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Welcome to Wisconsin Early Autism Project!

This is your Wisconsin Early Autism Project Employee Handbook.  It contains the employment policies that provide the framework for your employment with us and is yours to keep.  Whether you are joining us as a clinician, administrative person or in some other capacity, the policies in this book apply to your employment.  It is very important that you take the time to review these policies and familiarize yourself with them.  If you have any questions, contact a member of the Human Resources staff.

The policies in this handbook are subject to change without notice.  Additions, withdrawals or changes may be made to these policies at any time at WEAP’s discretion.  You will be notified of changes to policies that affect you.

Whatever your position, your contribution is so very important to the work we do.  We hope that your employment experience with us is rewarding and satisfying.  
Our Mission 

Wisconsin Early Autism Project is a behavioral treatment clinic committed to helping individuals and families affected by autism , and other disorders,  improve their lives through effective, evidence based therapies and diverse learning experiences. 
Our Vision

Wisconsin Early Autism Project will continue to strengthen our reputation and provide the highest quality, effective early autism treatment.  We will remain dedicated to individuals, families and the autism community, and will strive to be proactive in planning and managing growth.  We will expand our services and training opportunities, and will reach out to new populations of individuals, families, professionals and community partners.  We will conduct research, develop original data and increase knowledge, advancing in the filed of autism treatment.
Wisconsin Early Autism Project

HISTORY
This handbook gives an overview of the Wisconsin Early Autism Project's activities and philosophy of treatment. It will give you some background on our program and the work of Dr. Ivar Lovaas. The handbook also describes policies for structuring your interactions with the child and family you will be working with. These guidelines are designed to assist you in developing a professional role, which is important in the long-term success of your efforts. If you have questions about any information provided in this handbook or any other aspect of the Wisconsin Early Autism Project, please contact your Senior Therapist, Human Resources, your Clinic Supervisor, Michelle Sherman, Director of Clinical Services or Dr. Sallows.

The Wisconsin Early Autism Project is the largest replication site for Lovaas' work in the world. Prior to studying with Dr. Lovaas in 1994 and 1995, Dr. Sallows ran an inpatient program for autistic children for 14 years and an in-home program for birth to three-year-olds for 5 years. After training with Dr. Lovaas and working with the State of Wisconsin to establish funding for this type of treatment in Wisconsin, Tamlynn Graupner, MS, who had also studied with Lovaas, and Dr. Sallows began the Wisconsin Early Autism Project in January 1995 with just two staff members. Since that time, the program has grown rapidly. Currently WEAP has clinics in Madison, Milwaukee, Green Bay, La Crosse and Eau Claire and provides intensive in-home behavioral treatment to over 450 children throughout the state. WEAP also provides workshop services for families in many other states, and we have clinics in Canada, the United Kingdom and Australia. We feel that this kind of treatment should be made available to all families of young children diagnosed with autism or a Pervasive Developmental Disorder.

At the Wisconsin Early Autism Project our goal is to provide the most effective treatment possible for children with autism and pervasive developmental disorders. Since the treatment based on the work of Ivar Lovaas at UCLA is the only one with controlled follow up studies, it forms the basis of our treatment, and several of our senior staff have studied with Dr. Lovaas at UCLA. All Senior Therapists have been closely trained and supervised for at least one year in Lovaas' treatment and have passed the UCLA quality control criteria. Advanced supervisors have several years of experience as Senior Therapists and have worked intensively with a variety of children. While we have a generally behavioral orientation, WEAP Senior Therapists have also received training and supervision providing other approaches, which are helpful for certain children. These other approaches include interactive approaches such as Greenspan's Floor Time and Options, augmentative communication procedures including PECS, signing, and voice output devices, and procedures for addressing social deficits, including video modeling, social stories, and structured peer play. Staff members are well trained in the use of contextual and visual cues to assist children who have difficulty learning in the typical way. We also review new medical developments to keep up to date on medication, diets, and other therapies in order to develop informed opinions regarding their effectiveness. Currently we have eight psychologists and one psychiatrist on staff. A number of our senior clinical staff are also licensed social workers.

We believe that treatment should be fun for children and therapists. Children are respected as individuals who progress at their own best pace and may require a different mix of approaches to achieve their best possible outcome. To accomplish the required level of individualization, children and their treatment team are supervised several hours each week and are seen regularly by advanced staff. Perhaps due to the close supervision, intensive staff training, and the philosophy of providing the best possible treatment, the Wisconsin Early Autism Project is the first treatment program to replicate Lovaas' 1987 results.

We would like parents to be as closely involved as possible, including doing some therapy themselves if feasible. This allows parents to have a much better understanding of their child's skills and of how to provide guidance throughout the day. Raising a child with autism can be stressful for the entire family, and it can be quite helpful to the family, as well as the child with autism, if family issues related to this stress are resolved. WEAP has psychologists and counselors to help with personal, family and sibling issues if requested 

In addition to providing the best treatment, we believe that it is important to maintain good relationships with other community agencies. We have worked hard to build good relationships with area schools, and we are involved in advocacy efforts and promote the work of local support groups.

Finally, we believe that research aimed at examining the effectiveness of the various treatments for autism is very important. We are currently involved with Dr. Lovaas in his international replication study, and we are researching several techniques and procedures ourselves and will publish the results of these efforts on our web-site.

You are about to embark on a wonderful and rewarding journey working with these very special children! We thank you in advance for your dedication and professionalism!

Affirmative Action Policy 

It is the policy of Wisconsin Early Autism Project to implement Affirmative Action measures designed to eliminate present effects of past discrimination and to ensure equal opportunity for women, racial or ethnic minorities, and persons with disabilities.

Wisconsin Early Autism Project recognizes the need to identify job groups and classifications with under-representation and to set goals and timetables for increasing the employment of under-represented groups; and to develop an Affirmative Action plan for implementing those reasonable goals through outreach, recruitment, training and other activities and commitments.

Alcohol and Drug Use Policy

The terms used in this policy are defined as follows:

Alcohol:
Any liquor (distilled spirits), beer (fermented malt beverages), or wine containing ethyl alcohol

Drug:
Any controlled or illegal substance including narcotics, depressants, stimulants, hallucinogens, cannabis, or its derivatives, inhalants, and any prescription drug not medically authorized.

Policy Statement
It is the policy of Wisconsin Early Autism Project to make efforts to protect the health and safety of our clients, employees, client families and guests.  It is the policy of WEAP to maintain a drug free work environment consistent with the requirements of federal law.  Involvement with alcohol or other drugs can adversely affect the individual employee’s physical and mental health, the work environment, job performance and the safety of all.

WEAP requires employees to report to work free from the influence of alcohol or other drugs and capable of conduct, which ensures safe, diligent and effective work.

Using, possessing, manufacturing, selling, buying or transferring drugs by WEAP employees at any work site (client home, clinic, office or space retained for WEAP work activity) or at any WEAP sponsored function is expressly forbidden.  Additionally, the possession or attempt to possess, use or consume alcohol or other drugs on WEAP property or at a WEAP space (as described above) is prohibited, except as part of WEAP-sanctioned functions or events where it is lawful and not prohibited, subject to established restrictions and procedures.

Consequences of Non-Compliance

Employees who engage in any of the prohibited conduct above are subject to disciplinary action which, depending on the type and seriousness of the violation may include: written warnings, probation, revocation of privileges, financial restitution, suspension, termination or referral to legal authorities for prosecution.

