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Welcome to 3Rivers

We are excited to welcome you to 3Rivers, a mission-driven organization formed in 2025 through
the merger of three respected agencies: Group Main Stream, Inc. (GMS), Uplift, Inc., and
Independence Advocates of Maine, Inc. (IAM). Together, we bring decades of experience,
passion, and commitment to supporting individuals with intellectual and developmental
disabilities across Maine. Our collective history is rich with advocacy, innovation, and person-
centered care.

As 3Rivers, we honor those legacies while creating something new, an integrated agency with a
unified mission:

Empowering and supporting people with disabilities to live purposeful, connected
lives by promoting independence, dignity, and inclusion.

At 3Rivers, our work is grounded in the following core values:

Accountability: We take ownership of our actions, follow through on
commitments, and hold ourselves and each other to high standards.

Adaptability: We embrace change, stay open to feedback, and grow through
learning and evolving together.

Collaboration: We work as one team, listening, supporting, and building on each
other’s strengths.

Empowerment: We support individuals in making their own choices, fostering
independence, self-expression, valuing every voice and experience with respect
and empathy.

Community: We believe in the power of connection and community. We are
dedicated to serving, placing the needs and well-being of those we support at the
center of all we do.

These values guide how we work together, support one another, and deliver services every day.

As a new member of the 3Rivers team, you are now part of a community that values your
contributions, supports your development, and trusts your good judgment. We offer meaningful
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work, robust training, and opportunities to grow your career in a field that truly makes a
difference.

Please take time to read through this employee handbook. It contains important information
about your role, our expectations, and the values we share. If you have any questions, your
supervisor and our Human Resources team are here to help. The most up-to-date version of this
handbook will always be available on our website, and printed copies are available upon request.

Thank you for joining us on this journey. We're glad you're here, and we look forward to seeing
the impact we'll make together.

Welcome,
The 3Rivers Leadership Team

Purpose of the Handbook

The 3Rivers Employee Handbook is designed to provide you with important information about
the agency’s mission, policies, procedures, and your role as a valued employee. It serves as a guide
to help you understand your rights, responsibilities, and the expectations we have of all staff
members. It also outlines the benefits, resources, and support systems available to help you thrive
in your role.

This handbook is not intended to cover every possible situation or replace direct communication
with supervisors and leadership. It is a living document, which may be updated as laws change,
agency policies evolve, or new practices are implemented. Employees will be notified of any
significant revisions and will be expected to review and acknowledge those updates.

Please take time to read through the handbook carefully. If you have any questions or need
clarification, contact your supervisor or the Human Resources Department. A digital version of
the most current handbook is available on our website, and printed copies are available upon
request.

Definitions/Abbreviations:

ACA Affordable Care Act

AD&D Accidental Death & Dismemberment

ADA Americans with Disabilities Act

ANCOR National Association of Community Service Providers
APS Adult Protective Services

BMV Bureau of Motor Vehicles
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BYOD Bring Your Own Device

CCPA Consumer Credit Protection Act

CDC Centers for Disease Control

CDS College of Direct Support

CEO Chief Executive Officer

CHRO Chief Human Resources Officer

CNA Certified Nursing Assistant

COBRA Consolidated Omnibus Budget Reconciliation Act
CPR Cardiopulmonary Resuscitation

CPS Child Protective Services

CRMA Certified Residential Medication Aide

DEIBA Diversity, Equity, Inclusion, Belonging, and Accessibility
DHHS Department of Health and Human Services

DOL Department of Labor

DRA Deficit Reduction Act of 2005

DSP Direct Support Professional

DUI/DWI Driving Under the Influence/Driving While Intoxicated
EAP Employee Assistance Program

EBT Earned Benefit Time

EEO Equal Employment Opportunity

EPL Earned Paid Leave

FFCA Federal False Claims Act

FLSA Fair Labor Standards Act

FMLA Family and Medical Leave Act

FTC Federal Trade Commission

HIPAA Health Insurance Portability and Accountability Act
HR Human Resources

HRIS Human Resources Information System

HVAC Heating, Ventilation, and Air Conditioning

ICF Intermediate Care Facility

ICHRA Individual Coverage Health Reimbursement Arrangement
ID Identification

Created: 07/01/2025

Board Approved: 08/27/2025
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IRS Internal Revenue Service

IT Information Technology

MACSP Maine Association of Community Service Providers
MANP Maine Association of Nonprofits
MBCC Maine Background Check Center
MHRC Maine Human Rights Commission
MMR Measles, Mumps, Rubella

MTG Maine Technology Group

NEO New Employee Orientation

NSOPW National Sex Offender Public Website
OADS Office of Aging and Disability Services
OE Open Enrollment

OIG Office of Inspector General

OSHA Occupational Safety and Health Administration
oT Overtime

PHI Protected Health Information

QE Qualifying Event

RPP Respiratory Protection Program

SMP Standard Measurement Period

SPD Summary Plan Descriptions

B Tuberculosis

TFH Treats Falls House (ICF)

TTY Teletypewriter

Created: 07/01/2025
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Employee Handbook Acknowledgement

| acknowledge that | have received and read the 3Rivers Employee Handbook. | understand that
this handbook is intended to provide a general overview of the agency’s policies, procedures, and
expectations. | understand that it is my responsibility to read and comply with the contents of
the handbook and any future updates.

| understand that this handbook does not constitute a contract of employment and that, unless
otherwise specified in a written agreement signed by the Chief Executive Officer or designee, my
employment with 3Rivers is at-will, which means that either the agency or | may terminate the
employment relationship at any time, with or without cause or notice.

| agree to direct any questions | may have regarding this handbook to my supervisor or the Human
Resources Department.

Employee Name (Print):

Employee Signature:

Date:

Human Resources Representative:
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Employment-at-Will

Employment at 3Rivers is on an at-will basis, unless otherwise specified in a written employment
agreement signed by the Chief Executive Officer or their designee. This means that either the
employee or 3Rivers may terminate the employment relationship at any time, for any lawful
reason, with or without notice.

Nothing in this handbook, nor any other policy, practice, or communication—whether oral or
written—is intended to create or should be construed as creating a contract of employment or a
guarantee of continued employment for any specific duration. This applies to all aspects of
employment, including position, compensation, and benefits.

Any salary figures communicated in annual or monthly terms are provided solely for the sake of
convenience or comparison and do not imply a contract of employment for any fixed term.

Only the Chief Executive Officer (or a designated executive with written authorization) may enter
into an employment agreement that modifies the at-will nature of the relationship. Any such
agreement must be in writing to be valid.

Nothing in this statement is intended to interfere with, restrain, or prevent employee
communications or concerted activity regarding wages, hours, or other terms or conditions of
employment, as protected by the National Labor Relations Act. Employees have the right to
engage in, or refrain from, such activities.

Equal Employment Opportunity (EEO) Policy

3Rivers is committed to providing equal employment opportunities to all employees and
applicants for employment. We do not tolerate discrimination or harassment of any kind.
Employment decisions at 3Rivers are based on merit, qualifications, and business needs.

3Rivers does not discriminate on the basis of:

e Race

e Color

e Creed

e Ethnicity

o National origin or ancestry
o Citizenship

o Religion

e Sex or gender (including pregnancy, childbirth, and related conditions)
o Gender identity or expression (including transgender status)
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e Sexual orientation

e Marital status

e Age

o Physical or mental disability

e Genetic information

o Results of genetic testing

e Veteran or military status

e Any other characteristic protected by applicable federal, state, or local law

This policy applies to all aspects of employment, including (but not limited to):
e Recruitment and hiring
e Job assignment and placement
e Compensation and benefits
e Promotion and advancement
e Progressive discipline and termination
o Training, education, and development
o Layoff, recall, and transfers
e Leaves of absence and other workplace policies

3Rivers strictly prohibits any form of unlawful harassment or discrimination. This includes, but is
not limited to, actions or behaviors that interfere with an employee’s work performance or create
an intimidating, hostile, or offensive work environment. Improper interference with the ability of
others to perform their job duties will not be tolerated.

All employment decisions are made based on an individual's qualifications, such as skills,
knowledge, licensure/certification, training, experience, and ability to meet the essential
requirements of the position. In accordance with state and federal law, individuals with a
substantiated history of client abuse, neglect, or mistreatment may not be eligible for
employment.

If you believe you have been subject to or have witnessed any form of discrimination or
harassment, you are encouraged to report the concern to your supervisor or the Human
Resources (HR) Department. All concerns will be addressed promptly, confidentially, and without
retaliation.

Anti-Discrimination and Harassment Policy (Including Sexual
Harassment)
3Rivers is committed to maintaining a workplace that is respectful, inclusive, and free from all
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forms of discrimination and harassment. Our Equal Employment Opportunity (EEO) Policy
outlines our commitment to providing equal opportunity in all aspects of employment. This policy
supplements that commitment by specifically addressing unlawful harassment, including sexual
harassment, and retaliation, which are prohibited by federal and state law and will not be
tolerated.

Harassment is unwelcome conduct based on a protected characteristic that:
e Has the purpose or effect of creating an intimidating, hostile, humiliating, or offensive
work environment;
o Unreasonably interferes with an individual’s work performance; or
o Adversely affects an individual’'s employment opportunities.

Examples of prohibited harassment may include, but are not limited to:
e Slurs, jokes, epithets, or name-calling;
« Offensive or derogatory comments or gestures;
o Stereotyping or demeaning remarks;
e Threats, intimidation, or hostile acts;
e Display or circulation of written or graphic material that ridicules or shows hostility toward
an individual or group.

Harassment does not need to be sexual in nature to be unlawful or subject to disciplinary action.

Sexual harassment is a specific form of unlawful harassment and is prohibited by Title VII of the
Civil Rights Act of 1964 and the Maine Human Rights Act. It includes unwelcome sexual
advances, requests for sexual favors, and other verbal, physical, or visual conduct of a sexual
nature when:

e Submission to the conduct is made a term or condition of employment;

e Submission to or rejection of the conduct is used as a basis for employment decisions; or

e The conduct creates an intimidating, hostile, or offensive work environment.

Examples include (but are not limited to):
« Unwanted sexual advances or propositions;
e Verbal abuse or jokes of a sexual nature;
o Comments about an individual’s body or sexual activity;
o Display of sexually suggestive materials;
o Leering, whistling, brushing against someone’s body;
« Inappropriate or suggestive gestures, touching, or remarks.

Sexual harassment can occur between any individuals, regardless of gender identity or
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organizational role.

All employees are encouraged to promptly report any conduct believed to be discriminatory or
harassing, including sexual harassment, even if the conduct is not directed at them. Reports can
be made to any of the following:

e Your immediate supervisor

e The Human Resources Department

e The Chief Deputy Director or Chief Executive Officer

Supervisors and managers are required to immediately report any complaint, observed incident,
or suspected harassment or discrimination to Human Resources or the Chief Executive Officer.

Employees are encouraged, but not required, to inform the person engaging in the behavior that
it is unwelcome. If this is uncomfortable or unsafe, reporting to a designated authority is
encouraged instead.

All reports of harassment or discrimination will be taken seriously and investigated promptly,
objectively, and as confidentially as possible. If a violation is found, appropriate corrective action
will be taken, up to and including termination of employment.

Retaliation against anyone who makes a good-faith report of harassment or discrimination,
participates in an investigation, or otherwise asserts their rights under this policy is strictly
prohibited and will result in disciplinary action.

3Rivers will provide:

« Initial and annual harassment prevention training for all employees;

« Additional training for supervisors and managers, including their responsibility to prevent,
identify, and respond to harassment;

o A written explanation of what constitutes harassment, including sexual harassment, and
how to report it;

e Access to internal complaint procedures and external legal options, including contact with
the Maine Human Rights Commission.

If an employee wishes to file a formal complaint outside of 3Rivers, they may contact:
Maine Human Rights Commission
51 State House Station
19 Union Street, Augusta, ME 04333
Phone: (207) 624-6290 | TTY: 1-888-577-6690 | Fax: (207) 624-8729
Website: www.maine.gov/mhrc
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Americans with Disabilities Act (ADA) and Reasonable Accommodation
Policy

3Rivers is committed to providing equal employment opportunities to qualified individuals with
disabilities in accordance with the Americans with Disabilities Act (ADA) and applicable state
laws. It is our policy to provide reasonable accommodation for qualified individuals with
disabilities to enable them to perform the essential functions of their positions and to enjoy equal
benefits and privileges of employment, unless doing so imposes an undue hardship on the
operation of the agency.

3Rivers prohibits discrimination or harassment against any employee or applicant based on a
disability, a history of disability, or a request for reasonable accommodation. We strive to foster
an inclusive and accessible workplace that supports the full participation of individuals with
disabilities.

An employee or job applicant with a disability may request accommodation by contacting the
Human Resources Department. Requests should include:
e A description of the accommodation being requested; and
e Supporting documentation from a qualified medical provider, if needed, to confirm the
existence of a disability and the functional limitations relevant to the job.

Upon receiving a request for accommodation, 3Rivers will:
e Engage in a timely, good-faith interactive process with the individual to determine what,
if any, reasonable accommodation(s) can be made;
e Review job duties, potential barriers, and possible accommodations; and
e Evaluate whether the requested accommodation is reasonable or poses an undue
hardship.

All medical information, documentation, and records related to accommodation requests will be
kept confidential, maintained in a separate medical file, and disclosed only as required or
permitted by law.

If accommodation would result in significant difficulty or expense for the organization, it may be
considered an undue hardship. In such cases, 3Rivers will explore alternative accommodations in
collaboration with the employee or applicant.

Employees are expected to:
e Promptly inform Human Resources of the need for accommodation;
o Participate actively in the interactive process;
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e Provide appropriate documentation if requested; and
e Notify Human Resources if their needs change or if the accommodation becomes
ineffective.

Employees or applicants who have questions about this policy, believe they have been denied
reasonable accommodation, or feel they have been subject to discrimination due to a disability
should contact the Chief Human Resources Officer or the Chief Deputy Director. Concerns will
be addressed promptly and confidentially.

Our Commitment to Diversity, Equity, Inclusion, Belonging, and
Accessibility (DEIBA)

At 3Rivers, we are committed to creating and sustaining a workplace where every employee has
the opportunity to contribute, grow, and thrive. We value the diverse backgrounds, perspectives,
experiences, and talents of our team members and believe that our differences strengthen us and
enhance our ability to support the individuals and communities we support.

Our commitment to diversity, equity, inclusion, belonging, and accessibility (DEIBA) is more than
a statement, it is embedded in our policies, our practices, and the way we lead and support. We
strive to foster an environment where:

e All voices are heard and respected;

e Everyone feels a sense of belonging and safety;

e Access and opportunity are actively promoted;

e Barriers to participation are removed; and

e Equity guides decision-making at all levels of the organization.

We recognize that this is ongoing work that requires intention, accountability, and action. 3Rivers
is dedicated to continuous learning, reflection, and improvement in our efforts to build a just and
inclusive organization—for our employees, the individuals we support, and our communities.

Conflict of Interest Policy

3Rivers is committed to operating with integrity and transparency. This policy is designed to
protect the integrity of the agency's decision-making processes, to enable stakeholders to have
confidence in our operations, and to ensure that the personal or financial interests of employees,
board members, officers, and volunteers do not conflict—or appear to conflict—with their duties
to 3Rivers.

This policy applies to all 3Rivers employees, board members, officers, and volunteers.
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Conflict of Interest: A conflict of interest exists when an individual’s personal, professional, or
financial interests—or those of a family member—interfere with their duties to 3Rivers,
compromise their judgment, or may give the appearance of such a conflict.

Covered Individuals Include:

e Employees: Any person receiving compensation from 3Rivers.

e Contractors: Individuals or entities engaged by 3Rivers under a contract or agreement,
including those who provide services but are not classified as employees.

e Officers and Board Members: Individuals elected or appointed to governance or advisory
bodies.

e Volunteers: Individuals providing services to 3Rivers without compensation.

e Family Members: Spouses, domestic partners, parents, siblings, children, grandparents,
grandchildren, in-laws, or others residing in the same household.

Disclosure Obligations: Any actual or potential conflict of interest must be disclosed in writing
as soon as it arises to the Chief Executive Officer or Board Chair.

Conflicts may include, but are not limited to:
e Arelationship (by blood, marriage, or domestic partnership) between employees or board
members within the same department or supervisory chain.
e Financial interest in a contract, transaction, or service with 3Rivers.
e Employment or board membership in a donor or funding organization.
e Receipt of grant funding or contracts by an organization with which a board member or
employee is affiliated.

Board Oversight
e The Board of Directors shall review all reported conflicts and determine if a conflict exists
and how it should be managed.
e Any interested party must recuse themselves from both the discussion and vote on the
matter.
e A vote will be held by the disinterested members of the Board to approve, reject, or
otherwise address the situation.

Restrictions on Participation
¢ Individuals with a conflict of interest may be asked to leave the meeting during discussion
of the matter unless their presence is needed to clarify facts.

Employment of Relatives and Relationships
e Relatives or individuals in a romantic relationship may not work in a direct supervisory
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relationship or within the same department/program without prior written approval from
the Chief Executive Officer.

e Supervisors may not oversee or evaluate individuals with whom they are in a familial or
romantic relationship.

Board Membership Restrictions
e Employees of state or federal regulatory agencies directly involved with 3Rivers contracts,
licensing, or oversight—and their immediate family members—are prohibited from serving
on the Board.

Procurement and Resource Allocation
e Anyone involved in decisions affecting 3Rivers expenditures or procurement must
disclose any interest in the vendor, contractor, or beneficiary and recuse themselves from
decision-making.

Temporary Leave for Board Members Seeking Employment
e A board member actively pursuing employment with 3Rivers must take a temporary leave
of absence from the Board until a hiring decision is made.
e The request for leave must be submitted in writing to the Board Secretary and formally
recorded in Board minutes.

Failure to disclose a conflict or comply with this policy may result in disciplinary action, up to and
including termination of employment, removal from the Board, or dismissal from volunteer duties.

