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Sheltered Work Activity Program

EMPLOYEE POLICY MANUAL

The policies and procedures in this manual are not intended to be contractual
commitments by INCOR, and employees shall not construe them as such.

The policies and procedures are intended to be guides to management and are
merely descriptive of suggested procedures to be followed. INCOR reserves
the right to revoke, change or supplement guidelines at any time without
notice.

No policy is intended as a guarantee of continuity of benefits or rights. No
permanent employment or employment for any term is intended or can be
implied from any statements in this manual.

INCOR IS DEDICATED TO PROVIDING THE BEST SERVICES POSSIBLE.

Our mission is to enhance the well-being of individuals with developmental
disabilities through training in employment and/or daily living skills
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~Letter from the Executive Director~

Welcome to INCOR,

We are pleased to have you as an employee of INCOR and hope that you find your
association with the company to be an enriching and engaging work experience.

This manual is your guide to our policies. Of course, this manual cannot cover every
eventuality that may arise. Its purpose is to summarize or highlight current policies and
practices for staff members. All policies are subject to change. If you have questions or
would like more information, please contact the Human Resource Department.

We invite you to share with us your questions and thoughts about work life at INCOR.
Please feel free to call upon any member of the Human Resources Department to assist
you in any matter that concerns you or your job at INCOR.

Sincerely,

Do Imypala

Donna Mealer

Executive Director




OUR COMPANY

Company History

The company started in 1981 providing sheltered workshop services to individuals with
developmental disabilities where individuals learned a variety of tasks associated with
employment skills.

On July 24™, 1987, Judge James Ellison ordered Hissom Memorial Center to shut down and the
residents transitioned into community-based care. (Hissom Memorial Center was a facility in
Sand Springs that provided services to people with developmental disabilities.) INCOR decided
at that time to provide services to the individuals that were transitioning out of the facility into
community-based care and that was the start of our residential program. These services provide
daily living skills in a home type environment. Additional vocational services were started that
included services in the community for paid and unpaid jobs.

In 2007, we acquired 4 group homes and started providing services to the 22 individuals residing
in them. In 2012, we built 2 group homes. This allowed us to begin providing services to an
additional 12 individuals. In 2014, we added a consignment store to help provide employment to
our individuals.

We provide these services to over one hundred fifty individuals with disabilities. Staff is
provided for the individual(s) when needed and consist of more than 200 trained direct care staff.
Our service area covers 12 surrounding counties.

Company Objectives/Mission

INCOR is a full-service agency located at 920 N. 43" Street E in Muskogee, Oklahoma. The
purpose for our services has always been ENABLING THE DISABLED. To accomplish this
objective, INCOR provides Residential, Group Home and Employment Services including
Vocational training and Job Coaching through contracts with the State of Oklahoma Health Care
Authority, US Department of Housing and Urban Development (HUD) and other third-party
payers.

Statement of Commitment to Employees

INCOR recognizes that its staff is its most important strength and therefore is committed to
providing an excellent work environment. The employee benefits of INCOR have been designed
to promote loyalty and longevity and the company’s philosophy is to “promote from within”
whenever possible.

EMPLOYMENT POLICIES

Equal Opportunity

Equal Opportunity is INCOR policy. It is our policy to select the best-qualified person for each
position within the organization.

No employee of the company will discriminate against an applicant for employment or a fellow
employee because of race, creed, color, religion, sex, national origin, ancestry, age, or other
physical or mental disability. No employee of the company will discriminate against any
applicant or fellow employee because of the person’s veteran status.

This policy applies to all employment practices and personnel actions including advertising,
recruitment, testing, screening, hiring, selection for training, upgrading, transfer, demotion,
layoff, termination, rates of pay, and other forms of compensation or overtime.




INCOR has adopted an affirmative action policy which essentially means that the company will
aggressively seek out, hire, develop, and promote qualified members of protected groups —
defined as racial minorities, women, physically or mentally disabled individuals, disabled
veterans, veterans of the Vietnam era, and persons of ages 40 and over.

