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Message From The Chief Executive Officer 
 

 

Dear Archway Programs’ Employee,  

 

On behalf of the entire staff at Archway Programs, I am pleased to welcome you to our organization. I 

would like to thank you for choosing Archway Programs and trusting us with your career path. You are 

joining the Archway family whose mission is to provide an array of unmatched services committed to 

excellence, designed to meet the individualized needs of children and adults throughout New Jersey. Built 

on a solid foundation of core values, providing safety, possessing compassion and promoting 

individuality, Archway Programs strives to improve the life of every individual served. By living these 

values every day, you will be successful here and in your career.  

 

At the core of our corporate mission are you, the people of Archway Programs who provide the many 

services and supports for which we are known. In whatever capacity you are joining Archway, I am 

confident you bring the personal knowledge, skills and talents to help us continue to advance our 

commitment to excellence. I hope that new employees find their experience at Archway Programs a 

happy  one,  and  that  our  committed  employees  make  all  new employees feel welcome.  I encourage 

you to connect with your fellow colleagues, your manager and the Human Resources Department, and 

know they are here to help you learn and acclimate to your new role. 

 

As you begin your journey at Archway Programs, we have prepared a variety of resources to assist you. 

This Employee Handbook provides information on your orientation, our strategic goals, important 

policies and procedures, and your employee benefits. I hope you will find it a helpful start in getting to 

know more about Archway Programs. It is designed to assist you in making the most of your career at 

Archway Programs. If you have any questions, please contact your supervisor or the Human Resources 

Department at any time. 

  

It is an exciting time to be at Archway Programs. So once again, welcome! I wish you success in your 

new job, and hope that you quickly feel at home. I’m thrilled you have chosen to join us, and I look 

forward to personally meeting you soon.   

 

Sincerely, 

 
George Richards 
Chief Executive Officer 



 

 

EMPLOYMENT AT WILL 
 

 

1. This Employee Handbook and any other documents of Archway Programs do not constitute 

contracts of employment. 

 

2. Employment at Archway is at will, which means that any employee who is hired may voluntarily 

leave employment, and that Archway may terminate employment with or without good cause. 

 

3. There is no promise of any kind by Archway contained in this handbook or any other document 

provided by Archway, and Archway remains free to change wages and all other working 

conditions without prior consultation, agreement, or notice. 

 

4. No person or representative of Archway other than the Chief Executive Officer has authority to 

enter into any agreement lasting for a specific period of time or altering any of the foregoing 

provisos.   

 

5. Any agreement altering the at will nature of employment at Archway must be in writing and 

signed by both the employee and a representative of Archway specified in the preceding section; 

no oral understandings are binding. 
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INTRODUCTION 
 

ABOUT YOUR HANDBOOK 

 

This is your handbook.  It is your responsibility to be knowledgeable about its content.  This handbook is 

issued to you to guide the relationship between you and the Company.  It is not intended to cover every 

situation; state and federal law will prevail as necessary.  This handbook is not a contract guaranteeing 

employment for any specific duration.  Archway Programs (“Archway”) is an at-will employer which 

means you or Archway may terminate this relationship at any time, for any reason, with or without cause 

or notice. 

 

Although you will find your handbook valuable in answering most questions, please do not hesitate to ask 

your supervisor or the Human Resources staff about anything which is not clear.  In addition, further 

details regarding our various insurance plans can be found in the Human Resources Department.  

Archway reserves the right to alter any of our policies including those covered here at any time. 

 

We encourage you to communicate your feelings, concerns and ideas about our operations as we will 

likewise communicate with you concerning developments and changes that occur. 

 

Enclosed in the back of the handbook is an acknowledgement form which indicates you have received and 

will read a copy of this handbook.  Please sign this form and return it to the Human Resources 

Department. 

 

The Board of Trustees, through the administrative staff, reserves the right to change, revoke and terminate 

any and all policies or procedures in whole or in part at anytime with or without notice.  This handbook is 

subject to annual Board approval. 

 

COMPANY PROFILE 

 

Since 1965, Archway Programs has been meeting the individualized needs of thousands of families 

throughout the state of New Jersey. Archway Programs is a diverse, non-profit, human services 

organization which includes approved private schools for students with disabilities in addition to several 

model programs providing unmatched services. Built on a solid foundation of core values, providing 

safety, possessing compassion and promoting individuality, Archway Programs strives to improve the life 

of every individual served. Our goal is to ensure that each individual’s needs are met and customized 

services are provided and partnered with passionate, committed and talented professionals in a safe 

environment. Over 440 individuals are currently employed by Archway Programs and this dedicated and 

talented staff provides services to over 1,800 children and adults requiring individualized care. 
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PROGRAMS AND SERVICES OFFERED AT ARCHWAY 

 

Archway provides numerous programs and a variety services serving those from birth throughout 

adulthood. Services include: NJ Department of Education Approved Private Schools, Career Services 

Education, Early Intervention Programs, Before and After School Care, Summer Camp for School-Aged 

Children (enrolled in the Just Kids Program), Community Living Support, Respite Programs, Child and 

Family Services, Intellectual Disabilities, Residential Group Homes, Partial Care, Adult (Non-Clinical) 

Mental/Behavioral Day Program and Youth Mental/Behavioral Health Programs. 

 

Adult Services 

 ACT (Adult Counseling and Therapy) 

Program 

 Supportive Living / Community Living 

Supports 

 Residential Group Homes  

 

Before and After School Care 

 Just Kids Program 

 Wraparound Care Program  

 

Child and Family Services  

 Positive Encounters  

 

Early Intervention Program 

 Step by Step  

 

Education Programs  

 Career Education Program  

 

(Education Programs continued…) 

 Lower School  

 Upper School 

 

Mental and Behavioral Health  

 ACT (Adult Counseling and Therapy) 

Program 

 HOPE (Help, Optimism, Preparation, 

Empowerment) Program   

 DISCOVER (Direction, Improvement, 

Structure, Creativity, Oversight, Vision, 

Encouragement, Reward) Program 

 

Respite Family Support 

 In-Home Respite  

 Saturday Drop-In Respite   

 

Summer Camp 

 Just Kids Summer Program   

 

CORPORATE PHILOSOPHY 

 

Archway Programs maintains its premier reputation and continues to fulfill its role as a trusted provider in 

the industry with a proven track record of innovative services, individualized care, successful human 

services, educational excellence, integrity and strong sense of community throughout all of its programs. 

Our goal is to ensure that each individualized need is met and customized services are provided and 

partnered with passionate, committed and talented professionals in a safe environment. We strive to 

provide the highest level of service with a renewed commitment to four guiding principles: quality 

programming, sound business practices, integrity and ethics. These ethics permeate our interactions with 

consumers, families, funding agencies and other stakeholders; they define our business practices; and they 

guide us as we streamline our organization to provide cost effective services to meet the unique needs of 

those individuals and families served.  
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Providing Safety means, “We’ve Got You Covered.” 

 Emotional safety and physical safety 

 Being heard (consumers/employees) 

 Being supervised (consumers) 

 Proactive planning and processes (consumers/employees) 

o Accurate immediate assessment of situations (consumers) 

o Physical environment free of hazards (consumers) 

 Teamwork (employees) 

 Safe work environment (employees) 

 Being aware of your surroundings and potential safety issues (employees) 

 
Possessing Compassion means, “Our Family Cares for Your Family.” 

 Treating others the way we would want to be treated 

 Being treated fairly, with an open mind 

 Having empathy, trying to understand a person’s perspective or circumstances 

 Meeting people at the point of need 

 Interacting in a caring and nurturing manner 

 Communicating with each other 

 Loving what you do 

 
Promoting Individuality means, “Accepting & Embracing Each Other’s 

Differences.” 

 Being considerate of others’ differences 

 Empowering consumers to discover and use their individual gifts 

 Encourage people to think outside the box and not be frowned upon by society 

 Encourage creativity 

 Educating self on best practices for an individual  

 Paying attention to an individual’s specific needs 

 Changing systems to meet needs, not needs to fit systems 

Archway’s existence and your role in it, goes beyond the function of what you do individually or what we 

do collectively. Embracing Differences, Improving Lives is what each and every one of you has the 

opportunity of doing in your role at Archway. We promote these core values everyday – providing safety, 

possessing compassion and promoting individuality – as a foundation of our company culture. These are 

the principles that define the Archway brand, our Archway family and guide all of our decisions and 

actions. 
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MISSION STATEMENT 

 

Archway Programs offers an array of unmatched services committed to excellence, designed to meet the 

individualized needs of children and adults throughout New Jersey, dedicated to improving the life of 

every individual served.    

 

VISION STATEMENT  

 

Archway Programs maintains its premier reputation for educational excellence, individualized care, 

innovative services, integrity and strong sense of community continuously expanding to provide new 

opportunities for our current and future stakeholders throughout New Jersey.   
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EMPLOYMENT 
 

NON-DISCRIMINATION 

 

Archway Programs does not discriminate in the provision of services to people with barriers to 

independent living and is an equal opportunity employer.  Archway prohibits discrimination with respect 

to hiring, placement, privileges of employment, promotion, transfer, demotion, staff reduction, 

compensation, training, benefits, termination, leaves of absence or other terms or conditions of 

employment on the basis of sex, age, religion, citizenship, disability, affectional or sexual orientation, 

gender identity or expression, marital status, racial, national, or ethnic background, veteran status, 

bankruptcy status or other legally prohibited basis.  

 

Discrimination based on sex, age, religion, citizenship, disability, affectional or sexual orientation, gender 

identity or expression, marital status, racial, national, or ethnic background, veteran status, bankruptcy 

status or other legally prohibited basis will not be tolerated. 

 

Retaliation against any person complaining of discrimination is in violation of federal and state law and 

Archway Programs’ mission/vision, and will not be tolerated.  

 

Archway Programs will respond promptly to all complaints of discrimination and retaliation. Violation of 

this policy can result in serious disciplinary action up to and including termination of employment.  

 

Employment actions in all of these areas are evaluated on an ongoing basis.  Reporting is done consistent 

with applicable laws and regulations. If the review or report indicates a failure to achieve the stated policy 

of equal opportunity, corrective actions are to be implemented immediately. 

 

The conduct of Archway Programs employees is also guided by the “Sexual and Other Discriminatory 

Harassment” and “Sexual and Other Discriminatory Harassment Complaint Procedure” policies.   

 

The Company believes that equal employment opportunity is achieved by actively recruiting, using 

nondiscriminatory employment practices, and monitoring employment practices to ensure equality of 

opportunity.  Each program shall commit to sustained action to devise recruiting, training and 

advancement opportunities that will result in equal employment opportunities for all qualified applicants 

and employees.  We will take such action as is required by law or as we deem necessary to seek out and 

employ a diverse workforce.  

 

DISABILITY ACCOMMODATIONS 

 

Archway is committed to ensuring equal employment opportunity for qualified individuals with 

disabilities.  The Americans with Disabilities Act (“ADA”) prohibits discrimination against qualified 

individuals with disabilities.  The ADA defines “disability” as a physical or mental impairment that 

substantially limits one or more of the major life activities of an individual, a record of such impairment 

or being regarded as having such an impairment.  Archway recognizes its duty to engage in the interactive 

process and provide reasonable accommodations to qualified individuals with known disabilities.   

It is your responsibility to inform Archway if you feel that you are disabled and that an accommodation is 

needed in order for you to perform the essential functions of your position.  Archway requires medical 
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documentation to ensure that any accommodations made are appropriate for your needs and that the 

accommodations meet your health care provider’s specifications.  If you feel that such an accommodation 

is needed, you should contact a member of the Human Resources Department. 

 

PHYSICAL EXAMINATION 

 

Certain employees may be required by law to undergo periodic physical examinations.  Employees 

subject to mandatory physical examinations will be informed individually of this requirement.  

Additionally, Archway reserves the right to request medical certification from any employee and/or 

request that the employee undergo a physical examination where the request is job-related and consistent 

with business necessity.  

 

INTRODUCTORY PERIOD 

 

Archway is committed to meeting the needs of individuals served by maintaining an exceptional 

workforce.  New staff, volunteers and interns will be supported as they begin work by receiving 

comprehensive and timely orientation to their duties from the Human Resources Department or designee 

and supervisors of the program to which they are assigned.  Generally, all new staff and transferees will 

complete a three month introductory period during which they will receive training in the performance of 

their job duties and in-service training required for the position as mandated by the local jurisdiction in 

which the program operates and/or company policy.   

 

Orientation, training, supervision and periodic reviews of performance shall be provided as each 

employee’s supervisor deems necessary during the period.  At the end of the introductory period there 

will be a formal review of the employee’s performance.   

 

Completion of the introductory period does not guarantee continued employment and does not change the 

at-will nature of the employment relationship.  

 

GENERAL ORIENTATION AND TRAINING 

 

Archway’s General Orientation and ClarityNet training must be completed within 45 days of the 

individual’s first day of employment.  Training topics include, but are not limited to,  Confidentiality and 

Proprietary Information, Back Safety, Fire Prevention and Response, Hazardous Communication, 

Disaster or Other Emergency, Incident/Injury Reporting, Sexual and Other Discriminatory Harassment, 

Sexual and Other Discriminatory Harassment Complaint Procedure, Reporting Child Abuse, Neglect and 

Exploitation, Corporate Compliance and Ethical Conduct of Business, Diversity, HIPAA: Privacy 

Compliance and the Prevention of Workplace Violence. 

 

Staff is subject to suspension for failure to complete General Orientation within 45 days of their first day 

of employment or training established by your program supervisor to meet licensure requirements.  

Suspension shall be imposed until the employee completes orientation but no longer than one week.  Staff 

will be notified in writing of the suspension day(s) and the date they are to report back to work.  Staff 

must attend the next available orientation session in order to satisfy the requirement.  If the employee has 

not completed General Orientation training within the one-week period the employee is subject to 
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termination.  If there are repeated suspensions for failure to complete in-service training, staff may be 

subject to termination. 

 

You are also required to complete certain annual trainings.  Please contact your supervisor regarding 

compliance. 

 

EMPLOYEE PERFORMANCE APPRAISAL 

 

The performance of employees is evaluated on an ongoing basis.  Supervisors and employees are strongly 

encouraged to discuss job performance on an informal day-to-day basis.  In addition, written performance 

appraisals will be conducted during the three month introductory period and annually in June to provide a 

written record of your performance.  The written appraisal will provide the opportunity to discuss job 

performance, identify and correct areas of concern and provide your supervisor with an opportunity to 

recognize and encourage your strengths. 

 

OUTSIDE EMPLOYMENT 

 

Archway employees may hold other employment or engage in other business activities so long as those 

other employment or business activities do not interfere with the performance of, or create a conflict of 

interest with, their duties at Archway.  

 

Any employee holding other employment or engaging in outside business activities must inform his or her 

immediate supervisor and the Human Resources Department.  

 

NEPOTISM 

 

Archway Programs permits the employment of qualified relatives of employees only if such employment 

does not, in the sole discretion of Archway Programs, create an actual or perceived conflict of interest. 

 

A “relative” is defined as a spouse by marriage or civil union pursuant to N.J.S.A. 37:1-33, domestic 

partner as defined in N.J.S.A. 26:8A-3, or your or your spouse’s parent, child, sibling, aunt, uncle, niece, 

nephew, grandparent, grandchild, son-in-law, daughter-in-law, stepparent, stepchild, stepbrother, 

stepsister, half-brother or half-sister, whether the relative is related to you or your spouse by blood, 

marriage or adoption. 

 

A relative must be properly qualified for the position, properly licensed for the position (if applicable) and 

their salary and fringe benefits must be comparable to a person of like experience and education.  No 

employee shall be directly supervised by, or report to, their relative. 

 

Archway Programs reserves the right to modify schedules, transfer or reassign employees if a conflict of 

interest arises. 
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DRESS CODE 

 

It is a policy of Archway Programs that an employee's mode of dress and personal hygiene should be 

appropriate for their work situation.  Appropriateness refers to that which is required by the job, health 

standards and safety of the individual and consumers and keeps within the guidelines of what is normally 

acceptable in a business environment. 

 

Employees will dress in a manner that is normally acceptable in a business environment. 

 

 Employees will refrain from wearing brief or suggestive attire, headwear or hats except for 

religious purposes, graphic t-shirts (except clothing with the Archway Programs logo), clothing 

with spaghetti straps and strapless or backless clothing.  It is the responsibility of management to 

define appropriate attire. 

 

 Visible, excessive piercings shall be removed or covered during working hours. 

 

 Tattoos shall be covered when possible. 

 

 Employee fingernails should be kept at a length that does not pose safety or health hazards to the 

employee or consumers, or interfere with their ability to perform the responsibilities of their job. 

 

 Direct care employees' dress and grooming is governed by the requirements of safety and job 

needs.  Open-toe or high heel shoes and dangling or protruding jewelry may not be appropriate 

when working with consumers. 

 

 Wearing proper footwear is required of all employees at all times except in swimming pool areas. 

 

 In pool areas, employees who are required or wish to enter the pool with consumers must wear 

appropriate full-coverage swimwear. 

 

 If an employee reports to work improperly dressed or with substandard hygiene, the supervisor 

may instruct the employee to return home and take appropriate corrective action. In such cases, the 

employee will not be compensated during such time away from work, and repeated violations of 

this policy will be cause for disciplinary action. 

 

 All program staff and supervisors are expected to wear ID badges at all times they are on duty.  

  

 Office staff are expected to wear ID badges under the following conditions:  

A. The staff member’s work station places the worker within unrestricted access by the public (i.e. 

receptionists);  

B. Consumers or clients have access to the staff member;   

C. The staff member is in public representing Archway Programs, and/or  

D. When the staff member visits any program site.  

 

Any departure from this policy will be approved only by the appropriate Program Director/Supervisor or 

Executive Leadership. 
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HOURS AND PAY 
 

WORK SCHEDULES 

 

The biweekly payroll period, consisting of 14 days, shall commence Saturday at 12:00 A.M. and shall end 

on Friday of the following week at 12:00 midnight. 

 

The workweek shall consist of seven days commencing on Saturday at 12:00 A.M. and shall end on 

Friday at 12:00 midnight. 

 

The workday shall consist of the 24-hour period commencing with the start of an employee’s shift. 

 

While many employees are assigned to a regular shift, some departments may schedule employees to 

work various shifts, weekends and holidays on a regular or rotational basis.  On-call work is required in 

some departments and consumer care programs. 

 

You are required to be on duty during the hours and days assigned.  Your supervisor will advise you of 

your work schedule. 

 

OVERTIME 

 

 All overtime must be approved in advance by your supervisor. 

 Nonexempt employees shall be paid 1½ times their regular rate for all hours worked in excess of 40 

hours each workweek. 

 Hours worked means time actually spent on the job.  It does not include hours away from work due to 

Paid Time Off, sick time or holiday even where these days are compensated.  Unpaid leave or any 

other time away from work is also not considered hours worked. 

 Exempt employees are not covered by the overtime provisions.   

 

TIMEKEEPING 

 

Timekeeping is the legal record of the hours you are at work and your paycheck is based on the time 

recorded.  You are responsible for recording your own hours. Falsification of time records could result in 

immediate termination.  Clocking/writing in/out for another employee is falsification of time records and 

a violation of Company policy and could result in immediate termination.  Nonexempt employees are 

required to record start and stop time and whenever you leave the premises for personal reasons.  Any 

addition, correction or change on your timekeeping record must be made and initialed by your supervisor.  

Timekeeping records are the property of the Company. 

 

PAYDAYS 

 

Employees are paid on a biweekly basis.  You will receive your paycheck every other Friday.   

 

The payroll department makes every effort to ensure that employees are paid correctly.  If you feel that a 

mistake has been made, please notify your supervisor, who will contact the payroll department to 
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investigate the issue.  In cases of improper "overpayment", employees are expected to promptly repay the 

amount. 

 

Again, if you have any questions regarding your paycheck, please direct them to your supervisor. 

 

GARNISHMENTS 

 

A garnishment, attachment or lien is a court order requiring Archway to withhold wages or salary due 

from an employee.  We are required by law to recognize certain court orders, liens and wage assignments 

and will comply with all state and federal laws governing garnishment actions.  

 

EXEMPT EMPLOYEE PAY PRACTICE 

 

It is our policy and practice to pay our exempt employees accurately and in accordance with all applicable 

state and federal laws.  In the event that we make an error in the processing of the payroll of an exempt 

employee, we will promptly make corrections to improper deductions or incorrect amounts as soon as 

practicable after we become aware of it.  Supervisors violating this policy will be subject to investigation 

of their pay practices and appropriate corrective action in accordance with normal procedures. 

 

Employees are encouraged to review pay stubs when receiving them to make sure they are correct.  Any 

questions as to the amount or nature of any deductions, or if an employee believes that an improper 

deduction was made from the paycheck, should be immediately brought to the attention of your 

immediate supervisor or the payroll department.   

 

In accordance with the Fair Labor Standards Act regulations, exempt employees who are required to be 

paid on a salary basis may not have their pay reduced for variations in the quantity or quality of work 

performed. Exempt employees are paid a salary each pay period regardless of hours worked and the pay is 

intended to be full compensation for the work completed during the covered work week(s).  A salary may 

be changed from time to time due to a salary review, promotion, incentive program, commission or other 

change in job duties.  Exempt employees need not be paid for any workweek in which they perform no 

work at all for the organization.  There are certain specific deductions allowed under federal and state law. 

