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Welcome 
 

1. Our Mission 
 

We are an agency that is dedicated to helping people in crisis or those that are unable to help themselves since October 2007. We advocate and work 

towards having a safe community by educating and providing awareness to populations at risk. The services we provide empower the community with 

resources, referrals, and Behavioral health services. In providing these services we are strengthening the community by assisting them overcome the 

daily challenges encountered. We also provide legal aid services to the community thus help those who are in need within our legal system. Our goal is 

for all to live a better quality of life. 

 

 

 

 
"Life is full of different challenges,  

for everyone.  Everyone needs     
a support system, and that's where we come in." 

- Debra Rosado, CEO,BA,MS,CMHP 
 

2. Purpose of this Handbook 

This handbook has been prepared to inform new sub-contractor of the policies and procedures of ALL FAMILY RESOURCE CTR.  and to establish the Agency’s 
expectations. It is not all inclusive or intended to provide strict interpretations of our policies; rather, it offers an overview of the work environment. This handbook 
is not a contract, expressed or implied, guarantying employment for any length of time and is not intended to induce an employee to accept employment with the 
company. The company reserves the right to unilaterally revise, suspend, revoke, terminate or change any of its policies, in whole or in part, whether described 
within this handbook or elsewhere, in its sole discretion. Feel free to ask questions about any of the information within this handbook. 

 

3. At-Will Contract 

Contracts  at this company is at-will. An at-will sub-contractor relationship can be terminated at any time, with or without reason or notice by either the Contractor 
or the sub-contractor. This at-will contract relationship exists regardless of any statements by office personnel to the contrary. 
 

B. Workplace Commitments 
4. Equal Opportunity Employment 

This company is an equal opportunity contractor and does not unlawfully discriminate against sub-contractor or applicants for employment on the basis of an 
individual’s race, color, religion, creed, sex, national origin, age, disability, marital status, veteran status or any other status protected by applicable law. This policy 
applies to all terms, conditions and privileges of employment, including recruitment, hiring, placement, compensation, promotion, discipline and termination. 
Whenever possible, the company makes reasonable accommodations for qualified individuals with disabilities to the extent required by law. Sub-contractors who 
would like to request a reasonable accommodation should contact Human Resources. 
 

5.  Non-Harassment/ Non- Discrimination Policy 
This company prohibits discrimination or harassment based on race, color, religion, creed, sex, national origin, age, disability, marital status, veteran status or any 
other status protected by applicable law. Each individual has the right to work in a professional atmosphere that promotes equal employment opportunities and 
is free from discriminatory practices, including without limitation harassment. Consistent with its workplace policy of equal employment opportunity, the company 
prohibits and will not tolerate harassment on the basis of race, color, religion, creed, sex, national origin, age, disability, marital status, veteran status or any other 
status protected by applicable law. Violations of this policy will not be tolerated. Discrimination includes, but is not limited to: making any employment decision or 
employment related action on the basis of race, color, religion, creed, age, sex, disability, national origin, marital or veteran status, or any other status protected 
by applicable law. 
Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors and other verbal, visual or physical conduct of a sexual nature, 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 sexual harassment include: unwelcome or unsolicited sexual advances; displaying sexually suggestive material; unwelcome sexual flirtations, advances 
or propositions; suggestive comments; verbal abuse of a sexual nature; sexually oriented jokes; crude or vulgar language or gestures; graphic or verbal 
commentaries about an individual’s body; display or distribution of obscene materials; physical contact such as patting, pinching or brushing against someone’s 
body; or physical assault of a sexual nature.  
Reporting: Any company sub-contractor who feels that he or she has been harassed or discriminated against or has witnessed or become aware of discrimination 
or harassment in violation of these policies, should bring the matter to the immediate attention of his or her supervisor. The company will promptly investigate all 
allegations of discrimination and harassment and take action as appropriate based on the outcome of the investigation. An investigation and its results will be 
treated as confidential to the extent feasible, and the company will take appropriate action based on the outcome of the investigation. 
No sub-contractor will be retaliated against for making a complaint in good faith regarding a violation of these policies, or for participating in good faith in an 
investigation pursuant to these policies. 