Nepotism and Employment of Relatives and Domestic Partners

To ensure fairness, objectivity, and the integrity of our personnel decisions, 3Rivers maintains a
policy regarding the employment of relatives and individuals in close personal relationships. The
purpose of this policy is to prevent actual or perceived favoritism, conflicts of interest, or
disruptions to workplace morale, supervision, or security.

For the purposes of this policy:
e A relative is defined as a spouse, domestic partner, parent, child, sibling, grandparent,
grandchild, aunt, uncle, niece, nephew, or in-law or step-relative of the same.
e A domestic partner is defined as an individual with whom an employee shares a
committed, long-term personal and/or financial relationship, including shared living
arrangements.

Relatives and domestic partners of current employees may be considered for employment at
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3Rivers if:
e They meet the qualifications for the position; and
e Their employment does not result in a direct or indirect supervisory relationship or conflict
of interest.

Employees who are related or in a domestic partnership may not:
e Supervise, evaluate, or discipline one another;
e Influence each other's employment status, compensation, promotions, or work
assignments;
e Have access to each other’s confidential personnel records.

Employees who become related (e.g., through marriage) or enter into a domestic partnership
after beginning employment may continue working for 3Rivers so long as:

e They do not work in a direct or indirect supervisory relationship; and

e Their relationship does not negatively impact workplace morale, productivity, or safety.

If a conflict arises, 3Rivers will attempt to reassign one of the individuals to another position for
which they are qualified. If no alternative assignment is available, one of the employees may be
required to resign or transfer out of the organization.

Related or partnered employees are expected to:
e Maintain a high level of professionalism;
e Keep personal and work matters separate;
e Prioritize agency needs and the interests of the individuals we support.

Any exception to this policy must be requested in writing by a department/program director or
Human Resources, with justification for the exception. Final approval may only be granted by the
Chief Executive Officer or designee, and the written exception will be retained in both
employees’ personnel files.

Employees must promptly disclose any familial or domestic relationships that may arise during
the course of employment which may be subject to this policy. Failure to disclose such
relationships may result in disciplinary action.

Staff Conduct and Code of Ethics

At 3Rivers, every employee plays a critical role in fostering a professional, respectful, and ethical
environment for individuals we support, their families, coworkers, and our broader community.
This Staff Conduct and Code of Ethics outlines our shared responsibilities and the expectations
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that guide all aspects of our work. Employees are required to follow this code at all times.
Violations may result in disciplinary action, up to and including termination.

As an employee of 3Rivers, | will:

I will:

Treat all people with dignity, fairness, and respect—regardless of race, color, national
origin, religion, sex, gender identity, sexual orientation, age, marital status, disability, or
any other characteristic protected by law.

Support the autonomy, rights, and well-being of individuals supported, always placing their
interests at the center of my work.

Maintain confidentiality and privacy regarding any personal, medical, or financial
information obtained in the course of employment, including after employment ends.
Avoid conflicts of interest and will not use professional relationships for personal gain.
Accurately represent my qualifications, training, and experience, and refrain from offering
or providing services beyond my scope of practice.

Report suspected abuse, neglect, exploitation, or policy violations immediately to the
appropriate supervisor or agency authority.

Treat coworkers and colleagues with honesty, professionalism, and respect, and work
collaboratively to resolve conflicts constructively.

Avoid harassment, discrimination, or hostile conduct in any form, including verbal,
physical, or visual behavior.

Support ethical business practices, follow agency financial and marketing policies, and
avoid misrepresenting the agency'’s services.

Uphold the integrity of 3Rivers in public communications, including interactions with
families, external agencies, and the broader community.

Be punctual, reliable, and prepared to begin work as scheduled.

Maintain appropriate hygiene and dress professionally based on job duties.

Notify my supervisor if | am unable to perform my job or need to leave the worksite.

Use agency equipment and resources responsibly.

Follow safety procedures and act in ways that prevent harm or injury to myself or others.
Understand that staffing needs may require changes to work locations, schedules, or
additional shifts.

Participate in required trainings and performance evaluations and actively pursue
professional growth.

Model respectful, inclusive behavior and empower people supported to lead their own
lives.
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e Follow each individual’s Person-Centered Plan or ISP and support their goals.

e Speak respectfully to and about people supported at all times.

e Avoid any behavior—verbal, physical, or emotional—that could be considered abusive,
intimidating, or demeaning.

e Serve as a role model for the individuals we support and the public on how to treat people
with disabilities with respect and dignity.

e Advocate for the rights, preferences, and protections of people supported by 3Rivers.

Business and Community Relations

e All financial and business practices will be conducted lawfully, ethically, and in accordance
with internal policies.

e Marketing and outreach will be truthful and respectful of the privacy and dignity of people
we support.

e Community members and stakeholders will be treated with courtesy and professionalism.

e Suggestions, concerns, and complaints will be received respectfully and addressed in a
timely and appropriate manner.

Every employee is responsible for upholding this Code of Ethics. Violations, including unethical
behavior, dishonesty, exploitation, or failure to report concerns, may result in disciplinary action,
up to and including termination. Supervisors are responsible for modeling this code and
addressing any violations that arise.

By working at 3Rivers, you commit to fostering a safe, ethical, and inclusive workplace—one that
protects and uplifts the individuals we support and one another.

Professional Boundaries Policy

At 3Rivers, maintaining clear and consistent professional boundaries is essential to the well-being
of the individuals we support, the integrity of our services, and the safety and professionalism of
our workplace. This policy outlines expectations for conduct and relationship boundaries to guide
staff interactions and ensure that personal and professional roles remain appropriately distinct.

Professional boundaries are the physical, emotional, and psychological limits that protect
individuals from harm and ensure safe, ethical, and respectful relationships between employees
and the people we support. These boundaries:

e Promote trust and safety in service delivery;

e Prevent exploitation, favoritism, and conflicts of interest;

e Clarify role expectations for staff;

e Support accountability and consistent care.
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All employees are expected to:

Maintain a professional demeanor when interacting with individuals supported, families,
coworkers, and community members.

Avoid dual relationships, favoritism, or overly personal involvement that could interfere
with objective service delivery.

Communicate respectfully, using language that reflects dignity and support.

Follow agency procedures for supervision, documentation, and decision-making in all
service contexts.

Supervisors are expected to discuss professional boundaries regularly with staff and address
boundary-related concerns through informal feedback, supervision, and formal evaluations.

3Rivers provides initial and ongoing training on professional boundaries to all staff. This includes
recognizing signs of boundary crossings or violations and understanding how to maintain
appropriate limits.

The following are examples only and do not represent a complete list of possible violations.
Violations of professional boundaries may include, but are not limited to:

Engaging in personal relationships or friendships with individuals supported outside of
work;

Sharing personal contact information or social media accounts;

Accepting or giving personal gifts (unless approved by a supervisor);

Discussing personal problems, beliefs, or finances with individuals supported;

Prioritizing personal interests during work hours;

Failing to maintain physical or emotional boundaries in a manner appropriate to the
professional role.

Visitors and Socializing at Work

Employees should not bring visitors, including children, to worksites or residences where
they provide direct support unless approved in advance by a supervisor and clearly
beneficial to the individuals supported.

Personal socializing during work hours is discouraged unless it directly supports
community inclusion for individuals supported.

If individuals express interest in befriending a staff member’s family or friend, any
relationship must occur outside of work hours and only if appropriate for the individual's
goals and with supervisory approval.

Home Visits and Personal Relationships
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¢ Individuals supported should not visit employees' homes, except with written approval in
advance from a Department/Program Director and only for special occasions. Decisions
will be based on the potential impact to professional relationships and the home
environment.

e Employees must maintain clear separation between their personal lives and professional
responsibilities at all times.

At 3Rivers, staff should build relationships with the people we support that are friendly,
respectful, and professional. This means treating people with dignity, listening to their choices,
and helping them reach their goals. Staff should not use the relationship to meet their own
personal needs. Because staff have more responsibility and authority, it is important to keep the
relationship safe, fair, and focused on the individual supported.

Violations of this policy will result in disciplinary action, up to and including termination,
depending on the severity and impact of the boundary violation. 3Rivers uses a progressive
discipline process intended to support corrective learning and reinforce professional standards
and reserves the right to skip steps as warranted based on the severity of the violation.

If employees are unsure whether a situation presents a boundary issue, they are expected to
consult their supervisor or Human Resources before proceeding.

Confidentiality Policy

To ensure the privacy and dignity of individuals supported, and to protect confidential business
information in accordance with professional standards and applicable laws.

This policy applies to all employees, contractors, interns, trainees, volunteers, and Board
members of 3Rivers.

Employees and representatives of 3Rivers must maintain the confidentiality of all non-public
information concerning individuals supported, employees, donors, and business operations.

Definitions:

e Confidential Information: Includes, but is not limited to, personal, medical, financial, and
identifying information of individuals supported; employee records; agency contracts;
passwords; and proprietary agency information.

e Individuals Supported: Refers to all individuals receiving services or support from 3Rivers.

Guidelines:
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. Disclosure Restrictions:

o Do not share or discuss confidential information with anyone outside of 3Rivers
unless legally authorized.

o Internally, only share confidential information with those who need to know in
order to perform their job duties.

o Never post or discuss confidential information on personal or public social media
platforms.

. Electronic and Verbal Communication:

o Use encrypted and secure systems for all electronic transmissions containing
confidential information.

o Be mindful of surroundings when discussing confidential information—whether on
the phone, in meetings, or in public spaces.

o Employees should not read emails, faxes, or other correspondence not addressed
to them.

. Physical Records and Security:

o Store all physical records containing confidential information in locked file cabinets
or secure areas.

o Ensure computers and mobile devices are locked when unattended.

. Training and Awareness:

o Employees will receive training on confidentiality during onboarding and
periodically thereafter.

o Employees are required to sign a Confidentiality Agreement upon hire and reaffirm
annually.

. Violations:

o Breaches of confidentiality, whether intentional or accidental, may result in
disciplinary action up to and including termination.

HIPAA Privacy and Security Policy

To protect the privacy and security of individuals’ Protected Health Information (PHI) in
compliance with the Health Insurance Portability and Accountability Act (HIPAA) and relevant
state regulations.

This policy applies to all workforce members of 3Rivers who create, access, maintain, or disclose
PHI in any form.

Definitions:

Protected Health Information (PHI): Individually identifiable health information
maintained or transmitted in any form (electronic, paper, or oral).
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e Minimum Necessary Rule: Only the minimum amount of PHI needed to accomplish a task
should be accessed or disclosed.

e Use and Disclosure: “Use” refers to internal access; “Disclosure” refers to information
shared outside the agency.

Procedures:
1. Use and Disclosure:

o PHI may only be used or disclosed with written authorization from the individual
or their legal representative, unless an exception applies (e.g., treatment, payment,
operations, legal requirement).

o All consents must be documented, preferably in the designated electronic record
system Verbal consent must be documented in a HIPAA log if no written
authorization is obtained.

2. Individual Rights:

o Individuals or their legal representatives have the right to:

= Access their own records.

=  Request amendments.

=  Request restrictions on disclosures.

= Receive an accounting of disclosures.
3. Secure Communication:

o PHI must not be sent via personal email accounts.

o Faxes must include a HIPAA confidentiality disclaimer and be sent to confirmed
secure numbers.

o Cell phone and in-person conversations should be conducted discreetly and in
private spaces when possible.

4. Training:
o All employees will complete HIPAA training at hire and annually thereafter.
o Refresher training will be provided when policies or systems change.

5. Safeguards:

o Lock up physical records and shred them when no longer needed.

o Log out of secure systems when not in use.

o Encrypt all digital transmissions of PHI.

6. Reporting Breaches:

o Any potential or actual breach of PHI must be reported immediately to the Privacy
Officer or Human Resources.

o 3Rivers will investigate and report breaches in accordance with federal and state
law.

7. Sanctions:
o Employees found in violation of HIPAA requirements or this policy will be subject

Page 24 of 98
Created: 07/01/2025 Board Approved: 08/27/2025 Revised: 06/04/2026



3Rivers Employee Handbook

to disciplinary action up to and including termination, and may face legal
consequences.

Drug- and Alcohol-Free Workplace Policy

3Rivers is committed to providing a safe, productive, and healthy work environment for all
employees, individuals supported, and visitors. In alignment with the Drug-Free Workplace Act
of 1988, this policy outlines expectations regarding substance use and impairment.

This policy applies to all employees, contractors, volunteers, interns, and others representing
3Rivers in any capacity.

1. Prohibited Conduct:

o Employees may not use, possess, distribute, or be under the influence of illegal
drugs, unauthorized controlled substances, or alcohol while on duty, on 3Rivers
premises, in agency vehicles, or while performing agency business.

o The use of marijuana, medical or recreational, is prohibited during work hours and
on all agency property, regardless of Maine law allowances.

2. Prescription Medication:

o The lawful use of prescribed medications is permitted, provided they do not impair
the employee’s ability to perform essential job duties or pose a safety risk.

o Employees must notify their supervisor if they are taking medication that may
impair their performance.

3. Reporting Requirements:

o Employees must immediately report any knowledge of a coworker being under the
influence or impaired while on duty.

o If an employee is being relieved by someone suspected of being under the
influence, they must remain at the site until coverage is arranged and report the
concern immediately.

4. Legal Compliance:

o Employees must notify their supervisor immediately if convicted under any criminal
drug statute related to workplace conduct. 3Rivers may be required to notify
applicable government agencies.

5. Testing and Discipline:

o 3Rivers reserves the right to require drug or alcohol testing when reasonable
suspicion exists.

o Violations of this policy may result in disciplinary action, up to and including
termination of employment.

o All employees are required to sign a Non-Impairment Agreement upon hire.
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Smoke-Free Workplace Policy

To provide a safe and healthy work environment for employees, individuals supported, and
visitors by reducing exposure to secondhand smoke and maintaining compliance with Maine’s
Workplace Smoking Act and related laws.

This policy applies to all employees, contractors, visitors, and volunteers.

1. Prohibited Areas:
o Smoking is strictly prohibited in all enclosed 3Rivers workplaces, including:
= All agency-owned or leased buildings
= Agency vehicles
= Personal vehicles when transporting individuals supported or employees
2. Designated Smoking Areas:
o Smoking outdoors is allowed only in designated areas that are:
= At least 20 feet away from entrances, doorways, operable windows, and
Heating, Ventilation, and Air Conditioning (HVAC) intakes
= (Clearly marked and compliant with Maine state law
3. Definition of Smoking:
o "Smoking" includes the use of:
= Cigarettes, cigars, and pipes
= Electronic cigarettes or “vapes”
= Any other products that produce smoke or vapor containing nicotine or
cannabis
4. Breaks:
o Employees may only smoke during designated breaks and in designated areas.
o When on outings with individuals supported, employees must only smoke out of
view and at least 20 feet away from vehicles and individuals supported. Employees
may not leave individuals supported unattended at any time in order to take a
break.
5. Responsibility:
o Employees are responsible for properly extinguishing all smoking materials.
o Supervisors are responsible for ensuring this policy is followed and addressing
violations.
6. Enforcement:
o Violations of this policy may result in disciplinary action, up to and including
termination.
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Dress, Grooming, Hygiene, and Fragrance Policy

To maintain a safe, professional, and inclusive work environment that reflects the mission and
values of 3Rivers while promoting comfort, safety, hygiene, and respect for individuals supported,
coworkers, and the community.

3Rivers promotes a casual yet professional dress environment. All employees are expected to
present themselves in a way that supports a safe, respectful, and inclusive atmosphere.

General Standards:

e Clothing must allow for full range of motion and be appropriate for the job duties and
setting.

e Clothing must not contain profanity, offensive language, inflammatory social commentary,
or images.

e Clothing should not be excessively tight, revealing, or distracting.

e Administrative staff are generally expected to dress in business casual attire. Clean, non-
ripped jeans are permitted; however, jeans should not be worn when meeting with
external stakeholders, vendors, visitors, or during formal events or presentations.

e Supervisors may set specific expectations based on program/department needs.

Employees providing direct care must follow these guidelines:

Appropriate Attire v Inappropriate Attire X

v Clean non-ripped jeans or khakis X Workout attire, pajama bottoms, low-rise or
revealing pants, ripped or torn pants

v Turtlenecks, sweaters, jackets, long-sleeved | X Sleeveless tops, spaghetti straps, crop tops
or short-sleeved t-shirts, sweatshirts

v Closed-toe, slip-resistant shoes X Clothing showing the midriff

v Sneakers/athletic shoes, closed toed sandals | X T-shirts with inappropriate graphics or
with heel straps slogans

X Beachwear and flip-flops, unless part of a
planned beach activity

X Open-toed sandals, slippers

X High heels or shoes that compromise safety

e Jewelry must not present a safety or sanitation risk.
e Fingernails should be clean and trimmed in accordance with departmental standards.

Employees are expected to maintain cleanliness and good hygiene at all times, including:
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e Regular bathing and clean clothing.

e Hair and facial hair should be clean, neat, and kept in a way that does not interfere with
job duties.

e Clothing should be laundered regularly and free of strong odors.

To ensure the comfort of individuals with sensitivities or allergies, 3Rivers promotes a fragrance-
free environment.

Employees and visitors must:
e Refrain from wearing perfumes, colognes, scented lotions, body sprays, or other
fragranced personal care products while on agency premises or during work hours.
e Avoid bringing or using strong air fresheners, room sprays, incense, candles, or potpourri
in any agency space, including vehicles.
e Maintain good personal hygiene using unscented or fragrance-free products as a
substitute for masking odors with scent.

If an employee or visitor introduces fragrances that cause discomfort or health concerns for
others:
e A supervisor may require the individual to remove the scent, change clothing, or leave the
premises until the issue is resolved.
e Repeated violations may result in further action, consistent with agency policy.

Enforcement
e Supervisors may request that an employee change or address any issue related to dress,
grooming, hygiene, or fragrance.
e Hourly employees required to leave to change will not be compensated for that time.
e Repeated violations may result in disciplinary action, up to and including termination.

Social Media Acceptable Use Policy

3Rivers encourages open communication, learning, and innovation—including the responsible use
of social media. Social media platforms can be powerful tools for professional engagement, but
when used inappropriately, they also pose risks to privacy, confidentiality, and the reputation of
our organization and those we serve.

