encouraged to reach out to
your supervisor. Team members are also encouraged to share constructive feedback with their
supervisor and co-workers.

Performance Reviews

Performance reviews are conducted after 90 days of employment and at least annually thereafter. A
positive performance review does not guarantee an increase in salary, a promotion, or continued
employment. Compensation increases and the terms and conditions of employment, including job
assignments, transfers, promotions, and demotions, are determined by and at the discretion of
management. In addition to these formal performance evaluations, Luther Memorial Home encourages
employees and supervisors to discuss job performance on a frequent and ongoing basis.

Workplace Expectations

We are all responsible for supporting a safe, productive, and respectful work environment and working
together in line with our organizational values. By working here, we agree to:
e Be respectful to and inclusive of co-workers and residents.

e Resolve day-to-day conflicts amongst each other and escalate issues to your supervisor, as
necessary.

e Complete work tasks accurately and on time.

e Attend work as scheduled and on time.

e Communicate consistently with our co-workers and supervisor.

e Be respectful to and inclusive of co-workers, community members, and volunteers.
e Maintain collaborative, productive working relationships.

e Adhere to LMH policies and procedures.

e Provide honest, ethical service to our residents.
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Although it is not possible to list all unacceptable workplace conduct, here are some examples:

Unauthorized disclosure of confidential information.

Failure to disclose a conflict of interest.

Accessing confidential information for personal gain.

Consistently not meeting deadlines, work expectations, or work goals.

Gossiping or making malicious, false, or harmful statements to or about others.
Dishonesty, theft, or illegal or unethical conduct.

Working under the influence of alcohol or illegal drugs.

Falsifying organization records, documents, or reports, including timekeeping records.
Excessive absenteeism, tardiness, or repeatedly not following communication expectations.
Unsafe conduct or behavior.

Sabotaging another’s work.

Theft or inappropriate removal or willful destruction of property.

Offensive, violent, threatening, or unprofessional conduct.

Possession of dangerous or unauthorized materials, or weapons in the workplace.
Violation of an organization policy, such as the policies outlined in this handbook.
Having personal visitors to the workplace while on duty.

Using a personal communication device (cell phone, iPod, iPad, etc.), including using
earpieces/ear buds, during work hours.

Excessive absenteeism or tardiness.
Failure to follow guidelines concerning notification of absences.
Giving false reasons for obtaining time off.

Failure to follow timecard procedures, punching their timecard with “IN” before going to work,
and punching their timecard “OUT” prior to leaving the company premises.

Punching another employee’s timecard.
Unauthorized absence from workstation during working time.

Sleeping during working time.
Violation of dress code.

Violation of personnel policies.

Bulletin Boards: It is your responsibility to stay informed of all notices which affect your department
and you as an employee of LMH. You are urged to read the notices posted on the bulletin boards by the
time clock and in the staff dining room. Staff are invited to use the bulletin boards for personal messages

Non-Solicitation: To avoid distractions, solicitation by the employee of another employee or by an
employee of a resident is prohibited while either employee is at work time. "Work time" is defined as
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the time the employee is engaged or should be engaged, in performing their work tasks for LMH.
Solicitation of any kind by non-employees on Luther Memorial Home premises is prohibited at all times.
If someone is observed soliciting on the premises, please contact your supervisor immediately.

Corrective Action (Discipline) Policy

The purpose of this policy is to state Luther Memorial Home's position on administering equitable and
consistent discipline for unsatisfactory conduct in the workplace. The best disciplinary measure is the
one that does not have to be enforced and comes from good leadership and fair supervision at all
employment levels. LMH’s own best interest lies in ensuring fair treatment of all employees and in
making certain that disciplinary actions are prompt, uniform, and impartial. The major purpose of any
disciplinary action is to correct the problem, prevent recurrence, and prepare the employee for
satisfactory service in the future.

Disciplinary action may call for any of four steps, in no guaranteed order — Verbal Warning, Written
Warning, Suspension, or Termination of employment — depending on the severity of the problem and
the number of occurrences.

There may be circumstances based on management’s discretion and the severity of the offense, one
or more steps may be bypassed. LMH recognizes that there are certain types of employee problems
that are serious enough to justify either a suspension, or in extreme situations, termination of
employment, without going through the usual disciplinary action steps.

Although employment with LMH is based on mutual consent and both the employee and LMH have
the right to terminate employment at will, with or without cause or advance notice, LMH may use
disciplinary action at its discretion.

Attendance

To maintain a productive work environment, LMH expects employees to be reliable and to be punctual
in reporting for scheduled work. Absenteeism and tardiness place a burden on other employees and
on LMH.

Tardiness is reviewed each payroll cycle. Excessive tardiness as well as excessive missed punches will
be under review and subject to discipline.

The first unexcused absence call in of a quarter will be subject to a written warning. The second call in
for an unexcused absence in a quarter will be subject to a three (3) day suspension. The third unexcused
absence in a quarter will result in termination.

