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What Sweet Is All About: Our Mission, Vision, and Values 
 
Sweet was founded in 2005 based on compassion and the love of doing good for 
others. Over the years, the company has grown, but the company’s mission, vision, and 
values remain the same.  We want to start off this manual by going over these. 
 
Our mission at Sweet is to support people with disabilities to achieve their goals, 
live how they want to live, go where they want to go, do what they want to do, and 
be who they want to be.  Our job at Sweet is never to tell someone what to do or how 
to live his or her life.  Just because a person has a disability, it does not mean that they 
do not have control over their life. Sweet’s role is to listen to people with disabilities and 
their loved ones and create services that assist folks with disabilities to live how they 
choose. Sweet understands that what works for one person may not work for another.  
Everyone is different.  That’s why we treat everyone as an individual and not a group.   
 
Sweet’s vision is to demolish all barriers, celebrate individuality, and spark 
creativity that ignites change. We believe that having a disability is not the barrier that 
stops people with disabilities from living their lives how they want. Instead, we believe 
that the world around us is the barrier and needs to change. How does Sweet believe 
that we can demolish barriers? That can be a hard question to answer because every 
person faces different barriers. There is one thing that Sweet knows for sure that can 
demolish things that are in the way for people with disabilities. That is to find every way 
possible for people with disabilities to be included in the community.  
 
Here at Sweet we also believe that disabilities and the things that make us unique are 
something to be proud of. Having a disability is not something to hide or be ashamed of. 
We believe that we should all celebrate our differences and not just try to be like 
everyone else!  
 
The last part of our vision statement is to spark creativity that ignites change. We want 
everyone at Sweet to be as creative as possible and we encourage everyone’s creative 
interests. This doesn’t mean only the people that we serve, but our employees as well. 
When people think of creativity, they think of things like painting, music, or writing 
stories, but there is more to being creative than making art. People can be creative in 
everything that they do in their lives and even use creativity to solve problems. We want 
people to use their creativity to ignite or start change not only in the world around them, 
but also in themselves.  
 
Sweet’s values to support our mission and vision are: 

• Inclusion is a right, not an aspiration. 
• Support, empower, and engage: lead only when necessary. 
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• One person can make a difference, everyone should try.  
 
Inclusion is a right, not an aspiration. 
Inclusion is a word that simply means that everyone is included as part of this world in 
every activity whether someone has a disability or not. In other words, inclusion means 
that there are not separate classrooms or jobs for people with disabilities. When 
inclusion is practiced, everyone goes to the same class in school, everyone lives in the 
same neighborhood, and everyone works at the same types of jobs. There are not 
“special” classes, “special” homes, or “special” jobs for people with disabilities that are 
separate from people without disabilities. At Sweet, we believe that inclusion is 
everyone’s right. Rights are not things that are optional; every person has them. Sweet 
believes that it does not matter what a person’s disability is. Every person should be 
included in any activity that he or she wants to be included in!  
 
Support, empower, and engage: lead only when necessary. 
All people need guidance and support sometimes to make decisions. However, 
sometimes when a person has a disability, a person or company treats the person with 
a disability as if they cannot make any decisions at all and makes that person’s 
decisions for them. We here at Sweet do not feel this way. This means that we believe 
that our job is to offer our clients everything that they need to lead their own lives. In 
order to do this, we feel that we need to actively give our clients the support they need 
to make their own decisions and to give them the tools they need to fight for their rights 
and freedoms.  
 
One person can make a difference, everyone should try.  
This means that we believe that every single person regardless of their abilities or 
disabilities can make a positive impact on other people in this world. If you do 
something nice to make the world a better place, no matter how small you think it might 
be, it can change a person’s life. Everyone has the ability to make a difference in this 
world and we think everyone should do their best to do so.  
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1.01 Review of Personnel Policies and Personnel Committee  
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Sweet Behavior’s personnel committee will regularly review all personnel policies and 
procedures and revise them as needed.  This review will happen in the first quarter of every 
calendar year when the personnel committee convenes for their annual meeting.  If a policy or 
procedure needs to be revised outside of this annual meeting, then the policy or procedure 
will be sent to all committee members individually for their approval prior to the policy or 
procedure going into effect.   
 
The personnel committee shall be comprised of the directors of all programs, two employees 
that are not in management, the president, and the chief operations officer.  In order for a 
policy or procedure to go into effect, two-thirds (2/3) of the personnel committee must be in 
agreement.  The president of Sweet Behavior has the authority, though, to override any 
decisions that affect company expenses, including decisions that involve wage increases or 
decreases or adding on of employee benefits that incur cost.  
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1.02 Nature of Employment 
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Policies and procedures set forth in this manual are not intended to create a contract nor are 
they to be construed to constitute contractual obligations of any kind or a contract of 
employment between Sweet Behavior, LLC and any of its employees. The provisions of this 
manual have been developed at the discretion of management and, except for its policy of 
employment at will, may be amended or cancelled at any time at Sweet Behavior, LLC’s sole 
discretion.  

 
Employment with Sweet Behavior, LLC is voluntarily entered into.  Employees are free to 
resign at will any time, with or without cause.  Similarly, Sweet Behavior, LLC may terminate 
the employment relationship at will any time, with or without notice or cause, so long as there 
is no violation of federal or state law.  Any contracted employment must be in writing.   

 
These provisions supersede all existing policies and practices and may not be amended or 
added to without the express written approval of the personnel committee and/or the 
president of Sweet Behavior, LLC.  

  



 

 6 

1.03 Employee Relations 
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Sweet Behavior, LLC believes that the work conditions, wages, and benefits it offers to its 
employees are more than competitive with those offered by other employers in this area and 
in this industry. If employees have concerns about work conditions, they are strongly urged to 
voice these concerns openly and directly to the director of their program.  Also, anytime an 
employee feels that Sweet Behavior can be doing something in a more effective manner to 
bring greater good to our clients and the community, they are encouraged to share this in a 
constructive manner with any of Sweet Behavior, LLC’s management.   
 
Experience shows that when employees deal openly and directly with each other that the 
work environment can be enhanced, communications can be clear, and the overall 
atmosphere of the company be a positive one.  Sweet Behavior, LLC wants employees to be 
creative and bring their creative energy and passion to our clients.  Anytime an employee has 
a creative idea that they would like for Sweet Behavior to explore, they are encouraged to 
bring it to their director or any other management staff.   Sweet Behavior genuinely feels that 
the only way for services for our clients to improve is to have the input and creativity of its 
employees.  
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1.04 Equal Employment Opportunity 
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
In order to provide equal employment and advancement opportunities (promotions) to all 
individuals, employment decisions at Sweet Behavior, LLC will be based on merit, 
qualifications, and abilities. Sweet Behavior, LLC does not discriminate in employment 
opportunities or practices on the basis of race, color, religion, sex, national origin, age, 
disability, veteran status, or any other characteristic protected by law. 
 
Sweet Behavior, LLC will make reasonable accommodations for qualified individuals with 
known disabilities unless doing so would result in an undue hardship as set forth in section 
1.08 of this manual. This policy governs all aspects of employment, including selection, job 
assignment, compensation, discipline, termination, corrective action, transfer/promotion, 
access to employee benefit plan policies, and training opportunities.  
 
