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Welcome to Region V Services! I am so excited that you have joined our team! 
  
Starting a new job is both exciting and overwhelming. You will be learning so much in the coming weeks 
that each day might seem more intimidating than the last. I would like to help you with this. The following 
are questions  you might get from friends and family, and the answers you can tell them.  
 

 Where do you work? Region V Services! We are Nebraska’s largest agency provider, serving 
roughly 800 individuals with intellectual or developmental disabilities.  
  

 Never heard of them. Is this a new company? No! Region V Services has been around southeast 
Nebraska for almost 50 years.  
 

 Is it a small company? Region V Services is a big company. They have 22 locations, over 800 
employees, and provide services in Southeast Nebraska.  
 

 OK, so what do you do? I provide education and support to individuals with disabilities. Each 
person has their own unique goals, and I do whatever I need to ensure  they can achieve them. It 
could be anything from teaching, shopping, cooking, and cleaning at home or teaching social or 
work skills for a job. I have heard of others spending a day learning at a museum, nature hiking, 
or even going on a vacation or trip.  
 

 Is it as awesome as it sounds?   It is! I get to see first-hand the impact I have on someone’s life. It 
is so rewarding to help someone achieve a goal, overcome an obstacle, or experience a first.  
  

 So, do they offer benefits? Are they hiring? Yes, and yes! Region V Services is always looking for 
top talent to join its team. Region V offers a great benefits package – health, dental, vision, and 
life insurance; paid time off; retirement – you name it, they have it!  
  

 What is the most important thing you should remember as an employee of Region V Services? 
Above all, I am an advocate for those that we support and anyone with a disability.  Just over 50 
years ago, the only option for someone with a disability was to live in an institution. A community-
based approach is the norm today. However, those with disabilities still experience discrimination 
and segregation. It is our obligation to advocate for their dignity and inclusion within the 
community.  

 
Again, congratulations on the new job! I am grateful to have you on board and look forward to the positive 
impact you will make.  
  
With gratitude,  

  
Matt Kasik  
CEO  
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Region V Services Purpose  
 
Region V Services (RVS) is a political subdivision serving people with developmental disabilities 
and similar needs in southeast Nebraska. It is governed by a board of 16 county Commissioners 
and supervisors from each of the counties represented. There are approximately 800 staff 
providing services to about 800 people throughout Southeast Nebraska. There are 15 area 
programs in Auburn, Beatrice, Crete, David City, Fairbury, Gretna, Lincoln, Nebraska City, Wahoo, 
and York. There are “satellite” programs in Bellevue, Columbus, Falls City, Hebron, and Seward, 
as well as numerous services provided in smaller communities throughout the area.  
 

Region V Mission Statement  
 
The mission of Region V Services is to provide desired education and support to individuals with 
disabilities, promote safety and respect, and advocate for dignity and inclusion within the 
community.  

   
Employment at Will 

  
Employment at Region V Services (RVS) is on an at-will basis unless otherwise stated in a written 
individual employment agreement signed by the CEO.  
  
This means that either the employee or RVS may terminate the employment relationship at any 
time, for any reason, with or without notice.  
  
Nothing in this employee handbook creates or is intended to create an employment agreement, 
express or implied. Nothing contained in this, or any other document provided to the employee 
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. In addition, no company representative other than the CEO 
is authorized to modify this policy for any employee or to enter into any agreement, oral or 
written, that changes the at-will relationship.  
  
Any salary figures provided to an employee in annual or monthly terms are stated for the sake of 
convenience or to facilitate comparisons and are not intended to and do not create an 
employment contract for any specific period of time.  
  
Nothing in this statement is intended to interfere with, restrain, or prevent concerted activity as 
protected by the National Labor Relations Act (NLRA). Such activity includes employee 
communications regarding wages, hours, or other terms or conditions of employment. Region V 
Services employees have the right to engage in or refrain from such activities. 
 

Hiring   
Notices of Position Vacancies  
Region V Services may give public notice of position vacancies when they occur and will make 
every reasonable effort to attract qualified persons to apply. When the demand for applicants is 
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high, the Human Resources Department may establish a recruitment program that will be both 
positive and continuous. The Human Resources Department will post notice of vacancies within 
the organization and may select public media best suited to disseminate the information to 
qualified applicants.  
  
Reinstatement  
An employee who has resigned in good standing may be rehired within one (1) year from the 
effective date of separation, provided the candidate meets the current qualifications for the job. 
A reinstated employee will have their service computed back to the original date of employment 
minus the time not employed.  
  
Promotion  
Vacancies will be filled by promotion whenever practical and in the best interest of RVS. 
Promotions will be based upon qualifications, according to procedures established in these 
policies.  
 
In a promotion, an employee advances from a position with a lower pay grade to fill a vacancy. 
In making promotions, the supervisor considers qualifications, performance, appraisals, conduct, 
and seniority of the applicants.  
 
Prior to promotion to the management team, the Area Director will submit the name of the 
employee proposed for promotion to the CEO for approval. A copy of the approval/disapproval 
will be forwarded to the personnel office for inclusion in the employee's file.  
 
It is the intent of RVS to identify employees who have the interest and potential for advancement. 
Training opportunities will be provided to increase appropriate skills. Identification and training 
do not guarantee advancement within RVS.  
 
Transfer  
A supervisor may transfer any employee from one job to another with the same pay grade within 
their area program, or an employee may request a transfer.  
 
Two supervisors, from different area programs, may transfer the employee from one job to 
another with the same pay grade between their respective area programs. This transfer 
requires the approval of both Area Directors.  
 

Separation from Employment  
In all cases of voluntary resignation (one initiated by the employee), Region V requests that 
employees provide a written notice to their supervisors, with a minimum of two weeks’ notice 
for hourly employees and a minimum of 30 days’ notice for salaried employees. Employees who 
provide notice will be considered to have resigned in good standing and generally will be eligible 
for rehire.   
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Workplace Guidelines 
Attendance  
All employees are expected to arrive on time, ready to work, every day they are scheduled to 
work.  
 
If unable to arrive on time, or if an employee will be absent for an entire day, the employee must 
contact the supervisor as soon as possible. Excessive absenteeism or tardiness will result in 
discipline up to and including dismissal. Failure to show up or call in for a scheduled shift without 
prior approval also may result in discipline up to and including dismissal.  
 
Job Performance  
Communication between employees and supervisors is very important. Discussions regarding job 
performance tend to be ongoing and often informal. Employees should initiate conversations 
with their supervisors if they feel additional feedback is needed.  
 
Formal performance reviews are conducted annually or as needed. These reviews include a 
written performance appraisal and discussion between the employee and the supervisor about 
job performance and expectations for the coming year. In the event performance is below 
standards, a performance improvement plan may be developed.  
 
Outside Employment  
Employees are permitted to work a second job if it does not interfere with their job 
performance or create a conflict of interest with RVS. All employees, including part-time 
employees, must make their immediate supervisor aware of any outside employment.  
  
Employees with additional employment are expected to work their assigned schedules. 
Additional employment will not be considered an excuse for poor job performance, absenteeism, 
tardiness, leaving early, refusal to travel, or refusal to work overtime or different hours. In 
addition, employees who have accepted outside employment may not use paid sick time to work 
on the outside job. However, an employee on a leave of absence may continue to work in the 
outside job if this employment has been approved by RVS under this policy and the employee’s 
reason for leave does not preclude the outside employment.  
 
If outside work activity causes or contributes to job-related problems, it must be discontinued, 
or the employee may be subject to disciplinary action up to and including dismissal.  
 
Dress and Grooming  
RVS encourages a casual yet professional work environment for its employees. Even though the 
dress code is casual, it is important to project a professional image to the individuals we serve, 
visitors, coworkers, and the public.  
  
All employees are required to maintain a neat and clean appearance that is appropriate for the 
workplace setting and for the work being performed. Expected personal hygiene standards 
include a regular bath or shower and appropriate oral hygiene.  
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Acceptable Use of Social Media and Technology  
The term social media can be defined as primarily internet-based methods of networking using 
web-based tools to communicate widely, quickly, and easily for the purpose of sharing 
information (public or private), searching for information, and communicating with others. 
Examples include, but are not limited to, Facebook, Instagram, Twitter, TikTok, e.g. This 
includes anything published on the internet or RVS intranet. Because new online tools and 
technology seemingly develop daily, this list is not exhaustive, and therefore this policy is 
intended to be applicable to a broad range of internet activity.  
 
This policy will assist employees in understanding how Company policies apply to internet and 
social media technologies and their responsibilities when communicating via these methods. 
The policy will also define requirements for participation in these media, including those hosted 
by RVS, clarifying what is appropriate for employees to say, print or portray on social media 
sites relating to their workplace, co-workers, clients, or work practices.  
 
Where no policy or guideline exists, employees should consult with the Human Resources 
Department before proceeding further.  
 
Nothing in this policy, whether by language or application, is intended to infringe upon any 
individual's right to engage in protected, concerted activity as defined by the National Labor 
Relations Act or any other employee legal rights.  
 
General Policy  
The same basic policies apply when using the internet and social media that apply in other areas 
of each employee’s work and outside life.  
 Employees are expected to follow all applicable Company policies.  

  
 Employees must not share RVS’s, or individuals supported confidential or proprietary 

information. This includes work product, financial and accounting data, personnel data 
protected by the ADA, GINA, or other applicable laws, technical data, know-how regarding 
business products and services, and trade secrets which may include information 
regarding the development of systems, processes, and products.   

  
 Employees must not expressly or implicitly represent that their views are the views of RVS 

and/or its affiliated entities, unless specifically authorized by RVS for Company-related 
purposes.  

  
 All Company responsibility/ethics rules must be observed. For example, this policy 

prohibits employees from using the internet and social media to post or display 
comments about coworkers, supervisors, individuals supported, or RVS (or any individual 
or entity associated with RVS), that are vulgar, obscene, threatening, intimidating, 
harassing, or a violation of the our workplace policies against discrimination, harassment, 
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or hostility on account of age, race, color, religion, gender, national origin, disability, or 
other protected class, status, or characteristic.    

  
Accessing the Internet (Including Social Media) In-House  
RVS prohibits the use of its computer systems for any personal or non-work-related activities 
during work hours. Employees must ensure that internet surfing, blogging, personal email, 
and/or social networking activity is done on personal time—before or after scheduled work 
hours, during lunch breaks or during approved breaks.  
 
Using Business Email  
Employees’ business email is to be used for business communication. It is only appropriate for 
employees to use their Company-issued email account for personal use within reasonable limits. 
This includes an occasional communication with family or friends but does not include using a 
Company-issued email account as a contact for non-work-related websites including, but not 
limited to social networks, blogs, and other online tools utilized for personal use (such as 
Facebook, Shutterfly, etc.). Employees should use a personal email address when registering on 
non-work-related websites.  
 
Employee Business Use of Media  
RVS may choose to authorize specific personnel to use social media for certain Company-led 
initiatives. These approved activities are conducted on paid time. In those circumstances when 
authorized personnel are communicating via the public internet about RVS and/or its affiliated 
entities, employees must:  
 Disclose their connection with RVS and their role at RVS  
 Be respectful and professional to fellow employees, business partners, competitors, and 

customers 
 Avoid using unprofessional screen names, comments, etc. 
 Not endorse other companies’ products or other businesses when representing RVS  
 Always use professionalism, honesty, and tact  
 Be transparent, ethical, and accurate  
 Be cautious of errors and omissions and their potential consequences that not only reflect 

poorly on RVS, but can include legal actions (i.e., privacy or information security violations 
or other criminal acts) that could be taken against the employee or RVS 
  

Monitoring  
RVS reserves the right to manage internet access and may maintain detailed reports of internet 
usage, including sites visited and date/time visited.  
  

• Employees should have no expectation of privacy when using RVS internet connection.  
• RVS management reserves the right to monitor and track employees’ internet and email 

usage using RVS’s internet connection, or any of its computers or communication 
equipment.  



11  
  

RVS.2022  

• Nothing in this policy is meant to, nor should it be interpreted to, limit your right under 
any applicable federal, state, or local laws, including your rights under the National Labor 
Relations Act (NLRA) to engage in protected activities with other employees to improve 
or discuss terms and conditions of employment, such as wages, working conditions, and 
benefits. Employees have the right to engage in or refrain from such activities.  

  
Viruses and Malware   
Employees should also be aware that information transmitted through e-mail and the Internet is 
not completely secure or may contain viruses or malware, and information you transmit and 
receive could damage RVS’s systems, as well as the reputation and/or competitiveness of RVS. 
To protect against possible problems, do not open and delete any e-mail messages that are 
received from unknown senders and advertisers. It is also against company policy to turn off 
antivirus protection software or make unauthorized changes to system configurations installed 
on company computers. Violations of this policy may result in dismissal for a first offense.  
 
Sensitive Information  
The electronic communication systems are not secure and may allow inadvertent disclosure, 
accidental transmission to third parties, etc. Sensitive information should not be sent via 
unsecured electronic means.  
 
Employees should pay particular care to the use and security of portable electronic devices when 
used for business-related purposes, such as laptops, tablets, smartphones, and other data 
storage media, whether provided by the employer or the employee. Lost or stolen portable 
electronic devices containing company information may cause breaches of security that result in 
the loss of company confidential commercial data, the loss of vital research data, the 
unauthorized disclosure of sensitive employee data, lawsuits against the individual, and lawsuits 
against RVS. Employees should use appropriate password protections for such devices and 
physically secure them as recommended by IT department administrators.  
 
Telephones  
Office telephones are for business purposes. While RVS recognizes that some personal calls are 
necessary, these should be kept as brief as possible and to a minimum. Personal use of RVS’s cell 
phones, long-distance account, or toll-free numbers is strictly prohibited. Abuse of these 
privileges is subject to corrective action up to and including dismissal.  
 
RVS reserves the right to monitor calls to ensure employees abide by company quality guidelines 
and provide appropriate levels of customer service. Should the subject matter of any telephone 
conversation become personal while monitoring is taking place, monitoring of the call will 
immediately be discontinued.  
 