 

Salary deductions for exempt employees can be made for the following reasons: 

 

1. Full day absences for personal reasons. 

2. Full day absences for sickness or disability. 

3. Full day disciplinary suspensions for violation of safety rules of major significance. 

4. Absences covered by the Family and Medical Leave Act (FMLA). 

5. To offset amounts received as payment for jury duty and witness fees or military pay. 

6. The first or last week of employment in the event you work less than a full week. 

7. Employee contributions to benefit plans such as 401(k) or pension plan, medical, dental, life or 

disability insurance premiums. 

8. Federal state or local taxes. 

9. Garnishments directed via court order. 
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In a workweek in which you performed any work, we will not reduce your pay for any of the following 

reasons: 

1. Partial day absences for personal reasons, sickness or disability. 

2. Closure of work facility or lack of work of less than a full week. 

3. Absences for jury duty, attendance as a witness or military leave in any week in which you 

performed any work. 

4. Any other deductions prohibited by state or federal law. 

 

We are entitled to charge full and partial day absences for personal reasons, sickness or disability to an 

employee’s sick time or Paid Time Off eligibility (please refer to specific time off policy for details). 

 

Employees who feel their pay has been improperly reduced should report this immediately following the 

procedures specified below. 

 

COMPLAINT PROCEDURE 

 

1. Employees who believe their pay has been improperly reduced should follow the “Problem 

Resolution” procedure outlined in the employee handbook.   

2. The employee will be asked to specify in writing, using the guidance above, the circumstances of 

the pay deduction and whether it has occurred on other occasions. 

3. Archway Programs will review pay records and interview the supervisor, as well as the payroll 

representatives handling the employee’s pay, to determine if the allegation is correct. 

4. If the deduction was in fact improper, the company will reimburse the employee as promptly as 

possible (but in no case longer than two pay periods from the identification of the problem).  

5. The resolution of the situation will be documented (including confirmation on the part of the 

employee that the situation has been resolved) and placed with the employee’s pay records. 
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BENEFITS 
 

COMPANY BENEFITS 

 

Archway is pleased to make available, on a shared cost basis, benefits to eligible employees.  Our benefit 

package has been designed to help protect you and your family against financial loss due to illness, injury 

or death and to help you plan for your retirement.  Archway reserves the right to make amendments to, 

changes to, or eliminate benefit plans as business conditions dictate.  The formal language of the Plan 

Document, not the informal wording of this handbook or other summary, governs in the event of disputes 

or questions. 

 

Please check with the Human Resources Department for additional information regarding what plans and 

benefits are available and the conditions required for you to participate in the plans and receive coverage.  

Employees working in a non-benefited status who transfer to a benefited status must wait the required 

waiting period before becoming eligible for benefits. 
 

Company paid benefits will cease at time of termination of employment. 
 

EMPLOYMENT STATUS 

 

Each job is classified as full-time, part-time, temporary, seasonal or substitute and as exempt or non-

exempt. 

 

Full-Time Staff – All employees who are regularly scheduled to work 35 hours or more per week are 

considered full-time. 

 

Part-Time Staff – Hourly paid staff who are regularly scheduled to work less than 35 hours per week. 

 

Temporary Staff – An employee who works a regular weekly schedule, but is hired to work for a period 

of six months or less. 

 

Seasonal Staff – An employee who works a regular schedule, but is hired for a seasonal position. 

 

Substitute Staff – An employee who works on an as-needed basis to maintain staffing levels for 

temporary and emergency periods. 

 

Exempt and Non-Exempt Status – Jobs are classified as exempt or non-exempt according to Fair Labor 

Standards Act and other applicable laws. 

 

STAFF HEALTH INSURANCE 

 

Archway participates in several health insurance programs.  All employees regularly scheduled to work 

30 hours or more per week may be eligible to select coverage under one of the company’s health 

insurance plans.  Employees are eligible on the first day of the month following 60 days of continuous 

full-time employment.  If a part-time or substitute employee has been employed by Archway for a 

minimum of two full calendar months and working a minimum of 20 hours per week prior to the date of 

the promotion to a full-time position, the employee will have fulfilled the eligibility requirement to apply 
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for and be covered by health insurance benefits.  Coverage would commence on the first day of the month 

following a full calendar month of the status change.  If a former employee is rehired to the same or 

equivalent full-time position within one year of his/her termination date, he/she shall be eligible for health 

coverage on the first day of the month following a full calendar month of employment.   

 

Archway Programs 10-month employees will maintain full-time status and benefits during July and 

August, regardless of the number of hours scheduled to work.  If the employee does not work ESY and 

terminates employment prior to returning in September, the employees’ benefits will be terminated 

effective June 30
th

.   

 

It shall be the responsibility of the eligible employee desiring coverage to complete an enrollment form 

prior to the effective date.  The completed enrollment form shall be forwarded to the Human Resources 

Department.  Employees shall be offered the opportunity to attend benefit meetings to help them with this 

process.   

 

In most cases, because of Internal Revenue Service (IRS) rules, the benefits elections you make each year 

remain in effect until the beginning of the next open enrollment period, with the exception of life event 

changes.  These changes don’t always happen during the annual benefits enrollment period. Life Event 

Changes are events that allow employees to add or remove dependents from their coverage or make other 

changes to their health plan during a non-Open Enrollment Period.  Such events include, but are not 

limited to: 

 

 Changes due to marriage, divorce, annulment, legal separation or establishing a civil union   

 

 Birth, adoption, placement for adoption or death of a dependent 

 

 Dependent satisfies or ceases to satisfy the rules for eligibility as provided in the plan 

 

 Start or termination of employment, commencement of or return from an unpaid leave of absence 

or a change in employment status that results in an employee, spouse, or dependent becoming (or 

ceasing to be) eligible under a plan; or due to spouse's employer discontinuing the health benefits 

program 

 

 Employee or dependent becomes eligible  or ineligible for a government-sponsored health 

program 

 

 Department of Social Services, Division of Child Support Enforcement, requires the employee to 

cover a dependent by way of a Health Care Coverage Order issued to Human Resources.  

 

Employees are encouraged to notify Human Resources as soon as the life event occurs.  If you have a life 

event change, documentation regarding that life event will be needed in order to process the change.  

Employees have 31 days from the life event to make the change.  If the 31 days lapse, the employee 

must wait until the next open enrollment period.  Open enrollment begins in September for the new period 

beginning November 1
st
.    
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Archway reserves the right to modify or alter its health insurance coverage and may, at Archway’s sole 

discretion, assign an employee to a different health insurance plan during the course of the employee’s 

association with the company. 

 

When an employee desires to modify or terminate his/her insurance coverage, the employee shall submit 

the request for modification or termination in writing together with a completed insurance change form.  

The request shall include the effective date of change and be forwarded to the Human Resources 

Department.  All changes are subject to acceptance by the health plan provider. 

 

As a result of federal and state legislation that became effective in 1986, Archway will offer terminated 

employees or eligible dependents of the former employee the opportunity to participate in a group health 

plan offered by the company.  Persons who fall into this category will receive a letter informing them of 

their rights under COBRA.  The individual participating in group health coverage under these 

circumstances will be responsible for the full cost of their health coverage plus an administrative fee.  

Failure to remit payment in accordance with Archway’s procedure will be grounds for termination of the 

health insurance.   

 

Archway will comply with other applicable regulations, as required by law.  Additional specifics 

concerning employee benefits may be obtained from the Human Resources Department.   

 

DENTAL INSURANCE 

 

On the first day of the month following 60 days of continuous full-time employment, all full-time regular 

employees become eligible to enroll in one of the dental plans for themselves and their eligible 

dependents.  

 

LIFE INSURANCE 

 

All full-time regular employees become eligible for company paid Life Insurance and Voluntary Life 

Insurance on the first day of the month following 60 days of continuous full-time employment.   

 

Company Paid Life Insurance 

 

For 12-month staff, your coverage is equal to 2.5 times your annual salary with a minimum of $75,000.  

For 10-month staff, your coverage is equal to 2.5 times your salary based on the 10 month period 

September through June with a minimum of $75,000.   

 

Voluntary Life Insurance 

 

Eligible employees are entitled to purchase additional Life Insurance for themselves, spouse and 

dependents.  Guarantee issue is only available at time of eligibility.  Employees electing to enroll 

during an open enrollment period will be required to complete the carrier’s Evidence of Insurability form 

and review by underwriting.   

 

The premium for additional insurance is paid through payroll deductions. 
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Age Clause 

 

Company paid and Voluntary life insurance benefits decrease 50% at age 70.   

 

For staff that attained age 65 prior to July 1, 2011, the former plan reductions apply.  At age 65 the benefit 

decreases by 35%; another 35% reduction at age 70; and another 35% reduction at age 75.   

 

Guarantee issue is only available at time of eligibility.  Other restrictions may apply.  For further details 

on these benefits, or any other benefits, please contact your supervisor or the Human Resources 

Department. 

 

401 (K) PLAN 

 

The 401(k) plan is a qualified deferred compensation plan which enables you to save money, lower taxes, 

save for your retirement and invest in your financial future.   

 

Under the 401(k) plan, your elective contributions are made on a before tax basis; that is, the amount 

deferred will be excluded from your taxable income.  This may lower your taxes. 

 

You may participate in the plan after completing six months of service commencing with your 

employment commencement date provided you are 18 years of age.  You may defer any whole percentage 

of your income up to IRS calendar year limits.  If you do not complete a contribution election by your 

eligibility date, automatic contributions in the amount of 3% percent of your compensation will be taken 

from your pay and contributed to the 401(k) plan. 

 

EMPLOYEE ASSISTANCE PROGRAM (EAP) 

 

Archway Programs will provide confidential and voluntary assistance through its employee assistance 

program (EAP) free of charge to all employees and their family members who may be faced with 

challenges, including, but not limited to, financial concerns, legal issues, alcohol or drug problems, 

marital problems, illness of a family member, emotional worries and child care problems.  

 

Procedures 
Employees and their family members can refer themselves to the EAP. The program is available 24 hours 

a day, every day. 

 

Meetings with EAP counselors 
EAP counselors are available to meet with employees or family members to assess a problem and develop 

a plan for resolution. The counselors may suggest a referral to an outside resource, such as a therapist, 

agency, physician, treatment facility or other professional that would be appropriate to assist in resolving 

the problem or situation. Where an employee may be in need of information, a referral or suggestion may 

be made over the telephone. 

 

There is no charge for employees or their families to use the services of the EAP. The EAP counselors 

will make every effort to coordinate referrals for ongoing treatment with the employee's health insurance 

coverage as well as with his or her ability to pay. 
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EAP visits during work hours 
In most cases an EAP visit that is urgent or cannot be scheduled outside of work will be treated similar to 

other doctor appointments. Refer to company paid time off and call-in procedures. 

 

Referrals for employee performance or behavior issues 
When an employee’s work performance or attendance is unsatisfactory or there appears to be signs of 

other problems during the workday that impact the employee’s ability to perform the required duties of 

their position, the supervisor should counsel the employee in consultation with human resources with an 

end toward resolving the situation. If the employee appears to be unable or unwilling to correct the 

situation, the employee may be formally referred to the EAP to assist in the resolution of the problem.  

Depending on the situation, the employee may accept or refuse participation in the EAP. However, there 

may be situations where continued employment at Archway Programs may be contingent on the 

employee’s calling the EAP for assistance because of work performance related concerns. 

 

Voluntary participation in the EAP does not jeopardize job security or promotional opportunities. 

However, it does not excuse the employee from following company policies and procedures or from 

meeting required standards for satisfactory job performance except where specific accommodations are 

required by law. 

 

Confidentiality 
All contact between an employee and the EAP is strictly confidential. In cases where an employee’s 

continued employment is contingent on calling the EAP, the EAP counselor will only verify whether the 

employee has contacted the EAP and, if ongoing treatment is necessary, that the employee is following 

through on the treatment. Information given to the EAP counselor may be released to Archway Programs 

only if requested by the employee in writing. All counselors are guided by a professional code of ethics. 

 

TELEMEDICINE 

 

All Archway Programs’ employees, their spouse and dependents are eligible for the telemedicine plan.  

Under this plan, employees and their dependents can talk to a doctor 24/7 by phone at no cost to them.  

This plan does not replace your primary care physician or specialists managing chronic and serious 

medical conditions.  All doctors are U.S. Board Certified physicians who can diagnose, recommend 

treatment and send prescriptions to your local pharmacy. 

 

SHORT TERM DISABILITY 

 

Archway Programs provides short term disability coverage through the New Jersey State Plan.  If you 

need to file a claim for Short Term Disability benefits, please contact the Human Resources Department.  

 

LONG TERM DISABILITY 

 

Long-term disability coverage is provided to all full-time employees.  This benefit is provided through a 

third party administrator, is employer paid and covers 60% of your monthly salary with a maximum 

benefit of $5,750 per month. 
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PRE PAID LEGAL SERVICES 

 

All employees, their spouses and dependents up to age 26 are eligible for the pre-paid legal services plan.  

This plan provides access to attorneys in an affordable way.  Coverage includes unlimited phone 

consultations and advice, face-to-face consultations, simple and living wills, review of legal documents 

and much more. 

 

IDENTITY THEFT PROTECTION PLANS 

 

All employees, their spouses and dependents over age 18 are eligible for the identity theft protection 

plans.  These plans provide you access to your credit reports and scores, credit monitoring and alerts, ID 

theft fraud restoration service, ID theft insurance and more.   

 

FAMILY LEAVE INSURANCE  

 

New Jersey law provides up to six weeks of Family Leave Insurance benefits. Benefits are payable to 

covered employees to: 

 

Bond with a child during the first 12 months after the child’s birth, if the covered individual or the civil 

union partner of the covered individual, is a biological parent of the child, or the first 12 months after the 

placement of the child for adoption with the covered individual. 

 

Care for a family member with a serious health condition supported by a certification provided by a health 

care provider. Claims may be filed for six consecutive weeks, for intermittent weeks or for 42 intermittent 

days during a 12 month period beginning with the first date of the claim. 

 

Employee covered under the NJ SAFE Act leave. 

  

Employees covered under the New Jersey State Plan can obtain information pertaining to the program and 

an application for Family Leave Insurance benefits (Form FL-1) by contacting human resources, visiting 

the Department of Labor and Workforce Development’s web site at www.nj.gov/labor, by telephoning the 

Division of Temporary Disability Insurance’s Customer Service Section at (609) 292-7060, or by writing 

to the Division of Temporary Disability Insurance, PO Box 387, Trenton, NJ 08625-0387. 

 

SOCIAL SECURITY 

 

As an employee of Archway you are covered under the provisions of the Federal Social Security Act 

(FICA).  Social Security provides income after retirement, income if you are disabled, and income for 

your family if you should die.  Medicare is also available to help pay medical bills.  The amount of 

deduction from your wages for Social Security taxes is matched by the Company.  The total contributions 

by you and the Company are credited towards your Social Security benefits. 

 

UNEMPLOYMENT INSURANCE 
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Unemployment compensation is for the benefit of persons who become unemployed through no fault of 

their own and provides economic security for displaced employees in the event of a layoff.  A significant 

portion of the cost of this protection is paid by Archway, as regulated by the State of New Jersey. 

 

WORKERS’ COMPENSATION 

 

The Company carries Workers’ Compensation Insurance coverage to protect employees who are injured 

on the job.  This insurance provides medical treatment in addition to partial payment for loss of earnings 

that result from work-related illness or injury.   

 

If you are injured while working, you must report it immediately to your supervisor, regardless of how 

minor the injury may be.  Injured staff must use only designated network affiliated medical providers for 

injuries covered by Workers’ Compensation Insurance.  Information on these carriers is posted at the 

program and available to the employees.  In the event that an employee needs emergency care, the 

supervisor will call 911 for emergency assistance or arrange for transport of the employee to the nearest 

hospital. Where it is determined that no emergency medical attention is necessary, but the employee 

cannot continue to perform his or her normal functions, he or she will be provided appropriate 

transportation (emergency contact person, cab, public transportation etc.) to the designated healthcare 

provider or home if the employee is unable to use his or her normal means of transportation.  If an 

employee chooses to voluntarily transport a colleague to the hospital or healthcare provider, he/she does 

so at his/her own risk and expense.  Before an employee can voluntarily transport an injured or sick 

employee, he/she must obtain approval from his/her supervisor to leave the facility.   

 

In cases where an employee has had an on-the job injury/illness, the employee's supervisor or other 

appropriate department representative shall fully consider and attempt a limited duty placement of the 

injured employee.  Limited duty placement may include a reduction in full-time equivalency, limiting or 

altering duties in the employee's existing position, or temporarily reassigning the employee to another 

position which he or she is qualified and capable to perform. 

 

If limited duty modification is not an option, the employee is placed on leave without pay if the injury is 

severe enough to cause a loss of work time, as directed by a health care provider.  In the event of an 

injury, the employee must be out of work, as prescribed by a physician, for seven calendar days before 

Worker’s Compensation begins, retroactive to the first unpaid day. Sick leave or Paid Time Off is not 

charged for the day of the injury.  Leave will be charged for all off-site doctor visits and/or physical 

therapy.  The workers’ compensation insurance carrier will disburse all workers’ compensation checks 

directly to the employee.   

 

Employees are expected to return to work within one working day of being released to return to work.  

Failure to return to work within one working day after being released by the health care provider will 

result in disciplinary action up to and including termination.   

 

Workers’ Compensation fraud laws make it a felony for anyone to knowingly make a false or fraudulent 

statement or to submit a false report or document for the purpose of obtaining or denying Workers’ 

Compensation benefits.  Archway may take action and prosecute any fraudulent Workers’ Compensation 

claim. 
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PAID TIME OFF (PTO) 

 

Archway recognizes the value of regular time off in maintaining the morale and efficiency of its 

employees.  Paid Time Off includes personal, vacation and sick days and other paid leave as required by 

law.  It is the Company’s intent to provide this paid benefit to eligible employees on an annual basis.  

Furthermore, it is the shared responsibility of management and the employee to assure that time off is 

used to maximize its benefit to the employee and the organization.  

 

Eligibility 

Regular, 12-month, full-time employees working 35 hours or more and full-time employees working 10 

months can begin using their earned PTO time upon successful completion of three months of continuous 

active service.  PTO time will be calculated according to the employee’s anniversary date of service and 

posted to an employee’s balance on the employee’s pay stub on a bi-weekly basis. 

 

PTO Schedule for Regular Full-Time Staff  

Years of service Annual accrual Hours per pay 

1
st
 and 2

nd
 years of full-time 

service 

Eligible to accrue 18 days 

during each year of service 

5.54 hours per pay period 

3
rd

 year of full-time service Eligible to accrue 23 days 

during the 3
rd 

year of service 

7.08 hours per pay period 

10
th

 year of full-time service Eligible to accrue 28 days 

during the 10
th

 year of service 

8.62 hours per pay period 

20
th

 year of full-time service Eligible to accrue 33 days 

during the 20
th

 year of service 

10.15 hours per pay period 

 

 

PTO Schedule for Leadership Staff  

Years of service Annual accrual Hours per pay 

1
st
 year of full-time service Eligible to accrue 18 days 

during the 1
st
 year of service 

5.54 hours per pay period 

2
nd

 year of full-time service Eligible to accrue 23 days 

during the 2
nd

 
 
year of service 

7.08 hours per pay period 

3
rd

 year of full-time service Eligible to accrue 28 days 

during the 3
rd

 year of service 

8.62 hours per pay period 

10
th

 year of full-time service Eligible to accrue 33 days 

during the 10
th

 year of service 

10.15 hours per pay period 

 

 

PTO Schedule for Full-Time Employees Working 10 Months  

 Annual accrual 

Working 10 months Eligible to accrue 2 hours per pay period 

Working 10 months and ESY Eligible to accrue 2.23 hours per pay period 
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Employees working in Education – Please refer to the Education PTO Policy for additional information 

regarding taking Paid Time Off. 

 

PTO Carryover 
Full-time employees will be permitted to carryover 10 days each fiscal year.  Balances in excess of 10 

days will be lost. 

 

Under certain extenuating circumstances, PTO carryover in excess of 80 hours may be authorized.   

However, prior written approval must be obtained from the CEO. 

 

Scheduling and Additional Requirements 
Regular full-time employees working between 35-40 hours per week are eligible for PTO in proportion 

to the number of hours they are regularly scheduled to work in a week.   (Example:  An employee who is 

typically scheduled to work 35 hours a week, will receive 35 hours of paid time for 5 days of PTO).  A 

day for PTO purposes equates to the employee’s normally scheduled hours, however a maximum of 40 

hours would be paid toward 5 days of PTO.  PTO pay will be calculated on base compensation plus shift 

differential, if applicable. 

 

PTO scheduling should take into consideration both the employee’s wishes and efficient operation of his 

or her work group or department. Time off should be requested well in advance and is subject to advance 

approval of employee’s supervisor. There may be rare times when specific time off requests cannot be 

honored due to work requirements or other unusual circumstances.  

 

Employees cannot take unpaid time off if they have accrued PTO available to them.  If an employee has a 

PTO balance and needs to take time off from work for any reason they must use accrued PTO.   