It is also Sweet Behavior, LLC’s policy to provide equal employment opportunities to all 
employees with respect to hiring, compensation, promotion, benefits, and all other terms and 
conditions of employment.  All employees and applicants for employment shall be considered 
in a manner consistent with the Fair Labor Standards Act, the Civil Rights Act of 1964 and 
1991 as amended, the Rehabilitation Act of 1973, the Americans with Disabilities Act of 1990, 
Indiana anti-discriminatory law, and other such acts controlling the employment 
relationship.  Sweet Behavior, LLC will not tolerate any form of discrimination in hiring or 
employment. 

 
Employees with questions or concerns about any type of discrimination in the workplace are 
encouraged to bring these issues to the attention of their director, chief operations officer, or 
president. Employees can raise concerns and make reports without fear of reprisal. Anyone 
found to be engaging in any type of discrimination will be subject to disciplinary action, up to 
and including termination of employment. 
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1.05 Business Ethics and Conduct 
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
The successful business operation and reputation of Sweet Behavior, LLC is built upon the 
principles of fair dealing and ethical conduct of our employees. Our reputation for integrity and 
excellence requires careful observance of the spirit and letter of all applicable laws and 
regulations, as well as a scrupulous regard for the highest standards of conduct and personal 
integrity. 
 
The success of Sweet Behavior, LLC has always been dependent upon the clients’ and their 
loved ones’ trust.  Sweet Behavior, LLC has taken many years to build this trust and is 
dedicated to its preservation. All employees of Sweet Behavior, LLC must always be 
respectful, even in disagreement, of Sweet Behavior’s clients and their loved ones.  To do 
this, employees will never disparage others, spread untruths, or act in any other way that 
would merit the continued trust and confidence of our clients and the public.   
 
It is important to remember that employees represent an image of Sweet Behavior, LLC 
through their interactions with others internally, as well as externally.  Therefore, it is Sweet 
Behavior, LLC’s belief  that respectful behavior towards each other is the only kind of tolerable 
behavior.  We understand that not everyone will agree at all times and we encourage healthy, 
constructive debate.  However, when disagreements do occur, they must always be respectful 
ones free of insults or other forms of disparagement.   

 
All Sweet Behavior, LLC communications will be courteous, regardless of the location, 
circumstance or the individuals involved in the communication. This includes phone calls, 
letters, e-mails, memos, social media messaging, and in-person conversations. All information 
will be delivered in an appropriate manner regardless if that information contains good or bad 
news. It is also critical that employees be careful not to be offensive with their language or 
their actions, this includes vulgarity, profanity, or any remark or action that individuals interpret 
as distasteful or insulting.  If an employee is unsure if a remark will be considered offensive, 
the best rule of thumb is to simply not make it.   
 
Sweet Behavior, LLC will comply with all applicable laws and regulations and expects its 
directors, management, and employees to conduct business in accordance with the letter, 
spirit, and intent of all relevant laws and to refrain from any illegal, dishonest, or unethical 
conduct. 
 
In general, the use of good judgment, based on high ethical principles, will guide you with 
respect to lines of acceptable conduct. If a situation arises where it is difficult to determine the 
proper course of action, the matter should be discussed openly with your director or 
supervisor for advice and consultation. 
 



 

 9 

For additional guidelines on ethics, please refer to the Code of Ethics in the next section of 
this manual.  
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1.06 Code of Ethics and Direct Support Ethical Code of Care 
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Sweet Behavior, LLC’s employees and contractors are expected to abide by the following 
code of ethics outlined by 460 IAC 6-32-2 at all times.  This code ensures that all of our clients 
are treated with the respect and dignity that they deserve and that Sweet Behavior maintains 
the highest standard of ethical business practices.   
 
1. Sweet Behavior, LLC will provide all services with objectivity and respect to the unique 

values of the client.  Employees will not always agree with the choices that our clients 
make, but will respect them and remain nonjudgmental at all times.  It is not an employee’s 
role to make a client take a course of action that they feel is the best one for the client.  
However, it is an employee’s role to present all of the options and outcomes to ensure that 
the client can make the decision that they feel is the right one based on their values. If a 
choice that a client makes is a dangerous or unhealthy one, then this needs to clearly be 
pointed out to them with care, genuine concern, and without patronization.   

2. No employee will ever show any discrimination towards a client or any others based on 
one’s race, religion, gender, socioeconomic status, age, disability, or sexuality.   

3. Employees of Sweet Behavior, LLC will always provide sufficient objective information in 
order for a client or their legal representatives to make an informed decision.  Again, our 
role is not to make a client or their family make a choice that the employee thinks is the 
right one, but rather to present them with all of the options and outcomes to ensure that 
the client or their legal representative can make the decision they believe is the most 
beneficial one.  Employees will never press a client or their loved ones to adopt beliefs or 
behaviors which reflect the employee’s value system rather than their own.  

4. Sweet Behavior, LLC will always accurately present professional qualifications of all of 
their employees or agents.  

5. Sweet Behavior, LLC requires all employees to assume responsibility and accountability 
for personal competence in the practice of the person’s profession and in the provision of 
all the services that Sweet Behavior, LLC provides.  Sweet Behavior, LLC prides itself on 
the staff choices that it makes and expects all employees to be accountable for their 
actions and perform to the very best of their abilities at all times.  

6. Sweet Behavior, LLC requires for all employees and agents to maintain the knowledge 
and skills required for continued professional competence, including maintaining all 
requirements to keep one’s professional licensure or accreditation when applicable.  
Sweet Behavior, LLC strongly urges all employees to keep up with the current literature in 
disability rights, cognitive disability studies, and medical issues that affect our clients.  

7. Sweet Behavior, LLC’s professional, licensed, or accredited employees must adhere to 
acceptable standards for the employee or agent’s area of professional practice.   

8. Sweet Behavior, LLC requires all employees or agents to comply with all laws and 
regulations governing a licensed or accredited person’s profession. 
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9. Sweet Behavior, LLC requires all employees to maintain the confidentiality of individual 
information under HIPAA standards.  It is important to remember that even though all 
employees are employed at Sweet Behavior, this does not mean that all employees are 
privy to every piece of information regarding all clients.  Employees only need to know 
information about an individual if they are working with that particular person.    

10. Sweet Behavior, LLC requires all employees to conduct all business with honesty, 
integrity, and fairness.  

11. Sweet Behavior, LLC requires all employees to fulfill professional commitments in good 
faith. Good faith means that all motives made by Sweet Behavior, LLC are made without 
malice or the desire to deceive others.  

12. Sweet Behavior, LLC employees will inform the public and colleagues of services by use 
of factual information.  

13. Sweet Behavior, LLC will never advertise or market our services in a misleading manner. 
14. No employees of Sweet Behavior, LLC will ever engage in uninvited solicitation of 

potential clients that are vulnerable to undue influence, manipulation, or coercion.  We 
believe that our reputation and quality of services alone are more than enough to attract 
clients.   

15. Sweet Behavior, LLC will never employ bias of any kind in a professional evaluation.   
16. Sweet Behavior, LLC will notify the appropriate party of any unprofessional conduct that 

may jeopardize an individual’s safety or influence the individual or individual’s legal 
representative in any decision making process.  Appropriate parties may include: the 
Indiana Division of Disability and Rehabilitative Services (DDRS), the Indiana state 
department of health (ISDH), a licensing authority, an accrediting agency, an employer, or 
the office of the attorney general-consumer protection division.   