Additionally, federal law requires as a condition of employment, that all employees notify WEAP of any conviction for a violation occurring in the work place within 5 days of such a conviction of any criminal drug statute including any law prohibiting manufacture, distribution, sale, transfer, use or possession of any drug.  Abiding by this policy is and notifying WEAP of any convictions as described above are conditions of employment with WEAP.

Seeking Assistance
Employees in need of help with an alcohol or drug problem are encouraged to contact one or more of the agencies in place in our community that help with such issues.  Such agencies include but are not limited to:


AA – Alcoholics Anonymous


NA – Narcotics Anonymous


Dane County Department of Health and Family Services

PICADA – Prevention and Intervention Center for Alcohol and other Drug Abuse

At the discretion of the appropriate WEAP authorities, assistance for problems with drugs or alcohol may be offered, at the employee’s expense, in lieu of, or concurrently with disciplinary action.  An assessment and/or evidence of satisfactory progress toward elimination of the problem may be required as part of any such agreement.  A conscientious effort to seek help will not, by itself, jeopardize and employee’s job.

At-Will Employment Policy
Employment with the Wisconsin Early Autism Project is on an at-will basis. This means that the employment relationship may be terminated by either the employer or employee at any time, with or without notice and for any reason not expressly prohibited by law.

Nothing in this handbook or in any other documents or statements contained therein shall limit, or in any way alter, WEAP's right to terminate employment at-will. No manager, supervisor, agent or employee of WEAP has any authority to enter into any agreement for employment for any specified period of time or to make any agreement, either in writing or orally, for employment other than at-will.
Attendance Policy

It is important for employees to be at work as scheduled in order to assure the continuous quality and efficacy of therapeutic services to clients of WEAP.  Employees are expected to be at their work sites and ready to begin work at the start of their shift.  Therapists and clinical staff who work in clients’ homes are expected to arrive on time and begin work immediately.  
Excessive absences or tardiness during the 90-day orientation period of employment may result in immediate termination.  Excessive absence or tardiness following completion of the 90-day orientation period will be addressed with corrective action.  

Employees are expected to work their scheduled hours and days.  If an employee is unable to report for work or anticipates arriving late, they must personally inform their supervisor, the parent and any other relevant party who needs to be aware of the event.  Notification should be made during business hours whenever possible.  If notification occurs after business hours,  a voice message is acceptable as long as  the employee clearly states the day and time of the message. Text messages are  NOT an acceptable form of notification.   Therapists are required to make a documented effort to find a replacement for themselves when it is necessary for them to miss a shift.  If an employee fails to properly notify the appropriate parties regarding an absence the absence will be considered unauthorized and may result in a loss of pay and possible corrective action.

The employee must call in every day that they are absent/tardy.  A supervisor may require a medical verification of illness.

Employees, who are aware of a need to be absent in advance, and desire to use PTO to cover the absence, must submit a completed PTO request form.
Babysitting Policy
To maintain professional boundaries and to avoid confusion to the child,  WEAP therapists are not allowed to babysit for a family in which they provide therapy or services.To maintain professional boundaries and to avoid confusion to the child,  WEAP therapists are not allowed to babysit for a family in which they provide therapy or services.

Bereavement Policy


This benefit is only extended to Seniors, Supervisors, Directors, Doctors, and Administrative staff – 

the Bereavement Benefit is NOT available to  line staff 

In the event that an employee might suffer the loss of a loved one, WEAP has allowed for eligible employees to observe each occurrence as follows. 

Employees will be allowed 3 days of paid bereavement for the following family members:  

Spouse, Children, Brothers, Sisters, Parents, and Grandparents

Employees will be allowed 1 day of paid bereavement for all other relatives or loved ones.

Employees will remain actively employed with WEAP during this time.  If additional days are needed it is the employees responsibility to contact their supervisor.  Additional days beyond the allowed will not be paid -  employees must  use their PTO first.  

Caregiver Background Check Policy

It is the policy of Wisconsin Early Autism Project, in accordance with the Wisconsin Caregiver Law, to conduct background checks for all employees upon hire and every four years in accordance with the rules stated in the Wisconsin Administrative Code HFS12.  Upon employment and every four years thereafter, employees shall complete a Background information Disclosure form (BID) A copy of that completed form shall be kept in the employee’s personnel file.

Failure to provide true and accurate information on the BID form, or intentional withholding of relevant information requested in the form, shall result in immediate termination.

If the employee has lived in another state during the last three years at the time of hire, a background check shall be conducted in each of the states of previous residence.

If the employee has been discharged from military service during the last three years at the time of hire, the employee must submit to WEAP a copy of their military discharge papers.

Every employee is required to notify WEAP as soon as possible, preferable within 1 (one) working day, when he or she has been charged with or has been convicted of any crime or has been or is being investigated by any other governmental agency for any act or offense specified under HFS Chapter 12.

Continuation of employment will be determined by WEAP based on the procedures established in the Caregiver Law.

Computer, Email and Internet Usage Policy

Wisconsin Early Autism Project recognizes that use of the Internet has many benefits for WEAP and its employees.  The Internet and e-mail make communication more efficient and effective.  Therefore employee are encouraged to use our e-mail system and the Internet appropriately.  Unacceptable usage of the Internet can place WEAP and others at risk.  This policy discusses acceptable usage of the Internet.

The following guidelines have been established for using the Internet and e-mail in an appropriate, ethical and professional manner.

1. WEAP Internet and e-mail access may not be used for transmitting, retrieving or storing or any communications of a defamatory, discriminatory or harassing nature or materials that are obscene or X-rated.  No message with derogatory or inflammatory remarks about an individuals race, religion, age, disability, national origin, physical attributes or sexual preference shall be transmitted.  Harassment of any kind is prohibited.

2. Disparaging, abusive, profane or offensive language; materials that would adversely or negatively reflect on WEAP or be contrary to WEAP’s best interests; and any illegal activities – including piracy, cracking, extortion, blackmail, copyright infringement, and unauthorized access to any computers on the Internet or e-mail – are forbidden.  

3. Copyrighted materials belonging to entities other than WEAP may not be transmitted by employees on the company’s network.  All employees obtaining access to other companies’ or individual’s materials must respect all copyright laws and may not copy, retrieve, modify or forward copyrighted materials, except with permission or as a single copy to reference only. If you find something on the Internet that may be interesting to others, do not copy it to a network drive, but rather give the URL to the person who may be interested.

4. Do not use the system in a way that may disrupt its use by others.  This includes excessive dial-in usage, sending or receiving many large files, and spamming.

5. The Internet is full of useful programs that may be downloaded, but some of them may contain viruses that can extensively damage our computers.  Be sure to virus-check downloaded files immediately.  If you are not absolutely certain of the identity of the sender of an e-mail, do not open it.

6. Each employee is responsible for the content of all text, audio or images that he/she places or sends over the company’s Internet or e-mail system.  No e-mail or other electronic communications may be sent that hide the identity of the sender or represents the sender as someone else.  

7. E-mail is not guaranteed to be private or confidential.  All electronic communications are WEAP property.  Therefore, WEAP retains the right to examine, monitor and regulate e-mail messages, directories and files as well as Internet usage.  Also, the Internet is not secure, so do not assume that others cannot read, or possibly alter your messages.