INCOR developed this Affirmative Action policy to comply with federal and state regulations
implementing Sections 503 and 504 of the Rehabilitation Act of 1973 as amended, Section 402
of the Vietnam Era Veterans' Readjustment Assistance Act of 1974, as amended, and the
Americans with Disabilities Act, effective 7/26/92 (all of which are hereinafter to be referred to
as the Acts.) It describes the policy, practices and procedures implemented in employing and
advancing, at all levels of management and non-management, qualified individuals with
disabilities, special disabled veterans and veterans of the Vietnam era without unlawful
discrimination.

Employees and applicants may review this program upon request. All employees and applicants
who believe they are covered under the provision of the Acts are invited to identify themselves,
if they so desire. Such information is voluntary and will be kept confidential, to the extent
provided for by the Acts.

Failure to identify themselves or to respond to inquiries regarding a disability or covered
veterans' status (1) will not result in adverse treatment and (2) will not relieve the Company of its
obligation to take affirmative action with respect to those applicants and employees of whose
disabilities the Company has actual knowledge.

INCOR will take appropriate action to provide that the rights of individuals to file complaints
furnish information or participate in an investigation, compliance review; hearing or any other
activity related to the administration of the Acts will be respected and not interfered with in any
manner.

EEO DEFINITIONS UNDER FEDERAL LAW

"An Individual with a Disability" is one who (1) has a physical or mental impairment, which
substantially limits one or more of such person's major life activities; (2) has a record of such
impairment or (3) is regarded as having such impairment. "A Qualified Individual with a
Disability" means an individual with a disability who satisfies the requisite skill, experience,
education and other job-related requirements of the employment position such individual holds
or desires, and who, with or without reasonable accommodation, can perform the essential
function of such position.

"A Special Disabled Veteran" means (a) a veteran who is entitled to compensation under laws
administered by the Veterans' Administration for a disability rated at 30% or more, or (b) a
person who was discharge or released from active duty because of a service-connected disability.

"Veteran Of The Vietnam Era" means a person (a) who served on active duty for a period of
more than 180 days, any part of which occurred between August 5, 1964 and May 7, 1975, and
was discharged or released there from with other than a dishonorable discharge, or (b) was
discharged or released from active duty for a service-connected disability if any part of such
active duty was performed between August 5, 1964 and May 7, 1975. No veteran may be
considered a veteran of the Vietnam era under this paragraph after December 31, 1994.

"Covered Veteran" The terms Special Disabled Veteran and Veterans of the Vietnam era will be
referred to hereinafter as covered veterans.




RESPONSIBILITIES

The Executive Director of INCOR has the overall responsibility and accountability for the
company's equal employment opportunity policy and affirmative action program to employ and
advance qualified individuals with disabilities and covered veterans without unlawful
discrimination. All company supervisors, managers, and coordinators are responsible and
accountable to the President and Chief Executive Officer for affirmative action within their
respective operations. Each management employee, at every level of the organization, is
evaluated on affirmative action performance just as certainly as he or she is held accountable for
services, income, and community and employee relations.

EEO POLICY DISSEMINATION

Internal Policy Dissemination: The Company’s equal employment opportunity policy for hiring
and advancing qualified individuals with disabilities, and covered veterans without unlawful
discrimination, is communicated to all employees. Managers are advised their work performance
is being evaluated based on their affirmative action efforts and results, as well as other criteria. In
addition, managers are advised that the Company is obligated to prevent harassment of
employees placed through affirmative action.

Records are maintained of employee attendance at meetings held to discuss the policy and its
provisions. To assure greater employee cooperation and participation in the company's efforts
this policy is:

¢ Included in formalized personnel practices and management manuals.

¢ @Given to all employees with the Personnel Policies Manual during hiring process.
e Available to applicants and employees upon request.

e Posted on Company bulletin boards.

External Policy Dissemination: The Company also communicates its policy for hiring and
advancing qualified individuals with disabilities and covered veterans, without unlawful
discrimination, to outside sources by:

e Enlisting the assistance and support of recruitment sources such as the Oklahoma
Employment Service, State Rehabilitation Services, veteran's counselors, state education
agencies, and social and veteran's service organizations. The sources are requested to
actively recruit and refer individuals with disabilities and covered veterans as job
candidates for positions in INCOR, depending upon the availability of job openings;

e Advertising in appropriate media to indicate INCOR's commitment to nondiscrimination
and affirmative action;

Including the affirmative action clause in all contract and recruitment offers.
Recruitment

Our company believes that the best candidates to fill our job openings may well be some of our
present employees. In keeping with this belief, prior to any outside recruitment, we will look
within the company to fill open positions before going outside the company.