Bulletin Boards  
All required governmental postings are posted on the boards located in each agency. These 
boards may also contain general announcements.  
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Solicitation  
Employees may distribute materials at company facilities if it is not disruptive. People who are 
not employees are prohibited from distributing materials. Bulletin boards maintained by RVS at 
its various locations are reserved for use by the employer. The Area Director of each agency will 
set guidelines for placing posters or notices of sales, organizational activities, or solicitations on 
the bulletin board or other distribution methods.  
  
Tips and Gifts  
RVS prohibits employees from accepting money from individuals supported. The employee 
should refer anyone wishing to donate or give a gift to RVS Foundation to the Marketing 
Department. Solicitation of personal gifts or personal donations from individuals served or their 
families is prohibited.  
 

Employee Benefits 
Region V Services recognizes the value of benefits to employees and their families. RVS supports 
employees by offering a comprehensive and competitive benefits program. For more information 
regarding benefit programs, please refer to RVS Summary Plan Descriptions (SPDs), which are 
found on RVS Workforce HUB and website, or contact the Human Resources department. To the 
extent the information provided here conflicts with the SPD or full plan document, the full plan 
document will control.  
  
Medical, Dental, and Vision Insurance  
Full-time employees working 30 hours or more per week are eligible for medical insurance 
following 30 days of service.  
 
Full-time employees working 30 hours or more per week are eligible for dental and vision 
insurance on the first of the month following 30 days of service.  
  
To keep coverage in force, employees must work a minimum of 30 hours per week.  
 
Group Life Insurance  
RVS provides life insurance for full-time employees who work 30 hours per week. Employees are 
eligible for this benefit on the first of the month following 30 days of service. The life benefit is 
one times their annual base salary. The cost of this coverage is paid for in full by RVS.  
  
Voluntary Life Insurance   
RVS offers an additional plan that provides full-time (30 hour) employees the opportunity to 
purchase additional life insurance for themselves, spouse, and dependents.  
  
Retirement Savings   
RVS provides a 457(b) retirement savings plan employees may participate upon hire.  
 
Eligibility for company contributions begins after the employee has completed two (2) years of 
continuous employment with a minimum of scheduled 0.50 FTE or more hours per year. RVS 
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contributes three (3) percent of the employee's gross salary to the plan upon completion of 
required application. The employee will also receive up to an additional three (3) percent 
company match based on employee contributions.  
 
The employee designates their beneficiary and may change it at any time. An employee who is 
scheduled to work 0.50 FTE or more may contribute to the plan, through a payroll deduction, 
without restrictions of length of continuous employment. Federal laws limit the amount the 
employee can contribute.  
 
Flexible Spending Accounts  
RVS offers a flexible spending account benefit plan to its full-time employees allowing them to 
voluntarily pay for certain expenses on a pre-tax basis. An employee is eligible after having 
completed at least 12 months of at least half-time employment prior to signing up for the 
account.  
 
Healthcare Savings Account 
RVS offers a Healthcare Savings account plan to employees enrolled in a qualifying HDHP health 
care coverage option.  
  
Credit Union  
RVS offers a variety of credit union benefits and services through First Nebraska Credit Union, 
located in both Lincoln and Omaha, NE. The services include loans, savings and checking 
accounts, IRAs, and U.S. Savings Bonds.  
  
Tuition Assistance Program 
Region V Services supports the development of staff to prepare them for career growth and 
further their knowledge, skills, and job effectiveness through higher education. To further 
support this commitment, we offer tuition reimbursement to eligible employees pursuing their 
degree.  
 
Eligibility 
Employees must have at least 6 months of service at .75 FTE or greater (Worked a minimum of 
780 hours worked in the previous 6 months). 
 
If approved, the employee must continue employment at no less than .75 FTE while enrolled in 
higher education courses. 
 
Employees may be approved for tuition assistance for the successful completion (grade C or 
better) of up to 6 credit hours per semester or 12 credits annually.  

• Assistance is based on the cost of the course credits. Books, fees, and other costs will 
not be reimbursed.  

• Credit hour value will be based on University of Nebraska-Lincoln (UNL) general studies 
undergraduate credit hour rate for the corresponding year.  
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• Courses must be credit (degree seeking) taken at an accredited 2- or 4-year school based 
in Nebraska. Online courses are eligible if offered by qualifying institutions.  

• If the cost of the course taken by the employee exceeds the UNL rate, the employee will 
be responsible for the difference in cost. If the cost is less, the employee will only be 
reimbursed the actual cost.  

 
Employees who receive tuition assistance agree to remain employed with Region V Services for 
no less than 24 months following the reimbursement of a course. In the event the employee 
leaves employment, they will be required to repay the benefit.  
 
Employee Request Process  

1. Employees must request approval using the “Tuition Assistance Request” form available 
from the Human Resources Office 

2. Requests must be made in advance of starting the course(s), approval will be subject to 
Region V Services annual budget and is approved on a first come, first serve basis.  

 
Reimbursement Process 

1. Upon completion of the course(s), and not more than 60 days following the end of the 
course, employees may submit the “Tuition Reimbursement Request” form available 
from the Human Resources Office. Request forms must include: 

• Proof of completion and grade issued via institution transcripts 
• Invoice or proof of payment from the registrar or student accounts  

2. Reimbursements will be processed and paid to the employee in accordance with 
accounts payable requirements of RVS.  

 
Wellness Program 
To promote the health and wellness of our employees RVS offers reimbursement of $50 per 
month to support the cost of participation in a wellness program.  
 
Wellness program examples: 

• Gym or wellness membership 
• Online health or wellness program (Loseit, WW, Noom, WellFrame, e.g.) 
• At home fitness or wellness program (Peloton, ifit, Beachbody, e.g.)  
• Other program approved by Human Resources 

 
Employees must complete a wellness program form to enroll and will be asked to renew their 
participation every 6 months.  
 
Employee Assistance Program  
The Employee Assistance Program (EAP) is a resource designed to provide highly confidential 
and experienced help for employees in dealing with issues that affect their lives and the quality 
of their job performance. RVS wants employees to be able to maintain a healthy balance of 
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work and personal time that allows them to enjoy life. The EAP is a confidential counseling and 
referral service that can help employees successfully deal with life’s challenges.  
  
This free, comprehensive counseling service offers employees five visits per issue each year and 
a 24-hour hotline answered by certified counselors. For legal or financial issues, employees 
receive a 25 percent discount on any services that might be needed.  
  
RVS encourages employees to use this valuable service whenever they have such a need. 
Employees who choose to use these counseling services are assured the information disclosed in 
their sessions will remain confidential and will not be available to RVS. Additionally, RVS is not 
given any information on who chooses to use the services. For questions or additional 
information about this program, employees may contact the Human Resources department.  
 
Workers’ Compensation  
Workers’ compensation is an insurance system that provides compensation for medical expenses 
and lost wages to employees who suffer a work-related illness or injury. RVS pays the entire cost 
of workers’ compensation insurance.  
  
RVS abides by all applicable state workers’ compensation laws and regulations. If an employee 
sustains a job-related injury or illness, it is important to notify the supervisor or area director 
immediately. The supervisor will complete an injury report with input from the employee and 
return the form to the Finance department. The Finance Department will file the claim with the 
insurance company. In cases of true medical emergencies, report to the nearest emergency 
room.  
  
Workers’ compensation benefits (paid or unpaid) will run concurrently with FMLA leave, if 
applicable, where permitted by state and federal law. In addition, employees will not be paid 
vacation or sick leave for approved absences covered by RVS’s workers’ compensation program, 
except to supplement the workers’ compensation benefits such as when the plan only covers a 
portion of the employees’ salary as allowed by state law.  
 

Time Off and Leaves of Absence  
Holidays  
Holidays (7):  New Year's Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, 
Day after Thanksgiving, Christmas Day 
 
RVS operations are generally closed with exception of residential or other necessary services on 
the designated holidays.  
 
Holiday pay will be scheduled and applied to timecards the day which the Holiday falls for all 
eligible employees. When a Holiday falls over the weekend RVS will assign either the Friday prior 
to or the Monday following the holiday as the observed holiday and operations, other than 
residential, will be closed.  
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• Employees who work on the holiday will be paid double time for hours worked that day. 
Double time pay does not apply to observed days in the event a holiday falls over the 
weekend. Only working on the actual holiday is paid at double time.  

• Eligible employees will receive holiday pay even if the holiday falls on a day the employee 
is not normally scheduled to work. 

• Paid holiday hours are defined by the employee’s employment type (FTE/hours per week).  
o FTE of .50 or greater but less than .74 FTE (20-29 hours per week)- 4 hours of 

Holiday pay  
o FTE of .75 or greater but less than 1.0 FTE (30-39 hours per week) – 6 hours of 

Holiday pay 
o FTE 1.0 (40 Hours per week) – 8 hours of Holiday pay 
o FTE 1.6 (64hours per week) – 16 hours of Holiday pay 

 
Floating Holidays  
In addition to the designated Holidays, RVS understands employees observe other holidays, such 
as Martin Luther King, Jr. Day, Presidents Day, Juneteenth, Indigenous Peoples Day, Hannukah, 
e.g. 
 
With that in mind, effective January 2022, RVS will eliminate the previous leave policy of 
Floating Holidays (4 days of paid leave in recognition of Martin Luther King, Jr. Day, Presidents 
Day, Arbor Day, and Columbus Day to be used by the end of the year) and award increased 
vacation leave. This will allow employees the flexibility to choose which holidays (beyond the 
seven holidays as defined in policy) they will observe. 
 
Sick on Holiday  
Employees who are scheduled to work a shift on an observed holiday and do not work because 
of illness, will not receive holiday pay. Employees may apply sick leave for the missed hours.  
 
Vacation  
RVS recognizes the importance of time off from work to relax, spend time with family, and enjoy 
leisure activities. The company provides paid vacation time to full-time employees for this 
purpose, and employees are encouraged to take vacation during the year. Employees who are 
regularly scheduled to work 20 or more hours per week will be eligible to accrue vacation. 
 
Eligibility:  Employees with an FTE of .50 or greater 
 
Effective January 2022, vacation accruals will be increased by 4 days due to the elimination of 
floating holidays and reallocating the paid leave to vacation leave.  
 
Eligible employees will accrue paid vacation leave each month according to the employee’s 
employment type (FTE/hours per week). Vacation leave accrual will increase based on the 
employees’ years of service defined below.  
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Accrual Rates 

 
Employment  
Type 
 

0-4 Years 
 

5-9 Years 10-14 Years 15+ Years Max 
Accrual 

(Hours Monthly/ Hours Annually) 

PT 20  5.33/64 6/ 72 7/ 84 8.67 / 104 120 
FT30  8/96 9 / 108 10.5/ 126 13/ 156 180 

FT40  10.67/128 12/ 144 14/ 168 17.34/ 208 240 

FT64  18.13/217.6 20.26/ 243.16 23.47/ 281.58 28.80 / 345.58 408 

 
Vacation Leave usage:   

• Employees may begin using vacation leave, following 30 days of employment and is 
subject to leave request policy/procedures and approval by their immediate supervisor 
based on scheduling. 

• Employees may not take paid vacation until they have earned or accrued the vacation 
time. Employees cannot use more vacation time than they have accrued.  

• Employees must use accrued vacation leave before using Leave Without Pay (LWOP).  
• Employees should submit time off requests to their supervisor at least 2 weeks in advance 

of the requested vacation date.  
• Supervisors have the right to decline the use of vacation, if necessary, for the operations 

of the Agency.  
 
Employees whose employment terminates will be paid for unused vacation time that is accrued. 
  
Personal Leave  
To simplify RVS leave policy and procedures, effective January 2022, Personal Leave is eliminated 
from RVS employee benefits program.  
 
The three (3) personal days of paid leave, previously awarded annually, have been reallocated to 
the paid sick leave employee benefit. Any personal leave which an employee has as of January 
2022 must be used by the pay period cutoff date of the January payroll or the hours will be 
forfeited in adherence with 2021 leave policies and procedures.  
 
Paid Sick Leave  
Eligibility:  Employees with an FTE of .50 or greater, following 30 days of employment.  
 
Effective January 2022, employees will receive an increase to their sick leave monthly accrual to 
account for the 3 personal days eliminated. Additionally, to support the Long-Term Disability 
Insurance benefit, RVS will increase the annual accrual of paid sick leave in the first year of service 
and reduce the accumulation max to the equivalency of 90 days based on the employees FTE.  
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Employees whose sick leave accumulation is more than the 2022 established max, will be allowed 
to retain their full accumulation in excess of the new maximum accumulation, however, will not 
accrue additional hours until their balance is below the established max for their employment 
type.  
 
This change results in no loss of paid time by combining sick leave and personal leave.  
After one (1) year of service employees will accrue the equivalent of 1 day of work per month 
based on their employment type (FTE/hours per week), for a maximum of 12 days per year, 
accumulation max of 90 days based on their FTE 90-day equivalence.  
 
Year One (1) Accruals (0-12 months of service) 

 
Employment Type 

Hours  
per month 

Annual 
hours 

Accumulation 
Max hours  

PT20 (20-29 hrs per/wk) 2.5 30 360 
 FT30 (30-39 hrs per/wk) 3.75 45 720  
FT40 (40 hrs per/wk) 5 60 720  
FT64 (64hrs shifts) 8 96 1440 

 
One (1) or more years of service 

 
 
Employment Type 

 
Days/Hours  
per month 

 
Annual 
hours 

 
Accumulation 
Max hours  

PT20 (20-29 hrs per/wk) 4 hours 48 360 
 FT30 (30-39 hrs per/wk) 6 hours 72 720  
FT40 (40 hrs per/wk) 8 hours 96 720  
FT64 (64hrs shifts) 12.8 hours 153.6 1440 

 
Paid Sick Leave Usage 

• Employees may begin using paid sick leave following 30 days of employment.  
• Employees may use sick leave for themselves or to care for an immediate family member 

(spouse, child, parent, grandparent, or sibling) to attend medical or mental health 
appointments, care for or treat illness or injury.  