8. Internal and external e-mail messages are considered business records and may be subject to discovery in the event of litigation.

Failure to abide by the guidelines included here will result in corrective action up to and/or including termination.

Conduct and Discipline Policy

Conduct  
As members of Wisconsin Early Autism Project, all employees are expected to observe professional standards and personal integrity in their professional relationships, maintain appropriate boundaries in their professional relationships, comply with all laws and regulations applicable to WEAP and its activities, treat others with dignity and respect, and accept responsibility for the appropriateness of their own conduct.

Discipline

WEAP shall employ a disciplinary process aimed at developing the employee and assisting him/her in meeting the standards described above. 

Violations of company policies, guidelines, rules and standards of conduct will be addressed with corrective action, which may include written incidence, suspension, demotion or termination.  WEAP expressly reserves the right to determine at its sole discretion, the severity of the problem and the preferred method of proceeding in each individual situation. 

Confidentiality Policy

Confidentiality is Required: No person shall access, discuss, review, disclose, transmit, alter or destroy client information, except as required to fulfill Wisconsin Early Autism job responsibilities.  Information includes but is not limited to, any data gathered, whether in written, verbal or an otherwise generated form.

Specific Prohibitions:

· No employee or designated agent shall discuss specific client care issues with others in public areas or in public forums where non-authorized individuals may hear private information related to an individual.

· No employee shall leave unattended in public areas or in areas where other persons might access it, client specific information and medical records, including client information on computer screens.

· No employee shall access test results, diagnostic or demographic information of clients known to them, including family members and friends, without the client’s specific written authorization except as required to fulfill WEAP job responsibilities.

· No management personnel may request or access their employee’s medical record for purposes of ascertaining the employee’s physical or mental ability to perform a job.
Breach & Disciplinary Actions:  Unauthorized access, discussion, review, disclosure or transmission of client information, except as required to fulfill WEAP responsibilities is prohibited.  Violation of this policy shall result in disciplinary action, up to and including dismissal from employment or other relationships with WEAP.

Copyright Infringement Policy  
WEAP recognizes and adheres to all copyright laws.  Staff are strictly forbidden to unlawfully duplicate  any copyrighted material.  Employees obtaining access to other companies’ or individual’s materials must respect all copyright laws and may not copy, retrieve, modify or forward copyrighted materials, except with permission or as a single copy for reference only.   Employees found illegally duplicating copyrighted materials  will receive corrective action as deemed appropriate for the violation.

Critical Incident Identification and Reporting Policy

Wisconsin Early Autism Project is committed to supporting and furthering the wellbeing of our clients.  We require that all our employees are able to identify critical incidents and will report them immediately in accordance with state and county protocols.

A critical incident is any actual or alleged event or situation that creates a significant risk of substantial or serious harm to the physical or mental health, safety or well being of a client.  Critical incidents include but are not limited to:

· Physical Abuse  (whether you eye-witness or hear actual abuse taking place in another room, or see evidence such as unexplained bruises, fresh scars, or are told that such an event has taken place).

· Sexual Abuse: any act of sexual intercourse or sexual contact with a child.  Could be indicated by over sexualized behavior in the child.

· Undue restraint, isolation or confinement.  This does not refer to the brief  ‘time outs’ sometimes provided in WEAP therapy, but rather refers to the client being forced to remain alone in a confined area for an extended period perhaps as a punishment for ‘misbehavior’.

· Neglect: failure to provide adequate food, shelter, needed medical care.

· Unsafe or unsanitary conditions in the home or place where services are received.

· The initiation of an investigation by law enforcement of an event or allegation regarding a child as either a perpetrator or victim.

· An unexpected event or behavior that causes a serious injury or risk to the child; which may include running away, setting a fire, violence, hospitalization resulting from an accident, suspected or confirmed suicide attempts, or death of the child.

· Unexpected, untimely and urgent emergency hospitalizations. 

· Significant damage to client property.

· Errors in medical or medication management that result in a significant adverse reaction that requires medical attention.

In the event that any WEAP employee sees or hears of evidence of any of the elements listed above, they are to report the incident  immediately to their supervisor and write a note reporting, in detail,  what happened.
Failure to report a critical incident may result in corrective action up to and/or including termination from employment as well as possible civil or criminal penalties.

The state and counties’ reporting requirements protect individuals who report critical incidents from retaliation including but not limited to threats, intimidation coercion, discrimination or any other form of retaliation.

Discipline Policy

WEAP shall address an employee’s failure to observe WEAP’s stated standards of staff conduct and performance or any violation of policy, by means of a disciplinary action plan. This process notifies the employee that their action is in violation of a company policy or standard.   Discipline will be determined by the supervisor and/or the psychologist.  Some violations of policy may result in immediate termination, e.g., aggression toward a child.

Dress Code Policy

In all work situations and at any WEAP-sponsored events, employees are considered representatives of the company and are therefore expected to adhere to a professional standard of dress.

This means that employees are expected to maintain cleanliness and a well-groomed appearance and to maintain clothing in good condition, free of tears, holes, stains, etc. Overtly sexual costume or clothing that reveals the body in a sexually suggestive way is inappropriate. This includes, but is not limited to, tops that reveal the midriff, excessively low-waisted pants, excessively short shorts or skirts and low necklines.   Inappropriate advertising on clothing is also  prohibited.  Examples of such, but not limited to ,  include   references to smoking tobacco or  alcohol consumption.
Clothing or jewelry that inhibits physical movement or which may pose a physical hazard to clients or employees in the therapeutic setting (bracelets, necklaces, dangling earrings, exposed body piercing, etc.) are inappropriate. WEAP retains the right to determine what is and is not appropriate attire for employees.

Driver Safety Policy


The safety and well being of our employees is of critical importance to the Wisconsin Early Autism Project.  We therefore each have a responsibility not only protect ourselves when we are on the road, but also to do our part to protect those around us.  Employees who are required to drive on company business at any time will be expected to consistently follow all the procedures below. 

1. All employees are expected to wear seat belts at all times while in a moving vehicle being used for company business whether they are the driver or the passenger.

2. Use of handheld cell phones, whether personal or business-owned, while behind the wheel of a moving vehicle being used on company business is strictly prohibited.  Employees must pull off the road if it is necessary to make or receive a phone call if using a hand-held phone while in transit. 

3. Although use of cell phones under any circumstances is strongly discouraged while driving, the use of hands-free technology may be warranted in unusual or emergency circumstances.  This technology can also be distracting. 

4. Engaging in other distracting activities, including but not limited to, eating, applying make-up, reading or changing radio stations or music is also strongly discouraged while driving,  even when in slow moving traffic.

5. Use of alcohol, drugs or other substances, even over the counter-the-counter cold or allergy remedies that in any way impair driving ability, is prohibited.

6. All employees are expected to follow all driving laws and safety rules such as adherence to posted speed limits and direction al signs, use of turn signals and avoidance of confrontational or offensive behavior while driving.

7. Employees must promptly report any accidents to local law enforcement, as well as to the company.  

8. Employees are expected to report any moving or parking violations received while driving on company business.

9. Failure to adhere to these procedures may result in disciplinary action per company policy.

Election Day Policy
All employees may take up to 3 hours to vote for State and Federal elections.   Employees must notify the employer prior to the absence.  If eligible,  employees may use PTO ;  otherwise,  the time off will be without pay.
Electronic Signatures Policy
Electronically submitted signatures will be  recognized and accepted by WEAP  with the exception of  original timesheets, reports or documentation  prepared for a child’s clinical chart.  In this case,  a written signature is required.