 

Full-time Nonexempt Employee – may take PTO in increments of no less than 4 hours. Under certain 

extenuating circumstances, your supervisor has the discretion of paying PTO where the balance is zero 

thereby reducing the leave balance to the negative or approving PTO in increments less than 4 hours. 

 

Exempt Employees - Full Day Requests – At your supervisor’s discretion, if PTO is exhausted or has 

not become effective yet, a full day reduction in pay is allowed.  Under certain extenuating 

circumstances, your supervisor has the discretion of paying PTO where the balance is zero thereby 

reducing the leave balance to the negative.  Partial Day Requests – PTO can be used in no less than 4 

hour increments.  Under certain extenuating circumstances, if PTO is exhausted or has not become 

effective yet, no reduction in pay is allowed; however, the PTO balance will be reduced to the negative.  

Supervisors have the discretion of denying PTO requests if PTO time has been exhausted or has not 

become effective yet or approving PTO in increments less than 4 hours.    

 

Except where prohibited by law, payment for PTO will not be granted in lieu of PTO time not taken.  If a 

holiday falls within your scheduled PTO period, that day(s) will be counted as holiday time and not 

subtracted from your PTO balance.  Advances of PTO pay are not available.  Direct deposit is 

encouraged so that employees using PTO are not inconvenienced should a payday occur during time off.   
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Requests for time off and PTO balances will be tracked through the payroll system.  There will be no pay 

out of unused PTO pay for terminating employees without proper reporting and verification of PTO 

balances. 

 

Health Care Provider Certification 
In the event that an employee has three or more consecutive work days with unscheduled absences, 

he/she is required to submit documentation from a health care provider to his/her supervisor certifying 

the medical necessity for the absence and expected date of return to work.   

 

Additionally, where an employee has three or more consecutive workdays with unscheduled absences, 

the supervisor shall immediately notify the Human Resources Department of the absence.  The Human 

Resources Department will notify the employee in writing that the Company is provisionally designating 

the use of that sick leave as Family Medical Leave (if eligible) and will also notify the employee of 

his/her rights and obligations under FMLA.   

 

The Company reserves the right to require that the employee submit to examinations by a health care 

provider of the Company’s choosing for continuation of payments under this policy. 

 

PTO At Termination of Employment 

If an employee leaves Archway Programs without using all earned PTO, the time earned but not taken 

will be paid out.  PTO time may not be used as all or part of the employee’s “notice period” or to extend 

the date of separation of employment. 

 

Rehires and Transfers 
If a former employee is rehired within 12 months of their separation date and the employee completed at 

least 12 months of continuous service prior to their resignation, the employee will be credited with all 

years of prior full-time service toward calculation of earned PTO time.  If the break in service exceeds 12 

months or less than 12 months of full-time service was completed prior to the resignation, no service 

credit toward PTO calculation will be given.  In all cases, the rehired employee must work at least 3 

months before becoming eligible to use any PTO time.  Employment status other than full-time is not 

used in the calculation of PTO accruals. 

An employee will be considered a “transfer” for purposes of this policy if they have transferred from one 

Archway location to another without a break in service.  In these cases, the PTO balance of the 

transferred employee will be carried forward to the new location without any loss of company service.  

For the purposes of this policy, an employee who terminates and is later hired by another Archway 

location will be subject to the guidelines for rehires as stated in this section. 

 

PAID SICK LEAVE 

 

Eligibility 

Beginning October 29, 2018, part-time staff, employees that work less than 35 hours per week, will earn 

one hour of Paid Sick Leave (“PSL”) for every 30 hours worked with a maximum of 40 PSL hours per 

fiscal year.  This time will be posted on employee pay stubs as it is earned.  Part-time employees will 

begin accruing PSL upon their date of hire but are not eligible to take this time until 90 days of 

employment has been completed. 
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The maximum amount of time an employee may earn is 40 hours.  Once an employee has accrued 40 

hours of PSL, they will stop accruing additional time.  Part-time employees will be permitted to carryover 

up to 40 hours of accrued, unused PSL into the next fiscal year.  Employees may use PSL in increments 

of no less than 1 hour and can use a maximum of 40 hours per year.  A year for PSL purposes begins on 

July 1 of every year. 

 

Earned sick leave may be used for: 

 Diagnosis, care, treatment of, or recovery from, a mental or physical illness, injury or other adverse 

health conditions, or for preventative medical care of the employee 

 Caring for a family member during diagnosis, care, treatment of, or recovery from, a mental or 

physical illness, injury or other adverse health conditions, or for preventative medical care of the 

employee’s family member 

 Absence(s) necessary due to the employee or employee’s family member being a victim of 

domestic or sexual violence, if the earned sick leave is used for: 

o medical attention needed to recover from physical or psychological injury or disability caused  

by domestic or sexual violence 

o services from a designated domestic violence agency or other victim services organization; 

o psychological or other counseling 

o relocation 

o other legal services, including obtaining a restraining order or preparing for, or participating in, 

any civil or criminal legal proceeding related to the domestic violence or sexual violence 

 Time needed after the closure of the employee’s workplace or the school/place of care of the 

employee’s child by order of a public official or other public health emergency, or if a public health 

authority issues a determination that the presence of the employee or their family member would 

jeopardize the health of others 

 Attending a school-related function of the employee’s child requested or required by the school 

responsible for the child’s education, or attending a meeting concerning the care provided to the 

child in connection with the child’s health conditions or disability 

 

A family member is defined as child, grandchild, sibling, spouse, domestic partner, civil union partner, 

parent, or grandparent of an employee, or a spouse, domestic partner, or civil union partner of a parent or 

grandparent of the employee, or a sibling of a spouse, domestic partner, or civil union partner of the 

employee, or any other individual related by blood to the employee or whose close association with the 

employee is the equivalent of a family relationship. 

 

Black Out Days 

There may be times when Archway Programs designates a period of time when PSL may not be 

approved.  If an employee uses PSL during this time, reasonable documentation such as a doctor’s note 

will be required for the employee to be paid for this time. 

 

Paid Sick Leave at Termination of Employment 

If an employee leaves Archway Programs without using all earned PSL, the time earned but not taken will 

not be paid out.   

 

Reinstatement of Employment 
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If an employee is separated from employment but then reinstated within six months, all of the employee's 

unused and accrued PSL will be reinstated. 

 

MILITARY LEAVE 

 

Archway Programs complies with all rights and conditions of the Uniformed Services Employment and 

Reemployment Rights Act of 1994 (USERRA) which expands both job and benefit protections for 

workers who serve in the military.  Under USERRA, anyone who has been absent from work due to 

service in the uniformed services has certain reemployment (or reinstatement) rights.  

 

Archway prohibits discrimination against applicants and employees who serve in the military in the areas 

of hiring, job retention and advancement and strengthens the right to reemployment without any loss of 

seniority, status or pay.  

 

AFLAC SUPPLEMENTAL INSURANCE 

 

On the first day of the month following the second full calendar month of employment, all full-time 

regular employees become eligible to participate in AFLAC’s Supplemental Insurance for themselves 

and their eligible dependents.  These voluntary insurance programs help to fill the gaps created by co-

payments, deductibles, loss of income and various other out-of-pocket expenses. AFLAC has three 

programs that you can choose, Personal Accident Indemnity Plan, Personal Cancer Indemnity Plan and 

Hospital Confinement Indemnity plan. 

 

ABCO PUBLIC EMPLOYEES FEDERAL CREDIT UNION 

 

Archway Programs has arranged with ABCO, Public Employees Federal Credit Union, to make it 

possible for all Archway employees to become a member of its credit union, if you wish to participate.  It 

offers a variety of savings opportunities for you, as well as ATM and VISA cards, several types of loans, 

and other personal services. 

 

For more information, you can call member services at 1-800-225-1859 or visit their website at 

www.goabco.org 

 

TD BANK AFFINITY PROGRAM 

 

TD Bank has enrolled Archway Programs in their Affinity Program.  If you are already a TD Bank 

Customer or would like to open an account, visit any TD Bank location and ask to have your balances 

included as part of our organization’s Affinity Membership Program.   

 

TD Bank will make an annual contribution based on the average balance in all members’ accounts. 

Checking, Savings, Money Market, CD and IRA accounts are all included in the program.  Members’ 

accounts are not affected in any way by this contribution. Your account balances are used to determine the 

level of contribution and are kept confidential.  For more information, please visit any TD Bank location.   

 

BB&T@Work 

 

http://host.awwm.com/reserves/userra.htm
http://host.awwm.com/reserves/userra.htm
http://www.goabco.org/


25 

 

Enjoy a premium package of discounts and services that includes:  monthly maintenance fee waived with 

combined ACH direct deposits totaling $750 or more per statement cycle, bonus interest rates on select 

CDs and IRAs, no cost 3”x5” or smaller safe deposit box (or a $40 annual discount on larger sizes), no 

fee money orders and official checks, two free automatic transfers each statement cycle from overdraft 

protection and much more. 

 

For more information visit any BB&T location. 

 

HOLIDAYS 

 

Regularly scheduled 12 month employees, scheduled to work 20 or more hours per week are eligible for 

holidays if the holiday falls on a regularly scheduled work day.  Eligibility begins on the date of hire.  

Eligible employees must be on active pay status and work the entire last scheduled working day before 

the holiday and the entire first scheduled working day after the holiday to be eligible for holiday pay, 

unless advance approval is obtained from the supervisor.   

 

Paid holidays are pro-rated based on the employee's regularly scheduled hours per week, regardless of the 

number of hours the employee would have been scheduled on a particular work day. Pay for an unworked 

designated holiday will be made at the staff member's regular straight time hourly rate of pay for a 

scheduled day's work (not to exceed eight hours). 

 

If business requirements warrant, staff may be required to work on a holiday; failure to work as scheduled 

will result in loss of holiday pay. Unless an alternate day has been established as a “flex day”, hourly 

employees are paid one and a half times their regular rate for working the holiday.    

 

The supervisor at your program will provide you with a list of site specific holidays.  Any exceptions 

must have the CEO’s approval in advance.   

 

RECOGNITION FOR LENGTH OF SERVICE 

 

Archway Programs appreciates employees who devote many years of service to the organization and 

would like to celebrate long-term commitment. This program honors full-time and part-time employees, 

with five or more years of service, at five-year milestones. 

 

Recognition for Length of Service Ceremonies are held each year for employees who have worked at 

Archway for five continuous years and in increments of five continuous years of service thereafter.  

 

Service awards are calculated annually, so employees who reach a milestone on or before March 1 will 

receive their service awards in March of that year. 

 

Length of service pins are presented for five, ten, fifteen, twenty, twenty-five, thirty and thirty-five years 

of service. In addition, plaques will be awarded to employees that achieve 20, 25, 30, 35 and 40 years of 

service.   

 

For those employees that are regularly scheduled to work 20 hours or more per week, one recognition 

day is awarded for five years of service; two recognition days will be awarded for 10 years of service; 
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three recognition days will be awarded for fifteen years of service; four recognition days will be awarded 

for 20 years of service; and five recognition days will be awarded for 25 years of service.  A maximum of 

five recognition days will be awarded to any employee.  Recognition day(s) will be pro-rated based on 

regularly scheduled hours (i.e 20 hours per week would calculate at 4 hours).  Recognition days must be 

used by the end of the fiscal year following the year in which they are earned.  There will be no carryover 

of time earned for length of service.  

 

An employee's service with Archway is calculated from the date of full-time or part-time employment 

with the company.  For the purpose of this policy, service credits are not given for temporary or per diem 

periods of employment. However, in the event a temporary or per diem employee is hired to work more 

than 20 hours per week without a break in employment, his/her hire date will be the original date of hire 

into the temporary or per diem assignment.  

 

Termination of Service: An employee's length of service is broken if his/her employment is terminated 

either voluntarily or involuntarily for any reason.  If a former employee is rehired within 12 months of 

their separation date and the employee completed at least 12 months of continuous service prior to their 

resignation, the employee will be credited with all years of prior service toward calculation of length of 

employment.  If the break in service exceeds 12 months or less than 12 months of service was completed 

prior to the resignation, no service credit toward length of employment will be given.  

 

Appropriate procedures will be developed by Company Executives annually to carryout the intent of this 

policy, including the time, location and format of Recognition for Length of Service Ceremonies. 

 

JURY DUTY  

 

Archway recognizes the civic responsibility of employees to serve on jury duty and makes provisions for 

eligible employees to perform such duty.  Employees summoned to serve on duty in court are paid by 

Archway the difference between any fees received from the court and the employee’s normal base pay for 

the time period involved. 

 

The employee must notify his/her supervisor of the call to jury duty as soon as the information is known, 

and must present a certified statement of earnings from the court for the period of service.  As court duty 

often does not require a full-time commitment, employees are expected to report to work on days or 

reasonable portions of days when attendance in court is not required. 

 

BEREAVEMENT LEAVE  

 

In the event of the death of an immediate family member, a full-time regular employee and part-time 

employees regularly scheduled (set schedule) each week, shall be granted bereavement leave. Leave will 

be pro-rated based on regularly scheduled hours.  For the purpose of this policy, “immediate family” 

includes your spouse/civil union partner, children, step-children, parent, step-parent, sibling and step 

sibling.   

 

Five days shall be granted for your spouse/civil union partner, children, step-children, parent, step-parent, 

sibling and step sibling.   
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Three days shall be granted for the mother or father of your spouse/civil union partner, brother-in-law, 

sister-in-law, son-in-law, daughter-in-law, grandparents and grandchildren.   

 

In the event of the death of a relative (other than those previously mentioned), a full-time regular 

employee, shall be granted one day per fiscal year. 

 
FEDERAL FAMILY AND MEDICAL LEAVE AND NJ FAMILY LEAVE 

 

The Federal Family and Medical Leave Act (“FMLA”) was signed by President Clinton on February 5, 

1993 to provide you with temporary leave from employment for the purpose of providing care to specific 

individuals, while guaranteeing job security and certain benefits during your leave time period.  The 

guidelines furnished in this procedure are subject to the rules and regulations issued by the Federal 

Government and will be modified accordingly. The New Jersey Family Leave Act was approved by 

Governor Kean on January 4, 1989 and took effect on May 4, 1990.  The purpose of the New Jersey Law 

is similar to that of the FMLA.  However, the New Jersey Law does not cover a serious health condition 

of an employee.  It covers only serious health conditions of members of an employee’s family.   

 

Eligibility 

Under the Federal Family and Medical Leave Act (“FMLA”), any Archway Programs employee 

who is eligible under the Act may receive up to 12 weeks of unpaid leave in a 12 month period, for 

any of the following reasons: 

 

1. Birth of your child, and to care for your newborn child (within 12 months of birth); 

 

2. Placement of a child with you for adoption or foster care (within 12 months of placement); 

 

3. Care for an immediate family member (i.e. your spouse, child or parent) with a serious health 

condition;  

 

4. A personal, serious health condition that leaves you unable to perform the essential functions of 

your job; 

 

5. To care for a spouse, child, parent or next of kin in the armed forces, including the National Guard 

and Reserves that returned injured from recent active duty and is undergoing medical treatment, 

recuperation or therapy, is on an outpatient status or is otherwise on the temporary disability 

retired list for a serious injury or illness; 

 

6. For a qualifying exigency because the employee’s spouse, child or parent is on active duty or 

impending call or order to active duty in the armed forces, including the National Guard and 

Reserves in support of a “contingency operation”. 

 

To be eligible under the FMLA, an employee must have, on the date the leave begins:  

 

1. Worked for the Archway Programs for at least 12 months; and 
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2. Worked at least 1,250 hours (including only those hours actually worked) for Archway Programs 

during the 12 months immediately preceding the leave. 

 

Under the New Jersey Family Leave Act (“NJFLA”), any Archway Programs employee who is 

eligible under the NJFLA may receive up to 12 weeks of unpaid leave in a 24 month period, for any 

of the following reasons: 
 

1. Birth of your child, and to care for your newborn child (within 12 months of birth); 

 

2. Placement of a child with you for adoption or foster care (within 12 months of placement);  

 

3. Care for a family member (i.e. your child under 18, parent, spouse or partner in a civil union) with 

a serious health condition.  The Family Leave Act considers parents to be: in-laws, step-parents, 

foster parents, adoptive parents, or others having a parent-child relationship with an employee.  A 

family member is also a sibling, grandparent, grandchild, domestic partner, or any other 

individual related by blood to the employee, and any other individual that the employee shows to 

have a close association with the employee which is the equivalent of a family member. New 

Jersey law does not provide leave for an employee’s own serious health condition. 

 

To be eligible under the NJFLA, an employee must have, on the date the leave begins: 

 

1. Worked for Archway programs for at least 12 months; and 

 

2. Worked at least 1,000 hours for Archway Programs during the 12 months immediately preceding 

the leave.  

 

All periods of time when the employee was on the payroll, including casual and temporary employment, 

count toward determining whether the employee has been employed for at least 12 months.  Only periods 

of actual work time count toward the determination of whether the employee has worked the required 

number of hours during the preceding 12 months.  Periods of paid or unpaid leave, holidays, etc. which 

are not work time for purposes of the Fair Labor Standards Act are excluded. 

 

Employee's Responsibilities 

Employees must provide sufficient information for the employer to determine if the leave may qualify for 

Family/Medical leave protection and the anticipated timing and duration of the leave. Sufficient 

information may include that the employee is unable to perform job functions, the family member is 

unable to perform daily activities, the need for hospitalization or continuing treatment by a health care 

provider, or circumstances supporting the need for military family leave. Employees also must inform the 

employer if the requested leave is for a reason for which Family/Medical leave was previously taken or 

certified. Employees also may be required to provide a certification and periodic recertification 

supporting the need for leave. 

 

An employee may not work for another employer or be self-employed during any leave under the 

FMLA/NJFLA unless the employee was providing those services immediately prior to the 

commencement of the leave.   An employee’s leave may be canceled and disciplinary action may be 

taken, including immediate termination, prior to the expiration of the leave period, if this policy is 
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violated.  In addition, any employee who willfully misleads the employer regarding the nature of or the 

need for FMLA or NJFLA leave, or who falsifies documents related to the employee’s request for FMLA 

or NJFLA leave may be subject to disciplinary action, including immediate termination from his/her 

employment prior to the expiration of the leave period. 

 

Employer's Responsibilities 

Archway shall make the determination of whether the requested leave qualifies as FMLA leave within 

five business days after receiving supporting documentation that the leave is being taken for a FMLA 

reason. 

 

Archway will designate an employee’s absence as FMLA or NJFLA leave, even if the employee does not 

request leave under FMLA or the New Jersey law, if the absence qualifies for such leave. 

Archway Programs’ Human Resources department will provide the employee with a form outlining the 

employee’s rights and responsibilities while on FMLA leave. 

 

Procedure 

1) It is the responsibility of the employee to notify his/her supervisor and the Human Resource 

Department, in writing, of his/her request for Family/Medical Leave.  Under FMLA, at least 30 days 

advance notice is required.  Under NJFLA, at least 15 days advance notice is required.  If this is not 

possible, the employee must give notice as soon as practicable (within 1-2 business days of learning 

of the need for leave).  Employees must provide sufficient information for the employer to determine 

if the leave may qualify for Family/Medical leave protection and the anticipated timing and duration 

of the leave. Sufficient information may include that the employee is unable to perform job functions, 

the family member is unable to perform daily activities, the need for hospitalization or continuing 

treatment by a health care provider, or circumstances supporting the need for military family leave. 

Employees also must inform the employer if the requested leave is for a reason for which 

Family/Medical leave was previously taken or certified. 

 

2) Employees are required to provide a certification and periodic recertification supporting the need for 

leave.  A licensed health care provider must certify the medical necessity of the leave and the serious 

nature of the illness where appropriate.  Employees may obtain Medical Certification Forms from the 

Human Resources Department.  Failure to provide requested medical certification in a timely manner 

may result in the delay of leave.  Leave may be denied if requirements for advanced notice and 

medical certification are not sufficiently met. 

 

3) Archway Programs, at its expense, may require a second medical opinion.  If the second opinion 

conflicts with the first, Archway Programs, at its expense, may require a third medical opinion that 

will result in a final and binding opinion.  Archway Programs may require subsequent medical 

recertification on a reasonable basis. 

 

4) According to Archway Programs policy, Family/Medical Leave is unpaid.  However, any leave time 

(Paid Time Off or any other paid leave) that has been credited must be used as part of the 12-week 

leave period.  When Paid Time Off or any other paid leave has been exhausted, the remaining portion 

of the leave will be unpaid.  Any leave, paid or unpaid, will be applied toward the 12 week leave 

period. 
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5) In the case of a husband and wife who are eligible for FMLA leave and are both employed by 

Archway Programs the employees may be limited to a combined total of 12 weeks of leave during 

any 12-month period if the leave is taken for birth of the employee’s son or daughter or to care for the 

child after birth, for placement of a son or daughter with the employee for adoption or foster care or 

to care for the child after placement, or to care for the employee’s parent with a serious health 

condition. 

 

6) It is the responsibility of the employee to keep the Human Resource Department informed about 

his/her progress, and the date the physician will release him/her to work.  The employee is expected 

to make periodic contact with the Human Resource Department. 

 

7) All Family/Medical Leave will be counted against annual and/or 24 month Family/Medical leave 

entitlement. 

 

8) Leave will be measured on a rolling 12-month basis; that is, the 12 month eligibility period will be 

measured backward from the date leave starts. 