An employee that calls in for any medical reason will be required to provide documentation. If there is
a medical reason for continuous absences, please meet with Human Resources to discuss possible leave
options.
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For employees who also serve on our local fire department or ambulance, it is your responsibility to
cover a scheduled shift if responding to a call. These positions are voluntary. If you cannot cover the
shift, and are absent from your scheduled shift, it is considered an unexcused absence.

Any employee calling in for their scheduled shift is required to speak with their respective supervisor
or a charge nurse (nursing department) regarding their absence. A text message to either of the
scheduling phones does not constitute calling in for your shift.

The first no-call no show is a minimum of a written warning. A second no-call no-show within 12 months
of a written warning will result in termination of employment.

If you call in that you will be late for any reason and do not show up for your shift or call to update your
supervisor that you will not be in, that will be considered a no call no show.

More than four absences of any kind within one quarter will be under review and subject to discipline.

You must call in at least two hours prior to your scheduled shift if you are unable to work for any reason.
If you call in less than 2 hours prior to your scheduled shift, it will be considered a no call no show.

Attire and Grooming

The goal of Luther Memorial Home is to promote a positive image. This is a general guide for Luther
Memorial Home’s dress code. Individual occurrences may be addressed on a case-by-case basis. Staff
should always be aware of the importance of being well-groomed.

Good hygiene, including use of deodorant, neat, clean hair, and an unwrinkled uniform promote that
image. Long hair should be tied back when working with residents or with food.

All staff are asked not to wear perfume, cologne, or heavily scented lotions to work. Fingernails should
be kept clean and trimmed. Use of fake nails is discouraged. Wearing jewelry is at the employee’s
discretion. Name tags are required as a part of the LMH dress code. Shirts, sweatshirts with writing or
logos are unacceptable with the exception of LMH or National Nursing Home week shirt/Long Term
Care shirts.

Uniform requirements for each department are:

Nursing Department: (professional nurses, nurse aides and transport aides):
e Solid colored t-shirt, sweatshirt or polo shirt
e Scrub pants and shirts (may be colored or patterned)
e Appropriate nursing or tennis shoes (no crocs or slipper types shoes allowed)
e No athletic leggings or sweatpants
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Activities and Office Staff:
e Business casual dress clothing

Dietary Staff:
Solid colored pants and shirts (no sweatpants)
e Scrub pants and shirts
e Appropriate shoes (not open toe)
e Hats allowable
Housekeeping and Laundry Staff
e Housekeeping-solid dark pants / Laundry-white or solid dark pants
Solid colored t-shirt, sweatshirt or polo shirt
Scrub pants and shirts (may be colored or patterned)
Appropriate shoes

Maintenance Staff:
e Solid colored pants and shirts
e Appropriate shoes
e Denim in good condition is allowable
e Hats allowable

Friday has been designated Jeans Day. All staff are allowed to wear jeans. Jeans must be clean and
have no holes. Shirts with appropriate logos or writing are also acceptable.

Employees are allowed to wear shorts. Remember these must be walking shorts. They must be of an
appropriate length. Your uniform tops remain the same. These must be plain T-shirts, sweatshirts, or
scrub tops. Staff wearing inappropriate shorts will be counseled and will be sent home to change.
Continued misuse of the shorts policy will lead to loss of the privilege.

Any staff not following Luther Memorial Home uniform policy will be counseled. Staff may be asked to
go home to change into appropriate clothes or may be requested to put their top on inside out. Further
action will be taken if this policy continues to not be followed.

Use of Organization Property and Resources

Luther Memorial Home’s communication systems, computer systems, and facilities are intended
primarily for business purposes. However, limited personal usage is permitted if it does not hinder the
performance of job duties or violate any other Luther Memorial Home policy. This includes voice mail,
e-mail, and Internet systems. Users have no legitimate expectation of privacy regarding their use of
Luther Memorial Home systems.

e Use of Luther Memorial Home’s technology and communications systems, including email, and
phone must conform to our policies, including but not limited to harassment, discrimination,
workplace expectations, and ethical conduct policies.
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e Sensitive or confidential information must be sent via secure means.

e Unauthorized duplication of copyrighted computer software violates the law and is strictly
prohibited.

e Noemployee may access, or attempt to obtain access to, another employee's computer systems
without appropriate authorization.

For the purposes of transparency, employees should not have any expectation of privacy in their use of
Luther Memorial Home’s computer, email, internet, or other related communication tools, as they may
be subject to inspection or review if needed. For example, when maintaining systems; investigating
allegations of system abuse or misuse; assuring compliance with software copyright laws; complying
with legal and regulatory requests for information; ensuring that Luther Memorial Home operations
continue appropriately during the employee's absence. Further, since Luther Memorial Home’s
communication and computer systems are intended for business use, all employees, upon request,
must inform management of any private access codes or passwords.

Right to Search: Luther Memorial Home reserves the right to search its premises and will do so as
appropriate and in accordance with law.

Personal Property
Luther Memorial Home accepts no responsibility for lost or damaged personal property.

Personal Employee Property: Luther Memorial Home is not responsible for the loss or theft of personal
property. Check with your supervisor to learn where purses and valuables are to be kept while you are
on duty. Lockers are available in the room off the service wing for personal use. You must provide your
own padlock. There is also a cell-phone locker to store cell phones at each nurses station.

