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Mission Statement

 
 
 
 
 
 
 

We strive to be the premier home care agency dedicated to, and
recognized for our passion and commitment to serve, help, and

enhance the quality of life and the well being of others.
 
 
 
 
 
 
 
 
 
 

Agency
Goals/Objectives/Purpose

 
 

                   Family - Centered Care
 
                                 Family - Directed Care
 
                                              Family - Integrated Care
 
 
 
What do these terms mean?  How do we as an agency seek to serve our clients with these goals
in mind?  To keep the family member at the center in our circle of care we must allow for family
direction.  River Valley’s goal is to allow the family to be the nucleus of the circle, to collaborate
with all disciplines, and to assist the client/family in integrating the other necessary services and
areas of life into that circle.
 
 
 
                                                                                  Family
                                                                                 Support
                                                                                   Network
                               
                                              Nursing Agency        Family          
                                                  Doctors                    Client             Therapists
                                                    Nurses                                             Hospitals
                                                    HHA's                                              DME Co.
                                                                               

School
Friends
Church

 
 



 
 

River Valley strongly believes in the empowerment of education.  The more fully the family
understands their family member’s needs, conditions, and the care system that family member is
now a part of, the more fully they will be able to advocate for their family member’s needs. River
Valley strives to educate all people who work with and around our client so that he/she receives
the optimum in care and support.  Accordingly, River Valley has committed to an ongoing
education process not only for our staff but also for the family and the community at large.
 
The purpose is not to take the responsibilities from or pass them solely to the parent/caregiver, but
to lift from the parent/caregiver the medical cares requested to be provided for the family member,
for the time period that it is asked for, and to allow for the team to work together for the well-being
of the client/family member.  Further, the purpose is to bring about a smooth working relationship
following accepted standards of practice and yet, maintaining the home environment.
 
In the case of a terminal illness we strive to provide dying family member all the comfort and care
possible through the team while maintaining their dignity, self-respect and right to privacy.
 
As employees, it is the desire of River Valley that you understand these goals, objectives and
purposes and then serve our client within the framework that has been designed.  If you do not
understand your roles in any way, it is your responsibility to obtain the information you need from
your supervisor.

 
 
 
 
 

Introduction
 

This guide is designed to familiarize employees with the agency, its policies and procedures.
 
This guide highlights agency policies, practices and benefits.  It is not an employment contract or
a legal document.  These are brief descriptions of policies that are more clearly defined in our
policy manual.  The manual is available for your review at the office.  These personnel policies,
practices and procedures are subject to change at the agency’s discretion.  If any part of this
manual is altered or changed, the agency will inform employees in a timely fashion of such
changes.
 
Each employee is responsible for knowledge and compliance with all provisions contained herein.
 The effective date of this employee handbook is December 31, 2017.
 
The employment relationship is based on mutual consent of the employee and the company.
 Accordingly, either the employee or employer can terminate “at-will” at any time.
 
If, after reading this handbook, or, at any time during the course of your employment with our
agency, you have suggestions to make regarding our policies or the services we provide please
feel free to submit them to the Administrator.  Suggestions should be in writing.  Even though we
will send out periodic surveys seeking your input, we encourage you to make suggestions for the
betterment of our agency.

 
EMPLOYMENT-AT-WILL
Employment with River Valley, Inc. is not for a specific term and can be terminated, by either the
employee or the agency, with or without cause and with or without notice, at any time.  Nothing in
the Personnel Policies and Procedures or any Employee Handbook should be construed to modify
or alter the employment relationship, which is at the will of both River Valley, Inc. and its
employees.
 



 
The language used in the Personnel Policies and Procedures or any Employee Handbook is not
intended, nor should it be construed, to create or constitute a contract, express or implied,
between the agency and its employees.
 
No person, other than the CEO or Administrator, may enter into any contract regarding
employment and/or benefits with any current or prospective employee.  Any such agreement must
be in writing and signed by the CEO or Administrator and by the current or prospective employee.

 
CONTACTING THE AGENCY
River Valley’s regular office hours are Monday through Thursday, 8:00 a.m. to 4:30 p.m. and on
Fridays, 8:00 a.m. to 4:00 p.m., except on holidays and as authorized by the Administrator.  You
may contact the office by phone during these hours.  The phone number is (651) 460-4201. If
calling after hours, you will get the voice mail then follow directions.  The pager is carried by an
RN 24 hours a day and may be used at any time.  We request that you use the pager after hours
for sick calls, emergencies, or changes in client condition. If you have not received a response
within 15 minutes, please call again.  If your business can be handled during normal business
hours, please do so.
 
 
 
WHEN CONTACTING THE OFFICE
 
ABOUT: PLEASE TALK TO:
General Questions      Kim Martin/Administrative Assist;
Email:kmartin@rvhci.com
Payroll or timecard questions             Mary Hanson/Payroll Specialist; Email:
mhanson@rvhci.com
Scheduling     Karen Lee/Human Resources; Email:klee@rvhci.com
Policy questions                                       Jaime Kummer/Administrator;
Email:jkummer@rvhci.com
Employee rights or a grievance             Rachelle Pariseau/Clinical Manager;
Email:rpariseau@rvhci.com
Billing questions                         Craig Pariseau/CFO; Email:
cpariseau@rvhci.com
Patient or job questions  Lorelie Redlin/PCA Supervisor; Email:
lredlin@rvhci.com

 
 
 
 
 
 

Employment Process
 

All prospective employees must complete an employment application and have a personal
interview.  References will be checked.  All prospective employees must make full disclosure of
conviction and criminal history records.  The agency will request release of information from the
Bureau of Criminal Apprehension (BCA) regarding criminal histories.  Fingerprinting is now
mandated. We will provide you a list of providers.  
 
The agency reserves the right to terminate the above process at any point if it is judged the
individual would not be suited for the position based upon the qualifications and requirements as
set forth by the agency.
 
MANTOUX:
Baseline TB screening at the time of hire is required for Health Care workers in Minnesota.
Baseline TB screening consists of 2 components: 1) assessing for current symptoms of active TB,



Baseline TB screening consists of 2 components: 1) assessing for current symptoms of active TB,
and 2) A two-step TB testing.
 
