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Steps to locate the E- Handbook on the Auberle network: 

1. Double click on  “My Computer” 
2. Locate the “Shared on Auberle-pdc (p) drive” and double click  
3. Find the “Shared” folder and double click 
4. Find “E-Handbook” folder and double click 
5. Now open the file “E-Handbook ” 

 
 
The Auberle E-Handbook was created for all employees to have access to information with ease. The E-Handbook has 
Policy & Procedure (P&P) links.  By placing your cursor over the underlined P&P and clicking once you will be able to link 
to that P&P. The information in this E-Handbook is not binding and is subjected to change without notice. 
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EMPLOYEE HANDBOOK DISCLAIMER 

This e-handbook is intended as a guide to employees and includes important information about Auberle and the benefits 
and responsibilities of employment. This handbook cannot anticipate every situation or answer every question about 
employment, nor is it considered a contract or legal document. Auberle does not offer tenured or guaranteed employment. 
Either Auberle or the employee can terminate the employment relationship at any time with or without cause, with or 
without notice. This is called Employment At Will. This Employment At Will relationship exists regardless of any other 
written statement or policies contained in this handbook or any other Auberle documents or any verbal statement to the 
contrary. 

Each employee has electronic access to the e-handbook.  All employees are expected to read the handbook contents and 
adhere to the policies described and to all other policies, which may be put into effect.  It is the responsibility of each 
employee to consult with his or her supervisor or the Human Resources Department with any questions regarding any 
policy, responsibility, or benefit of employment not answered in this handbook. 

All statements contained in this e-handbook are subject to change without notice, and nothing within this e-handbook, 
including statement of policy, procedure, or rule constitutes a contract of employment or guarantee of a specific duration of 
employment.  Therefore, the duration of employment and termination are at the discretion of the employee and/or Auberle. 

Official Policies & Procedures detailing information within are available.  These Policies & Procedures may only be 
accessed through Program Managers or appropriate Administrators.  These Policies & Procedures are not to be 
reproduced. 

Please refer to the Policy Review & Distribution Policy & Procedure for more detailed information. 
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SECTION 1: INTRODUCTION TO AUBERLE 

Auberle is a comprehensive service agency for children, youth, and families.  Auberle was founded in response to the 
Catholic tradition of service to others.  This tradition still holds true for the programs that Auberle provides for children, 
youth, and families.  Our programs are designed to meet the physical, social, educational, spiritual, and emotional needs 
of children and youth in order to strengthen the family unit. 

Auberle is founded on the belief that every member of the family has growth potential and the right to develop it. All 
services are offered by professionals within an interrelated, trauma informed framework so that the child/youth and family 
receive competent and coordinated assistance in order to function as productive members of society.  Each staff person 
and volunteer furthers the mission by combining professional skills and talents with genuine concern for children and 
families. 

Auberle was founded through the generosity of Pauline Auberle who, upon her death on December 3, 1900, willed a sum 
of funds and land to start a "Home" for boys.  In 1948, the Pauline Auberle Memorial was incorporated; and in 1952, the 
first client was served.  We are dedicated to excellence in quality and service through a commitment to our values. 

Mission 
Auberle, in the Catholic tradition of service to others, serves the needs of children and families at risk.  Auberle enables 
and empowers children and families to build upon their inherent strengths in order to create and preserve healthy family 
life, and to contribute to the quality of community life. Auberle’s Mission Statement is To Help Troubled Children and 
Families Heal Themselves. 

Values and Beliefs  
• Children are defined within the unique context of their families. 
• Children and families belong together in a safe environment. 
• Children have the right to live and thrive in a permanent and stable home environment, which may include birth, kinship, 

or adoptive living. 
• Children and families possess the strengths necessary to meet and master challenges. 
• Children and families can use crisis as the opportunity to learn the skills to assume responsibility and take control of 

their destinies. 
• Children and families are treated with dignity and respect through Auberle’s innovative interventions.  Auberle's 

professionalism is marked by dedicated and caring people who welcome challenge and persevere through adversity.  
• Children and families are viewed holistically and are appreciated for their distinct familial, cultural, and spiritual beliefs 

and differences. 
• Children and families are in partnership with Auberle.  Together, we work toward the common goal of achieving a 

healthy, self-sufficient, and productive family and community life, while realizing our spiritual connection with one 
another. 

Vision 
The Auberle vision is to be the Premier Agency in the Nation Providing Positive Outcomes for ALL Children and Families 
We Serve. 
  
SECTION 2: NEW ON THE JOB? BASIC INFORMATION YOU NEED TO KNOW  

Equal Employment Opportunity 
Auberle provides equal employment opportunity without regard to age, sex, disability, race, color, religious creed, national 
origin, or status as a Vietnam-era or disabled veteran except where a bonafide occupational qualification exists. This policy 
for non-discrimination applies to all aspects of employment, including: 

 
• Recruitment of new employees 
• Hiring, placement, or transfer 
• Promotion 
• Educational and training opportunities 
• Compensation 
• Employee Benefit Plans 
• Layoff or termination 
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All placement (hiring, transfer, promotion) decisions are based solely on an individual’s qualifications for the position being 
filled. 

Reasonable accommodations will be made to employee persons with disabilities. 

Employees, volunteers, or applicants who believe they have been discriminated against are advised to consult their 
immediate supervisor, Manager of Human Resources, appropriate Director, or CEO as appropriate. 

Please refer to the Equal Employment Opportunity Letter and Employment Procedures for more detailed information. 

The Sanctuary Model at Auberle 
The staff and leadership at Auberle have jointly decided to bring the Sanctuary Model to our agency.  The Sanctuary Model 
is a guide for organizations who work with children and families to promote safety and healing from hardships through the 
creation of a trauma-informed community. 
 
A trauma-Informed community is a community that understands the ways that trauma (injury/hurt), hardships and stress 
determine an individual’s behavior and overall health and that trauma affects everyone from the children and families 
served by Auberle to the staff who deliver those services. 
 
A trauma-informed community challenges everyone to change the thought process from “what’s wrong with you” to 
“what’s happened to you”. 
 
We have made the decision to bring the Sanctuary Model to Auberle because: 

• It is a model that is proven to work with kids and families while caring for the staff who provide that care. 
• It builds a sense of community values 
• It is committed to building a safe place for staff so that they can have a greater impact on the kids and families we 

serve. 
 
We believe that by committing to this process we will: 

• Improve our outcomes for the children and families we serve 
• Keep staff from leaving 
• Improve staff moral 
• Decrease violence of any kind (physical, emotional, social or moral) 
• Help make Auberle a safer and better functioning organization 

 
A core team of staff representing all Auberle programs volunteer their time to help with the ongoing implementation of 
Sanctuary.  The core team ensures that all staff receive training and the tools needed to make our trauma informed 
community work. 

Cultural Competence 
Cultural Competency is a process that allows people to develop and expand their knowledge, and respect for cultural 
differences, which results in behavior change.  Appropriate and effective communication and contact is essential to cultural 
competency. Cultural competence is developmental, community focused, family oriented, and results in behaviors that are 
appropriate to the families served. 

In practice, cultural competency is a set of skills that allows staff, volunteers, Board members, and foster parents to serve 
children and families of a culture other than their own as well as their own.  A culturally competent provider appreciates 
differences, recognizes strengths, responds to needs, and offers intuitive, creative interventions that include the family and 
child as well as those people whom they feel will support them on their journey to success as defined by the family 
servedThe culturally competent provider employs staff who themselves reflect and respect the service population and 
demonstrate the language skills and multi-cultural understanding needed to provide excellent service to children and their 
families.  

Auberle promotes mutual understanding of groups throughout the system of care, while decreasing cross-cultural tensions 
productively and enhancing skills that promote healthy and respectful cross-cultural interactions individually, 
programmatically, and across the various child and family serving systems.   

Auberle has established the following Cultural Competence development guideline to create a work environment, which 
promotes the values of diversity.  This includes the ability to accept differences among families, learning to work with 
families of various racial/ethnic cultures, and creating mutual respect and tolerance.  
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Personal attributes and skills that lead to cultural competence include: 

• Personal qualities that reflect “genuineness, accurate empathy, non-possessive warmth” and a capacity to respond 
flexibly to a range of possible solutions.  

• An acceptance of and openness to difference among families. 
• A willingness to learn to work with families of various cultures.  
• Articulation and clarification of the worker’s personal values, stereotypes and biases about their own, and others’ 

ethnicity and social class, and ways they may accommodate or conflict with the needs of families of a different culture. 
Personal commitment to reduce racism, discrimination, and poverty.  

 
Understanding and awareness of staff, critical knowledge components include recognition and understanding of:  

• Understanding and awareness of the cultural (history, traditions, values, beliefs, family dynamics, artistic expressions), 
ethnic, and social differences between and among people.  