Resident Property: Should you notice that a resident has a substantial amount of money or other
valuables in their possession, report it immediately to your supervisor. Our Business Office has facilities
for safeguarding these items. Report any lost items to your supervisor as soon as possible. All thefts are
handled by the police department.

Personal Electronic Devices

Personal communication devices (cell phones, iPod, mp3 players, iPad, personal laptops, etc.) are not
to be used during work hours.

e Personal Calls: Excessive personal calls during the workday can interfere with employee
productivity and may be distracting to residents. Employees are encouraged to make personal
calls during non-work time and to ensure that friends and family are aware of LMH’s policy.

e Cell Phones: Having a phone in your possession while working increases the temptation to use
it personally or to take pictures of residents and other situations while at work, which could be
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classified as abuse or otherwise inappropriate. Because of this, personal cell phones are not
allowed on the floor.

e Cell phones are not to be kept on the employee during work. Use is prohibited during paid
working hours except for 15-minute breaks. This includes texting, listening to music, surfing the
internet, picture taking or playing games.

Cell phones can be used during break times and before or after your shift in the following areas:
1) Break room; 2) Service Wing Entrance.

e Cell phone lockers are located in each nurses station for employees providing direct care to
residents.

e All phones in the facility must be placed on mute/vibrate and notification turned off during
business hours.

e Employees are strictly prohibited from taking pictures, videos, or any other personal
representations of any resident, family member, visitor, or staff member for the purpose of
personal use, social media, or any other reason. Designated staff members are recognized to
take pictures and/or post on social media with the approval of the facility Administration.

e The use of cell phones is allowed by the Administrator, Director of Nursing, HR Director,
Scheduling Coordinator, Department Supervisors, and other employees as part of their work
duties requires texting and notifying staff regarding schedules and other work-related
information.

e Company-Provided Electronic Devices: Employees who have been issued cell phones or other
devices must protect them from loss, damage, or theft. The employee may be requested to
return the device for inspection.

Telephone Courtesy

Employees are expected to be courteous and respectful when answering LMH’s phone. Please practice
these principles of telephone courtesy.

e Answer promptly and courteously.

e Identify yourself by name and job title.

e Transfer calls tactfully.

e Give accurate and careful answers.

e Know how to use the business phone and intercom.

Telephones within the nursing home must be kept free for nursing home business. Employees should
explain to their family and friends that because of the necessity of keeping the lines open and because
of the employee’s responsibilities on the job, it is necessary that only calls of extreme importance be
received. If phone calls are received while you are on duty, the receptionists have been instructed to
take a message from the caller. You are free to make personal calls during meal periods or coffee breaks.
Your cooperation in this matter is very important.
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Employees are not permitted under any circumstances to use telephones in resident rooms for personal
phone calls. Employees can use cell phones while on their breaks but not while on duty. Texting is

absolutely prohibited while on duty. Staff found using their cell phone or texting while on duty will be
counseled and may be terminated if they continue to not follow LMH policy.

Visitors

Resident Visitors: We trust employees to treat residents’ relatives and friends with courtesy and
respect when they come to visit. A welcoming, professional demeanor will give them comforting
assurance that their family members are in good hands at Luther Memorial Home. You are expected to
take time to answer their questions and offer your assistance when they request it. Please do not try to
answer questions regarding medical information; those questions should be referred to the charge
nurse, unit manager, or Director of Nursing.

Personal Visitors: Employees are discouraged from having visitors while on duty. This includes off-duty
employees as well as friends and relatives.

Social Media

We respect the right of employees to maintain personal blogs, websites, or to participate in social media
such as Twitter, Facebook, LinkedIn, YouTube, TikTok and other social media or web-based platforms.
And, at the same time we want to ensure we are clear about social media as it relates to your work with
Luther Memorial Home.

e Any material published online in reference to the organization must be professional, honest,
and respectful.

e Keep in mind that any of your online conduct that adversely affects your job performance, the
performance of other employees, or otherwise adversely affects residents, employees, or
volunteers is prohibited.

e Do not identify or reference organization employees, customers, or vendors

e Employees may write about their jobs in general but may not disclose any confidential
information.

e For additional examples of confidential information, please refer to the Confidentiality Policy
and employee confidentiality agreement.

e Employees are encouraged to keep in mind the speed and manner in which information posted
online is received and is often misunderstood by readers.

e Employees with any questions should consult with their supervisor.

Whether the employees are posting something on their own blog, web page, social networking, Twitter
or on a similar site or on someone else's if the employee mentions Luther Memorial Home and also
expresses either a political opinion or an opinion regarding the organization’s actions that could pose
an actual or potential conflict of interest with Luther Memorial Home, the poster must include a
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disclaimer. The poster should specifically state that the opinion expressed is their personal opinion and
not Luther Memorial Home’s position. This is necessary to preserve our organization’s goodwill in the
community.