All reports or copies of the TST or TB blood test and any chest X-rays and medical exams
conducted must be maintained in the employee record. Upon hire we will administer the Two-step
testing, and assess for symptoms of TB. The first testing will be the day of hire and the 2nd will
need to be given within 14-21 days of the first administration. Our agency is currently categorized
as “Low-Risk” therefore further testing is not mandated unless symptoms present themselves.
 
If at either testing you become “positive” we will send you in for a chest X-ray. We REQUIRE
receiving documentation as to the results, and this will remain in your personnel file.
 
Health Care workers with written documentation of a previous positive TB: If the date and the
result of the previous test are documented the employee does NOT need a repeat testing. If the
worker has results of a chest X-ray and this performed AFTER the positive testing, the employee
does NOT require an additional Chest X-ray at the time of hire. If the employee has no
documentation of the positive testing or follow up chest X-ray, they will have to go through the
testing again.
 
HEPATITIS B VACCINE:
The agency will make Hepatitis B vaccine available, at no cost, to all employees at risk after their
initial training and within ten (10) days of assignment.  If the employee wishes to decline the
vaccine, a waiver must be signed.  River Valley, Inc. offers this service to all employees.
 
PHYSICAL EXAMINATIONS
River Valley, Inc. reserves the right to require both pre- and post-employment physical
examinations at our expense.

 
ON BOARDING

1. Personal Care Attendants will be oriented to each new client before working with them.  This
orientation will include a review of chart, care plan, routine, special skills and information,
plus some time with the client.

2. Personnel are required to complete the entire application packet.  All forms must be
completed and in the personnel file prior to receiving first assignment.

3. Personnel are required to complete Background Study, fingerprinting and apply for an
individual PCA Enrollment Number and be assigned by the MDH.

4. Job placement is not possible until all Personnel have successfully attended agency
orientation which includes:

a. State mandated online PCA training course, Training on Confidentiality, Orientation to
Home Care Requirements, HIPPA privacy act, Medicare/Medicaid Fraud and Abuse
Prevention, Alzheimer & Dementia, the agency’s Policies and Procedures,
Organizational Structure, agency mission, and any other topics deemed necessary
by the agency.  

b. All employees must successfully complete River Valley’s "Medicare Advantage and
Part D Fraud, Waste and Abuse Compliance Training” as well as "Handwashing /
Hand Hygiene Compliance Training" and "Infection Control Compliance Training",
Emergency Preparedness Training and Universal Precautions and Infection Control
upon hire, then each year after.  

 
PROBATIONARY PERIOD
All new employees must complete a probationary period of 90 days.  Upon successful completion
of this period all employer benefits will begin.  If health insurance coverage is requested, that
coverage will begin 90 days after the first COMPLETE calendar month after the hire date.
 Management reserves the right to extend the probationary period up to two times if further
evaluation of employee performance is deemed necessary.

 
 



 
Payroll Process

 
PAY DAY
Payday is biweekly, that is, every other week on Friday.  Employees may elect to pick up their
paychecks, have them mailed, or sign up for direct deposit.  Checks can be picked up between
8:00 a.m. and 4:00 p.m. on most Fridays.  If the office is closed due to a holiday, checks can’t be
picked up.  Employees wishing to have someone else pick up their paychecks must notify the
agency in writing.
 
DIRECT DEPOSIT
River Valley offers Direct Deposit for all employees. You can receive the Direct Deposit form from
Mary or from our website http://www.rivervalleyhomecare.com/employee-reference-page/. If you
should have a change in your bank accounts it is your responsibility to give the new bank
information to Mary to be updated.
 
OVERTIME
No employee can work more than 40 hours per week, therefore, no overtime pay would be
applied.

 
TIME CARDS
Time cards are DUE IN THE OFFICE ON TUESDAY NO LATER THAN 4:00 PM, TEN (10) DAYS
BEFORE PAYDAY. TIME CARDS MUST BE COMPLETELY & CORRECTLY FILLED IN TO BE
ACCEPTED. Time cards must include:
1) All necessary signatures
2) The client’s FIRST and LAST name
3) The client’s MHCP number and date of birth
4) The day, month and year
5) The correct hours worked and include AM or PM
6) Timesheets also require your full name and PCA Provider Number
 
Refer to the payroll calendar that can be picked up in the office, or found on our website
http://www.rivervalleyhomecare.com/employee-reference-page/ You can email, text or, fax your
timesheets, BUT you MUST turn in the originals within 30 days.  
 
If time cards are NOT turned in ON TIME, COMPLETELY & CORRECTLY FILLED IN it will result
in you not receiving a pay check that pay period. You will, of course, receive the paycheck the
following pay period.  Please make every effort to get time cards in by the deadline. For
assistance refer to payroll calendar.
 
Your employment can/will be terminated if no time sheets are submitted for 30 days or
more.  If that should occur, you would become INELIGIBLE to be paid out any remaining Sick
(PTO) OR Vacation time you may have accrued AND MAY/WILL HAVE TO BE REHIRED.
 
MANDATORY PAYROLL DEDUCTIONS
Law mandates certain payroll withholdings and/or deductions.  These include:

• FICA (Social Security Tax):  The Federal Insurance Contribution Act requires that a
percentage of gross wages be deducted from paychecks each pay period.  In addition,
employer contributions to the fund equal or exceed what the employee contributes each
year.

• Federal Income Tax Withholding:  Federal law requires that a portion of gross wages be
withheld for taxes.  The amount deducted is based upon the amount of earnings and the
number of dependents claimed as deductions.  An annual statement of earnings and taxes
withheld will be provided to each employee by January 31 for the preceding calendar year.

• State Income Tax Withholding:  State laws also require that a portion of gross wages be
withheld for taxes.  Like Federal withholding, the amount deducted is based on earnings
and the number of dependents claimed.



and the number of dependents claimed.
 
GARNISHMENTS
Creditors may take court action to force the employer to withhold funds from employee’s wages
for personal debts, including whatever court costs the creditor incurred.  The agency will withhold
funds from an employee’s pay only where required by law.