As used in this policy, “social media” refers broadly to blogs, forums, and platforms such as
Facebook, Twitter, LinkedIn, Instagram, YouTube, TikTok, Reddit, and similar technologies.

Employees may maintain personal social media accounts on their own time using personal
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devices. However, employees must:
e Ensure personal social media activity does not interfere with work responsibilities.
e Never share confidential or protected information about 3Rivers, its employees,
individuals supported, or partners.
e Comply with 3Rivers’ policies on privacy and confidentiality, including HIPAA and other
applicable laws.

Employees may engage in work-related social media use only if:
e The activity is directly related to their job duties.
e The activity has prior approval from their manager or designated leadership.
e No individual supported by 3Rivers, employee, visitor, or partner is identified or
referenced without documented, written consent.

All work-related online activity must be conducted in a professional manner consistent with
3Rivers’ mission and values.

Social media is a public forum. All employee activity—whether on-duty or off-duty—should
reflect the respect and dignity 3Rivers extends to the individuals we serve, our colleagues, and
our community. Avoid:

e Obscene, offensive, or inflammatory language.

e Personal insults, threats, or discriminatory remarks.

e Posting content that may harm 3Rivers’ reputation or relationships.

Employees must not post content that could be viewed as harassing, bullying, or discriminatory
toward any individual or group.

Employees may not use social media to promote services that compete with 3Rivers or
disparage 3Rivers or its mission.

Employees must not share or reference:
e Protected health information or personal identifying information about individuals
supported.
e Internal business operations, financial data, or proprietary processes.
e Any information learned through employment that is not public knowledge.

When in doubt, do not post. Contact the Human Resources Department for clarification.

Employees should not use the 3Rivers name, logo, pictures, or other materials without written or
verbal permission from the Chief Human Resources Officer or designee. Do not share or post
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content that belongs to someone else unless you have approval to use it. Anything created as
part of your job at 3Rivers belongs to the agency.

Employees are expected to comply with all relevant local, state, and federal laws including but
not limited to:

e HIPAA and privacy laws

e Copyright and trademark laws

e FTC guidelines

e Anti-harassment and discrimination laws

3Rivers may monitor the use of its networks and systems, including social media activity
conducted on work devices or during work hours.

Violations of this policy may result in disciplinary action, up to and including termination of
employment.

Nothing in this policy is intended to interfere with or restrict employee rights under federal, state,
or local law, including the right to engage in protected concerted activity under the National
Labor Relations Act.

Speaking to Media Policy

To ensure accuracy, consistency, and protection of confidential information, only designated
individuals may speak on behalf of 3Rivers to members of the media.

Only the Chief Executive Officer, or a person explicitly designated by the Chief Executive Officer,
is authorized to serve as a spokesperson for 3Rivers in any communication with media
representatives, including but not limited to:

e Television, radio, and print reporters;

e Online journalists or bloggers;

e Podcast or documentary producers;

e Freelance writers or public media outlets.

Employees are not authorized to make public statements, provide interviews, or comment to the
media in any capacity—official or unofficial—on behalf of 3Rivers without prior approval from the
Chief Executive Officer.

If an employee is approached by a member of the media, they should respond with:
“l am not authorized to respond to your request. Please direct your inquiry to our Chief Executive
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Officer.”

The employee must then promptly notify the Chief Executive Officer that a media inquiry has
been received and provide any relevant details, such as the name of the reporter, outlet, and
topic of the request.

In the case of an emergency, incident, or legal matter involving 3Rivers, employees should not
comment or speculate to the media. All media inquiries in such cases must be immediately
referred to the Chief Executive Officer or designee.

Employees may express personal opinions on social media or other public platforms but must
clearly distinguish personal views from the views of 3Rivers. Employees may not:

e Use their position at 3Rivers to imply authority to speak on behalf of the organization;

e Disclose confidential or proprietary information;

e Represent or misrepresent organizational policies or positions.

Failure to comply with this policy may result in disciplinary action, up to and including termination
of employment.

For all media inquiries, contact:
Chief Executive Officer

Whistleblower Protection Policy

3Rivers expects all directors, officers, and employees to uphold high standards of legal and ethical
conduct. This Whistleblower Policy ensures that anyone who in good faith reports a suspected
violation of law, policy, or ethical standards is protected from retaliation.

Employees are protected from retaliation for reporting:

e Violations of laws or regulations;
Unsafe practices or threats to health or safety;
Medical errors (if the employee is a healthcare worker);
Refusal to perform tasks that endanger their own life or others;
Involvement in government investigations or hearings;
Suspected fraud or misuse of 3Rivers’ financial resources.

These protections are supported under:
e Federal Law: False Claims Act (31 U.S.C. § 3730(h))
e State Law: Maine Whistleblower Protection Act (26 M.R.S.A. §§ 831-840)
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Employees should report concerns to:
e Their supervisor or department/program director;
e The Chief Human Resources Officer if the concern involves their supervisor;
e The Chief Executive Officer, who is responsible for ensuring all reports are investigated,;
e The Board of Directors, for financial misconduct or unresolved concerns.

Reports may be submitted confidentially or anonymously and will be kept confidential to the
extent possible to ensure a fair and thorough investigation.

Investigation and Response
e The Chief Executive Officer or designee will acknowledge receipt of the report within 5
business days.
e All reports will be promptly investigated.
e If the complaint involves financial misconduct, the Chief Executive Officer will notify the
Board of Directors immediately.
e Appropriate corrective action will be taken if a violation is confirmed.

Reports must be made in good faith with a reasonable belief that a violation has occurred.
Malicious or knowingly false reports are serious offenses and may result in disciplinary action.

No employee who in good faith reports a concern shall face harassment, discipline, termination,
or other retaliation. Any act of retaliation will result in corrective action, up to and including
termination.

Employees who believe they have been retaliated against may also contact:

Maine Human Rights Commission
19 Union Street, Augusta, ME 04333
Phone: 207-624-6290 | TTY: Maine Relay 711
Website: www.maine.gov/mhrc

Corporate Compliance and Fraud, Waste, and Abuse Policy

The purpose of this policy is to establish and promote a culture of integrity and legal compliance
at 3Rivers and to meet the requirements of the Federal False Claims Act, the Deficit Reduction
Act of 2005 (DRA), and applicable Maine laws. 3Rivers is committed to preventing, detecting, and
correcting fraud, waste, and abuse in all aspects of its operations, including services reimbursed
through MaineCare (Medicaid) or other federally funded health programs.
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This policy applies to all 3Rivers employees, contractors, vendors, and agents.

Federal False Claims Act (31 U.S.C. §§ 3729-3733): The False Claims Act imposes civil liability
on individuals or organizations that knowingly submit false or fraudulent claims for payment to
the federal government. Violations may include submitting claims for services not provided,
overstating service complexity, or falsifying documentation.

Under this law, "knowingly" includes:
e Actual knowledge of the false information;
e Acting in deliberate ignorance of the truth;
e Actingin reckless disregard of the truth.

Penalties may include fines, treble damages, and exclusion from federal healthcare programs.

Maine Law - Whistleblower Protection Act (26 M.R.S.A. §§ 831-840): Maine law prohibits
employers from retaliating against employees who report violations of laws or unsafe practices.
Employees are protected when reporting internally or to external agencies and are not required
to suffer adverse employment actions for raising legitimate concerns.

Deficit Reduction Act of 2005 (Section 6032): As a recipient of $5 million or more in annual
MaineCare payments, 3Rivers is required to:
e Provide written policies to employees and contractors regarding the False Claims Act and
whistleblower protections;
e Implement procedures to detect and prevent fraud, waste, and abuse;
¢ Include information about these rights and procedures in the employee handbook.

Definitions:
e Fraud: Intentional deception or misrepresentation made to obtain unauthorized benefits
(e.g., billing for services not rendered, altering documentation).
e Waste: Overuse or misuse of resources, services, or practices that result in unnecessary
costs.
e Abuse: Practices that are inconsistent with accepted business or medical practices that
result in unnecessary costs (e.g., upcoding, unbundling of services).

Examples of Fraud, Waste, and Abuse:
e Billing for services not provided (“phantom billing”)
e Double billing or submitting duplicate claims
e Upcoding or inflating charges
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e Providing used equipment but billing for new

e Automatically ordering unnecessary tests ("reflex testing")

e Falsifying cost reports or employee time sheets

e Offering free services in exchange for Medicare or Medicaid numbers
¢ Unbundling services that should be billed as a package

e Falsifying clinical documentation

All employees and contractors are expected to:
e Comply with all applicable laws, regulations, and policies;
e Participate in training related to compliance and fraud prevention;
e Report suspected fraud, waste, or abuse immediately to their supervisor, the Director of
Human Resources, or the Chief Executive Officer.

Reports can also be made confidentially or anonymously through the agency’s compliance
reporting process.

Under both federal and state law, any employee who, in good faith, reports suspected fraud,
waste, abuse, or violations of law:
e |Is protected from retaliation, harassment, suspension, demotion, or termination;
e May be entitled to legal remedies if they suffer retaliation;
e May file complaints externally with the Maine Human Rights Commission or applicable
federal agencies if internal resolution fails.

False or malicious reports made knowingly without basis may result in disciplinary action.

The Chief Executive Officer or designated Compliance Officer will:
e Acknowledge receipt of the complaint within five (5) business days;
e Investigate all allegations thoroughly and confidentially to the extent possible;
e Implement corrective actions as warranted, which may include disciplinary measures,
reporting to appropriate authorities, and process improvements.

All employees will receive annual training on:
e The Federal False Claims Act;
e State fraud and whistleblower laws;
e How to recognize and report fraud, waste, and abuse.

Documentation of training and policy acknowledgment will be maintained in each employee's
file.
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To report suspected fraud, waste, or abuse, contact:

Director of Human Resources
25 Winter Street
Gardiner, ME 04345
Phone: (207) 582-8021

Or file a complaint with:
Maine Human Rights Commission
19 Union Street, Augusta, ME 04333
Phone: 207-624-6290 | TTY: Maine Relay 711
www.maine.gov/mhrc

Hiring and Onboarding Policy
To ensure a consistent, compliant, and comprehensive onboarding process for all employees,
3Rivers maintains structured hiring and orientation procedures. This policy outlines requirements
for new hires, initial and ongoing training, and the responsibilities of both the agency and staff to
meet licensing and regulatory standards.

All candidates for employment at 3Rivers must:

Successfully complete required background checks and reference verifications (see
Background Check Policy);

Meet minimum qualifications as outlined in the job description;

Receive a conditional offer of employment, pending background and training clearance;
Submit required documentation (e.g., proof of education, driver’s license, immunization
records);

Complete all pre-employment paperwork and onboarding documentation with Human
Resources.

All newly hired employees will participate in New Employee Orientation, which introduces
3Rivers' mission, values, and policies, and includes mandatory initial training as required by
federal and state regulations. Topics include, but are not limited to:

Bloodborne Pathogens & Infection Control

Exposure Control Plan

HIPAA (Health Insurance Portability and Accountability Act)
Sexual Harassment Prevention & Reporting

Reportable Events and Mandatory Reporting

Hazard Communication & Global Harmonizing System (OSHA)
Fire Safety
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Rights of Adults with Intellectual Disabilities and Autism
Consumer Abuse, Neglect, Mistreatment & Concerns
DHHS Grievance Process

Emergency Procedures

Workplace Ethics and Professional Boundaries
Diversity

Training is delivered via a combination of online modules and in-person sessions. Employees are
expected to complete required trainings within the assigned timeframes.

Each program, location, and department will provide job-specific orientation based on the
employee’s assigned duties. This includes:

Site-specific policies and safety procedures

Person-specific support plans

Medication administration (as applicable)

Program- and population-specific compliance and care expectations
Emergency and crisis response protocols

Supervisors are responsible for ensuring new staff receive adequate training before being
assigned independent responsibilities.

Role-Specific Training Requirements
A. Direct Support Professionals (DSPs)

o Must obtain or already possess State of Maine DSP certification.
o Must complete required College of Direct Support (CDS) modules within two weeks
of hire before working alone.
o DSPs administering medications must hold a valid Certified Residential Medication
Aide (CRMA) credential.
o DSPs must complete all trainings outlined in the DSP Training Matrix, including role-
specific courses such as:
= Career Planning
=  Community Membership
=  Employment Specialist

B. Case Managers

o Must complete required training per 14-197 Chapter 10, Section E, including:
= Pre-service training before assuming duties
» Training within 60 days of hire
= Annual continuing education
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o Must review orientation resources including the Case Management Orientation
Checklist and Technical Assistance Guide.

C. Behavioral Health Staff

o Must comply with 10-144 CMR Chapter 123 requirements.

o Orientation plans must be completed and reviewed annually.

o Training includes clinical competencies, licensing requirements, and program-specific
protocols.

D. ICF Staff (upon hire and annually thereafter unless otherwise indicated)

o Respiratory Protection Program (RPP)

o Medical Clearance (upon hire and as required) plus Annual Respirator Fit Test
Emergency Operations Plan

Active Treatment & Dignity, and Resident Rights

Resident Lifting (upon hire)

Driver Safety (as applicable)

O O O O

Ongoing Training and In-Services

All employees are required to complete mandatory refresher trainings at designated
intervals (e.g., annually or biennially).

Failure to complete mandatory trainings may result in disciplinary action, up to and
including removal from the schedule or termination.

Employees are encouraged to participate in external workshops and conferences with
supervisory approval.

Compliance and Recordkeeping

The Training Manager is responsible for tracking completion and maintaining all staff
training records.

Staff training records are subject to review by licensing entities and must be kept up to
date.

Non-compliance with required training may place the agency at risk and will be addressed
promptly and may be subject to disciplinary action.

If a required in-service creates significant hardship, the employee must request an excused
absence in writing to their supervisor. Unexcused absences may be subject to the attendance
policy. The employee will be responsible for working with their direct supervisor to attend a
make-up training to complete all training requirements.
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Background Check and Hiring Policy

To ensure the safety and well-being of individuals supported by 3Rivers, and to comply with
federal and state laws, including the MaineCare Benefits Manual Provider Qualifications and the
requirements of the Maine Background Check Center (MBCC), all employees, contractors, and
others who may provide direct support or have unsupervised access to individuals receiving
services must undergo a comprehensive background check.

This policy applies to:

All newly hired employees;

Contractors, non-agency direct care workers, volunteers, students, and interns who may
have unsupervised contact with individuals supported by 3Rivers;

Current employees, who must undergo background check renewal every 24 months or as
required by regulation.

Initial and recurring background screenings may include, but are not limited to:

National criminal history records

Bureau of Motor Vehicles (BMV) driving record

Adult Protective Services (APS) registry

Child Protective Services (CPS) registry

State and Federal Office of Inspector General (OIG) Exclusion Lists

National Sex Offender Public Website (NSOPW)

Maine Certified Nursing Assistant (CNA) Registry (if applicable)

Maine Department of Professional and Financial Regulation for applicable licensing and
permitting (e.g. Nursing, Social Workers)

Maine Background Check Center (MBCC) clearance

Hiring Decisions and Disqualifying Offenses

Individuals with disqualifying convictions, as defined by the MBCC or the MaineCare
Benefits Manual, will not be eligible for hire unless they have received an approved waiver
through MBCC.
3Rivers may consider MBCC waiver requests on a case-by-case basis, evaluating:

o The seriousness and nature of the offense;

o The time since the offense;

o The relevance to the position;

o The candidate’s work history, references, and alignment with 3Rivers’ mission.

Applicants with non-disqualifying convictions not listed by MBCC will also be evaluated
individually under the same criteria.
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Substantiations and Criminal Activity During Employment
e Employees must notify Human Resources or the Chief Executive Officer immediately if
they are convicted of a crime, or become the subject of a substantiated APS or CPS
investigation during their employment.
e 3Rivers will determine appropriate action in accordance with licensing standards, MBCC
policy, and internal procedures, including potential suspension or termination.

Reference and Driver’s License Checks
e A minimum of two professional references will be checked and reviewed by Human
Resources prior to hiring any candidate.
o Diriver’s license and driving record checks are required before any employee is permitted
to operate an agency vehicle. These checks will be conducted annually for all applicable
employees.

All applicable new hires must comply with the State of Maine’s Immunization Program for
Healthcare Workers. Human Resources will verify immunization records during onboarding.

Participation in a TB screening program is also required for ICF staff. Exemptions for medical or
other lawful reasons must be documented and approved by the Chief Human Resources Officer
or designee.

Outside agency staff, contractors, and direct care personnel must meet all background check,
training, and immunization requirements prior to being assigned to work at or on behalf of
3Rivers.

All background check results and documentation will be treated as confidential.

Training Policy

3Rivers is committed to providing high-quality services through the development and ongoing
training of its employees. All training activities are designed to ensure compliance with federal,
state, and local regulations, promote employee competence, and support the mission of
empowering individuals with intellectual and developmental disabilities.

All new employees are required to complete an orientation program within 14 days of hire, which
includes:
e A job-specific orientation checklist, sighed by the employee, their supervisor, and the
Department/Program Director.
e Required documentation and an overview of agency policies, procedures, safety protocols,
and mission-related practices.
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e A copy of the completed checklist is maintained in the employee’s personnel file.

Initial training will include, as applicable:
e Rights of individuals supported
e Developmental disabilities and person-centered practices
e Behavior intervention and crisis prevention techniques
e First Aid and CPR
e Seizure disorder management (as needed)
e Medication administration
e Mandated reporter requirements
e Universal precautions and infection control
e Overview of the Direct Support Professional (DSP) training curriculum

Employees are not permitted to work independently until they have completed all required initial
training and certifications relevant to their position.

3Rivers ensures that all staff remain in compliance with federal, state (including DHHS and
MaineCare), and agency-specific training mandates. Ongoing training includes but is not limited
to:

e Annual or bi-annual recertifications

e Training updates in rights, safety, behavior supports, and documentation standards

e Specialized training based on program needs and individual support plans

Failure to maintain training and certification requirements may result in progressive disciplinary
action, up to and including suspension without pay or termination of employment.