17. Sweet Behavior, LLC’s employees will never give any gifts to employees of the state of 
Indiana, special state of Indiana appointees, the spouse or un-emancipated child of a state 
of Indiana employee, the spouse or un-emancipated child of a state of Indiana appointee, 
an individual potentially receiving services from Sweet Behavior, and any guardian or 
family member of an individual that potentially may choose Sweet Behavior as a provider.  

18. Sweet Behavior, LLC’s employees will never engage in any activity that could be 
construed as exploitation of clients or their loved ones for personal gain, be it sexual 
financial, or social. 

19. Sweet Behavior, LLC’s employees will never use their influence with a client or their loved 
ones in a coercive manner.  They never will promote dependence on them, but rather will 
help clients and their loved ones to empower themselves. 

20. Sweet Behavior, LLC’s employees will respect the rights and views of their colleagues and 
coworkers and treat them in good faith. 

21. Sweet Behavior, LLC’s employees will do no harm to any client or their loved ones 
physically, psychologically, or verbally nor will they tolerate any others to do so to a client 
or their loved ones.  

22. Sweet Behavior, LLC employees will not use gift giving to an individual and/or their 
guardian, family members, or advocates as a means to entice them to stay with the 
company in a manipulative manner.  If a gift is over $25, the employee must divulge to 
their supervisor the intent to give such a gift and have approval to do so.  There may be 
times in which Sweet Behavior, LLC will present a client with an item of necessity. This is 
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not to be considered an act of gift giving, but a responsibility that Sweet Behavior feels it 
owes to all its clients and families.  

23. Sweet Behavior, LLC’s employees will remain aware of their own professional skills and 
limitations.  They will never attempt to counsel or advise a client or their loved ones on 
matters not within their own area of expertise.  If an employee does not have expertise in 
an area, then they will refer them to other programs, individuals, or entities that can assist.   

24. Sweet Behavior, LLC will never allow for nepotism during conducting, reviewing, or other 
managerial activity of an investigation into an allegation of abuse or neglect, by prohibiting 
friends, and relatives of an alleged perpetrator from engaging in these managerial 
activities.  

 
In addition to the above code of ethics, all employees who provide direct care to clients must 
follow Sweet Behavior, LLC’s Ethical Code of Care. Our Ethical Code of Care is based on the 
code of care developed by the American Nurses Association (ANA).  
 
Direct Support Ethical Code of Care 
 
1. The Sweet Behavior staff member in all professional relationships practices with 

compassion and respect for the inherent dignity, worth, and uniqueness of every client 
unrestricted by considerations of social or economic status, personal attributes, or the 
nature of disability.  

2. The Sweet Behavior staff member’s primary commitment is to the client. 
3. The Sweet Behavior staff member promotes, advocates for, and strives to protect the 

health, safety, and rights of the client. 
4. The Sweet Behavior staff member is responsible and accountable for their individual 

practice of care. If something is out of the scope of training or practice, the staff member 
will not attempt the task and seek someone who can. 

5. The Sweet Behavior staff member owes the same duties to self as to others, including the 
responsibility to preserve integrity and safety, to maintain competence, and to continue 
personal and professional growth. 

6. The Sweet Behavior staff member participates in establishing, maintaining, and improving 
the environments and lives of those with developmental disabilities, always striving for the 
greatest amount of independence possible. 

7. The Sweet Behavior staff member participates in the advancement of his or her profession 
through contributions to practice, education, administration, and knowledge development.   

8. The Sweet Behavior staff member collaborates with others in the field of developmental 
disability and the public in advancing community, national, and international efforts to 
promote inclusion and encourage independence of those with developmental disabilities. 
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1.07 Whistleblower Policy 
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  

 
Sweet Behavior, LLC is committed to the highest ethical and professional standards of 
conduct. To ensure this commitment, Sweet Behavior, LLC is depends on every employee to 
transact agency business in compliance with all laws, regulations, and agency policies related 
to their positions and areas of responsibility, as well as on their behavior, honesty, integrity, 
and good judgment.  Sweet Behavior, LLC relies on its employees to identify and report 
suspected improper activities, including but not limited to abuse, neglect, exploitation, and 
mistreatment of any client.  Knowledge of any conduct that is believed to be in violation of any 
Federal or Indiana law, regulation, policy, or procedure and/or violation of any Division of 
Disability and Rehabilitation Services (DDRS) should be reported following Sweet Behavior’s 
complaint procedure for proper investigation.  See item 7.10 for details.   
 
Sweet Behavior takes pride in its client-driven services and takes all complaints seriously, as 
demonstrated by the in-depth complaint procedure.  However, a staff member may bypass 
the complaint procedure if the situation is an emergency, a client is in danger, the staff 
member reasonably fears physical harm, or the employee is certain, with a reasonable basis 
for that certainty, that the president, chief operations officer, or any director knows of a 
violation and Sweet Behavior has had a reasonable opportunity to correct the policy or 
practice. If any of these circumstances exists, then the staff member should immediately 
contact the entity that he or she feels is most appropriate.  Possible entities to contact include 
the local Bureau of Developmental Disabilities Office, adult protective/child protective 
services, or the Bureau of Quality Improvement Services (BQIS).  BQIS complaint number is 
(866) 296-8322.  One can also file a complaint online at 
https://in.quality.uadvocare.com/public/file-complaint/ 
 
Anyone who, in good faith, reports or refuses to participate in a suspected or actual violation 
of state or federal law, regulation, agency policy or procedure, or ethical or professional 
standards, will be protected from retaliation as a result of such reporting regardless of whether 
or not, after investigation, a violation is found to have occurred. No employee shall discharge, 
demote, suspend, threaten, harass, or discriminate against the whistleblower for reporting 
what the whistleblower sincerely believes to be a serious actual or suspected violation or 
unethical act. This whistleblower protection extends to individuals who provide information in 
relation to an investigation of a report by a whistleblower. Insofar as possible, the 
confidentiality of the whistleblower will be maintained. Any act of retaliation shall be treated by 
Sweet Behavior, LLC as a serious violation of policy that will result in disciplinary action up to 
and including termination. 
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1.08 Conflicts of Interest 
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Employees have an obligation to conduct business within guidelines that prohibit actual or 
potential conflicts of interest. 460 IAC 6-3-15.2 defines conflict of interest as any situation in 
which an agent, employee, or officer of a provider, or a family member of any of these 
individuals has a private financial interest (such as affiliation through employment or contract) 
with an organization that does business with Sweet Behavior, LLC.   
 
Sweet Behavior, LLC also recognizes that there is another type of conflict of interest besides 
a financial one: conflict of loyalty.  A conflict of loyalty can be defined as when there is any 
situation in which an employee’s personal interests or loyalties could (or could be seen to) 
prevent them from making a decision in the best interest of a client or Sweet Behavior, LLC.  
In other words, conflicts of loyalty can happen when an employee’s personal interests create 
biases or favoritisms that may influence their professional actions or decision-making, 
including but not limited to exerting influence over a client’s decision-making.     