 
 
 
 
 
 

HR Process
 

PERFORMANCE EVALUATION/SALARY REVIEW
An employee’s performance evaluation is a means to assist in improving the employee’s job
performance and to help determine if he/she may be eligible for salary increase or job
advancement.  A competency based performance evaluation will be conducted for all employees
during their introductory period and periodically thereafter.  In addition, there shall be an on-going
informal performance review process to ensure continued employee growth and development.
 These evaluations shall be done at a minimum of once each year.  The employee’s supervisor
will complete a performance appraisal.  A copy of the evaluation will be given to the employee and
a copy placed in the employee’s personnel file.
 
DISCIPLINE
The agency reserves the right to disciplinary action which MAY include counseling, oral warning,
written warning, suspension without pay, or termination.
 
Corrective Action:
River Valley believes in a disciplinary system that is intended for constructive development of
employees.  Standards of conduct and consequences of non-performance should be clearly
communicated to all employees.  Progressive Discipline - The corrective action process is
progressive, and includes the following options:
1.  Counseling by the employee’s immediate supervisor - An informal discussion or written

memorandum may be designed to develop the employee’s skills and abilities.
2.  Oral warning - Notifies the employee that performance or behavior must be improved after

informal counseling has failed to produce results.
3.  Written warning - A formal notice to an employee that further disciplinary action will be taken

unless behavior or performance improves.
4.  Suspension - Time off without pay to be used in cases of repeated abuses of company

policies or work rules.  This may also be used during periods of investigation and will be
scheduled at the agency’s earliest                                                                                                  
                                                                            convenience.

5.  Termination/Discharge - Termination of employment is used when the employee has been
given the

    Opportunity to meet performance and/or behavior standards and in management’s evaluation
has failed

    to do so.  Discharge may be used for a first offense when the violation is so severe that no
other response is appropriate.

 
All personnel must realize that the steps in a progressive discipline system serve as general
guidelines and are not mandatory.  There are varying degrees of seriousness, which pertain to
performance, and/or infractions of policies.  There are certain instances where conduct and/or
performance are of such a serious nature that immediate termination, without prior warning or
consultation, may be the justified course of action.
 
NOTE – NOT ALL OF THESE OPTIONS NEED TO BE EXHAUSTED PRIOR TO DISCHARGE
OR SUSPENSION



OR SUSPENSION
 
VOLUNTARY RESIGNATION
Any employee who voluntarily terminates is requested to provide at least fourteen (14) days in
advance written notice to the immediate supervisor. This notice should include the effective date
of termination and reason for resignation.  At the employer’s option, the employee may continue to
work during this fourteen (14) day period unless a satisfactory replacement can be found and
trained sooner.  Should the employer choose to release a non-introductory employee sooner,
wages will be paid to the terminating non-introductory employee through the specified resignation
date, not to exceed two (2) weeks.  Balance of vacation hours earned, per agency policy, will only
be paid to those employees who provide fourteen (14) days advance (14 days before your last
scheduled shift) notice of resignation and have been employed for twelve consecutive months,
and request this in writing within 14 days of final paycheck.
 
TERMINATION
The employment relationship is based on the mutual consent of the employee and the company.
 Accordingly, either the employee or the agency can terminate the employment relationship at will
at any time.  All agency property (keys, documents, supplies, etc.) must be returned to the agency
office at the time of termination and before payment of salary or benefits.  Any outstanding
indebtedness to the company must also be resolved at that time. The agency does not provide
severance pay to employees who terminate employment whether voluntarily or involuntarily.
 
EMPLOYEE ACCESS TO PERSONNEL FILES
An employee who wishes to review the contents of his/her personnel file must complete a written
request and submit it to the agency office to arrange a mutually-convenient time and place for the
employee’s review.  A staff member will remain present with the file during the employee’s review.
 During this review, the employee may request that certain pages be copied for him/her. The
copies will be made at a charge of $0.15 each to the employee. The employee may also bring to
the attention of the agency any matters contained in the file that the employee believes to be
inaccurate.
 
CHANGE IN STATUS
The agency office must be informed, IN WRITING, of any change in address, phone number,
email, direct deposit, and emergency notification.
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

BENEFITS
 

EMPLOYEE STATUS
We have two classifications of employees, which are defined as:

Full-time: those employees who work a minimum of 64 hours per pay period and/or those
who work 32 hours or more weekly.
Part time: those employees are those who work less than 64 hours per pay period.

 
ANNIVERSARY DATE
An employee’s anniversary date is the date on which he/she was initially employed.  This is
usually the day that orientation is completed.  This date is used to establish eligibility for certain
employment benefits.
 
Traditional PCA
Vacation time will accrue at the following rate:

If you work a minimum of:  80hrs/pay period, you will accrue @ 3.07hrs/pay period
If you work a minimum of: 72hrs/pay period, you will accrue @ 2.76hrs/pay period
If you work a minimum of: 64hrs/pay period, you will accrue @ 2.46hrs/pay period
If you work a minimum of: 56hrs/pay period, you will accrue @ 2.15hrs/pay period
If you work a minimum of: 48hrs/pay period, you will accrue @ 1.84hrs/pay period
If you work a minimum of: 40hrs/pay period, you will accrue @ 1.53hrs/pay period

 
PCA CHOICE – mandated by Service Employees International Union, for every 43 hours worked
you will accumulate 1 hour of paid time off.
 
Vacation and sick hours will accrue based on the hours turned in to be paid, whether that is 1
week or 6 weeks.  The total of those turned in will determine hours accrued.  They will not be
broke down by 2 week cycles!
 
Each employee may use one week of vacation during their first year of employment if approved by
their supervisor. If an employee terminates before that year, they are ineligible for any vacation
pay.  Must be employed for 1 year before vacation can be paid.
 



 
All employees are allowed to carry over 40 hours of vacation time from the previous Calendar
year, but are NOT PERMITTED to take this out in pay only!!!
 