Announcement of New Positions

As positions become available within the company, prior to outside recruitment, the Human
Resources Department shall determine the availability of qualified candidates within the




company. Recruitment may be conducted through schools, employment agencies, and company
advertising. Current INCOR employees will have hiring preference to all open positions.

Employee Selection Process

Selection of candidates for all positions will follow INCOR Equal Opportunity and Affirmative
Action policies.

Only job-related questions or ones that assess the candidate’s experience, skill, and training will
be asked. Definite salary commitments will be avoided during the initial interview.

The personnel department will be responsible for verification of employment information
provided by the applicant.

The only information to be verified from prior employers will be the following:

Dates of employment

Positions held

Salary at time of termination

Allegations of Abuse, Neglect and/or Exploitation

The applicant should be advised that this information will be verified. Additional information
should not be requested from prior employers, unless the applicant agrees in writing.

Employment Eligibility Verification — Form I-9

By law, every newly hired employee must verify his or her eligibility for employment within
three business days of accepting employment. The personnel department will not notify other
candidates that the position has been filled until the new employee has complied.

The employee will fill out and execute the top of Form 1-9. The personnel department will
complete Form [-9 after examining the employee’s documentation of identity and employment
eligibility.

Reference Checks

To ensure that individuals joining the company are qualified and have the potential to be
productive and successful, INCOR will check the employment references of all applicants and
run an OSBI including a Sex Offender and Mary Rippy Violent Offender check. Every offer of
employment is contingent upon the appropriate completion of all checks. If the Sex Offender
check or Mary Rippy Violent Offender check results return with said employee’s name listed,
employment will be terminated. If the OSBI shows a conviction, guilty plea, or pled nolo
contendere to a misdemeanor assault and battery or any felony, employment will be terminated.

No references will be given concerning any present or past employee of the company unless the
company has received a written request for such a reference. Only the human resources
department may respond to a request for a reference. Such response will only confirm the dates
of employment and position held, and will be in writing. If an employee has given written
authorization, INCOR will also provide information on the amount of salary or wages earned by
the employee.

Immigration Law Compliance

INCOR is committed to employing only United States citizens and Foreign Nationals who are
authorized to work in the United States, and does not unlawfully discriminate based on
citizenship or national origin.




In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a
condition of employment, must complete the Employment Eligibility Verification Form I-9 and
present documentation establishing identity and employment eligibility. Former employees who
are rehired must also complete the form if they have not completed an [-9 with INCOR within
the past three years, or if their previous I-9 is no longer retained or is invalid.

Employees may raise questions or complaints about immigration law compliance without fear of
reprisal.

New Hire

The Human Resources Department will conduct all aspects of interviewing and onboarding new
employees. Once a shift becomes available, the Human Resources department will contact
qualified applicants for interview. When an applicant has accepted an offer of employment,
information for required training will be provided (see Employee Required Training section).
The new employee will be provided with orientation materials and instruction for their job
location, duties, etc.

Rehire

Applications received from former employees will be processed using the same procedures and
standards that govern all direct applications. Human Resources will review the former
employee’s performance records and the circumstances surrounding separation of previous
employment with the company. This information will be provided to the staff responsible for
screening and interviewing applicants. INCOR is under no obligation to rehire former
employees.

Conflict of Interest and Nepotism

Conflict of interest situations arise when an employee might possibly possess some knowledge
or be in a position to influence a business decision. Whether the decision might be in INCOR's
best interest or not, when the employee, or employee’s family member owns real estate or
products which could be leased or sold to INCOR, great care must be exercised to prevent
conflicts of interest.