 
All employees will be asked to sign a conflict of interest form upon employment and anytime 
thereafter where a situation arises that is, or has the potential to be, considered a conflict of 
interest.  All family relationships must be divulged on this form, as they are cause of a 
possible conflict of interest.  
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1.09 Nondisclosure of Confidential Information 
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
The protection of confidential business information is vital to the interest and the success of 
Sweet Behavior, LLC Such confidential information includes, but is not limited to, the following 
examples: 
 

• Client files or client history 
• Salary information 
• Customer lists 
• Financial information 

 
All employees will be required to sign a non-disclosure of confidential information agreement 
as a condition of employment.  In addition, employees who improperly use or disclose 
confidential business or client information will be subject to disciplinary action, up to and 
including termination of employment, even if they do not actually benefit from the disclosed 
information. 
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1.10 Disability Accommodation  
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Sweet Behavior, LLC is committed to not discriminating against any qualified employees or 
applicants because they are related to or associated with a person with a disability. Sweet 
Behavior, LLC will follow any state or local law that provides individuals with disabilities 
greater protection than the  Americans with Disabilities Act (ADA). 
 
This policy is neither exhaustive nor exclusive. Sweet Behavior, LLC is committed to taking all 
other actions necessary to ensure equal employment opportunity for persons with disabilities 
in accordance with the ADA and all other applicable federal, state, and local laws. 
 
I. PURPOSE 
 

   To comply with the Americans with Disabilities Act and the ADA Amendments Act. 
 

II. SCOPE 
 
 This policy applies to all employees of the company. 
 
III. POLICY 

 
 The company's policy and practice is to comply with the Americans with Disabilities Act 

and ensure equal employment opportunity for all qualified persons with disabilities. 
 

 “Disability” includes a physical or cognitive impairment that materially restrict one or 
more life activities, a record of such impairment, or being regarded as having such an 
impairment.  “Physical or cognitive impairment” includes many functions of bodily 
systems such as immune, respiratory, circulatory and reproductive systems disorders, 
orthopedic disorders, visual, speech and hearing impairments, cerebral palsy, seizure 
disorder, muscular dystrophy, multiple sclerosis, HIV infection, cancer, heart disease, 
autism, cognitive disability, emotional illness, specific learning disabilities, treated drug 
addiction, and alcoholism.  Other activities that might be materially restricted include 
lifting, learning, concentrating and reading. Chronic episodic conditions lasting more 
than six months such as seizure disorder or diabetes that substantially limit a major life 
activity are also protected. 

 
 Sweet Behavior, LLC is committed to ensuring non-discrimination in all terms, 

conditions, and privileges of employment.  Reasonable accommodation is available to 
all employees and applicants, including work site accessibility, as long as the 
accommodation does not cause undue hardship on the company. 
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Assistive technology may be available when practical and reasonable. 
 

IV. PROCEDURE 
 
A. ADA issues will be reviewed by the director of the program in which the issue arises 

and the president. 
B. Employees need to notify the director of their program concerning an 

accommodation. Common types of accommodations include: 
• Modifying work schedules or supervisory methods 
• Granting breaks or providing leave 
• Altering how or when job duties are performed 
• Removing and/or substituting a marginal function 
• Moving to different office space 
• Making changes in workplace policies 
• Providing assistive technology, including information technology and 

communications equipment or specially designed furniture 
• Removing an architectural barrier, including reconfiguring work spaces 
• Providing accessible parking 
• Providing materials in alternative formats (e.g., Braille, large print) 
• Providing a reassignment to another job.  

C. All requests for accommodations should be put into writing in a letter or memo form 
and submitted to the department director.  In addition to the letter/memo, the 
director may request further documentation supporting an accommodation request 
(such as medical documentation demonstrating that the requestor is an individual 
with a disability) whenever the disability or need for accommodation is not obvious.  

D. The director will then provide a copy of the accommodation request and supporting 
documentation (if applicable) to the president for review.  If the request is related to 
a Workers’ Compensation claim, then the director of the program along with the 
chief operations officer and/or president will attempt to provide reasonable 
accommodation and light duty appropriate to the injury or disability.  

E. Recommendations for accommodation will be based on the individual need of the 
employee and after all options have been carefully considered. 

F. Once the final recommendation is made, the employee will be notified of the 
outcome in writing.  An employee who believes a decision to be not in his/her best 
interest may use the grievance procedure to appeal the decision. Some common 
reasons for a denial include: 

• Requestor does not have a Rehabilitation Act disability 
• Accommodation ineffective 
• Accommodation would cause undue hardship 
• Medical documentation inadequate  
• Accommodation would require removal of essential job function 
• Accommodation would require lowering performance or production 

standard 
G. All requests for reasonable accommodation will be reviewed annually by the Human 

Rights Committee for the purpose of documenting and acknowledging trends.  
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1.11 Required Orientation and Annual Trainings  
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Sweet Behavior, LLC’s commitment to compliance requires training of staff. All staff receives 
compliance training appropriate to the requirements of their position upon hire and periodically 
thereafter as appropriate and/or required. Documentation of training is maintained in the 
staff’s training record at Sweet Behavior, LLC’s office, as well as stored electronically on the 
company’s server.  
 
The following trainings are mandatory during orientation for all new employees prior to 
working with any clients, regardless of their position at Sweet Behavior: 
 

• Respecting the Dignity of Individuals Served 
• Protecting Individuals from Abuse, Neglect, and Exploitation 
• DDRS Incident Reporting, Including DDRS’ Current Policy on Incident Reporting and 

Sweet Behavior’s Incident Reporting Policies and Procedures 
• The Mandt System Training 
• Mission, Vision, and Values of Sweet Behavior.  
• IAC 460 and DDRS Policies and Procedures: A Primer 
• CPR and First Aid Certification.  Sweet Behavior offers this training in-house. However, 

if an employee is already certified in a CPR/First Aid program, then they may submit 
their card during the hiring process and not have to take this training over.  Please note 
that everyone must have CPR and First Aid certification, per Indiana law. To protect its 
clients and others, Sweet Behavior only accepts certifications for CPR/FA from the 
following organizations: 

o American Heart Association 
o American Red Cross 
o American Safety and Health Institute (ASHI) 
o Emergency Care and Safety Institute (ECSI) 
o National Safety Council (NSC) 

 
The first four bullet points above are required annually.  CPR and First Aid occurs every two 
years. It is the responsibility of the employee to ensure that their certification remains up to 
date.  
 
Who conducts orientation and annual training will vary based on the employee hired.  
However, at this time only directors, chief operations officer, or president are authorized to 
conduct orientation and annual trainings.  Each department director is in charge of ensuring 
that all trainings are kept up to date.  After an orientation or annual training is complete, he or 
she must forward copies of the training to the director of ancillary services in order for the 
director to file them electronically in the employee’s files.  The director of ancillary services 
keeps a master spreadsheet of all employee data, which includes these trainings.  
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Every January two days of in-service will be devoted to annual training for all employees of 
Sweet Behavior.  These training dates will include the above noted annual trainings, as well 
as several new topics chosen each year by the directors.  If an employee is not able to make 
the two-day in-service in person then he or she must arrange alternate training dates or 
methods with the director in charge of his or her program. Employees have the option to 
attend via live, web-based video for all training topics except for The Mandt System.  Please 
note that if an employee is attending training via live, web-based video, there will be 
measures in place to ensure that he or she is actively participating and he or she must 
arrange for a training packet to be sent to them to complete while attending remotely.  
Depending on the need, there may also be additional, alternate training dates scheduled 
during January.  
 