Compensation for Training
e Employees attending in-house training required by 3Rivers will:
o Not be charged for training fees or materials
o Be paid for time spent in training, consistent with FLSA and Maine wage laws
e If a nonexempt employee must retake a required course due to failure, 3Rivers reserves
the right to compensate the retake time at minimum wage

External and Elective Training
e Employees who wish to attend training not provided in-house must request prior approval
from their Department/Program Director.
o If approved, 3Rivers will reimburse and/or cover:
= The cost of the course
= Travel/mileage expenses
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»= Time spent attending the training (at the employee’s regular rate of pay)
e |If an employee attends a publicly available training that is also provided in-house by
3Rivers, and did not receive prior approval, the employee will not be reimbursed for course
costs, materials, mileage, or time.

If an employee is scheduled for a training session, internal or external, that is paid for by 3Rivers
and fails to attend without prior approval:

e The employee may be subject to disciplinary action

e The employee may be required to reimburse the cost of the training

All training participation, certifications, and renewals will be:
e Tracked and documented by the Human Resources Department
e Maintained in the employee’s personnel or training file
e Audited regularly to ensure agency-wide compliance

Questions regarding training requirements, compensation, or course eligibility should be directed
to the employee’s supervisor or the Human Resources Department.

Salary Methodology Policy

At 3Rivers, employee compensation is guided by a structured and equitable salary methodology
that supports recruitment, retention, internal fairness, and compliance with applicable state and
federal laws. This policy outlines the principles used to determine and manage salary ranges and
individual compensation decisions.

To establish and update salary ranges for each job classification, 3Rivers utilizes the following
practices:

e Primary Benchmarking Source: The Maine Association of Nonprofits (MANP) Biennial
Compensation Report and the Maine Health Care Association Annual Long-Term Care
Wage & Fringe Benefit Report are the primary tools for determining market-competitive
salary ranges.

e Job Match Accuracy: Compensation decisions are informed by the degree of alignment
between the internal job descriptions at 3Rivers and the external benchmark descriptions
used in the survey. Adjustments may be made where responsibilities, scope, or complexity
significantly differ.

e Supplemental Data: When a comparable position is not listed in the MANP survey, other
regional or national nonprofit compensation surveys or industry-specific sources may be
used to establish market-informed salary ranges.

e Budget Considerations: All salary ranges must align with 3Rivers’ financial capacity and
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long-term sustainability. Proposed pay structures are reviewed against the agency’s
approved budget before implementation.

Individual employee salaries are determined based on the following factors:
e Years of directly related experience
e Relevant education and certifications
e Internal equity across similar roles
e Position responsibilities and scope
e Organizational salary structure and budget availability

The Chief Executive Officer or designee may approve salary placement within the established
range. Variations outside of established ranges require approval by the Board of Directors.

3Rivers supports the principle of rewarding employee performance and professional growth. The
agency may provide merit-based increases based on the results of formal annual performance
evaluations, subject to:

e The availability of funds within the approved budget;

e The employee’s overall performance and adherence to agency standards;

e Organizational priorities for retention and equity.

Merit increases are not automatic and must be supported by documentation and management
approval.

All compensation decisions are made in compliance with:
e Federal and Maine wage and hour laws
e The Equal Pay Act
e The Maine Equal Pay Law, which prohibits discrimination in compensation based on
protected characteristics

3Rivers is committed to pay equity across all positions and actively reviews compensation data
to identify and address potential disparities.

Salary methodology and compensation structures are reviewed periodically by the Chief
Executive Officer and the Leadership Team to ensure continued alignment with best practices,
market conditions, and the mission of 3Rivers.

For questions about this policy or your individual compensation, please contact your supervisor
or the Human Resources Department.
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Job Description Policy

The purpose of this policy is to ensure that all employees of 3Rivers have a clear understanding
of their roles and responsibilities. Job descriptions are essential tools for recruitment,
performance evaluation, professional development, and ensuring regulatory compliance.

3Rivers maintains a current job description for each active position within the organization. Job
descriptions are developed by Human Resources in collaboration with department leaders and
are reviewed periodically to ensure accuracy and relevance.

Distribution to Applicants and Employees
e Job descriptions are made available to candidates during the recruitment and interview
process.
e Upon hire, each employee is provided with a copy of their job description during
orientation.
e A signed copy acknowledging receipt and understanding is placed in the employee’s
personnel file.

Revisions and Updates
e Job descriptions may be updated due to organizational needs, regulatory changes, or
modifications in job duties.

e When ajob description is revised, affected employees will be:
o Notified of the changes;
o Provided with a copy of the revised job description; and
o Required to sign an acknowledgment of the updated version, which will be placed

in their personnel file.

Employees are responsible for reviewing and understanding the job description for their
position. Questions or concerns about job duties or expectations should be directed to the
employee’s supervisor or Human Resources.

Job descriptions are available electronically to employees through the internal HR portal and may
also be requested from Human Resources at any time.

Job Classification Policy

To ensure fair treatment, legal compliance, and consistent application of benefits and scheduling
practices, all employees of 3Rivers are classified by both FLSA status and employment type.
These classifications determine eligibility for benefits, overtime pay, and job protections.
Classifications are based on the duties of each position and the employee’s regular work schedule
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and may be reviewed or changed at the discretion of the agency.

Fair Labor Standards Act (FLSA) Classification

Exempt Employees: Exempt employees are paid on a salaried basis and are not eligible for
overtime pay under the Fair Labor Standards Act (FLSA). They are paid a consistent weekly salary,
regardless of hours worked, and must use Earned Benefit Time (EBT) or Earned Paid Leave (EPL)
to cover full-day absences within their scheduled workweek.

Nonexempt Employees: Nonexempt employees are paid on an hourly basis and are eligible for
overtime pay for all hours worked over 40 in a workweek. These employees must accurately
record all time worked and receive approval for overtime in advance.

Employment Types

Regular Full-Time (36+ Hours): A Regular Full-Time Employee is someone who is regularly
scheduled to work 36 hours or more each week and who is not in a temporary or per diem status.
Full-time employees are eligible for the full agency benefits package, subject to plan terms and
eligibility requirements.

Regular Part-Time (24-35 Hours): A Regular Part-Time Employee is someone who is regularly
scheduled to work between 27 and 35 hours per week. Part-time employees may be eligible for
some agency benefits, depending on the benefit plan and the number of hours worked.

Regular Part-Time (Less than 24 Hours): A Regular Part-Time Employee is someone who is
regularly scheduled to work less than 24 hours per week. Part-time employees may be eligible
for some agency benefits, depending on the benefit plan and the number of hours worked.

Temporary Employees: A Temporary Employee is someone who is hired for a specific time
period not to exceed six (6) consecutive months to fill a short-term need or complete a specific
project. Temporary employees may be full-time or part-time and are not eligible for benefits,
except as required by law (e.g., Earned Paid Leave).

Per Diem/Relief Employees: A Per Diem/Relief Employee is someone who provides intermittent
coverage on a scheduled or as-needed basis are required to work a minimum number of hours or
shifts per month. Per Diem/Relief employees are not guaranteed hours and are not eligible for
benefits other than those noted below. Per Diem/Relief employees:
o Are not eligible for benefits, except for voluntary 401(k) contributions, and Earned Paid
Leave as required by Maine law;
e Arerequired to work the minimum number of shifts outlined in their per diem agreement;
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e Must participate in weekend and holiday coverage, as assigned;

e Are held to the same performance standards as all other employees and must respond to
scheduling contacts within 24 hours;

e Must attend required training, scheduled supervisions and staff meetings and participate
in annual evaluations;

e May not switch between per diem and regular status more than once per year or three
times within 10 years;

« May be terminated if they fail to accept any shifts for a full 4-week cycle.

3Rivers reserves the right to modify an employee’s classification or status based on operational
needs, scheduling patterns, funding changes, or role changes. Supervisors must submit
documentation for any status change to Human Resources for review and approval.

Job Performance, Evaluation, and Progressive Discipline Policy

The purpose of this policy is to establish clear expectations for employee performance, provide
a structure for ongoing feedback and formal evaluations, and outline a fair, consistent process
for addressing performance or conduct issues. This ensures a professional, accountable
workforce and supports 3Rivers’ mission of providing high-quality services to individuals with
intellectual and developmental disabilities.

3Rivers values open communication and consistent feedback as key components of employee
development and success. Supervisors are responsible for regular, constructive supervision to:

e Clarify job expectations;

e Provide coaching and guidance;

e Identify strengths and opportunities for improvement;

e Recognize achievements and contributions.

Supervision should be documented using an agency-approved method or tool, and saved for
reference.

Employees are encouraged to request feedback, ask for support, and discuss concerns with their
supervisor at any time.

Performance evaluations are used to assess how well employees fulfill their job responsibilities
and align with 3Rivers’ mission and values.
e Introductory Evaluation: Conducted within the first 90 days of employment or promotion.
e Annual Evaluation: Conducted within 30 days of the employee’s anniversary each year.
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Evaluation Process:
e Conducted using standardized forms;
e May include input from multiple supervisors or team members;
¢ Includes feedback, development goals, and acknowledgment of accomplishments;
e Employees may submit written comments or responses;
e Signed evaluations are placed in the employee's personnel file.

Evaluations inform decisions about promotions, compensation, training, and personnel
development.

3Rivers uses a progressive discipline model to support performance improvement and address
misconduct or violations of policy fairly and consistently. The goal is to correct problems through
education and accountability, while preserving a safe and productive workplace.

Disciplinary action will only be taken when there is just cause, defined as conduct or performance
contrary to expectations, policies, or 3Rivers’ values. Supervisors must ensure:

e The employee was aware or should have been aware of the expectations;

e Expectations are reasonable and appropriate to the job;

e A fair investigation of the incident or issue was conducted;

e Documentation and credible evidence support the violation;

e Discipline is applied fairly and consistently across similar situations.

All disciplinary actions must be reviewed and approved by the Chief Human Resources Officer
prior to implementation.

Discipline may include one or more of the following levels, depending on the severity of the issue:
1. Verbal Warning (documented)

Written Warning

Written Reprimand

Suspension or Demotion

Termination

ko

Supervisors may bypass steps based on the seriousness of the issue or the employee’s disciplinary
history.

Categories of Infractions

Major Offenses (may result in immediate demotion or termination):
e Abuse, neglect, or mistreatment of individuals supported;
e Falsification of records or documentation;
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Criminal conduct impacting the job or workplace safety;
Serious violations of confidentiality or HIPAA;

Substance abuse impacting job performance or safety;
Conduct endangering others or disrupting agency operations.

Minor Offenses (typically addressed progressively):

Tardiness or absenteeism;

Disrespect or insubordination;

Policy violations that do not impact safety;
Incomplete or late documentation;

Failure to complete required training.

Each step in the progressive discipline process must be recorded on a Progressive Discipline Form
and include:

Description of the issue and context;

Specific policies or expectations violated;

Evidence of prior coaching or corrective steps;
Timelines and expectations for improvement;
Statement of potential next steps if issues continue.

Employees will be asked to sign the documentation to acknowledge receipt. Refusal to sign will
be noted, with a witness signature obtained. Employees may submit a written response for their

file.

Suspension, Demotion, and Termination

Suspension may be used to allow for investigation or as a disciplinary response to serious
violations. May be with or without pay, depending on the circumstances.

Demotion may be considered in lieu of termination, based on position requirements and
the employee’s performance history.

Termination may occur when progressive discipline steps fail or the violation is serious
enough to justify immediate dismissal. Chief Executive Officer approval is required.

Employees in their introductory period may be separated from employment at any time and are
not guaranteed progressive discipline.

Upon written request and subject to no further disciplinary action:

Written warnings and reprimands may be archived after 3 years;
Suspensions and demotions may be archived after 5 years;
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e Records related to abuse, neglect, or mistreatment are permanent and may not be
removed.

This policy is intended to promote fairness, accountability, and performance excellence
throughout the organization. Questions or concerns should be directed to the Human Resources
Department.

Promotions, Demotions, and Transfers Policy

The purpose of this policy is to establish clear guidelines for internal movement within 3Rivers,
including promotions, demotions, and transfers, in order to support career development, ensure
operational efficiency, and promote fair and transparent personnel decisions.

Promotions
A promotion is a move to a position with increased responsibility, authority, or compensation.

Eligibility:
e Employees must have successfully completed their introductory/probationary period
e Must demonstrate consistent performance that meets or exceeds job expectations.
e Must meet the qualifications of the new position, including required certifications or
credentials.

Process:

¢ Promotional opportunities may be posted internally. Employees are encouraged to apply
through the designated HR process.

¢ Qualified internal candidates will be considered alongside external applicants.

e Promotions must be approved by the appropriate Department/Program Director within
their chain of command and the Director of Human Resources.

e Employees will receive a revised job description and compensation review as part of the
promotion process.

Transfers
A transfer is a move to a different program, worksite, shift, or role within 3Rivers at a similar level
of responsibility and pay.

Eligibility:
e Employees must have successfully completed their introductory period before requesting
a transfer, unless a transfer is initiated by management.
e Exceptions may be made at the discretion of Human Resources or program leadership.
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Process:
e Employees must submit an Employee Schedule Change Request Form to their current
supervisor.

e The Chief Human Resources Officer will review the request in consultation with the
Department Director and appropriate site leadership.

e An interview may be required as part of the internal transfer process.

e The employee will be notified of a decision within three (3) weeks of the request.

e All decisions regarding transfers, whether approved or denied, will be documented and
maintained in the employee’s personnel file.

Important Notes:
e Internal transfers are not guaranteed and are subject to program needs, employee
qualifications, and performance.
e Transfers may be initiated by the agency at any time to meet programmatic needs or to
best serve the needs of the individuals supported.

Demotions
A demotion is a voluntary or involuntary move to a position with decreased responsibilities,
authority, or compensation.

Voluntary Demotion:
e May be requested by an employee for personal or professional reasons.
e Subject to review and approval by Human Resources and the receiving department.

Involuntary Demotion:
e May result from performance issues, disciplinary action, reorganization, or elimination of
a position.
e Employees will receive written notice outlining the reasons for the demotion.
e Employees may appeal an involuntary demotion through the established grievance
process.

Documentation and Records
e All promotional, transfer, or demotion decisions will be documented in the employee’s
personnel file.
e Employees receiving new positions will receive updated job descriptions and may be asked
to sign documentation acknowledging the change.
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Termination of Employment and Exit Process Policy

This policy outlines the process and expectations surrounding the termination of employment at
3Rivers, including voluntary resignations, involuntary terminations, and layoffs. It ensures that all
separations from employment are handled consistently, lawfully, and professionally, while
protecting the rights of employees and the interests of the agency.

Voluntary Termination (Resignation)
Employees are encouraged to submit a written and dated resignation notice to their supervisor.
The notice should follow the timelines below to be considered a resignation in good standing:

e Direct care staff and ICF Nurses: are expected to provide a 14-day notice

e Dietary, Facilities, Housekeeping: are expected to provide a 14-day notice

e Administrative and Support Staff: are expected to provide a 14-day notice

e Managers / Case Managers / Directors: are expected to provide a 30-day notice

e Senior Leadership: are expected to provide a 45-day notice

Resignation Guidelines:

e The use of earned benefit time (EBT/EPL) or floating holidays is not permitted during the
resignation period.

e Employees who provide and work their full notice period will be considered in good
standing and generally eligible for re-hire.

e If an employee’s last scheduled day falls on a holiday and is not worked, holiday pay will
not be issued.

e 3Rivers reserves the right to accept a resignation immediately and offer pay in lieu of
working the notice period.

Involuntary Termination
Termination of employment initiated by 3Rivers may result from performance deficiencies,
conduct issues, or policy violations. Termination may occur:

e After progressive discipline has been documented, when appropriate;

e Immediately, for serious misconduct or egregious violations (see below).

Examples of offenses that may result in immediate dismissal include, but are not limited to:
e Mistreatment, abuse, neglect, or exploitation of individuals supported;
e Theft, falsification of records, or timecard fraud;
e Use or possession of illegal drugs or alcohol while on duty;
e Reporting to work under the influence;
e Harassment, threats, or physical violence;
e Sleeping on duty;
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e Insubordination, refusal to carry out job duties;

e Sabotage or destruction of agency or individual supported property;
¢ Unauthorized access to confidential information;

e Possession of weapons on company property;

e Absence for two shifts without notice;

e Criminal or driving conviction impacting job responsibilities.

Probationary Employees: Employees in their introductory period may be separated at any time
without progressive discipline. Such dismissals are not considered disciplinary and are not eligible
for appeal.

Layoff and Reduction in Force
Layoffs may occur due to:
e Reduction in work;
e Program closures;
e Changes in reimbursement or licensing;
e Funding constraints.

Layoff Order (when feasible):
1. Voluntary reduction in force (leave of absence or hours cut);
2. Probationary employees;
3. Least senior employee in affected job classification.

Layoff Considerations: The Chief Executive Officer may consider employee skills, evaluations,
specialty, training, and job performance in layoff decisions.

Notice: Employees will receive at least 14 days’ notice unless external circumstances (e.g., state
decisions) prevent it.

Rehire Preference: Laid-off employees may be recalled to similar positions within 6 months based
on qualifications and availability.

Final Pay and Benefits
Employees who separate from 3Rivers will receive their final paycheck no later than the payroll
following the last day of work.

Final Pay Details:
e Employees who resign in good standing will receive 50% of accrued but unused EBT/EPL.
e Employees laid off will receive 75% of accrued but unused EBT/EPL.
e Employees terminated involuntarily are not eligible for payout of EBT/EPL unless
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mandated by law.

Employees who leave before completing their introductory period are not eligible for
EBT/EPL payout.

The official separation date is the day after the last worked or approved leave day,
regardless of any final EBT/EPL payout.

Benefit coverage will end on the last day of the month in which the employee worked.
Employees with health benefits will receive information regarding Consolidated Omnibus
Budget Reconciliation Act (COBRA) continuation coverage.

Exit Process

The Human Resources Department will conduct an exit interview when possible, to collect
feedback, retrieve agency property, and confirm final payroll details.