• Employees are subject to attendance and leave request/approval policies and 
procedures, even if paid leave, of any type, is available.  

o It is understood that sick leave may be unforeseeable, but it is the expectation that 
planned medical appointments, procedures and other scheduled sick-related 
absences are requested with no less than 2 weeks’ notice whenever possible.  

o Excessive or unapproved leave may be subject to disciplinary action up to and 
including termination.  

o Supervisors reserve the right to request verification of illness from the employees’ 
healthcare provider.  
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• If an employee is absent from work three (3) or more consecutive days due to illness or 
injury, RVS may require a release from their medical provider to return to work or to 
approve the use of paid sick leave.  

• Paid Sick Leave is subject to payroll policies which require the use of paid leave prior to 
the use of unpaid leave unless the purpose of the employee’s leave is not for an approved 
sick leave use.  
 

Payment of Sick Leave 
Sick leave is not compensable and is not eligible to be paid out to an employee upon separation, 
voluntary or involuntarily, except in cases of retirement as defined by RVS.  
 
Upon retirement, employees aged 59 or greater and have completed 20 or more years of service 
are eligible to receive payment of one-fourth (¼) the employees accrued sick leave on their date 
of separation from RVS benefit eligible position.   
 
In the event of an employee’s death, who met the retirement eligibly defined above, the payout 
of sick leave will be included in their final pay, payable to their estate or beneficiary.  
 
Employees who are terminated or resign in good standing, eligible for re-hire, are rehired within 
one year of their termination date may have their sick leave balance re-instated to the balance 
at their termination date.  
 
If the previously retired employee returns to employment following retirement separation and 
received a sick leave pay out, they are not eligible to reinstate their sick leave accruals.  
 
Jury Duty/Election Board/Military Service  
Employees will be granted time off with pay to the extent necessary to serve mandatory jury duty 
or election board duty. An employee on jury duty will receive their regular pay in addition to the 
compensation received for ten (10) working days of jury service if it interferes with employees 
work hours. For jury service exceeding ten (10) working days during one jury term, employees 
will receive the difference between their normal wages for regularly scheduled hours and the 
compensation received for such jury service. An employee on election board service will receive 
their regular pay in addition to compensation received for their election board service.  
 
Employees must provide reasonable notice of their absences when called for jury or election 
board service, and documentation of pay received for such service. If released from duty during 
regular working hours, the employee must return to work.  
 
All full-time and part-time employees who are members of the National Guard, Army Reserve, 
Naval Reserve, Marine Corps Reserve, Air Force Reserve or Coast Guard Reserve may have leave 
with pay on days in which they are in the active service of the State of Nebraska or the United 
States.  
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This leave may be for a period not to exceed 120 hours for a full-time 40-hour employee and 192 
hours for a full-time 64-hour per week overnight CSP in a calendar year. Hours will be prorated 
for part-time employees. Such leave of absence will be beyond the regular annual leave of the 
employee.  
 
When the Governor of the State of Nebraska declares that a state of emergency exists, an 
additional leave of absence will be granted to all full-time or part-time employees who are 
ordered to active service and until such time as they are released from active service. The 
employees will receive such portion of their pay or compensation as will equal the difference 
between their military base pay and their regular pay with RVS.  
 
Employees who perform and return from military service in the Armed Forces, the military 
reserves, or the National Guard, will receive compensation, benefits, reinstatement, and other 
rights as required by the laws of the United States and the State of Nebraska.  
 
Bereavement Leave  
An employee who wishes to take time off due to the death of an immediate family member 
should notify his or her supervisor as soon as possible. If an employee leaves work early on the 
day they were notified of the death, that day will not count as bereavement leave.  
Bereavement pay is calculated based on the base pay rate at the time of absence, and it will not 
include any special forms of compensation, such as incentives or shift differentials. Part time 
employees working half-time or more may be eligible for prorated bereavement leave based on 
their employee type (FTE). 
 
Paid bereavement leave will be granted according to the following schedule:   
 
Employees are allowed up to five consecutive days off from regularly scheduled duty with regular 
pay in the event of the death of the employee's spouse, domestic partner, child, stepchild, parent, 
stepparent, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother, sister, 
stepbrother, stepsister, grandchildren, or step-grandchildren or an adult who stood in loco 
parentis to the employee during childhood. (In 20,30-,40- and 64-hour increments)   
 
Employees are allowed one day off from regular scheduled duty with regular pay in the event of 
death of the employee's brother-in-law, sister-in-law, niece, nephew, aunt, uncle, grandparent, 
or spouse's grandparent.  
 
Employees are eligible for bereavement leave for each family member and are not limited to a 
set number of days per year. If employees need more than the allotted bereavement time, they 
will be able to use their available time off. 
 
Family and Medical Leave (FMLA)  
The Family and Medical Leave Act (the "Act"), requires covered employers to provide up to 12 
weeks of unpaid, job protected leave to eligible employees for the following reasons:  

• For incapacity due to pregnancy, prenatal medical care, or childbirth  
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• To care for the employee's child after birth, or placement for adoption or foster care 
• To care for the employee's spouse, son or daughter, or parent, who has a serious health 

condition 
• For a serious health condition that makes the employee unable to perform the 

employee's job 
  
Such a leave is referred to in this policy as "FMLA leave."    
This policy defines the terms and conditions of FMLA leave. The Act and the regulations of the 
Department of Labor shall be referred to for any questions not addressed by this policy. RVS shall 
determine in each case whether an absence qualifies as a FMLA leave. RVS has chosen to require 
the use of paid time off while taking FMLA leave.  
  
Eligibility    
Employees are eligible if they have worked for RVS for at least twelve (12) months in the last 
seven (7) years; worked at least 1,250 hours for RVS during the twelve (12) months preceding the 
commencement of the leave and work at a location where at least 50 employees are employed 
by RVS within a 75-mile radius.  
  
Duration   
An employee's cumulative total of all leaves of absence under this policy may not exceed twelve 
(12) weeks in any twelve (12) month period. The 12-month period will be measured on a rolling 
12-month period from the date an employee uses any FMLA leave. A husband and wife who are 
eligible for FMLA leave and are employed by RVS are limited to a combined total of 12 weeks of 
leave during any 12-month period if the leave is taken to care for the employee's parent with a 
serious health condition, for the birth of the employee's son or daughter or to care for the child 
after the birth, or for placement of a son or daughter with the employee for adoption or foster 
care or to care for the child after placement.  FMLA leave for the birth of a child or placement of 
a child for foster care or adoption, must be completed within one (1) year after the birth or 
placement.  
  
Intermittent/Reduced Schedule  
An employee does not need to use this leave in one block. Leave may be taken on an intermittent 
or reduced schedule basis only when the leave is because of a serious health condition, and the 
intermittent leave or reduced schedule is shown to be medically necessary. Medical certification 
of this need will be required. Where the intermittent leave or reduced schedule is foreseeable, 
the employee must try to schedule the leave so as not to unduly disrupt Company operations, 
and if the employee needs to be absent due to planned medical treatments, the employee may 
be temporarily transferred to an alternative position with equal pay and benefits for which the 
employee is qualified, and which better accommodates the intermittent or reduced schedule 
leave.  
  
Unable/Decline to Return  
An employee who is unable or declines to fully return to work upon expiration of FMLA leave and 
has exhausted all other leave will be considered to have resigned unless the inability to return is 
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due to a disability under the Americans with Disabilities Act and the employee requests and can 
reasonably be granted some additional accommodation.    
  
Notice of Leave  
Employees must provide at least 30 days' advance notice of the need to take FMLA leave, when 
the need is foreseeable, to the appropriate Company representative. When 30 days' notice is not 
possible, the employee must provide notice as soon as practicable and must comply with RVS's 
normal call-in procedures required for other absences. If less than thirty (30) days' notice is given, 
the employee must explain why providing timely notice was not practicable. Notice must be 
provided either in writing (for foreseeable leave only), or by calling (for either foreseeable or 
unforeseeable leave). When requesting leave for the first time for a particular FMLA-qualifying 
reason, the employee must provide sufficient information for RVS to determine if the leave may 
qualify for FMLA protection and the anticipated timing and duration of the leave. Sufficient 
information may include that the employee is unable to perform job functions, the family 
member is unable to perform daily activities, the need for hospitalization, or continuing 
treatment by a health care provider. Calling in "sick" is not enough.  
 
Employees must also inform the appropriate Company representative if the requested leave is 
for a reason for which FMLA leave was previously taken or certified. Employees also may be 
required to provide a certification and periodic recertification supporting the need for leave.  
 
RVS must inform employees requesting leave whether they are eligible under the FMLA. If they 
are, the notice must specify any additional information required as well as the employees' rights 
and responsibilities with regard to FMLA leave.  If an employee is not eligible, RVS must provide 
a reason for the ineligibility. RVS will generally notify an employee within five (5) business days 
whether he/she is eligible for FMLA leave.    
  
Medical Certification  
An employee on leave due to a serious health condition of the employee or a family member, 
must provide a written medical certification on a form adopted by RVS. This requirement may be 
waived by the Human Resources Department in cases of pregnancy or other situations where 
both the medical need and the timing of the leave are obvious. The certification must be provided 
prior to commencement of the leave when the need for leave is foreseeable; in any case, it must 
be provided within fifteen (15) days after it is requested. Failure to return the medical 
certification, absent unusual circumstances, will cause RVS to deny the FMLA leave. Where the 
leave is due to the employee's own serious health condition, the employee must provide a copy 
of his or her current job description to the health care provider before obtaining the certification. 
A copy of the job description will be provided to the employee by RVS. RVS may require a second 
and third opinion at Company expense, in accordance with the Act.  
 
RVS shall notify the employee within five (5) days of receipt of a complete and sufficient medical 
certification whether the leave is FMLA-qualifying. If RVS is unable to determine whether the 
leave is FMLA qualifying because (a) the medical certification is incomplete or insufficient, or (b) 
RVS requires a second or third opinion, it will notify the employee. RVS shall notify the employee 
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in writing if the medical certification is incomplete or insufficient, and state the information 
needed to cure the deficiency. The employee shall have seven (7) calendar days to cure the 
deficiencies, or FMLA leave will be denied. 
 
Recertification  
Medical recertification must be provided within fifteen (15) days after requested by RVS during 
the leave. For intermittent leave for continuing, open ended conditions, recertification may be 
requested every six (6) months. In addition, recertification may be requested when (1) there is a 
significant change in condition, (2) an extension of the leave is requested, or (3) RVS receives 
information which casts doubt on the continuing validity of the certification. 

 
Failure to Provide Notice/Certification  
Failure to provide required notices or certifications may result in a delay in the leave of absence, 
or loss of the protections provided by the Family and Medical Leave Act.  
  
Salary/Wages  
FMLA leave is unpaid, except as follows:  
  
a. If the employee has earned but unused paid time off for which the employee is 

eligible, that time off must be applied concurrently until it is exhausted.  
b. If the absence is due to a job-related injury, the employee may be covered by worker's 

compensation. If worker's compensation benefits apply, the employee will not be 
required to apply any earned but unused paid time off but, may elect to do so to the 
extent that the worker's compensation is less than the employee's regular salary.  

Except as provided above, FMLA leave shall be without pay.  
  
Benefits  
During any period of FMLA leave, RVS must maintain the employee's health coverage under any 
"group health plan" on the same terms as if the employee had continued to work, provided the 
employee makes timely payment of the employee's share of the premiums. 
 
Upon return to work, most employees must be restored to their original or equivalent positions 
with equivalent pay, benefits, and other employment terms, unless the employment would have 
ended even if the employee had not been on leave (for example, if the job has been eliminated 
due to a staff reduction or reorganization). Use of FMLA leave cannot result in the loss of any 
employment benefits that accrued prior to the start of an employee's leave. 
 
During any paid portion of the leave the employee's premiums will continue to be deducted from 
payroll; otherwise, payments must be delivered to RVS. Failure to make premium payments may 
cause the employee (and covered dependents) to be uninsured during a portion of the leave. No 
seniority, paid time off programs, incentives or other benefits will accrue during the FMLA leave.  
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Regular Reporting  
While on FMLA leave, employees must keep RVS informed of their plans to return to work. As a 
general rule, the employee must contact the Human Resources Department at least once every 
two (2) weeks; other reporting schedules may be agreed on between the employee and the 
Human Resources Department based on the employee's individual circumstances.  Reasonable 
notice (at least two business days, and more if possible) is required prior to returning to work on 
any date other than the originally scheduled return date.  
  
Fitness for Duty  
RVS may require an employee to provide  a sufficient fitness-for-duty certification at the time the 
employee returns to work or within fifteen (15) days after the employee would have returned to 
work. The certification must state that the employee may return to work and is able to perform 
all essential functions of the position. If the fitness-for-duty certification is insufficient or 
incomplete, the employee shall have seven (7) calendar days to cure the deficiencies. Failure to 
return a sufficient fitness-for-duty certification in the requisite time period may cause the FMLA 
leave to be denied, and employment terminated.  
 
For intermittent leave, RVS may require a fitness for duty certification as often as every 30 days 
if the health condition involves a contagious disease, or could reasonably affect the employee's, 
a coworkers, or a third party's safety.    
  
Failure to Return  
If the employee fails to return to work for at least 30 days at the end of the approved leave, the 
employee will be obligated to repay RVS 100% of all health, life, and disability insurance 
premiums paid by RVS during the unpaid portion of the leave. The only exception is where the 
non-return to work is due to a continued serious health condition (medical certification is 
required) or other circumstances beyond the employee's control.  
  
Definitions  
"Foster care" is defined as 24-hour care for children in substitution for, and away from, their 
parents or guardian, in accordance with a placement made by the State or in agreement with the 
State.  
 
"Spouse" is defined as a husband or wife as recognized under state law.  
 
"Parent" is defined as a biological parent, or an individual who stood in loco parentis (had day-
to-day responsibilities to care for the employee) when the employee was a child. A parent "in- 
law" is not considered a "parent" for purposes of family and/or medical leave.  
 