VACATION REQUESTS:
1) Fill out “Time Off Request” Form
2) Supervisor must approve
3) Turn in completed form to the office 30 days in advance
 
Sick (PTO) time will accrue at the following rate:

If you work a minimum of:  80hrs/pay period, you will accrue @ 1.53hrs/pay period
If you work a minimum of:  72hrs/pay period, you will accrue @ 1.38hrs/pay period
If you work a minimum of:  64hrs/pay period, you will accrue @ 1.23hrs/pay period
If you work a minimum of:  56hrs/pay period, you will accrue @ 1.07hrs/pay period
If you work a minimum of:  48hrs/pay period, you will accrue @ 0.92hrs/pay period

 
All employees are allowed to carry over 20 hours of Sick (PTO) from the previous calendar year,
but are NOT PERMITTED to take this out in pay only!!!
 
401K
Any employee working 20 hours or more a week is eligible to enroll after one year of employment.
 We will contribute the total amount of your salary deferrals each plan year.  In addition, we will
make a Safe Harbor matching contribution equal to 100% of salary deferrals that do not exceed
4% of your annual compensation.
 
HEALTH INSURANCE
An employee must work an average over thirty (30) hours per week to be eligible for health
insurance benefits. The employee will be eligible for insurance benefits after 90 days employment.
The company will pay 50% of the total monthly premium for Employee Single coverage ONLY
“MEC Choice”, a preventative health insurance, ongoing during your employment with River
Valley, Inc.  Additional family members may be covered by the employee or additional plans are
available at defined provider’s rates to be paid by employee.  Employees who work less than 30
hours per week are not eligible for health insurance.
 
LIFE/DENTAL/VISION INSURANCE
An employee must work an average 30 hours per week to be eligible for life, dental and vision
benefits.  The employee will be eligible for insurance benefits after 90 days of employment.  The
company will pay 50% of Employee ONLY dental, vision and/or life insurance.  Additional family
members may be covered by the employee at defined provider’s rates to be paid by employee.
 Employees who work less than 30 hours per week are not eligible for life/dental/vision insurance.
 
CONTINUING INSURANCE BENEFITS BEYOND EMPLOYMENT (COBRA)
For those employees enrolled in the health insurance program, coverage terminates under our
group policy upon termination.  According to Federal and State of Minnesota law, terminated
employees who wish to continue coverage for a period of up to 18 months, may do so under these
continuation laws.  You must notify us in writing within sixty (60) days of the receipt of insurance
coverage termination notification if you wish to have this continued coverage.
 
The full premium plus a 3% service charge must be submitted to the office by the 25th of the
month prior to the month you would like coverage to begin and by the 25th of every month
thereafter, until you wish to cancel coverage.  If payment is not received by the 25th we will
consider that to be your cancellation of insurance coverage.  River Valley will notify all insurance
participants of any changes in monthly premiums.
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Attendance Expectations
 
ATTENDANCE
Each employee is important to the clients we serve.  While absenteeism has many causes, it
creates additional burdens for other employees and interrupts our continuity of care.
 
The agency has an on-call person scheduled at all times when the office is closed.  An employee
shall contact the on-call person when calling in sick, anticipating arriving late for an assignment, or
with problems or concerns while on duty.  
 
The employee must notify the office prior to the time due to report for work according to the
following schedule:
 

Day shift: 2 hours prior to start of shift



Day shift: 2 hours prior to start of shift
Afternoon shift: 3 hours prior to start of shift
Night shift: 4 hours prior to start of shift

 
(Decision regarding whether an absence is excused or unexcused may be up to the supervisor’s
discretion.)
 
Any notification less than the above will be considered unexcused.  Documentation will be
recorded in the personnel file.  Failure to notify the office may result in disciplinary action.
 
Any absence for a medical condition of the employee will be recorded as only one (1) absence
regardless of the number of consecutive days missed for the same medical reason.  The
employee must notify the office of anticipated time of return to work.  A note from the physician
explaining the reason must be presented after three (3) consecutive days of absence.
 
No call/no show is defined as failure to arrive for work without notifying the agency.  In this
instance the employee may be subject to immediate termination.
 
TARDINESS
All employees are expected to report for their shift on time.  If unable contact the on-call person,
not the family, River Valley will notify the family.  An employee who is not ready to begin working at
their scheduled start time will be considered tardy.  Employees are expected to document on their
time sheets if they are tardy.
 
LEAVES OF ABSENCE
Leaves of absence without pay may be granted for medical, educational, or compelling personal
reasons, as well as to fulfill military obligations.  An employee may apply for a leave of absence
after completion of the introductory period.  Both the immediate supervisor and Administrator must
approve all leaves of absence.  Depending on the type of leave requested additional approvals
may be required.

• Leaves of absence will not be granted for purposes of securing other employment.
• The employee must notify his/her supervisor at least ten (10) working days prior to the start of

the next month of intent to return from the leave.  Hours will not be guaranteed if “Availability
Calendar” is not completed prior to the schedule being completed.

• Upon an employees’ return from a leave of absence, he/she will be reinstated in the previous
job at the same rate of pay, provided the job is available, or a comparable position for which
the employee is qualified, if available. To qualify under this provision, the employee must
have complied with all appropriate guidelines in this policy.

• If he/she does not return from a leave of absence or does not receive an extension of the
leave of absence, he/she will be considered to have resigned.

 
PERSONAL LEAVE OF ABSENCE
Leaves of absence, without pay, for personal reasons may be granted for a period of up to thirty
(30) days, for medical, educational, or compelling personal reasons, as well as to fulfill military
obligations and FMLA.  This may be extended with prior approval. An employee may apply for a
leave of absence after completion of the probationary period. Both the immediate supervisor and
the Administrator must approve a request for a leave of absence, stating the reason for the
request is for personal reasons, in advance.  Request for “foreseeable” leave must be made thirty
(30) days in advance. If an employee is off for more than 30 days/year (with the exception of the
Family Medical leave Act) their employment may be terminated and they will have to reapply for
their position. Depending on the type of leave requested, additional approvals might be required.
 
 
 
DISABILITY LEAVE OF ABSENCE
If an employee expects to request a disability leave of absence, the supervisor must be informed
immediately upon discovery of the employee’s condition with the expected dates the employee will



immediately upon discovery of the employee’s condition with the expected dates the employee will
be unavailable for work.  Prior to returning from any disability leave of absence, the employee
must submit a doctor’s certificate stating his/her ability to perform regular duties.  The employee
will be allowed to return to work when able to perform his/her regular duties.
 