 

Return to Work: 

1) Employees may not return to work from a medical leave without written release from a licensed 

health care provider along with the other forms provided to the employee including: the Department 

of Labor (DOL) Form for Certification of Physician or Practitioner, and the Family/Medical Leave 

Return to Work Form.  Employees may obtain copies of these forms from the Human Resources 

Department.  All Family/Medical Leave forms must be presented to the Human Resource Department 

before the employee will be permitted to return to work.  Job reinstatement will not take place until 

the appropriate forms are provided. 

 

2) Upon return from Family/Medical Leave the employee will be reinstated in his/her previous position 

if possible.  If this is not possible due to business conditions, the employee will be reinstated in an 

equivalent position with equivalent pay, benefits and conditions of employment. Reinstatement is not 

required when an employee would otherwise have been terminated during the leave period. 

 

EXCEPTION:  If an employee is a member of what the FMLA defines as Archway’s highly 

compensated group (top 10% in pay), then reinstatement to the same or equivalent position is not 

guaranteed.  In this case, restoration to the same or equivalent position may be denied if such 

restoration would cause adverse impact to the company.  Archway Programs will notify the employee 

if they qualify as a “key employee”, if the company intends to deny reinstatement, and of the 

employee’s rights in such instances.  Job restoration may also be denied if the employee obtained 

outside employment while on leave or provided false information in requests for leave or 

certifications. 

 

Failure to Return to Work 
When an employee fails to return to work after the FMLA leave, the company may recover monies paid 

for health and welfare benefits while the employee was on leave.  This will not apply to the period of 

time that was covered with paid leave. 

 

Effect on Benefits 
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1. All company paid health and welfare benefits will remain in effect while an employee is on 

Family/Medical Leave provided required payments are made.  The employee continues to be 

responsible for his/her portion of the health and welfare payment. 

 

2. Voluntary Life Insurance payroll deductions may cease at the beginning of the unpaid leave and 

resume upon the employee’s return.  Voluntary Life Insurance coverage can be continued if the 

employee submits payment directly to the Human Resources department by the 15
th

 of the month 

during the leave period.   

 

3. If paid leave is substituted for unpaid leave the company will continue payroll deductions.  Once 

unpaid leave begins the employee is responsible for paying his/her portion of the health and 

welfare premiums by making direct payment to Archway Programs no later than the first day of 

each month.  Health and welfare benefits will cease on the first day of the month following the last 

day of the month in which such insurance premiums were due but not paid.  If the employee does 

not return to work he/she will be required to reimburse the company for the cost of the premiums 

paid by the company for maintaining coverage during the leave, unless the employee cannot return 

due to unforeseen circumstances beyond his/her control. 

 

4. Tax Deferred Annuities (401(k) plan) deductions may stop at the beginning of unpaid 

leave/FMLA and resume upon the employee’s return. 

 

5. Employees on FMLA leave will not be entitled to receive credit for leave during the FMLA leave 

and will not receive holiday pay for those holidays occurring during the FMLA leave. 

 

6. Salary/Performance Reviews occurring during an approved leave will be delayed until the 

employee returns to work.  An employee who is absent for three or more weeks shall have his/her 

next review date extended by the number of days/weeks the employee has been on leave. 

 

7. Time on FMLA will not be added to length of service. 

 

Intermittent and Reduced Schedule Leave 

 

Illness 
Leave because of a serious health condition may be taken intermittently or on a reduced leave schedule if 

medically necessary.  The employee must provide Archway with prior notice of the care, medical 

treatment, or continuing supervision by a health care provider necessary due to a serious health condition 

in a manner which is reasonable and practicable. For either intermittent or reduced leave, the employee 

must make a reasonable effort to schedule the leave as not to unduly disrupt the operations of the 

employer.  For intermittent Leave, the employee will be required to call in whenever absent and provide 

the supervisor or designee with information about the absence. Archway Programs will not treat the 

absence as Family Medical Leave if the employee has not provided sufficient information that the 

absence qualifies as a Family Medical Leave.   

 

If leave is unpaid, Archway Programs will reduce the employee’s salary and compensate based on the 

amount of time actually worked.  The employee must provide certification from the health care provider 

caring for the employee and/or family member that leave must be taken in that manner. In addition, while 
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the employee is on intermittent or reduced scheduled leave, the company may temporarily transfer the 

employee to an alternative position which better accommodates his/her recurring leave and which has 

equivalent pay and benefits. 

 

In the event an employee is granted intermittent FMLA leave or a reduced work schedule, due to his/her 

serious health condition or to care for a seriously ill family member, it is incumbent upon the department 

to keep track of lost work time and report such time each pay period to the Human Resources 

Department.    

 

Intermittent leave is limited to the equivalent of 12 weeks' work time.  The total number of hours of 

intermittent leave available to an employee is equal to 12 times the number of hours per week which the 

employee is normally scheduled to work, less any other FMLA leave taken in the same rolling 12 month 

period. 

 

Birth, Adoption or Foster Care 

FMLA/NJFLA leave for birth, adoption, or foster care placement cannot be taken intermittently or on a 

reduced schedule of any kind.   

 

SUMMARY OF QUALIFYING LEAVES:  

 

1. Birth of your child and to care for your newborn child (within 12 months of birth); (Both) 

2. Placement of a child with you for adoption or foster care (within 12 months of placement); 

(Both) 

3. Care for an immediate family member (i.e. your spouse, child or parent) with a serious health 

condition; or (Both) 

4. A personal, serious health condition that leaves you unable to perform the essential functions 

of your job. (FMLA) 

5. To care for a spouse, child, parent or next of kin in the armed forces, including the National 

Guard and Reserves that returned injured from recent active duty and is undergoing medical 

treatment, recuperation or therapy, is on an outpatient status or is otherwise on the temporary 

disability retired list for a serious injury or illness (FMLA - 26 WEEKS) 

6. For a qualifying exigency because the employee’s spouse, child or parent is on active duty or 

impending call or order to active duty in the armed forces, including the National Guard and 

Reserves in support of a “contingency operation”. (FMLA - 12 WEEKS) 

 

How does the NJFLA interact with the FMLA? 

It is first important to note the most significant difference between these two laws: the FMLA can apply 

to an employee's own medical condition (as well as that of family members), whereas the NJFLA only 

applies to family members. Both laws allow for up to 12 weeks of absence. If the time off is for a 

condition covered by both laws, then the time period runs simultaneously. However, there are some 

situations in which the time can run consecutively, thus extending an employee's leave beyond 12 weeks. 

The following three examples illustrate how the entitled length of time off can vary. 

 

Example 1: An employee becomes ill and is unable to work for 12 weeks due to his/her own disability. 

On the last day of the employee's disability period, the employee's mother develops a serious medical 

condition. The employee must take off some additional time to care for her. In this situation, the 
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employee is entitled to take up to 24 weeks off from work.  The FMLA and NJFLA entitlement periods 

run consecutively.  1-12 weeks: Counted against FMLA for employee's own illness.  FMLA exhausted 

for 12 months.  12-24 weeks: Counted against NJFLA for mother's illness. NJFLA exhausted for 24 

months. 

 

Example 2: An employee is disabled due to her pregnancy and unable to work. She needs to take a total 

of eight weeks leave due to her own disability (two weeks prior to the delivery and six weeks afterward). 

The employee also wants to take time off to care for her newborn. In this situation, the employee is 

entitled to a total of 20 weeks. The FMLA and NJFLA leave run both simultaneously and consecutively.  

Two weeks prior to birth: Counted against FMLA for employee's own disability.  Birth - two weeks: 

Counted against FMLA for employee's own disability.  6 -10 weeks: Counted against both FMLA and 

NJFLA for care of baby. FMLA exhausted for 12 months.  10-18 weeks: Counted against NJFLA for 

care of baby. NJFLA exhausted for 24 months. 

 

Example 3: An employee needs to take time off from work to care for her husband who has a serious 

medical condition. The employee is entitled to a total of 12 weeks. The FMLA and NJFLA run 

simultaneously.  1-12 weeks: Counted against both FMLA and NJFLA for spouse's illness. FMLA 

exhausted for 12 months. NJFLA exhausted for 24 months. 

 

Definitions 

 

"Spouse"  
Spouse means a husband or wife as defined or recognized under State law for purposes of marriage in the 

State where the employee resides, including common law marriage in States where it is recognized. 

 

“Parent” 

Parent means a biological, adoptive, step or foster father or mother, or any other individual who stood in 

loco parentis to the employee when the employee was a son or daughter.  This term does not include 

parents ‘‘in law.’’ 

 

Under New Jersey law, a "parent" also includes a parent-in-law. 

 

“Son or daughter” 
For purposes of FMLA leave taken for birth or adoption, or to care for a family member with a serious 

health condition, son or daughter means a biological, adopted, or foster child, a stepchild, a legal ward, or 

a child of a person standing in loco parentis, who is either under age 18, or age 18 or older and 

‘‘incapable of self-care because of a mental or physical disability’’ at the time that FMLA leave is to 

commence. 

 

"Family member" is defined in FMLA to include the employee's spouse, son, daughter or parent (but 

not a parent "in-law").  A "son" or "daughter" is any child under 18 who is the biological child of the 

employee, who is adopted by the employee, or whom the employee supervises on a day-to-day basis and 

for whom the employee is financially responsible or who is an eligible dependent under Archway 

Program's health benefits plan  (e.g., a step child or foster child.)  A "son" or "daughter" is also a child 

over 18 who is incapable of self-care because of a mental or physical disability.  A "parent" is any 

biological parent, or any individual who assumed day to day and financial responsibility for the employee 
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when the employee was a child. 

 

Same-sex civil unions will be treated as the employee's spouse for purposes of this policy, provided that 

they qualify for benefits coverage under Archway Program’s benefits program. 

 

The son or daughter of a civil union Archway Programs employee will be treated as the employee's child 

for the purposes of this policy, provided that the child qualifies for benefits coverage under Archway’s 

benefits program. 

 

"Serious Health Condition"  
A serious health condition entitling an employee to FMLA leave means an illness, injury, impairment or 

physical or mental condition that involves:  

 inpatient care in a hospital, hospice or residential medical care facility or a subsequent treatment in 

connection with such inpatient care or continuing treatment by a health care provider.  

 a serious health condition involving continuing treatment by a health care provider includes any one 

or more of the following:  

 a period of incapacity (i.e., inability to work, attend school or perform regular daily activities) of 

more than three consecutive calendar days and any subsequent treatment or incapacity relating to the 

same condition.  This period of incapacity must also involve:  

a. treatment two or more times by a health care provider; or   

b. treatment by a health care provider on at least one occasion which results in a regimen of 

continuing treatment under the provider's supervision.   

c. any period of incapacity due to pregnancy or prenatal care;  

d. any period of incapacity or treatment for such incapacity due to a chronic serious health 

condition.  A chronic serious health condition is one which:   

e. requires periodic visits with a health care provider;   

f. continues over an extended period of  time; and   

g. causes occasional rather than continuous periods of incapacity (e.g. asthma, diabetes, 

epilepsy, etc.)  

h. a period of incapacity which is permanent or long term due to a condition for which treatment 

may not be effective, provided the employee is under the continuing supervision of a health 

care provider (e.g., Alzheimer's, stroke, terminal stage of a disease).  

i. any period of absence to receive multiple treatments (including a period of recovery there 

from) by a health care provider either for restorative surgery, or for a condition which, if 

untreated, would likely result in a period of incapacity for more than three consecutive days 

(e.g. chemotherapy, dialysis, physical therapy).  

j. a serious health condition does not include cosmetic treatments or cosmetic surgery unless 

hospitalization is required.  Common colds, flu, headaches, earaches, routine dental 

treatments, and similar conditions are not serious health conditions for FMLA purposes.  
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Treatments such as use of over-the-counter medications or bed rest, which can be initiated 

without visiting a physician, are generally not serious health conditions. 

"Health Care Provider" 
"Health Care Provider" is defined as any physician, podiatrist, dentist, clinical psychologist, optometrist, 

nurse or midwife who is authorized to provide health care and is acting within the scope of his or her 

duties.  The rules also include "any health care provider that is recognized by the employer or accepted 

by the employer's group health plan (or equivalent program)".  Further, the rules specifically include 

clinical social workers as health care providers. 

 

“Active Duty” 

The term “active duty” means duty under a call or order to active duty of members of the uniformed 

services as described in section 101(a)(13)(B) of title 10, United States Code.  

 

“Contingency Operation”  

A “contingency operation" is an action or operation against an opposing military force as described in 

section 101(a)(13)(B) of title 10, United States Code.  

 

“Covered Service Member”  
The term “covered service member” means a member of the Armed Forces, including a member of the 

National Guard or Reserves, who is undergoing medical treatment, recuperation, or therapy, is otherwise 

in outpatient status, or is otherwise on the temporary disability retired list, for a serious injury or illness. 

 

Final responsibility for implementing and interpreting this policy rests with the Human Resources 

Department.  Nothing in this policy in intended to change the employee’s “at-will” status. 

 

SICK TIME 

 

Sick leave is provided to prevent the loss of direct compensation to eligible employees who are absent 

from work because of illness, disability, and medical appointments. 

 

Use Of Sick Time 

Sick leave may be used for illness of the staff member or for illness of an immediate family member.  For 

the purpose of this policy, “immediate family” includes spouse/civil union partner, children, step-children, 

parent, step-parent, sibling and step sibling. It may also be used for doctor/dentist appointments when it is 

not possible to schedule them during non-working hours. Sick leave is provided for the reasons stated and 

may not be used for other purposes.   

 

Same-sex civil unions will be treated as the employee's spouse for purposes of this policy, provided that 

they qualify for benefits coverage under Archway Program’s benefits program. 

 

Employees who use sick time may be required to concurrently use benefits under the Family and Medical 

Leave policy. 

 



36 

 

Payment for Sick Time 

When an employee is absent due to a non-work related illness and has used all available sick time, at the 

employer’s discretion, the employee may be permitted to charge the absence against any accrued Paid 

Time Off or without pay.   

 

Sick leave payments will be at the rate in effect during the period of sick leave. 

 

Full-time Nonexempt Employees – may take sick time in increments allowable by the payroll system.   

 

Exempt Employees - Full Day Requests – At your supervisor’s discretion, if sick time is exhausted a 

full day reduction in pay is allowed.    Partial Day Requests – Sick time can be used in no less than four 

hour increments.  Under certain extenuating circumstances, if leave is exhausted no reduction in pay is 

allowed.  Supervisors have the discretion of denying leave requests if sick time has been exhausted or 

approving sick time in increments less than four hours. 

 

Notification and Reporting of Absence 
If sickness or injury prevents an employee from reporting to work, the employee must notify the 

appropriate supervisor two hours prior to the start of the workday or as soon thereafter as is feasible. If 

your immediate supervisor is not available, follow the procedure established for your department.  Please 

refer to program policy for specific departmental guidelines. 

 

If an employee is unable to notify the appropriate supervisor of the day when the employee will 

return to work, the employee must notify the supervisor of the absence each morning.  

 

If an employee becomes ill during the course of the workday and wishes to leave work, the employee 

must notify the supervisor before doing so.    

 

An employee who fails to provide notice will be considered to be on an unauthorized absence.  

Unreported absence of three or more consecutive days or two isolated incidents on a rolling 12 month 

basis are considered abandonment of position and a voluntary termination. 

 

Absences must be recorded as sick time on the payroll report.  

 

Health Care Provider Certification 
In the event that an employee has been out sick for three or more consecutive work days, he/she is 

required to submit documentation from a health care provider to his/her supervisor certifying the medical 

necessity for the absence and expected date of return to work.   

 

Additionally, where an employee has been out sick for three or more consecutive workdays, the 

supervisor shall immediately notify the Human Resources Department of the absence.  The Human 

Resources Department will notify the employee in writing that the Company is provisionally designating 

the use of that sick leave as Family Medical Leave (if eligible) and will also notify the employee of 

his/her rights and obligations under FMLA.   

 

The Company reserves the right to require that the employee submit to examinations by a health care 

provider of the Company’s choosing for continuation of payments under this policy. 
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Sick Time Carryover 
Carryover of unlimited sick time will be permitted for use in future years.   

 

Sick Time at Termination of Employment 
Sick leave is not compensable.  That is, should your employment with the Company end, sick leave that 

you have not taken, while actively employed, will not be paid to you and you have no right to it as 

compensation. 

 

CAREER ENHANCEMENT 

 

Archway staff may attend training courses, community seminars and workshops, and professional 

meetings outside the company with the approval of the program supervisor and the CEO.  Attendance at 

these trainings will be for the purpose of enhancing job related skills. 

 

TUITION ASSISTANCE 

 

In certain circumstances, Archway Programs provides employees with financial assistance to encourage 

professional growth for its employees consistent with its Vision Statement to provide for quality 

improvement activities and human resource development. To that end there are two objectives of this 

policy. The first objective is to administer financial assistance for eligible employees who take courses 

generally outside the regular work hours, for improvement of his/her current positions(s), and/or to 

prepare them for more responsible positions, consistent with organizational need and individual career 

development. The second objective is to prepare employees to function at higher professional levels to the 

benefit of agency programs and consumers. The financial assistance is provided as a loan which is 

forgivable under the circumstances described herein and described more fully in the promissory note and 

confirmation letter you receive when requesting assistance. 

 

To qualify for Tuition Assistance, the employee must be a regular full-time employee working a 

minimum of 35 hours per week, and must have successfully completed three months of continuous 

employment.  Only courses begun after the completion of the months of continuous employment will be 

eligible for reimbursement.   

 

Education, Just Kids, Step by Step and ACT 
Maximum allowable amount is $3,500 per fiscal year. 

 

 

Children’s Partial Care, DDD and Positive Encounter Programs  

The 2010 contract amendments for DHS and DCF have restricted the allowable education expense to 

$5,000 each fiscal year.  This amount will be divided amongst the eligible participants.  Therefore, so 

staff can budget accordingly, you must notify the finance department in writing by June 30
th

 of your intent 

to enroll in classes for the new fiscal year (July 1
st
 – June 30

th
) so participants can be advised of the 

minimum amount available.  Employees who do not submit a letter of intent by this date will be ineligible 

for benefits during that fiscal year. 

 

General Administrative Staff 
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Since most G&A staff are allocated 26% to the various DHS and DCF programs, this amount of the 

$3,500 may not be available to staff.  The minimum amount available each fiscal year is up to $2,590 and 

will be distributed upon completion of the course(s) (see instructions below).  At the end of each fiscal 

year, finance will determine the availability of any additional funds to make up the remaining 26%, if any, 

and distribute those funds equally amongst G&A participants by the first pay period in September. 

 

 Course(s) completed after June 30 will be considered part of the next fiscal year’s tuition 

allowance. 

 Employees must be considered on active status (not on leave of absence) from the point of 

enrollment through course completion. 

 The employee must sign a confirmation letter and promissory note indicating that the employee 

agrees to repay Archway Programs the full amount of assistance paid.  The note will be forgiven 

when the employee remains employed with Archway Programs for one year following completion 

of the reimbursed course.  If the employee terminates employment with Archway Programs within 

one year of course completion, all amounts due under the note shall be due immediately.   

 Financial assistance may be provided for tuition, library fees, laboratory fees, books and other 

usual and customary course related expenses.  All other costs are not eligible through this 

program. 

 A satisfactory passing grade of “C” is required to qualify for assistance.  Both the original final 

grade report and a detailed invoice confirming receipt of payment must be submitted to the Payroll 

Department at completion of the course, at which time financial assistance in the form of a loan is 

both approved and paid. 

 Assistance under this program is forfeited if the employee terminates (voluntarily or involuntarily) 

employment prior to completion of the course. 

 An employee requesting assistance must have demonstrated a satisfactory performance in his/her 

current position.  An employee who is enrolled in a degree program and whose performance falls 

below satisfactory will be ineligible to receive any further assistance until his/her performance 

returns to satisfactory or above.  It is the responsibility of the supervisor to ensure that the 

employee is meeting performance requirements prior to approving the Tuition Assistance and 

during the period in which the employee is receiving Tuition Assistance. 

 Participation in this program is subject to the limitations of the various state funding agencies 

which may limit the levels of funding permitted as defined in the DHS and DCF Contract 

Amendments of 2010 as specified above. 

 Tuition Reimbursement for G&A staff will be subject to limitations as specified above. 

 Participation in this program is subject to the discretion of the Chief Executive Officer. 

 

Course/Education Program Eligibility – Requirements for Reimbursement 

 To qualify for assistance, the course or educational program must be related to the employee’s 

current position/occupation, and meet organizational needs, or is likely to improve performance in 

an employee’s current classification OR the degree or certificate must be related to the employee’s 

current position or is likely to qualify the employee for a future assignment which can be 

reasonably expected, considering the employee’s previous experience and the Company’s current 

or future activities or needs. 

 All courses must be taken at an accredited school, college or university.  Additionally, certain 

professional organizations (with nationally recognized, specialized accrediting bodies) which 
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sponsor job-specific certificate courses may also qualify, but the course must be approved for 

financial assistance prior to commencement of the course work. 

 Financial assistance will be approved on a course-by-course basis, as the Company will not 

automatically commit to funding educational assistance for long-term programs or for the duration 

of a certificate or degree program.   

 Employees are required to submit an itemized list of estimated expenses with request for course 

approval. 