All agency property (keys, phones, laptops, ID badges, documents, etc.) must be returned
by the last day of employment. Failure to return items may result in a deduction from final
pay or a theft report to law enforcement.

Exit evaluations will be completed by the supervisor and submitted to Human Resources.
Letters of recommendation, if provided by supervisors or directors, must be clearly stated
as personal and not on behalf of the agency.

Rehire Eligibility Policy
Employees who leave 3Rivers in good standing (e.g., proper notice given, satisfactory
performance) may be eligible for rehire. Former employees who were terminated for cause or

left without notice may not be eligible for rehire without written approval from the Chief Human
Resources Officer.

Employees who are rehired by 3Rivers will be subject to the standard onboarding and orientation
process unless otherwise determined by Human Resources. The impact of rehire on seniority,
benefit accruals, and other employment-related matters will depend on the length of the break
in service, as follows:

Rehire Within 30 Days

Employees who return to employment within 30 calendar days of separation will be
treated as having continuous service for purposes of:

o Seniority

o Earned Benefit Time (EBT) or Paid Leave accrual tier

o Retirement plan vesting (if applicable)

o Longevity-based benefits or awards
Their original hire date will be reinstated for all applicable records.
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Rehire After 30 Days
e Employees who return to employment after 30 calendar days will be treated as new hires
for:
o Seniority
o Leave accruals
o Probationary period
e Prior service may be considered in specific circumstances (e.g., for retirement plan vesting
or recognition of experience), but this is at the discretion of Human Resources and must
be approved in writing.

In all cases, employees must meet rehire eligibility criteria, and prior performance history will be
reviewed before extending any offer of reemployment.

Pay Period and Pay Schedule Policy
3Rivers compensates employees on a weekly basis to ensure timely and consistent payment for
all hours worked.

Pay Period
e The standard pay period begins at 12:00 a.m. on Saturday and ends at 11:59 p.m. on
Friday.

e This pay period applies to all employees, excluding staff at Treats Falls House.
o The pay period for staff at Treats Falls House begins at 7:00 a.m. on Saturday and
ends at 6:59 a.m. the following Saturday.

Pay Date
e Employees are paid every Thursday for the previous week’s work.
e If aregularly scheduled pay date falls on a holiday, employees will be paid on the preceding
business day.

Direct Deposit
e All employees are required to use direct deposit to ensure prompt and secure access to
wages.
e Employees may access their pay stubs electronically through the payroll system.

Open Door Policy

3Rivers values open communication and encourages all employees to share ideas, concerns, and
suggestions regarding workplace operations, culture, and the services we provide. We operate
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with an open door philosophy, meaning that employees are welcome to speak freely with their
supervisor, Department/Program Director, Executive Leadership, or the Chief Human Resources
Officer at any time.

While we encourage employees to follow the appropriate chain of communication, beginning
with their immediate supervisor, employees may bring issues directly to other members of
leadership when appropriate or necessary.

All input is welcomed and will be considered in a respectful, confidential, and non-retaliatory
manner. No employee will face discipline or negative consequences for sharing feedback or
concerns in good faith and in a respectful and professional manner.

Your voice matters, and we are committed to fostering a workplace where open dialogue leads
to shared success.

Timekeeping and Reporting Policy

The purpose of this policy is to ensure accurate and consistent tracking of employee work hours,
attendance, and time off using the agency's designated timekeeping system. Accurate
timekeeping is essential to comply with wage and hour laws and to ensure employees are
compensated appropriately.

This policy applies to all non-exempt and exempt employees of 3Rivers.

Timekeeping Expectations
1. Use of the agency’s designated timekeeping system:

o All non-exempt/hourly employees are required to use the agency’s designated
timekeeping system to clock in and out at the beginning and end of each scheduled
shift, and for all meal breaks (if unpaid).

o Exempt employees are not required to clock in/out but must use the agency's
designated timekeeping system to record absences and submit time-off requests,
including any day where less than 4 hours is worked.

2. Accurate Reporting:

o Employees are expected to accurately record their own time. Falsifying, tampering
with, or altering time records may result in disciplinary action, up to and including
termination.

o Employees may not clock in or out for another employee under any circumstances
(known as “buddy punching”).
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3. Meal and Break Periods for non-exempt/hourly employees:

o Employees must clock out for unpaid meal breaks (typically 30 minutes).

o Rest breaks of 15 minutes or less are paid and do not require clocking out.

o Maine law generally requires that employees be offered at least a 30-minute unpaid
meal break after six (6) consecutive hours of work, except when the nature of the
work allows for more frequent but shorter breaks, or when taking a break would
pose a hardship to the operation.

o For direct care staff, the ability to take meal or rest breaks may be impacted by the
needs of the individuals receiving supports. While the agency will make reasonable
efforts to provide breaks in accordance with Maine law, breaks cannot be
guaranteed in all situations.

4. Missed Punches for non-exempt/hourly employees:
o If an employee forgets to clock in/out, they must notify their supervisor
immediately and submit a Timesheet Change Request in the agency's designated
timekeeping system.

5. Review of Timecards:
o Timecards must be reviewed and approved by the employee and their supervisor
at the end of each pay period.
o Any disputes regarding hours worked must be raised prior to payroll processing.

Corrections and Audits
e Supervisors are responsible for reviewing and approving timecards for their direct reports.
e The Payroll Department and HR will conduct periodic audits to ensure compliance with
timekeeping policies.

Violations of this policy, including but not limited to repeated missed punches, falsification of
time, or unauthorized time off, may result in progressive disciplinary action up to and including
termination.

If you have any questions about this policy or how to use the agency's designated timekeeping
system, please contact your supervisor or the HR Department.

Overtime and Compensatory Time Policy

To comply with the Fair Labor Standards Act (FLSA) and the Maine Department of Labor
regulations, and to ensure fair and consistent practices for employee compensation related to
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overtime and compensatory time.

This policy applies to all employees of 3Rivers, including those classified as non-exempt and
exempt under the FLSA.

Employees are informed of their FLSA classification (exempt or non-exempt) at the time of hire
or upon any change in job position. Classifications are reviewed annually by the Chief Human
Resources Officer or when job duties or descriptions change significantly.
e Exempt employees are paid on a salary basis and are not eligible for overtime pay.
¢ Non-exempt employees are paid hourly and are eligible for overtime in accordance with
the FLSA.

Overtime for Non-Exempt Employees
e Overtime is defined as hours actually worked in excess of 40 hours in a single workweek.
e Overtime is paid at 1.5 times the regular hourly rate for each hour worked beyond 40.
e Paid time off (EBT/EPL, holidays, etc.) does not count as hours worked for the purpose of
calculating overtime.
e All overtime must be approved in advance by the employee’s supervisor or Program
Director. Unauthorized overtime may be subject to disciplinary action.

3Rivers does not offer compensatory time (“comp time”) in lieu of overtime pay to non-exempt
employees, in accordance with FLSA restrictions for private employers.

For exempt employees, reasonable adjustments in work schedules may be granted by supervisors
to account for unusually demanding workweeks, but such adjustments are not required and are
not considered compensatory time under this policy.

3Rivers may require employees to work additional shifts to ensure proper staffing and support
to individuals supported. When mandatory overtime is necessary:
e Arotating list may be used to equitably assign shifts.
e [f a staff member fails to sign up when required, shifts may be assigned directly.
e The final decision regarding mandated overtime rests with the Program Director or
Administrator.
e Reasonable accommodation will be considered when appropriate.

Improper Salary Deductions (Exempt Employees)
3Rivers complies with all FLSA requirements regarding salary basis and will not make improper
deductions from exempt employees’ pay. Permitted deductions may include:

e Legally required deductions (e.g., taxes)
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e Authorized benefit deductions

e Full-day absences or partial day for less than 4 hours worked for personal or medical
reasons (as allowed by law and policy)

e Suspensions for serious policy violations

e Offsets for jury duty, military pay, or witness fees

e Unpaid time during initial/final weeks of employment or unpaid FMLA leave

If an employee believes an improper deduction has been made, they must report it immediately
to the Human Resources Department. Any confirmed improper deduction will be reimbursed
promptly.

Questions about overtime eligibility, FLSA classification, or timekeeping practices should be
directed to your supervisor or the Human Resources Department.

Attendance, Work Schedules, Shift Expectations, and Meal & Rest
Breaks Policy

This policy sets expectations for attendance, work schedules, punctuality, shift responsibilities,
and meal and rest breaks. It ensures fairness, safety, operational continuity, and compliance
with federal and Maine labor laws.

Work Schedules and Hours
e The standard work week begins on Saturday at 12:00 a.m. and ends Friday at 11:59 p.m.
e Employees will receive notice of their individual schedules based on programmatic needs
and staffing requirements.
e Employees may be assigned rotating, fixed, or flexible schedules depending on the position
and department.

Attendance and Punctuality

e Employees are expected to report to work on time and be prepared to work at the start
of their shift.

e If an employee will be late or absent, they must personally notify their supervisor using
the communication method(s) their supervisor has previously approved, at least 4 hours
before their shift, or by 5:00 a.m. for morning shifts, unless otherwise directed.

e Failure to call and/or show up for a scheduled shift is a “no call, no show” and:

o May result in immediate progressive disciplinary action.
o Two consecutive no call/no shows will be treated as a voluntary resignation.

e Attendance records will be reviewed monthly and during supervisory check-ins.
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Unplanned Absences

Include illness, family emergencies, or urgent matters.
Must not exceed:

o 80 hours annually for full-time staff.

o 40 hours annually for part-time staff.
Absences beyond these limits or demonstrating a pattern of abuse may result in
progressive disciplinary action.
If insufficient EBT/EPL exists to cover absences, additional time off will be unpaid and
subject to progressive discipline.

Tardiness, Leaving Early, Leaving Late

Tardiness, leaving early, or working beyond scheduled hours without prior approval is
monitored and may lead to progressive discipline.

Employees must obtain supervisor approval before leaving early for emergencies or
personal reasons.

Shift Expectations

Employees are expected to work their full scheduled shift.

Leaving a shift early without approved coverage is a serious violation and may result in
progressive disciplinary action.

Staff in direct care roles must arrive and clock in 5 minutes early to receive shift reports
and must remain on-site until relieved by a qualified staff member.

Minimum Coverage Requirements

Staffing ratios are determined by the needs of the individual supported and regulatory
standards.

Employees are required to work as scheduled to maintain minimum staffing ratios.
Failure to comply may result in progressive disciplinary action, up to and including
termination.

Meal and Rest Breaks for Administrative Staff Only
Rest Breaks (Paid):

Over 4-8 hours: 1 paid 15-minute break.
Over 8-12 hours: 2 paid 15-minute breaks.
Over 12-16 hours: 3 paid 15-minute breaks.
Over 16-18 hours: 4 paid 15-minute breaks.

Meal Break (Unpaid):

Employees working 6+ consecutive hours are eligible for a 30-minute unpaid meal break
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unless:
o A waiver is signed by the employee.
o An emergency or public safety risk exists.
o The work site has only three or fewer staff on duty.
e Meal breaks and rest breaks must not be combined or taken at the beginning or end of a
shift.

Meal and Rest Breaks for Direct Care Staff

Due to the nature of direct care work and the needs of the individuals receiving supports, meal
and rest breaks for direct care staff may differ from the standard schedule provided to other
employees.

The agency complies with Maine law requiring a 30-minute unpaid meal break after 6
consecutive hours of work, unless:
e An employee signs a voluntary waiver.
e An emergency or public safety risk exists.
e The work site has only three or fewer staff on duty.
e The nature of the work makes an uninterrupted break impractical or creates a hardship
to the operation.

While the agency will make reasonable efforts to provide rest and meal breaks in accordance
with law and policy, direct care staff should understand that breaks cannot be guaranteed at
fixed times and may be:

o Delayed until coverage is available.

e Shortened or split into segments.

e Taken in an alternate location to maintain supervision and safety.

Community-Based Work and Outings
e Breaks are generally not taken during community events, medical appointments, or
outings unless coverage is available.
« Staff should coordinate with supervisors to take breaks before or after outings when
possible.
o If an outing exceeds four hours and coverage is available, breaks may be taken during
the outing.

The safety, supervision, and well-being of individuals served take precedence over scheduled
break times. Staff are expected to remain flexible and communicate with supervisors to arrange
breaks when service needs allow.
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Schedule Changes and Emergencies
e Schedules may be changed with notice to meet agency needs.
e Temporary changes in shift, hours, or duties may occur in emergency situations.
e 3Rivers reserves the right to make necessary staffing adjustments in compliance with
applicable laws.

Pay Deductions and Garnishments Policy

This policy outlines the types of lawful deductions that may be made from employees’ pay and
describes how 3Rivers will comply with federal and state laws regarding wage garnishments.

3Rivers is committed to ensuring that employee compensation is handled lawfully, fairly, and
transparently. Deductions from employees’ paychecks are made in accordance with the Fair
Labor Standards Act (FLSA), the Maine Department of Labor regulations, and any applicable court
orders or legal requirements.

Authorized Deductions
3Rivers will deduct from employees' pay only those amounts that are:
e Required by law, such as:
o Federal, state, and local income taxes
o Social Security and Medicare (FICA) taxes
o State-mandated garnishments
e Court-ordered or government-mandated, including:
o Wage garnishments (e.g., child support, tax levies, bankruptcy orders)
e Authorized in writing by the employee, such as:
Contributions to retirement plans (e.g., 401(k))
Health, dental, vision, and life insurance premiums
Voluntary benefits
Donations to 3Rivers-sponsored charitable programs
Repayment of advances or overpayments
Deductions for voluntary purchases such as meals from agency operated locations
or optional branded apparel
o Deductions for uniforms, tools, or equipment (only as permitted by law)

© © O O O

Employees will be informed of all voluntary deductions at the time of enrollment and may change
elections during designated open enrollment periods or as permitted by law.

3Rivers complies with the FLSA's salary basis requirements. Deductions from the salaries of
exempt employees will only be made in accordance with federal and state laws, including:
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e Full-day or half-day absences for personal reasons

e Full-day or half-day absences due to illness or disability when unpaid leave or benefit time
applies

e Penalties for serious workplace misconduct

e During the first or last week of employment (if the employee did not work a full week)

e For unpaid FMLA leave

e For legally authorized deductions (taxes, benefits, garnishments)

If an exempt employee believes that an improper deduction has been made, they should report
it to Human Resources. 3Rivers will promptly investigate and, if necessary, correct the error and
reimburse the employee.

Garnishments
When 3Rivers receives a legal garnishment order or wage assignment:
e Employees will be notified in writing when a garnishment is received and prior to the first
deduction.
e Garnishments will be processed in compliance with applicable federal and state laws,
including limits set by the Consumer Credit Protection Act (CCPA).
e 3Rivers will withhold only the amount legally required and remit payments to the
appropriate agency or creditor.
e Employees are encouraged to contact the garnishing agency or court for questions about
the debt or order.

Employee Responsibility

Employees are responsible for reviewing their pay stubs and reporting any concerns about
deductions to Human Resources promptly. Requests for corrections must be made as soon as an
error is noticed.

Non-Retaliation

Employees who inquire about or report concerns related to their compensation or deductions
will not be retaliated against in any way. 3Rivers values transparency and encourages open
communication regarding payroll matters.

Mileage and Travel Reimbursement Policy

To provide clear guidance for employees of 3Rivers regarding the use of personal vehicles and
reimbursement of authorized travel expenses incurred during the course of official business.

3Rivers encourages the use of agency vehicles for business travel whenever possible. When
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agency vehicles are unavailable or impractical, employees may use personal vehicles with proper
authorization. This policy outlines mileage reimbursement, meal and lodging stipends, and
procedures for submitting requests.

Mileage Reimbursement
e Rate: Employees who use their personal vehicles for authorized agency business will be
reimbursed at $0.54 per mile.
e Eligibility: Mileage will be reimbursed only when:
o An agency vehicle is not available.
o Travel exceeds the employee’s normal commute.
o Travelis pre-approved by a supervisor.

Non-reimbursable Mileage:
e Commuting to and from the employee’s home and regular work location.
e Travel using a personal vehicle when an agency vehicle was available.

Reimbursable Mileage:
e Travel from an office or program location to offsite work-related appointments, trainings,
or meetings.
e Direct travel from home to a work-related location, if in excess of the employee’s regular
daily commute.
o Offsite travel for training or meetings if pre-approved and exceeding regular commuting
distance.

Documentation Requirements:

e A completed mileage reimbursement form with the following:
o Date of travel
o Destination(s) and purpose
o Oirigin of travel (home, office, etc.)
o Total miles (with applicable commute deduction)

e Employee and supervisor signatures.

e Submissions are due by the 15th of the month following the month of travel.

Other Rules:
e Only one employee may claim mileage per vehicle.
e Mileage for multi-day events may include travel between the hotel and event site.

e Mileage for internal trainings on 3Rivers property will only be reimbursed if during
scheduled shifts.
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Parking and Tolls
e Parking: Reimbursed with itemized receipts if parking is not provided at the offsite event.
e Tolls: Reimbursed with a receipt or EZ-Pass statement (only if exceeds regular commute).

Meals
e Employees attending overnight, offsite trainings or conferences will receive a meal stipend
of $45.00 per day, unless meals are provided by the event.
e Meal expenses must be documented with itemized receipts.
e Alcohol is not reimbursable under any circumstance.

Lodging
e All overnight accommodations must:
o Be approved in advance by the employee’s supervisor.
o Bereserved and paid using an agency credit card, when available.
o Include only the necessary duration for business purposes.
o Only be approved when the business location is more than one (1) hour and thirty
(30) minutes from the employee's assigned primary office location.

Submission Process
e Travel and mileage reimbursement requests must be:
o Completed in full with supporting documentation.
o Submitted to the employee’s supervisor for review and approval.
o Submitted by the 15th of the month following the month of travel to ensure timely
reimbursement.

Sign-0On and Referral Bonus Policy

To support workforce development and address staffing needs, 3Rivers may offer sign-on and
referral bonuses as recruitment incentives for full-time positions that are difficult to fill due to
sustained staffing shortages.