FUNERAL LEAVE
When a death occurs in an employee’s immediate family, all regular Full-time employees may take
up to three (3) days off with pay to attend the funeral or make funeral arrangements. Part-time
employees receive ONE (1) paid day off. The company may require verification of the need for the
leave. Immediate family members are defined as an employee’s spouse, parents, stepparents,
siblings, children, stepchildren, grandparent, father-in-law, mother-in-law, brother-in-law, sister-in-
law, son-in-law, daughter-in-law, or grandchild.
 
JURY DUTY
If you are called for jury duty on days you have been scheduled to work, you will be paid one-half
of your normal rate of pay for those workdays missed, up to two weeks.  You will be required to
submit a statement of attendance signed by a court official before receiving pay.
 
WORK-RELATED ILLNESS/INJURY
Various laws require that the company keep records of all illnesses and accidents that occur
during the workday or on the job, no matter how slight.  If an employee is injured or becomes ill,
the supervisor or person on call should be informed immediately.  Failure to do so may jeopardize
an employee’s ability to collect certain workers compensation and/or health insurance payments in
the future.  Documentation must be made on First Report of Injury forms, which are available in
the office.
 
EXCEPTIONS
Employees absent due to an employer-approved leave of absence, a reported work-related injury,
approved time off, jury duty or funeral leave will be recorded as excused.  Employees prevented
from reporting to work due to emergency weather conditions which affect the entire agency will be
considered to be excused if they telephone the agency and report their inability to report for work.
 Exceptions will be made on individual cases.  The supervisor or on-call person will define
excused absences.
 
EXCHANGES/ALTERATION OF HOURS
All changes in scheduled hours must have prior approval of the immediate supervisor (i.e.:
exchange of hours or working additional hours). All staffing changes must be reported to our
office. If the family asks you to pick up hours, please redirect them to our office. We CANNOT
allow families to increase their own staffing because all of our families are limited in the hours they
are allowed and it’s the agencies responsibility to track of those. Under NO CIRCUMSTANCES
should any employee accept additional hours at the direction of the family.  If this occurs the
employee will be disciplined; continued behavior could result in termination.
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 

Employee Conduct Expectations
 
CONDUCT POLICY
We expect that employees will interact with clients, co-workers, and management in positive,
supportive, and cooperative ways.  We expect employees to always behave in a manner that
enhances the image of the company.  All employees will be held to the same conduct
expectations.
 
The agency is not obligated to impose any specific disciplinary action prior to termination of
employment.  Actions for which immediate dismissal may be warranted include but are not limited
to:

• Stealing or willfully destroying or damaging property.
• Failure to follow instructions.  Disobedience or insubordination to a supervisor.
• Disorderly, immoral or indecent conduct.
• Possession of and/or reporting for duty under the influence of alcohol, drugs, or narcotics.
• Failure to observe safety regulations.
• Possession of dangerous, illegal, or unauthorized materials.  
• Falsifying or making a material omission on an employment application or other agency or

client record.
• Harassment or intimidation (sexual or other) of any person or client during the course of work

assignments or on the premises of the agency.
• Violation of the client’s rights as outlined in the Home Care Bill of Rights or in the Vulnerable

Adults Act.
• Unauthorized use of client or agency property.
• Crossing Professional Boundary Issues see attached “Professional Boundaries”
• Soliciting any service to River Valley clients in which you would be paid by the client

verses the agency.
• Any employee who commits an unlawful act, on or off company premises, or whose

conduct discredits the employer in any way will be subject to discipline, including
termination.

 
PERSONAL APPEARANCE AND CLEANLINESS
Every employee must be conscious of the impossibility of covering, by policy, every conceivable
question on dress and grooming.  Obviously, the personal appearance and cleanliness
responsibilities of a nurse are different than, for example, a receptionist.  For that reason, good
judgment, consistent with acceptable business norms, should serve as a basis for the
measurement of personal appearance and cleanliness.  Extremes of any sort are to be avoided.
ABSOLUTE NO’S: short-shorts, cut offs, lack of under clothing, low cut shirts, and NO thong
exposure at all!!!!.  Any questions should be directed to your supervisor.  Because of our pediatric
and asthmatic population, excessive jewelry and perfumes are cautioned against.
 
SUBSTANCE ABUSE
The following rules represent the company’s policy concerning substance abuse.  They are
effective immediately and will be enforced uniformly with respect to all employees, as indicated.

1. All employees are prohibited from being under the influence of alcohol or illegal drugs during
working hours.

2. The sale, possession, transfer, or purchase of illegal drugs on company property or while
performing company business is strictly prohibited.  Such action will be reported to



performing company business is strictly prohibited.  Such action will be reported to
appropriate law enforcement officials.

3. The use, sale, or possession of an illegal drug or controlled substance while on duty is
cause for termination.

4. No alcoholic beverage will be brought or consumed on company premises except in
connection with company-authorized events.

5. No prescription drug will be brought on company premises by any person other than the one
for whom it is prescribed.  Such drugs will be used only in the manner, combination, and
quantity prescribed.

6. Any employee whose off-duty abuse of alcohol or illegal or prescription drugs results in
excessive absenteeism or tardiness or is the cause of accidents or poor work will be
referred to an employee assistance program for rehabilitation and will face termination if he
or she rejects that program.

7. For purposes of this rule, an alcoholic beverage is any beverage that may be legally sold
and consumed and has an alcoholic content in excess of three percent by volume.

8. “Drug” means any substance other than alcohol capable of altering an individual’s mood,
perception, pain level, or judgment.  A prescribed drug is any substance prescribed for
individual consumption by a licensed medical practitioner.  An illegal drug is any drug or
controlled substance the sale or consumption of which is illegal.

 
EMPLOYEE REPORTING REQUIREMENT FOR LEGAL DRUGS
Any employee who believes, or who has been advised, that their legitimate use of a legal drug
while working could pose a safety problem has the responsibility to report such to their supervisor.
 The supervisor should, in consultation with the D.O.N. or Administrator and appropriate medical
practitioners, assess the risk potential.  If the risk is determined to be unacceptable, attempts at
reasonable job accommodations will be made.
 