Please note that failing to complete annual training can lead to suspension until the training 
can be completed and/or further disciplinary action. Please see section 7.01 of this manual 
that outlines the process for what happens when someone’s required training lapses. 
 
Whenever training is conducted by Sweet Behavior, LLC, the training form must include the 
following information: 

 
• Date(s) of training 
• Topic of training 
• Agenda of training 
• If applicable, a competency section that demonstrates that the trainee 

has understood the topic.  This typically takes the form of a short quiz or 
discussion section.  It is best practice to include a competency section 
when providing any state required training.   

• Name, title, and qualifications of the trainer, including any degree or 
licensure information.  For instance, “John F. Kennedy, President, BA, 
LSW”  

• Duration of the training (start/end times) 
• Signature of the trainer 
• Printed name and signature of the trainee 
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1.12 Job Posting  
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Sweet Behavior, LLC wants its employees to thrive and encourages promotion within the 
organization based on one’s skills and experience.  Anytime that an open position is posted 
and a current employee is interested in the position, they are encouraged to apply.  Typically, 
notices of all job openings are first announced internally. Each job posting notice will include 
the job title, department, job summary, essential duties, and qualifications (required skills and 
abilities). 
 
To be eligible to apply for a posted job, current employees must have performed competently 
for at least 120 working days in their current position, unless the chief operations officer or 
president makes an exception based on an extenuating circumstance. Employees must be in 
good standing as it pertains to attendance, punctuality, and other job related performance as 
determined by their current director. To apply for an open position, internal applicants should 
submit a letter of interest and a current resume to the director of the program in which the job 
pertains.  

 
An employee who is interested in another position in the agency should discuss their interest 
with their current director/supervisor before submitting a letter of interest and resume. Internal 
applicant's current and/or prior supervisor must be contacted to verify performance, skills, and 
attendance. Any staffing limitations or other circumstances that might affect a prospective 
transfer may also be discussed. 
 
Sweet Behavior, LLC recognizes the benefit of development experiences and encourages 
employees to talk with their supervisors about their career plans.  Sweet Behavior, LLC 
encourages employees to further their education and other continued learning experiences 
and will make every effort to facilitate these opportunities.  

 
Job posting is a way to inform employees of openings and to identify qualified and interested 
applicants who might not otherwise be known to the person handling hiring. Other recruiting 
sources may also be used to fill open positions in the best interest of the organization. 
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1.13 Employment of Minors  
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
All Sweet Behavior, LLC employees, interns, and volunteers working directly with clients must 
be eighteen (18) years or older. IAC clearly states that any person working directly with a 
client must be at least eighteen (18) years old. This rule is in place not only for the protection 
of our clients, but also those considered minors per federal and state guidelines.      
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1.14 Rehires  
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
When former employees apply to be rehired, they will be evaluated on the same basis as 
other applicants.  However, special consideration will be given to past job performance, the 
circumstances surrounding termination of previous employment, and the former employee’s 
knowledge of the company’s procedures and functions. 
 
The director of the program and either the chief operations officer or president must approve 
the rehiring of any employee.  Former employees who did not provide at least two weeks of 
notice before the terminated employment may not be considered eligible for rehire.  In 
addition, former employees who were terminated for documented job performance issues 
may not be eligible for rehire.  Any former employee who was terminated for substantiated 
abuse, neglect, exploitation, violation of client’s rights, or mistreatment will never be 
considered for rehire. 
 
Procedure: 
 

• If a former employee is rehired, the following procedure will be utilized when an 
employee returns to Sweet Behavior, LLC after voluntary termination. 

1. If an employee returns to employment within six (6) months of termination, 
he/she will not be required to complete a 90-day evaluation period unless it is in 
a new position. 

2. If an employee returns to employment after six (6) months of termination, there 
will be a new 90-day evaluation period regardless of position. 

• For purposes of credit for past years services when calculating earned vacation, an 
employee who returns within six (6) months will receive full credit for previous 
employment service. 

• If an employee returns between six (6) months and one (1) year, they will receive credit 
for one half (1/2) of their previous employment service. 

• If an employee returns after one (1) year, then they will be treated as a new employee 
for purposes of seniority. 
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1.15 Employment of Relatives and Significant Others  
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
The purpose of this section is to establish policy and procedures that ensure a balance 
between personal and working relationships and to prevent problems of supervision, safety, 
security, and morale. This policy applies to all employees of the company. 
 
It is the policy of Sweet Behavior, LLC to recognize that personal relationships may exist in 
the workplace and to consider it acceptable as long as it does not negatively affect or interfere 
with the job performance of either party.  Sweet Behavior, LLC will not discriminate against a 
relative who may be employed by the organization, provided the following conditions are 
satisfied. 

 
A. Relatives/significant others of employees will not work under direct supervision of 

their significant other or in their chain-of-command.  The president and/or owner 
of Sweet Behavior, LLC reserves the right to overrule this in extenuating 
circumstances.  

B. Relatives/significant others of employees will not be eligible for employment with 
the agency in any situation where potential problems of supervision, safety, 
security, morale, confidentiality, conditions of an unprofessional work 
environment, or conflicts of interests exist.  

 
Procedure: 
 

A. The president and/or chief operations officer reserves the right to determine 
when relationships that may not be covered specifically by the policy represent 
actual or potential conflicts of interest. 

B. When the president and/or chief operations officer determines, in their sole 
discretion, that a relationship between two employees or between an employee 
and non-employee presents an actual or potential conflict of interest, the 
president and/or chief operations officer may take whatever action they 
determine to be appropriate to avoid the actual or potential conflict of interest. 

C. Such action may include, but is not necessarily limited to, transfers, 
reassignments, changing work schedules, or, where he/she deems such action, 
appropriate disciplinary action up to and including possible termination. 

D. For the purpose of the policy, a relative includes: spouse, children, parents, 
grandparents, grandchildren and their spouses, aunts, uncles, first cousins, 
brothers, sisters, nieces, nephews, mother-in-law, father-in-law, brother-in-law, 
sister-in-law, son-in-law, daughter-in-law, step-parents, step-siblings, step-
grandchildren, people related by law including adoption, guardianship, foster 
children or boy/girlfriend.  The policy also applies to individuals who are not 
legally related but who reside within the same household as the employee. 
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E. If an employee tries to hide the fact that one of their relatives or a significant 
other is hired in violation of the above policy, the original employee can be 
terminated. 

F. Exceptions to the above policy, with the director of the program and either the 
president or chief operations officer’s approval are: 

a. A person is hired for a specific period of time not to exceed ninety (90) 
days in a twelve (12) month period 

b. Relatives/significant other of an employee looking for experiences on 
breaks while attending college or to fulfill a college internship/practicum 
requirement. 