Equal Opportunity Employment  Policy
It is the basic policy of the Wisconsin Early Autism Project, in accordance with its commitment to the principles of social justice, to administer its employment practices, including those pertaining to recruitment, hiring, transfers, promotions, compensation, benefits, discipline, termination and other terms and conditions of employment, in a non-discriminatory manner, without regard to race, religion, age, sex, sexual orientation, ethnic origin, religious affiliation, color, national origin, handicap/disability, marital status, arrest or conviction record, or any other basis, prohibited by applicable federal, state or local fair employment laws or regulations.
Exit Interview Policy

Staff members who terminate their employment or are dismissed from their employment with Wisconsin Early Autism Project will be asked to participate in an exit interview with a Human Resources Representative. The employee may complete an Exit Interview Questionnaire or arrange to meet in person with  a HR Representative.  All information shared via either of these formats will be kept strictly confidential. Information gleaned from exit interviews will be included in reports for purposes of improving the quality of work life for all employees. However, the information shall never be presented in such a way as might identify the source of the information. Therefore, employees may feel free to express their opinions regarding their employment.

Any WEAP property (including keys, program materials, pagers, etc) issued to staff must be returned to their immediate supervisor or the HR department at the time of termination of employment.

Family Medical Leave Act (FMLA)
The Family Medical Leave Act is a federal and state labor law allowing an employee to take job-protected unpaid leave due to a serious health condition that makes the employee unable to perform his or her job, to care for a sick family member, or to care for a new child (including by birth, adoption or foster care). 

Any Employee  is eligible  once he or she has been employed for 52 weeks and worked 1000 hours (Wisconsin law) and 1250 (Federal Law).

Fragrance Free Workplace Policy

Wisconsin Early Autism Project strives to ensure the comfort and safety of staff and visitors by encouraging a smoke free and fragrance free environment. It is WEAP's desire to limit, to the extent possible, the barriers and difficulties experienced in the workplace by both staff, clients and visitors subject to chemical/fragrance sensitivities.

Therefore WEAP requests that all offices, restrooms, meeting rooms, common areas and clinic spaces be kept free from chemical based scented products. Such products include, but are not limited to, perfumes, scented candles, potpourri, air fresheners, scented hand and body lotions, disinfectants, hairsprays, colognes, cigarette smoke.  In addition, therapists should not smoke 15-30 minutes before  a therapy or progress review session.

Harassment Policy

It is the intent of Wisconsin Early Autism Project to provide a work environment free of all sexual or other harassment by coworkers, supervisors, clients, vendors or other agents of WEAP.  WEAP encourages reporting of all perceived incidents of harassment regardless of the offender’s identity or position to an immediate supervisor or a Human Resources Representative.  It is the policy of WEAP to investigate all such reports.  WEAP prohibits retaliation against any individuals who report harassment or who participate in an investigation of such reports.

All employees are required to be familiar with, and comply with, WEAP’s policy prohibiting sexual or other forms of harassment or retaliation in the workplace.  Each supervisor has the responsibility to maintain the workplace free from harassment or retaliation.

Sexual harassment may involve individuals of the same or different gender.  Prohibited sexual harassment includes, but is not limited to:

· Unwelcome sexual advances or requests for sexual favors

· Unwelcome verbal, physical, or visual conduct of a sexual nature

· Making submission to (or rejection of) such conduct a factor in employment decisions

· Permitting such conduct to interfere with an employee’s work performance or to create a hostile, intimidating or offensive work environment

· Making sexual innuendoes or jokes

· Commenting about an individual’s body, sexual prowess, or sexual deficiencies

· Leering, whistling or touching

· Making insulting or obscene comments or gestures

· Displaying sexually suggestive objects or pictures in the workplace

It is also the policy of WEAP to prohibit other forms of unlawful harassment including, but not limited to, harassment on the basis of race, religion, age, sexual orientation and national origin.  Such harassment can take the form of name calling, slurs or offensive jokes.

If it is believed a staff member has witnessed or been the subject of sexual or other harassment, the matter should be reported as soon as possible to the immediate supervisor or a Human Resources Representative. 
A prompt and thorough investigation will be undertaken in response to all reports of harassment or retaliation to determine the facts.  The investigation may include individual interviews with the parties involved and, where necessary, with individuals who may have observed the alleged conduct or may have other relevant knowledge.  Confidentiality will be maintained throughout the investigatory process to the extent consistent with adequate investigation and appropriate corrective action.

After appropriate investigation, any supervisor or other employee found to have sexually or otherwise harassed another employee will be subject to appropriate responsive action which may include, for example, training, referral to counseling, withholding of a promotion or pay increase, reassignment and or disciplinary action up to and including dismissal from employment, as WEAP believes appropriate under the circumstances.  Retaliation against an individual for reporting harassment or participation in an investigation of a claim of harassment is also a serious violation of this policy and, like harassment itself, may be subject to disciplinary action, up to and including termination of employment.  Acts of retaliation should be reported immediately and will be promptly and thoroughly investigated and addressed.

Holiday Pay Policy
There are 6 paid holidays
New Years Day





Memorial Day





Independence Day





Labor Day





Thanksgiving Day





Christmas Day

All full time employees (excluding Lines) will receive 8 hours of paid time for each of the six holidays.  Part time employees (excluding Lines)  will receive a prorated amount based on their targeted number of scheduled hours.  (See chart below.)  If a holiday falls on a day of the week that you normally do not work, you may take the prorated amount of hours off on another day within that week.  If you are regularly scheduled for more hours than are allotted for the holiday you should use PTO or work extra on another day within the week to make up for the shortage of hours.

These holidays are generally recognized as business holidays.  If an employee would like to substitute a Jewish holiday for Christmas (the only national holiday that is also a religious holiday) this will be allowed.  Please notify your Supervisor and Payroll for prior approval.

Full Time  =
40 hrs/week

8 Hours Holiday Pay

90 %         =
36-39 hrs/week

7.2 Hours

4/5 Time   =  
32-35 hrs/week

6.4 Hours

3/4 Time   = 
30-31 hrs/week

6.0 Hours

3/5 Time   = 
24-29 hrs/week

4.8 Hours


1/2 Time   =
20 hrs/week


4.0 Hours

Illness  Policy for Employees 

To ensure the well being of our staff and clients and to prevent the further spread of illness,  an employee may be restricted from a working environment if they are experiencing a contagious illness, flu or flu like symptoms.  WEAP staff members who have the flu-or flu like symptoms should not provide therapy for any children until they are free of symptoms for 24 hours.  In some circumstances,  a written release from a health care professional may be needed to resume work. 

Line Staff should attempt to make up missed shifts or have another therapists  provide coverage for the time absent.
Incident / Accident Reporting 

In the event that you are injured while completing your job duties with the Wisconsin Early Autism Project, you are covered under Workman’s Compensation insurance.  This does not include coverage for replacing any personal items that are damaged while performing your job duties (i.e. broken glasses, torn clothing, a scratch on your vehicle, etc.)  It also does not include any damage to your vehicle that is sustained while traveling to and from your clients’ home.  However, any injuries you sustain while driving to and from your clients home will be reported to Workman’s Compensation.