CELL PHONE AND LAPTOP USE:
The ONLY time you are allowed to be on your cell phone is for emergencies ONLY!!!! NO
TEXTING IS ALLOWED!!!! If there is an emergency tell your family to contact the office and we
will call you and give you the message. You are TO NEVER be on your laptop, or the client’s
laptop while you are working with your client!!!! This is a huge distraction in performing your cares
at the standard we require.
 
NO SMOKING - SMOKE-FREE WORKPLACE
There is absolutely no smoking in ANY CLIENT’S HOME, even if the client gives you permission.
 We expect your cooperation to refrain from smoking to promote the health and wellness of all
persons.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Equal Employment Opportunity Expectations
 
EQUAL EMPLOYMENT OPPORTUNITY
EEO GENERAL POLICY:
River Valley has been, and is, fully committed to equal employment opportunity both in principle
and as a matter of policy.  Our commitment is to a policy of non-discrimination in all aspects of
employment.
 
Our employment practices and policies require that we provide equal opportunity to all applicants
and employees without regard to race, color, religion, sex, sexual orientation, marital status, status
with regard to public assistance, or Veterans’ employment, or national origin, and in full
accordance with state and national policies pertaining to age.
 
It is the policy of River Valley to treat all applicants and employees fairly and without regard to (1)
any physical or mental handicap (disability) they may have which is unrelated to job qualifications,
or (2) the fact that they are veterans of the Vietnam Era.
 
CONFLICTS OF CONSCIENCE
An employee should discuss with their supervisor those instances when the employee is
requested to perform duties inconsistent with religious or personal convictions.  The agency will
attempt to honor bona fide objections.
 
EMPLOYEE GRIEVANCE POLICY
Employees who feel they have not received fair treatment in regards to the interpretation or



Employees who feel they have not received fair treatment in regards to the interpretation or
application of, or in compliance with, their working agreement, or with respect to any disciplinary
action taken against them, including the reasonableness of any agency rule or regulation under
which the disciplinary action may have been taken may file a grievance.
 

  The grievance system is provided to allow a means for employees to present problems or
complaints about their work to management in an orderly way so as to expedite decisions and
promote good employee relations.
 
Step 1: The complainant should report the grievance to the supervisor in writing.
Step 2:  The supervisor shall review the grievance and confer with the complainant within three (3)

working days after receipt to indicate what action will be taken.  The supervisor shall have
fifteen (15) days after receipt of the complaint to resolve it.

Step 3: If the grievance has not been resolved at that point, the supervisor shall notify the
complainant that the grievance is being forwarded to the Administrator of the agency
who shall have an additional ten (10) days in which to resolve the grievance.
Step 4: If the grievance has not been resolved at that point, the grievance shall be submitted to the
Governing Board.  The Governing Board shall have fifteen (15) days in which to
resolve the Grievance.
 
If the grievance has not been resolved at the above levels, the complainant may contact the:
 
Office for Civil Rights       Minnesota Department of Labor and Industry
U.S. Department of Health and Human Services     443 Lafayette Road North
233 North Michigan Ave, Suite 240     St. Paul, MN 55155-4307
Chicago, IL 60601                                                    1-800-342-5354
Phone:  (800) 368-1019   Phone:  651-284-5005
Fax:  (312) 886-1807   TTY: 651-297-4198
TDD: (800) 537-7697   Email: DLI.Communications@state.mn.us
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Harassment
SEXUAL HARASSMENT
River Valley, Inc. will not tolerate conduct, which harasses, disrupts or interferes with another’s
work or creates an offensive or hostile work environment.  While all forms of harassment are
prohibited, the agency emphasizes that sexual harassment is specifically prohibited.
 
The agency also emphasizes that the victim of the incident defines sexual harassment.  Sexual
harassment is not limited to problems only involving male/female relationships; it may involve
employees of the same gender.  This also includes sexual harassment by clients, client’s families,
vendors, or anyone in contact with employees during work hours.
SPECIAL INSTRUCTIONS:

1. Any employee who believes that he/she has been subject to sexual harassment in the
workplace should report the incident to their supervisor or any management personnel they
feel comfortable with as soon as possible.  This should be done without fear of reprisal.



feel comfortable with as soon as possible.  This should be done without fear of reprisal.
2. The supervisor or other management personnel will be responsible for conducting an

investigation promptly and in an impartial and confidential manner, protecting the
employee’s confidentiality to the fullest extent possible.

3. If an employee is not satisfied with the handling of a complaint or the action taken by the
supervisor, then the employee should follow the steps of the Employee Grievance Policy.

4. Any employee who violates the policy against sexual harassment, or encourages another to
violate the policy, will be subject to appropriate disciplinary action, depending on the
severity and circumstances of violating behavior, up to and including discharge.  

 
The following behavior is considered a violation of this policy:

• Threatening or insinuating that an applicant or employee should submit to
sexual advances or that refusal to submit to sexual advances will adversely
affect employment, including evaluation, wages, promotional opportunities or
assignments.

• Giving favorable treatment in any way to an applicant or employee because
that person has shown a willingness to perform sexual activities.

• Making unwelcome or unwanted sexual advances.  This includes patting,
pinching, brushing up against, hugging, cornering, kissing, fondling or any
other similar physical contact considered unacceptable by another individual.

• Verbally abusing or kidding that is sexually oriented and considered
unacceptable by another individual.  This includes comments about an
individual’s body or appearance (where such comments go beyond a mere
compliment); off-color jokes that are clearly unwanted or considered offensive
by others; or any other tasteless, sexually oriented comments, innuendoes, or
offensive actions

• Displaying sexually suggestive objects or pictures, including nude photographs,
in the workplace.

• Any other sexually oriented conduct that would seriously interfere with
another’s work performance.