"Son" or "daughter" or "child" is defined as a biological, adopted, or foster child, a stepchild, a 
legal ward, or a child of a person standing in loco parentis (has day-to-day responsibilities to care 
for and financially support the child). The "son" or "daughter" or "child" must be either under age 
18, or age 18 or older and incapable of self-care because of a mental or physical disability.  
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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 the employee from performing the functions 
of the employee's 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 3 full consecutive calendar days combined with at 
least two visits to a health care provider or one 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. Absent complications or inpatient care, "serious health 
condition" generally does not include the cosmetic treatments, minor conditions such as the 
common cold, earaches, headaches, the flu, and so forth, routine doctor's appointments, or 
treatment with over-the-counter medicines.  
 
A "health care provider" for purposes of medical certification shall include Doctor of Medicine or 
osteopathy, podiatrists, dentists, clinical psychologists, optometrists, chiropractors, state-
authorized nurse practitioners, nurse-midwives, clinical social workers, state-authorized 
physician assistants, and Christian Science practitioners listed with the First Church of Christ, 
Scientist in Boston, Massachusetts.  
 
A certification that an employee is "needed to care for" a sick family member includes both 
physical and psychological care. It includes situations where the family member is unable to care 
for his or her own basic medical, hygienic, or nutritional needs or safety, and where providing 
psychological comfort will be beneficial to a seriously ill family member.  
Intermittent or reduced schedule leave is "medically necessary" when the medical need can be 
best accommodated through an intermittent or reduced leave schedule. The term "medically 
necessary" does not include voluntary treatments or procedures.  
 
An "equivalent position" is defined as a position which has the same pay, benefits and working 
conditions; involves the same or substantially similar duties and responsibilities which entail 
equivalent skill, effort, responsibility, and authority; is available at the same or a geographically 
proximate worksite where the employee had previously been employed; and is on the same or 
an equivalent work schedule.   
 
Leave for the birth of a child may include necessary prenatal care or may begin before the actual 
date of birth of a child if the expectant mother's condition makes her unable to work. Leave for 
placement of a child may begin before actual placement if an absence from work is required for 
the placement to proceed.  
  
Interference  
The FMLA makes it unlawful for any employer to:  

• Interfere with, restrain, or deny the exercise of any right provided under the FMLA  
• Discharge or discriminate against any person for opposing any practice made unlawful by 

the FMLA or for involvement in any proceeding under or relating to the FMLA 
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An employee may file a complaint with the U.S. Department of Labor or may bring a private 
lawsuit against an employer for enforcement. FMLA does not affect any Federal or State law 
prohibiting discrimination or supersede any State or local law or collective bargaining agreement 
which provides greater family or medical leave rights.  
 
Family Military Leave Under the FMLA/NFMLA  
It is the policy of RVS to grant family military leave under the Family and Medical Leave Act 
("FMLA") or, for those individuals employed in Nebraska, under the Nebraska Family Military 
Leave Act ("NFMLA"), which entitle an eligible employee to take a leave of absence when (1) 
certain family members in the National Guard or Reserves are on (or have been called to active 
duty), or active duty service members who are on duty in a foreign country (or called to active 
duty) and there is a qualifying exigency, (2) when certain family members in the armed forces, 
National Guard, or Reserves, suffer a serious injury or illness in the line of duty and the employee 
wants to care for them, or (3) in Nebraska, when the employee’ s spouse or child has been called 
to military service scheduled to last 179 days or longer.  Such leave is referred to for purposes of 
this policy as "Family Military Leave."    
 
This policy defines the terms and conditions of Family Military Leave. The Act and the Department 
of Labor's regulations shall be referred to for any questions not addressed by this policy. RVS shall 
determine in each case whether an absence qualifies as Family Military Leave.  
All leave under this policy runs concurrently with any other leave provided for under federal, 
state, or local law. Employees using Family Military Leave must concurrently use available paid 
time off.  
 
Eligibility  
To be eligible for Family Military Leave under this policy, an employee must have been employed 
by RVS for at least twelve (12) months in the last seven (7) years and must have worked at least 
1,250 hours for RVS during the twelve (12) months preceding the commencement of the leave 
and work at a location where at least 50 employees are employed in a 75-mile radius (except 
NFMLA).  
 
Leave Entitlement  
Family Military Leave under the FMLA provides an unpaid leave of absence for the following 
reasons:  
1. Because of any "qualifying exigency" arising out of the fact that the spouse, son, daughter, 

or parent of an eligible employee is on active duty (or has been notified of an impending 
call or order to active duty) in the National Guard or Reserves in support of a "contingency 
operation" (as defined by federal law) or is an active duty member of the armed forces in 
a foreign country (or has been notified of an impending call or order to duty in a foreign 
country); and  

2. An eligible employee is the spouse, son, daughter, parent, or next of kin of a "covered 
servicemember" who has suffered a "serious injury or illness" and wants to care for the 
servicemember.  
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3. Under the NFMLA, when an eligible employee ’s spouse or child has been called to military 
service scheduled to last 179 days or longer.  

 
Qualifying Exigency Leave  
Employees who have a spouse, son, daughter, or parent called to active duty with the National 
Guard or Reserves or is an active-duty member of the armed forces in a foreign country (or has 
been notified of an impending call or order to duty in a foreign country) may be entitled to up to 
12 weeks of leave for a "qualifying exigency."    
 
The 12-month period will be measured on a rolling 12-month period from the date an employee 
uses any FMLA leave.  
 
Qualifying exigency leave may be taken only for the following non-medical, non-routine activities:  
1. Short-Notice Deployment Activities:  If a military member receives seven (7) or less 

calendar days' notice prior to the date of deployment, the employee may take up to 7 
calendar days of Family Military Leave to address any issue arising from the impending 
call or order to active duty.  The 7 days begins on the date the military member receives 
the call or order to active duty.  

2. Military Events and Related Activities:  An employee may take Family Military Leave to 
attend any official ceremony, program, or event sponsored by the military that is related 
to the active duty or call to active-duty status of the military member. The employee may 
also use qualifying exigency leave to attend family support or assistance programs and 
informational briefings sponsored or promoted by the military, military service 
organizations, or Red Cross that are related to the active duty or call to active-duty status 
of the military member.  

3. Childcare and School Activities:  The employee may take Family Military Leave for any of 
the following activities necessitated by the military member's active duty or call to active-
duty status, or circumstances arising from it:  
 To make alternative childcare arrangements for a military member's child  

  
 To provide childcare for a military member's child on an urgent, immediate need basis 

but not on a routine, regular, or everyday basis  
  

 To enroll in or transfer a military member's child in a new school or day care facility; 
and/or  

  
 To attend meetings with staff at a school or daycare facility  

  
4. Financial and Legal Arrangements:  The employee may take Family Military Leave to make 

or update financial or legal arrangements to address the military member's absence while 
on active duty or call to active-duty status. Leave may also be granted for the employee 
to act as the military member's representative before a federal, state, or local agency for 
purposes of obtaining, arranging, or appealing military service benefits while the military 
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member is on active duty or call to active-duty status, up to a period of 90 days following 
the termination of the military member's active-duty status.  

5. Counseling Activities:  An employee may take leave to attend non-medical counseling 
provided that (1) the need for counseling arises from the military member's active duty 
or call to active-duty status; (2) such counseling is provided by someone other than a 
health care provider; and (3) the counseling is for the employee, the military member, 
and/or the military member's child.  In the event medical counseling is needed, the 
employee may be able to take regular FMLA leave due to the "serious health condition" 
of the employee or of a military member who is the employee's spouse, parent, or child 
as defined in the FMLA.  

6. Rest and Recuperation Activities:  If a military member is granted short-term, temporary 
rest and recuperation leave during the period of deployment, an employee may take 
Family Military Leave for up to 15 days, to match the military member's Rest and 
Recuperation orders.  

7. Post-Deployment Activities:  An employee may take Family Military Leave to attend arrival 
ceremonies, reintegration briefings and events, and other official ceremony or programs 
sponsored by the military for a period of 90 days following termination of the military 
member's active-duty status. The employee may also take leave to address issues that 
arise from the death of a military member while on active-duty status.  

8. Additional Activities Approved by RVS:  An employee may only take Family Military Leave 
for other exigencies if the exigency arises out of the military member's active duty/call to 
active duty, and the employer agrees that as to the leave's qualification, timing, and 
duration.  

 
If an employee uses up his or her 12 weeks of FMLA leave for reasons other than Family Military 
Leave, the employee may be eligible for additional leave under the NFMLA.  
 
Military Caregiver Leave 
A spouse, son, daughter, parent, or next of kin of a "covered servicemember" who has suffered 
a "serious injury or illness" and wants to care for the servicemember, is eligible for up to 26 weeks 
of Family Military Leave in a "single 12-month period."  For purposes of military caregiver leave, 
the single 12-month period applies per servicemember, and per injury/illness. An eligible 
employee may not take military caregiver leave for an injury or illness that manifests itself after 
the military discharge, however, the employee may be eligible for leave under the traditional 
FMLA if the servicemember is a parent, spouse or child, and the ailment qualifies as a "serious 
health condition."    
During the single, 12-month period, caregiver leave is combined with regular FMLA leave and the 
total cannot exceed 26 weeks. If leave qualifies as both military caregiver leave and FMLA medical 
leave to care for a family member with a serious health condition, it will be counted as caregiver 
leave first. 
   
Intermittent/Reduced Schedule  
Family Military Leave taken due to a qualifying exigency may be taken intermittently or on a 
reduced schedule basis. Family Military Leave taken to care for a covered servicemember with a 
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serious injury or illness may be taken intermittently or on a reduced schedule basis only when 
medically necessary.  Medical certification of this need will be required. Where the intermittent 
leave or reduced schedule is foreseeable, the employee must try to schedule the leave so as not 
to unduly disrupt RVS's operations, may be temporarily transferred to an alternative position 
with equal pay and benefits for which the employee is qualified and which better accommodates 
the intermittent or reduced schedule leave  
 
 
Notice of Leave  
An employee requesting a leave of absence must notify the Human Resources Department as far 
in advance as practicable, or within the same timeframe required for other absences. The 
employee should make reasonable efforts to schedule leave to not disrupt Company operations. 
The employee must provide sufficient information as to the reason for the leave to enable RVS 
to determine eligibility for Family Military Leave and must provide information as to the expected 
duration of the leave. When requesting subsequent leave for the same exigency related to the 
same military member, or the same injury/illness for the covered servicemember, the employee 
must specifically reference the qualifying reason or state "FMLA leave."    
 
RVS will notify an employee within five (5) business days whether he or she is eligible for Family 
Military Leave. If eligible, RVS will also notify the eligible employee of their rights and 
responsibilities with regard to Family Military Leave.    
 
Certification  
An employee requesting any form of Family Military Leave must provide written proof of the 
military member's military status, and call to duty or deployment information, on a form adopted 
by RVS to determine whether the leave is FMLA-qualifying. For qualifying exigency leave, the 
employee must also provide a signed statement and description of facts for each particular 
exigency. For military caregiver leave, the employee must provide certification of the covered 
servicemember's serious injury/illness.  These requirements may be waived by the Human 
Resources Department in cases of emergency or where both the need and the timing of the leave 
are obvious. These certifications must be provided prior to commencement of the leave when 
the need for leave is foreseeable; in any case, it must be provided within fifteen (15) days after it 
is requested. Failure to return the required certification, absent unusual circumstances, will cause 
RVS to deny the Family Military Leave.  
 
A certification of active duty will remain in effect for the dates of the military member's active-
duty status for the contingency operation. A certification of a particular exigency will remain in 
effect for the duration of that exigency.  
 
RVS shall notify the employee within five (5) days of receipt of a complete and sufficient 
certification whether the leave is FMLA-qualifying. If RVS is unable to determine whether the 
leave is FMLA qualifying because the certification is incomplete or insufficient, RVS shall notify 
the employee in writing, and state the information needed to cure the deficiency. The employee 
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shall have seven (7) calendar days to cure the deficiencies, or Family Military Leave may be 
denied.  
 
Failure to Provide Notice/Certification  
Failure to provide required notices or certifications may result in a delay in the leave of absence, 
or loss of the protections provided by the Family and Medical Leave Act or NFMLA.  
 
Regular Reporting  
While on Family Military Leave, employees must keep the Human Resources department 
informed of their plans to return to work. As a general rule, the employee must contact the 
Human Resources Department at least once every two (2) weeks; other reporting schedules may 
be agreed upon between the employee and the Human Resources Department based on the 
employee's individual circumstances.  Reasonable notice (at least two business days, and more if 
possible) is required prior to returning to work on any date other than the originally scheduled 
return date.  
 
Compensation During Family Military Leave  
Family Military Leave is unpaid, except those employees who have earned paid time off must use 
such leave concurrently with their Family Military Leave until such paid leave is exhausted. If 
RVS's paid time off policies impose lesser notice requirements than this policy, the lesser 
requirements will apply during the period of paid time off.  
 
Benefits  
The employee's group health, life, and other insurance (if participating) will remain in effect 
throughout the Family Military Leave period on the same basis as if the employee were not on 
leave. During any paid portion of the leave, the employee's premiums will continue to be 
deducted from payroll. To the extent that payroll does not cover the employee's share of 
premiums, payments must be delivered to the Human Resources Department. Failure to make 
premium payments may cause the employee (and covered dependents) to be uninsured during 
a portion of the leave period. No seniority, sick, vacation other benefits will be earned during the 
Family Military Leave; however, if the employee is concurrently using vacation or personal leave, 
then RVS's policy for employees using vacation will apply.  
 
Return to Work  
Upon return to work, the employee will be restored to his or her prior job, or an equivalent 
position with equivalent pay, benefits and other terms and conditions, unless the employment 
would have ended even if the employee had not been on leave (for example, if the job has been 
eliminated due to a staff reduction or reorganization).  
 
Unable/Decline to Return  
An employee who is unable or declines to fully return to work upon expiration of Family Military 
Leave will be considered to have resigned.  
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Non-Discrimination  
RVS will not discharge, fine, suspend, expel, discipline, or in any other manner discriminate 
against any employee who exercises any right provided under the FMLA, NFMLA, or this policy.  
 