However, situations may also arise where the expertise, abilities, products, or realty of an
employee or their family member might be of invaluable assistance to INCOR. It would be
unfair to deprive the agency of those assets. In such situations, the following procedures will be
followed to insure equitable treatment for all parties:

e All potential conflict of interest situations will be accomplished through competitive
bidding.

e In any bid situation where the interests of an employee might be perceived as conflict of
interest situation, the employee will be expected to refrain from any discussion
concerning the action.

It is also understood that in any other situation such as staff hiring or termination, an employee
who might be in a conflict of interest situation will refrain from discussion on the issue.

Employees are reminded that they are forbidden to enter into any business dealings with
individuals served. Loans will not be made to individuals nor will any staff ask an individual for
a loan. Any employee receiving more than fifty dollars ($50) per year in gifts from an individual
will notify their supervisor who will alert the Executive Director or Board if no Executive
Director is available. Employees will follow and adhere to the current Service Agreement




between INCOR and the individual especially as it pertains to individual-staff financial
relationships.

Gifts, loans, unusual hospitality (excesses in the case of meals or refreshments), or any other
thing of monetary value from or on behalf of a supplier, that could influence actions, or give the
appearance of being capable of influencing actions, should not be accepted or offered by an
employee of INCOR. Any such gratuity of this nature that is received should be promptly
reported by the employee to his or her supervisor and then returned to the donor, if possible, or
disposed of in another appropriate manner. Acceptance of a meal, refreshments, or other
hospitality in the normal course of business relations is ordinarily not considered as being
capable of influencing actions, and as such is permitted as a courtesy and, when practical, should
be on a reciprocal basis.

Further, receipt of any hospitality in the normal course of business relations which if purchased
by the employee would be reimbursable under the expense guidelines of the company is not
considered as being capable of influencing actions and is permitted unless the receipt of same
would give the appearance of being capable of influencing actions. Aside from these limited
exceptions, acceptance of any gratuity, even a gratuity of low cost, is discouraged. To ensure that
conflicts of interest are avoided, an employee must report to his or her supervisor, the acceptance
from or on behalf of an individual of any meal or refreshment hospitality of a total value more
than $50. Or which is repetitive in nature, or rendered at a point in time so as to make it appear
unusual; the acceptance of any other gratuity or hospitality valued in excess of $25.

The preceding is not intended to encourage acceptance of any gratuity.

The overriding consideration to be kept in mind is that employees are not to use their company
positions for personal gain or benefit, nor conduct themselves in such a way as to give the
appearance that an INCOR employee is subject to influence in business decisions.

The giving of customary promotional items is not prohibited.

If a supervisor suspects that a subordinate has accepted or provided a gratuity that could
influence actions or have the appearance of being capable of influencing actions ("kickbacks") he
or she must report such suspicion to the Executive Director.

When Nepotism situations may arise, the following policy will be followed.

Except as prohibited by the laws of the State of Oklahoma, relationship by consanguinity (blood)
or affinity (marriage) shall not, in itself, be a bar to appointment, employment, or advancement at
INCOR. INCOR recognizes, however, that there is an inherent conflict of interest when an
employee makes hiring, promotional, or salary decisions about a family member, although there
may be extremely rare circumstances when the potential benefits to INCOR and the individuals
we service outweighs the potential harm in having an employee supervise a family member in
the same chain of command. Such a conflict of interest could lead to certain specific
circumstances to possible discrimination.

Relationship Definitions:

Relatives within the degree of relationship to an employee by consanguinity (blood) or affinity
(marriage) are the following: spouse, parent, parent of spouse, grandparent, grandparent of
spouse, uncle, aunt, uncle or aunt of spouse, brother, sister, brother or sister of spouse, son or
daughter, son-in-law or daughter-in-law, grandson or granddaughter, niece or nephew, niece or
nephews of spouse, first or second cousin, first or second cousins of spouse. For the purpose of
this policy, step- and half relatives are considered to be related by affinity.




No two persons who are related by consanguinity or affinity within the degrees of relationship
above shall be given positions in which either is directly responsible for making
recommendations or decisions regarding employment, promotion, salary, working conditions, or
other terms of employment for the other. This applies to any two related persons within the same
Service area chain of command. Nor shall either of two persons so related who hold positions in
the same Service area be appointed to an executive or administrative position in that service area
involving administrative responsibility over it, as long as the other person remains in that service
area.