 The company will not advance payment of educational expenses, but will upon request, provide a 

letter to an employee’s school stating that the employee is eligible for educational assistance in 

accordance with this policy, in order for the student to receive temporary waiver of fees until the 

end of the courses.  This letter neither represents nor implies that the Company will accept 

responsibility to pay an employee’s tuition. 

 

Employees are required to obtain approval prior to commencing classes each semester/quarter.  After the 

plan of studies is approved by the employee’s supervisor, the request is forwarded to the CEO for further 

approval before forwarding to the Finance Department for processing. 

 

For further details regarding the Tuition Assistance Policy and to obtain an application, please consult 

with your program supervisor or call the Human Resources Department. 

 

Program Review 
This policy will be reviewed on an annual basis and will be amended as needed.  This is not a contractual 

agreement and may be modified or terminated at any time with or without notice at the sole discretion of 

Archway Programs. 

 

DOMESTIC VIOLENCE LEAVE 

 

The New Jersey Security and Financial Entitlement Act, also known as the "NJ SAFE Act" provides 

protection for employees and their family members who have been the victim of domestic violence or 

sexual assault.  Employees are entitled to 20 days of unpaid protected leave from work to: 

 

 Seek medical attention for physical or psychological injuries; 

 Obtain services from a victim services organization, pursue psychological or other counseling; 

 Participate in safety planning for temporary or permanent relocation; 

 Seek legal assistance to ensure health and safety of the employee or the employee's relative; or 

 Attend, participate in, or prepare for a criminal or civil court proceeding relating to an incident of 

domestic or sexual violence. 

To be eligible for the leave, an employee must meet the following criteria: 

 

 The employee, or the employee’s family member which includes their sibling, grandparent, 

grandchild, domestic partner, or any other individual related by blood to the employee, and any 
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other individual that the employee shows to have a close association with the employee which is 

the equivalent of a family member must be a victim of domestic violence or a sexually violent 

offense; 

 The employee must have worked for the employer for at least twelve months and for at least 1,000 

hours during the 12 month period immediately preceding the requested leave; and 

 The 20 day leave must be taken within one year of the qualifying event. 

Employees may take leave on an intermittent basis but such leave cannot be shorter than one full day.  To 

the extent the leave is foreseeable, employees must provide advice notice.  In addition, employee seeking 

leave must provide proof that they qualify for the leave.  Such proof may include restraining order, letter 

from a prosecutor, proof of conviction, medical documentation or a certification from an agency or 

professional involved in assisting the employee. 

 

In certain circumstances, the basis for the leave may also qualify under the federal Family and Medical 

Leave Act and/or the New Jersey Family Leave act. If so, Archway will treat the leave concurrently with 

the leave under those statutes.  Employees may elect to use accrued paid vacation leave, personal time or 

sick leave concurrently. 

 

Archway shall protect the privacy of employees who seek leave by holding the request for leave, the 

leave itself or the failure to return to work "in the strictest confidence." 

 

Archway shall not retaliate, harass or discriminate against any employee exercising his/her right to take 

the leave provided by this policy. 
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YOUR RESPONSIBILITIES AS AN EMPLOYEE 
 

REPORTING CHILD ABUSE, NEGLECT AND EXPLOITATION 

 

Our children are our future.  Although it is impossible to protect our children from every harm that life 

threatens, we must protect their physical, mental, and emotional well being from the often intentional 

harm of child abuse, neglect, and exploitation.  The need for Archway to safeguard our children is 

paramount, in that we often stand in loco parentis, and increases even further when dealing with special 

needs children, who are less able to protect themselves and communicate their distress. 

 

In recent years there have been strong community and legislative efforts to bring this problem, heretofore 

kept within families and out of the public spotlight, to the forefront of public attention, to prosecute 

offenders and offer healing to the wounded.  Nowhere has this policy been pursued more vigorously than 

in the care and education of our children. 

 

In order to protect our children from harm and initiate healing where it is needed, Archway has 

developed a comprehensive procedure for reporting suspected child abuse, neglect, and exploitation.  The 

basic steps you must take pursuant to this policy are set forth below. 

 

Any employee who suspects or has information which might indicate that a child receiving services at 

Archway has been subjected to any form of hitting, corporal punishment, abusive language, ridicule, 

harsh, humiliating, or frightening treatment, or any other kind of abuse, neglect, or exploitation by any 

adult, shall take the following steps: 

 

In New Jersey, any person having reasonable cause to believe that a child has been subjected to abuse or 

acts of abuse should immediately report this information to the State Central Registry (SCR). If the child 

is in immediate danger, call 911 as well as 1-877 NJ ABUSE (1-877-652-2873). A concerned caller does 

not need proof to report an allegation of child abuse and can make the report anonymously.  

  

When contacting CP&P employees must provide as much of the following information as they are able: 

 

 The names and addresses of the child and his or her parent, guardian, or other person having 

custody; 

 

 The child's age; 

 

 The date, time, and location of any incidents of abuse, neglect, or exploitation; 

 

 A description of each such incident, including the nature and extent of the child's injuries and any 

medical treatment administered; 

 

 A description of any evidence of previous injuries or abuse, neglect, or exploitation; 

 

 A description of any sanctions administered against any party at Archway involved in the 

incident(s); 
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 A description of any immediate corrective action taken at Archway to prevent a reoccurrence or to 

provide additional protection; and 

 

 Any other information which the employee believes would assist CP&P in their investigation, 

including the identity of the persecutor(s), the basis of the suspicion that abuse, neglect, or 

exploitation has occurred, and any evidence of previous injuries or abuse, neglect, or exploitation. 

 

If the child's family already has a CP&P caseworker assigned, staff must also report to that individual any 

abuse which he or she suspects has been perpetrated by a member of the child's family. 

 

After contacting CP&P, notify your supervisor and complete an Incident Report.   

 

Cooperate with investigation by CP&P and Archway officials.   

 

Staff may make these reports anonymously. 

 

Immunity from Liability 

Any Archway employee who reports allegations of child abuse with reasonable cause pursuant to this 

policy shall have immunity from civil or criminal liability resulting from the report.  In addition, any 

employee who in good faith reports allegations of child abuse or neglect shall not be discriminated or 

retaliated against in the workplace. 

 

Consequences of Failure to Report 

Failure to comply with the reporting requirements and other obligations may result in discipline, including 

immediate termination of your employment at Archway, and criminal liability; most importantly, 

however, such failure may lead to dire consequences to our children. 

 

For more additional information, please contact your supervisor or visit their website at 

http://www.state.nj.us/dcf/about/divisions/dcpp/. 

 

CODE OF CONDUCT and COMPLIANCE PLAN  

 

This Code of Conduct and Compliance Plan applies to all corporations that are currently affiliated with 

Archway Programs, Inc. (“Archway Programs”) or that become affiliated with Archway Programs 

hereafter (“Affiliates”).  

 

Employees, officers, board members, volunteers, vendors, contractors, and agents who work for the above 

companies (collectively, “Personnel” or “you”) are affected by various levels of corporate responsibilities 

relating to compliance issues, and are subject to this Code of Conduct and Compliance Plan. Personnel 

have an obligation to understand the role compliance plays in the performance of each person’s specific 

job. Accordingly, a copy of this Code of Conduct and Compliance Plan will be distributed to all 

Personnel.  

 

THE CODE OF CONDUCT AND COMPLIANCE PLAN SHOULD BE READ IN CONJUNCTION 

WITH THE EMPLOYEE HANDBOOK AND COMPLIANCE WITH THE REQUIREMENTS OF 
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BOTH IS EXPECTED AND REQUIRED. HOWEVER, WHERE THE CODE OF CONDUCT AND 

HANDBOOK CONTAIN PROVISIONS THAT ARE CLEARLY DIFFERENT FROM OR CONFLICT 

WITH EACH OTHER, THE PROVISIONS OF THE CODE OF CONDUCT SHOULD BE 

FOLLOWED.  

 

THIS CODE OF CONDUCT AND COMPLIANCE PLAN SETS OUT THE MINIMUM 

ACCEPTABLE STANDARDS OF CONDUCT AND COMPLIANCE APPLICABLE TO 

ARCHWAY PROGRAMS AND ITS AFFILIATES. EACH AFFILIATE MAY INSTITUTE ITS 

OWN STANDARDS AND POLICIES, PROVIDED THEY MEET OR EXCEED AND DO NOT 

CONFLICT WITH THOSE SET FORTH IN THIS PLAN.  

 

1. Mission Statement  
 

Archway Programs, Inc. and its Affiliates (collectively “Archway Programs” or “we”) are passionate 

about the programs we offer, which have goals of making positive changes in the lives of the people we 

serve (hereinafter, “Individuals”). Our mission is to support children and adults with disabilities or 

challenges to achieve their highest potential and independence through innovative and individualized 

approaches that promote learning and personal fulfillment. Archway Programs is committed to providing 

quality care consistent with its mission and in compliance with all applicable laws and regulations.  

 

Archway Programs is committed to integrity, compliance with applicable legal standards, and the highest 

level of professionalism from all of our employees and all others who act on our behalf. As part of that 

commitment, Archway Programs maintains a comprehensive compliance program, which it describes 

and implements through this Code of Conduct and Compliance Plan, along with written policies and 

procedures that apply to specific Archway Programs’ programs.  

 

Our goal is to approach compliance not simply as a set of written policies and procedures, but as a 

"culture of compliance," striving at all times to promote high standards of compliance, not only in 

providing services, but in dealing with those who pay for our services, including government health 

programs and private insurers. Maintaining a culture of compliance depends on openness of 

communication without fear of reprisal. If you are aware of behavior that is illegal or unethical you must 

report it. If you are unsure if something violates this Compliance Plan, you should seek guidance from 

either your supervisor or a member of the Compliance Administrative Committee (“CAC”). You will 

never be penalized, or retaliated against in any way, for making a good faith report of behavior that you 

believe is illegal, inappropriate, or otherwise violates our Code of Conduct.  

 

2. What is Compliance? 
 

“Compliance” refers to obeying laws, regulations, policies, and procedures related to the way in which 

Archway Programs provides services. Compliance also includes how we bill for the services we provide. 

It also means obeying all laws, regulations, policies, and procedures related to the way in which 

Personnel interact with others, both inside and outside of Archway Programs, including other employees, 

suppliers, contractors, and payers. It also refers to how we treat the Individuals that we serve and how we 

ensure that Individuals receive the highest quality of care available. Archway Programs expects that all 

Personnel will follow all laws and regulations and applicable professional standards in performing their 

duties.  
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3. Why is Compliance Important? 
 

Archway Programs, through its Personnel, will comply fully with all applicable requirements of federal 

and state-funded programs. Failure of Personnel to comply, or other misconduct, could result in the loss 

of accreditation or licensing, individual and institutional civil penalties, individual criminal charges, and 

employee discipline, up to and including termination for cause.  

 

 Archway Programs’ compliance program is designed to detect and prevent misconduct, fraud and 

abuse, and to ensure compliance with all applicable laws and regulations. 

 Archway Programs’ compliance program provides ongoing education and training to help 

Personnel to understand and adhere to all legal requirements. 

 

4. What Are Some Examples of Misconduct, Fraud and Abuse? 
 

Some activities that may be considered to be fraud and abuse are:  

 Billing Individuals for services not provided 

 Misrepresenting the services actually provided 

 Multiple billing for same services 

 Upcoding services rendered to obtain greater reimbursement than is proper 

 Billing Medicaid for services that could be billed to another payer source 

 Falsely certifying that unnecessary services were medically necessary 

 Receiving bonus payments in exchange for the referral of Individuals to providers or suppliers that 

bill government programs 

 Paying bonuses or improperly rewarding physicians or vendors for referring Individuals to Woods 

Services’ programs 

 Receiving referral payments(commonly known as “kickbacks”) in exchange forp urchasing, 

leasing or ordering of any goods, services or facilities 

 Receiving payments for recommending the purchase, lease or ordering of any goods, facilities or 

services from a third party 

 Falsifying expenses 

 Falsifying cost report information 

 Abusing or mistreating Individuals or any violation of an Individual’s rights 

 

5. Code of Conduct 
 

This Code of Conduct will help guide the actions of Archway Programs’ Personnel.  

All Personnel shall be given a copy of this Compliance Plan and Code of Conduct and requested to sign 

the attached Acknowledgement stating that they have read and understood the Archway Programs 

Compliance Program and Code of Conduct and will comply with the Archway Programs Compliance 

Program when providing services for Archway Programs.  

 

A. Standards of Conduct 

 

1. Archway Programs has worked hard to achieve a reputation for integrity and honesty. We 

strive to operate our business ethically and in full compliance with applicable laws. 

Engaging in illegal acts or unethical conduct is not acceptable and will not be tolerated.  
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2. Each supervisor and manager is responsible for assuring that all Personnel he or she 

supervises or manages are acting appropriately and in conformance with applicable laws, 

regulations, and this code.  

 

B. Care of Individuals Served 

 

1. Individuals are to be treated with dignity and respect, with recognition of their rights to 

security and appropriate personal privacy. We do not tolerate abusive treatment of 

Individuals, and strictly follow all applicable laws and rules regarding the prevention and 

reporting of abuse and neglect.  

 

2. Personnel will strictly comply with all applicable statutes and regulations regarding 

physical restraints.  

 

3a. Personnel will safeguard the privacy and confidentiality of Individual records maintained 

 by Archway Programs as a part of providing services to them - including mental health 

 records, physical health records, and education records - in accordance with applicable 

 requirements of the Federal Health Insurance Portability and Accountability Act (HIPAA) 

 as amended, 42 C.F.R. Part 2, and all other applicable state and federal laws and 

 regulations.  

 

3b. Examples of Required Procedures and Safeguards:  

 Never leave paperwork lying about. 

 Never have in your possession any Individual’s personal health information that is not 

necessary for you to perform your job. 

 Do not participate in conversations that include Individual’s personal health 

information in such settings that persons not authorized to have access to or 

knowledge of the information may overhear the conversation. 

 Be wary of revealing Individual personal health information to family members of the 

Individual who have not been authorized to receive the information. 

 Immediately report to your supervisor or the CAC in the first instance, as applicable: 

(1) lost or stolen documents or electronic devices that contain Individual personal 

health information (2) suspected or known unauthorized sharing or divulging of 

Individual personal health information by a co-worker, (3) any event or occurrence 

that you know or suspect an Individual’s personal health information was divulged 

without a written authorization. 

 

4. All Personnel must remain aware of the particular vulnerability of many Individuals 

who may, for example, have experienced abuse or exploitation in the past. Personnel shall 

not exploit the relationship of trust with an Individual in any way. There must be no 

sexual relationship of any kind with an Individual. A strictly professional relationship with 

the Individuals served is expected and required at all times.  
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C. Gifts, Entertainment, Campaigns, and Government Officials 

 

1. Personnel are prohibited from soliciting or from accepting tips, personal gratuities, or cash 

equivalent gifts from Individuals, or Individual’s families or guardians; however, 

Personnel may accept perishable items of modest value such as food or flowers, provided 

that it is shared with other Personnel in that department or unit.  

 

2. Personnel shall not accept any bribe, kickback or cash payment for any reason from any 

vendor or business associate.  

 

3. Apart from solicitations to donors by Trustees or the Development Office for charitable 

contributions as part of on-going capital or fund-raising campaigns, Personnel shall not 

ask a vendor for, or solicit or insinuate to a vendor that they would like, a gift, gratuity or 

business courtesy. Neither Trustees nor the Development Office shall participate in the 

selection of any vendors.  

 

4. Personnel shall not offer or give any bribe, kickback, payment, gift, or thing of value to 

any person or entity with which the company has or is seeking a business relationship.  

 

5. Other than as set forth in number 6 below, Personnel shall not accept any gift in the form 

of cash or a cash equivalent (such as a gift certificate), or any gift, gratuity, entertainment 

opportunity, or business courtesy from any person or entity with which the company has 

or is seeking a business relationship. All Personnel must promptly report the offering of 

such a gift, gratuity, entertainment opportunity, or business courtesy to their supervisor 

and any questions or unresolved issues should be referred to the General Counsel of 

Woods Services, Inc. (the “General Counsel”).  

 

6. Personnel may accept gifts from vendors of nominal value, such as lunches or breakfasts 

not to exceed $25 each, or dinners not to exceed $75 each and gifts aggregating not more 

than $150 in any given twelve (12) month period. Further guidance on the acceptance of 

gifts in these or other circumstances should be sought from the General Counsel.  

 

7. Personnel shall not directly or indirectly authorize, pay, promise, deliver, or solicit any 

payment, gratuity, or favor for the purpose of influencing any political official or 

government employee in the discharge of that person’s responsibilities. Personnel may 

make personal contributions to Political Action Committees (“PACs”) as long as Archway 

Programs is not implicated in any way (e.g. Personnel cannot use office letter head, cannot 

engage in political activities on company time, do not have Archway Programs pay for the 

mailing, do not use an Archway Programs computer if making the contribution online, 

etc.). Any questions concerning this policy should be referred to the General Counsel.  

 

D. Billing and Government Agencies (applicable to Personnel responsible for or engaged in 

relationships with Government agencies) 

 

1. Personnel shall be completely honest in all dealings with government agencies or 

representatives.  No misrepresentations will be made and no false bills or requests for 
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payments or other inaccurate documents will be submitted to Government agencies or 

representatives.  

 

2. All billing for services shall comply with applicable laws and regulations.  This includes, 

but is not   limited to, ensuring that services provided are supported by appropriate 

documentation capable of verifying the services that are billed. Any potential 

overpayments, whether initially identified by Archway Programs or by the payer, will be 

promptly reviewed and, if confirmed, returned to the payer in accordance with any 

deadlines set by applicable law or payer requirements.  

 

3. Personnel will be familiar with and adhere to relevant federal and state anti-kickback and 

self-referral laws. Anti-kickback laws generally prohibit making or accepting a payment 

(in cash or in kind) in exchange for the purchase, recommendation to purchase, or referral 

of any kind of health care goods, services, or items that are paid for by a federal health 

care program, including but not limited to, Medicare and/or Medicaid. The self-referral 

laws, in turn, impose substantial potential fines against a health care provider that bills for 

certain services rendered to patients referred by a physician who maintains a contractual 

or business relationship with the provider.  

 

4. Personnel who believe that a service has been excessively or inappropriately billed to a 

third party shall report that information to a supervisor or to the CAC. Failure to make 

such a report may constitute a separate violation of this Code of Conduct and Compliance 

Plan and may subject Personnel to discipline as per Section 6(F) below.  

 

5. Personnel who are contacted by persons outside of Archway Programs, who claim to be 

investigating possible fraud, or any other legal and/or out of the ordinary course requests, 

shall immediately report such contact to and obtain the approval of the General Counsel or 

his/her designee before granting the person(s) access to any of Archway Programs’ 

facilities and/or information.  

 

6. Unethical, illegal, and prohibited billing practices include, but not limited to:  

 Billing for services not rendered or not provided as claimed. 

 Double billing, or billing for unnecessary services. 

 Exaggerating the amount of time and units of services actually provided. 

 Submitting bills for non-covered services as if covered. 

 Failing to refund overpayments. 

 Falsifying a required signature. 

 Altering a treatment document which supports service rendered. 

 

E. Conflicts of Interest 

 

1. It is Personnel’s responsibility to avoid any situations that can compromise his/her ability 

to perform work duties impartially and to report any potential or actual conflict of interest 

to the CAC in the first instance. Examples of situations that may give rise to a conflict of 

interest include situations such as:  
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 Financial interest in a matter the corporation deals with. 

 Secondary employment, business, commercial or other activities outside of the 

workplace that substantially impact Archway Programs or the Individuals served. 

 Access to non-public information that can be used for personal gain. 

 

2. Personnel shall not engage in any financial, business, or other activity that competes with 

the Archway Programs’ business or that may interfere or appear to interfere with the 

performance of their duties or involve the use of Archway Programs’ property, facilities, 

or resources unless advance permission is sought, and obtained in writing.  

 

F. Recordkeeping and Confidentiality 

 

1. The creation, maintenance, retention and destruction of books and records shall comply 

with legal requirements in all respects. All transactions, payments, receipts, accounts, and 

assets shall be completely and accurately recorded on the company’s books and records.  

 

2. No payment shall be approved or made with the intention or understanding that it will be 

used for any purpose other than that described in the supporting documentation for the 

payment. 

 

3. All Personnel shall maintain the confidentiality of Archway Programs ’business 

information and of information relating to the company’s vendors, suppliers, customers 

and persons covered by any of Archway Programs’ programs. Personnel will only use 

confidential or proprietary information in appropriate ways to conduct Archway 

Programs’ business.  

 

G. Workplace Practices 

 

1. All Personnel shall follow safe work practices, report incidents as per protocol and comply 

with all applicable State laws, safety standards and health regulations. Certain tasks 

require that Personnel use personal protective equipment particularly those designed to 

minimize exposure to infectious diseases and those designed to prevent or minimize 

physical injuries. Personnel will promptly report to their immediate supervisor any 

hazardous conditions in an office, home, or community setting. Each employee is 

responsible for advising his/her supervisor of any situation that presents a danger of injury 

so that timely and appropriate corrective action may be taken. All injuries occurring 

during work hours must be promptly reported, as required.  