• Understanding and awareness of the impact of class and ethnicity regarding behavior, attitudes, and values.  
• Understanding and awareness of the role of language, speech patterns, and communication styles in ethnically distinct 

communities.  
• Understanding and awareness of the impact of social service policies on families of various cultures.  
• Understanding and awareness of the community resources (agencies, persons, informal helping networks, research) 

that can be utilized in working with families and communities.   
• Recognition of the ways that professional values may conflict with or accommodate the culture of families.  
• Understanding and awareness of power relationships within the community, agency, or institution, and their impact 

regarding the culture of families.  
 
Skills/learning, abilities of culturally competent staff include the: 

• Ability to develop techniques for learning the culture of families and/or groups. 
• Ability to communicate accurate information to and about families and their communities. 
• Ability to openly engage and respectfully discuss racial and ethnic differences and issues and to respond to culturally 

specific discussions. 
• Ability to assess the meaning of what ethnicity has for individual families. 
• Ability to differentiate between the symptoms of a family’s stress and stressors arising from the social structure.  
• Interviewing techniques that are reflective of the worker’s understanding of the role of the language within the family’s 

culture. 
• Ability to utilize the concepts of empowerment with families and communities. 
• Capability of using resources in the best interest of the family and their community. 
• Ability to recognize and defuse racism, racial stereotypes, and myths regarding individuals, social structures, service-

providers, and communities. 
• Ability to evaluate new techniques, research, and knowledge as to their validity and abilities in working with families of 

various cultures.  
 
Auberle staff are expected to: 

• Have respect for the disciplinary practices that a family may utilize with their child (as long as the child is safe), and is 
deemed appropriate according to Child Protective Services Law. 

• Have respect for family opinions, and decision making even if you disagree. 
• Treat the child and family in an appropriate manner to his or her developmental understanding. 
• Recognize all members of the household. 
• Have the ability to provide resource information to the family in a timely fashion. 
• Utilize positive communication skills. 
• Uphold confidentiality. 
• Practice interviewing skills that are reflective of the staff’s understanding of the role of the language within the family’s 

culture. 
• Utilizing appropriate community resources that best meet the desired needs of the child and family. 

 
Auberle staff reflects the diversity of its service population in practice and decision-making.  Staff also utilizes the 
processes of negotiation, education, mediation, and consensus decision making to effectively manage cross-cultural 
issues between individual families, professional providers, systems, and community partners.  

Auberle makes every effort to purchase for the program and families from within the community.  Special efforts are made 
to ensure the prospect of doing business with minority owned and operated community establishments.  In addition, 
Auberle encourages children and families to participate in the planning and implementation of cultural events, activities, 
training, field trips, and support for other family partners.  Auberle will strongly encourage families to support their home 
community by considering using resources and patronizing businesses in their community.  
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Auberle strives to assure cultural competence at each area of care within the system (e.g. crisis, inpatient, outpatient, 
home-based school, primary health care, community services, etc.). We are committed to developing a full range of 
education and options for families to encourage informed decision-making.  Auberle meets with children, families, and 
service providers (formal or informal) to ensure a plan that is agreeable to the family. We embrace area service providers 
that practice the philosophy of family empowerment. 

Auberle provides learning opportunities regarding children’s mental health, family and community organization, and 
developing cross-cultural partnerships in the community for all employees annually through training, conferences, 
workshops, agency & community boards, and program presentations. 

Continuous Quality Improvement (CQI) Culture and Expectations 
Auberle has fostered a CQI environment for many years.  Our first CQI efforts were born out of our initial accreditation 
quest in the mid 90’s.  Since then we have phenomenally enhanced our data collection and analyzing efforts. 
Simply put, CQI is an approach to service delivery that builds upon strengths and alleviates weaknesses.   

• CQI is a management philosophy that contends most things can be improved     
• CQI principles, tools, and techniques have been found to work effectively in manufacturing industries.  They have 

recently been found to also effectively work in human service industries, including social services.  
• At the core of CQI is serial experimentation (the scientific method) applied to everyday work to meet the needs of 

those we serve and improve the services we offer.  
• Quality is defined as meeting and/or exceeding the expectations of our customers; children and families and 

stakeholders such as the counties we contract with.  
• Success is achieved through meeting the needs of those we serve.  
• Most problems are found in processes, not in people.  CQI does not seek to blame, but rather to improve 

processes.  
• It is possible to achieve continual improvement through small, incremental changes  
• Continuous improvement is most effective when it becomes a natural part of the way everyday work is done.  

All staff are encouraged and expected to participate in quality improvement activities at various levels.  Teams and 
committees all work together to identify the data we would like to collect and need to collect.  Throughout your employment 
at Auberle you will hear about CQI efforts and results.  A few key definitions to remember are: 

Benchmark – information about Auberle that can be compared to other organizations doing the same work.  Currently, 
agencies do not share their data with each other so Auberle has identified internal benchmarks for improvement.       

Outcome (Benefit) - The degree to which we meet the needs and expectations of our customers: the children and 
families we serve and the counties we contract with.  Output - The amount of service provided to our customers  
For additional information about our CQI Program please refer to the Continuous Quality Improvement (CQI) Program 
Description.  

Department 
The Human Resources Department provides employees with information and necessary assistance to understand 
Auberle’s personnel policies and to promote a positive work environment.  The Human Resources Department is available 
Monday through Friday during business hours for employees to obtain current information on all employee issues.    

Your First 90 Days 
The first three months (90 days) of your employment is intended to give you the time and instruction needed for successful 
performance.  It also provides both you and your supervisor an opportunity to evaluate the employment relationship. 
Employees should use the first 90 days to determine whether the new position meets their expectations.  Auberle uses this 
period to evaluate whether the employee is capable of meeting the requirements of the position.  

You are required to attend an new employee orientation to the Agency during your first several weeks of employment, 
which provides an overview of your rights and responsibilities as an employee of Auberle.  You will also be required to 
attend Sanctuary training to learn how we implement this trauma informed approach at every level of the organization. 
Your supervisor will introduce you to your job, department, and the particular facility in which you will work. Each new 
employee is assigned to work with an experienced staff member during the introductory period until such time that the 
employee is capable of independently assuming job responsibilities.   Critical Core Topic Trainings are also provided and 
new hires are expected to attend according to the Training: New Employee Orientation Program Policy & Procedure). 
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Employment Status & Categories 
An employee’s status affects eligibility for various benefits. 

Each employee’s position is designated as either NONEXEMPT (hourly) or EXEMPT (salary) under federal and state wage 
and hour laws. 

In addition to these specifications, each employee will belong to one other employment category: 

A FULL-TIME employee is normally scheduled 80 hours per two-week pay period.  Full-time employees are eligible for all 
benefits. 

A PART-TIME employee is normally scheduled less than 40 hours per week.  Part-time employees are eligible for those 
benefits specifically identified for part-time employees. 

AN ON-CALL employee is typically scheduled to work less than 16 hours per week and are not on any standard weekly 
schedule. On-call employees are eligible for those benefits specifically identified for on- call employees. 

A TEMPORARY employee is hired for a specified period of time, not to exceed six months.  Temporary employees are not 
eligible for benefits. 

ACTIVE EMPLOYMENT STATUS is when the employee regularly works his/her scheduled shifts. 

INACTIVE EMPLOYMENT STATUS is when the employee is on an approved leave of absence, FMLA, layoff, workers' 
compensation, or rehabilitative status.  Rehabilitative status includes an employee who is in the process of work 
hardening, retraining for alternative employment, performing partial job duties, modification of regular job duties, and 
temporary placement into an alternative job during rehabilitation. 

STUDENTS AND VOLUNTEERS are not considered employees. 

Service Dates  
The Service Date (or hire date) is the most recent date an employee began a continuous, unbroken period of employment 
at Auberle. 

Service Dates are used to determine eligibility for certain benefits, such as Paid Time Off.  A break in service and loss of 
service credit will occur if you: 

• voluntarily resign from a position. 
• fail to return at the end of an approved leave of absence. 
• are discharged. 
• are off work for more than twelve consecutive months due to a reduction in workforce. 
• do not report to work within three days of a recall from layoff 
• are unable to work for twelve consecutive months due to a medical disability. 

An employee who leaves Auberle and is then rehired at any of our facilities will be considered a new employee unless 
authorized by the CEO. 

Work Day and Rest Periods  
Employee’s work schedules are based on the position that they work. 

Certain positions i.e., Child Care Workers, Night Monitors, Case Specialists, Program Managers, etc. have either a 
variable work schedule or work varied shifts. 

Other positions i.e., Human Resources staff, Finance, IT, CQI, generally do not have a varied work schedule and are 
expected to work during business hours Monday through Friday. Schedules are based on the position and its 
responsibilities and expectations as established by the program leadership of each department. 

