
PACE North 
Employee Handbook  

Table of Contents 
 
PAGE #  INFORMATION 
1   Welcome to PACE North 
2   Introduction 
 
3   Section I – Employment 
 
3   Equal Employment Opportunity  
3   Disability Accommodation 
3   Religious Accommodations 
4   Nursing Mothers 
4   Immigration Law Compliance 
4   Responsibilities on the Job 
4   Contractual Employees 
5   Introductory Period 
5   Employment Status 
6   Employment Records 
6   Scheduling 
7   Job Postings / Transfer Procedure  
7   Performance Evaluations 
8   Relationships in the Workplace 
8   Personal Visitors 
8   Driving Record Verification 
9   Criminal Background Checks 
9   Physical Examination / Drug Screen 
10   Conflict of Interest 
10   Gratuities and Gifts 
10   Dress Code 
10   Solicitation 
11   Purchases 
11   Employer Property 
11   Workplace Violence 
11   Disciplinary Action 
13   Problem Resolution 
14   Confidentiality 
14   Social Security Privacy 
15   Detection and Prevention of Fraud, Waste and Abuse 
15   Participant Rights 
15   Harassment Free Environment 
17   Protection against Retaliation 
17   Health and Safety 
17   Smoke and Tobacco Free Workplace 
18   Drug and Alcohol Screening 
18   Incident / Accident Reporting 
18   Tuberculosis Testing 
19   Infection Control 
 



 
19   Emergency Preparedness 
19   Equipment Maintenance and Repair 
19   Employee Entrance / Parking 
19   Employees as Volunteers 
19   Communication Equipment 
20   Communications 
21   Social Networking 
21   Personal Involvement 
21   Quality Improvement & Continuing Education 
22   Licensure/Certification 
22   Corporate Compliance 
 
22   Section II – Payment of Wages 
 
22   Pay periods 
22   Paychecks 
22   Wages 
23   Punch In/Out Requirements 
23   Overtime  
23   Holiday Pay 
24   Meal Periods / Rest Breaks 
25   Severe Weather 
25   Travel Reimbursement 
 
25   Section III – Employee Benefits 
 
25   Paid Time Off (PTO)  
27   Personal Days / Vacations 
27   FMLA / Leave of Absence 
28   Return from Leave 
28   Military Leave 
29   Funeral Leave 
29   Jury Duty 
29   Retirement Savings Program 
29   Health Insurance 
29   Flexible Spending Program 
30   Longevity Bonus 
30   Employee Assistance Program 
30   Lockers 
31   Employee Breakroom 
 
31   Section IV – Resignation 
 
31   Notice  
31   Paid Time Off (PTO) Requirement 
31   Return of Employer Property 
31   Exit Interview 
32   Visiting the Center 
 
4/1/2021 

 