Nothing in this policy is meant to, nor should it be interpreted to, in any way limit your rights under any
applicable federal, state, or local laws.

Vehicle Safety and Parking

Please refer to the Vehicle Safety Policy on the company web or see the HR Director for more
information.

Parking: Designated areas are available for staff while on duty. A large parking lot is located on the east
side of the service wing: plug-ins are available in limited quantity for winter use. All employees are
urged to park in designated areas. Since Luther Memorial Home cannot assume responsibility for
vehicles parked in our lots, you are encouraged to keep your doors locked at all times.

Health Insurance Portability and Accountability Act (HIPAA)

Introduction: Respecting our residents’ privacy is a basic value of the Luther Memorial Home.
Information that is proprietary or confidential to the organization must not be improperly disclosed.
This includes requests for information from the public or media. Unauthorized disclosure of confidential
or privileged organization information is a serious violation of organization policy.

Additionally, Luther Memorial Home has adopted a policy that protects the privacy and confidentiality
of protected health information (PHI) whenever it is used by employees. The private and confidential
use of such confidential information will be the responsibility of all employees with job duties requiring
access to PHI in the course of their jobs/duties.

Definitions: HIPAA confidentiality rules apply to all interactions with HIPAA Covered Entities and any
communication of Protected Health Information (PHI). HIPAA Covered Entities include, but are not
limited to:

e Health Care Providers: physicians, clinics, hospitals, etc.

e Health Plans: employer group health plans, health insurance carriers, etc.

e Health Care Clearinghouses: processes/ facilitates the processing of health information from a
nonstandard format to a standard format.

PHI refers to individually identifiable health or personal information received by an employee, resident,
insurance company, or received by a health care provider, health plan, or health care clearinghouse that
relates to the past or present health of an individual or to payment of health care claims.
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PHI may be oral, paper-based, and/or electronic. PHI information includes but is not limited to (this is
not an exhaustive list):

e Medical conditions, medical history, genetic information, or health status.

e Provider notes, therapy notes/documents/files, or medical notes/documents/files, or medical
record numbers.

e Evidence or documentation of a health condition or disability.

e Insurance status or coverage, claims experience, financial information, or health plan
beneficiaries.

e Phone numbers, addresses, social security numbers, birth dates, and any other unique identifier
or code.

Disclosures and Minimum Necessary: Employees are prohibited from unauthorized disclosure of PHI,
or PHI-protected disclosures. Disclosure and use of “confidential information” include oral
communications as well as display or distribution of tangible physical documentation, in whole or in
part, from any source or in any format (i.e., paper, digital, electronic, internet, social networks, magnetic
or optical media, film, etc.).

When using or disclosing PHI, employees must make reasonable efforts to limit protected health
information to the minimum necessary to accomplish the intended purpose of the use, disclosure, or
request. The following are situations in which the minimum necessary provisions may not apply:

e Uses or disclosures required by law.

e Uses or disclosures made to the individual.

e Uses or disclosures made pursuant to an authorization.

e Disclosures to a health care provider for treatment purposes

e Disclosures to the Secretary of Health and Human Services for enforcement purposes

e Uses or disclosures that are required for compliance with HIPAA requirements.

We may use and disclose PHI about individuals when necessary to prevent a serious threat to the
individual’s health and safety or the health and safety of the public or another person. Any disclosure,
however, would only be to someone able to help prevent the threat.

Before using or disclosing information, employees should consider two basic questions:

1. How much information is needed to fulfill the purpose of this request?
2. Are we about to provide information that is not necessary to fulfill the purpose of this request?

The organization and its employees will only use PHI given to us by a covered entity (healthcare
provider, health plan, or healthcare clearinghouse) in accordance with the specific use and purpose
specified in the Business Associate Contract with the covered entity. The use and purpose should
further be confined to purposes of treatment, payment, or healthcare operations for the covered entity
or for uses and disclosures for which the covered entity has specific authorization from the individuals
(to whom the PHI belongs) to do so.
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PHI Breaches and Unauthorized Disclosure: Employees are required to immediately notify their
supervisor and the HIPAA Compliance Officer if they suspect a breach, improper use, or unauthorized
disclosure has occurred. When any type of improper use/disclosure of PHI is discovered, the employee
or organization will notify the affected covered entity or individual in a timely manner, as appropriate,
and as required by applicable law.

Access and Records Retention: Medical records, including PHI disclosures tracking, will be stored in
accordance with applicable laws and regulations.

e Resident records and PHI must be always stored securely and confidentially. Paper records must
be stored in a locked file cabinet in a locked office. Electronic records must be stored securely
and confidentially in the organization’s or insurance companies required or designated
software/electronic systems and in accordance with HIPAA record-keeping rules.

e Computers must be password protected and employees must log off from their computers when
stepping away from the computer. Employees are required to log out of software/electronic
systems which contain PHI after they are finished using the system.

e Employees are required to regularly update passwords and not share their passwords with
anyone. Employees are prohibited from allowing unauthorized individuals to use organization
computers or access PHI in any way.

e When sending electronic PHI, employees must use a secure method of sending. When using a
fax machine to send or receive PHI, a cover letter must be used.

e Individual residents will be given access to their records in accordance with HIPAA and other
applicable regulations. All residents must receive HIPAA notice upon intake and annually
thereafter.