Definitions  
All definitions contained in the FMLA apply to Family Military Leave (excluding the definitions of 
"son" or "daughter"). Additionally, the following definitions apply to Family Military Leave under 
the FMLA:  
Active Duty:  The term "active duty" means duty under a call or order to active duty under a 
provision of law referred to in section 101(a)(13)(B) of title 10, United States Code.  
Contingency Operation:  The term "contingency operation" has the same meaning given such 
term in section 101(a)(13) of title 10, United States Code.  
Covered Servicemember:  The term "covered servicemember" for purposes of military caregiver 
leave means a member of the Armed Forces, including a member of the National Guard or 
Reserves, who is on the temporary disability retired list or a veteran who was in active duty in 
the previous five years, who has a serious injury or illness incurred in the line of duty on active 
duty for which he or she is undergoing medical treatment, recuperation, or therapy, or who is 
otherwise in outpatient status.  A “veteran” is defined as a person who served in the active 
military, naval, or air service, and was discharged or released therefrom under conditions other 
than dishonorable.  
Outpatient Status:  The term "outpatient status," with respect to a covered servicemember, 
means the status of a member of the Armed Forces assigned to:  
a. a military medical treatment facility as an outpatient; or  
b. a unit established for the purpose of providing command and control of members of the 

Armed Forces receiving medical care as outpatients.  
Serious Injury or Illness:  The term "serious injury or illness," for purposes of military caregiver 
leave, means an injury or illness incurred by the member in the line of duty or on active duty in 
the Armed Forces (or existed before the beginning of the member’s active duty and was 
aggravated by service in line of duty in the armed forces) that may render the member medically 
unfit to perform the duties of the member's office, grade, rank, or rating.  With regard to 
veterans, because they do not have a current “office, grade, rank, or rating,” the serious injury or 
illness be one that manifested itself before or after the member became a veteran.  
Son or Daughter of a Covered Servicemember: This term means the covered servicemember's 
biological, adopted, or foster child, stepchild, legal ward, or a child for whom the servicemember 
stood in loco parentis, and who is of any age.  
Parent of a Covered Servicemember:  A "parent of a covered servicemember" means the 
servicemember's biological, adopted, step or foster father or mother, or any other individual who 
stood in loco parentis to the covered service member. This term does not include parents "in 
law."  
Next of Kin of a Covered Servicemember:  This term means the nearest blood relative, other than 
the servicemember's spouse, parent, son, or daughter in the following order: blood relatives who 
have been granted legal custody of the servicemember by court decree or statutory provisions, 
brothers and sisters, grandparents, aunts and uncles, and first cousins, unless the covered 
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servicemember has specifically designated in writing another blood relative for purposes of 
military caregiver leave.  When no such designation is made, and there are multiple family 
members with the same level of relationship to the covered servicemember, all such family 
members shall be considered the servicemember's next of kin for these purposes.  
 
Time off for Voting  
RVS recognizes that voting is a right and privilege of being a citizen of the United States and 
encourages employees to exercise their right to vote. In almost all cases, you will have sufficient 
time outside working hours to vote. If for any reason you think this will not be the case, contact 
your supervisor to discuss scheduling accommodations. 
 
Weather  
All hourly employees (excluding staff on duty) are never paid for a weather day whether the 
agency is closed or not. Also, "weather days" pertain to the agency, not the individual. If an 
individual cannot report to work because of weather, they must first use available vacation leave 
or) or receive no pay for the day. If a salaried employee had previously received permission to 
have leave, they would not be charged with leave if the agency closes because of weather 
conditions. If the agency closes due to bad weather, all salaried employees will be paid for the 
day.  
 
Leave When Individuals Supported are Absent  
Time on duty when individuals supported are not present on a regularly scheduled working day:  

1. Occasionally all individuals supported are gone from a location at the same time on a 
regular working day. If this happens, the employee may exercise one of the following 
options:  
a. Report to work and spend the time in related work activities (book work, general 

maintenance, work at another location or whatever work is established by the 
immediate supervisor). If the employee is offered work but declines, the employee 
may take leave without pay, or request vacation leave for that time, if they have 
enough time accrued.  

2. If it is a holiday and the individuals supported are gone, the employee is required to take 
that day off as their own holiday.  
a. If individuals supported are gone for a period longer than the holiday itself, and the 

employee chooses to take the remaining time without pay, they will not lose their 
holiday time off with pay. Although the employee would not be in a pay status the 
day before and/or after the holiday, RVS requires that the employee take the holiday 
at that time.  

b. Any time all individuals supported are gone from residence at the same time for a 
period extending past 40 hours (64 hours for overnight CSPs), and the employee 
requests this time off without pay, the employee will not be required to pay RVS share 
of the group insurance premium.  

 
Administrative Leave Paid or Unpaid 
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In certain circumstances an employee may be place on administrative leave, either paid or 
unpaid. Administrative leave may be recommended on a case-by-case basis by Human Resources 
and approved by the Region V Services CEO. 
 

Payroll Administration 
Pay Scales/Compensation Plan  
Employees’ pay will be based on the salary scale prescribed for each job by the Governing Board. 
Copies of the most current pay scale and administration of the compensation plan are available 
at each agency’s administrative office.  
 
Employment Classification  
To determine eligibility for benefits and overtime status and to ensure compliance with federal 
and state laws and regulations, RVS classifies its employees as shown below. RVS may review or 
make changes to employee classifications at any time.  
 
Exempt 
An exempt employee is one who is employed in a position that is exempt from overtime 
requirements by law. Exempt employees are paid a defined salary for each week, without 
reductions in pay for any absences of less than a full day. Exempt employees work all hours 
required to perform the job fully and properly, and do not receive overtime pay.  
 
Nonexempt 
A nonexempt employee is one whose pay is computed on an hourly basis, for all hours actually 
worked (though the employee's pay may be called a "salary").  Non-exempt employees are 
eligible for overtime pay at the rate of time-and-a-half (1-1/2 times regular hourly rate) for all 
hours actually worked in excess of forty (40) hours during any work week.  
 
Regular, Full Time 40 
Employees who are not in a temporary status and work a minimum of 40 hours weekly and 
maintain continuous employment status. Generally, these employees are eligible for the fulltime 
benefits package and are subject to the terms, conditions, and limitations of each benefits 
program.   
 
Regular, Full Time 30 
Employees who are not in a temporary status and who are regularly scheduled to work less than 
40 hours weekly but at least 30 hours weekly and who maintain continuous employment status. 
These employees are eligible for some of the benefits offered by RVS and are subject to the 
terms, conditions, and limitations of each benefits program.  
 
Regular, Full Time 64 
Employees who are not in a temporary status and work a minimum of 64 hours biweekly and 
maintain continuous employment status. Generally, these employees are eligible for the full-time 
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benefits package and are subject to the terms, conditions, and limitations of each benefits 
program.  
 
Regular, Part Time 20 
Employees who are not in a temporary status and who are regularly scheduled to work less than 
30 hours weekly but at least 20 hours weekly and who maintain continuous employment status. 
Part-time employees are eligible for some of the benefits offered by RVS and are subject to the 
terms, conditions, and limitations of each benefits program.  
 

Sub or Part Time less than 20 
Employees who are not in a temporary status and who work less than 20 hours per week or fill 
in for shifts. Employees are not eligible for benefits.  
   
Workweek and Hours of Work 
The standard workweek is Saturday at midnight until the following Friday at 11:59 pm. Individual 
work schedules may vary depending on the needs of each department.  
 
Employees are paid by direct deposit on the last working day of the month that the Central Office 
is open.  
 
Salaried employees are paid from the first day of the month to the last. The pay period for hourly 
employees is according to a payroll schedule prepared by the Central Office. Paydays are the 
same for hourly as well as salaried employees.  
 
Overtime Compensation 
You may be asked to work overtime when required due to the needs of the business. Overtime 
is actual hours worked more than 40 in a single workweek. Nonexempt employees will be paid 
overtime compensation at the rate of one and one-half their regular rate of pay for all hours over 
40 worked in a single workweek. Paid leave, such as holiday, vacation, sick, bereavement time, 
and jury duty, do not apply toward actual time worked (with the exception of 64-hour staff). All 
overtime work must be approved in advance by a supervisor or manager.  
 
Deductions  
The payroll department will automatically process all deductions including garnishment, as 
required by law.  
 
The payroll department may process any of the following deductions as authorized by the 
employee:  employee contributions to group health and life insurance, credit union, Region V 
Foundation, flexible benefit plan, voluntary life, dental and vision insurance, and contributions to 
a tax-sheltered annuity or other amounts authorized by the payroll department.  
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Payroll Advances 
RVS does not provide payroll advances.  
 
Payroll Questions  
If an employee has a question about the calculation of their pay, the employee may ask the 
appropriate supervisor or the payroll department. If an error has been made, the payroll 
department will make the correction as soon as possible.  
 

Travel and Expense  
General Information  
RVS will reimburse traveling expenses for transacting company business. RVS strictly forbids 
reimbursing traveling expenses for any other purpose. Allowable expenses are personal vehicle 
use, car rental, travel by train, bus or aircraft, ground transportation to and from terminals, meals 
(including tips), lodging, parking, tolls, baggage handling, taxi (including tips), telephone and 
postage. All expenses claimed must accurately reflect the amount spent.  
 
RVS will not advance funds to employees for travel expenses. Agencies may pre-pay travel 
expenses for employees.  
 
All documentation should be itemized with receipts so that the nature, purpose, and necessity 
are apparent for expenditures. Expense claims should be presented according to area agency 
guidelines. Random inspection to verify authenticity of receipts may occur. All items claimed for 
reimbursement for a trip should be on the same expense claim. Area directors may make special 
provisions for extended travel reimbursements.  
No reimbursement will be made for alcoholic beverages or other personal expenses will be 
permitted.  
 
Personal telephone calls at RVS expense are not allowed.  
 
RVS will not pay expenses during the time an employee has vacation, military leave, excused 
absence without pay or sick leave. RVS will pay expenses only for company employees, board 
members and members of officially appointed committees. In cases in which the spouse of a 
company employee, board member or member of officially appointed committee accompanies 
them on official business, only the expenses of the employee or representative of RVS will be 
paid. In such cases, lodging and other receipts must indicate the appropriate single-person 
charge.  
 
If an employee, as part of their duties, attends a function at which a conference or registration 
fee is charged (which includes a meal) the entire amount is reimbursable. Such charges may also 
be paid by direct voucher.  
 
Employees falsifying expenses on Individual Expense Records or on direct billings to RVS will be 
dismissed.  
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Lodging and Meals 
Employees must report only actual expenses paid for lodging. Employees should always request 
the lowest rate, including the government rate for lodging in Nebraska.  
 
The usual maximum allowance for meals per day will not exceed $50. When circumstances 
warrant, an area director may approve claims for higher meal allowances.  
 
The employee cannot claim meals unless on an overnight trip. To receive reimbursement for a 
noon meal, the employee must 1) leave before 11:00 a.m. on the day of departure or 2) get back 
after 2:00 p.m. on the day of return. Exceptions to this rule may be made by an area director.  
If an employee must leave for an overnight trip before 7:00 a.m., breakfast will be reimbursed. If 
an employee cannot return by 6:30 p.m., dinner will be reimbursed.  
 
No meal expenses will be reimbursed within twenty (20) miles of your agency.  
 
Mode of Travel 
An employee should use the most economical method of transportation when traveling within 
the state. Area directors may approve more costly methods under exceptional circumstances.  
Company mileage reimbursement follows the Internal Revenue Service reimbursement rate for 
the current year.  
 
All requests for travel reimbursement must include purpose, points of departure and arrival, and 
actual costs.  
 
Region V Services Vehicle Use  
Vehicles:  When a company vehicle is available, the supervisor may assign a vehicle to an 
employee for use on company business. Use of company vehicle for personal errands is 
prohibited. It is the responsibility of the employee to see that the vehicle is used for business 
only. Unauthorized travel is defined as travel that RVS would not pay for if a private car were 
used.  
 
Operator:   An employee who drives a company vehicle must have a valid driver's license. An 
operator of a company vehicle who does not have a valid license may be disciplined. All traffic 
and parking violations are the personal responsibility of the operator.  
 
Personal Vehicle Use and Mileage Reimbursement 
All employees will use a company vehicle when available. However, when a company vehicle is 
not available, a personal vehicle may be used. When two (2) or more employees travel in the 
same vehicle, only the owner of the vehicle may be reimbursed for mileage.  
 
When submitting a request for reimbursement, the employee will record: the destination, 
odometer readings, the purpose, and the current IRS rate per mile. Reimbursement will be paid 
for use of personal vehicles involving business only.  
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Vehicle Insurance 
RVS has insurance in the minimum amounts for uninsured motorists and comprehensive 
insurance. This insurance coverage applies to third parties other than employees. Worker's 
compensation insurance covers medical expenses for employees in the event of a covered 
collision.  
 
Employees using their private vehicles on company business must have coverage through their 
personal automobile policy. It is the employee's responsibility to ensure that their automobile 
policy provides the proper coverage.  
 
Region V Services has insurance that provides coverage to company owned vehicles, only. No 
coverage is extended to employee vehicles used for company business.  
 

Employment Policies   
Equal Opportunity and Commitment to Diversity  
Region V is an equal employment opportunity employer. Discrimination against any person in 
recruitment, examination, appointment, training, promotion, retention, discipline, or any aspects 
of personnel administration because of race, color, religion, sex, disability, national origin, age, 
marital status, genetic information, or other non-merit factors are prohibited. Any discrimination, 
as defined by law, will be prohibited except where specific requirements constitute a bona-fide 
occupational qualification necessary to meet the essential functions of the job.  
 
We believe in the principles incorporated in the Americans with Disabilities Act (the “ADA”). The 
ADA prohibits companies from unlawfully discriminating against employees or job applicants 
with disabilities when making employment decisions. We will make employment decisions based 
on essential skills and an employee or applicant’s abilities. In keeping with this philosophy, we 
will provide reasonable accommodation to otherwise qualified disabled employees or applicants. 
Please recognize, however, that we cannot promise to make any and all accommodations. We 
must consider each accommodation on a case-by-case basis to determine whether it is 
reasonable or would cause an undue hardship on our business.  
 
If you ever feel we are failing in our duty and promise of equal opportunity to all applicants or 
employees, these concerns should be reported according to the procedures described in the 
Harassment and Complaint Procedure. We will take every reasonable measure to rectify any 
inequities and promise that you will not be subjected to retaliation for bringing such matters to 
our attention. We will treat all such concerns with the utmost confidence consistent with an 
equitable resolution of the problem.  
  