Sign-On Bonus
Eligibility
e Sign-on bonuses may be offered during times of staff shortages, defined as a sustained
vacancy rate of 15-20% or higher for a specific job classification or department.
e Bonuses are available only for full-time positions designated by the executive team as
eligible based on staffing needs.
e Eligible employees must be new hires to 3Rivers. Former employees who previously
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received a sign-on bonus are not eligible for another sign-on bonus upon rehire.

Bonus Structure
e The total bonus amount will be determined by the executive team based on need, budget,
and position.
e Bonuses will be paid in two equal installments:
o 50% after six (6) months of successful, continuous full-time employment.
o 50% after one (1) year of successful, continuous full-time employment.

Conditions for Payment

e The employee must be in good standing at the time of each payout, with no active
disciplinary action, excessive supervisions, or corrective action plans.

e Employees must remain in full-time status through each eligibility period.

e Employees who resign, give notice, or transition to a non-full-time position before payout
will forfeit their current and future bonus payments.

e If an employee takes non-qualified leave (i.e., leave not covered by FMLA or ADA
accommodation), that time will not count toward the required employment period. Any
such time must be made up before the bonus is paid.

Referral Bonus
Eligibility
e All current 3Rivers employees, except those involved in the hiring decision (e.g., HR staff,
Executive Team), are eligible for referral bonuses when referring candidates who are hired
into full-time positions identified as difficult to fill.
e Referral bonuses do not apply if the referred candidate has been previously employed by
3Rivers.

Bonus Structure
e Referral bonus amounts will be set by the executive team and may vary based on position
and staffing need.
e Bonuses will be paid in two equal installments:
o 50% after the referred employee completes six (6) months of continuous, full-time
employment.
o 50% after the referred employee completes one (1) year of continuous, full-time
employment.

Conditions for Payment
e The referring employee must remain employed and in good standing at the time of each
payout.
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e Referral bonuses may be offered independently or in conjunction with a sign-on bonus.
e Deferment or non-payment will follow the same rules and eligibility standards as those for
sign-on bonuses.

Administration and Oversight
e All sign-on and referral bonus offers must be pre-approved by the Chief Executive Officer
or designee.
e 3Rivers reserves the right to modify, suspend, or terminate this policy at any time based
on operational needs or funding limitations.

Questions regarding eligibility, bonus amounts, or position status may be directed to the Human
Resources Department.

Vehicle Use Policy (Agency and Personal Vehicles)

To ensure the safe and lawful operation of vehicles used in the delivery of services to individuals
supported by 3Rivers, including agency-owned and employee-owned (personal) vehicles.

Transportation of individuals supported is a primary function of many positions at 3Rivers. The
preferred mode of transportation is a 3Rivers agency vehicle. However, the use of personal
vehicles is permitted and at times necessary, provided certain conditions are met.

Agency Vehicles
Employees authorized to drive agency vehicles must:
e Possess a valid State of Maine driver’s license.
e Have held a license for a minimum of two years unless waived in writing by the Chief
Executive Officer based on staffing needs and review of a clean driving history.
e Pass an annual driving record check and agency driving training, including a test drive.
e Follow all applicable traffic laws and agency safety standards.
e Refrain from smoking, vaping, or using tobacco products while transporting individuals.

Employees may be prohibited from driving agency vehicles based on:
Type A Violations (any within the past 3 years):

e DUI/DWI

e Hitandrun

e Reckless driving

e Felony involving a motor vehicle

e Open alcohol container

e Refusing a substance test
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e Other serious violations

Type B Violations (3 or more in past 3 years):
Speeding

At-fault accidents

Careless or improper driving

License suspensions for moving violation(s)

Employees must report any new violations or changes in license status to Human Resources
immediately. Failure to do so may result in disciplinary action, up to and including termination.

Personal Vehicles
Employees may use personal vehicles for work-related duties under the following conditions:
e The use must be authorized in advance by the supervisor or Program Director.
e The employee must:
Have a valid Maine driver’s license.
Submit proof of current registration and inspection.
Maintain personal automobile insurance of at least $100,000/$300,000 liability
coverage.
e Employees using personal vehicles to transport individuals on a regular basis may be
required to carry business-use insurance coverage.
e Employees are responsible for immediately reporting any accidents, citations, or changes
in insurance coverage to Human Resources.

Mileage reimbursement is available only when agency vehicles are unavailable and must follow
the agency’s Mileage and Travel Policy.

Safety and Compliance
e All drivers must ensure proper planning of routes and vehicle availability before trips.
¢ No individual supported may be transported out of state without proper guardian or legal
consent.

e Employees are prohibited from:
o Using a mobile device while driving unless using a hands-free device.
o Transporting unauthorized individuals in a vehicle during work-related trips.
o Leaving individuals in a vehicle unattended.

The Human Resources Director may approve a temporary driving waiver for employees hired
into positions that do not initially require driving. This flexibility may be granted for a limited
period (typically up to six months), with the understanding that the employee must become
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insurable or obtain necessary credentials during that time.

Computer and Electronic Device Use Policy

To ensure the responsible, secure, and professional use of computers, electronic devices,
internet, email, and other technology resources provided by 3Rivers. These tools are essential for
fulfilling our mission and delivering high-quality services and must be used in accordance with all
applicable federal and state laws, HIPAA regulations, and agency policies.

This policy applies to all 3Rivers employees, contractors, interns, volunteers, and any others
granted access to 3Rivers technology systems.

Ownership and Monitoring

All computers, mobile devices, electronic systems, email accounts, internet access,
software, and hardware provided by 3Rivers are the property of 3Rivers and must be used
primarily for business purposes.

3Rivers reserves the right to monitor, access, audit, and inspect any use of its electronic
equipment and systems at any time, with or without notice.

Employees should not expect privacy when using any 3Rivers device, system, or account,
including personal devices used for work-related communications under a reimbursement
or Bring Your Own Device (BYOD) agreement.

Employees are expected to use technology resources:

For legitimate business purposes
In a professional, ethical, and lawful manner
In a way that maintains confidentiality and protects individuals supported and agency data

Brief personal use during breaks is permitted, provided it:

Is not excessive or disruptive
Does not interfere with job responsibilities
Complies with this policy

Use of 3Rivers technology systems or personal devices used for work is strictly prohibited for:

Accessing, viewing, or distributing profane, harassing, sexually explicit, racist, or otherwise
offensive content

Downloading or installing unauthorized software, games, or files

Violating copyright laws or licensing agreements

Sending chain letters, spam, or mass email solicitations

Participating in non-work-related blogs, forums, or social media without prior
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authorization
Unauthorized use of encryption, file sharing programs, or bypassing network security
Any form of fraud, theft, misrepresentation, or illegal activity

Security and Confidentiality

Employees must safeguard confidential and protected health information (PHI) and
comply with all HIPAA regulations.

All emails containing PHI must be encrypted. This may be done by including “confidential”
or “encrypted” in the subject line in systems that support secure email protocols.

Only authorized employees may access individuals supported records and internal
systems.

Employees must not share their login credentials or use another employee’s credentials.

Use of Personal Devices (BYOD)

Employees using personal smartphones for 3Rivers business must comply with all aspects
of this policy.

Personal devices used for work must have up-to-date security software, and employees
must report any loss or breach immediately.

Approved employees may receive a monthly reimbursement if they opt to use their
personal phone for work.

Agency-Provided Devices

Some roles may require a smartphone or laptop, which will be provided by 3Rivers.
Devices must be returned in good working order upon separation or when no longer
needed.

Personal use of agency-provided devices should be limited and aligned with this policy.
Employees must not delete or tamper with agency data on these devices.

Employees are expected to take reasonable care of agency-provided devices. Loss, theft,
or damage must be reported to a supervisor immediately.

Depending on the circumstances, employees may be required to reimburse the agency for
repair or replacement costs if damage or loss results from negligence, misuse, or policy
violations.

Failure to return devices, or returning them in a damaged state due to neglect or misuse,
may result in disciplinary action, up to and including termination, and/or deductions as
permitted by law.

Software and Copyright

Employees must not copy, distribute, or install software unless authorized and licensed for
that purpose.
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e Antivirus software and other security tools must remain enabled.
e Unauthorized tampering with system configurations or security features is prohibited.

Email, Voicemail, and Internet Use
e All business-related communications must be professional and align with the mission and
values of 3Rivers.
e Internet access must not be used to visit or download content from inappropriate, illegal,
or non-business-related websites.
e Employees must not use voicemail or email to transmit confidential information without
encryption or agency approval.

Reporting and Enforcement
e Employees must report suspected misuse, data breaches, or security concerns to their
supervisor and the Human Resources or IT department immediately.
e Violations of this policy may result in disciplinary action up to and including termination.
3Rivers may also seek legal remedies or reimbursement for damages incurred due to policy
violations.

Legal Compliance
e 3Rivers may cooperate with law enforcement or legal investigations requiring access to
electronic data or communications.
e All technology use must comply with applicable state and federal laws, including but not
limited to HIPAA, the Fair Labor Standards Act (FLSA), and the Electronic Communications
Privacy Act (ECPA).

Personal Cell Phone Use Policy

To ensure a safe, respectful, and distraction-free work environment while maintaining the privacy
and dignity of the individuals supported by 3Rivers. This policy establishes expectations regarding
personal cell phone and mobile device use during work hours and on 3Rivers property or while
conducting agency business.

General Guidelines
e Employees are expected to exercise discretion and professionalism when using personal
cell phones during the workday.
e Personal calls, texts, or use of mobile devices (e.g., social media, browsing) must not
interfere with employee productivity, duties, or the support of individuals supported.
e Excessive personal phone use during work hours, even during brief moments, may be
considered misconduct and subject to supervision and progressive discipline.
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Employees are encouraged to make or return personal calls during breaks or lunch periods
and in non-work areas (e.g., designated break rooms, outside).

Incoming personal calls to agency phones will be screened for emergency nature. Non-
emergency calls will not be forwarded during working hours.

Direct Support Settings

While actively providing direct care or supervision, personal cell phone use is prohibited,
including texting, calling, browsing, or any other use unrelated to job responsibilities.

The use of headphones, earphones, or earbuds is prohibited in direct care settings, as they
interfere with communication, safety, and attentiveness to the needs of the individuals
supported.

Cell phones should be stored out of view and not carried on the employee’s person unless
approved by a supervisor.

If a personal emergency requires an employee to be available by phone, they must notify
their supervisor, charge nurse, or on-call manager in advance.

If a call is received during a personal emergency, employees must step away to a private
area and ensure adequate coverage before leaving their assigned area. Calls should be
brief and professional.

Community Settings

Employees may use their personal cell phones for work purposes in the community only
if they have completed and signed a Cell Phone Waiver Form, acknowledging that 3Rivers
is not responsible for personal devices or data plans.

Emergency use of a personal cell phone (without a waiver) is permitted when no other
communication device is available, but such use must be reported to a supervisor as soon
as possible.

Driving and Safety

Regardless of location, employees are prohibited from using a cell phone or data device
while driving during work hours or when transporting individuals supported — even if
traffic is stopped.

Employees must safely pull over and stop the vehicle before making or answering a call,
reading or sending a text, or using navigation.

This rule applies to both agency vehicles and personal vehicles when being used for agency
business.

Employees are solely responsible for any traffic citations, accidents, or legal consequences
resulting from improper use of a phone or device while driving and may be subject to
disciplinary action by 3Rivers.
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Personal Calls

e Personal phone calls must be kept to a minimum, should take place during breaks, and
should be made in non-work areas.

e Repeated or disruptive personal phone use will be addressed in supervision and may lead
to progressive disciplinary action.

Employees may not:
e Take or share photos, video, or audio recordings of individuals supported, employees, or

agency property without explicit prior written permission from senior management and
those being recorded.

e Use personal phones to access or share confidential agency or individuals supported
information.

e Forward agency calls or emails to a personal device without authorization.

e Use cell phones in a way that violates agency confidentiality, safety, or professional
conduct standards.

Security and Liability

e 3Rivers will not be liable for damage, loss, or theft of any personal devices brought into
the workplace.

e Personal device use must never interfere with agency operations or violate privacy,
HIPAA, or security standards.

e Employees found in violation of this policy may be subject to disciplinary action, up to and
including termination.

Leave, Family and Medical Leave Act (FMLA) and Maine Paid Family
and Medical Leave (MEPFML)

3Rivers recognizes that employees may need time away from work for medical, family, or
personal reasons, and complies with all applicable federal and Maine laws regarding leaves of
absence, including the Family and Medical Leave Act (FMLA), the Maine Family Medical Leave
Act (MEFMLA), and leave for victims of violence.

This policy applies equally to all employees, regardless of FLSA exemption status.

Family and Medical Leave (FMLA)
Employees are eligible for federal FMLA leave if they have worked for 3Rivers for at least 12
months and have at least 1,250 hours of service in the 12 months preceding the leave.

Under Maine law, eligible employees who have worked for 12 consecutive months may be
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entitled to up to 10 weeks of unpaid, job-protected leave in a two-year period.

If an employee qualifies for both state and federal FMLA, the more generous provisions apply.

Eligible employees may take job-protected leave for:

The birth, adoption, or foster placement of a child.

To care for a spouse, domestic partner, parent, or child with a serious health condition.
Their own serious health condition.

Military exigencies related to a covered family member’s deployment.

To care for a covered service member with a serious illness or injury (up to 26 weeks in a
12-month period).

Any additional reasons outlined in Maine FMLA law.

Leave Duration

Up to 12 weeks in a 12-month period under federal law.
Up to 10 weeks in a 24-month period under Maine law.
Military caregiver leave: up to 26 weeks in a single 12-month period.

Leave Designation and Notice

FMLA leave may be designated by 3Rivers even if the employee does not specifically
request it, as required under Maine law.

Employees must provide at least 30 days’ notice when the need for leave is foreseeable,
or as soon as practicable otherwise.

Medical certification may be required.

Benefits During Leave

Health insurance coverage will continue as if the employee were working.

Employees remain responsible for their portion of the insurance premium.

EBT and EPL accruals will pause during leaves, unless the leave includes time worked.
Holidays will pause during leaves, unless the leave includes time worked.

Employees returning from FMLA leave will be reinstated to the same or an equivalent position
with equivalent pay, benefits, and working conditions.

Requests for extended leave beyond the FMLA period due to a qualifying disability under the
ADA or as required by workers' compensation law may be considered on a case-by-case basis.

3Rivers supports employees who are victims of domestic violence, sexual assault, stalking, or
other related acts of violence.
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All employees, regardless of tenure or hours worked, may request leave if they or their child,
spouse, parent, or domestic partner is a victim.

Employees may use leave to:
e Prepare for and attend court proceedings.
e Receive medical or mental health treatment.
e Obtain services from a domestic violence or sexual assault service provider.
e Relocate or take other safety actions.

Leave Details
e Leave may be unpaid unless the employee chooses to use available EBT/EPL.
e Employees must notify the Human Resources Department as soon as possible.
e Requests may be denied or modified if:
o The leave would cause undue hardship;
o Notice is not provided within a reasonable timeframe;
o The leave is deemed unreasonable or unnecessary based on available facts.

All information provided regarding the need for domestic violence leave will be kept confidential
to the extent allowed by law.

Employees may request an unpaid leave of absence for personal reasons not covered by FMLA.

Eligibility
e One year of employment is typically required.
e Requests from employees with less than one year may be granted on a case-by-case basis.

Parameters
e Up to 3 months, unless otherwise required by law.
e May be extended with approval.
e Health insurance may be continued at the employee’s full cost if not FMLA-qualified.

Other Types of Leave
Jury Duty
e Employees summoned for jury duty will be granted leave.
e 3Rivers will pay the difference between jury duty pay and regular wages.

Military Leave
e Provided in accordance with USERRA and Maine law.
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e Up to five years of cumulative service leave.
e Employees may use EBT/EPL for paid time off during military leave.

Family Military Leave
e Upto 15 days for employees with a spouse, domestic partner, or child called to active duty
longer than 180 days.
e Notice should be given at least 14 days in advance for leave of 5 or more days.

Administrative Leave
e May be granted with or without pay when circumstances warrant, including pending
investigations.

Employee Responsibilities and Procedures
e Submit leave requests in writing to the Human Resources Department.
e Notify your supervisor of the need for leave and expected duration.
e Provide necessary documentation (e.g., medical certification or legal notice).
e Communicate regularly during leave and provide updates on your return status.

Coordination with EBT/EPL
e Employees are required to use accrued EBT/EPL during approved leave unless prohibited
or unless they are receiving income from short-term disability or workers’ compensation.
e Employees may request not to use EBT/EPL in writing, subject to approval.

For questions or help navigating your leave options, please contact the Human Resources
Department.

Time Off for Voting

3Rivers encourages all employees to participate in the democratic process. In most cases,
employees will have sufficient time outside of scheduled work hours to vote in local, state, and
federal elections.

If you believe your work schedule will not allow adequate time to vote while polls are open,
please notify your supervisor as soon as possible. Reasonable scheduling accommodation,
including adjusted start or end times, will be provided to ensure all employees have the
opportunity to vote.

Lactation Accommodation Policy
3Rivers supports the health and well-being of employees and their children by providing a
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supportive environment for nursing parents. In compliance with federal and Maine state laws,
3Rivers will provide reasonable time and a private, hygienic space for employees to express
breast milk during the workday.

Break Time for Expressing Milk
e Employees may take reasonable unpaid break time to express breast milk for up to three
years following the birth of a child, in accordance with 26 M.R.S.A. §604.
e Employees may also use paid break time or mealtime for lactation purposes.
e The frequency and duration of breaks may vary depending on the needs of the nursing
parent and their child. Employees are encouraged to communicate their needs with their
supervisor to coordinate a workable schedule.

Lactation Space
e 3Rivers will make reasonable efforts to provide a clean, private space—other than a
bathroom—that is:
o Shielded from view;
o Free from intrusion;
o Equipped with a chair, a flat surface for a breast pump, and access to an electrical
outlet;
o Inclose proximity to a sink with running water and, if possible, refrigeration for milk
storage.
e Each program site or administrative office will work to identify and maintain a designated
lactation space. Employees should contact their supervisor or Human Resources to
coordinate access.