Any request for temporary exceptions to this expectation must be in writing. This documentation must include: 
• the need for temporary exception and 
• the length the employee feels this exception is needed. 

Approval then must be obtained up to and including the CEO. 

If you have questions regarding these expectations, please contact your Program Manager or Director. 

Full-time employees who work day and evening shifts are entitled to 30 minutes of paid rest periods during a full work shift, 
normally taken in two 15-minute breaks.  All full-time employees are entitled to a 30-minute paid breakfast, lunch, or dinner 
break during the designated work shift.  Part-time employees may be eligible to take breaks and mealtime depending upon 
the length of their work schedule. 
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Pay Periods  
A pay period is a two-week period commencing on a specified Monday daylight shift and ending fourteen days later on the 
Sunday night shift.  Each pay period consists of a biweekly period of fourteen calendar days and ten workdays.  There are 
twenty-six pay periods in each fiscal year.  Auberle's fiscal calendar runs from July 1 through June 30. 
 
SECTION 3: GETTING TO KNOW AUBERLE: 
A GUIDE TO FACILITIES AND SERVICES 

Auberle provides clean, comfortable facilities for our clients/residents, families, and guests and asks that you take pride in 
your workplace by keeping the environment clean.   

Dining Facilities 
Main Cafeteria -- the Hartman Street facility's dietary staff prepares a full breakfast, lunch, and dinner.  Direct Care staff 
are expected to dine with the residents entrusted in their care.  All non-direct care agency staff on duty are welcome to 
dine in the cafeteria for lunch Monday through Friday from 12:30 – 1:00. 

Kitchens -- all community-based facilities have dining rooms and/or kitchens where staff dine on what they have prepared 
for or in conjunction with the clients.  Staff are expected to dine with clients in their care. 

Lunchroom -- all community based office facilities have a lunchroom for the convenience of staff working in those 
facilities. 

Vending Machines -- are conveniently located at the Hartman Street facility. 

Driving & Parking 
Employees are expected to practice safe, conscientious, and courteous driving techniques while on the property of any of 
our facilities or while driving one of our agency's vehicles.  Employees are not permitted to park in any area designated as 
visitor parking.  Fire lanes are to be kept open and accessible.  

Please refer to the Safety Handbook, Safe Driving Policy & Procedure, and the Accident/Injury Reports Policy & Procedures for 
more detailed information. 

Identification and Swipe Cards 
An identification card with your picture is provided free of charge upon employment.  All staff are required to have their 
identification card displayed on their person at all times while at any of our facilities.   Should you have a change of name 
or position title, notify the Human Resources Department. It will advise you how to have a new identification card issued to 
you free of charge. You will also be issued a security swipe card which allows you to enter our facilities. Your card is set up 
based on your job responsibility. If you do not have all needed access, please contact your supervisor to adjust your card 
settings. If your identification or swipe card is lost, stolen, or damaged, please notify the Human Resources Department.  
There may be a charge for a replacement.  Identification card must be worn when conducting any type of Auberle business 
in the community.  Upon resignation or termination, the employee must return the identification and swipe cards to their 
supervisor or the Human Resources Department. Please refer to the  Identification Cards Policy & Procedure for more 
detailed information. 

Job Descriptions 
At the time of hire, all employees receive a copy of their job description, which they review with their supervisor, sign, and 
return to the Human Resources Department.  The job description indicates all functions of the position that will be used 
when evaluating an employee’s performance.  Therefore, a clear understanding of an employee’s functions is necessary.  
It is the responsibility of the both the employee and supervisor to ensure that the position’s functions are understood. 
Please refer to the  Job Descriptions Policy & Procedure for more detailed information. 
 

Employee Health Issues 
The Medical Department at our Hartman Street facility is to service only the children/youth in our care and is not to be 
utilized by staff as an employee health service.  The Medical Department may be called in case of an emergency to act as 
first responder.   

If you become ill or are injured while on the job, your supervisor may refer you to a panel of physicians or the Emergency 
Department of the closest Hospital depending on the nature of the illness/injury.  Employees may be required to be 
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examined if it is felt that injury or illness may adversely affect work performance, resident/client care, or your program's 
operation.  To return to work, employees must be medically cleared as able to perform their duties and responsibilities.  

Personal Telephone Calls And Visits 
We ask that you refrain from using business phones for personal calls.  Additionally, we prohibit having visitors while at 
work and visiting other programs during work hours unless authorized. 

Bulletin Boards 
Bulletin boards are provided throughout our facilities for the posting of official notices and announcements.  The posting or 
removal of bulletin board information must be approved.  Personal information should not be posted on any bulletin board 
at any Auberle facility. 

Employee Publications 
A number of publications are distributed throughout the year to inform Auberle employees of agency events:  

• Auberle maintains an intranet which may be accessed from any Auberle computer and contains a monthly 
calendar and access to frequently needed documents. 

• The Pauline Auberle Foundation publishes “Good Kids” and “Auberle’s Annual Report” for the benefit of our 
benefactors and the community. 

• The Auberle Daily Memo is an internal electronic publication issued via e-mail to all staff highlighting current news 
and events.  Please refer to the Confidential & Daily Memo Policy & Procedure for more information. 

• The Auberle website is at http://www.auberle.org/  
 

SECTION 4: YOUR RESPONSIBILITIES AS AN AUBERLE EMPLOYEE 

Consumer Relations 
Every Auberle employee is responsible for treating clients, co-workers and guests with hospitality, courtesy and respect.  In 
addition, every Auberle employee is responsible for providing efficient, personalized service.  In doing so, it is important to 
remember that all people we come in contact with at Auberle are important, including referring agency staff, Department of 
Public Welfare staff, physicians, employees, vendors, volunteers, anyone visiting/calling for the purpose of conducting 
business, and any member of the community invited to the Agency for recreational or business purposes.   

Please refer to the Consumer Relations Policy & Procedure for more detailed information. 

Attendance and Work Schedules 
Adherence to your work schedule is necessary to assure quality services.  You are expected to be on the job every 
scheduled work day, to report at the scheduled time, and to maintain reasonable availability for overtime that may be 
required.  You will be given as much notice as possible when overtime is necessary. 

If you must be late, absent, or need to leave before your shift has been completed, you are required to contact your 
immediate supervisor as soon as possible and in accordance with your department's procedures.  Refer to Section 8 of 
this handbook for additional information about attendance policies.  

Bringing Children and Guests to Work 
Auberle does not permit staff to bring children or guests to the work place while on duty.    

Maintaining Confidentiality 
While employed at Auberle you may become aware of confidential information regarding clients, employees, and others.  
Confidential information may not be discussed with other people, either in or outside of the facility, unless such discussion 
is with those that need such information in order to perform their assigned jobs.  The unauthorized access or 
dissemination/release of confidential information will result in discharge and could result in civil prosecution. 

This policy shall not be construed to suggest that employees should not report relevant information to their supervisor or 
appropriate Administrator.  

X:\E-HANDBOOK-Updated September 2014.docx Page 10 of 24 
 

http://www.auberle.org/


Tobacco-Free Environment 
As a social service agency committed to the promotion of positive role models, the health and safety of the clients 
entrusted in our care, and as a concerned employer, Auberle's policy supports a tobacco-free environment.  As such, 
smoking in our facilities, in vehicles, and in the presence of our clients on or off agency premises is prohibited.  Please 
refer to the  Tobacco-usage Policy & Procedure for more detailed information. 

Personal Appearance 
As an employee, you represent both yourself and Auberle to clients, families, and the public.  You are expected to be 
appropriately dressed, neat, clean, and well groomed. 

Please refer to the Professional Appearance Policy & Procedure for more detailed information. 

Safety and Security Precautions 
Auberle’s culture uses the Sanctuary Model of Trauma Informed Care to maintain a safe environment for staff and clients. 
We recognize that staff who work in human services organizations are vulnerable to the effects of the stress of trauma in 
their own lives, as well as to the effects of work-related stress. We respect and appreciate the inherent potential for the 
effects of trauma on ALL members of a community-staff and clients- in order to create safety. Therefore, we practice four 
kinds of safety: 

1. Physical Safety: Your body is safe from physical harm 
2. Psychological Safety:  You are safe with yourself 
3. Social Safety:  You are safe with other people 
4. Moral/Ethical Safety:  You and other people in your community are safe and consistent with your conscience, 

beliefs, values 

The philosophical underpinnings of The Sanctuary Model are reflected in seven simple commitments: 

1. A commitment to Nonviolence - being safe outside (physically), inside (emotionally), with others (social) and to do 
the right thing (moral).   