PROCEDURE:

1  Fill out an incident report form and leave it in the client’s therapy binder so that the senior therapist can review it and distribute it to Human Resources.  This form can be found at the client’s home.  See the “Guidelines” handout for specifics on filling out this form.  A form should be filled out for every incident that occurs.  This includes those injuries that will not require medical attention or result in time off of work.

2.  If your injury will result in you having to receive medical attention and/or miss time from work, you MUST contact the Workman’s Compensation Representative, at the Madison clinic as soon as possible, but no later than 24 hours from the time of injury.  Whenever possible, you should  make contact prior to receiving any medical attention.  The Workman’s Compensation Representative  can be contacted at the following number: 608-288-9040 / Monday through Friday, between the hours of 9am and 4:30pm.  In the event that an injury is sustained on a weekend and the office is closed, you should call  immediately on the Monday morning following the incident.  You do not have to delay emergency medical attention until that Monday.  You can see a doctor immediately if necessary.  If the Workman’s Compensation Representative is unavaiable,  you may speak with a HR representative at the same number.

3.  A Workman’s compensation form is completed based on the information you given.  In order to complete the form, we will need the following information:  what the nature of the injury is, where the injury occurred (i.e. client’s home, etc.), when the injury occurred- time and date, the names of any doctors that provided treatment to you, the name and address of the clinic/hospital you received treatment at, and your estimated date of return to work.  If you leave  a message,  the representative  may need to contact you to get specifics about the incident.

***It is important that this procedure be followed within the time frame given.  Failure to report injuries within the 24-hour timeframe will result in strict fines and penalties to the Wisconsin Early Autism Project and a delay in reimbursement to you.

Inclement Weather Policy 
In the event of snow or other extremely adverse weather conditions which may make travel hazardous,  Employees may request time off from work but will be required to use PTO for that absence.  

Employees who are not PTO-eligible may certainly take a day off without pay rather than risk driving in hazardous conditions. However, they will not be compensated for missed shifts.  

Line therapists choosing to take time off, are required to make every effort to make up the hours missed in the same month if possible.

Administrative staff may opt not to report for work due to weather conditions.  However, unless their clinic has been closed due to the weather, they will be required to use a PTO day for that absence.

PROCEDURE:

Employees choosing to take time off due to inclement weather,  must call and inform their clinic, direct supervisor and any families that will be affected by the decision.

Jury Duty Policy
Employees who work 30 hours or more per week will be reimbursed regular pay less amount received from the courts.
Licensure or Registration Policy

If a staff member is required by law or his/her job position to be registered or licensed, it is the staff member’s responsibility to keep the licensure/registration valid and up to date.  For documentation purposes, it is important that whenever a staff member renews or updates their licensure/registration, a copy of the renewal form or documentation is sent to the Human Resources Department to be placed in the personnel file.  Working without current, valid registration or licensure will result in immediate suspension or termination.

If an employee has their licensure suspended or removed for any reason, or if they are notified that they are under investigation for any infraction affecting their licensure or certification, that employee is obligated to notify WEAP of that circumstance immediately or no later than one business day following their learning of this event.

WEAP may suspend an employee with or without pay pending the outcome of such an investigation.

Orientation Period Policy
The first 90 days of employment with WEAP will be considered the employee’s Orientation Period.  During this period of time the new employee receives General Orientation to WEAP’s employment policies and practices, information about payroll, health insurance and other benefits, and any training specific to their position.  This is not a probationary period but rather a training period.  All applicable employment laws and fair practice guidelines apply to this period as to any other period during the employment relationship
When a WEAP employee transfers or is promoted to a new position, the first 90 days of their new employment shall be considered an orientation period.  

The orientation period is used by the new hire or transferee as a time to become familiar with their position and it’s requirements as well as the organization’s practices, policies and expectations.  Employees are encouraged to participate in their training, to ask questions and request feedback and instruction from trainers, supervisors and administration.

WEAP uses the orientation period to evaluate the employee’s performance and development in their new job, to make a determination as to the employee’s continued employment.  The orientation period requires the new employee to attend all required training’s, to indicate an understanding of and ability to perform the functions of the position, and to consistently demonstrate a commitment to meet our standards of staff conduct and performance.  

Poor attendance or performance during the orientation period may result in immediate termination.  WEAP will make the determination regarding termination on a case by case basis.

The supervisor (whoever supervises the employee) will perform a performance evaluation on or around the end of the orientation period. At this time the employee is retained or dismissed.  In some cases the orientation period may be extended.  Decision to extend the orientation must be approved by Human Resources.

Outside Employment Policy

While working for WEAP, you may not work for other providers of services to Autism Spectrum Disorders simultaneously. This includes “moonlighting“, ie., being paid directly for working with an autistic child outside of your work at WEAP.  Otherwise, WEAP has no objections to a staff member having other employment, so long as the outside employment does not interfere with or adversely affect the staff member's performance of his/her job and does not create a conflict of interest. Staff members are not excused from assigned overtime, emergency calls or scheduled work because of outside employment. Staff members engaged in outside employment should notify their immediate supervisor of such outside employment to avoid scheduling conflicts.

Missing an assigned shift or shifts or failure to complete work as expected due to outside employment, shall be considered a performance issue and will be addressed through our discipline process with Corrective Action up to and including termination.

Overtime Pay Policy

Non-exempt staff do not have the authority to work overtime hours without prior approval of their supervisor. Non-exempt staff shall be paid 1.5 times their regular hourly rate of pay for hours worked after 40 hours of actual time worked each week. Paid Time Off (PTO) is not used in determining over time.

Failure to receive prior approval for over time worked will be considered a violation of company policy and will be addressed with corrective action.

Paid Time Off Accumulation Policy
Paid Time Off (PTO) combines traditional vacation, personal and short term sick time into a single paid account, which can be used for planned days off and short illnesses.  A PTO plan allows employees flexibility in choosing personal time off.

Eligibility for Clinical and Admin Staff excluding Line Therapists

PTO is accrued upon hire or transfer to a benefit eligible position and accumulates based on the proportion of a full time position.  Milestones for benefit eligibility with WEAP are:

Full Time  =
40 hrs/week

90 %         =
36-39 hrs/week

4/5 Time   =  
32-35 hrs/week

3/4 Time   = 
30-32 hrs/week

3/5 Time   = 
24-29 hrs/week

1/2 Time   =
20 hrs/week

Accrual and Payment of PTO

Accruals are based upon weeks worked and are accrued on a biweekly basis. PTO accrual will be capped at 1.5 times the annual amount the employee is eligible for.  Once you have reached the cap you will no longer accumulate PTO hours until some have been used and the total falls below the cap.   PTO is paid at the employee’s straight time rate.