Request Process
e Employees seeking lactation accommodation should notify their supervisor or the Chief
Human Resources Officer to request a space and coordinate break times.
e Supervisors will work collaboratively and discreetly with employees to ensure their needs
are met without disrupting essential services.

Non-Discrimination and Confidentiality
e 3Rivers strictly prohibits any form of discrimination, harassment, or retaliation against
employees for:
o Requesting or using lactation accommodations;
o Discussing lactation needs;
o Exercising their rights under federal or state law.
e All lactation-related requests and discussions will be handled confidentially and
respectfully.
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This policy complies with:
e Fair Labor Standards Act (FLSA) §7(r) - Break Time for Nursing Mothers;
e Maine Law - 26 M.R.S.A. §604 - Breastfeeding in the Workplace.

For assistance or to submit a lactation accommodation request, contact your local HR
representative.

Commitment to Safety

At 3Rivers, the health and safety of our employees, the individuals we support, and all who
interact with our organization is a top priority. We are committed to maintaining a safe, secure,
and healthy workplace across all locations and programs.

To support this commitment, 3Rivers maintains an active Safety Committee responsible for
reviewing safety-related data, monitoring workplace conditions, and making ongoing
recommendations to improve safety practices. The Committee works in collaboration with
leadership and staff to promote a culture of safety and shared responsibility.

Every employee plays a vital role in ensuring a safe working environment. Employees are
expected to:

e Follow all safety policies and procedures.

e Use common sense and safe work practices at all times.

e Immediately report any hazards, unsafe conditions, or incidents to a supervisor,

Department Director, or Human Resources.
e Participate in required safety trainings and emergency drills.
e Assist in identifying potential risks and offering solutions when appropriate.

In the event of an emergency:
1. Call 911 to initiate emergency response services.
2. Notify the appropriate manager or Department Director as soon as it is safe to do so.
3. Activate the agency emergency alert system, if applicable, to ensure proper internal
communication and response.

We believe that safety is a shared commitment. By working together, we can ensure the well-
being of our teams and those we serve.

No Pets in the Workplace Policy

The purpose of this policy is to ensure a safe, healthy, and professional environment for
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employees, individuals supported, families, and visitors. While many people enjoy the
companionship of pets, bringing animals into the workplace introduces safety, health, and liability
concerns. This policy outlines the agency’s prohibition on pets in the workplace.

Employees, contractors, volunteers, and visitors are prohibited from bringing pets or personal
animals into any agency facility, vehicle, or program location.

Exception: This policy does not apply to:
e Service animals trained to perform specific tasks for individuals with disabilities, in
accordance with the Americans with Disabilities Act (ADA).
e Animals specifically approved in advance by agency leadership for therapeutic
programming or special events.

Reasons for Prohibition
1. Health & Allergies

o Many individuals have allergies, asthma, or other health conditions that can be
triggered by pet dander, fur, or saliva.

o Pets may also carry fleas, ticks, or other parasites that can pose health risks.

2. Safety Concerns

o Even well-trained animals can behave unpredictably in unfamiliar environments,
potentially causing bites, scratches, or other injuries.

o Pets in work or program areas may create trip hazards or interfere with staff
performing essential duties.

3. Fear & Trauma Triggers

o Some employees, individuals supported, or visitors may have a fear of dogs or other
pets.

o For people with a history of trauma, the presence of an animal can act as a PTSD
trigger, creating significant distress and preventing them from feeling safe in the
workplace.

4. Professionalism & Disruption

o Pets can distract employees, individuals supported, and Vvisitors, reduce
productivity and interfere with the professional environment.

o Noise (such as barking or whining) can disrupt work and programming.

5. Liability & Compliance

o Allowing personal pets introduces liability if an animal injures an employee,
individual supported, or visitor, or damages property.

o Prohibiting pets ensures consistency with workplace safety and risk management
practices.

Enforcement
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e Any employee who brings a pet into the workplace will be asked to immediately remove
the animal.

e Repeated violations may result in progressive disciplinary action, up to and including
termination, in accordance with the agency’s progressive disciplinary policy.

Questions & Clarifications
Employees with questions about this policy, or those who may require accommodation related
to service animals, should contact Human Resources.

Workers’ Compensation Policy

3Rivers provides Workers’ Compensation insurance coverage to all employees in accordance
with the Maine Workers' Compensation Act and applicable federal law. This coverage is
designed to provide medical care, partial wage replacement, and rehabilitation services to
employees who suffer work-related injuries or occupational illnesses.

Workers’ Compensation is a no-fault insurance system, meaning benefits may be available
regardless of who is at fault for the injury or iliness. The policy covers:

e All reasonable and necessary medical expenses related to injury or illness;

e Partial wage replacement during periods of medically approved absence;

e Rehabilitation services and support for returning to work;

e Compensation for permanent impairment, if applicable.

3Rivers pays the full cost of this insurance premium for all eligible employees.

Initial treatment for work-related injuries will be provided by an approved occupational health
provider, such as Bayside Employee Health Center or Concentra, unless emergency medical care
is required. Ongoing care and provider changes are governed by applicable state regulations.

Employees who are unable to work due to a work-related injury or illness may receive partial
wage replacement through Workers’ Compensation in accordance with state law. These benefits
are generally not taxable.

3Rivers may offer modified or light-duty work, as appropriate, based on the treating provider’s
recommendations. Our goal is to support a safe and timely return to work.

If the employee qualifies, Workers’ Compensation leave will run concurrently with leave under
the Family and Medical Leave Act (FMLA) to the extent permitted by law.
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3Rivers prohibits any form of retaliation against employees who file a Workers’ Compensation
claim or exercise their rights under the law. Retaliation is grounds for disciplinary action, up to
and including termination.

For questions about Workers’ Compensation benefits, contact the Human Resources
Department.

Reporting an Injury or Illness Policy

At 3Rivers, the safety, health, and well-being of employees and the individuals we support is a
top priority. Prompt reporting of any injury or illness—whether it occurs in the workplace or
outside of it—is essential to ensure appropriate care, maintain a safe working environment, and
comply with state and federal requirements, including the Family and Medical Leave Act
(FMLA) and the Maine Workers' Compensation Act.

If an employee experiences an injury or illness related to their job duties, the following procedures
must be followed:

The employee must notify their direct supervisor and the Human Resources Department as soon
as possible after the injury or onset of illness, no matter how minor it may appear.

As part of our commitment to prompt and appropriate care, 3Rivers partners with MEMIC to
provide a 24/7 Nurse Triage Line. Employees must call the MEMIC Nurse Triage Line immediately
following a work-related injury to:
e Receive real-time clinical assessment and guidance from a registered nurse;
e Determine the appropriate level of care (e.g., self-care, urgent care, ER, or occupational
health appointment);
e Document the injury directly into MEMIC’s system.

MEMIC 24/7 Nurse Triage Line: 1-855-778-6111
A supervisor or designee may assist with the call if the employee is unable to call themselves.

The employee must complete a Staff Injury/Accident Report Form within 24 hours of the
incident. If the employee is incapacitated, the supervisor or program director must initiate the
form on their behalf.

Supervisor Responsibilities
e Assess the injury and determine whether emergency medical services are required.
e Ensure the employee receives appropriate first aid or emergency care.
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Contact the Human Resources Department.

Submit the completed Injury/Accident Report and any supporting documentation to
Human Resources within 24 hours.

Participate in root cause analysis or follow-up investigation as needed.

Medical Care

Non-emergency: Human Resources will coordinate initial care with an approved
occupational health provider (e.g., Bayside Employee Health Center or Concentra).
Emergency: Call 911 and send the employee to the nearest emergency room.

All bite wounds that break the skin, significant strains or sprains, and injuries involving
blood exposure must be referred for medical evaluation.

Follow-up appointments must be attended and documented. Employees must notify HR
after each appointment.

Employees who experience a non-work-related injury or illness that affects their ability to
perform job duties (e.g., mobility limitations, lifting restrictions, surgery recovery) must notify the
Director of Human Resources as soon as possible.

A written statement from the treatment provider must describe the condition, expected
recovery time, and any requested accommodation.

This information may initiate a review for potential accommodations under the Americans
with Disabilities Act (ADA) or a qualifying leave under FMLA.

Failure to report a condition that impacts safe, or effective job performance may place the
employee and others at risk and could result in disciplinary action.

Coordination with Leave and Return-to-Work

When applicable, work-related injuries or qualifying non-work-related illnesses will be
reviewed for coverage under the FMLA.

Medical documentation will be required before the employee may return to work.

If the employee is released to return to work with restrictions, a temporary modified duty
assignment may be arranged based on organizational need and medical advice.

A “fit-for-duty” release is required before resuming full, unrestricted duties.

Contact Human Resources for support with injury/illness procedures or for help accessing
MEMIC services.
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INJURED
WHILE WORKING?
CALL 855-778-6111

3‘+I 1

Immediately following a work-related injury, call toll-free
to speak with a registered nurse who will evaluate

your incident and determine care.

Our nurses specialize in occupational injuries and will
provide you with a follow-up care plan specific to your needs.

Your MEMIC Policy Number:
1810000538 or
1810008547 for Treats Falls House

CALL 911 FOR MEDICAL EMERGENCIES

MEMIC is your employer's choice for workers' compensation
coverage to pay for the cost of medical treatment and lost wages

as a result of a workplace injury. The 24/7 Injury Triage servica is M:M,c
provided through our trusted partner CorVel. —
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Inclement Weather and Office Closure Policy

At 3Rivers, we are committed to the safety of our employees while also ensuring continuity of
care for the individuals we support. Some programs and facilities operate 24/7 and must remain
staffed regardless of weather conditions. This policy outlines procedures for office closures,
delayed openings, and employee expectations during inclement weather or other emergency
conditions (e.g., utility outages).

Closures or schedule changes may be implemented on a regional basis when weather or
emergency conditions vary between different 3Rivers office locations or service areas. This
ensures that safety and operational decisions are made based on local conditions rather than a
single agency-wide standard.

Office-Based and Administrative Staff
In the event of hazardous weather or unsafe conditions:
o The Chief Executive Officer or designee may authorize a regional or agency-wide delayed
opening, early closure, or full-day closure of administrative offices.
« Notifications will be communicated as early as possible using the designated alert system
and/or direct communication from supervisors.

Delayed Opening
e Applies only to the designated office(s) or region(s) affected.
e Employees in affected areas will not be expected to work during the delay.
e Employees scheduled to work during the delay will be paid for their full shift without using
EBT/EPL.
e Exempt employees are expected to adjust their workday accordingly or complete tasks
remotely, as appropriate.

Early Closure

e Applies only to the designated office(s) or region(s) affected.

e Nonexempt employees who are onsite at the time of closure will be paid for the full
workday.

e If a nonexempt employee leaves prior to the official closure, they will be paid for actual
hours worked and may use EBT/EPL for the remainder of their shift.

e Exempt employees will be paid for the full day and are expected to complete their work
remotely.

Full-Day Closure
o Applies only to the designated office(s) or region(s) affected.
e Department Directors will coordinate:
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o Remote work assignments,

o Temporary reassignment to residential or essential programs (if needed),

o Use of EBT/EPL if remote work is not feasible for nonexempt employees.
« Exempt employees are expected to work remotely.

Note: Paid non-worked hours during closures or delays will not be counted as hours worked for
the purposes of overtime calculation.

24/7 Operations
All 24/7 operations must remain staffed, regardless of weather. Employees scheduled for these
shifts are expected to report to work unless:

e The site is closed by executive decision; or

e They are specifically excused by a supervisor due to unsafe travel conditions.

Employees unable to report due to severe weather must:
e Notify their supervisor as early as possible.
e Use EBT/EPL for the missed shift, unless otherwise authorized.
e Coordinate directly with their supervisor regarding expectations, coverage needs, and
potential options such as overnight stays or shift adjustments.

Supervisors in 24/7 settings are encouraged to:
e Plan proactively for storm events,
e Offer flexible scheduling, when possible,
e Assist with transportation or lodging arrangements if feasible.

General Expectations

e Employees are encouraged to use their judgment regarding personal safety and travel
during weather events and should communicate with their supervisor if they feel unsafe
commuting.

e Supervisors and Department Directors have discretion to accommodate staff based on
operational needs, weather severity, and regional conditions.

e Employees are responsible for maintaining up-to-date contact information in the
designated HR system to ensure timely notifications.

For questions about this policy or site-specific procedures, please contact your supervisor or the
Human Resources Department.
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Introductory / Probationary Period Policy
All newly hired or newly promoted employees at 3Rivers will serve an introductory (probationary)
period of three (3) months. This period is intended to provide time for:
e The employee to become familiar with their role, responsibilities, and the expectations of
the organization; and
« 3Rivers to evaluate the employee’s performance, conduct, reliability, and overall fit within
the agency.

Conditions of the Introductory Period
e During the probationary period, employees are expected to demonstrate satisfactory job
performance, professionalism, and alignment with the mission and values of 3Rivers.
e This period is considered part of the hiring and assessment process and does not
guarantee continued employment.
e Employment remains at-will, and either the employee or 3Rivers may terminate the
employment relationship at any time, with or without cause or notice.

Extension of Probation
e The introductory period may be extended for up to an additional 90 days if 3Rivers
determines that more time is needed to evaluate the employee’s performance.
e Any extension must be communicated in writing to the employee at least three (3) weeks
before the original probationary period ends.

Use of Paid Leave During Introductory Period
o Employees may begin to accrue earned leave (e.g., EBT/EPL) from their start date in
accordance with applicable law and agency policy.
e However, use of accrued paid leave during the introductory period is subject to approval
and may be limited, except where required by state or federal law (e.g., Maine Earned Paid
Leave or FMLA).

Performance and Termination
e Employees who do not meet performance expectations or conduct standards during the
introductory period may be terminated without access to the agency’s grievance or appeal
procedures.
e All such terminations will be reviewed and approved by the Chief Executive Officer or
designee.

Personnel Files and Access Policy
3Rivers maintains a confidential personnel file for each employee to document employment
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history, verify qualifications, satisfy state and federal regulatory requirements, and support fair
and consistent personnel practices. This policy governs the content, access, storage, and release
of personnel file information.

Each personnel file will contain documentation directly related to employment, including but not
limited to:

e« Completed and signed job application and/or resume

e References and reference checks

e Job offer and employment status

e Job descriptions and employment agreements

e Proof of credentials, certifications, education, and training

o State and federal tax forms (W-4s)

e Signed acknowledgment of receipt of policies and procedures

e Performance evaluations and supervision notes

e Records of disciplinary actions or corrective consultations

o Immunization records (in a restricted-access health subfile)

e Background check clearance documentation

o |-9 Employment Eligibility Verification (maintained in a separate, confidential file)

Medical, mental health, and other protected health-related documentation will be stored in a
separate subfile with restricted access, in accordance with state and federal privacy regulations.

Personnel files are securely maintained by the Human Resources Department and may be stored
in:

o A secure electronic Human Resources Information System (HRIS);
e Scanned copies on a secure internal server;
« Hard copy (as necessary), stored in locked, access-controlled filing systems.

Records will be maintained for the duration of employment and in accordance with retention
guidelines outlined in state licensing regulations and applicable federal law. The Chief Executive
Officer must approve destruction of records, and all destruction must be performed securely to
protect confidentiality.

Access to Personnel Files
Employee Access
e Current and former employees may request access to review their personnel file once per
calendar year at no cost.
e Requests must be submitted in writing to Human Resources and will be granted within 10
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business days, unless otherwise required by state law.

e Review must occur in the presence of a Human Resources representative.

e« Employees may request one free copy of their file annually. Additional copies will be
provided at a charge of $0.15 per page.

Authorized Internal Access
e Access is granted on a business need-to-know basis.
e Supervisors and managers may access limited employment-related documents via the
HRIS (e.g., job descriptions, training records).
e The Director of Quality Improvement and Compliance may access files in accordance with
job duties, excluding protected health or sensitive criminal background data without
written authorization from Human Resources.

External Access
e Government or law enforcement agencies may be granted access to personnel
information only as required by law and with proper authorization.
e Requests for employment verification or references must be directed to Human
Resources. Only the following information will be released without written consent:
o Dates of employment
o Final job title
o Rehire eligibility

Additional information may be disclosed only with the employees’ signed, written permission.

Employee Notification and Rights

o« Employees will receive timely notice when any complaint, disciplinary action, or other
critical material is added to their file.

e Employees may request a meeting with Human Resources or the Chief Executive Officer
to discuss the contents of their file.

« Employees may submit a written response or rebuttal to any performance evaluation or
disciplinary document, which will be included in their file.

e All personnel actions requiring employee acknowledgment must be signed by the
employee to verify receipt. Signing does not indicate agreement.

All health-related documentation is stored in a confidential health subfile with restricted access
to authorized personnel only.
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Grievance and Complaint Procedure Policy

3Rivers is committed to treating all employees fairly and respectfully. Employees who believe
they have been unfairly treated in any aspect of their employment, including discipline,
termination, demotion, denial of promotion, wage decisions, or alleged discrimination or
harassment, have the right to file a formal grievance.

This policy exists in addition to our open-door philosophy. Employees are encouraged to raise
concerns informally with their supervisors or any member of management at any time.

No employee will face discrimination, retaliation, or adverse consequences for filing a grievance
or participating in a grievance investigation. Retaliation is strictly prohibited and will result in
disciplinary action, up to and including termination.

Grievance Process

1.

Informal Resolution (Optional):
Employees are encouraged to first attempt resolution by discussing the concern directly
with their supervisor.
Formal Grievance Submission:
If the concern cannot be resolved informally or the employee is uncomfortable
approaching their supervisor, the employee may submit a written grievance to the
Director of Human Resources. The written grievance should include:

o A description of the issue;

o Relevant facts and dates;

o The resolution the employee is seeking.
HR Review:
The Chief Human Resources Officer will investigate and provide a written response
within 10 business days. If the grievance involves the HR Director, the grievance may be
submitted directly to the Chief Executive Officer.
Escalation to Chief Executive Officer:
If the issue remains unresolved, the employee may escalate the matter in writing to the
Chief Executive Officer, who will respond within 10 business days.
Board-Level Review:
If the concern remains unresolved, the employee may submit a written appeal to the
Grievance Committee of the Board of Directors. The committee will respond within 30
days. If still unresolved, the full Board may review the appeal and issue a final decision.