2. A commitment to Emotional Intelligence - managing our feelings so that we don’t hurt ourselves or others   
3. A commitment to Social Learning - respecting and sharing the ideas of our teams   
4. A commitment to Democracy - shared decision making   
5. A commitment to Open Communication - saying what we mean and not being mean when we say it   
6. A commitment to Social Responsibility - together we accomplish more, everyone makes a contribution to the 

organizational culture   
7. A commitment to Growth and Change - creating hope for our clients and ourselves 

To be safe with yourself and others, employees are expected to observe all safety and security rules and procedures.  
Employees are also required to report accidents and incidents immediately, and to bring questions or suggestions 
regarding safety and security to the attention of their supervisor.  There are certain basic precautions that should be taken 
in various areas. 

Building & Property Security 

Unauthorized vehicles on Auberle properties should be reported to supervisory staff.   

All physical safety hazards, such as icy walkways, inadequate lighting, automotive problems, etc. should be reported 
immediately to supervisory personnel. 

Community  

Staff are expected to review all available safety information to minimize the potential dangers to their personal safety.  Staff 
should remove themselves immediately from high-risk situations and should notify their immediate supervisor. 

Staff should always alert their supervisor as to their whereabouts and their expected time of return.  If possible, staff 
members should go in pairs when there is known risk.  Staff are advised to carry their Auberle ID card with them at all 
times.  In the event that staff encounter any safety difficulties during their trip, they should notify the supervisory and 
administrative staff of the agency who in turn may notify the police. 

It is imperative that when traveling in communities, staff lock their doors and keep their purse, wallet, and other valuables 
out of sight.  Staff should wear appropriate clothing for the job (i.e., it is not advisable to wear expensive jewelry to work).  
They should also stay alert to their surroundings at stop signs and traffic lights.   
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Telephone Accessibility 

All staff members must be accessible by phone when not on duty.  Staff members are expected to supply an operating 
phone number they can be reached at the time of hire and through employment. In the event that the phone number 
changes, a new number must be reported to the Supervisor and HR via the Change in Personal Information form. 

Toxic Materials  

All containers of poisonous, toxic, or inflammable materials such as cleaning supplies, paints, etc. shall be distinctly 
marked and labeled for easy identification.  These materials are locked securely.  Information regarding the use of such 
materials and procedures for responding to accidents involving them are located at the site.   

Please refer to the  Safety Manual for more detailed information.         

Software and Hardware Computer Policy 
Auberle supplies various hardware and software packages for the sole use of conducting business.  All hardware and 
software are owned and operated solely by Auberle.  Unauthorized sale, copy, or transfer of software and/or hardware is 
unlawful.   

Installation of software products not purchased by the agency is unlawful.  Before transferring any materials including files 
worked on at home, standard virus check procedures must be used.   

Various data are stored on the information system including client, staff, and administrative records.  Passwords and other 
security measures are put in place to ensure that the highest confidentiality measures are taken.  All personnel are 
instructed to use these features to protect confidential information. An employee who accesses information which he/she 
is not authorized to review is considered to have committed a severe breach of confidentiality and will be subject to 
disciplinary action. 

All files are the property of Auberle.  An employee may access only the files or programs that he or she has permission to 
enter.  Files are to be viewed only by those staff who have a business-related need to access a particular document within 
the scope of their employment.  Unauthorized review, alteration or removal of files, dissemination of passwords, damage 
to systems, removal of programs, or improper use of information contained in the computer system are dismissible 
offenses. 

The computer system may be monitored in order to establish and maintain system security, to preserve system integrity, to 
ascertain compliance with policies, and to ensure a properly operating system. Nothing on an Auberle computer is 
considered private.  

Please refer to the Computer Disaster Recover Plan Policy & Procedure and the Computer Files Management Policy & 
Procedure for more detailed information. 

Public Areas, E-Mail, Voice Mail, and Computer Network System Privacy 
Auberle respects the individual privacy of its staff. However, an employee cannot expect privacy rights to extend to work-
related conduct or the use of company-owned equipment, supplies or property.  Desks, computer files, office file cabinets, 
lockers, and voice mail boxes are the property of Auberle and may be subject to a search at any time.  Other items such 
as bags, purses, briefcases, etc. may also be subject to search at any time. 

Right to Access of Information 

Although employees have individual access passwords to voicemail, e-mail, and computer network systems, these 
systems are accessible by Auberle at all times and may be subject to periodic unannounced inspections by Auberle for 
business purposes.  Back-up copies of voicemail are maintained and can be referenced for business or legal reasons. 

Forbidden Content 

Employees are prohibited from using Auberle’s information systems in any way that may be disruptive or offensive to 
others, including, but not limited to, the transmission of sexually explicit messages, cartoons, ethnic or racial slurs, or 
anything that may be construed as harassment or disparagement of others. 

Personal or inappropriate use of Auberle’s property or information systems will result in disciplinary action up to and 
including termination.  

Please refer to the Computer Usage/Email Policy & Procedure and the Computer Usage/Internet Policy & Procedure for 
more detailed information.  
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Infection Control 
Employees are expected to observe all infection control rules and procedures.  Employees are also required to bring 
questions or suggestions regarding any health issues to the attention of their supervisor. 

Employees who work in our facilities could, in the course of performing their jobs, come in contact with an infectious 
disease.  We require that employees who are at risk of such exposure follow infection control policies.  Your supervisor 
and orientation will give you appropriate education and information on Universal Precautions and Blood Borne Pathogen 
Protection procedures and will provide you with necessary supplies. 

Please refer to the  Infectious Disease Policy & Procedure for more detailed information. 

Employee Health 
The State Department of Public Welfare (DPW) regulations require all new Residential and support employees that handle 
food and/or work with children to submit to a physical examination and to take a tuberculin skin-screening test PRIOR to 
beginning employment.  Auberle supports this requirement and extends it to other employees on a case-by-case basis to 
safeguard the health of clients, employees, and visitors to our facilities. A written certification must be presented stating 
that the employee is in good health, free from all communicable diseases, and had a negative tuberculin skin screening.  
This physical examination can be done no more than 30 days prior to employment date and the tuberculin skin screening 
test results cannot be more than 1 year prior to the beginning employment date.  The employee incurs the expense of this 
pre-employment physical.  The Agency can request -- at its own expense -- a physical examination for evidence of 
continued good health and ability to physically perform essential job functions. 

Ongoing Staff Physicals And TB Test 
DPW requires direct care staff to have a physical and TB test every two years.   Also, individuals that have gotten a false 
positive reading in the past should supply documentation from their doctor to Human Resources.  These individuals do 
NOT have to get a TB test or X-ray UNLESS they show symptoms of “active pulmonary TB disease (prolonged cough, 
chest pain, fever/chills, night sweats, weight loss, and fatigue). 

Absence Of Three (3) Days Or Longer/Medical Clearance To Resume Work 
An employee who is absent for three workdays (e.g., three consecutively scheduled shifts) is required to receive a medical 
excuse from a physician indicating the reason for the absence.  The HR Department must receive the original medical 
excuse from the physician, copies will not be accepted and do not meet this requirement.  

Depending upon the illness or injury and the duration of the absence, a physician's clearance to return to work from a 
medical absence (e.g., an absence of six (6) consecutive shifts or longer) may be required.  Also, the employee may be 
asked to report to an Employer Health Physician for an independent health evaluation.  An evaluation may also be required 
at any time for potential or actual exposure to occupational hazards. 

In cases where the Employer Health Physician's prognosis conflicts with that of the employee's physician, a second 
opinion will be scheduled. 

Employee Injury or I llness While On Duty 
An employee who becomes ill while at work will be referred to the closest hospital’s Emergency Room or the employee’s 
personal physician.   

 If a job-related injury/illness occurs, the employee must report the incident within a twenty-four hour period to his/her 
supervisor.  The employee must immediately complete the appropriate reports: Property/Liability Loss/Accident Reporting 
Form, Automobile Loss/Accident Reporting Form, and/or Employee Injury/Accident Reporting Form.   

Please refer to the  Accident/Injury Reports Policy & Procedure for more detailed information. 

Infectious Disease Occupational Hazard Exposure 
If an employee is exposed or possibly exposed to an infectious disease, protocols as outlined in the Infectious Disease 
Guideline and Policy are followed.  Employees accidentally exposed to a hazardous substance receive evaluation and 
treatment by medical professionals in accordance with established policies.   

The Human Resources Manager should be contacted for additional information. 

Conflict Of Interest 
You are expected to avoid engaging in any activities which create a conflict with your responsibilities to the Agency and 
client care.  This may include Financial or Business, Outside Employment, Donations or Gifts, Product Endorsement, 
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Community Activities, Publications and Confidential/Proprietary Information. Please refer to the  Conflict of Interest Policy 
& Procedure for more detailed information.  

Employment Records 
The Human Resources Manager ensures that a confidential employment record is maintained for every Auberle employee. 
This record is used in connection with benefits administration, payroll deductions, career development, and for other valid 
business purposes. 