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
               EMPLOYEE RIGHTS AND RESPONSIBILITIES

UNDER THE FAMILY AND MEDICAL LEAVE ACT
 

Leave Entitlements
Eligible employees who work for a covered employer can take up to 12 weeks of unpaid, job-
protected leave in a 12-month period for the following reasons:



protected leave in a 12-month period for the following reasons:
• The birth of a child or placement of a child for adoption or foster care;
• To bond with a child (leave must be taken within 1 year of the child’s birth or placement);
• TO care for the employee’s spouse, child, or parent who has a qualifying serious health

condition;
• For the employee’s own qualifying serious health condition that makes the employee unable

to perform the employee’s job;
• For qualifying exigencies related to the foreign deployment of a military member who is the

employee’s spouse, child or parent.
 
An eligible employee who is a covered servicemember’s spouse, child, parent, or next of kin may
also take up to 26 weeks of FMLA leave in a single 12-month period to care for the
servicemember with a serious injury or illness.
 
An employee does not need to use leave in one block.  When it is medically necessary or
otherwise permitted, employees may take leave intermittently or on a reduced schedule.
 Employees must make reasonable efforts to schedule leave for planned medical treatment so as
not to unduly disrupt the employer’s operations.  
 
Employees may choose, or an employer may require, use of accrued paid leave while taking
FMLA leave.  If an employee substitutes accrued paid leave for FMLA leave, the employee must
comply with the employer’s normal paid leave policies.
 
Benefits & Protections
While employees are on FMLA leave, employers must continue health insurance coverage as if
the employees were not on leave.  
 
Upon return from FMLA leave, most employees must be restored to the same job or one nearly
identical to it with equivalent pay, benefits, and other employment terms and conditions.  
 
An employer may not interfere with an individual’s FMLA rights or retaliate against someone for
using or trying to use FMLA leave, opposing any practice made unlawful by the FMLA, or being
involved in any proceeding under or related to the FMLA.
 
Eligibility Requirements
An employee who works for a covered employer must meet three criteria in order to be eligible for
FMLA leave.  The employee must:

• Have worked for the employer for at least 12 months;
• Have at least 1,250 hours of service in the 12 months before taking leave;* and
• Work at a location where the employer has at least 50 employees within 75 miles of the

employee’s worksite.
 
*Special “hours of service” requirements apply to airline flight crew employees.
 
Definition of Serious Health Condition
A serious health condition is an illness, injury, impairment, or physical or mental condition that
involves either an overnight stay in a medical care facility, or continuing treatment by a health care
provider for a condition that either prevents the employee from performing the functions of the
employee’s job, or prevents the qualified family member from participating in school or other daily
activities.
 
Subject to certain conditions, the continuing treatment requirement may be met by a period of
incapacity of more than 3 consecutive calendar days combined with at least two visits to a health
care provider or one visit and a regimen of continuing treatment, or incapacity due to pregnancy,
or incapacity due to a chronic condition.  Other conditions may meet the definition of continuing
treatment.



 
Requesting Leave
Generally, employees must give 30-days’ advance notice of the need for FMLA leave.  If it is not
possible to give 30-days’ notice, an employee must notify the employer as soon as possible and,
generally, follow the employer’s usual procedures.
 
Employees do not have to share a medical diagnosis, but must provide enough information to the
employer so it can determine if the leave qualifies for FMLA protection.  Sufficient information
could include informing an employer that the employee is or will be unable to perform his or her
job functions, that a family member cannot perform daily activities, or that hospitalization or
continuing medical treatment is necessary.  Employees must inform the employer if the need for
leave is for a reason for which FMLA leave was previously taken or certified.
 
Employers can require a certification or periodic recertification supporting the need for leave.  If
the employer determines that the certification is incomplete, it must provide a written notice
indicating what additional information is required.  
 
Employer Responsibilities
Once an employer becomes aware that an employee’s need for leave is for a reason that may
qualify under the FMLA, the employer must notify the employee if he or she is eligible for FMLA
leave and, if eligible, must also provide a notice of rights and responsibilities under the FMLA.  If
the employee is not eligible, the employer must provide a reason for the ineligibility.
 
Employers must notify its employees if leave will be designated as FMLA leave, and if so, how
much leave will be designated as FMLA leave.
 
Enforcement
Employees may file a compliance with the U.S. Department of Labor, Wage and Hour Division, or
may bring a private lawsuit against an employer.
 
The FMLA does not affect any federal or state law prohibiting discrimination or supersede any
state or local law or collective bargaining agreement that provides greater family or medical leave
rights.  

 

 
For additional information:

1-866-4US-WAGE (1-866-487-9243) TTY: 1-877-889-5627
WWW.WAGEHOUR.DOL.GOV

U.S. Department of Labor Wage and Hour Division
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HOME CARE BILL OF RIGHTS
PER MINNESOTA STATUTES, SECTION 144A.44. EXCEPT LANGUAGE IN BOLD

PRINT WHICH REPRESENTS ADDITIONAL CONSUMER RIGHTS UNDER
FEDERAL LAW. 

 
TO BE USED BY ALL LICENSED ONLY HOME CARE PROVIDERS.

 
STATEMENT OF RIGHTS:- A person who receives home care services has these rights:
 

1. The right to receive written information about rights before receiving services,
including what to do if rights are violated;

2. The right to receive care and services according to a suitable and up-to-date plan, and
subject to accepted health care, medical or nursing standards, to take an active part in
developing, modifying, and evaluating the plan and services. The provider must advise
the recipient in advance of the right to participate in planning the care or treatment;

3. The right to be told before receiving services the type and disciplines of staff who will
be providing the services, the frequency of visits proposed to be furnished, other choices
that are available for addressing home care needs, and the potential consequences of
refusing these services;

4. The right to be told in advance of any recommended changes by the provider in the
service plan and to take an active part in any decisions about changes to the service plan;
and the planning before any change is made;

5. The right to refuse services or treatment;
6. The right to know, before receiving services or during the initial visit, any limits to the

services available from a home care provider;
7. The right to be told, and to be advised, both orally and in writing, before services are

initiated what the provider charges for the services; to what extent payment may be
expected from health insurance, public programs, or other sources, if known; and what
charges the client may be responsible for paying. The provider must advise the
recipient of home care services, both orally and in writing, of any changes in such
coverage and the recipient’s liability for charges as soon as possible, but no later
than 30 calendar days after the provider becomes aware of the change;