HIPAA Compliance Officer: The organization has designated the HR Director as the HIPAA compliance
officer (HCO), and any questions or issues regarding PHI should be presented to the HCO for resolution.
The HCO is also charged with the responsibility for: Issuing procedural guidelines for access for PHI,
developing a matrix for personnel who will need access to PHI, and developing guidelines for describing
how and when PHI will be maintained, used, transferred, or transmitted.

Employee Training: All employees will receive HIPAA training upon hire and annually thereafter.
Employees are responsible for staying up to date with HIPAA training.

Corrective Action: Employees in violation of HIPAA rules or the organization’s HIPAA/confidentiality
policy are subject to corrective action up to and including immediate termination of employment with
or without notice. If employees have questions or concerns about HIPAA or need additional training,
they should speak directly to their supervisor or the HIPAA Compliance Officer.
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Section 5 - Leaves of Absence

Family Medical Leave Act (FMLA)

This policy provides information about Family Medical Leave Act (FMLA) entitlements and employee
responsibilities. If you have questions or concerns about this policy, or would like to request leave
under this policy, please contact the HR Director.

Leave Amount: Under this policy, Luther Memorial Home will grant up to 12 weeks of leave during a
12-month period to eligible employees (or up to 26 weeks of military caregiver leave to care for a
covered service member with a serious injury or illness). The 12-month period is determined based on
a rolling 12-month period measured backward from the date the employee uses their FMLA leave.

Eligibility: To qualify to take leave under this policy, the employee must meet all the following
conditions:

The employee must have worked for the organization for 12 months or 52 weeks. The 12 months
or 52 weeks need not have been consecutive. Separate periods of employment will be counted,
provided that the break in service does not exceed seven years. Separate periods of
employment will be counted if the break in service exceeds seven years due to National Guard
or Reserve military service obligations. For eligibility purposes, an employee will be considered
to have been employed for an entire week even if the employee was on the payroll for only part
of a week or if the employee is on leave during the week.

The employee must have actually worked at least 1,250 hours during the 12-month period
immediately preceding the commencement of the leave. The 1,250 hours do not include time
spent on paid or unpaid leave, including ESL, PTO, or other paid or unpaid time off.

The employee must work in a worksite where 50 or more employees are employed by the
organization within 75 miles of that office or worksite.

Types of Leave Covered: To qualify as FMLA leave under this policy, the leave must be for one or more
of the reasons listed below:

To care for the employee's child after birth or placement for adoption or foster care;

To care for the employee's spouse, son, daughter, or parent (but not in-law) who has a serious
health condition;

For the employee's own serious health condition (including any period of incapacity due to
pregnancy, prenatal medical care, or childbirth) that makes the employee unable to perform
one or more of the essential functions of the employee's job; and/or

Because of any qualifying exigency due to the employee's spouse, son, daughter or parent being
a military member on covered active duty or called to covered active-duty status (or has been
notified of an impending call or order to covered active duty) in the Reserves component of the
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Armed Forces for deployment to a foreign country in support of contingency operation or
Regular Armed Forces for deployment to a foreign country.

A serious health condition is an illness, injury, impairment, or physical or mental condition that involves
either an overnight stay in a medical care facility or continuing treatment by a health care provider for
a condition that either prevents employees from performing the functions of their job or prevents the
qualified family member from participating in school or other daily activities. Subject to certain
conditions, the continuing treatment requirement may be met by a period of incapacity of more than
three (3) consecutive calendar days combined with at least two (2) visits to a health care provider or
one (1) visit and a regimen of continuing treatment, or incapacity due to pregnancy, or incapacity due
to a chronic condition. Other conditions may meet the definition of continuing treatment.

Qualifying exigencies may include attending certain military events, arranging for alternative childcare,
addressing certain financial and legal arrangements, attending certain counseling sessions, caring for
the parents of the military member on covered active duty, and attending post-deployment
reintegration briefings.

Additional Military Family Leave Entitlement (Injured Servicemember Leave): In addition to the basic
FMLA leave entitlement discussed above, an eligible employee who is the spouse, son, daughter,
parent, or next of kin of a covered servicemember is entitled to take up to 26 weeks of leave during a
single 12-month period to care for the servicemember with a serious injury or illness. Leave to care for
a service member shall only be available during a single-12-month period and, when combined with
other FMLA-qualifying leave, may not exceed 26 weeks during the single 12-month period. The single
12-month period begins on the first day an eligible employee takes leave to care for the injured service
member.

A "covered servicemember" is a current member of the Armed Forces, including a member of the
National Guard or Reserves, who is undergoing medical treatment, recuperation, or therapy, is
otherwise in outpatient status or is on the temporary retired list, for a serious injury or illness. These
individuals are referred to in this policy as "current members of the Armed Forces." Covered
servicemembers also include a veteran who is discharged or released from military services under
condition other than dishonorable at any time during the five years preceding the date the eligible
employee takes FMLA leave to care for the covered veteran, and who is undergoing medical treatment,
recuperation or therapy for a serious injury or iliness. These individuals are referred to in this policy as
"covered veterans."