G. All relationships that this policy discusses must be disclosed on the conflict of 
interest form upon hire.   
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1.16 Hiring Procedures  
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date: 02/17/2017 
Personnel Committee Review and Approval Date:  
 
All who are interested in employment at Sweet Behavior, LLC must first complete and submit 
an application.  If the applicant meets the basic qualifications and seems a potential good fit 
for the position, a department director, the president, or the chief operations officer will contact 
the person to arrange an interview.  In some cases, a second interview may be desired, which 
will be arranged by the department director, the president, or the chief operations officer.   
 
If a member of the Sweet Behavior administration staff wishes to hire the person after the 
interview(s), then a formal offer will be made via an offer letter that includes salary 
information, start date, employment classification, supervisor’s name, and a list of needed 
documentation.  The offer letter also notes that employment is contingent upon a clearance of 
a background check, verification of education and/or certifications/licensures, and a negative 
TB screening.   
 
Sweet Behavior contracts with the company SafeHiring Solutions for all identity and 
background checks. Along with the offer letter, either a background check authorization form 
to be signed and returned or a web link to SafeHiring Solutions will be sent to the candidate.  
The web link includes electronic authorization completed by the candidate for SafeHiring 
Solutions to conduct an identity verification and criminal background check.  The criminal 
background check conducted by SafeHiring Solutions includes the following criteria requested 
by Sweet Behavior: 
 

• Verification of identification 
• A criminal history search that includes: 

o Search from each state and county, wherever located, in which an owner, 
officer, director, employee, contractor, subcontractor, or agent involved in the 
management, administration, or provision of services has resided and/or worked 
during the three (3) years before the criminal history investigation is requested 
from the county 

o Information regarding felony convictions of the following: 
§ A sex crime 
§ Battery 
§ Neglect 
§ Abuse 
§ Exploitation of an endangered adult or of a child 
§ Failure to report: 

• Battery 
• Neglect 
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• Abuse or 
• Exploitation of an endangered adult or of a child 

§ Theft if the person’s conviction for theft occurred less than ten (10) years 
before the person’s employment application date, except as provided in 
Indiana Code 16-27-2-5(a)(5) 

§ Criminal conversion 
§ Criminal deviate conduct 
§ Murder 
§ Voluntary manslaughter 
§ Involuntary manslaughter 
§ Offense related to alcohol or a controlled substance 

o Indiana state department of health nurse’s registry check verifying that no 
finding entered against the employee is present 

o If applicable, professional registry search verifying that the person has not been 
cited for malpractice, malfeasance, or other unprofessional actions. 

 
If any of the above items are found in the background check, then the candidate may 
not be hired per Indiana Administrative Code 460 and DDRS policy BDDS 460 0221 
009.  The candidate will be informed of the reason and be provided with reference to 
find the Indiana code pertaining to criminal history.  
 
In addition to a successful background check, the employee also must submit a copy of 
a negative tuberculosis (TB) screening prior to starting with Sweet Behavior, LLC, per 
Indiana Administrative Code 460.  If a candidate is applying for a position in which they 
provide any type of services directly to a candidate, he or she must also have a vehicle 
in safe working order, a current driver’s license, a current vehicle registration, and a 
current vehicle insurance policy.  The candidate must provide proof of all of these items 
prior to starting work and subsequently provide administration at Sweet Behavior with 
current copies of each.  Please see section 7.01 of this manual that addresses what 
happens if any of these items lapses.  
 
The director who will be supervising the person will conduct reference and verification of 
employment checks for the candidate. The director will also ensure that the following 
new hire paperwork is gathered:  
 

• Signed job description 
• Copy of signed offer letter 
• Copy of signed conflict of interest form 
• Vehicle inspection form 
• Staff emergency contacts form 
• Signed notice of receipt of personnel manual 
• Drug testing consent form 
• Copy of professional per fee explanation (if applicable) 
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• Copy of TB Test 
• Copy of diplomas, transcripts, or certifications to verify education/licensure 
• Copy of social security card 
• Copy of driver’s license 
• Copy of vehicle registration 
• Copy of vehicle insurance 
• Any copies of other information (i.e., CPR card or Crisis Prevention cards if he or 

she has them already) 
 
After the paperwork is gathered, the director of the program will schedule needed 
training, shadowing, and orientation activities.   
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1.17 Hiring Prohibitions  
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date: 02/17/2017 
Personnel Committee Review and Approval Date:  

 
Per Indiana administrative code 460, certain individuals are not considered eligible for hire at 
Sweet Behavior in any capacity.  These include any individual who: 
 

• Does not have verified United States residency status 
• Has a felony conviction of: 

§ A sex crime 
§ Battery 
§ Neglect 
§ Abuse 
§ Exploitation of an endangered adult or of a child 
§ Failure to report: 

• Battery 
• Neglect 
• Abuse or 
• Exploitation of an endangered adult or of a child 

§ Theft if the person’s conviction for theft occurred less than ten (10) years 
before the person’s employment application date, except as provided in 
Indiana Code 16-27-2-5(a)(5) 

§ Criminal conversion 
§ Criminal deviate conduct 
§ Murder 
§ Voluntary manslaughter 
§ Involuntary manslaughter or 
§ Offense related to alcohol or a controlled substance 

• Has a complaint on the Indiana nurses’ registry 
• Has been cited for malpractice, malfeasance, or other unprofessional actions on their 

respective professional registry 
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2.01 Employment Categories  
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date: 01/08/2019 
Personnel Committee Review and Approval Date:  
 
It is the intent of Sweet Behavior, LLC to clarify the definitions of employment classifications 
so that employees understand their employment status and benefit eligibility. These 
classifications do not guarantee employment for any specified period of time. Accordingly, the 
right to terminate the employment relationship at will at any time is retained by both the 
employee and Sweet Behavior, LLC.  
 
Each employee is designated as either nonexempt or exempt from federal and state wage 
and hour laws. Nonexempt employees are entitled to overtime pay under the specific 
provisions of federal and state laws. Exempt employees are excluded from specific provisions 
of federal and state wage and hour laws. Sweet Behavior, LLC management, may change an 
employee’s exempt or nonexempt classification only upon written notification.  Please see 
section 2.02 of this section for further clarification on exempt employment at Sweet Behavior, 
LLC.  
 
In addition to the above categories, each employee will belong to one other employment 
category: 
 
REGULAR FULL-TIME employees are those who are not in a temporary or new hire 
introductory status and who are regularly scheduled to work 37.5 or more hours per week 
according to Sweet Behavior, LLC’s full-time schedule. Generally, they are eligible for Sweet 
Behavior, LLC’s benefit package as offered, subject to the terms, conditions, and limitations of 
each benefit program. Please note there can be exceptions in regards to benefits offered, 
depending on the position.  The benefits offered will be clearly outlined upon an offer being 
made to a potential hire and mutually agreed upon before hire.   
 
PART TIME WITH BENEFITS-HOURS WORKED AT LEAST 30 BUT LESS THAN 37.5: 
Employees who are scheduled to work, according to the Payroll Status Change Form, at least 
30 but less than 37.5 hours per week, who are not in a temporary or new hire introductory 
status may be eligible for health benefits if available and may be eligible for PTO, depending 
on the position.  The benefits offered will be clearly outlined upon an offer being made to a 
potential hire and mutually agreed upon before hire.   
 