 

2. All Personnel are responsible for ensuring that the work environment is free of 

discrimination or harassment based upon age, race, creed, gender, color, religion, national 

origin, disability, marital status, genetic information, citizenship status, sexual orientation, 

or covered veteran status. Any form of harassment, including the creation of a hostile 

environment, is completely prohibited and must be reported to a Supervisor or Human 

Resources.  

 

 



49 

 

6. Compliance Plan.  

 

A. Written Policies and Procedures 

 

1. To ensure compliance with all applicable federal and state law and regulations, Archway 

Programs has policies and procedures in place to detect and prevent fraud, waste and 

abuse.  

 

2. In addition to meeting legal requirements, individual program policies and procedures also 

serve to ensure the appropriate care of the Individuals treated by Archway Programs. For 

example, the Affiliates maintain appropriate policies and procedures, and provide periodic 

training, regarding, among other topics, the use of physical restraints and the management 

of psychotropic medications.  

 

B. Compliance Administration Committee and Compliance Policy 

 

1. Woods Services has a Compliance Policy Committee (“CPC”), which is described below.  

 

2. All Affiliates shall comply with this Code of Conduct and Compliance Policy either by 

employing a chief compliance officer (who may have other non-conflicting employment 

responsibilities within the Affiliate) or by utilizing its own CAC. If an Affiliate utilizes a 

chief compliance officer structure, all references to the duties and obligations of the CAC 

contained in this document apply also to the chief compliance officer.  

 

3. The contact information for the CAC shall be made available to all Personnel. The CAC 

shall be comprised of not less than three (3) members of senior management (excluding 

the President/Chief Executive Officer and including the Vice President of Human 

Resources or the equivalent).  

 

The CAC shall report to the President/Chief Executive Officer. Communications to the 

CAC may be made directly to any member of the CAC via telephone, email, in person 

and/or through the toll-free Corporate Compliance Hotline. The CAC also provides 

interim updates to the Board of Trustees of Woods Services on a quarterly basis. If 

warranted, the CAC may report to the Board of Trustees of Woods Services immediately 

if a serious risk or concern is identified.  

 

4. The CAC is responsible for the implementation and monitoring of the Code of this 

Conduct and Compliance Plan. The CAC shall report directly to the Woods Services’ 

President/Chief Executive Officer, and also has direct access to the Woods Services’ 

Board of Trustees.  

 

5. The CAC is also responsible for implementing and overseeing the confidential hotline and 

other reporting mechanisms for reporting potential fraud or abuse.  

 

6. The CAC is responsible for ensuring compliance with all federal and state restrictions 

related to the hiring of excluded Personnel.  
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7. The CAC shall prepare annual compliance reports for the CPC (as described below) and 

the Woods Services’ Board of Trustees that describe the general compliance efforts 

undertaken during the preceding year and to suggest any changes necessary to improve the 

Compliance Plan. 

8. The CAC shall investigate compliance matters, develop and implement processes that 

encourage employees to report compliance issues without fear of retribution, and organize 

and store all relevant documents, including meeting minutes, training information, audits 

and results of investigations.  

 

9. The CAC shall also be responsible for developing, coordinating and participating in an 

educational and training program that focuses on the Code of Conduct and Compliance 

Plan and seeks to ensure that all Personnel are knowledgeable of and comply with federal 

and state standards relevant to their job responsibilities.  

 

10. There shall be a CPC established for Woods Services. The membership of the CPC shall 

consist of at least the following:  

 

 Chief Executive Officer of Woods Services; 

 Chief Operating Officer of Woods Services; 

 Chief Financial Officer of Woods Services; 

 General Counsel of Woods Services; and 

 CEOs of all Affiliates of Woods Resources, Inc., and the Present/Chief Research 

Officer of Woods Programs.  

 

11. A majority of members of the CPC shall be required for the conduct of its business.  

 

12. The CPC shall meet on at least a quarterly basis, and is responsible for reviewing, 

implementing, monitoring, and, if and as appropriate, revising the Code of Conduct and 

Compliance Plan. Meetings may be in person or by telephone or a combination thereof. 

Minutes of the meetings shall be taken.  

 

13. The CPC may designate a Chief Compliance Officer or other Personnel to act on its behalf 

and under its supervision to implement the Code of Conduct and Compliance Plan.  

 

14. The CPC prepares annual compliance reports for the Board of Trustees of Woods Services 

that describes the general compliance efforts undertaken during the preceding year and 

suggests any changes necessary. The CPC also provides interim updates to the Board of 

Trustees of Woods Services on a quarterly basis. If warranted, the CPC may report to the 

Board of Trustees of Woods Services immediately if a serious risk or concern is 

identified.  

 

C. Training and Education 

 

1. Upon being hired, and thereafter if there are material changes, all Personnel will be given a 

copy of and trained in Archway Programs’ Code of Conduct and Compliance Plan.  
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2. To maintain effective compliance as required under this Compliance Plan, all Personnel 

will receive appropriate training and education to enable them to identify potential fraud 

and abuse issues, and adjust their conduct to conform to the applicable requirements of 

law. Upon hiring, Personnel also will be made aware of and trained in the program-

specific policies and procedures relevant to the person’s specific job responsibilities.  

 

3. The education and training shall emphasize the requirement to report suspected violations 

or abuse, and the various mechanisms available for doing so, and shall stress that there 

will be no retaliation against Personnel for making such reports.  

 

D. Communication and Reporting of Violations 

 

1. All Affiliates will promote and maintain open lines of communication so as to enable and 

encourage Personnel to report suspected fraud, abuse, and any other compliance concerns.  

 

2. Illegal acts or improper conduct may subject Archway Programs as an entity to civil and 

criminal penalties, which can include large fines and disbarment from state and federal 

programs. For this reason, it is important that any illegal acts or violations of this 

Compliance Plan be brought to the attention of your supervisor and/or the CAC.  

 

3. Any problems or violations of this Code of Conduct and Compliance Plan must be 

reported as soon as possible. Failure to report a violation may constitute a separate 

violation of this Code of Conduct and Compliance Plan and may subject Personnel to 

discipline. Similarly, encouraging, directing, facilitating, or permitting anyone to actively 

or passively be non-compliant with the behaviors outlined in this Code of Conduct and 

Compliance Plan is also a violation that may subject Personnel to discipline.  

 

4. If you are uncertain if an act is a violation of law or ethics ask your supervisor or contact 

the Compliance Hotline at 1-855-252-7606, or via the web: 

http://www.complianceresource.com/products/hotline-service-center/  

 

It is improper, and a violation of this Compliance Plan and Archway Programs’ policy and 

culture, for a supervisor to receive a report and not bring it to the attention of the CAC. All 

reports will be investigated and documented.  

 

5. Personnel may report violations anonymously. To the extent permitted by law, Woods 

Services will take reasonable care to protect the confidentiality of persons reporting 

violations as well as those accused of the violations. Personnel, however, should be aware 

that their identity may become known and/or may have to be disclosed at a future date, 

depending on the results of an investigation prompted by the report.  

 

6. There will be no retaliation against those who report violations or cooperate in the 

investigation of reported violations. However, any person who makes an intentionally 

false statement or reports suspected misconduct in bad faith may be subject to disciplinary 

action.  
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E. Auditing and Monitoring  

 

1. Archway Programs recognizes the need to monitor and audit its operations to determine 

the effectiveness of this Compliance Plan’s implementation, and to identify and address 

illegal conduct, whether civil or criminal. To help ensure that Archway Programs is 

adhering to all applicable federal and state legal requirements, Archway Programs or an 

external reviewer will periodically audit the accuracy and validity of its billing and coding 

procedures as well as the appropriate provision of services to its Individuals.  

 

2. In addition to regular, periodic audits, the company will also undertake targeted audits of 

problem areas brought to the attention of management by Personnel, payers, or 

government oversight agencies.  

 

3. Any deficiencies and/or billing errors found during audits will be corrected. Processes and 

training will be addressed to ensure errors are not repeated, and potential risk areas are 

identified and addressed.  

 

4. Oversight may include periodic reviews to ensure that reimbursement claims submitted to 

payers are supported by sufficient documentation, including, as may be required by 

specific payers, treatment plans, progress notes, incident reports, and discharge 

summaries.  

 

5. The CAC may assess the Affiliate specific results of audits and the CPC shall make 

recommendations to the Board of Trustees and its committees to improve the overall 

effectiveness of the Compliance Plan.  

 

F. Employee and Vendor Screening 

 

1. Archway Programs investigates the background of employees by checking with all 

applicable licensing and certification authorities to verify that requisite licenses and 

certifications are active and in order, and by performing criminal background checks as 

mandated by law and payer requirements.  

 

2. Archway Programs requires temporary employment agencies to ensure that temporary staff 

assigned to any Archway Programs program have undergone background checks to ensure 

that they have not been convicted of an offense that would preclude employment in the 

program.  

 

3. All employees, vendors, contractors, and service providers whose functions are a necessary 

component of providing items and services to Archway Programs’ Individuals, and who 

are involved in generating a claim to bill for services should be screened for exclusion 

from federal programs before employing and/or contracting with them, and, if hired, 

should be rescreened on a periodic basis.  

 

4. On hire and at time of contracting, Archway Programs checks the List of Excluded 

Individuals/Entities maintained by the U.S. Department of Health and Human Services 
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Office of Inspector General (which can be found at 

http://oig.hhs.gov/exclusions/index.asp) and the list debarred contractors maintained by 

the U.S. General Services Administration (which can be found at https://www.sam.gov ,to 

verify that employees and contracted vendors/independent contractors are not excluded 

from participation in federal health care programs. In addition, Archway Programs shall 

check all pertinent state and local databases that identify providers, persons, and other 

entities that are precluded from participation in state, county and local medical assistance 

programs.  

 

5. Archway Programs requires its Personnel to provide notice to their supervisors if, 

subsequent to their employment, or engagement, Personnel are convicted of an offense 

that would preclude employment in a facility or program that provides educational, mental 

health, and/or residential services to minors or if the employees are excluded from 

participation in federal health care programs. Any doubt about the nature of the offense 

must be resolved in favor of providing notice.  

 

6. Wood Services also requires Personnel to report to their supervisors any ongoing 

government or certification organization’s investigation relating to their certification or 

licensure.  

 

G. Enforcement and Disciplinary Actions 

 

1. Compliance with the Code of Conduct and Compliance Plan, and laws and regulations 

applicable to entities participating in Federal Health Care Programs (including but not 

limited to Medicare and Medicaid), is a condition of employment with Archway 

Programs. Personnel will be evaluated, in part, based on their compliance with this Code 

of Conduct and Compliance Plan.  

 

2. Failure by any Archway Programs’ Personnel to comply with any provision of the Code of 

Conduct and Compliance Plan, or any of the laws and regulations applicable to 

participants in Federal Health Care Programs, may result in disciplinary action, up to and 

including termination of employment or association with Archway Programs. Appropriate 

disciplinary measures will be imposed on a case-by-case basis, and may include the 

following sanctions:  

 

 Counseling 

 Oral warning 

 Written warnings 

 Reassignment 

 Suspension 

 Termination 
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H. Responding to Detected Offenses/Taking Corrective Action 

 

1. It is Archway Programs’ policy to promptly and thoroughly investigate all reported and 

suspected violations of applicable federal and state law, the Code of Conduct and 

Compliance Plan.  

 

2. The CAC, or an applicable designee, will undertake such investigations, with the 

assistance and cooperation of any relevant Personnel (e.g., the director of the program in 

which the alleged violation took place) and the guidance of the General Counsel.  

 

3. Based upon the results of the investigation, the CAC, and/or the General Counsel and/or 

the CPC (if applicable), will determine whether a material violation of applicable law or 

the Archway Programs Code of Conduct and Compliance Plan has occurred and, if so, 

what measures, if any, Archway Programs should take to correct any ongoing problems 

and/or prevent any recurrences of the type of violation in question.  

 

4. The CAC, with applicable oversight from the CPC, will determine on a case-by-case basis 

whether to investigate potential misconduct, take corrective action, and/or report the 

results of the investigation to governmental authorities subject to necessary and 

appropriate Board oversight.  

 

Policy Statements  

 

The below statements provide background information from Archway Programs to its Personnel 

regarding various situations which Personnel will encounter during the performance of their day-to-day 

job activities.  

 

A. Fraud and Abuse 

 

1. Billing for items or services not rendered. Archway Programs’ policy prohibits the 

submission of a claim to any third party payer for services, which have not actually been 

provided to program beneficiaries. Procedures will be maintained to ensure that people in 

our care and/or their health care plans are billed only for services provided to them, 

including:  

 

 Itemized billing including the type of service and date of service; 

 All inquiries regarding charges for services shall be addressed in a courteous and 

efficient manner; 

 Credit and collection practices shall be conducted according to generally accepted 

credit and collection industry standards, the Fair Debt Collection Practices Act, as well 

as third party payer requirements, where applicable.  

 

2. Upcoding. Archway Programs prohibits any practice involving the use of billing codes to 

obtain a higher payment rate than the billing code, which actually reflects the service, 

furnished to the consumer.  
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3. Duplicate billing. Archway Programs will not submit more than one claim for the same 

service, or submit a bill to more than one primary payer at the same time. Every effort will 

be made to identify and correct duplicate billing that results from simple error.  

 

4. False cost reports. Archway Programs will exercise due care to ensure that all cost reports 

are accurate and in compliance with the requirements of third party payers and industry 

practices. Particular attention should be paid to cost allocations for fringe benefits and 

general and administrative costs.  

 

5. Clients/Consumers’ freedom of choice. Archway Programs prohibits any referral practice, 

which limits the rights of any client/consumer to make an informed choice among a group 

of related providers. For example, Archway Programs does not “bundle” the residential 

and educational services that it provides, but rather all Personnel recognize that the 

parent/guardian and the LEA (Local Educational Agency) are responsible for making 

individualized decisions regarding the goals, programming, and appropriate educational 

placement for each student who resides at Woods.  

 

6. Incentives which violate anti-kickback statutes. Archway Programs will not offer, pay, 

solicit or receive any remuneration to induce referrals of any items or services 

reimbursable by Federal health care programs. All referral agreements or arrangements, 

which involve compensation to any party, will be referred for legal review to ensure 

compliance with anti-kickback statutes.  

 

7. Joint ventures. Any business arrangement between Archway Programs and other entities 

that are in a position to refer business, or provide items or services that are covered by 

federal healthcare programs will be referred for legal review to ensure that the 

arrangement complies with federal anti-kickback statutes.  

 

B. Proper Billing and Documentation 

 

Archway Programs requires that written policies and procedures are in place to ensure that billing 

and documentation activities are consistent with federal and state laws regarding the submission 

of claims and cost reports. The policies must include a mechanism for the billing and 

reimbursement staff to communicate effectively and accurately with clinical staff. Policies also 

address the following:  

 

 Timely and proper documentation of all professional services; 

 Claims should only be submitted when appropriate documentation to support the claim is 

maintained and available for audit and review; 

 Archway Programs records and notes used to support a claim are in a legible form for audit 

and review; 

 The diagnosis and procedures reported in a claim should be based on the medical record, 

and the documentation needed for accurate code assignment is available to the coding 

staff; and 

 No compensation will be paid to billing department coders and billing consultants, if any, 

that provides a financial incentive to improperly upcode claims. 
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C. Conflicts of Interest in Contractual Relationships 

 

Archway Programs will maintain appropriate mechanisms to review business contracts, 

affiliations and other arrangements for potential conflicts of interest which could harm Archway 

Programs, the Individuals served or their families.  

 

D. Confidentiality 

 

Archway Programs prohibits the disclosure of confidential business and client/consumer 

information to any unauthorized person, inside or outside of Archway Programs. Each manager 

and supervisor has the responsibility to ensure that the persons they supervise understand the 

requirements regarding the disclosure of confidential information.  

 

E. Employee Rights 

 

Archway Programs prohibits any behavior which violates the rights of employees to a working 

environment free from harassment, illegal drugs, alcohol, discrimination or unlawful solicitation. 

Archway Programs will vigorously enforce all federal, state and local laws and regulations 

regarding the rights of employees in the workplace.  

 

F. Client’s/Consumer’s Rights 

 

Archway Programs will ensure that all employees, physicians, independent contractors and agents 

are aware of and understand state and federal laws, as well as licensing and accreditation 

standards regarding the rights of clients/consumers. Management will adopt appropriate 

procedures to ensure that client’s/consumer’s rights requirements are included as part of the 

orientation of new staff and mandatory annual in-service education for all staff. Archway 

Programs will vigorously enforce all federal, state and local laws and regulations regarding the 

rights of clients and consumers.  

 

G. Tax Exempt Status 

 

Archway Programs prohibits any business conduct or practice that would jeopardize its status as a 

tax-exempt organization. All applicable laws and regulations regarding tax exempt status will be 

vigorously enforced. 

 

WORKPLACE VIOLENCE RESPONSE POLICY 

 

Archway Programs strives to maintain a productive work environment free of violence and the threat of 

violence. We are committed to the safety of our employees, consumers, clients, vendors and visitors. The 

prevention of workplace violence is everyone’s responsibility.  Each of us should commit ourselves to 

creating and maintaining an atmosphere of mutual respect and cooperation.   

 

Archway Programs does not tolerate any acts of violence against an employee, consumer, client, vendor, 

visitor, property or any related conduct that disrupts another’s work performance or the organization’s 

ability to execute its mission.  Archway Programs takes any act of violence seriously.   



57 

 

 

Any person who makes threats, exhibits threatening behavior, or engages in violent acts on Archway 

owned or leased property may be removed from the premises pending the outcome of an investigation. 

Threats, threatening behavior, or other acts of violence executed off Archway owned or leased property 

but directed at an employee or members of the public while conducting Archway business, is a violation 

of this policy. Off-site threats include but are not limited to threats made via the telephone, fax, electronic 

or conventional mail, or any other communication medium. 

 

Any employee determined to have committed such acts will be subject to disciplinary action, up to and 

including termination. Where appropriate, the company will report incidents to local law enforcement 

authorities. 

 

A violent act/threat of violence is defined as any direct or indirect action or behavior that could be 

interpreted, in light of the facts, circumstances and information, by a reasonable person, as indicating the 

potential to harm, endanger or inflict pain or injury on any person or property. 

 

This list of behaviors, while not all inclusive, provides examples of prohibited conduct: 

 Abuse/Abusive Behavior: Verbal, written or physical expression that can result in physical or 

psychological harm, e.g., physical violence, threats/threatening behavior, intimidation, any type of 

slurs. 

 Assualt/Assualtive Behavior: Violent physical, written or verbal expression that represents an 

unlawful threat or unsuccessful attempt to do physical harm, and/or can result in the fear of potential 

or immediate harm. 

 Threat/Threatening Behavior: Verbal, written or physical expression that can be reasonably perceived 

as an intent to cause physical or psychological harm, e.g., comments, gestures, letters, notes, postures, 

display of weapons or behavior that is disruptive, harassing, provoking or unsafe. 

 Intimidation: Verbal, written or physical expression that is intended to frighten, alarm, discourage, 

create a sense of inferiority or inhibit for the purpose of effecting submission as the result of such 

expression 

 Harassment: Verbal, written or physical expression that is disparaging, or derogatory that does not 

result in physical harm, but can result in substantial emotional distress and thus create a hostile 

environment. 

 

Our Weapons Policy 

 

The possession, transfer, sale or use of weapons or dangerous instruments as defined below, or any 

paraphernalia associated with such a weapon, is prohibited on Archway Programs owned or leased 

premises. This includes, but is not limited, parking lots, personal cars, Archway sponsored events, and 

Archway vehicles. The only exemption would be if the employee were an officer of the law. In this 

event, the person must provide written proof of the legal requirement or necessity to carry such weapon.  

Local, State and Federal law enforcement agencies are exempt from this policy. 

 

Violation of this policy may result in disciplinary action up to and including termination. Where 

appropriate, the company will report the transfer, sale, or use of weapons or dangerous instruments to the 

local law enforcement authorities.  
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A weapon is defined as any: 

 

 Firearm (including all guns, whether loaded or unloaded); 

 Knife (including a switchblade or other knife having an automatic spring release device); 

 Police baton or nightstick; 

 Any other martial arts weapons;  

 Tear Gas or other chemical containers; 

 Electronic defense weapons; 

 Explosive device; or 

 Any other items Archway views as an object or instrument that can be used to threaten or cause harm. 

 

A dangerous instrument is defined as any instrument, article or substance that under the immediate 

circumstances is capable of causing death or physical injury. 

 

Any weapon or dangerous instrument on Archway owned or leased property may be confiscated. There is 

no reasonable expectation of privacy with respect to such items in the workplace. Employee’s desks, 

workstations, offices and files may be subject to security searches because they are property of the 

agency, not the employee.  

 

WORKPLACE VIOLENCE RESPONSE PROCEDURE 

 

Supervisor’s Responsibilities  

 Be familiar with Archway’s Workplace Violence Policy and these procedures.   

 Be aware of similar policies, laws and regulations as they pertain to clients/consumers.   

 Ensure that employees under your supervision are familiar with Archway’s Workplace Violence 

Policy and these procedures.  

 Coordinate with Human Resources for workplace violence training for staff as appropriate.  

 Maintain an atmosphere conducive to appropriate resolution of disputes and an atmosphere that 

encourages the reporting of incidents of violence or threatening conduct.  