No more than two persons who are related by consanguinity, affinity or two persons who are
cohabitating shall be working together in the same direct care assignment regardless of
supervisory authority.

Should such circumstances occur, steps to avoid a possible conflict of interest shall first be
considered including reassignment or transfer of one of the individuals involved to an open
position where no conflict exists and that individual is qualified or can become quickly qualified
through training and certifications.

However, if reassignment or transfer is impossible or impractical, then a waiver to this policy
may be considered in the following manner:

e All waivers shall be approved by INCOR’s Executive Director prior to hire or change in
employment status.

e The Waiver must be requested in a written statement by the supervisor of said employee
outlining what has led to him/her to conclude that the benefit to INCOR from granting
the waiver outweighs the potential harm,

¢ The supervisor must also propose in writing a means by which a qualified, objective
person, unrelated to the employee at issue, shall make performance evaluations and
recommendations for compensation, terms of employment, and other awards for that
employee, and state in writing how that means will avoid a conflict of interest.

The Executive Director’s determination will be final.
Dispute Resolution Policy

INCOR promotes an atmosphere in which employees can talk freely with members of
management. Employees are encouraged to openly discuss with their manager any concerns or
problems so that appropriate action may be taken. If the manager cannot be of assistance, the
Human Resources staff is available for consultation and guidance. INCOR is interested in all of
our employees’ success and well-being. We, therefore, welcome the opportunity to discuss any
employee concerns.

If an employee feels there is a need to dispute a situation, he or she may initiate the following
process: (Note: If an employee’s manager is named in the dispute, the process will be initiated
with the next higher level of management.)

e The employee should formally discuss the dispute with his or her manager who will
attempt to resolve the issue.

e [fthe employee’s manager is unable to resolve the dispute within five (5) working days,
or a reasonable time period, it may be submitted in writing to the program director who
will attempt to resolve the dispute.

e [f'the program director is unable to resolve the dispute within five (5) working days, or a
reasonable time period, it may be submitted in writing to the Human Resources Manager.
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e If the Human Resources Manager is unable to resolve the dispute within five (5) working
days, or a reasonable time period, it may be submitted in writing to the Executive
Director for consideration. The Executive Director’s determination will be final.

As a joint protection to the employee and the company, employees who have been absent from
work because of serious illness or injury are required to obtain a doctor’s release specifically
stating that the employee is capable of performing his or her normal duties or assignments
without risk of re-injury or relapse. A serious injury or illness is defined as one that results in the
employee being absent from work for more than 3 consecutive days or one which may limit the
employee’s future performance of regular duties or assignments.

If the cause of the employee’s illness or injury was job-related, the employee’s
supervisor/manager will make every reasonable effort to designate to the returning employee
assignments consistent with the instructions of the employee’s doctor until the employee is fully
recovered. A doctor’s written release is required before recovery can be assumed. Please see
Workers” Compensation Insurance section of this handbook for further details regarding the
Oklahoma Workers’ Compensation Law.

Whenever possible, INCOR will provide modified work while you are recovering from your
injury.

INCOR is committed to complying fully with the Americans with Disabilities Act (ADA) and
ensuring equal opportunity in employment for qualified persons with disabilities. All
employment practices and activities are conducted on a non-discriminatory basis.

Hiring procedures have been reviewed and provide persons with disabilities meaningful
employment opportunities. Pre-employment inquiries are made only regarding an applicant's
ability to perform the essential duties of the position.

INCOR will provide reasonable accommodation to the known disabilities of any employee, if
such accommodation is required in order for the employee to perform their job’s essential
functions and this accommodation would not cause undue hardship. All employment decisions
are based on the merit of the situation in accordance with defined criteria, not the disability of the
individual.

Qualified individuals with disabilities are entitled to equal pay and other forms of compensation
(or changes in compensation) as well as equal treatment in job assignments, classifications,
organizational structures, position descriptions, and lines of progression. Leave of all types will
be available to all employees on an equal basis.

INCOR is also committed to not discriminating against any qualified employees or applicants
because they are related to or associated with a person with a disability. INCOR will follow any
state or local law that provides individuals with disabilities greater protection than the ADA.