PART-TIME WITHOUT BENEFITS:  Employees are those who are not assigned to a 
temporary status and who are regularly scheduled to work less than 30 hours per week. While 
they do receive all legally mandated benefits (such as Social Security and workers' 
compensation insurance), they are ineligible for all of Sweet Behavior, LLC’s other benefit 
programs, subject to the terms, conditions and limitations of each benefit program.  
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TEMPORARY employees are those who are hired as interim replacements, to temporarily 
supplement the work force, or to assist in the completion of a specific project. Employment 
assignments in this category are of a limited duration. Employment beyond any initially stated 
period does not in any way imply a change in employment status. Temporary employees 
retain that status unless and until notified of a change. While temporary employees receive all 
legally mandated benefits (such as workers' compensation insurance and Social Security), 
they are ineligible for all of Sweet Behavior, LLC’s other benefit programs. 
 
PRN employees are those that work on an “as needed” basis.  These employees will provide 
coverage when full-time or part-time employees are unavailable.  PRN employee must follow 
the hiring process and participate in all required trainings.   
 
INDEPENDENT CONTRACTORS are those that are contracted with Sweet Behavior to 
provide goods or services under terms specified in a contract with Sweet Behavior.  
Independent contractors are not eligible for any benefits that Sweet Behavior currently offers. 
Independent contractors do not have income taxes withheld like other employees. 
Independent contractors must follow the hiring process and participate in any required 
trainings that are specified in their contract with Sweet Behavior.   
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2.02 Exempt Employees Compensated on a Fee Basis   
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
The positions of music therapist, recreational therapist, and behavior consultant are 
compensated on a fee basis per visit.  The per visit fee refers to a lump sum payment as 
payment for all activities in connection with providing services to the client.  It is compensation 
not only for the time involved in direct client care, but also for: 
 

• Travel time  
• Documentation (when not billable)  
• Developing and updating a plan of treatment (when not billable)  
• Communication in person, via telephone, or via email with a client, a client’s family, 

and/or a client’s providers (when not billable)  
• Training a client’s provider staff (when not billable) 
• Purchasing of any supplies that are directly related to the successful completion of a 

treatment plan 
• Creation of data charts and paperwork associated with the client’s treatment plan 

(when not billable) 
• Turning in properly completed information and paperwork  

 
The fee is based on the time units spent with the client (or billable to the client per Indiana 
regulations) on a biweekly basis.  The chief operations officer and president of Sweet 
Behavior, LLC determine this fee based on the State of Indiana’s reimbursement rate for each 
service.  
 
The employees are considered exempt per the Fair Labor Standards Act (FLSA) part 541.  
This part of the FLSA provides an exemption from the Act’s minimum wage and overtime 
requirements for any employee employed in a bona fide executive, administrative, or 
professional capacity.  Section 541.301 notes that “learned professionals” are those that 
“perform work requiring advanced knowledge.”  It further clarifies that this “advanced 
knowledge” must be in “a field of science or learning” and “must be customarily acquired by a 
prolonged course of specialized knowledge.”  In order to qualify to practice their services 
under the Indiana Medicaid waiver, music therapists, recreational therapists, and behavior 
consultants must require degrees of advanced knowledge that specialize in these fields and 
be nationally certified per Indiana Administrative Code 460. Therefore, they are considered 
highly learned experts in their field that possess unique knowledge to their work.   
 
Section 541.605 of the FLSA discusses exempt professionals being paid on a fee basis rather 
than on a salary basis.  An employee may be considered to be paid on a fee basis if the 
employee is paid an agreed sum for a job regardless of the time required for its completion.  
The job must also be considered unique rather than for a series of jobs repeated an indefinite 
number of times.  Each client that the music therapists, recreational therapists, and the 
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behavior consultants work with is a unique human being that must have a plan specifically 
tailored to him or her.  No client is alike; therefore each one seen requires matchless 
techniques and interventions. In other words, every visit with the client or work done on their 
behalf is unique.    
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2.03 Access to Personnel Files   
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Sweet Behavior, LLC maintains a personnel file on each employee. The personnel file 
includes such information as the employee's job application, resume, records of training, 
documentation of performance appraisals and salary increases, and other employment 
records. 
 
Personnel files are the property of Sweet Behavior, LLC and access to the information they 
contain is restricted. Generally, only supervisors and management personnel of Sweet 
Behavior, LLC, who have a legitimate reason to review information in a file are allowed to do 
so.  Also included are licensing and accreditation surveyors.   
 
Employees who wish to review their own file should contact their director. With reasonable 
advance notice, employees may review their own personnel files in Sweet Behavior, LLC’s 
offices and in the presence of an individual appointed by Sweet Behavior, LLC to maintain the 
files. 
 
Sweet Behavior, LLC also maintains individual employee medical files.  Employees and their 
designated representatives have a right to review their medical file. The same procedure 
applies as stated above. 
 
It is the responsibility of each employee to promptly notify the director of their department in 
writing of any changes in any of the following personnel data: 
 

• Name 
• Personal mailing addresses and telephone numbers 
• Name(s), birth date(s), total number of dependents and their relationship to you 
• Citizenship status 
• Beneficiaries 
• Person(s) to be contacted in the event of an emergency 
• Formal education, courses completed, and other training or professional skills acquired 
• Any other qualifying event(s) that may impact an employee’s benefits 

 
Sweet Behavior, LLC is not responsible for any problems or consequences that may occur as 
a result of the failure of an employee to provide current information in writing regarding their 
status in any of the areas mentioned above.  Notification of changes to your supervisor is 
insufficient for purposes of compliance with this policy. 
 
Please note: under no circumstance shall an individual have the right to remove the file from 
the office.  
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Disputed Records 
 
If an employee disagrees with any information contained in the personnel file, removal or 
correction of that information may be mutually agreed upon by the employee and Sweet 
Behavior, LLC personnel (director of program, chief operations officer, and/or president). If an 
agreement cannot be reached, the employee may submit a written statement explaining 
his/her position and Sweet Behavior, LLC personnel is required to attach the statement to the 
disputed portion of the personnel record.  
 
Employees who have relatives within the organization are not to have access to records 
pertaining to their relatives. 
 
At minimum, an employee’s personnel records must contain the following: 
 

• Application and/or resume 
• Credentials verification 
• Evidence of current license, car insurance, car registration 
• Background verifications (references, criminal checks – County and State, Nurses 

Registry, etc.) 
• Tax Papers (Federal & State) 
• Salary and position changes (payroll/status change form) 
• Signed Job Description 
• Conflict of Interest Form 
• Reports of performance evaluation 
• Staff Emergency Contact Form  
• Vehicle Inspection Checklist (updated annually) 
• Documentation of any formal grievances 
• Documentation of any disciplinary action 
• Exit interview where applicable 
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2.04 Employment Reference Checks   
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
It is the policy of Sweet Behavior, LLC to check the employment references of all applicants.  
 