8. The right to know that there may be other services available in the community, including
other home care services and providers, and to know where to find information about
these services;

9. The right to choose freely among available providers and to change providers after services have
begun, within the limits of health insurance, long-term care insurance, medical assistance, or other
health programs;

10. The right to have personal, financial, and medical information kept private, and to be
advised of the provider's policies and procedures regarding disclosure of such information;

 
 

11. The right to access the client's own records and written information from those records in



11. The right to access the client's own records and written information from those records in
accordance with sections 144.291 to 144.298;

12. The right to be served by people who are properly trained and competent to perform
their duties;

13. The right to be treated with courtesy and respect, and to have the client's property treated
with respect;

14. The right to be free from physical and verbal abuse, neglect, financial exploitation, and all
forms of maltreatment covered under the Vulnerable Adults Act and the Maltreatment of
Minors Act;

15. The right to reasonable, advance notice of changes in services or charges;
16. The right to know the provider's reason for termination of services;
17. The right to at least ten days' advance notice of the termination of a service by a provider,

except in cases where:
(i) The client engages in conduct that significantly alters the terms of the service plan with the

home care provider;
(ii) The client, person who lives with the client, or others create an abusive or unsafe work

environment for the person providing home care services; or
(iii) An emergency or a significant change in the client's condition has resulted in service

needs that exceed the current service plan and that cannot be safely met by the home
care provider;

18. The right to a coordinated transfer when there will be a change in the provider of
services.

19. The right to complain about services that are provided, or fail to be provided, and the lack
of courtesy or respect to the client or the client's property;

20. The right to know how to contact an individual associated with the home care provider
who is responsible for handling problems and to have the home care provider investigate
and attempt to resolve the grievance or complaint. The provider shall document in
writing all complaints, as well as document, in writing, any resolution of the
complaint against anyone furnishing services on behalf of the provider;

21. The right to know the name and address of the state or county agency to contact for
additional information or assistance; and  

22. The right to assert these rights personally, or have them asserted by the client's
representative or by anyone on behalf of the client, without retaliation.

 
A provider must protect and promote these rights.

AS YOUR HOME CARE PROVIDER, WE STRIVE TO PROVIDE QUALITY SERVICES.
 IF YOU NEED ASSISTANCE, HAVE QUESTIONS, OR A COMPLAINT, PLEASE
CONTACT US AT:

 
River Valley PCA Services

CONTACT:  Rachelle Pariseau RN / Clinical Manager
916 Eighth Street

Farmington, MN 55024
(P) 651-460- 4201 (F)651-460-4208

Email: rpariseau@rvhci.com
 
IF YOU HAVE A COMPLAINT ABOUT THE PROVIDER OR PERSON PROVIDING YOUR
HOME CARE SERVICES, YOU MAY CALL, WRITE, OR VISIT THE OFFICE OF HEALTH
FACILITY COMPLAINTS, MINNESOTA DEPARTMENT OF HEALTH. YOU MAY ALSO
CONTACT THE OFFICE OF OMBUDSMAN FOR LONG-TERM CARE OR THE OFFICE OF
OMBUDSMAN FOR MENTAL HEALTH AND DEVELOPMENTAL DISABILITIES.
 
Office of Health Facility Complaints
Phone: (651) 201-4201 or 1-800- 369-7994
Fax: (651) 281-9796
Website: http://www.health.state.mn.us/divs/fpc/ohfcinfo/contohfc.htm



Website: http://www.health.state.mn.us/divs/fpc/ohfcinfo/contohfc.htm
Email: health.ohfc-complaints@state.mn.us
Mailing Address:
Minnesota Department of Health
Office of Health Facility Complaints
85 East Seventh Place, Suite 300
P.O. Box 64970
St. Paul, Minnesota 55164-0970
 
Ombudsman for Long-Term Care 
Phone: (651) 431-2555 or 1-800-657-3591 
Fax: (651) 431-7452 
Website: http://tinyurl.com/Ombudsman-LTC 
Email: mba.ooltc@state.mn.us  
Mailing Address: 
Home Care Ombudsman 
Ombudsman for Long-Term Care 
PO Box 64971 
St. Paul, MN 55164-0971 
 
Ombudsman for Mental Health
and Developmental Disabilities
Phone: 651-757-1800 or 1-800-657-3506
Fax: 651-797-1950 or 651-296-1021
Website: http://mn.gov/omhdd/
Email: ombudsman.mhdd@state.mn.us
Mailing Address:
121 7th Place East 
Suite 420 Metro Square Building
St. Paul, Minnesota 55101-2117
 
 
 
 
 
 
 
 
 

                                                                                                              
 

ACKNOWLEDGMENT / ADDENDUM
 
I have read and understand the documents contained in the Revised December 31, 2017 River
Valley Homecare Employee Handbook.
 
I have received a copy of the Home Care Bill of Rights and have been fully informed of these
rights.
 
I have read and understand the agency’s policies with regard to Equal Employment and
Affirmative Action.
 
I agree to comply with all policies outlined in the Handbook as well as the other agency policies
and procedures reviewed during my orientation.
 
I understand that this Handbook does not in any way constitute and shall not be construed as a



I understand that this Handbook does not in any way constitute and shall not be construed as a
contract of employment between the agency and myself or a promise of continued employment.
 All employment is at will.
 
I understand that the agency reserves the right to establish, amend or abolish policies at any time
as the needs of the agency may require.

 
 

READ THE ABOVE STATEMENTS BEFORE SIGNING
 

This acknowledgment is to be signed immediately and will be kept in your personnel file.
 
I understand that my employment is not for a specified or definite term, and that I may be
discharged, or I may resign, at any time, for any reason, with or without good cause and with or
without prior notice.  I further understand that this “employee guide” will change from time to time
and amendments will be sent to me in a timely fashion.
 
 
 
 
Employee
Name:________________________________________________________________________
_____

(Please print)

 
Employee Signature:________________________________________________
Date______________________
 
 
 
 
 

 
PLEASE READ NEW / REVISED RIVER VALLY PCA EMPLOYEE HANDBOOK

 
SIGN & DATE THIS PAGE

 
RETURN SIGNED & DATED PAGE TO KAREN LEE
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