Please notify the Human Resources Department promptly of any changes in your name, address, phone number, 
exemptions, beneficiaries, education, family changes, and other personal data. 

Information in your employment records will not be released to any individual, credit institution, or other commercial agency 
outside Auberle without your written permission. 

Information not subject to review in an employee’s personnel record include records of an employee relating to the 
investigation of a possible criminal offense, letters of reference, documents that are being developed or prepared for use in 
civil, criminal, or grievance procedures, or medical records as part of the personnel files. A written request to the Human 
Resources Manager is required to review employment records. Employment records are not released to former 
employees.    

Please refer to the  Personnel Records and Disclosure of Information Policy & Procedure for more detailed information. 

Professional License, Certification, Registration, And Clearances 
Current registration, licensure, certification, and/or clearances must be maintained if required by law or as a condition of 
employment.  Proof of current registration, licensure, certification, and/or clearances is kept in the Personnel Record.  
Employees are required to annually verify current licensure, certification, registration, and/or clearances.   

All staff are expected to follow their profession’s code of ethics, as applicable. 

Please refer to the Professional License, Certification, Registration, and/or Clearances Policy & Procedure for more 
detailed information. 

Harassment-Free Environment 
Auberle prohibits sexual and other forms of harassment.  Employees may not engage in conduct that another employee 
does not want and to which the employee has not freely agreed, including unnecessary touching or other forms of physical 
contact found offensive by the employee. Verbal harassment such as degrading comments, propositions, including 
offensive and unwelcome sexual flirtation and advances, jokes, tricks, and persistent remarks about another person’s 
clothing, body, or sexual activities are all prohibited. 

Workplace display of sexually suggestive objects or pictures is prohibited.  Other prohibited acts include derogatory 
remarks, slurs or actions motivated by an employee’s age, race, national origin, color, religion, or disability which creates a 
hostile, intimidating, or offensive work environment. 

If an employee believes to have encountered harassment, he/she should report it immediately to the Human Resources 
Manager.  The Human Resources Manager is responsible for notifying the appropriate Director, Program leadership and 
the CEO. The complaint should be submitted in writing, specifying the conduct that the employee believes to be 
harassment.  Auberle will promptly and thoroughly investigate all complaints of sexual or other unlawful harassment.  
Investigations are conducted in as confidential a manner as possible. An employee will not under any circumstances be 
criticized or punished for utilizing this policy or for reporting incidents, in good faith, and employee believes to be violations 
of this policy. 

Employees are subject to disciplinary action up to and including discharge for violation of rules regarding a harassment-
free environment.  Retaliation in any form against an employee who exercises his or her right to complain under this policy 
is strictly prohibited and will itself be cause for disciplinary action up to and including discharge.  Employees deliberately 
making false claims of unlawful harassment are also subject to disciplinary action. 

Please refer to Auberle’s Sexual Harassment Policy & Procedure for more detailed information. 

Solicitation/Distribution of Literature 
No employee or other person affiliated with the Agency may engage in any form of solicitation or in the distribution of 
literature or materials at any time in the workplace without the prior authorization of the CEO. 

Drug-Free Workplace 
Auberle is committed to the goal of providing the best possible care to clients.  To this end Auberle promotes a drug-free 
workplace by emphasizing education of employees and the rehabilitation of chemically dependent individuals. 
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Drug related misconduct as defined by our policy includes: 

1. Possession of drugs other than medication legally prescribed or legally sold over-the-counter for the user/possessor; 

2. Unlawful distribution of drugs while on Agency premises or while attending to the business of Auberle; 

3. Use of drugs while on duty other than medication legally prescribed for the user or legally sold over-the-counter; 

4. Reporting to work while under the influence of drugs other than a therapeutic dosage or a legally prescribed drug or 
over-the-counter medication; 

5. Use of drugs off Auberle premises that adversely affects work performance, the employee’s own or others’ safety, or 
the reputation of the Agency in the community;   

6. Failure to notify management when reporting for duty or during the work shift if the use of a drug may adversely affect 
performance (e.g., drowsiness, memory problems, etc.). 

Employees are responsible for maintaining a drug-free workplace through their personal behavior and for notifying 
management of any drug related misconduct of which they become aware. 

An employee who identifies himself/herself as having a chemical dependency will be granted a paid or unpaid leave of 
absence (based on benefit eligibility) for the purpose of rehabilitation.  The leave of absence is not to exceed 120 days. 

An individual found to be chemically dependent other than by self-identification will be required to fulfill the following 
requirements in order to be eligible for rehabilitation and reinstatement: 

1. Take a leave of absence if prescribed; 

2. Complete a rehabilitation program approved by Auberle; 

3. Remain drug/alcohol free and provide blood or urine samples for testing randomly for five (5) years; 

4. Maintain preventive course of conduct prescribed by the approved rehabilitation program provider; 

5. Meet requirements of a state board for reinstatement and continued employment, as applicable. 

If the individual admits to drug/alcohol use or is suspected of it based on fact-finding procedures, but refuses to be tested 
and/or undergo rehabilitation, his/her employment may be terminated. 

Please refer to Auberle’s Drug Free Workplace Policy & Procedure for more detailed information. 

News Media 
It is the responsibility of the Chief Executive Officer to represent Auberle to all news media. In the absence of the Chief 
Executive Officer, the individual appointed has this responsibility.  No other Auberle staff is permitted to represent Auberle 
in any way to any news media.  Failure to adhere to this policy will be cause for disciplinary action. 

Please refer to the Media Policy & Procedure for more detailed information. 

 
SECTION 5: THE MONEY YOU EARN 

Your Starting Pay 
Auberle formally evaluates each position to establish an appropriate job classification and a salary range.  A new 
employee's placement in a job's salary range is based on his/her previous experience along with employment market 
conditions. 

Salary Increases 
Any subsequent salary increases are determined on an annual basis by the Auberle Board of Directors based on the 
availability of Agency’s revenues. The amount of funding received by the agency dictates the availability of the agency’s 
revenues. 

Overtime Pay 
Employees classified as non-exempt (hourly) under the Fair Labor Standards Act receive overtime compensation at one 
and one half times their regular hourly wage rate.  Overtime is paid for these positions for all work time exceeding 40 hours 
in a seven-day workweek. Exempt (salary) employees are not eligible for overtime pay.  
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Holiday Pay 
The designated holidays for full-time employees are: New Year's Day, Martin Luther King Day, Good Friday or Easter, 
Memorial Day, Independence Day, Labor Day, Thanksgiving Day, Thanksgiving Friday, Christmas Day, Christmas Eve or 
the day after Christmas. Specific dates are announced as needed in the Daily Memo. 

Holiday pay at one and one half times an employee's regular hourly rate is paid to non-exempt (hourly) positions after 
completion of the 3-month Introductory Period.     

The designated holidays for part-time employees are: New Year's Day, Thanksgiving Day, Christmas Day and December 
25.  

To receive holiday premium pay, an employee must work the last shift for which he/she is scheduled before a holiday, and 
the first scheduled shift after the holiday.  The holiday premium only applies to one shift worked on the holiday. 

Please refer to the Paid Holiday Time Policy & Procedure for more detailed information. 

Jury Duty Compensatory Pay 
Full-time employees who serve on a jury are eligible to receive compensatory pay.  Auberle will pay the difference between 
your regular pay and the lesser pay you receive while performing your civic duty.  A copy of the jury duty summons must 
be presented to your supervisor and HR Department as soon as you receive it.  Receipts of compensation received after 
these duties must also be submitted to qualify for compensatory pay. 

Bereavement Pay 
Bereavement pay is provided to allow you to attend a funeral without loss of income if there is a death in your family or 
household.  A maximum of three paid days are granted for the death of an immediate family.  "Immediate family" includes 
your spouse, parent, substitute parent, sibling, child, or stepchild.  

A maximum of one paid day is granted for the death of a mother-in-law, father-in-law, grandparents (both natural and in-
law), and grandchildren, niece, nephew, uncle, and aunt. 

The maximum bereavement pay is eight hours at the regular hourly rate for each scheduled workday of approved 
absence, up to and including the day of the funeral.  Employees must receive supervisory approval for the absence and 
bereavement pay.  If additional time is needed after the day of the funeral, such as for out-of-town travel, employees must 
request approval of Vacation Time. Personal leave time in excess of the granted Bereavement may be taken with the 
approval of the applicable program leadership. 

Please refer to the Bereavement Leave Time Policy & Procedure for more detailed information. 

Timekeeping and Paychecks 
You are responsible for punching in and punching out for your work shifts on the time clocks. Your supervisor can assist 
you with missed punches, if necessary. 

Paychecks are distributed on the first daylight shift every other Friday.  If you are unable to pick up your check on payday, 
you may pick it up at the Finance office, Hartman Street facility, or make arrangements in advance to have it mailed to 
your home address. 