 Evaluate any alleged threat or act of violence by assessing (1) whether an imminent risk of harm to 

persons or property exits, (2) the perceived intent and the capacity and means to fulfill the threat, (3) 

the duration of risk, and (4) the likelihood that harm will occur.  

 

If the circumstances do indicate an imminent danger to your own health and safety, the health and 

safety of others, or property the supervisor will:  

 Call 911;  

 Seek assistance for person(s) needing care;  

 If an employee was involved in perpetrating an act of violence or threatening conduct, contact your 

supervisor or the Director of Human Resources to report the incident and to request guidance and 

assistance;  

 If a student or consumer was involved in perpetrating an act of violence or threatening conduct, 

contact your supervisor to report the incident and to request guidance and assistance. 

 Document the circumstances associated with the event, including a record of information from any 

individual involved in or witnessing the incident and the supervisor’s assessment of the cause of the 

circumstances. The supervisor will request that witnesses prepare written statements of the event. 
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If the circumstances do not indicate an imminent danger to your own health and safety, the health and 

safety of others, or property the supervisor will: 

 Document the circumstances associated with the event, including a record of information from any 

individual involved in or witnessing the incident and the supervisor's assessment of the cause of the 

circumstances. The supervisor will request that witnesses prepare written statements of the event;  

 If an employee was involved in perpetrating an act of violence or threatening conduct, contact your 

supervisor and Human Resources to report the incident and to request guidance and assistance. 

 If a student or consumer was involved in perpetrating an act of violence or threatening conduct, 

contact your supervisor to report the incident and to request guidance, assistance and follow 

appropriate reporting requirements by the controlling State agency. 

 

Staff Responsibilities  

 Be familiar with Archway’s Workplace Violence Policy and these procedures.  

 Immediately report violations of the policy to an appropriate person (e.g., immediate supervisor, 

Director of Human Resources or CEO).  

 

If the circumstances do indicate an imminent danger to your own health and safety, the health and 

safety of others, or property the employee will:  

 Call 911;  

 If an employee was involved in perpetrating an act of violence or threatening conduct, contact your 

supervisor.  Your supervisor will contact Human Resources to report the incident and to request 

guidance and assistance;  

 If a student or consumer was involved in perpetrating an act of violence or threatening conduct, 

contact your supervisor.  Your supervisor will report the incident to the next level of management or 

the CEO to request guidance and assistance. 

 

If the circumstances do not indicate an imminent danger to your own health and safety, the health and 

safety of others, or property the employee will:  

 If an employee was involved in perpetrating an act of violence or threatening conduct, contact your 

supervisor.  Your supervisor will contact the next level of management and Human Resources to 

report the incident and to request guidance and assistance;  

 If a student or consumer was involved in perpetrating an act of violence or threatening conduct, 

contact your supervisor.  Your supervisor will report the incident to the next level of management or 

the CEO to request guidance and assistance. 

 

Human Resources Responsibilities  

 Provide assistance to the program; 

 Work with the program to develop and implement an appropriate action plan to alleviate 

repercussions of incidents of violence and to prevent future incidents;  

 Conduct an investigation and any necessary follow-up as appropriate;  

 Provide information and make recommendations to the program regarding appropriate corrective 

action to prevent future incidents of violence; 

 Maintain confidentiality where appropriate. 
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Employees who report incidents of workplace violence may request to do so confidentially. Such 

requests will be honored to the degree legally allowable.   To report an incident anonymously that does 

involve an imminent danger, you must call 911.   

 

To report an incident anonymously that does not involve an imminent danger, please call the 

Compliance Officer, Denise Milazzo, at 856-767-5757 or the Ethics Hotline at 1-855-252-7606. 

 

Archway Programs will not tolerate retaliation for making a complaint or participating in the 

investigation of a complaint if doing so was in good faith. 

 

CONSUMER – STAFF RELATIONSHIPS 

 

All relationships between consumers (and their families) and staff must remain on a professional level at 

all times.  In the interest of effective and appropriate service it is essential that staff maintain an optimal 

"distance" from consumers.  In practice, this requires that staff maintain professional attitudes and 

conduct themselves professionally at all times.  Staff can still be genuine, sincere, and caring, but in the 

professional role must refrain from social intimacies with consumers.  

 

Special arrangements, such as giving a consumer or a consumer's family an employee's home telephone 

number, or personal cell phone number, having telephone or personal contact outside normal working 

hours, or conducting personal correspondence, etc., lend themselves to easy misinterpretation and 

confusion, and may compromise the treatment relationship.  While policy regarding these matters states 

that they should not occur, any departure should be a rare exception undertaken only with supervisory 

approval. 

 

Professionalism requires that staff treat each consumer with dignity and respect, using language and 

conduct that acknowledge his or her human worth and human rights.  Staff are not responsible for a 

consumer's behavior, but are responsible for responding professionally to whatever behavior the 

consumer presents.  Consumer behavior toward staff, whether in the form of aggressiveness, 

seductiveness, or indifference, may be a product of the illness and may be motivated by feelings and/or 

fears unknown to the staff and not understood by the consumer. 

 

CONFIDENTIALITY 

 

It is the policy of Archway Programs that consumers' and staff right to privacy shall be respected above 

all concerns other than acute medical emergency.  Therefore, except in cases of acute medical 

emergency, all information relative to staff or persons receiving services from Archway, either contained 

in written records or otherwise, must be maintained strictly confidential and must never be disclosed to 

anyone (including your own or any such person's family members or affiliates) outside the course of 

employment. Therefore, you may not disclose confidential information to anyone who does not work 

within Archway without receiving the proper authority to do so.  Furthermore, this information should 

only be shared with those that have a legitimate need to know.  This includes protecting confidential 

information so that others without a legitimate reason cannot overhear information being exchanged or 

have access to information that is protected. 
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Staff shall direct to their program supervisor any questions regarding the confidentiality of a request for 

information and/or records involving any present or former staff or consumer of Archway, and shall 

adhere to any confidentiality requirements imposed by their program. 

 

In the event that any employee receives a subpoena or other Court Order, which requires the release of 

staff or consumer information and/or records, he or she shall immediately deliver the subpoena or other 

Court Order to the program supervisor or CEO. 

 

Please refer to Archway’s Ethical Conduct of Business policy for additional information on 

confidentiality.  In situations where Archway’s Ethical Conduct of Business policy has been breached or 

confidentiality has been violated by an employee, disciplinary measures will be taken which may include 

termination.   

 

USE OF SOCIAL MEDIA 

 

This policy provides guidance for employee use of social media, which should be broadly understood for 

purposes of this policy to include blogs, wikis, microblogs, message boards, chat rooms, electronic 

newsletters, online forums, social networking sites, and other sites and services that permits users to share 

information with others in a contemporaneous manner. 

 

The following principles apply to professional use of social media on behalf of Archway Programs as 

well as personal use of social media when referencing Archway Programs. 

 

 Employees need to know and adhere to the Archway Programs Code of Conduct, Employee 

Handbook, and other Archway Program’s company policies when using social media in reference 

to Archway Programs. 

 

 Employees should be aware of the effect their actions may have on their image, as well as 

Archway’s image.  The information that employees post or publish may be public information for 

a long time. 

 

 Employees should be aware that Archway Programs may observe content and information made 

available by employees through social media. Employees should use their best judgment in 

posting material that is neither inappropriate nor harmful to Archway Program’s, its employees, or 

consumers. 

 

 Although not an exclusive list, some specific examples of prohibited social media conduct include 

posting commentary, content, or images that are defamatory, pornographic, proprietary, harassing, 

libelous, or that can create a hostile work environment. 

 

 Employees are not to publish post or release any information that is considered confidential or not 

public.  If there are questions about what is considered confidential, employees should check with 

Human Resources Department and/or their supervisor. 
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 Social media networks, blogs and other types of online content sometimes generate press and 

media attention or legal questions. Employees should refer these inquiries to authorized Archway 

Program’s spokespersons (CEO, COO, and/or CEO designee). 

 

 If employees encounter a situation while a using social medium that threatens to become 

antagonistic, employees should disengage from the dialogue in a polite manner and seek the 

advice of a supervisor. 

 

 Employees should get appropriate permission before you refer to or post images of current or 

former employees, members, vendors or suppliers. Additionally, employees should get appropriate 

permission to use a third party's copyrights, copyrighted material, trademarks, service marks or 

other intellectual property of Archway Programs. 

 

 Social media use shouldn't interfere with employee’s responsibilities at Archway Program’s.  

Archway Program’s computer systems are to be used for business purposes only. When using 

Archway Program’s computer systems, use of social media for business purposes is allowed (ex: 

Facebook, Twitter, Archway Program’s blogs and LinkedIn), but personal use of social media 

networks or personal blogging of online content not allowed and could result in disciplinary 

action. 

 

 Subject to applicable law, outside of work hours online activity that violates Archway Program’s 

Company’s Code of Conduct or any other company policy may subject an employee to 

disciplinary action or termination. 

 

 It is highly recommended that employees keep Archway Program’s related social media accounts 

separate from personal accounts. 

 

EMPLOYEE DISCIPLINE 

 

The company has adopted a progressive discipline policy to identify and address employee and 

employment related problems. This policy applies to any and all employee conduct that the company, in 

its sole discretion, determines must be addressed by discipline. Of course, no discipline policy can be 

expected to address each and every situation requiring corrective action that may arise in the workplace. 

Therefore, the Company takes a comprehensive approach regarding discipline and will attempt to 

consider all relevant factors before making decisions regarding discipline.  

 

Most often, employee conduct that warrants discipline results from unacceptable behavior, poor 

performance or violation of the company’s policies, practices or procedures. However, discipline may be 

issued for conduct that falls outside of those identified areas. Equally important, the company need not 

resort to progressive discipline, but may take whatever action it deems necessary to address the issue at 

hand. This may mean that more or less severe discipline is imposed in a given situation.  

 

Archway Programs reserves the right to determine the appropriate level of discipline for any 

inappropriate conduct, including but not limited to demotion, oral and written warnings, suspension with 

or without pay and discharge.  
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Through the discipline process, your supervisor will decide what discipline is appropriate by considering 

such factors as your work history, the frequency of policy violations and the seriousness of the offense.  

Employee discipline may consist of a four step process, except as provided for in this Subsection and 

Subsection C.   

 

A. Discipline Process 

 

1. Verbal Warning. 

 

2. Written Warning. 

 

3. Suspension/Final Written Warning.  In response to multiple violations of Archway rules, 

 or serious violation of any one rule, employee may receive a final written warning or be 

 suspended without pay for one or more working days as appropriate. 

 

4. Termination.  Except as provided for in Subsection C, termination will be the discipline of 

 last resort. 

 

Notwithstanding the above, Archway reserves the right to utilize alternative solutions (e.g., transfer or 

reassignment of the employee wherever appropriate to remedy a breach of policy).  

   

B. Grounds for Discipline 

 

The following infractions are grounds for discipline in accordance with the system outlined in Subsection 

A.  Examples of infractions that may occur are: 

 

 Unexcused, inexcusable, or unauthorized lateness, absence, or leaving early except as set forth in 

Subsection C. 

 

 Failure to notify supervisor at least 2 hours prior to the start of the work day, or according to 

departmental procedures, each day of absence.  

 

 Discourtesy or misconduct directed towards consumers, staff members, or others (which does not 

reach the level of insubordination, gross misconduct, or gross negligence). 

 

 Malingering. 

 

 Conduct that creates disruption in the workplace. 

 

 Bringing or inviting visitors (not on official business) to the work place without your supervisor’s 

consent. 

 

 Leaving regularly assigned work location without your supervisor’s permission. 

 

 Inadequate job performance. 
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 Inappropriate dress and/or grooming. 

 

 Using Archway Programs’ property, equipment or computers for personal use. 

 

 Excessive use of company or personal telephone for personal calls. 

 

 Failure to provide appropriate documentation of certification/licensing. 

 

 Failing to comply with licensure and certification requirements.  

 

 Initiating or disseminating gossip and false statements about any Archway Programs’ employee 

 

 Violation of Archway’s Computer Information Systems Policy.   

 

 Violation of the Sexual and Other Discriminatory Harassment Policy. 

 

 Violation of any Archway policy or procedure not specifically listed in Subsection C. 

 

C. Grounds for Immediate Termination  

 

In addition to the basis for discipline set forth in the Employee Discipline Section of the Employee 

Handbook, Archway reserves the right to terminate any employee immediately, or enforce lesser 

discipline, for the following reasons: 

 

 Being dishonest, including but not limited to falsifying documents, deception, fraud, lying, 

cheating, theft, or providing false information to any Federal or State agency. 

 

 Demonstrating insubordination, including but not limited to: 

 

o Refusing to do assigned work.   

 

o Refusal to work overtime when required.  

 

o Refusal to render assistance.  

 

o Refusal to accept holiday work when assigned.  

 

o Insolent response to a work order.  

 

o Delay in carrying out an assignment. 

 

o Undermining supervisor’s authority.  

 

 Unreported absence for three consecutive working days or two isolated incidents in a 12 month 

period. 
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 Three or more unscheduled absences in a three month period will be considered excessive and 

may result in progressive disciplinary action up to and including termination.   

 Unscheduled absences that exceed your accrued sick/PTO days will be considered excessive and 

may result in progressive disciplinary action up to and including termination.   

 

 An employee who is responsible for the care, health, safety, and welfare of 

consumers/students/children, and who is asleep while on duty, may jeopardize the safety of those 

in his/her care and that of the general public.  If an employee is asleep during the time she/he is on 

duty, she/he is engaging in unacceptable personal conduct.    

 

 Breach of confidentiality. 

 Gross misconduct, including sexual or other discriminatory harassment, or gross negligence. 

 

 Verbal or physical acts of intimidation, threat or assault on any person on Archway grounds or 

during the course of employment off grounds. 

 

 Participation in any activity which is in violation of federal or state law.  

 

 Interference with or disruption of computer or network services or equipment. 

 

 Participation in the acquisition, creation or distribution of materials which are obscene, 

pornographic, abusive, or discriminatory based on sex, age, religion, citizenship, disability, sexual 

orientation, marital status, racial, national, or ethnic background, veteran status, bankruptcy status 

or other legally prohibited basis.  

 

 Willful destruction of Archway property. 

 

 Any theft or misappropriation of Archway property or funds in any form, or theft from any other 

person on Archway property. 

 

 Gambling on Archway property or soliciting others for gambling purposes on Archway property. 

 

 Falsifying or failing to update within a reasonable time any personnel record, including the 

employment application. 

 

 Falsifying time records. 

 

 Refusal to assist management or interference with an investigation of any person’s alleged 

wrongdoing affecting Archway personnel or property, or hindering its operations. 

 

 Possession, use or sale of alcoholic beverages on company premises. 

 

 Possession, use or sale of any controlled dangerous substances, including, but not limited to, 

marijuana, heroin, LSD, cocaine, as well as paraphernalia for such use. 
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 Presence on Archway grounds or the performance of duties during the course of employment off 

grounds while under the influence of alcohol or any controlled dangerous substance. 

 Any intentional violation of OSHA regulations or other rules affecting security or the safety of 

another person. 

 

 Breach of Archway’s Ethical Conduct of Business or Corporate Compliance policy. 

 

 Violation of the Sexual and Other Discriminatory Harassment policy. 

 

 Failure to comply with procedures for reporting or investigating consumer abuse, neglect, or 

exploitation. 

 

 Possession of any weapon on Archway grounds. 

 

 Retaliation against any other employee for reporting or cooperating with an investigation of a 

violation of Archway policy or applicable law. 

 

 Violation of consumer’s rights. 

 

 Any conduct which threatens the health, safety, or welfare including, but not limited to, abuse, 

neglect or exploitation of any person. 

 

 Engaging in lewd behavior while on Archway property. 

 

 Using Archway Programs’ vehicles for personal use. 

 

D. Other Grounds for Discipline 

 

The lists in Subsections B and C cannot cover all possible situations.  Employees may be subject to 

disciplinary action, including termination, for any appropriate reason.  

 

PROBLEM RESOLUTION 

 

Good communication is vital to a successful organization.  Most problems that arise on the job seem to be 

due to a breakdown in communication. Problems can usually be resolved when you informally discuss 

them with your manager/supervisor. 

 

The procedure outlined below is intended to provide employees with an easily accessible way to express 

dissatisfaction.    An employee may bring his/her complaint to a level of management that he/she believes 

will best be able to fairly address the problem. 

 

If an employee feels he/she has a valid concern, the following steps should be taken: 
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Step 1: 

  

Discussion with the Supervisor  

 

Within five working days of the incident or problem, discuss the problem with your immediate 

supervisor.  Your supervisor will investigate your concerns, as appropriate, and provide you with an 

answer within two working days unless, under the circumstances, additional time is required. Every 

reasonable effort should be made by the employee and manager/supervisor to resolve the issue at this 

step.  If the problem is related to your supervisor, you may go directly to Step 1A or Step 2, as 

appropriate.   

 

Step 1A: 

 

Next Level of Supervision  

 

This step may vary depending on the program and should be used when the immediate supervisor reports 

to the next level of management other than the CEO. 

If the problem is not satisfactorily resolved at Step 1, you may request to meet with the next level of 

supervision to discuss the problem (your request to meet should occur within 5 working days of the 

attempt to resolve at Step 1).  You should provide the next level supervisor with a written description of 

the problem, as well as a summary of any meetings with your supervisor regarding the issue.    The next 

level supervisor will meet with you within two working days of the request, and the next level supervisor 

will provide a written response within three working days of the meeting unless, under the circumstances, 

additional time is required. 

 

Step 2: 

 

Meeting with the Chief Operating Officer (Finance reports to CEO) 

 

If the problem is not satisfactorily resolved at Step 1 or Step 1A, you may request to meet with the Chief 

Operating Officer to discuss the problem. Your request to meet should occur within five working days of 

the attempt to resolve at Step 1 or Step 1A.  You should provide the Chief Operating Officer with a 

written description of the problem, a summary of previous meetings with your supervisor(s), and any 

documentation provided to you from your supervisor(s).  The Chief Operating Officer will meet with you 

within two working days of the request, and the Chief Operating Officer will provide a written response 

within 3 working days of the meeting unless, under the circumstances, additional time is required. 

 

Step 3: 

 

Meeting with the Director of Human Resources 

 

If the problem is not satisfactorily resolved at Step 1, Step 1A or Step 2, you may request to meet with the 

Director of Human Resources to discuss the problem. Your request to meet should occur within 5 

working days of the attempt to resolve at Step 2.  You should provide the Director of Human Resources 



66 

 

with a written description of the problem, a summary of previous meetings with your supervisor(s), and 

any documentation provided to you from your supervisor(s).  The Director of Human Resources will meet 

with you within two working days of the request, and the Director of Human Resources will provide a 

written response within three working days of the meeting unless, under the circumstances, additional 

time is required. 

 

Step 4: 

 

Meeting with the CEO 

If the problem is not satisfactorily resolved at Step 1, Step 1A, Step 2 or Step 3, you may request to meet 

with the CEO to discuss the problem. Your request to meet should occur within five working days of the 

attempt to resolve at Step 3.  You should provide the CEO with a written description of the problem, a 

summary of previous meetings and any documentation provided to you during previous meetings.    The 

CEO will meet with you within three working days of the request, and the CEO will provide a written 

response within five working days of the meeting unless, under the circumstances, additional time is 

required.  This decision is final.  

 

Management reserves the right to take whatever additional steps deemed necessary to investigate any 

problem. 
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ON THE JOB 
 

SEXUAL AND OTHER DISCRIMINATORY HARASSMENT 

 

Archway prohibits sexual and other discriminatory harassment in the workplace.  

Sexual harassment is a form of illegal sex discrimination which the Company will not tolerate.  Sexual 

harassment does not refer to occasional compliments of a socially acceptable nature.  It refers to behavior 

that is unwelcome, personally offensive, and which interferes with our work effectiveness.    

 

Unlawful sexual harassment is defined as follows: 

 

Unwelcome sexual advances, request for sexual favors, and other verbal or physical conduct of a sexual 

nature, whether by a male or female, constitute sexual harassment when (1) submission to such conduct is 

made either explicitly or implicitly a term or condition of an individual’s employment, (2) submission to 

or rejection of such conduct by an individual is used as the basis for employment decisions affecting such 

individual, or (3) such conduct has the purpose or effect of unreasonably interfering with an individual’s 

work performance or creating an intimidating, hostile or offensive working environment.  Examples of the 

conduct referred to in (3), if unwelcome, may include (but are not limited to):  sexual bantering; off-color 

language or jokes; sexual flirtations, advances, or propositions; requests for sexual favors; continued or 

repeated verbal abuse of a sexual nature; verbal commentaries about an individual’s body; sexually-

degrading words used to describe individuals; displays of sexually suggestive objects or pictures; the 

giving of unwelcome gifts; following an individual; staring at an individual’s body in a sexually 

suggestive manner; and using sexually-oriented or degrading gestures or other non-verbal 

communications. 

 

Sexual harassment need not necessarily be based on facts involving “sexuality”.  Any discrimination on 

the basis of gender is prohibited.  Gender shall not be a basis for decisions involving hire, placement, 

privileges of employment, promotion, transfer, demotion, staff reduction, compensation, training, 

benefits, termination, or other terms or conditions of employment.  An exception to this rule is where a 

specific gender is required to fulfill an essential function of a position. 