 
 
6. Drug-Free/ Alcohol Free Environment 

Sub-contractors and employees are prohibited from unlawfully consuming, distributing, possessing, selling, or using controlled substances while on duty. In 
addition, sub-contractors or employees may not be under the influence of any controlled substance, such as drugs or alcohol, while at work, on company premises 
or engaged in company business.  Anyone violating this policy may be subject to disciplinary action, up to and including termination. 
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7. Open Door Policy 
The agency has an open-door policy and takes sub-contractor concerns and problems seriously. The agency values each sub-contractor and strives to provide a 
positive work experience. Sub-contractor is encouraged to bring any workplace concerns or problems they might have or know about to their supervisor or some 
other member of management. 
 

C. Company Policies and Procedures 
 

8. Professional Conduct 
This Company expects its sub-contractor to adhere to a standard of professional conduct and integrity. This ensures that the work environment is safe, comfortable 
and productive. Sub-contractors should be respectful, courteous, and mindful of others’ feelings and needs. General cooperation between coworkers and 
supervisors is expected. Individuals who act in an unprofessional manner may be subject to disciplinary action. 
 

9. Dress Code 
A sub-contractor/employees’ personal appearance and hygiene is a reflection on the company’s character. Sub-contractors and agency employees are expected 
to dress appropriately for their individual work responsibilities and position. 
 

10. Payday 
The paycheck will reflect work performed on a weekly period and pay day will be Friday for reimbursements made to the agency at the moment of payday. 
Paychecks include salary or wages earned less any mandatory or elected deductions, mandatory deductions include federal or state withholding tax and other 
withholdings for regular sub-contractors or employees.  
For independent contractors, Therapist and Target Case Managers, pay period is every two-weeks; and payday assigned is Friday. 
The company reserves the right to charge a replacement fee for any lost paychecks. Direct Deposit is provided for your benefit, please request a Direct Deposit 
Agreement Form as needed. 
 

11. Company Property 
Company property, such as equipment, telephones, computers, Files, employees/Independent contractor’s identification and software, supplies are not for private 
use. These are to be used strictly for company business and are not permitted off grounds unless authorized. Company property must be used in the manner for 
which it was intended. Upon termination, sub-contractor is required to surrender any company property they possess. 
Phones are provided for business use. The company requests that sub-contractor not receive personal calls while on duty. If urgent, please keep personal calls to 
a minimum and conversations brief. Personal long-distance calls are not permitted. Sub-contractor is reminded that they should have no expectation of privacy in 
their use of company computers or other electronic equipment. Violations of these policies could result in disciplinary action. 
 

12. Privacy 
The parties share a relationship based on trust and mutual respect. However, the company retains the right to access all company property including computers, 
desks, file cabinets, storage facilities, and files and folders, electronic or otherwise, at any time. Sub-contractors should not entertain any expectations of privacy 
when on company grounds or while using company property. 
 

D. Employment Classification 
 

13. Non-Exempt Employees  
Non-exempt employees are those eligible for overtime pay of 1.5 times the regular hourly rate of pay for all hours worked over 40 per work week. All overtime 
must be approved in advance. 
 

14.  Independent Contractors 
Target Case Managers and/ or Therapists see Contract. 
 

15.  Part Time, Full Time Status 
Part-time or full-time status depends on the number of hours per week an employee works. Regular employees who work fewer than 39 hours receive part-time 
classification. 
Regular employees who work at least 40 hrs receive full-time classification. For Target Case Managers needs to complete at least 80 units per week to be part time 
and 160 units to be full time. 
 