Paychecks are not released to anyone other than the payee, nor may they be received prior to the first daylight shift on 
payday unless authorized by your supervisor indicating the reason for early release.  Paychecks not picked up by 
Wednesday morning after payday will be mailed to the employee's home address by the payroll clerk. 

Please refer to the Timesheet Completion Policy & Procedure for more detailed information.  

Reduction in Hours/Schedule Changes 
Auberle maintains staffing budgets at the levels necessary for operational effectiveness and quality resident/client care. 
However, as staffing needs fluctuate with changes in resident/client status, programs may find the need to reduce the 
number of hours employees are scheduled to work.  Departments/Programs may decrease the number of hours during a 
scheduled shift or cancel an entire shift for which an employee is scheduled.  Management may also revise work shift 
schedules based on resident/client care and/or operational needs. 

Please refer to the Reduction in Hours Policy & Procedure and the Reduction of Staff Policies & Procedures for more 
detailed information. 
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Payroll Deductions 
Federal and State laws require that we apply the following taxes to your earnings: 

• Federal and State withholding taxes. 
• Federal Social Security taxes (FICA).  An amount equal to your deduction is contributed to your social security fund by 

Auberle. 
• Local wage and school taxes for Pittsburgh and McKeesport.  As a convenience, Auberle will also withhold taxes for 

other communities upon the request of the employee. 
• Local occupational privilege taxes. 

You may also authorize Auberle to make salary reductions for: 

• Medical, Dental, and Vision plan premiums. 
• Retirement Plan (403B) contributions. 
• Credit union savings and/or loan payments. 
• Pauline Auberle Foundation fund development contributions. 
• Premiums for Supplemental Insurance Plans. 

 
SECTION 6: YOUR BENEFITS 
Auberle employees receive many benefits in addition to their salaries.  The distribution of benefits is often directly related 
to the employment status (full-time or part-time) of the employee. 

Paid Time Off 
Your paid time off calculations appear on your pay stub.   

Vacation Time 
Auberle provides paid vacation time off to eligible full-time and part-time employees. An employee must successfully 
complete 90 days of employment before this benefit is available.  Vacation is accrued according to the grid below. 

 
Annual Accrual in 8-Hour Days 

     Vacation 
     Years Years Years 

      Less than 1 year 1 thru 3 4 thru 10 11 or more 
       
Full Time Employees     7 12 17 22 
        
Part Time Employees Budgeted 4 hours  1 1 2 2 
        
  Budgeted 8 hours  1 2 3 4 
        
  Budgeted 9 & 10 hours  2 3 4 5 
        
  Budgeted 12 hours  2 4 5 7 
        
  Budgeted 16 hours  3 5 7 9 
        
  Budgeted 18 hours  3 5 8 10 
        
  Budgeted 20 hours  3 6 9 11 
        
  Budgeted 21 hours  4 6 9 12 
        
  Budgeted 22 hours  4 7 9 12 
        
  Budgeted 24 hours  4 7 10 13 
        
  Budgeted 25 hours  4 8 11 14 
        
  Budgeted 26 hours  5 8 11 14 
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  Budgeted 30 hours  5 9 13 16 
        
  Budgeted 32 hours  6 10 14 18 
        
  Budgeted 34 hours  6 10 14 19 
        
  Budgeted 38 hours   7 11 16 21 

Requests for the use of vacation time must be submitted in writing to your supervisor at least two weeks in advance.  Your 
supervisor may then approve your request if scheduling permits and does not adversely affect program operations/client 
care.  Vacation may be used in hour increments.  Employees may not work and receive vacation at the same time.  All 
vacation time must be used during the fiscal year in which it was earned.  It cannot be carried over to the following fiscal 
year.  Any unused vacation time will be lost.   

Please refer to the Paid Vacation Time Policy & Procedure for more detailed information. 

Sick Time 
Auberle provides Sick Time to eligible full-time employees as a benefit to be accessed during times of illness or injury.  An 
employee must successfully complete their first 90 days of employment before this benefit is available.  Employees receive 
sick days according to the chart above.   

Sick Time may be taken in hour intervals.  Sick Time may be carried over from one fiscal year to the next with a maximum 
of sixty-five days. Unused Sick Time is not considered an accumulated termination benefit at the time of termination from 
employment.  Upon termination, an employee releases all claim to accumulated Sick leave.  Following the employee’s 
resignation, Sick days may not be taken. 

Please refer to the Paid Sick Time Policy & Procedure for more detail information. 
 
In addition staff are expected to follow call off procedures. 
Please refer to the Sick Call off Protocol Policy & Procedure for more detailed information.                                             

Holiday Time 
Please refer to Section 5 of this handbook.  Employees must successfully complete their first 90 days of employment 
before this benefit is available.   

Holidays which have a religious significance, may be transferred to other more appropriate days for employees who follow 
another creed with approval of the employee’s supervisor.  Holidays which occur on either a Saturday or Sunday will be 
observed either on the preceding Friday or following Monday for those employees working a Monday through Friday 
schedule. 

Please refer to the Paid Holiday Time Policy & Procedure for more detailed information. 

Medical, Dental and Vision Insurance Programs 
Full-time employees may be enrolled in the Medical, Dental and Vision insurance programs following your first 60 days of 
employment. The Human Resources Department can provide details of this coverage to you.  

An employee who decides not to join a group plan at the completion of the first 60 days of employment or decides not to 
include dependent coverage must wait until the next open enrollment date or have a qualified event to enroll.   

Group Life Insurance 
Following the successful completion of the first 90 days of employment all full-time employees are provided a $50,000 Life 
Insurance Policy through the Mutual of Omaha. 

Supplemental Insurance 
Employees may purchase supplemental insurance. Representatives visit Auberle once a year.  The Human Resources 
Department can supply details about these plans and makes the annual enrollment dates known to all employees.   

Long-Term Disability 
Following the successful completion of the first 90 days of employment all full-time employees are covered by Long-Term 
Disability Insurance through Mutual of Omaha.  If an employee becomes disabled as a result of a non-job related accident 
or injury, the employee will receive a benefit as a percentage of their salary for the approved disability. Long-Term 
Disability has a 90 calendar days elimination period. 
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Educational Assistance 
Full-time employees with one year of service are eligible for education assistance if enrolled in courses which will prepare 
the employee for advancement within the agency or are directly related to the employee’s current position.  The courses 
must be offered at an accredited institution of learning.  The benefit pays a maximum of $1,600 per year. The employee 
must obtain at least a “C” grade or equivalent for undergraduate courses and a “B” grade for graduate courses to receive 
this benefit.  The Human Resources Department may be contacted regarding this benefit.   

Please refer to the  Educational Assistance Policy & Procedure for more detailed information. 

Workers'  Compensation 
All Auberle employees are covered by Workers' Compensation Insurance at Auberle's expense.  Coverage is provided 
should an employee sustain an accident or injury while at work.  In order to maintain coverage, the employee is 
responsible for immediately reporting any accident or injury to their immediate supervisor and completing the proper forms. 

This insurance will pay your medical expenses and 66 2/3% of your missed wages after seven days of disability. 

Please refer to the  Accident/Injury Reports Policy & Procedure for more detailed information. 

          Unemployment Compensation 
The Pennsylvania Unemployment Compensation Program covers all Auberle employees.  This insurance provides income 
should you lose your job through no fault of your own. 

Retirement Plan 
All employees are eligible to enroll in a 403-B Retirement Plan offered by Auberle immediately upon date of hire. If the 
employee does not affirmatively elect to receive cash or have a specified amount contributed to the Plan, they shall have 
their compensation automatically reduced by 2% and contributed as elective deferrals to the Plan. Employees’ 
contributions are fully vested from the initiation of the Plan. Employees are eligible for an Auberle tax-free contribution of 
50% of employee’s first 4% of deducted salary. Employer matchings are fully vested after three (3) years of service. 

Social Security 
All Auberle employees are enrolled in the Social Security Plan.  Deductions at the prevailing rate are withheld from all 
employees’ paychecks.  Auberle contributes a matching amount for this plan. 

Credit Union 
All Auberle employees and family members may join The Parkview Community Federal Credit Union.  Enrollment in the 
Credit Union provides opportunities for payroll deduction savings, investment opportunities, loans, checking accounts, 
credit cards, and other financial benefits.   

Employee Assistance Program (EAP) 
Auberle offers employees an EAP through Gateway Rehabilitation Center that can be contacted at (800) 566-5933 or at 
www.backontrackeap.com (Username: 6300 Password: Confidential Help). This program is confidential and serves to 
assist employees and their families with all types of problems that affect either their personal lives or their job 
performance.  Back on Track Employee assistance Program  

When employees have assessed their current situation and feel that assistance via the EAP is necessary, they may make 
a self-referral.   