Employees also have the right to file a complaint with the Maine Human Rights Commission for
matters related to discrimination:
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Address: 19 Union Street, Augusta, ME 04333
Phone: 207-624-6290 | TTY: Maine Relay 711
Website: www.maine.gov/mhrc

Workplace Violence and Weapons Policy

3Rivers is committed to providing a safe, secure, and respectful work environment for all
employees, individuals supported, and visitors. Workplace violence in any form is strictly
prohibited and will not be tolerated. This includes, but is not limited to, physical acts of
aggression, threats, intimidation, harassment, or the possession of unauthorized weapons on
agency property or during work-related functions. Violence of any kind, whether physical, verbal,
or emotional, has no place at 3Rivers and will result in immediate action.

Workplace violence includes any act or threat of physical violence, harassment, intimidation, or
other threatening disruptive behavior that occurs while working. Examples include, but are not
limited to:

e Verbal or written threats

e Physical assaults or attempted assaults

e Harassing or menacing gestures

« Stalking or surveillance

e Destruction of property or displays of force

This policy applies to acts of violence by or against employees, individuals supported (and their
guardians, family, or friends), visitors, vendors, contractors, and any other person on 3Rivers
property or during 3Rivers-sponsored activities.

All employees share responsibility for maintaining a safe and respectful workplace. This includes
a shared responsibility to ensure that violence in any form is never tolerated in the workplace.
Employees are expected to:
e Refrain from engaging in or condoning violent behavior.
e Report immediately any threats, aggressive behavior, or incidents of workplace violence
to a supervisor, Department/Program Director, or the Chief Human Resources Officer.
e Call 911 immediately if there is imminent danger.

Supervisors are responsible for taking all reports seriously, ensuring appropriate follow-up, and
involving Human Resources or executive leadership as needed.

All reported threats or acts of violence will be promptly and thoroughly investigated. Employees
who engage in or threaten violence may face disciplinary action, up to and including termination
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of employment, and may be subject to criminal prosecution. No employee will be retaliated
against for reporting concerns in good faith.

3Rivers prohibits the possession, use, or display of weapons on any agency-owned, -leased, or -
controlled property, including:

o Administrative offices

e Residential or community-based programs

e Parking areas

e Agency vehicles

e Any location during work-related activities

Weapons include, but are not limited to:
e Firearms (e.g., handguns, rifles, shotguns)
e Explosives or incendiary devices
o Knives (excluding utility or work-related tools)
e Stun guns or tasers
e Martial arts weapons or similar items

Exceptions
e Licensed firearm holders may store a firearm locked and out of sight in their personal
vehicle, in accordance with Maine state law.
o Firearms and other weapons are not permitted inside buildings, or on one’s person during
work, even with a concealed carry permit.
e Employees transporting individuals supported by 3Rivers may not transport firearms in
their vehicles during such duties.

Instruments such as box cutters, small utility knives, or other tools may be carried and used only
if necessary for job duties. These items must be secured when not in use and used only for their
intended purpose.

Violations of this policy, whether involving threats, acts of violence, or unauthorized weapons,
may result in:

¢ Immediate removal from the premises

e Investigation and corrective action

o Disciplinary measures, up to and including termination

e Referral to law enforcement when appropriate

Employees experiencing workplace violence, domestic violence, or threats may contact:
e Human Resources Department
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e Department/Program Director, or an executive team member
o Employee Assistance Program (EAP) - Free, confidential support available 24/7

3Rivers prohibits any form of retaliation against an employee who reports concerns, incidents, or
participates in an investigation related to this policy. Reports made in good faith will be treated
confidentially and respectfully.

Solicitation and Distribution Policy

To maintain a productive and respectful work environment, 3Rivers restricts certain types of
solicitation and distribution activities in the workplace. These restrictions are designed to
minimize disruptions to work, ensure employee safety, and protect privacy while allowing
reasonable freedom of expression during nonworking times and in nonworking areas.

Employees may not engage in solicitation of any kind during working time, whether for charitable
donations, event participation, personal business, or other causes. This includes soliciting:

« Donations or sales (e.g., fundraisers, product sales),

e Support for petitions or causes,

e Participation in events or organizations.

“Working time” is defined as time when either the employee doing the soliciting or the employee
being solicited is expected to be actively engaged in work duties. It does not include authorized
breaks, meal periods, or time before or after a scheduled shift.

Employees may not distribute written materials, handbills, flyers, or other literature:
e During working time, or
e Inworking areas (e.g., offices, individual supported service areas, or anywhere services are
delivered or supervised).

Distribution is permitted only during non-working time and in non-working areas, such as break
rooms or parking lots, provided it does not interfere with operations or safety protocols.

Non-employees, including vendors, sales representatives, and visitors, are strictly prohibited from
engaging in any solicitation or distribution activities on 3Rivers property at any time, unless
specifically authorized in writing by the Chief Executive Officer.

This policy does not apply to:
o Official 3Rivers communications or initiatives (e.g., internal fundraising campaigns
approved by management);
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o Union activity protected under applicable labor laws (where applicable);
e Required postings under federal, state, or local laws.

Violations of this policy may result in corrective or disciplinary action, up to and including
termination of employment. Questions about what constitutes appropriate solicitation or
distribution should be directed to the Human Resources Department.

Employee Benefits Policy

3Rivers recognizes the importance of offering comprehensive and competitive benefits to
support the health, financial security, and overall well-being of our employees and their families.
Eligible employees are offered a variety of benefits upon hire or upon a change in employment
status that meets eligibility requirements.

Eligibility and Enrollment

o Benefits are offered to employees who meet eligibility criteria based on scheduled hours
and employment classification.

e Employees regularly scheduled to work 30 or more hours per week are generally eligible
for health benefits.

« Additional ancillary benefits—including Dental, Vision, Life Insurance, and Accidental
Death & Dismemberment (AD&D) coverage—are available to employees regularly
scheduled to work 24 or more hours per week.

o Eligibility for specific benefits will be confirmed during orientation and documented in
Summary Plan Descriptions (SPDs).

Enrollment Periods

« Initial Enrollment: Eligible employees may elect benefits upon hire. Coverage typically
begins on the first day of the month following 60 days of employment.

e Annual Open Enrollment: Employees may make changes to their medical and ancillary
benefit elections during the open enrollment period in November, with changes taking
effect on January 1.

e Qualifying Life Events: Employees may make mid-year changes to benefits within 30
days of a qualifying life event, such as:

o Marriage or divorce

o Birth or adoption of a child

o Loss or gain of other health coverage
o Death of a covered dependent

Failure to notify Human Resources within 30 days of a qualifying event may result in delayed or
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denied benefit changes, per federal regulations.

3Rivers contributes a portion of the cost of health and ancillary benefit premiums. Contribution
levels are reviewed annually and may be adjusted based on budgetary considerations and market
analysis. Employees are responsible for any remaining premium amounts through payroll
deductions.

In compliance with the Affordable Care Act (ACA) and IRS regulations, 3Rivers uses a look-back
measurement method to determine full-time status for benefit eligibility.
o Standard Measurement Period (SMP): A 12-month period used to assess average hours
worked by variable-hour employees.
e Administrative Period: Time between the SMP and the start of the Stability Period, during
which eligibility is determined and coverage begins.
o Stability Period: A fixed period during which eligible employees must be offered coverage
regardless of a subsequent change in hours.

Employees classified as full-time based on this method will be notified by Human Resources and
provided enrollment materials.

Complete details about all benefit plans, including eligibility, coverage, and limitations, can be
found in the Summary Plan Descriptions (SPDs) and full plan documents available at:

In the event of a conflict between this policy and the official plan documents, the plan documents
will govern.

Contact your local Human Resources representative or contact our benefits broker at Cross
Insurance. Questions about payroll and benefits may also be directed to Payroll.Benefits@3-

Rivers.org

Earned Benefit Time (EBT) and Earned Paid Leave (EPL) Policy

The purpose of this policy is to provide paid time off benefits that support employee well-being,
work-life balance, and the operational needs of 3Rivers. Earned Benefit Time (EBT) and Earned
Paid Leave (EPL) may be used for a variety of reasons, including vacations, personal matters,
illness, and emergencies.

e Earned Benefit Time (EBT): Paid time off accrued by eligible full-time and part-time
employees that may be used for personal, vacation, holiday, or sick time, subject to the
guidelines below.

e Earned Paid Leave (EPL): Paid time off provided to all employees, including per diem/relief
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staff, as required under Maine’s Earned Paid Leave Law, for any reason, subject to legal
limits.

e Accrual Cap: The maximum amount of EBT an employee may accumulate before accrual
pauses.

e Good Standing: An employee who provides proper notice of resignation, works through
the notice period as scheduled, and returns all agency property.

Eligibility
EBT: Available to all regular full-time and part-time employees regularly scheduled to work 24 or
more hours per week.

e Part-time employees (24-35 hours per week) accrue EBT at 50% of the full-time rate.

e Employees with a part-time status of fewer than 24 hours per week do not accrue EBT.

EPL: Available to all employees, including per diem/relief staff.

All employees begin accruing EBT and/or EPL on their date of hire but may not use accrued time
until completing 60 calendar days of employment.

Accrual:
Years of Service Monthly Accrual Annual Total

0-1 year 7 hours 84 hours

After 1 year 9 hours 108 hours

After 3 years 12 hours 144 hours

After 7 years 14 hours 168 hours

After 10 years 18 hours 216 hours

After 15 years 20 hours 240 hours

e Maximum EBT Accrual (Cap): 1.5 times the annual accrual total (pro-rated if part-time).
Once the cap is reached, accrual pauses until time is used.
o If accrual is paused for more than one pay period due to agency staffing needs
preventing time off, up to 40 hours of EBT may be cashed out with Chief Executive
Officer approval.

Earned Paid Leave (EPL) Accrual:
e 1 hour of EPL earned for every 40 hours worked, up to 40 hours per calendar year.
e Accrual pauses during unpaid leaves of absence.
e Unused EPL may be carried over to the next year, but total usage may not exceed 40
hours in any calendar year.
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Use of Paid Time Off
e EBT: May be used for vacation, illness, personal matters, holidays, and emergencies.
e EPL: May be used for any reason allowed under Maine law, with reasonable notice (4
weeks recommended for planned leave).

Notice Requirements:
e Vacation/Planned Leave: Submit requests at least 4 weeks in advance for vacation or
planned absences; requests for 2+ weeks off require 2-6 months’ notice.
e llilness/Emergency: Notify your supervisor as soon as possible but at least 4 hours before

the start of your scheduled shift or by 5 am for a morning shift.

e Approval of requests is subject to staffing needs and agency operational requirements.
The agency may limit the number of staff off in the same role or program at one time (e.g.,
1 CNA per shift, 1 DSP per program/house).

Restrictions:
e EBT or EPL may not be used during an employee’s notice period for resignation or
retirement.
e Time off requests are not automatically guaranteed; final approval is at the discretion of
the supervisor/manager.

Payout Upon Separation

EBT
e Paid at 50% of unused hours for employees in good standing upon separation or when
moving from a benefited position to per diem/relief status.

EPL
e Paid at 100% of unused hours for employees in good standing.

Cash-Out Option
e Employees with 12+ months of continuous service may cash out up to 40 hours of EBT
and/or EPL twice per year (June and November).
e Combined EBT/EPL cash-outs cannot exceed 40 hours per event.
e Employees must retain a minimum balance of 40 hours after cash-out.
e Cash-outs require Chief Human Resources Officer approval and are subject to available
funding.

Interaction Between EBT and EPL
e EBT and EPL are tracked separately but may be used together to cover approved
absences.

Page 94 of 98
Created: 07/01/2025 Board Approved: 08/27/2025 Revised: 06/04/2026



3Rivers Employee Handbook

e EPL must be tracked to ensure compliance with Maine’s statutory requirements.
e For per diem/relief staff, EPL is the only paid leave benefit.

Administration
e All EBT and EPL requests must be submitted through the agency’s designated HR/payroll
system.
e Supervisors must approve requests before time off is taken.
¢ HR will monitor balances, accruals, and usage to ensure compliance with this policy, and
Maine law.

Holiday Policy

This policy outlines the holidays recognized by 3Rivers and the guidelines for holiday pay, time
off, and floating holidays. The intent is to provide clear and equitable rules that support employee
work-life balance while maintaining program coverage and operational needs.

This policy applies to all employees of 3Rivers. Employees fall into one of two classifications for
purposes of holiday benefits:

e Program Staff

e Administrative Staff

Recognized Holidays

The following holidays are recognized and observed by 3Rivers:
o New Year's Day

Martin Luther King Jr. Day (*)

Presidents’ Day (*)

Memorial Day

Juneteenth (*)

Independence Day

Labor Day

Indigenous Peoples’ Day (*)

Veterans Day (*)

Thanksgiving Day

Christmas Day

O 0O 0O O O O 0O O O o

Observation: If a holiday falls on a Sunday, it will be observed the following Monday. If a holiday
falls on a Saturday, it will be observed on the preceding Friday.

If a holiday occurs during approved vacation time, the holiday will be paid and not charged against
Earned Benefit Time (EBT) or Earned Paid Leave (EPL).
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Employees must have completed the required eligibility period to receive paid holiday benefits
(default: 60 days of continuous employment unless otherwise specified).

Call-Out Restriction: Non-exempt employees will not receive holiday pay if they are absent
without approved documentation on the scheduled workday immediately before or immediately
after, or on a holiday. The Director of Human Resources may grant exceptions for absences
supported by documentation from a licensed medical or mental health provider.

Holiday pay is prorated for part-time employees based on their regular scheduled hours.
Administrative Staff

Holiday Pay
Up to 8 hours of regular pay for each recognized holiday.

Employees are required to take the holiday on the date designated by the agency.

Program Staff

Floating Holidays

Eligible holidays: Martin Luther King Jr. Day, Presidents’ Day, Juneteenth, Indigenous Peoples’
Day, and Veterans Day.

May be taken as paid time off after the actual holiday with supervisor approval. All floating
holiday requests must be submitted through the agency’s designated HR/payroll system and
approved by the employee’s supervisor.

Only one floating holiday may be used per pay period. Must be used by December 31 of the
current calendar year or will be forfeited. Available to all hourly program employees who have
completed the eligibility period.

Holiday Pay
Hours actually worked will be paid at the regular hourly rate.

Premium Holiday Pay: The following holidays worked will be paid at 1.5 times the employee’s
regular rate of pay for the hours worked, up to 8 hours. Any hours beyond 8 will be paid at the
regular hourly rate:

Memorial Day: 6:00 a.m. Memorial Day- 6:00 a.m. next day

Independence Day: 6:00 a.m., July 4 - 6:00 a.m., July 5

New Year's: 2:00 p.m., Dec. 31 - 9:00 p.m., Jan. 1

Labor Day: 6:00 a.m. Monday - 6:00 a.m. Tuesday
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Thanksgiving: 6:00 a.m., Thursday - 6:00 a.m., Friday
Christmas: 6:00 a.m., Dec. 25 - 6:00 a.m., Dec. 26

The Chief Human Resources Officer, in consultation with the Chief Executive Officer, may
approve exceptions to this policy when operational needs and equity considerations allow.

Bereavement Leave Policy

3Rivers recognizes that the loss of a loved one is a deeply personal and difficult time. This policy
provides paid bereavement leave to allow eligible employees time to grieve, attend funeral or
memorial services, make necessary arrangements, and address personal matters related to the
loss.

This policy applies to all full-time and part-time (24-35 hours) employees who have completed
the required eligibility period.

Available to all full-time and part-time employees who have completed 60 calendar days of
continuous employment.

Employees with less than 60 days of service may request unpaid leave, or use accrued Earned
Benefit Time (EBT), Earned Paid Leave (EPL), or other available paid leave with supervisor
approval.

Covered Relationships & Leave Allotments
Paid Bereavement Leave:
Up to 40 hours for full-time and 20 hours for part-time (24-35 hours) paid working time for the
death of a:
e Spouse
e Domestic Partner or Significant Other
e Child (biological, adopted, foster, or legal ward)
e Parent (biological, adoptive or legal guardian)

Up to 24 hours full-time and 12 hours for part-time (24-35 hours) paid working time for the death
of a:

e Sibling (biological, adopted, step, or half-sibling)

e Stepparent

e Stepchild

e Grandparent or Grandchild (including step-relations)

e Parent-in-law
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e Sibling-in-law
e Child-in-law

Bereavement leave will be paid at the employee’s regular hourly rate.

Overtime and shift differential are not included in bereavement pay calculations. Bereavement
leave does not count as hours worked for overtime purposes.

Bereavement leave should generally be taken as close to the date of loss as possible. Leave must
be used within six (6) months of the loss unless an extension is approved in writing by Human
Resources.

In special circumstances, bereavement leave may be split into non-consecutive days (e.g., for a
memorial service held at a later date) with supervisor approval. Any additional time off beyond
the allotted bereavement leave may be taken as accrued EBT/EPL, or unpaid leave, subject to
supervisor approval.

Employees may be asked to provide reasonable documentation (e.g., obituary, funeral or
memorial service program, death certificate, or a statement from a clergy member or funeral
director). Documentation requirements will be applied sensitively, and HR will work with the
employee to avoid unnecessary burden during a time of grief.

Request & Approval Process
¢ Notify your immediate supervisor and Human Resources as soon as possible after the loss.
e Submit a leave request through the agency’s designated HR/payroll system.
¢ HR and the supervisor will review and confirm the approved leave dates.
e All requests will be handled confidentially and with compassion.

Bereavement leave may be combined with other types of leave, if applicable and approved.

Employees who experience the loss of multiple family members in a single incident will receive
leave for each covered relationship as outlined in this policy.
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