PTO Accrual is as follows:

Proportional Position
Biweekly PTO Accrual
           Yearly PTO Accrual
Accrual Caps
Full Time (Year 1)

4.92 hours


3.2 weeks
0


Full Time (2-5 Years)

6.77 hours


4.4 weeks
264 hours

Full Time (+ 5 Years)

8.62 hours


5.6 weeks
336 hours


90% Time (Year 1)

4.43 hours


2.9 weeks
0

90% Time (2-5 Years)
6.09 hours


4.0 weeks
238 hours


90% Time (+5 Years)

7.76 hours


5.0 weeks
302 hours

4/5 Time (Year 1)

3.94 hours


2.5 weeks
0

4/5 time (2-5 Years)

5.42 hours


3.5 weeks
211 hours

4/5 Time (+5 years)

6.89 hours


4.5 weeks
268 hours

3/4 Time (Year 1)

3.69 hours


2.4 weeks
0


3/4 Time (2-5 Years)

5.08 hours


3.3 weeks
198 hours

3/4 Time (+5 Years)

6.46 hours


4.2 weeks
252 hours

3/5 Time (Year 1)

2.95 hours


1.9 weeks
0

3/5 Time (2-5 Years)

4.06 hours


2.6 weeks
158 hours


3/5 Time (+5 Years)

5.17 hours


3.3 weeks
202 hours

1/2 Time (Year 1)

2.46 hours


1.5 weeks
0

1/2 Time (2-5 Years)

3.38 hours


2.2 weeks
132 hours

1/2 Time (+5 Years)

4.31 hours


2.8 weeks
168 hours

Use and Scheduling of PTO

Whenever possible, PTO must be scheduled in advance for time off for vacations, personal leave appointments or other reasons.  All PTO usage is subject to supervisory approval, department or team staffing needs and established organizational procedures.  Unscheduled absences will be monitored. 

All employees are expected to work their full schedule.  Consistent failure to work a full schedule will be addressed through counseling and/or corrective action.  Adjustment to the weekly number of hours you are targeted for may be renegotiated if necessary.

PTO will be used in the following ways:

Salaried Full time employees: PTO will be used to cover hours you are short within any scheduled two week payroll period.  PTO hours should be used in ½ hour increments to get to your targeted two week total.

Hourly Employees: Employees should cover all hours missed with PTO deduction within a payroll week. 

All Employees must use all their accrued PTO before taking time off with out pay

Payment Upon Termination
After 90 days of eligible employment, an employee will be paid upon resignation, retirement, or separation (not due to termination for cause) for all PTO hours accumulated but not used.  However, no payment for accumulated PTO will be made if the employee fails to give proper notice or to work all shifts during the notice period given.  Accumulated PTO may not be used in lieu of proper notice of resignation.  

Paid Time Off Accumulation - Full time Lines Pilicy
Paid Time Off (PTO) combines traditional vacation, personal and short term sick time into a single paid account, which can be used for planned days off and short illnesses.  A PTO plan allows employees flexibility in choosing personal time off.

Eligibility for Full Time Line Therapists

To become eligible, and you  must have passed the 90 day orientation and evaluation period, have worked at least four consecutive weeks at 30 or more hours and have the intent to stay employed full time with  WEAP for at least the next three months. You must maintain a 30 hour schedule in order to remain eligible for this benefit.  Your classification as a full time employee will be reviewed monthly for eligibility based on the number of hours paid in a given month. PTO accruals will stop without notice after the second month of low recorded hours.  

Accrual and Payment of PTO – Line Staff

PTO is accrued starting the first day of full time employment based on the actual hours paid, excluding overtime, and are accrued on a biweekly basis.  The calculation is based on 0615 minutes PTO for every hour worked which is the equivalent of 4.92 hours for an 80 hour work week.  PTO accruals are capped at 192 hours.  Once you have reached the cap you will no longer accumulate PTO hours until some have been used and the total falls below the cap.  When you would like to use earned PTO you must complete a PTO request form.  The form should be signed by your Senior and mailed to the Madison office.  You may fill out one form for each day/week being taken off.  A separate form for each family, if a multiple family situation exists, is not necessary.  

Use and Scheduling of PTO

Whenever possible, PTO must be scheduled in advance for time off for vacations, personal leave appointments or other reasons.  All PTO usage is subject to supervisory approval, team staffing needs and established organizational procedures.  Unscheduled absences will be monitored. 

All employees are expected to work their full schedule.  Consistent failure to work a full schedule will be addressed through counseling and or corrective action. 

Employees should cover all regular hours missed with PTO deduction

Payment Upon Termination
After 90 days of eligible employment, an employee will be paid upon resignation, retirement, or separation (not due to termination for cause) for all PTO hours accumulated but not used.  However, no payment for accumulated PTO will be made if the employee fails to give proper notice or to work all shifts during the notice period given.  Accumulated PTO may not be used in lieu of proper notice of resignation.  

Payroll Procedure Policy
Payroll checks and direct deposits  are issued bi-weekly on alternate Fridays the week following the close of the payroll period.  An annual schedule of paydays is available in the Payroll department.

Because of confidentiality, no payroll information shall be furnished to outside sources without written consent of the employee.  If an employee is involved in a legal matter concerning hours and wages, court documents supersede employee’s consent for release of information.  Legal matters concerning employee’s hours and wages will be shared with the employee by the Payroll Manager.

Deductions

Every payday staff members receive a statement, which provides current and year-to-date earnings and withholdings.  WEAP is required by law to make certain deductions from a staff member’s earnings.  Compulsory deductions include those for Social Security and Medicare, federal and state income tax.

Staff may authorize voluntary deductions from their earnings, which may include retirement contributions, medical/dental insurance premiums, and flexible spending account deposits.  Requests for voluntary deductions must be made in writing.

In January of each year all staff will receive a Wage and Tax Statement, Form W-2, which will indicate total taxable income and taxes withheld for the previous year.

All employees are required to complete time sheets for each week for both work time and travel time if required.  This timesheet must be signed by the appropriate supervisor and submitted to the Human Resources department for review and verification.  Knowingly falsifying or misrepresenting information on a timesheet can result in immediate dismissal.  Employees are prohibited from having another employee complete their timesheet.

Performance Evaluation Policy
Regular performance evaluations contribute to staff effectiveness, development and satisfaction on the job. Performance evaluations are a part of an ongoing dialogue between employees and their supervisors wherein both parties discuss the expectations of the job and the best way to meet them. In addition to the informal staff and supervisor interchange, WEAP evaluates new employees at the end of the orientation period (approximately 90 days)  and annually thereafter.  
The evaluation forms provide the documentation of work plans and goals agreed upon by the staff member and the supervisor, documents an employees areas of strength and development and may provide documentation to substantiate recommendations for personnel actions.

Both the Supervisor and the staff member sign the evaluation form, and copies are provided to the Supervisor, staff member and the Human Resources department. Employees are encouraged to review and discuss their evaluation and can respond to the evaluation in writing. The performance evaluation form will be kept as part of the employee's personnel file in the HR department.

Personnel Records  Policy  

It shall be  WEAP’s practice to maintain personnel records for all employees.    These files contain employment documents as well as paperwork relating to staff benefits.

The nature of employee records dictates that all information contained in an employee’s personnel file must be treated as confidential.  Access to these records is limited to management and the employee or their designated representative on a need to know basis.  Generally, without  specific written authorization and release from a staff member, only his/her job title, verification of employment dates and job duties will be released outside of WEAP.  
All employees have access to their records if requested in advance with the exception of any reference check documents and certain company confidential documents.  Employees may schedule a review of their personnel file up to two times per calendar year by providing a 7-day advance written request to the HR department.  Employees may receive a copy of the file if they make a written request in advance to the Human Resources Department.   Human Resources must produce a copy of the personnel file within one week of the written request.
Policy Procedure Policy

WEAP policies are created and revised through the process detailed below.  Individuals or clinics wishing to suggest a new or revise an existing policy,  may do so by  completing a Policy Approval form.