 

E. Attendance Policies 
 

16. General Attendance 
The company maintains normal working hours of Monday to Friday 9am – 5 pm Saturdays 8am -2 pm. Schedule may vary depending on job responsibilities and 
company’s need. Supervisors could provide sub-contractors / employees with their work schedule. Should a sub-contractor/ employee have any questions 
regarding his/her work schedule, the sub-contractor /employee should contact the supervisor. The company does not tolerate absenteeism/tardiness without 
excuse. Sub-contractors/ employees who will be late to or absent from work should notify a supervisor in advance, or as soon as practicable in the event of an 
emergency. Chronic absenteeism may result in disciplinary action. Employees who need to leave early, for illness or otherwise, should inform a supervisor before 
departure and written excuse is required. Unauthorized departures may result in disciplinary action. 
Independent Contractors need to communicate the office appointments and follow up on cancelations in order to receive support from the office to make sure 
service is provided as approved. 
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17.  Tardiness 
Sub-contractor/ employees are expected to arrive at least 10 minutes before their schedule to be ready for work. An employee who arrives 5 minutes after their 
scheduled arrival time is considered tardy. The company recognizes that situations arise which hinder punctuality; regardless, excessive tardiness is prohibited, 
and may be subject to disciplinary action.  
 

18.  Mealtime 
When working conditions permit, and pending a supervisor’s approval, employees are entitled to take one one (1) hour nonpaid meal period. No coffee breaks 
are allowed.  Prolonged Non work-related conversations with coworkers and/or clients are not allowed unless you are on your one-hour nonpaid period. 
Must be one person at a time taking mealtime. Keep your voice volume low be kind and respectful with other coworkers and clients around. 
Lunch area and reception always needs to be clean and organize.  

 
 

F. Leave Policies 
 

19.  Time off Request 
The company is flexible in approving nonpaid time off if a replacement is available to cover when doing so would not interfere with company operations. It must 
be request 2 weeks in advance and with supervisor/ manager approval. A time-off request form must be completed in advance and be turned in to Human 
Resources Manager in the event that a planned time-out is more than two days.  
 

20. Holidays 
The company observes the following holidays: 
- New Year’s Day 
- Memorial Day 
- Independence Day 
- Labor Day 
- Thanksgiving 
- Christmas Day 
 
Holidays are observed on an unpaid basis (for employees only). Since Saturday is a regular working day for the company if a Holiday arrives on Saturday all duties 
must be done the week before in order to have it off if not will be a mandatory working day. 
 

21. Jury Duty 
The company understands that occasionally sub-contractor / employees are called to serve on a jury. Sub-contractor / Employees who are selected for jury duty 
must provide a copy of their jury summons to a supervisor. Time taken for jury duty is granted on a unpaid basis. Sub-contractor/ Employees released from jury 
duty are expected to return to work. 
 

22. Voting 
Sub-contractor/ employees are encouraged to participate in elections. The company grants incremental time off to cast a ballot in an election. Voting time off is 
granted on an unpaid basis. 
 

  G. Work Performance 
 

23. Expectations 
The company expects every sub-contractor/ employee to act in a professional manner. Company expects all sub-contractor/ employees work efficiently and to 
manage time wisely:  

(1) make sure to complete all your task before your shifts ends, if you are unable to do it report it to your supervisor with a valid reason and what is 
pending to complete,  

(2) If you have done all your task, keep yourself busy help a coworker, clean and organize your area and public areas as break room and reception.  
Satisfactory performance of job duties and responsibilities is key to this expectation. Employees should attempt to achieve their job objectives, and act with 
diligence and consideration at all times. Poor job performance can result in disciplinary action, up to and including termination. 
 

24. Reviews 
The company may periodically evaluate an employee’s performance. The goal of a performance review is to identify areas where a sub-contractor/employee excels 
and areas that need improvement. The company uses performance reviews as a tool to determine pay increases/decreases, promotions and/or terminations. 
All performance reviews are based on merit, achievement and other factors may include but are not limited to: 

- Quality of work 
- Attitude 
- Knowledge of work 
- Job skills 
- Attendance and punctuality 
- Teamwork and cooperation 
- Compliance with company policy 
- Past performance reviews 
- Improvement 
- Acceptance of responsibility and constructive feedback 
 

Written performance evaluations may be made at any time to advice employees of unacceptable performance. Evaluations or any subsequent change in 
employment status, position or pay does not alter the employee’s at will-relationship with the company. 
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25. Insubordination 
Supervisors and sub-contractors/employees should interact with mutual respect and common courtesy. Sub-contractors/ Employees are expected to take 
instruction from supervisors or other persons of authority. Failure to comply with instructions or unreasonably delaying compliance is considered insubordination. 
Acts of insubordination are subject to disciplinary action, up to and including termination. If an employee or sub-contractor disagrees with a supervisor, the 
employee or sub-contractor should first try to mediate the situation by explaining their position.  
 