Harassment Prohibited  
RVS's culture values civility, professionalism, dignity, and respect for each employee. Therefore, 
any conduct which has the purpose or effect of mistreating, bullying, taunting, intimidating, 
ridiculing, denigrating, or embarrassing anyone on the basis of any personal trait or 
characteristic is simply not acceptable and will not be tolerated.  
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More specifically, any form of harassment on the job or related to the job – including sexual 
harassment and also including harassment on the basis of race, ethnicity, religion, pregnancy, 
age, disability, sexual orientation, gender identity, marital status, military/veteran status, genetic 
information, or any other personal trait or characteristic, is absolutely prohibited and may result 
in severe disciplinary measures up to and including discharge from employment. RVS also 
prohibits any form of harassment by or against other persons (including customers, vendors, and 
visitors) who interact with RVS in any capacity.  
 
RVS does not prohibit harassment merely as a "matter of compliance." There are far more 
important considerations. Harassment is simply unacceptable human behavior. It impacts victims 
by creating an uncomfortable working environment, harming mental and physical health, 
reducing job satisfaction, and impairing job performance. And it impacts RVS by reducing 
productivity, lowering morale, increasing turnover, wasting resources, and damaging our 
reputation.  
  
Definition of Harassment  
For purposes of this policy, harassment is broadly defined to include any conduct which has the 
purpose or effect of mistreating, bullying, taunting, intimidating, ridiculing, denigrating, or 
embarrassing anyone on the basis of any personal trait or characteristic.  It includes inappropriate 
conduct which tends to equate a person’s worth to their personal trait or characteristic, including 
their gender, race, nationality, religion, age, disability, sexual orientation, or gender identity, 
rather than their ability to perform their jobs and contribute to RVS's success. Without limiting 
the breadth of this definition, harassment specifically includes sexual harassment, which is 
defined by federal law as follows:  
“Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of 
a sexual nature constitute sexual harassment when (1) submission to such conduct is made either 
explicitly or implicitly a term or condition of an individual’s employment, (2) submission to or 
rejection of such conduct by an individual is used as the basis for employment decisions affecting 
such individual, or (3) such conduct has the purpose or effect of unreasonably interfering with an 
individual’s work performance or creating an intimidating, hostile, or offensive working 
environment.”  
 
Prohibited acts of sexual harassment can take a variety of forms ranging from subtle pressure for 
sexual activity to physical assault. Examples of some of the kinds of conduct included in the 
definition of sexual harassment are:  

• Sexual relations, sexual contact, or threats or intimation of sexual relations or sexual 
contact which are not welcome and freely and mutually agreeable to both parties; and  

• Continual or repeated remarks with sexual implications, placing sexually suggestive 
objects or pictures in the work area, or propositions of a sexual nature; or  

• Threats or insinuations that the person’s employment, wages, promotional opportunities, 
job assignments, or other conditions of employment may be adversely affected by not 
submitting to sexual advances or promises or insinuations that any conditions of 
employment may be favorably affected by submitting to sexual advances.  
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Harassment on the basis of any other factor, such as race, nationality, age, religion, disability, 
sexual orientation, gender identity, veteran status, marital status, any other personal 
characteristic is also prohibited.  As with sexual harassment, any conduct which could be 
offensive and create an intimidating, hostile, or offensive working environment on the basis of 
one of these factors is improper and is strictly prohibited.  This could include, for example, racial 
epithets, religious jokes, age-related comments, and references to cultural stereotypes.  
 
What is or is not offensive must be viewed from the perspective of the victim. The harasser's 
harmless intent is irrelevant. Additionally, the fact that no objection is voiced, or the other person 
seems to be "going along" does not mean the conduct is acceptable.  
RVS's harassment policy is intended to be broader than what is required by the law. For this 
reason, any harassing behavior, even if not based upon someone's membership in a protected 
class, is prohibited and will be dealt with in accordance with this policy.  
  
Reporting Harassment  
Any employee who believes that he or she has been harassed by a supervisor, coworker, 
customer, vendor, or any other person interacting with RVS must report the harassment as 
soon as possible to his or her immediate supervisor or area director or the HR director.  
All reports of harassment will be promptly and thoroughly investigated; if the report is found to 
be justified, corrective action appropriate to the circumstances will be taken. All reports and 
information given during an investigation will be treated as confidentially as possible, consistent 
with the need to conduct a full and fair investigation and to inform those individuals who will be 
involved in any disciplinary action.  
 
Prohibition on Retaliation  
Under no circumstances will any employee who in good faith makes a report of harassment, or 
assists in its investigation, be subjected to any form of retribution or retaliation. Any person who 
makes or participates in such retribution or retaliation, directly or indirectly, will be subject to 
severe disciplinary measures up to and including discharge from employment.  
 
A Final Thought:  It's on Us  
Harassment in any workplace will not stop on its own. It is on every employee working for RVS to 
be part of the fight to stop it. The worst alternative is to do nothing and allow harassment to 
continue.  
 
Every employee is empowered and encouraged by RVS to protect our culture and be part of the 
solution to stop and prevent harassment. It is therefore entirely appropriate for a bystander who 
witnesses anyone engaging in the harassment of another to politely, but firmly, tell that person 
that their conduct is inappropriate and should stop. It is likewise entirely appropriate for the 
bystander to report the harasser's conduct to his or her immediate supervisor, Area Director, or 
the Human Resources Department.  
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The bottom line is that no one can be a complacent bystander to harassment and expect to 
maintain a positive workplace culture. If you see something, say something. Everyone here has a 
role to play.  
 
Conflicts of Interest 
RVS expects all employees to conduct themselves and company business in a manner that 
reflects the highest standards of ethical conduct and in accordance with all federal, state, and 
local laws and regulations. This includes avoiding real and potential conflicts of interests.  
  
Exactly what constitutes a conflict of interest, or an unethical business practice is both a moral 
and a legal question. RVS recognizes and respects the individual employee’s right to engage in 
activities outside of employment that are private in nature and do not in any way conflict with or 
reflect poorly on RVS.  
  
It is not possible to define all the circumstances and relationships that might create a conflict of 
interest. If a situation arises in which there is a potential conflict of interest, the employee should 
discuss this with a manager for advice and guidance on how to proceed. The list below suggests 
some of the types of activities that indicate improper behavior, unacceptable personal integrity, 
or unacceptable ethics.  
  

1. Simultaneous employment by another firm that is a competitor of or supplier to RVS.  
2. Carrying on company business with a firm in which the employee, or a close relative of 

the employee, has a substantial ownership or interest.  
3. Holding a substantial interest in, or participating in the management of, a firm to which 

RVS makes sales or from which it makes purchases.  
4. Borrowing money from customers or firms, other than recognized loan institutions, from 

which our company buys services, materials, equipment, or supplies.  
5. Accepting substantial gifts or excessive entertainment from an outside organization or 

agency.  
6. Speculating or dealing in materials, equipment, supplies, services, or property purchased 

by RVS.  
7. Participating in civic or professional organization activities in a manner that divulges 

confidential company information.  
8. Misusing privileged information or revealing confidential data to outsiders.  
9. Using one’s position in RVS or knowledge of its affairs for personal gains.  
10. Engaging in practices or procedures that violate antitrust laws, commercial bribery laws, 

copyright laws, discrimination laws, campaign contribution laws, or other laws regulating 
the conduct of company business. 

 
Employment Relationship 

Employee Privacy 
It is RVS goal to respect the individual privacy of its employees and at the same time maintain a 
safe and secure workplace. When issues of safety and security arise, you may be requested to 
cooperate with an investigation. The investigation may include the following procedures to 
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safeguard RVS and its employees: searches of personal belongings, searches of work areas, 
searches of private vehicles on company premises and medical examinations. Failure to 
cooperate with an investigation is grounds for termination. Providing false information during 
any investigation may lead to discipline up to and including termination.  
 
Employees are expected to make use of company facilities only for the business purposes of RVS. 
Accordingly, materials that appear on company hardware or networks are presumed to be for 
business purposes, and all such materials are subject to review by RVS at any time without notice 
to the employees. Employees do not have to have any expectation of privacy with respect to any 
material on company property. RVS regularly monitors its communications systems and networks 
as allowed by law. Monitored activity may include voice, e-mail, and text communications, as 
well as Internet search and browsing history. Employees are expected to keep personal 
communication to a minimum and to emergency situations.  
 
Access to Personnel Files  
Employee files are maintained by the Human Resources department and are considered 
confidential. Managers and supervisors may only have access to personnel file information on a 
need-to-know basis. Employees may inspect their own personnel files and may copy them but 
may not remove documents from their file. Inspections by employees must be requested in 
writing to the Human Resources department and will be scheduled at a mutually convenient time 
or as required under state law. Personnel files are to be reviewed in the Human Resources 
department. Representatives of government or law enforcement agencies, in the course of their 
duties, may be allowed access to file information.  
 
Nepotism/Employment of Relatives and Non-Fraternization  
No person shall be employed by RVS in a position under direct supervisory authority of a member 
of that person's family. An applicant or employee will not be hired, transferred, or assigned to a 
position, when doing so would result in a violation of this policy. If a violation of this policy arises 
after employment (for example, if two employees marry) the conflict will be resolved as follows:  

 The two employees will be asked to make a choice as to which of the two will 
resign their position. Transfer opportunities for the two employees will be 
considered, but transfer or continued employment is not guaranteed  

 If the employees are unable to make a decision as to which will resign their 
position, the decision will be made by the CEO, based on the legitimate 
business needs of RVS.  
  

In addition, an individual may be prevented from working in a job which involves access to 
confidential information on a family member, or which creates any unacceptable possibility of 
conflict of interest regarding a family member, as a coworker, resident of the home, or otherwise.  
For the purpose of this policy, "family" shall include spouse, parents, stepparents, spouse's 
parents, legal guardian, grandparents, children, daughter-in-law, son-in-law, stepsister/brother, 
half-sister/brother, aunt, uncle, niece, and nephew.  This policy will also apply whenever two 
individuals, though not related by blood or marriage, are living together, or otherwise have a 
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close relationship which is similar to the relationship of a family member as defined above, as 
determined in the discretion of RVS.  
 
Employees are responsible for notifying their supervisor whenever a situation exists which may 
be covered by this policy.  
  
 

Discipline and Problem Solving 
Disciplinary Action 
RVS may dismiss or suspend any regular employee at any time for any reason.  
Disciplinary action may be taken for, but not limited to, the following:  

1. Conviction of a felony that makes the employee unfit to perform the duties of the 
position.  

2. Physical intervention to a person in services, unless the act was done in self-defense, to 
protect the lives of others, or to protect the life and safety of persons supported.  

3. Action that reflects adversely upon RVS.  
4. Being under the influence of alcohol or unlawfully under the influence of a controlled 

substance while on duty.  
5. Insubordination or failure to obey direction from the supervisor.  
6. Incompetence or ineffective performance, including inability to work with persons with 

developmental disabilities or co-workers as assigned.  
7. Carelessness or negligence with finances or property of RVS and persons supported.  
8. Threats to use or attempts to use personal or political influence to secure promotion, 

leave of absence, transfer, change of pay rate or character of work.  
9. Inducing or attempts to induce an officer or employee of RVS to commit an unlawful act 

or to act in violation of any department, agency or RVS regulation or order.  
10. Accepting a fee, gift, or other valuable item when the gift is given with intent to receive 

favor or better treatment than that given to other persons.  
11. Engaging in outside business activities on company time or using company property for 

the activity.  
12. Failure to maintain a satisfactory attendance record, including being absent without 

notice or approval.  
13. Falsifying official records, including but not limited to employment application, timecards, 

individual expense records or records for other agencies such as the Department of 
Health & Human Services or the Social Security Administration.  

14. Releasing confidential information without proper consent.  
15. Failure to attend required training as established by the supervisor.  
16. A dishonest act such as lying or stealing.  
17. Any threats of violence.  
18. Failure to inform supervisor of any misdemeanor or felony charges and convictions. 

Notice will be made to the appropriate supervisor within 24 hours of charge or conviction.  
19. Failure to notify supervisor if employee’s name is placed on State Health and Human 

Services Central Registries.  
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20. Violation of the provisions of this Personnel Policy handbook or any other 
policies/procedures applicable to the employee.  

21. Employees convicted of any charges specified in RVS contract to provide state funded 
services will immediately cease providing any direct supports to individuals served by RVS.  

22. Refusal to submit to drug and or alcohol testing.  
 
Types of Disciplinary Action 

Disciplinary action will be recommended by the direct supervisor and must be approved by the 
Area Director in writing and may include:  
 Verbal warnings      
 Written Clarification of Expectations   
 Written warning   

 
Additional disciplinary action may be recommended by the Area Director and approved by the 
CHRO, or CEO may include but not limited to: 
 Failure to be recommended for the annual pay increase  
 Suspension with or without pay  
 Dismissal  

 
Problem Solving Procedure  
At Region V Services we respect our employees' opinions, suggestions, and grievances, and will 
collaborate with our employees whenever possible to resolve concerns or complaints regarding 
their jobs. Employees are encouraged to bring to their supervisor's attention any suggestions for 
improving their job and productivity, suggestions for improving RVS's performance or working 
environment, and any complaints they have regarding their jobs or their individual treatment. 
Supervisors should be available and willing to listen to employees' complaints and suggestions, 
and to collaborate with employees to improve the work environment and resolve problems.   
 
In most cases, grievances should be resolved on a professional basis between the employee and 
his or her direct supervisor. If the employee believes that the matter cannot be addressed with 
the immediate supervisor, or has not been adequately addressed at that level, the employee 
should take the matter to the Area Director.  If the employee is not satisfied with the resolution 
by the Area Director, or the Area Director is not available, the employee may bring the matter to 
the CHRO and the CEO or to the COO/COS and the CHRO/CEO. The employee may be required to 
put his or her grievance in writing, and/or to meet with other employees to assist in resolving the 
matter. The CEOs decision on any grievance shall be final.  
 