Process :

1.  The  Policy Approval Form  is initially emailed or faxed to the POLICY PROCESSOR 

2.  Policy Processor forwards the request to Dr. Sallows for Policy consideration.

3.  If  Dr. Sallows agrees that a policy should be created or revised,  the Policy Processor will email each clinic’s  Office Manager   and   specified department  heads for input.  ( It is the responsibility of  the emailed recipient to share this information within his/her clinic. )

4.  Clinics and  specified Departments have 7  business days to respond  &   provide input, additional suggestions  

5.  Policy processor inputs the date each  party responds to the request. 

6.  Policy Processor  summarizes and shares responses  with the   POLICY APPROVAL BOARD & types a 1st Draft

7.  Policy Approval Board  reviews,  approves or denies the request.  Communicates with Policy Processor for final  official wording.

8.  Processor completes the form.   

9.  Policy Form is then Signed & Dated by Dr. Glenn Sallows.

Note:  If  Dr. Sallows is unavailable for a signature,   an email approval will substitute and be kept with all the corresponding documents involved in the policy making

10.   Processor completes the checklist  at the bottom of the Form … notifies staff,  faxes completed / signed form to all clinics, updates the handbooks and computer folders, etc.

11. Policy Processor  staples all  correspondence regarding the Policy Approval Process to the actual Policy Form.    This document is then placed in an official  POLICY BINDER.

Maintenance :

To  help ensure wording & policies are current -   

1.  At the beginning of each calendar year the Policy Processor will email all clinic Office Managers  and specified department heads requesting a review and input on  the Parent and Employee Policy handbooks. (Attachments of both handbooks are to be included ) 

-  Suggested additions or revisions will be made by the means of the Policy Approval form

2.  The Policy Processor must be included in the communication of ANY and ALL company changes to names, descriptions or processes to ensure handbooks are updated accordingly.  

Examples:  removal of the lead position,  addition of the Advanced Line Position.  

The change in these positions required handbook and policy wording updates.

-  if an update is needed,  the Policy Processor will do so through means of the Policy Approval Form

Problem Resolution of Staff Concerns  Policy
Wisconsin Early Autism Project is committed to providing the best possible working conditions for our employees.  Part of this commitment is encouraging an open and frank atmosphere in which any problem, complaint, suggestion or question receives a timely response.

WEAP strives to ensure fair and honest treatment of all employees.  Supervisors, managers and employees are expected to treat each other with mutual respect.  Employees are encouraged to offer positive and constructive criticism.

If employees disagree with established rules of conduct, policies or practices, they can express their concern through the problem resolution procedure.  No employee will be penalized, formally or informally, for voicing a complaint with WEAP in a reasonable, business-like manner or for using the problem resolution procedure.

If a situation occurs wherein employees believe that a condition of employment or a decision affecting them is unjust or inequitable, they are encouraged to make use of the following steps.  An employee may discontinue the procedure at any step.

1. The employee presents the problem to his or her immediate supervisor within 10 calendar days after it occurs.  If the supervisor is not available to address the problem, or if the employee feels that it is not appropriate to contact the immediate supervisor, the employee may present the problem to the Director of Human Resources or any other member of management.

2. The supervisor, or the manager, contacted responds to the problem during the initial discussion or within 10 calendar days. The supervisor/manager must document the conversation.

3. If the problem is not resolved within 10 calendar days through these measures, the employee presents the problem, in writing, to the Director of Human Resources.

4. The HR Director counsels and advises the employee, meets with the employee’s supervisor if necessary/appropriate and presents a resolution of the problem to the employee within 10 calendar days of receipt of the written problem or the discussion with the employee.

5. If the previous steps do not resolve the problem, the employee may bring the problem to the  Administrator  at the home office  for resolution.

Not every problem can be resolved to all parties’ complete satisfaction.  However, through frank discussion and understanding, employees and management can build effective communication and contribute to a harmonious work environment.

Recruitment and Hiring Policy

Hiring and recruitment practices and procedures shall be in adherence to all applicable state and federal laws and all equal opportunity employment laws.

Openings for staff positions shall be advertised internally  using  the WEAP website and  flyers included in payroll mailings.  Employees wishing to be considered for an open position must contact the Human Resources Department in order to apply.

Internal candidates for open positions will be considered on the basis of their qualifications for the position, their performance and attendance history with the company and their ability to perform the essential functions of the position.  Employees who have not successfully completed the initial 90-day orientation period of employment will not be considered for transfer to another position in most cases.  However, the Human Resources department maintains the right to waive that prohibition based on the individual circumstances present.  Such consideration will be made by the HR Department on a case by case basis.   
In the event that no internal candidate is selected for a given opening, WEAP will utilize various recruitment tools to seek candidates from outside the organization.  Such candidates will be considered for employment based on their qualifications for the position.

References of Employment & Letters of Recommendation Policy
As an employer, Wisconsin Early Autism Project is frequently called upon to provide verification of employment or “references” for former employees and letters of recommendation for current and former employees.  Only designated Human Resources personnel may perform this function or approve others to do so.

Employment References

All employment references are processed by the Human Resources department.  If any WEAP employee is contacted by any business, agency, company, organization, private individual or any other entity and asked to provide a professional reference or verification of employment, they must refer the request to a Human Resources representative.  References will not be provided without a signed release for information. 

Letters of Recommendation

Any and all letters of reference or recommendation must be approved by WEAP’s  a Human Resources  Representative.  WEAP and its employees are frequently asked to provide letters of recommendation to current or former employees seeking admission to graduate or doctoral degree programs, licensing boards or other similar entities.  This is a service we are happy to provide.  

Any WEAP employee who is asked to provide such a letter must contact the HR Department before doing so.  Human Resources can provide or confirm any and all information pertinent to such a letter.  Once approved for issuance, a copy of the letter must be forwarded to Human Resources for inclusion in the current or former employee’s personnel file.

Rehiring Policy

Employees who leave Wisconsin Early Autism Project and are rehired within 90 calendar days, are not required to complete the 90-day orientation period and the same benefit level will be reinstated as if there had been no lapse in employment. They will be rehired at the same wage at which they were paid at the time they left our employ.

Employees who leave WEAP and are rehired after 90 calendar days have passed will be required to complete the 90-day orientation period. Such staff are considered new employees from the effective date of their rehire for all purposes including benefit levels. They may be rehired at the current starting wage for the position at the time that they re-join the organization and are not guaranteed the wage they earned at the time of termination of previous employment.

Relocation Expenses Policy

It is the practice of Wisconsin Early Autism Project to provide employees with opportunities for professional development and advancement.  Some transfers or promotions may require relocation.

WEAP provides relocation assistance to employees when:

1. A managerial or executive employee is transferred to a WEAP work site that has an unreasonable commuting distance of at least 100 miles away from his/her current residence or,

2. A newly hired managerial or executive employee must relocate his/her residence by at least 100 miles in order to have a reasonable commuting distance to the work site for WEAP or

3. A managerial or executive employee is transferred to a work site in another country.

Employees who resign or whose employment is terminated by WEAP, are not eligible for any reimbursement for relocation expenses associated with termination of employment with WEAP.  