When certain performance concerns are evident, it is Auberle’s right to make a mandatory referral.  Once referred to the 
EAP, Auberle reserves the right to receive information regarding the employee’s participation in the EAP.  Specifically, 
Auberle does not ask for and unequivocally states that no confidential, personal treatment information be disclosed to any 
individual at Auberle.  Auberle only asks for confirmation that the employee has complied with the mandatory referral. 

Please refer to Auberle’s Mandatory Employee Assistance Program Referral for more detailed information. 

Legal Assistance 
Legal Assistance is offered to personnel against whom claims are made related to lawful, authorized acquisitions taken in 
the cause and scope of employment. 
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SECTION 7: YOUR FUTURE AT AUBERLE: 
CAREER ADVANCEMENT AND JOB OPPORTUNITIES 

Auberle provides employees with internal promotion opportunities.  We post notices of positions available and encourage 
employees to develop the skills and experience that will help them in their career growth.  

Please refer to the Career Advancement/Job Transfer Opportunities and Job Posting Policy & Procedure for more detailed 
information. 

Performance Reviews 
Your supervisor will provide periodic, informal assessments of your job performance throughout your employment. You will 
also receive a formal evaluation of your performance at the end of your first 90 days of employment and thereafter during 
your annual performance review.  Performance reviews are provided to: 

• Promote discussion between you and your supervisor about job expectations and your performance. 
• Identify your personal and professional development goals. 
• Assist you in assessing whether your experience and skills qualify you for an increased responsibility in your current 

position or for other positions within the organization. 

You will be asked to sign your performance review to indicate that it was discussed with you.  Your written comments are 
encouraged. Please refer to the Performance Appraisal Policy & Procedure for more detail information. 

Transfers And Promotions 
Job openings are posted on designated bulletin boards for a period of seven calendar days.  A job posting includes a brief 
description of the job, its title, location, and primary duties.  More detailed information about a posted position is available 
at the Human Resources Department or on the Auberle Web Site.   

If you are interested in a job transfer, you must complete an Internal Job Application and send it to Human Resources.  
Transfer requests will only be accepted while notice of the opening is posted for the seven-day period and if the employee 
has worked at least three months in his/her current position. 

Please refer to the Employee Transfer Cooperation Expectations Policy & Procedure for more detailed information. 

A 90 day employment period is established if you are promoted or transferred to a new position.  If you or your supervisor 
decides during this period that you should not continue working in the position for any reason other than poor performance 
or disciplinary action, you may be considered for other available openings.    

The career development/job transfer process may be superseded by the CEO as deemed necessary and appropriately 
based on organizational goals (e.g. hiring freeze, recall from layoff, organizational restructuring, etc.) 
 
Inactive employees are ineligible to apply for vacant positions. 

Outside Recruitment and Employment Advertising 
Current employees with the necessary qualifications for a vacant position are given first consideration.  However, outside 
recruitment to fill an open position may occur simultaneously with internal job posting and/or when job posting does not 
result in the selection of an employee. 

Please refer to the Employee Referral Program Policy & Procedure and the Advancement Request Policy & Procedure for 
more detailed information.  
 
SECTION 8: WORK RULES AND REGULATIONS 

Rules concerning employee behavior and job performance are established to promote the efficiency, safety, and propriety 
of the work environment and thus ensure optimum standards in client care, and agency management.  Employees are 
expected to comply with the agency's work rules, policies and regulations, and to notify management if any violations are 
observed.  Non-compliance with work rules is subject to disciplinary action up to and including discharge. 

Please refer to the  Work Rules and Discipline Policy & Procedure for more detailed information. 
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Actions Subject To Discipline 
The following actions are considered violations of work rules and may subject the employee to disciplinary action up to and 
including discharge.  

* Please note that this is not an all-inclusive list. 
1. Abuse or willful inattention to resident/clients. 

2. Refusal to carry out instructions/neglect of work duties; insubordination.  

3. Misuse, unauthorized use, destruction of Auberle property. 

4. Theft or possession of theft of Auberle’s, residents’, clients’, or others’ property. 

5. Falsification or collaboration in falsification of document/record. 

6. Possessing, using, or being under the influence of unauthorized drugs/substances on Auberle premises at any 
time. 

7. Lateness or abuse of policies regarding hours of work. 

8. Accepting or offering gifts to influence any Auberle matter. 

9. Disregard for or willful violation of safety or fire prevention rules. 

10. Failure or refusal to use safety equipment and/or to follow infection control procedures 

11. Unauthorized access and/or disclosure of confidential or proprietary information. 

12. Merchandising on premises, including sale or endorsement of products or services.     

13. Possession or use of firearms, weapons. 

14. Willful disregard of security procedures or instruction from management. 

15. Disregard of security/safety rules, which results in harm to others. 

16. Unauthorized posting or removing notices, signs, or other materials. 

17. Unauthorized distribution of literature in work or resident areas and/or during work time. 

18. Solicitation during work time or in resident areas at any time. 

19. Publishing, referencing; citing Auberle. 

20. Failure to meet established dress code. 

21. Failure to maintain Auberle identification. 

22. Personal conduct detrimental to facility operations, image, or morale; includes discourtesy to residents/visitors; 
conduct unbecoming to a professional. 

23. Horseplay, practical jokes, or loafing on premises and/or during work time. 

24. Gambling on premises. 

25. Abuse, threats or intimidation of employees or management; arguing on premises. 

26. Physically harming or intending physical harm to another person. 

27. Using obscene, profane, or abusive language or actions. 

28. Sleeping on premises. 

29. Unlawful and/or sexual harassment; including display/circulation of offensive/sexual materials. 

30. Failure to provide license/certification/registration/clearances. 

31. Non-renewal by State/loss of license/certification/registration required to do position. 

32. Failure to meet job performance standards/expectations. 

33. Smoking in Auberle facilities, property, vehicles, or on activities; or in any area not designated as a smoking area. 

34. Abandonment of work and/or leaving the job without authorization. 

35. Failure to adhere to policies and guidelines. 

36. Failure to receive the mandatory in-service training 
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Corrective Action Process 
The Corrective Action Process is intended as a positive approach to resolving most behavior and/or work issues.  The 
process is not intended to be interpreted as sequential, rather, serious first infractions may result in written discipline, 
suspension, and/or discharge. The process is as follows: 

Verbal (documented) Action 
Written Action 
Suspension 
Mandatory EAP Referral and/or 
Discharge 

Any and all violations of work rules and policies are included in the process, so the counseling/disciplinary actions above 
may be for a variety of reasons.  Depending upon the seriousness of the violation/problem and the employee's work 
record, suspension or discharge may occur for the first offense.  

Performance Improvement Plan 

If a pattern of behavior or attitude is identified  that impede a staff’s ongoing growth and development and/or where an 
employee inconsistently meets established norms and expectations then the staff and his/her supervisor will need to have 
another crucial conversation that results in a Performance Improvement Plan (PIP).  The agency’s sanctuary informed PIP 
document, “Employee Performance Improvement Plan Form” is used to capture PIP.  The PIP will outline expectations 
and establish a time line with specific corrective actions that will be tracked.  Past staff development efforts will be 
documented.  A follow up meeting is scheduled as part of the PIP to review status of outcomes.  When appropriate staff 
development efforts have occurred and/or been extended to the employee, there is an expectation that for the staff to 
retain employment, the staff person must demonstrate a commitment to Auberle’s organizational expectations and values.  

Attendance: Absenteeism and Tardiness 
Employees are expected to be on the job every scheduled work day, to report to work on time, and to maintain reasonable 
availability for extra work that may be required.   

If an employee is unable to work a scheduled shift, he/she is required to follow the proper call-off procedure established by 
that Program/Department.   

If an employee calls off from a scheduled shift, he/she may be paid from available Paid Time Off -- depending on the 
nature of the call-off. 

Employees may be eligible for a leave of absence should illness, personal emergency, or family obligations be the cause 
of absenteeism.  Employees are encouraged to contact their Program Manager/Department Manager or the Human 
Resources Manager for information about a leave of absence.  (See Section 9 for information about Medical Leave of 
Absence, Family Medical Leave of Absence, and Personal Leave of Absence.) 

An occasion of tardiness is any time an employee is not ready to perform their duties at the beginning of his/her scheduled 
shift without prior authorization from management. 

An employee’s time sheet will be “docked” for tardiness in excess of 10 minutes. Occasions of tardiness less than 10 
minutes will not be “docked” but will not exclude an employee from the disciplinary process. Abusive call-offs or tardiness 
will subject an employee to the progressive disciplinary process.

Problem-Resolution Procedure 
An employee’s on-the-job difficulties are to be brought to the attention of Auberle’s management. Sometimes difficulties 
arise from a misunderstanding or the lack of complete information. Supervisors are responsible for ensuring the fair 
treatment of employees.   