The FMLA definitions of a "serious injury or illness" for current Armed Forces members and covered
veterans are distinct from the FMLA definition of "serious health condition" applicable to FMLA leave
to care for a covered family member.

Married Employees: If two married employees work for the organization and each wish to take leave
for the birth of a child, adoption, or placement of a child in foster care, the married employees may
only take a combined total of 12 weeks of leave. If the two married employees both work for the
organization and each wish to take leave to care for a covered injured or ill service member, the husband
and wife may only take a combined total of 26 weeks of leave.
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Employee Status and Benefits During Leave: While an employee is on leave, the organization will
continue the employee's health benefits during the leave period at the same level and under the same
conditions as if the employee had continued to work. The employee is still responsible for paying their
portion of insurance premiums. While on paid leave, the employer will continue to make payroll
deductions to collect the employee's share of their insurance premiums, if applicable. While on unpaid
leave, the employee must continue to pay their portion of applicable premiums.

Use of Paid and Unpaid Leave: Employees are required to use earned, unused (accrued) ESL, PTO, and
other paid time off concurrently with FMLA leave. If the employee does not have accruals or if accruals
run out, the remainder of the leave of absence is unpaid.

Workers’ Compensation Leave: FMLA leave will run concurrently with leave of absences associated
with Workers” Compensation.

Intermittent Leave or a Reduced Work Schedule: FMLA leave usually will be taken for a period of
consecutive days, weeks, or months. However, employees also are entitled to take FMLA leave
intermittently or on a reduced leave schedule when medically necessary due to a serious health
condition of the employee or covered family member or the serious injury or illness of a covered
servicemember. Qualifying exigencies leave also may be taken on an intermittent basis.

No Work While on Leave: The taking of another job while on FMLA or any other authorized leave of
absence may result in corrective action up to and including termination of employment to the extent
permitted by law.

Certification for the Employee's Serious Health Condition: The organization requires certification for
the employee's serious health condition. The employee must respond to such a request within 15 days
of the request or provide a reasonable explanation for the delay. Failure to provide certification may
result in a denial of continuation of leave and absences may be subject to corrective action under the
Attendance Policy.

The HR Director may directly contact the employee's health care provider for verification or clarification
purposes using a health care professional, an HR professional, leave administrator or management
official. Before the organization makes this direct contact with the health care provider, the employee
will be given an opportunity to resolve any deficiencies in the medical certification.

Second Medical Opinion: The employer has the right to ask for a second opinion if it has reason to
doubt the certification. The employer will pay for the employee to get a certification from a second
doctor, which the employer will select. The employer may deny FMLA leave to an employee who refuses
to release relevant medical records to the health care provider designated to provide a second or third
opinion. If necessary, to resolve a conflict between the original certification and the second opinion,
the organization will require the opinion of a third doctor. Luther Memorial Home and the employee
will mutually select the third doctor, and the organization will pay for the opinion. This third opinion
will be considered final. The employee will be provisionally entitled to leave and benefits under the
FMLA pending the second and/or third opinion.
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Certification for the Family Member's Serious Health Condition: Certification is required for the family
member's serious health condition. The employee must respond to a request for certification within 15
days of the request or provide a reasonable explanation for the delay. Failure to provide certification
may result in a denial of continuation of leave.

Certification of Qualifying Exigency for Military Family Leave: Certification is required for qualifying
exigency for military family leave. The employee must respond to a request for certification within 15
days of the request or provide a reasonable explanation for the delay. Failure to provide certification
may result in a denial of continuation of leave.

Certification for Serious Injury or lliness of Covered Servicemember for Military Family Leave:
Certification is required for the serious injury or illness of the covered service member. The employee
must respond to such a request within 15 days of the request or provide a reasonable explanation for
the delay. Failure to provide certification may result in a denial of continuation of leave.

Recertification: The employer may request recertification for the serious health condition of the
employee or the employee's family member no more frequently than every 30 days unless
circumstances have changed significantly, or if the employer receives information casting doubt on the
reason given for the absence, or if the employee seeks an extension their leave. Otherwise, the
organization may request recertification for the serious health condition of the employee or the
employee's family member annually in connection with an FMLA absence or a chronic health condition.
The employer may provide the employee's healthcare provider with the employee's attendance records
and ask whether the need for leave is consistent with the employee's serious health condition.

Procedure for Requesting FMLA Leave: To trigger FMLA leave protections, employees must inform the
HR Director of the need for FMLA-qualifying leave and the anticipated timing and duration of the leave,
if known. When the need for leave is foreseeable, the employee must provide the organization with at
least 30 days' notice. When an employee becomes aware of a need for FMLA leave less than 30 days in
advance, the employee must provide notice of the need for the leave either the same day the need for
leave is discovered or the next business day. When the need for FMLA leave is not foreseeable, the
employee must comply with their department’s usual and customary notice and procedural
requirements for requesting leave, absent unusual emergency circumstances.