Employees who report directly to the CEO are encouraged to follow steps outlined for other 
employees, however if the employee feels the matter cannot be addressed by the CEO, the 
employee may bring the matter to the Human Resources Department, CHRO.  In the event the 
matter cannot be resolved at the CHRO level, the employee may submit a grievance to the 
Executive Committee of the Governing Board.   
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Other Policies/General Policies 
Petty Cash Fund  
RVS offices may keep minimum petty cash funds to purchase small items (stamps, office, and 
cleaning supplies, etc.). These petty cash funds are for the convenience of office operations, and 
not for the convenience of employees. Employees may not borrow money from petty cash.  
 
Infectious Disease Guidelines  
Infectious diseases are conditions that are communicable and can produce serious illness in 
another person. These may include, but are not limited to, Hepatitis A & B, tuberculosis, Human 
Immunodeficiency Virus (HIV), staphylococcal skin infection, rubella, and rubeola.  
 

1. Employment of persons who have an infectious disease  
An employee with an infectious disease that may be transmitted in the work force should 
inform their supervisor of the disease at least one (1) calendar day before the next 
scheduled work shift.  
An employee with an infectious disease may use sick leave or vacation time, or may be 
placed on a leave of absence without pay pending a physician's diagnosis and statement 
specifying:  

 The potential of infecting other employees or individuals served at the 
workplace or while doing job duties.  

 The necessity of, and timing for, periodic medical evaluation regarding their 
condition, prognosis, and ability to return to work.  

 Any special precautionary measures, beyond universal precautions (e.g., 
gloves, masks), which would permit the employee to continue working without 
infecting other people.  

 Necessity or ability to transfer to another job within the agency.  
 
RVS may require that a medical professional chosen by RVS, review the employee's 
records and determine their ability to return to work.  
 
If the employee can return to work, RVS may request periodic medical evaluations, at the 
employee's expense, to determine the employee's ability to continue working.  
RVS will decide the extent to which, if any, co-workers need to know about the disease, 
keeping to the highest standard of confidentiality.  
 
Please contact the Human Resource department regarding the Family and Medical Leave 
Act if the employee should be determined to be unable to return to work.  
 

2. Employee interaction with a co-worker who has an infectious disease  
All people, including those with an infectious disease, will be treated with courtesy and 
respect. An employee assigned to an area in which another employee or an individual 
served has an infectious disease, will continue to perform their assigned duties.  
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All employees will take precautions to prevent the spread of disease, including hand 
washing and appropriate disposal of personal waste. As all body fluids are potentially 
contaminated, employees should take precautions before and after contact with blood 
and bodily fluids. Employees will receive Hepatitis B information and a copy of the 
universal precautions for dealing with bodily fluids, developed by the Centers for Disease 
Control and Prevention.  
 
If an employee declines to do their duties due to a fear of infection, and the medical 
community has said there is no recognized risk of infection, the employee will be 
instructed to continue their job responsibilities. If an employee fails to do the assigned 
duties, their supervisor may take disciplinary action following the procedures outlined in 
this handbook. All documentation to support any disciplinary action will be placed in the 
employee’s personnel file.  
 

3. Interactions with a supported individual who has an infectious disease  
In the event a supported individual has an infectious disease; the person's physician will 
determine what precautions employees should follow to prevent the spread of the 
disease. The team will develop a plan to comply with the physician's recommendations.  
RVS does not intend to exclude individuals from service who have an infectious disease. 
RVS will take measures to protect the health and safety of employees and supported 
individuals.  
 

4. Significant exposure to blood or body fluids  
A significant exposure is a situation in which the body fluids (blood, saliva, urine, feces, 
etc.) of a person may have entered another person's body either through: (1) a body 
opening (the mouth or nose), mucous membrane (the eye), or a break in the skin (a cut or 
abrasion); (2) a prick by a contaminated needle; (3) intimate respiratory contact (CPR 
without a barrier) or (4) any other manner.  
Employees must immediately notify their supervisor of any significant exposure that they 
or a supported individual has experienced. A Blood Borne Pathogen program is on file in 
every agency office. This program will be followed for any instance of significant exposure.  
 

5. Employee training on Infectious Disease Control Guidelines  
At the time of hire, all employees will receive training and a copy of the Infectious Disease 
Control Guidelines. Employees are to follow universal precautions to prevent exposure to 
all body fluids. Employees will sign a statement saying that they have received information 
on universal precautions for all infectious diseases. All employees with the possibility of 
occupational exposure to blood borne pathogens will be offered immunization for 
Hepatitis B at RVS expense.  
  

6. Confidentiality  
All information regarding employees or individuals served, who have an infectious disease 
is confidential.  
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False Claims Act Policy  
 
Purpose  
The purpose of this policy is to educate RVS Governing Board, employees, and subcontractors 
regarding RVS efforts to detect and prevent fraud, waste, and abuse with respect to its business 
activities. RVS is dedicated to utilizing lawful, compliant practices. A critical component of RVS's 
compliance efforts is to ensure proper billing practices and the validity of all claims. Any employee 
who knows or learns of any false claim or billing practice that violates applicable law or this policy 
must report the information to the Human Resources Department.  
    
The information in subsections 1 through 4 below is intended to provide details regarding laws 
applicable to false claims or statements and the reporting of such claims or statements.  
1. Federal False Claims Act: The federal False Claims Act is a fraud prevention (and thus cost-

savings) tool of the federal government. The False Claims Act allows the federal 
government to file a civil action against any person or entity that knowingly files a false 
claim with a federal health care program. A person may be prosecuted under the False 
Claims Act for any of the following claims related acts:  
A. The person has knowledge of presenting or causing to be presented a false or 

fraudulent claim for payment or approval to an officer or employee of the federal 
government.  

B. The person knowingly makes, uses, or causes to be made or used a false record or 
statement to get a false or fraudulent claim paid or approved by the federal 
government.  

C. The person conspires to defraud the federal government by getting a false or 
fraudulent claim allowed or paid.  

D. The person knowingly makes, uses, or causes to be made or used a false record or 
statement to conceal, avoid, or decrease an obligation to pay or transmit money 
or property to the government.  
 

There are other ways to violate the False Claims Act, but these four examples are the most 
likely to occur in a health care setting. For these purposes, a "claim" is an application for 
payment for items or services under a federal health care program, such as Medicare or 
Medicaid, and a person acts "knowingly" if the person acts upon actual knowledge of the 
information or acts in deliberate ignorance or reckless disregard of whether the 
information is true or false.  
An example of a false claim is billing for a procedure not actually performed. A false claim 
can also arise through violation of another law. For example, the procedure may have 
been properly performed and the claim may have been properly submitted, but if the 
procedure resulted from an impermissible relationship (e.g., a Company-physician 
relationship that violates the federal Anti-Kickback Statute), then the claim is 
impermissible and is considered false for purposes of the False Claims Act. Falsifying 
medical records would also result in false claims.  
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Penalties for violating the False Claims Act range from a civil penalty between $5,500 and 
$11,000 plus an additional penalty of three (3) times the damages sustained by the 
federal government as a result of the violation.  Acts giving rise to violations of the False 
Claims Act can also give rise to civil or criminal sanctions under other laws. A person may 
qualify for reduced penalties if he or she reports his or her violation of the False Claims 
Act within thirty (30) days of the violation, assuming such report is made before any 
government investigation and assuming the person cooperates with any resulting 
investigation. This comprehensive penalty scheme makes it very important for health care 
organizations to implement and ensure effective billing policies and practices that result 
in proper claims.   

2. Administrative Remedies for False Claims and Statements: False claims actions may be 
brought in one of two ways: the federal government may bring a federal false claims 
action or an individual  
may bring a "qui tam" action, in which case the individual files an action on behalf of the 
government.  
   
In addition to the penalties described above for violations of the federal False Claims Act, 
additional penalties (typically up to Five Thousand Dollars ($5,000) per claim in addition 
to double the amount of the claim) may also be assessed against any person who 
knowingly makes, presents, submits, or causes to be made, presented, or submitted, a 
false claim accompanied by certain statements or omissions.  For example, the person 
may attach to a claim a supporting statement that omits a material fact the person had a 
duty to include, and thus makes the claim false by such omission.  
A. statute of limitations says how much time may pass before an action may no 

longer be brought. Under the federal False Claims Act, the statute of limitations is 
six (6) years after the date of the violation or three (3) years after the date when 
the government knew or should have known facts material to the right of action, 
but no later than ten (10) years after the date on which the violation was 
committed.  
 

3. Nebraska False Medicaid Claims Act: Nebraska has enacted the False Medicaid Claims Act 
(the "Nebraska Act"). The Nebraska Act is similar to the federal False Claims Act; for 
example, a person violates the Nebraska Act if he or she:  
A. Knowingly presents or causes to be presented to an officer or employee of the 

State of Nebraska a false or fraudulent claim for payment or approval.  
B. Knowingly makes or uses, or causes to be made or used, a false record or 

statement to obtain payment or approval by the State of Nebraska of a false or 
fraudulent claim.  

C. Conspires to defraud the State of Nebraska by obtaining payment or approval by 
the State of Nebraska of a false or fraudulent claim.  

D. Knowingly makes, uses, or causes to be made or used, a false record or statement 
with the intent to conceal, avoid, or decrease an obligation to pay or transmit 
money or property to the State of Nebraska.  
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As with the federal False Claims Act, other methods of violation exist but the four listed 
above are the most likely to occur in RVS setting. Notably, the Nebraska Act focuses on 
claims for state Medicaid payments.  
 
A person can also violate the Nebraska Act by charging, soliciting, accepting, or receiving 
anything of value that is known by the person to be beyond that which is legally payable 
under the Nebraska Medicaid program. If a person knowingly benefits from an 
inadvertent submission of a false Medicaid claim, the person will violate the Nebraska Act 
if he or she does not report the claim to the Nebraska Department of Health and Human 
Services within sixty (60) days (though no reporting requirement exists if the beneficiary 
first discovers the claim's falsity more than six (6) years following the claim's submission).  
Any person who submits a claim subject to the Nebraska Act must keep for at least six (6) 
years such records as are necessary to fully disclose the nature of all goods or services for 
which the claim was submitted or payment was received, or to fully disclose all income 
and expenditures upon which rates of payment were based.  
 
Penalties for violating the Nebraska Act include civil penalties of up to Ten Thousand 
Dollars ($10,000) per false Medicaid claim in addition to damages of up to three (3) times 
the amount of the false claim submitted. As with the federal False Claims Act, a person 
may qualify for reduced penalties if he or she reports his or her violation of the Nebraska 
Act within thirty (30) days of the violation, assuming such report is made before any 
government investigation and assuming the person cooperates with any resulting 
investigation.  
 

4. Protection from Retaliation: If an employee, contractor, or agent sees or otherwise learns 
of activity that appears to violate federal or state false claims laws, RVS encourages the 
employee, contractor, or agent to promptly report this information to RVS for further 
investigation.  Federal law prohibits retaliation, and RVS will not retaliate, against any 
employee who lawfully reports or assists in the investigation of a possible false claims 
violation.   
 

Administration’s Rights and Responsibilities 
RVS administration has exclusive rights of management. These include, but are not limited to:  

1. Manage and control the premises and equipment.  
2. Select, hire, promote, suspend, dismiss, assign, supervise and discipline employees.  
3. Change starting times, quitting times and shifts.  
4. Transfer employees within departments and to other departments and other jobs.  
5. Determine size, composition, and qualifications of work force.  
6. Establish, change, and abolish policies, practices, rules, and regulations.  
7. Modify job descriptions, job classifications and job evaluations.  
8. Change methods of providing services, including cooperating with other agencies to serve 

people with developmental disabilities.  
9. Assign duties to employees according to the needs and requirements of RVS.  
10. Carry out the usual functions of management.  
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11. Use facilities and/or services of an outside agency or provide services for another agency.  
 
In all administrative decisions, RVS will carefully consider the needs of individuals supported and 
their relatives/advocates and employees, in addition to other agencies and the community.  
 
 

Workplace Safety 
Drug-Free and Alcohol-Free Workplace  
RVS is a drug-free workplace. Employees are prohibited from the unlawful manufacture, 
distribution, dispensation, possession, or use of a controlled substance on RVS premises. Also 
prohibited is the use or possession of any illegal drugs or alcoholic beverages on RVS premises, 
while on the job, or while performing RVS business, or appearing for work or performing any job 
duties while intoxicated or impaired by alcohol, illegal drugs, or improper use of prescription or 
over-the-counter medicines. Employees who violate these rules will be subject to corrective 
action up to and including discharge. Employees whose performance may be impaired by proper 
use of prescription or over-the-counter drugs must so advise their supervisors and may be sent 
home if a safety hazard could exist.  
 
RVS recognizes that drug dependency and alcoholism are health problems and will attempt to 
work with and assist an employee who becomes dependent on drugs or alcohol. Employees will 
be assisted upon request in identifying rehabilitation services, referral agencies, or other 
resources to help the employee in dealing with his or her problem. It is the employee's 
responsibility, however, to see that such problems do not interfere with proper job performance 
or expose others to the risk of harm. All employees are urged to obtain any necessary help before 
a personal problem becomes an employment problem. No employee will be retaliated against 
for voluntarily seeking help for this or any other type of personal problem.  
 
An employee convicted of a violation of any criminal drug statute must notify RVS within five (5) 
days after the conviction. An appropriate sanction shall be imposed, which may include required 
participation in a drug abuse assistance or rehabilitation program or corrective action up to and 
possibly including discharge.  RVS may be required to report any convictions or violations of 
criminal drug statutes to governmental agencies with whom RVS does business.  
A copy of the Drug/Alcohol Testing Policy can be found in Appendix A.  
 
Smoke-Free Workplace 
Smoking is not allowed in RVS vehicles, buildings, or work areas at any time. “Smoking” includes 
the use of any tobacco products (including chewing tobacco), electronic smoking devices, and e-
cigarettes.  
 