 

Other Discriminatory Conduct 

 

It is prohibited for any person employed by Archway to engage in harassing conduct because of another 

employee’s sex, age, religion, citizenship, disability, affectional or sexual orientation, gender identity or 

expression, marital status, racial, national, or ethnic background, veteran status, bankruptcy status or other 

legally prohibited basis. Sexual and other discriminatory harassment in the workplace will result in 

disciplinary action, up to and including dismissal, and may lead to personal legal and financial liability. 

 

If an employee believes that he or she has been confronted with sexual or other discriminatory 

harassment, he or she should comply with the Sexual and Other Discriminatory Harassment Complaint 

Procedure set forth in the following section, without fear that retaliation, intimidation, coercion or 

harassment will result from the complaint. 

 

The prohibitions against unlawful discrimination and harassment also may apply to non-employees with 

whom our employees come into contact in connection with their employment with us.  Consequently, if 
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you believe that you are a victim of sexual or other discriminatory harassment by a non-employee in 

connection with your employment, you should use the procedure outlined in the complaint procedure. 

 

SEXUAL AND OTHER DISCRIMINATORY HARASSMENT COMPLAINT PROCEDURE 

 

In the event you believe that you are being harassed, an informal recommendation is to tell the person in a 

clear and unambiguous manner that their conduct is unwelcome and you want it to stop.  However, if you 

are uncomfortable taking this action or if the conduct does not cease after you have asked the offending 

person(s) to stop, notify your immediate supervisor or the Human Resources Department.   

 

1. You should report the times, places and specifics of each incident to your supervisor.  If taking the 

complaint to a supervisor is a difficult or uncomfortable task, the employee is encouraged to 

contact the Human Resources Department. 

 

2. Supervisors must report complaints of sexual or other harassment immediately to the Human 

Resources Department for investigation, determination and resolution.  

 

3. The Director of Human Resources, or individual designated by the CEO, will require that you 

provide a written complaint providing detailed information about the alleged incident(s) of 

harassment.  If the employee’s immediate supervisor is not involved in the harassment, the 

Director of Human Resources, or designee, may ask him or her to attend the meeting. 

 

4. The Director of Human Resources, or designee, will provide a copy of the complaint to the 

accused and give him/her the opportunity to respond to the allegations.   

 

5. The Director of Human Resources, or designee, and selected staff will investigate the complaint to 

substantiate or refute the allegations.  The complaint will be kept confidential, except to the extent 

that disclosure is necessary to make a prompt and thorough investigation or as necessary to take 

appropriate corrective measures.  The purpose of confidentiality is to protect the employee who 

files a complaint, to encourage the reporting of any incidents of sexual harassment, and to protect 

the reputation of any employee wrongfully accused. 

 

6. The Director of Human Resources, or designee, and selected staff will determine whether the 

evidence available constitutes cause for further action, whereupon Archway will take such action 

as it deems appropriate.  If the complainant or the accused is dissatisfied with the action taken 

he/she may request that the matter be referred to the CEO who may take further action as deemed 

appropriate. 

 

7. Discipline will be enforced consistent with the Employee Discipline section. 

 

8. A Company representative will advise all concerned persons of the results of the Company’s 

investigation. 

 

All allegations of discriminatory harassment will be received without retaliation, intimidation, coercion or 

harassment against the complaining employee. 
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Employees and non-employees shall not knowingly provide or make an untrue statement of fact regarding 

a complaint of harassment or the investigation thereof.  Any employee who has provided false 

information will be subject to disciplinary action which may include termination from employment. 

 

COMPUTER INFORMATION SYSTEMS 

 

All computer systems, including hardware, software and files provided within this work environment are 

owned by Archway Programs.  All information contained on Archway Programs computers, unless 

otherwise specified by an appropriate authority, is to be considered confidential, and should not be 

disclosed to anyone, internally or externally, without proper authorization.  Employees will follow all 

procedural guidelines and expectations regarding use of computer hardware, software, and systems 

including those concerning electronic mail and use of the Internet. 

  

PROCEDURES:  (Systems/Software) 

 

All computer systems are owned by Archway Programs which retains the right to monitor and examine 

all computers at any time. 

 

No employee is permitted to install or download software onto Archway Programs networked computers.  

Stand-alone computers, utilized by clients, may have educational software installed by IT personnel. 

 

No employee may install any external data device on an Archway Programs computer without prior 

written approval from their Director, who must clear the request initially in writing with the Director, 

Information Systems.   

 

Computer systems are to be used only for Archway Programs’ business purposes. 

 

All programs or systems created or modified during employment at Archway Programs are solely owned 

by Archway Programs. 
 

Archway Programs’ Local Area Network or “LAN”.   

 

Access to networked information is secured by proper authorization.  All information contained on the 

network will be backed up on a daily basis.  Employees are expected to store all Archway Programs 

business information through the network. 

 

If a computer is not connected to the network, it is each employee’s responsibility to properly safeguard 

data on their local hard drive (C-drive). 

 

No one is permitted to use someone else’s identity and password on the network or email systems. 

 

No one but authorized employees are permitted access to networked information under any 

circumstances. 

 

Upon termination, Archway Programs will retain the terminated employee’s files and email for a period 

of up to two months.  All data will be deleted by the Information Systems Department after this time 

period unless otherwise requested by the proper management.  Employees shall not intentionally delete 
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files or information which may have a detrimental impact on the clients or the operations of Archway 

Programs. 

 

Violations of Archway Programs' policies governing the use of the computer systems by any employee 

may result in revocation of computer privileges and/or disciplinary action up to and including termination 

of employment. 

 

PROCEDURES:  (Electronic Mail) 

 

Email is provided by Archway Programs: Access to email is a privilege with accompanying 

responsibilities. 

 

Use of Archway Programs' email is expected to be based on common sense, common decency, and 

civility. 

 

Email is subject to all the same laws, policies, and practices that apply to the disclosure and protection of 

other means of communication, such as telephones and paper records. 

An individual’s files and documents are owned by Archway Programs and Archway Programs retains the 

right to monitor and read any and all messages, attachments, and files. 

 

Prohibited uses of email include, but are not limited to: 

 

 Using email for any purpose which violates federal or state laws or Archway Programs’ policies. 

 

 Using email for commercial purposes or personal gain. 

 

 Misrepresenting identity or affiliation in email communications. 

 

 Sending harassing, intimidating, abusive or offensive material to or about others. 

 

 Intercepting, disrupting or altering electronic communications. 

 

 Using someone else’s identity and password. 

 

 Causing congestion on the network by such things as the propagation of “chain letters”, 

“broadcasting” inappropriate messages to lists or individuals, or excessive use of the shared data 

store of the email post office. 

 

Violations of Archway Programs’ guidelines governing the use of email by an employee may result in 

revocation of the account and/or disciplinary action up to and including termination of employment. 

 

PROCEDURES:  (Use of Internet) 

 

All existing Archway Programs policies apply to employee conduct on the Internet, especially (but not 

exclusively) those that deal with intellectual property protection, privacy, misuse of Archway Programs’ 

resources, sexual harassment, information and data security, and confidentiality. 
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While Archway Programs’ direct connection to the Internet offers vast potential benefits, it can also 

present significant risks to Archway Programs’ data and systems if care is not taken to follow appropriate 

security measures.  Therefore, an employee using the Internet can be held accountable for any breaches of 

security or confidentiality resulting from their use of Archway Programs’ Internet connection. 

 

Archway Programs has software and systems in place that can monitor and record Internet usage and 

Archway Programs will routinely track usage to ensure that access to the Internet is not abused. No 

employee should have any expectation of privacy as to their Internet usage. 

 

Archway Programs reserves the right to inspect any and all files stored in private areas of Archway 

Programs network, including individual PC’s, in order to assure compliance and policy. 

 

Sexually explicit material may not be displayed, archived, stored, distributed, edited or recorded using 

Archway Programs’ network or computing resources. 

 

Use of any Archway Programs’ resources for illegal activity is grounds for termination of employment, 

and Archway Programs will cooperate with any legitimate law enforcement agency. 

 

Use of Archway Programs’ computer systems to knowingly download or distribute pirated software or 

data is prohibited. 

 

Employees with Internet access may not upload any software owned or licensed to Archway Programs. 

Employees may not use Archway Programs’ Internet computer systems to deliberately propagate any 

virus, worm, Trojan horse, or trap-door program code. 

 

Only those employees or officials who are duly authorized to speak to the media, to analysts or in public 

gatherings on behalf of Archway Programs may speak/write in the name of Archway Programs to any 

news group or chat room or requests for information. 

 

CELL PHONE USAGE 

 

Archway provides cell phones to authorized employees to assist them in performing their job duties. Each 

employee has a responsibility to use Archway's cell phones in a manner that increases productivity and is 

respectful of other employees.  

 

It is strictly prohibited for any Archway employee to use cell phones or any other hand held device, 

pagers, digital assistants, laptops, or any other electronic communicative devices while operating a 

vehicle. 

 

Failure to follow Archway's policies regarding cell phone usage may lead to disciplinary measures, up to 

and including termination of employment.  Moreover, Archway reserves the right to advise appropriate 

legal authorities of any violation of law by an employee. 
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YOUR PERSONNEL FILE 

 

It is the responsibility of each employee to notify his/her supervisor and the Human Resources 

Department in the event of certain changes, such as, a change of name, address, telephone number, 

marital status, number of dependents, beneficiary, the commencement of additional employment, or any 

other information that might affect your employment records.  Incomplete and outdated information could 

interrupt benefits for you or your family, cause inappropriate amounts of tax to be withheld from your 

paycheck, or even cause difficulty in notification in case of an emergency. 

 

Personnel files are the property of the employer, and access to the information they contain is restricted.  

Only officials and representatives of the employer who have a legitimate reason to review information in 

a file are allowed to do so.  With notice, an employee may review material in his or her file but only in the 

employer’s office and in the presence of the individual appointed by the employer to maintain the file. 

 

Documentation of and/or Licensing 

 

Staff holding positions that require certification and/or license shall provide appropriate documentation of 

certification and/or licensing on date of hire and upon renewal.  Appropriate certification and/or licensing 

shall be issued by the State of New Jersey, procured by the employee if necessary and presented to the 

Human Resources Department prior to the start of employment or in cases of renewal, prior to the 

expiration date of such certification and/or licensure.   

 

ATTENDANCE AND PUNCTUALITY 

 

Punctual and consistent attendance is a condition of employment.  As part of our responsibility to our 

consumers, the public and other employees, we expect our employees to be at work as scheduled, to 

arrange their personal schedules to accommodate our established working hours, and to notify us if they 

expect to be absent or tardy.  Employees are expected to be at their work station, ready to begin work, at 

the beginning of their assigned shift.  Unscheduled absence and tardiness will be noted on employee 

attendance records. 

 

In the event that illness, injury, or other circumstances prevent you from coming in or delay you, the 

following call-in procedure must be used; 

 

In Case of Absence: 

 

If sickness or injury prevents an employee from reporting to work, the employee must notify the 

appropriate supervisor two hours prior to the start of the workday or as soon thereafter as is feasible.  If 

your immediate supervisor is not available, follow the procedure established for your program or 

department.  If your departmental or program policy differs, you must follow the procedures established 

for your department or program.     

 

If an employee is unable to notify the appropriate supervisor of the day when the employee will return to 

work, the employee must notify the supervisor of the absence each morning.   
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If an employee becomes ill during the course of the workday and wishes to leave work, the employee 

must notify the supervisor before doing so. 

 

An employee who fails to provide notice will be considered to be on an unauthorized absence.  

Unreported absence of three or more consecutive days or two isolated incidents in a year are considered 

abandonment of position and a voluntary termination. 

 

Three or more unscheduled absences in a three month period will be considered excessive and may result 

in progressive disciplinary action up to and including termination.   

 

Unscheduled absences that exceed your accrued sick/PTO days will be considered excessive and may 

result in progressive disciplinary action up to and including termination.   

 

When absences due to illness or injury result in three or more consecutive calendar days, a written 

physician’s statement releasing the employee to return to work must be submitted.  The physician’s 

statement must specify that the employee is fit for duty, list any limitations which may require acceptable 

accommodation, and estimated duration of the limitations.  This statement must be submitted to the 

supervisor and forwarded to the Human Resources Department. 

 

In Case of Lateness: 

 

If you are going to be late, you must notify your immediate supervisor before your scheduled starting 

time.  State the reason for your lateness and your expected time of arrival. 

 

SAFETY 

 

Safety is everyone’s responsibility.  Please take precautions to use materials and equipment with care and 

to do your part to keep the work site free from hazards.  Safety rules may be distributed or posted and will 

be strictly enforced. 

 

Every accident or injury, regardless of how minor, occurring during work must be reported to your 

supervisor.  If he or she is unavailable, contact another member of the management team immediately. 

 

Archway has developed policies and procedures for general safety, smoking, fire prevention and response, 

and cessation of operation which will be reviewed at general orientation.  Any questions or concerns 

regarding these or any other areas should be directed to your supervisor or the Human Resources 

Department. 

 

WEATHER EMERGENCY 

 

The uniqueness of many Archway Programs' services and their dependence on external transportation 

sources require flexibility in determining whether particular programs will offer services during inclement 

weather. This includes delayed openings and early closings. Program supervisor in consultation with 

transportation providers, local police, school districts, and collaborating agencies will determine when 

programs close. Ultimate authority rests with the program supervisor, who will be relied upon to consult 
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with the CEO when unusual circumstances exist. The program supervisor will inform the CEO of 

program closings.  

 

The CEO has authority to determine if non-program staff offices are closed due to a weather emergency. 

 

If the CEO makes the decision to keep offices open and the employee decides to stay home, the employee 

must use accrued Paid Time Off if they wish to get paid for that day.  Employees will not be permitted to 

work from home when the office is open during inclement weather. 

 

The CEO and CFO and/or assigned designees will determine operation schedules and determine the work 

status, both regular and emergency, of security and maintenance workers. 

 

All administrative, program and support staff following the Administrative Holiday Calendar are expected 

to report to work at their regularly scheduled shift unless the municipality, county, or state declares a state 

of emergency and prohibits travel. If the county or municipality announces that citizens should "avoid 

unnecessary travel" (but does not directly ban travel) and you have not been advised by your supervisor 

that administrative offices are closed, you are still required to report to work as usual. Travel to and from 

work is considered necessary travel, except during a travel ban in state of emergency. Essential personnel 

are required to report as scheduled unless otherwise notified (if there are federal or state restrictions, your 

supervisor will notify you.) 

 

The program supervisor will submit a written plan identifying program staff eligible under this policy for 

approval by the CEO. Such plans will be included as an addendum to this policy in order to insure that 

there is no confusion regarding reporting responsibility.  

 

Supervisors should be understanding and as flexible as possible (within reason) regarding a staff 

member's individual needs during inclement weather.  An administrative staff member who believes that 

it is unsafe to travel, or who is faced with unexpected personal matters, should use his or her judgment 

and remain at home if that is the most prudent action. Time off must be charged to accrued Paid Time Off 

or request leave without pay if no accrued Paid Time Off is available.  Programs that require 24/7 

coverage with essential personnel, such as the group homes, should develop a plan to insure that adequate 

staff is available to provide round-the-clock services.  Essential personnel are expected to report to work 

as scheduled and may be required to work overtime. 

 

A staff member must notify his/her supervisor if unable to report to work in advance of his/her shift. 

 

When administrative offices are closed due to a declared state of emergency, including a travel ban, no 

staff member will be charged against accrued time for the day(s) missed.  The CEO maintains the 

prerogative to require all staff who follow the Administrative Holiday Calendar use accrued time off or 

time without pay, in the event of an extended travel ban if such extended ban would create significant 

financial losses to the agency due to reduced revenue on fee for service days. 

 

Those employees on an approved scheduled paid time off or on sick leave will be charged leave time 

regardless of the weather or operating status of the agency. 
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Each program shall prepare a written emergency call procedure to include staff and collaborating 

agencies. Such procedures and phone number lists should be distributed only to program staff who are 

responsible for making phone calls, and accompanied with instruction as to their appropriate use. All call 

lists should be marked confidential and staff must maintain them in a secure location within their homes 

and program sites so that consumers and unauthorized staff do not gain access to private phone numbers! 

 

Notification of Collaborating Agencies, Broadcast Media, and Consumer Families 

 

Each program shall prepare a written plan to communicate with transportation providers, local police, 

school districts, broadcast media, consumers’ families, and collaborating agencies when the determination 

is made to close programs. These plans must be reviewed and approved annually by the program 

supervisor. The program supervisor shall assign responsibility for each program to register annually with 

appropriate broadcast media, and to distribute to consumers a list of media sites that will announce 

program closings.  

 

INCIDENT REPORTING 

 

Any occurrence involving the misuse, destruction or misappropriation of Archway Programs property 

and/or people will be documented on an incident report.  This is to include, but not limited to acts of 

vandalism, assault, threats, natural and other disasters, death of a person on the property, and vehicle 

accidents involving company vehicles. 

 

Any occurrence involving a consumer shall be documented on an incident report.  This is to include, but 

not limited to abuse, neglect, and threat by or towards a consumer, destruction of property by a consumer. 

Vehicle accidents/incidents involving consumer and a transportation contractor from another agency, and 

any other occurrence as designated by law or directive of a Federal, State or Local authority is to be 

documented on an incident report. 

 

Secure the area and ensure that all people and property are safe when an incident occurs.  If an injured 

person is involved, seek medical attention immediately.  If the injury is a result of an accident, report 

according to the procedures under the accident reporting policy. 

 

Report the incident to the appropriate authorities. The person discovering the incident or the supervisor 

should complete the incident report.  Include all information pertaining to the incident on the report.  

 

Once completed, the incident report is kept on file at the facility.  Copies of the report must be forwarded 

to the Program office and to Human Resources.   

 

HAZARDOUS COMMUNICATION PROGRAM 

 

The purpose of the Hazardous Communication Program is to protect all Archway employees from the 

harmful effects of exposure to hazardous materials used in the workplace.  This program has been 

developed to comply with the Occupational Safety and Health Administration, 29 CFR 1910.1200 – 

Hazard Communication Standard. 
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The program applies to all employees who are, or may be exposed to hazardous materials that are used in 

the workplace.  Information will be provided to employees by means of the hazard communication 

program, labels and other forms of warning, material safety data sheets, and information and training.  All 

materials will be treated and handled as if hazardous. 
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GENERAL INFORMATION 
 

JOB POSTINGS 

 

All open positions are posted in Paycom.  Employees who believe they meet the necessary qualifications, 

have completed their introductory period and wish to apply for an open position must present a letter of 

interest to their supervisor and the Human Resources Department.  Employees must remain in their 

position for six months before transferring to another position.    

 

BULLETIN BOARDS 

 

Information of special interest to employees, as well as State and Federally mandated notices, is posted 

regularly on bulletin boards located in each facility.   

  

EMPLOYEE COMMUNICATIONS 

 

Notices which affect employees at Archway including information regarding safety, labor laws, and 

policy changes may be found on bulletin boards or in Company publications available in each facility.  It 

is your responsibility, as an employee, to be aware of all notices and keep updated on policy changes and 

regulations as they are posted and/or distributed. 

 

SEPARATION FROM EMPLOYMENT 

 

Consistent with the nature of at-will employment at Archway, all employees can terminate employment at 

any time, with or without good cause, and with or without notice, unless a written contract between the 

employee and Archway specifies otherwise. 

 

Employees planning to terminate their employment at Archway are encouraged to provide their 

supervisors with at least two weeks notice prior to their departure.  This will ensure a smooth transition 

and avoid any disruption of the vital services we provide to our consumers.  The two week notice period 

does not include Paid Time Off. 

 

The terminating employee must return all company keys, and other property in his/her possession 

including this handbook. 

 

EXIT INTERVIEWS 

 

The Company seeks to obtain information from terminating employees which can help to improve 

working conditions and consumer care.  Exit interviews help provide this information.  Exit interview 

forms are normally mailed to the address on file in the Human Resources Department and requested to be 

returned to the Human Resources Department.  If you would prefer to participate in a face to face exit 

interview, please contact your supervisor or the Human Resources Department. 

 

 

 



78 

 

EMPLOYEE ACKNOWLEDGEMENT 

 

 

 

 

 

 

I, ______________________________________, hereby acknowledge that I have received a 

copy of the 2018 Employee Handbook and understand that it contains important information on 

the Company’s general personnel policies and on my privileges and obligations as an employee.  

This is not intended to be an all inclusive list of policies and procedures, however, it is a guide to 

help answer the most commonly asked questions and sets forth the guidelines under which the 

company operates.   

 

I acknowledge that I am expected to read, understand and adhere to company policies and will 

familiarize myself with the material in the handbook.  I understand that I am governed by the 

contents of the handbook and that the Company may change, rescind, or add to any policies, 

benefits or practices described in the handbook, other than the employment at-will policies, from 

time to time in its sole and absolute discretion with or without prior notice.  The Company will 

advise employees of material changes within a reasonable time. 

 

I understand that this handbook supersedes prior policies so that I should no longer rely on 

previously received documents. 

 

I expressly understand that this employee handbook does not create nor constitutes a Contract of 

Employment; furthermore, it does not change my status as an employee “at-will”. 

 

 

___________________________________ ______________________________________ 

Print Name     Sign Name 

 

____________ 

Date 

 

 