1. All employees requesting FMLA leave must complete the Request for Leave of Absence Form
and submit it to the HR Director. To trigger FMLA leave protections, employees must inform the
HR Director of the need for FMLA-qualifying leave and the anticipated timing and duration of
the leave, if known.

Calling in "sick," without providing the reasons for the needed leave, will not be considered
sufficient notice for FMLA leave under this policy. Employees must respond to the employer’s
guestions to determine if absences are potentially FMLA-qualifying. If employees fail to explain
the reasons for FMLA leave, the leave may be denied. When employees seek leave due to FMLA-
qualifying reasons for which the employer has previously provided FMLA-protected leave, they
must specifically reference the qualifying reason for the leave or the need for FMLA leave.
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2. Within five (5) business days after the employee has provided proper notice, the HR Director
will provide the employee with the FMLA paperwork, including the healthcare provider
certification form.

The employee has 15 calendar days, when requested by the employer, to provide complete and
sufficient healthcare provider certification, unless it is not practicable to do so despite the
employee’s diligent good faith efforts. In this case, the employee is responsible for notifying the
HR Director, and additional time may be allotted.

3. Designation of FMLA Leave: Within five (5) business days after the employee has submitted
complete and sufficient healthcare provider certification, the HR Director will complete and
provide the employee with a written response to the employee's request for FMLA leave,
designating the leave as FMLA, as appropriate.

The employer may retroactively designate leave as FMLA leave with appropriate written notice
to employees provided that the employer’s failure to designate leave as FMLA-qualifying at an
earlier date did not cause harm or injury to the employee. In all cases where leaves qualify for
FMLA protection, the employer and employee can mutually agree that leave be retroactively
designated as FMLA leave.

4. Intent to Return to Work from FMLA Leave: The employer may require an employee on FMLA
leave to report periodically on the employee's status and intent to return to work.” If an
employee decides they are going to resign while on leave, the employer requests that the
employee provide the standard two weeks’ notice per LMH’s policy.

5. The employee is responsible for following their department’s call-in procedure and notifying
via phone or text both their supervisor and the HR Director at least two hours prior to their
shift, or as soon as practicable for intermittent FMLA. Failure to follow proper call-in
procedures may result in corrective action up to and including termination of employment. It
is the employee’s responsibility to identify the day as an “FMLA day,” as appropriate.

Planned Medical Treatment: When planning medical treatment, including healthcare provider
appointments, employees must consult with Luther Memorial Home and make a reasonable effort to
schedule treatment so as not to unduly disrupt business operations, subject to the approval of the
employee's health care provider. Employees must consult with Luther Memorial Home prior to the
scheduling of treatment to work out a treatment schedule that best suits the needs of both Luther
Memorial Home and the employees, subject to the approval of the employee's health care provider. If
employees providing notice of the need to take FMLA leave on an intermittent basis for planned medical
treatment neglect to fulfill this obligation, Luther Memorial Home may require employees to attempt
to make such arrangements, subject to the approval of the employee's health care provider.

Return to Work: Unless notified that providing such certifications is not necessary, employees returning
to work from FMLA leaves that were taken because of their own serious health conditions must provide
Luther Memorial Home with medical certification confirming they are able to return to work and the
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employees' ability to perform the essential functions of the employee’s position, with or without
reasonable accommodation. Luther Memorial Home may delay and/or deny job restoration until
employees provide a return to work/fitness for duty certification.

Generally, an employee who takes FMLA leave will be able to return to the same position or a position
with equivalent status, pay, benefits, and other employment terms. The position will be the same or
one that is virtually identical in terms of pay, benefits, and working conditions. The employer may
choose to exempt certain key employees from this requirement and not return them to the same or
similar position when doing so will cause substantial and grievous economic injury to business
operations. Key employees will be given written notice at the time FMLA leave is requested of their
status as a key employee.

Extended Sick Leave (ESL)

Regular full-time and regular part-time employees accrue extended sick leave (ESL) immediately upon
hire. The accrual rate is .02307 hours per hour actually worked. PRN employees are not eligible to accrue
ESL. If you have questions about ESL, or to request ESL, contact the HR Director. ESL does not accrue
during paid or unpaid time off of work.

Use: ESL is available for use after successful completion of the 90-day introductory employment period.
Employees must use four (4) days of PTO prior to using ESL. ESL may not be used in advance of the
accrual. Employees must follow department policy for notifying their supervisor of an illness or injury.

ESL hours may only be used for personal illness, not for a family member’s iliness. NO ESL will be granted
for accidents that are covered by Work Force Safety and Insurance (WSI).

Employees requesting ESL hours must follow the same notification, absence/call-in procedures,
supporting documentation, and return-to-work guidelines of FMLA leave. (Please see the FMLA Policy
for additional information). Healthcare provider certification authorizing the need for an extended
leave, length needed, and statement authorizing return to work is required. If there are not enough
hours in the employees ESL bank, payment will be made from the employee’s PTO account. ESL benefits
will not be paid to an employee without providing medical documentation substantiating the request
for leave.