 

H. Discipl ine Policy  

26. Grounds for Disciplinary Action 
The company reserves the right to discipline and/or contract terminate any sub-contractor/employee who violates company polices, practices or rules of conduct. 
Poor performance and misconduct are also grounds for discipline or termination. The following actions are unacceptable and considered grounds for disciplinary 
action. This list is not comprehensive; rather, it is meant merely as an example of the types of conduct that this company does not tolerate. These actions include, 
but are not limited to: 

- Engaging in acts of discrimination or harassment in the workplace; 

- Unauthorized use of company property, equipment, devices or assets; 
- Damage, destruction or theft of company property, equipment, devices or assets; 
- Removing company property without prior authorization or disseminating company information without authorization; 
- Falsification, misrepresentation or omission of information, documents or records; 
- Lying; 
- Insubordination or refusal to comply with directives; 
- Failing to adequately perform job responsibilities; 
- Excessive or unexcused absenteeism or tardiness; 
- Disclosing confidential or proprietary company information without permission; 
- Disparaging or disrespecting supervisors and/or co-workers; and 
- Any other action or conduct that is inconsistent with company policies, procedures, standards or expectations. 

 
This list exhibits the types of actions or events that are subject to disciplinary action. It is not intended to indicate every act that could lead to disciplinary action. 
The company reserves the right to determine the severity and extent of any disciplinary action based on the circumstances of each case.  
 

27. Terminations 
Contract with the company is on an at-will basis and may be terminated voluntarily or involuntarily at any time. Upon termination, an sub-contractor is required:  

- to continue to work until the last scheduled day of employment;  
- to turn in all reports and paperwork required to be completed by the employee or sub-contractor when due and no later than the last day of work; 
- to return all files, documents, equipment, keys or other property belonging to the company that are in the sub-contractor or employee’s possession, 
custody or control, and turn in all passwords to his/her supervisor;  
- to participate in an exit interview as requested by Human Resources. 

 
28. Voluntary Terminations 

The Agency recognizes that personal situations may arise which require a voluntary termination of contract. Should this occur, the company requests that the sub-
contractor or employee provide two weeks advance notice in writing. This request does not alter an employee’s at-will relationship with the company. All rights 
and privileges of employment with the company terminate upon the date of separation. Terminated employees or sub-contractors are required to return all 
company property assigned to them. Failure to do so may result in the withholding of their final paycheck. 
  

29. Exit Interview 
ALL FAMILY RESOURCE CTR. may request an exit interview upon notice of termination. The purpose of the exit interview is to complete necessary forms, collect 
company property and discuss employment experiences with the company. 
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Acknowledgement of Receipt for  

Orientation Handbook 
(Employee/ Independent Contractor Copy) 

 
 I acknowledge that I have received a copy of the Orientation Handbook. I understand that I am 

responsible for reading the information contained in the Handbook. I understand that the handbook is 
intended to provide me with a general overview of the company’s policies and procedures. I acknowledge 
that nothing in this handbook is to be interpreted as a contract, expressed or implied, or an inducement for 
employment, nor does it guarantee my employment for any period of time. I understand and accept that my 
employment/contract with the company is at-will. I have the right to resign at any time with or without 
cause, just as the company may terminate my employment/contract at any time with or without cause or 
notice, subject to applicable laws. I understand that nothing in the handbook or in any oral or written 
statement alters the at-will relationship. I acknowledge that the company may revise, suspend, revoke, 
terminate, change or remove, prospectively or retroactively, any of the policies or procedures outlined in 
this handbook or elsewhere, in whole or in part, with or without notice at any time, at the company’s sole 
discretion. 

 
 
 
 

 