The following expenses are eligible for reimbursement:

1. The cost of moving household items including the cost of packing and transporting standard furniture and personal effects and members of the employee’s immediate family.  The cost of transporting more than one vehicle, and non-standard items such as boats, trailers and machinery will not be covered.

2. Travel costs for the employee and members of his her household from current location to new location.

Moving and travel costs for a relocation may not exceed 10% of the employee’s annual salary for moves within the United States, and 20% of the employee’s annual salary for intercontinental relocation, without written approval from the Director or Administrator.

Employees must submit to WEAP a minimum of 3 quotes for price on contracted moving services prior to approval of an expense. Documentation of other eligible relocation expenses must be submitted within 30 days.

Solicitation Policy

· No organization may solicit money or support of any kind from Wisconsin Early Autism employees.

· Employees may not solicit other employees or clients for any merchandise or money.

· Employees may not use WEAP's e-mail system for solicitation purposes without prior approval from the Human Resources department.

· Employees may not use any posting boards, bulletin boards or any area of a work site to display materials soliciting money or merchandise or sale of merchandise or to solicit verbally, without prior approval from the Human Resources department.

During work time, employees are prohibited from engaging in any form of solicitation.

Termination of Employment Policy

Voluntary Termination 

Employees may voluntarily terminate employment at any time and for any reason.  Employees who voluntarily terminate employment with WEAP are expected to provide written notice to their supervisor.  A minimum of four weeks written notice is expected for exempt staff.  Nonexempt staff are expected to give a minimum of two weeks notice

An employee is expected to work all scheduled hours during the resignation period.

Employees who are absent without notification for two shifts/working days or do not return from a leave of absence, or notify WEAP of intent to return, will be considered to have voluntarily terminated.

Involuntary Termination

WEAP will, on occasion, find itself in the position of having to terminate an employee.  Continued employment is subject to WEAP’s requirements and its determinations as to satisfactory individual performance.  A major infraction of WEAP's employment policies and practices, as determined by WEAP, may result in immediate termination without prior notice.  A written report of the dismissal will be made a part of the staff member’s personnel file.
Limitations on Employment Termination
An employee cannot be terminated for any of the following reasons: 
· Due to poor performance if documentation does not support this claim or is not consistent with the claim. Written documentation is required for termination on the basis of poor performance. All employees should get a warning and guidelines for improvement before being terminated (exceptions may be made in specific and severe circumstances). 
•    Absence due to jury duty. 
•    Absence due to voting. 
· Due to use of products (including unlawful substances) during non-working hours, i.e.: smoking, alcohol. It is unlawful to terminate an employee because he or she may smell of smoke. Please contact HR for more information, if needed. 
· Due to exercising the right to an absence utilizing the Family Medical Leave Act. This may include therapist illness. If a therapist gives notice of absence due to illness, termination is not recommended. If therapist illness becomes a continuing problem and is interfering with the child's therapy sessions, please notify your child's Senior Therapist and contact a HR representative for assistance. 
· Due to fulfilling a military obligation as long as the employee gives adequate notice and returns to work the day after returning from service. 
· Due to discriminatory motive in the protected categories of age, race, religion, gender, sexual orientation, national origin and disability. 

Any employee who has neither been terminated nor given notice of resignation, but has not worked for WEAP in 90 days or longer, will be considered terminated and will be required to apply for rehire.

Any WEAP property issued to staff must be returned to the immediate supervisor or the Human Resources department at the time of termination of employment.

Time Off  for Line Therapists Policy
Wisconsin Early Autism Project’s goal is to provide the highest quality therapy to our clients with a goal of helping them achieve the best possible treatment results.  Each child is prescribed a specific number of hours of therapy per week.  The success of any child’s program is dependent on  the consistency of the therapy schedule, including delivery of all prescribed hours.  

Employees are expected to work all scheduled shifts.  Employees are expected to be at the home at the time the shift is scheduled to begin and to work the entire shift.

WEAP recognizes that sickness and emergencies can arise without warning and that it may be necessary for employees to miss work on occasion due to circumstances beyond their control.  However, in all other instances,  Line Therapists are required to obtain permission from the Senior Therapist or a Human Resources Representative to take time off.  He or she must either secure a replacement for all scheduled shifts or arrange in advance to make up all hours missed within the same month.  

WEAP reserves the right to approve or disapprove requests for time off based on operational need.  Failure to secure a replacement, obtain permission from the Senior or HR Representative, follow proper call-in procedure, or to make up all shifts missed within the month, will result in corrective action or termination.

The above stipulations need not apply for some recognized holidays.  On these days, Line staff may take the day off without having to arrange for a replacement or to make up the hours missed.  It is necessary that the Senior Therapist be notified in advance of holidays that will be taken off.  The recognized holidays are:

Thanksgiving Day



Christmas Day 

New Years Day

4th of July

Memorial Day

Labor Day
Travel & Mileage for Administrative & Clinical Staff (Excluding Lines)
Mileage

· The clinic for which you primarily work is considered your place of work (home clinic).  Therefore, any travel to and from that clinic will not be reimbursed.  Required travel to other clinics will qualify for mileage reimbursement.   
· Travel to and from clients’ homes qualifies for mileage reimbursement.

· Mileage is paid at $.40 per mile.

· Mileage to your first client of each day should be recorded from your home or home clinic; whichever is the lesser distance.

· You must make a record of all actual odometer readings on your timesheet in order for you to be paid for mileage.

· Travel to a designated meeting place other than the clinic, those which are required for a child’s program (ie, school meetings, school observations) and at which the child is present (i.e. community trips) should be recorded and mileage submitted for pay.  Please note that meetings with clinic supervisors or doctors which are scheduled away from the clinic (e.g. at restaurants) do not qualify for mileage reimbursement.

· While on the job or en-route to work with a child, you are covered by Workman’s Compensation Insurance as required by the state of Wisconsin.   In keeping with Wisconsin requirements, you are personally responsible for insuring your car.  You are also responsible for the upkeep and maintenance of your vehicle.  Your car is not covered by WEAP in any respect.

· Odometer readings to and from workshops (both instate (weekend only) and out of state) should be recorded on your Pink Workshop sheet.  Initial intake workshops during the workweek should be recorded on your timesheet.

Travel Pay
Salaried Employees

If you are a salaried employee, your hours of travel have been incorporated into your pay rate.  You must however, record your travel time on your weekly time sheets for billing purposes.
Use of Wisconsin Early Autism Project Property
Any equipment or supplies provided to WEAP employees is for business use only.  Use of equipment and supplies for personal reasons is prohibited without the approval of the immediate supervisor.  Personal use should be rare and must be pre-approved by the supervisor.  In such cases, employees will reimburse WEAP for the cost of using any equipment or supplies.  Personal phone calls should be restricted to break periods except in emergencies.  Improper use of equipment, materials or assets or failure by an employee to assist in the investigation of wrongful use, may result in disciplinary action up to and including termination of employment.

Return of Property

All property issued to employees such as keys, handbooks, passwords, toys, artwork, vehicles, computers, pagers, cell phones, etc., must be returned to the immediate supervisor or the Human Resources Department when employment is terminated.

Limits of Liability

WEAP is not responsible for the personal property of employees, which is left on WEAP property or at WEAP worksites.
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