Maximum Accrual: The maximum hours that an employee may have in their extended sick leave bank
is 520. You will not accrue additional hours until you go below the maximum number of hours.

No Payout: Upon separation of employment earned, unused ESL will be forfeited without the right of
compensation.

Donation: Luther Memorial Home employees may donate accrued ESL hours to a fellow employee who
has used up their PTO and ESL benefits and continues to require additional time away from work. The
donated hours cannot exceed 10% of the accrued hours in the donor’s ESL bank. The value of the
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donated hours will be adjusted according to the pay rate of both the donor and the recipient. An
employee may choose to donate up to 25 hours per year to eligible employees as long as they maintain

a balance of at least 240 hours in their ESL bank. The HR Director and Administrator must approve the
donation.

For Non-FMLA leave, a healthcare provider certification may be requested at any time, including for
absences of two (2) or more days and fitness for duty certification. Otherwise, please see the FMLA
Policy for additional information on supporting documentation.

Abuse of PTO/ESL benefits will be carefully analyzed. The following days are examples of time when
paid leave is often abused: The day before or after a long weekend, the day before or after a vacation
or holiday, the day before or after a leave of absence, the day of or after a storm, or the day before or
after a scheduled day off.

Remember that all sick days are recorded (date, time, reason for absence) and become a permanent
part of your employee file. When you authorize future prospective employers to contact us for
information about your employee record at LMH, your attendance while employed here will be shared
with them. Protect your personnel record by avoiding unnecessary use of absences.

Fitness for Duty: Luther Memorial Home reserves the right, within applicable law, to require a fitness
for duty healthcare certification.

Bereavement Leave (Funeral Leave)

After successful completion of the introductory employment period, regular full-time employees will
be granted time off with pay to attend funerals on the following basis:

e Three (3) days leave of absence will be granted to the employee following the death of the
employee’s spouse, child, parent, stepparent, sibling, grandchild, mother-in-law, father-in-law,
daughter-in-law, son-in-law, or grandparent.

e One (1) day leave of absence will be granted to enable the employee to attend the funeral of an
aunt or uncle, sister-in-law, or brother-in-law. Additional family members may be recognized at
the discretion of HR or Administrator.

Employees may take additional time off without pay if scheduling within the department can be
arranged.

Jury Duty Leave

Luther Memorial Home honors the employee’s duty to serve on a jury when summoned to do so. LMH
will pay for up to two (2) weeks of jury duty leave. Any remaining jury duty leave is unpaid, unless the
employee elects to use PTO to supplement jury duty pay. If you are called for jury duty, please provide

Employee Handbook — Updated 2025 Page 55



[MH

your supervisor with the jury duty notice and keep them informed of the expected length of jury duty
service. Exempt/salaried employees will be paid their full salary for any week in which time is missed
due to jury duty if work is performed for Luther Memorial Home during such week.

Military Leave

Luther Memorial Home complies with applicable federal and state law as it applies to military and
emergency personnel leave. If employees are called into active military service or enlist in uniformed
services, they will be eligible to receive an unpaid military leave of absence. Employees may elect to
use any earned, unused paid time off to run concurrently with the leave.

Eligible employees must provide their supervisor with advance notice and verification of service
obligations as soon as practicable. Provided the absence does not exceed applicable statutory
limitations, employees will retain reemployment rights and accrue seniority and benefits in accordance
with applicable federal and state laws.

Personal Leave

If employees are ineligible for any other Luther Memorial Home leave of absence, under certain
circumstances, the organization may grant a personal leave of absence without pay. Employees may
elect to use earned, unused paid time off to run concurrently with the leave. A written request for
personal leave must be submitted to the HR Director as soon as foreseeable and at least two (2) weeks
prior to the start date. Leave approval is determined at the sole discretion of the Administrator based
on operational needs.
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Employee Handbook Acknowledgement

This employee handbook is an important document intended to help employees become acquainted
with Luther Memorial Home. This document is intended to provide guidelines and general descriptions
only; it is not the final word in all cases. Individual circumstances may call for individual attention.

Please read the following statements and sign below to indicate your receipt and acknowledgment of
this handbook.

Employee's Printed Name:

Employee's Signature: Date:

| acknowledge that | have received, read, and understand the Employee Handbook, including
the Discrimination, Harassment, and Retaliation Prevention Policy and the HIPAA Policy.

| understand that the policies, rules, and benefits described in the handbook are subject to
change at the sole discretion of Luther Memorial Home at any time.

| agree to abide by and be bound by the rules, provisions, and standards set forth in LMH'’s
handbook. | understand that failure to do so may result in corrective action up to and including
termination of employment, with or without notice.

| understand that employment is terminable at will, either by myself or LMH, with or without
cause or notice, regardless of the length of my employment or the granting of benefits of any
kind.

| understand that my signature below indicates that | have read and understand the above
statements and that | have received a copy of LMH’s employee handbook.

| understand that if | have questions, concerns, or feedback | may contact my supervisor or the
HR Director at any time.
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