Should an employee encounter difficulties in the course of their work, he or she should talk to the supervisor first. This 
discussion should be viewed as a problem-solving session and should take place within 3 working days after an incident, 
disagreement, or difficulty arises. 

A red flag review may also be utilized and can be called by anyone. Red flags can also be used to address a collective 
disturbance with a team or group. Red flags get all the individuals in the room to focus 30% on the problem and 70% on the 
solution.  

Should the employee and the supervisor be unable to resolve the problem, the employee should follow the agency chain of 
command and refer to the  Problem Resolution Policy and Procedure  for the appropriate course to follow.  
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SECTION 9: IF YOU LEAVE AUBERLE  

If you terminate or temporarily leave your employment for any reasons, you must contact the Human Resources Manager 
prior to your final day of employment.  This will provide you the opportunity to receive information about your benefits and 
Auberle's policies related to termination or leaves of absence. 

Please refer to the Termination Benefits and Procedures Policy & Procedure for more detailed information. 

Resignation 
Employees may resign their position in a number of ways: voluntarily quitting, accepting work from another employer while 
on a leave of absence, failing to return to work after a leave of absence, refusing a recall from layoff, or being absent from 
employment three days without proper notification or retirement.  

An employee who wishes to voluntarily resign their position, must submit written notification to their supervisor. Proper 
notice is: 

Salaried/Exempt Employees ................... 4 weeks 
Non-Exempt Employees ......................... 2 weeks 
Retiring Employees ................................. 4 weeks 

Employees must work each day of the period of advance notice.  Paid time off will not be granted after your resignation 
has been submitted with the exception of an agency holiday.  Failure to abide by this policy may result in a forfeiture of all 
unused benefit time. 

Upon termination of your employment, if proper notice is provided, an employee is compensated for any unused Vacation 
Time. 

All employees terminating employment must contact the Human Resources Department to conduct an exit interview on 
their last scheduled day of employment.  Pertinent information must be reviewed during this exit interview, including but not 
limited to, benefit continuation, paid time off compensation, and confirmation of address for mailing purposes. 

Leaves of Absence 
An employee may be granted a leave of absence for a number of reasons.  During leave time, an employee remains on 
the payroll.  Employee benefits such as medical, dental, and vision insurance become the responsibility of the employee.  
Paid time off does not accrue during a leave of absence.  

Medical Leave of Absence 

The Program leadership may grant a leave of absence, without pay, for a non-permanent medical disability. A doctor’s 
letter stating the beginning and ending date of the disability must validate medical disabilities.  Upon taking a medical 
leave, the employee must first utilize all accrued sick time.  The employee may then choose to utilize vacation time in order 
to receive compensation during their time of leave. 
Family Medical Leave of Absence 

A full or part-time employee with at least 12 months of service or who has worked 1250 hours during the 12-month period 
prior to the start of the leave is eligible for a Family Medical Leave for serious family matters.  The Family Medical Leave 
Act provides job protection for the employee without a loss of accumulated service. However, paid time off does not 
accrue during a leave of absence. 
 
Eligible staff will be able to take up to 12 weeks of unpaid leave per year for the following conditions: 

• The birth of the employee's child 
• The adoption of a child or the acceptance of a foster child 
• The employee's need to care for an immediate (child, spouse, or parent) family member who has a serious 

health condition. 
• The employee's inability to perform the functions of his or her position because of his or her own serious 

health condition 
A medical certificate from a licensed physician is required to support request for a Family Medical Leave in case of an 
employee's own or family member's serious health condition. This certificate must include an estimate of the time the 
employee will need to be off work for either their own or a family member’s medical condition. 

If possible, employees must give Auberle at least 30 days notice. If unable to provide 30 days notice, the employee must 
provide Auberle as much notice as is practical.  An employee may utilize their paid leave for any part of the 12 week 
period. Please refer to the Family and Medical Leave Policy & Procedure for more detailed information.  
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Personal Leave of Absence   

The appropriate Program leadership may grant a leave of absence, without pay, for personal reasons.  The employee may 
choose to utilize Vacation Time in order to receive compensation during their time of leave. 

Military Leave of Absence 

Upon the presentation of military orders for active duty, employees are granted up to two weeks military leave at the 
employee’s regular salary less the military reserve salary upon presentation of a military pay voucher.  An employee may 
use earned vacation for military reserve duty and receive full pay.  Auberle follows all of the requirements of the Uniformed 
Services Employment & Reemployment Act. 

Retirement 
Similar to other individuals leaving Auberle, employees retiring are asked to participate in an exit interview to discuss 
pertinent information such as benefits continuation, paid time off compensation, and confirmation of a forwarding address. 
  

The current average retirement age is 62. Any employee considering retirement must contact the Human Resources 
Department at least a month in advance. Issues such as Medicare and social security may need to be reviewed with the 
employee and Human Resources would like to inform individuals prior to their exit as thoroughly as possible.  

Discharge 
An employee who is unable to perform their duties in a satisfactory manner or violates agency policies and procedures 
may be involuntarily terminated by the agency in compliance with the Work Rules and Discipline Policy. 

Death Benefits 
Life insurance and other death benefits are paid to the employee's beneficiary upon proper proof of death. Dependents 
may request the continuation of medical, dental, and vision benefits.  The employee’s final paycheck, along with unused 
Vacation Time is paid to the deceased employee's estate.  All other benefits cease. 
 

X:\E-HANDBOOK-Updated September 2014.docx Page 24 of 24 
 


	EMPLOYEE HANDBOOK DISCLAIMER
	SECTION 1: INTRODUCTION TO AUBERLE
	Mission
	Values and Beliefs
	Vision

	SECTION 2: NEW ON THE JOB? BASIC INFORMATION YOU NEED TO KNOW
	Equal Employment Opportunity
	The Sanctuary Model at Auberle
	Cultural Competence
	Continuous Quality Improvement (CQI) Culture and Expectations
	Department
	Your First 90 Days
	Employment Status & Categories
	Service Dates
	Work Day and Rest Periods
	Pay Periods

	SECTION 3: GETTING TO KNOW AUBERLE: A GUIDE TO FACILITIES AND SERVICES
	Dining Facilities
	Driving & Parking
	Identification and Swipe Cards
	Job Descriptions
	Employee Health Issues
	Personal Telephone Calls And Visits
	Bulletin Boards
	Employee Publications

	SECTION 4:
	YOUR RESPONSIBILITIES AS AN AUBERLE EMPLOYEE
	Consumer Relations
	Attendance and Work Schedules
	Bringing Children and Guests to Work
	Maintaining Confidentiality
	Tobacco-Free Environment
	Personal Appearance
	Safety and Security Precautions
	All staff members must be accessible by phone when not on duty.  Staff members are expected to supply an operating phone number they can be reached at the time of hire and through employment. In the event that the phone number changes, a new number mu...

	Software and Hardware Computer Policy
	Public Areas, E-Mail, Voice Mail, and Computer Network System Privacy
	Infection Control
	Employee Health
	Ongoing Staff Physicals And TB Test
	Absence Of Three (3) Days Or Longer/Medical Clearance To Resume Work
	Employee Injury or Illness While On Duty
	Infectious Disease Occupational Hazard Exposure
	Conflict Of Interest
	Employment Records
	Professional License, Certification, Registration, And Clearances
	Harassment-Free Environment
	Solicitation/Distribution of Literature
	Drug-Free Workplace
	News Media

	SECTION 5:
	THE MONEY YOU EARN
	Your Starting Pay
	Salary Increases
	Overtime Pay
	Holiday Pay
	Jury Duty Compensatory Pay
	Bereavement Pay
	Timekeeping and Paychecks
	Reduction in Hours/Schedule Changes
	Payroll Deductions

	SECTION 6:
	YOUR BENEFITS
	Paid Time Off
	Vacation Time
	Sick Time
	Holiday Time

	Medical, Dental and Vision Insurance Programs
	Group Life Insurance
	Supplemental Insurance
	Long-Term Disability
	Educational Assistance
	Workers' Compensation
	Unemployment Compensation

	Retirement Plan
	Social Security
	Credit Union
	Employee Assistance Program (EAP)
	Legal Assistance

	SECTION 7: YOUR FUTURE AT AUBERLE: CAREER ADVANCEMENT AND JOB OPPORTUNITIES
	Performance Reviews
	Transfers And Promotions
	Outside Recruitment and Employment Advertising

	SECTION 8:
	WORK RULES AND REGULATIONS
	Actions Subject To Discipline
	Corrective Action Process
	Attendance: Absenteeism and Tardiness
	Problem-Resolution Procedure

	SECTION 9: IF YOU LEAVE AUBERLE
	Resignation
	Leaves of Absence
	Medical Leave of Absence
	Family Medical Leave of Absence
	Personal Leave of Absence
	Military Leave of Absence

	Retirement
	Discharge
	Death Benefits