Smoking is only permitted during break times in designated outdoor areas. Employees using 
these areas are expected to dispose of any smoking debris safely and properly.  
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Workplace Violence Prevention 
RVS is committed to providing a safe workplace for our employees. Due to this commitment, we 
discourage employees from engaging in any physical confrontation with a violent or potentially 
violent individual or from behaving in a threatening or violent manner. Threats, threatening 
language, or any other act of aggression made toward or by any employee will not be tolerated. 
A threat may include any verbal or physical harassment or abuse, attempts to intimidate others, 
menacing gestures stalking; or any other hostile, aggressive, and/or destructive actions taken for 
the purposes of intimidation. This policy covers any violent or potentially violent behavior that 
occurs in the workplace or at RVS-sponsored functions.  
 
All RVS employees bear the responsibility of keeping our work environment free from violence 
or potential violence. Any employee who witnesses or is the recipient of violent behavior should 
promptly inform their supervisor, manager, or human resources department. All threats will be 
promptly investigated. No employee will be subject to retaliation, intimidation, or discipline 
because of reporting a threat in good faith under this guideline.  
 
Any individual engaging in violence against RVS, its employees, or its property will be prosecuted 
to the full extent of the law. All acts will be investigated, and the appropriate action will be taken. 
Any such act or threatening behavior may result in disciplinary action up to and including 
dismissal.  
 
RVS always prohibits the possession of weapons on its property, including our parking lots or RVS 
vehicles. Additionally, while on duty, employees may not carry a weapon of any type. Weapons 
include, but are not limited to, handguns, rifles, automatic weapons, knives that can be used as 
weapons (excluding pocketknives, utility knives, and other instruments that are used to open 
packages or cut string and for other miscellaneous tasks), martial arts paraphernalia, stun guns, 
and tear gas. Any employee violating this policy is subject to discipline up to and including 
dismissal, for the first offense.  
 
RVS reserves the right to inspect all belongings of employees on its premises, including packages, 
briefcases, purses and handbags, gym bags, and personal vehicles on RVS property. In addition, 
RVS may inspect the contents of lockers, storage areas, file cabinets, desks, and workstations at 
any time and may remove all RVS property and other items that are in violation of RVS rules and 
policies.  
  
Commitment to Safety 
Protecting the safety of our employees and visitors is a particularly important aspect of running 
our business.  
 
All employees have the opportunity and responsibility to contribute to a safe work environment 
by using commonsense rules and safe practices and by notifying management when any health 
or safety issues are present. All employees are encouraged to partner with management to 
ensure maximum safety for all.  
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In the event of an emergency, notify the appropriate emergency personnel by dialing 9 for an 
outside line, then dialing 911 to activate the medical emergency services.  
 
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.  
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PERSONNEL POLICIES HANDBOOK ACKNOWLEDGMENT AND RECEIPT  

 

I hereby acknowledge receipt of the Personnel Policies Handbook of Region V Services. I 
understand and agree that it is my responsibility to read and comply with the policies in the 
handbook.  
 
I understand that the handbook and all other written and oral materials provided to me are 
intended for informational purposes only. The handbook, RVS practices, and other 
communications do not create an employment contract or term. I understand that the policies 
and benefits, both in the handbook and those communicated to me in any other fashion, are 
subject to interpretation, review, removal, and change by management at any time without 
notice.  
 
I further understand that I am an at-will employee and that neither this document nor any other 
communication shall bind RVS to employ me now or hereafter and that my employment may be 
terminated by me or RVS without reason at any time. I understand that no representative of RVS 
has any authority to enter into any agreement for employment for any specified period of time 
or to assure any other personnel action or to assure any benefits or terms or conditions of 
employment or make any agreement contrary to the foregoing.  
  
 
_____________________________________  
Employee’s Name in Print  
  
_____________________________________  
Signature of Employee  
  
______________________________________  
Date Signed by Employee   
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EMPLOYEE ACKNOWLEDGMENT AND RECEIPT OF HARASSMENT POLICY  
 

 

I have read and understand RVS’s Harassment Policy. My signature below confirms my 
knowledge, acceptance, and agreement to comply with the policy.  
  
  
_____________________________________  
Employee’s Name in Print  
  
_____________________________________  
Signature of Employee  
  
______________________________________  
Date Signed by Employee   
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APPENDIX A:  DRUG AND ALCOHOL TESTING POLICY  
 

Introduction    
Alcohol or drug abuse by employees of RVS presents several unacceptable risks, including:  
 Risk of injury to coworkers, or members of the public, from accidents caused by an 

individual who is under the influence of alcohol or drugs.  
 Risk of harm to the organization, through reduced productivity, increased absenteeism, 

damage to property, or damage to our reputation.  
 Risk of physical, mental, emotional, and economic harm to the employee who is abusing 

drugs or alcohol, and to his or her family and friends.  
  
RVS is committed to maintaining a drug-free and alcohol-free workplace in the interest of safety 
and efficiency for all concerned. Compliance with RVS's Drug-Free and Alcohol-Free Workplace 
Policy is a condition of continued employment, and any violation of this policy will be dealt with 
as outlined herein.  
 
Policy Statement  
RVS is a drug-free workplace and does not permit drug or alcohol abuse by its employees. 
Violation of any of the rules and regulations, procedures, or requirements of this policy will result 
in corrective action. Depending on the circumstances, appropriate corrective action may include 
termination from employment, suspension, warning, probation, or any lesser sanction; 
reassignment, supervision, or limitation of responsibilities; or other action deemed to be 
commensurate with the problem.  
 
Rules and Regulations  

a. Use or Possession at Work The use or possession of alcoholic beverages or illegal 
drugs, and the unlawful manufacture, distribution, dispensation, possession, or 
use of a controlled substance, while on RVS property, on the job, or performing 
RVS business, is prohibited. This policy is not intended to prohibit the moderate 
use of alcohol at RVS sponsored events where alcohol is provided.  

b. Intoxication/Impairment Appearing for work or performing any job duties or RVS 
business while intoxicated or impaired by alcohol or drugs is prohibited. 
Employees who are believed to be intoxicated or impaired on the job may, in 
addition to any other appropriate action, be suspended, sent home, or reassigned 
for safety reasons while the situation is evaluated.  

c. Off-Duty Use.   The use of alcohol off duty and off premises in any manner which 
results in intoxication or impairment on the job, which adversely affects 
attendance or job performance, or which otherwise adversely reflects on RVS, is 
prohibited. The use of illegal drugs by employees, whether on or off duty and 
whether on or off premises, is prohibited under all circumstances.  
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Legal Drugs 
The use of legal drugs (over the counter or prescription medications) not in accordance with 
doctor's orders and/or manufacturer's recommendations is prohibited and considered abuse. 
Abuse of legal drugs shall be considered to be the same as use of illegal drugs. 

 Medical marijuana use and personal use is prohibited under this policy and will not 
qualify as a properly prescribed medication under this program. The Federal 
Government has concluded that no sound scientific studies support the medical 
use of marijuana for treatment and bars its use. RVS follows the Federal 
Government's stand on medical marijuana and will not allow its use.  

 
Job Applicants  
RVS will not hire a job applicant who is known to be currently abusing alcohol or legal drugs, or 
currently using illegal drugs.  
 
Right of Inspection  
RVS reserves the right to inspect at any time all vehicles, lunch containers, purses, boxes, 
packages, desks, lockers, and other personal property of employees on RVS premises or in an 
employee’s possession on work time for the purpose of enforcing this policy or other safety and 
security reasons.   
 
Drug and Alcohol Testing Policy  
RVS may require any employee or job applicant to submit to a blood, breath, and/or urine test 
for drugs or alcohol, in the following circumstances:   

a. Reasonable Cause: RVS may require any employee to be tested for the presence 
of drugs or alcohol based on reasonable cause.  Reasonable cause shall be defined 
as a reasonable suspicion, by a supervisor or above, concurred in by the senior 
manager available within the affected facility or department, that an employee's 
faculties are impaired on the job or that an employee has used or possessed illegal 
drugs. This determination of a reasonable suspicion may be based on a variety of 
factors, including but not limited to:  
(1) Direct observation, or reliable reports from coworkers or others.  
(2) Possession of drugs or alcohol on the premises, or use of drugs or alcohol 

at work, prior to work, or on break.  
(3) Behavior, speech, or other physical signs consistent with impairment.  
(4) A pattern of abnormal conduct or erratic behavior, which is not otherwise 

satisfactorily explained.  
(5) Accidents, on the job injuries, or property damage.  
(6) A combination of some of the above factors, and/or other factors in the 

judgment of management.  
Management's determination of whether reasonable cause exists shall be 
discretionary and shall be final.  

b. Follow-up Testing:  RVS may require a current employee to undergo testing during 
or following completion of a concern under this policy, without prior notice that 
such a test will be conducted.  
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c. Workplace Accident Testing:  In conjunction with the investigation of any 
accidents in the workplace, where the accident results in an injury to a person 
other than a minor injury requiring only first aid treatment and which did not 
involve medical treatment, loss of consciousness, restriction of work or motion, or 
transfer to another job, or when the accident results in an injury to a non-
employee for which injury, if suffered by an employee, a record or report could be 
required under OSHA, or which results in damage to property, including to 
equipment, in an amount reasonably estimated at the time of the accident to 
exceed more than $1,000, RVS may require employees to submit to drug or 
alcohol testing.  

f. Rehabilitation Testing:  RVS may require a current employee to undergo testing 
during or following completion of an evaluation or rehabilitation, without prior 
notice that such a test will be conducted.  

g. Refusal to Submit to Testing:  Refusal to submit to or cooperate in the 
administration of requested testing will result in termination of employment. 
This includes the use of any adulterant.  
 

Testing Process  
a. Scope   

Drug and alcohol testing of applicants or employees may include a urinalysis, breath 
analysis and/or blood sample testing as determined by RVS, the testing service 
provider and state law. Testing may include, but may not be limited to, detecting the 
presence of marijuana, cocaine, opiates, amphetamines, phencyclidine (PCP), and any 
adulterants. RVS may increase or decrease the list of substances for which testing is 
conducted at any time, with or without notice. In addition, RVS may require separate 
samples if multiple tests are conducted. Test levels and standards will be established 
by RVS and the testing service provider.  

b. Confirmation 
Initial positive tests shall be confirmed using a second test in accordance with 
applicable law.  

c. Specimen for Testing 
Testing shall be conducted at a location designated by RVS. Job applicants and 
employees selected for testing shall appear and provide the necessary sample at the 
precise time and place specified by RVS. Employees tested based on a suspicion that 
the employee may be impaired shall be transported to the testing site by a supervisor 
or another person designated by RVS.  The applicant and/or employee must sign any 
consent requested and provide any other requested information; failure or refusal to 
do so may result in discharge or denial of employment.  

d. Specifying Current Legal Use 
RVS will afford applicants and employees subject to testing the opportunity, prior to 
testing, to list all prescription and non-prescription drugs and controlled substances 
they have used and to explain the circumstances surrounding the use of such drugs 
and controlled substances.  Failure of any employee to adequately establish a legal 
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basis for the use of any drug or controlled substance with respect to which the 
employee tests positive shall constitute a violation of this policy.  

e. Approval Form 
Applicants and employees, prior to testing, must sign an approval form agreeing to 
the testing, authorizing the release of test results to RVS, and authorizing the 
disclosure of the results to the employee’s supervisor, higher management, and/or 
other persons on a “need-to-know” basis. RVS will obtain the results of the above 
referenced analyses and communicate or disclose such results to the employee’s 
supervisor, higher management, or any other person in accordance with RVS’s policies 
and procedures.  

f. Testing an Injured Employee 
An employee who is seriously injured and cannot provide a specimen at the time of 
the accident shall provide the necessary authorization to obtain hospital reports and 
other documents that may indicate whether there were any controlled substances or 
alcohol in his/her system.  

g. Notification of Results 
Employees and applicants will receive notification of positive test results and will be 
given an opportunity to explain such results. Failure to timely respond may result in 
an uncontested positive verification.  

 
Rehabilitation  

a. Purpose and Responsibility 
RVS recognizes that drug dependency and alcoholism are health problems and will 
attempt to work with and assist an employee who becomes dependent on drugs 
and/or alcohol. Employees will be assisted in identifying rehabilitation services, 
referral agencies, or other resources to help the employee in dealing with his or her 
problem. It is the employee's responsibility, however, to see that such problems do 
not interfere with proper job performance or expose others to the risk of harm. All 
employees are urged to obtain any necessary help before a personal problem 
becomes an employment problem.  

b. Evaluation and Treatment 
An employee may be allowed at the discretion of RVS, as an alternative to discipline 
or discharge for violation of this policy, to undergo an evaluation for chemical 
dependency. This alternative may be offered on a case-by-case basis, in the sole 
discretion of RVS management. If recommended by an evaluation, enrollment in and 
successful completion of an approved program of chemical dependency or alcoholism 
treatment may, in the sole discretion of RVS management, be offered once as an 
alternative to disciplinary action of an employee (not applicable to job applicants), 
and as a condition of continuing employment. Eligibility to return to work, and any 
special conditions on the employee's work, shall be determined on a case-by-case 
basis considering all relevant circumstances, including RVS's interest in safety and 
operational efficiency. 
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Records  
RVS shall not release the individual test results of any employee or applicant to any person 
outside the organization, without first obtaining written authorization from the tested employee 
or applicant, unless otherwise authorized by law. Information will be released only to those 
employees and agents who have a legitimate need to know the information for business 
purposes.  
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EMPLOYEE/APPLICANT CONSENT TO DRUG/ALCOHOL TEST  
  
  
  
Name: _________________________________ Position:  _______________________  
  
  
 By signing below, I verify that I have received RVS's policy for a drug and alcohol-free workplace. 
I consent to abide by that policy and to provide a sample of my blood, breath and/or urine for 
laboratory testing to determine the presence of drugs, alcohol and/or adulterant in my body if 
required. I understand and agree that if the sample I provide tests positive, I may be subject to 
corrective action and/or denial of employment. I also understand and agree that the test results 
will be made known to employees and agents of RVS with a legitimate need for the information 
in the performance of their jobs, and to others if required by law.  
  
  
 
_____________________________________  
Employee’s Name in Print  
  
_____________________________________  
Signature of Employee  
  
______________________________________  
Date Signed by Employee   
  
  
  
  
  
  