The department directors will respond to all reference check inquiries from other employers. 
Responses to such inquiries will confirm only dates of employment, wage rates, and 
position(s) held. No employment data will be released without a written authorization and 
release signed by the individual who is the subject of the inquiry. 
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2.05 Personnel Data Changes   
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
It is the responsibility of each employee to promptly notify the director of their department in 
writing of any changes in any of the following personnel data: 
 

• Name 
• Personal mailing addresses and telephone numbers 
• Name(s), birth date(s), total number of dependents and their relationship to you 
• Citizenship status 
• Beneficiaries (if applicable) 
• Person(s) to be contacted in the event of an emergency 
• Formal education, courses completed, and other training or professional skills acquired 
• Any other qualifying event(s) that may impact an employee’s benefits 
 
Sweet Behavior, LLC is not responsible for any problems or consequences that may occur 
as a result of the failure of an employee to provide current information in writing regarding 
their status in any of the areas mentioned above.  To report a change, an employee needs 
to complete a new Payroll/Status Change form. Depending on the change, they also may 
need to complete additional tax or payroll information.   Failure to provide current 
information in accordance with this policy may result in disciplinary action. 
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2.06 Performance Appraisals   
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Directors and employees are expected to discuss job performance and goals on an informal 
basis whenever possible.  Growth and improvement cannot occur without honest recurrent 
dialogue.  Formal performance evaluations are conducted at the end of the employee’s initial 
period, which is six (6) months.  After this, performance evaluations are conducted annually.  
These performance evaluations are meant as a way for directors and employees to discuss 
job tasks, set goals, identify and correct possible weaknesses, recognize and encourage 
strengths, discuss client feedback, and to have a dialogue about how to best employ a 
person’s skills and passions to impart as much good as possible into the community.   
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3.01 Employee Benefits   
 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Eligible employees Sweet Behavior, LLC are provided certain benefits. A number of the 
programs (such as Social Security, workers' compensation, state disability, and 
unemployment insurance) cover all employees in the manner prescribed by law. 
 
Benefits eligibility is dependent upon a variety of factors, including employee classification 
and the number of hours designated to work based on the Payroll/Status Change Form. Your 
supervisor can identify the programs for which you are eligible. Details of many of these 
programs can be found elsewhere in the employee handbook. 
 
Sweet Behavior, LLC is always working to add more benefits the larger we grow.  The 
following benefit programs are currently available to eligible employees: 
 

• Vacation Benefits 
• Paid Holidays 
• Gas Reimbursement for Travel 
• Eight Weeks Paid Maternity/Paternity Leave 

 
Sweet Behavior, LLC, reserves the right to amend or terminate any benefit program in whole 
or in part, at its sole discretion and judgment and in accordance with applicable laws. 
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3.02 Paid Time Off (PTO) Benefits   
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  

 
Paid time off (PTO) benefits are available for certain exempt employees that are on salary.  It 
is not currently available for any employees who are paid hourly or exempt professionals paid 
on a per fee basis.  PTO days do not include paid holidays, which are covered in the next 
section.  Rather than divide paid time off into categories, Sweet Behavior, LLC has chosen to 
simplify things by just giving a set amount of days per year that employees who are eligible 
can take off for whatever reason they choose.   
 
All employees of Sweet Behavior, LLC who are eligible for PTO benefits as indicated on the 
Payroll/Status Change Form are entitled to use PTO days after completing their first ninety 
(90) days of employment.  Eligible employees receive eighty (80) PTO hours for their first year 
of employment.  After the first year of employment, employees will gain an additional eight (8) 
hours every additional year employed with a cap of two hundred forty (240) PTO hours that 
can be earned in total.  PTO hours do not roll over.  They must be used within the year, 
starting on the anniversary day of the employee’s hire date.   
 
Employees must complete a PTO request form and submit their request to their immediate 
supervisor at least two weeks in advance of their request if they are taking time off for several 
days in a row.  Please note that there may be times when a PTO request cannot be approved 
for the desired time period and the employee will be requested to revise and resubmit request 
for time off.  If an employee has something unexpected to come up and needs to take PTO 
immediately, such as illness or a personal matter, then they need to notify their supervisor as 
soon as possible.  Department directors are in charge of keeping track of PTO hours used 
and PTO hours remaining for eligible employees.   
 
If an employee leaves the company and returns within six months, then they may keep the 
amount of PTO hours they have earned.  For instance, if an employee has worked at Sweet 
Behavior, LLC for two years, then they have earned ninety-six (96) PTO hours per year.  If the 
employee leaves and then comes back within six months, then they can retain their 96 hours 
earned and continue to accrue hours every year.  However, if an employee is gone for over 
six months and returns, then their PTO resets back to 80 hours per year.   
 
Employees who leave the company and have not taken earned PTO will not receive a payout 
for the remaining PTO.  They simply forfeit it.  
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3.03 Holidays   
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Paid holidays are available for certain exempt employees that are on salary.  These holidays 
are as follows: 

 
• New Years Day (January 1) 
• Martin Luther King, Jr. Day (third Monday of January) 
• Good Friday (the Friday before Easter Sunday) 
• Memorial Day (last Monday in May) 
• Independence Day (July 4) 
• Labor Day (first Monday in September) 
• Thanksgiving Day (fourth Thursday in November) 
• The Friday after Thanksgiving 
• Christmas Eve (December 24) 
• Christmas Day (December 25) 

 
A recognized holiday that falls on a weekend is celebrated either the Friday before or on the 
Monday following the weekend as determined by management.  If the recognized holiday falls 
on a Saturday, then it will be observed on the preceding Friday.  A recognized holiday that 
occurs on a Sunday will be observed that following Monday.  If a recognized holiday falls 
during an eligible employee's paid time off (PTO), holiday pay will be provided instead of the 
benefit that would otherwise have applied.  
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3.04 Workers’ Compensation Insurance   
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Sweet Behavior, LLC provides a workers' compensation insurance program at no cost to 
employees. This program covers most injuries or illness sustained in the course of 
employment that requires medical, surgical, or hospital treatment. Subject to applicable legal 
requirements, workers' compensation insurance provides benefits after a short waiting period 
or, if the employee is hospitalized, immediately. 
 
Any time that an employee experiences a notable accident or injury, the employee needs to 
contact their supervisor immediately.  After relaying the incident to their supervisor, the 
supervisor will advise them on the next course of action that needs to be taken. If it is a minor 
accident or injury, no action may be taken.  However, if it is more serious, their supervisor will 
then advise them to seek medical attention at a facility of Sweet Behavior, LLC’s choice. 
Regardless of the seriousness of the accident or injury, though, all employees are required to 
complete an Employee Accident/Injury/Incident Event Report and send it to their supervisor 
as soon as possible, but no later than 24-hours after the incident occurs. Please note that if 
medical treatment is sought, the staff member is required to inform their immediate supervisor 
of the outcome of the medical treatment. Employees who are injured are required to provide a 
return to work note from the treating physician before they may return to their job. For more 
information about workers’ compensation reporting process, see Sweet Behavior’s Medical 
and First Aid Policy manual.   
 
Neither Sweet Behavior, LLC nor the workers’ compensation insurance carrier will be liable 
for the payment of workers' compensation benefits for injuries that occur during an 
employee's voluntary participation in any off-duty recreational, social, or athletic activity 
sponsored by Sweet Behavior, LLC or any outside employment. 
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3.05 Bereavement Leave   
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
 
Employees who wish to take time off due to the death of an immediate family member should 
notify their supervisor immediately.  Up to three (3) consecutive working days of paid 
bereavement leave will be provided for certain exempt employees that are on salary.  Time 
must be used at the time of death. Employees may, with their supervisors' approval, use 
additional, appropriate paid leave for additional time off as necessary. 
 
Sweet Behavior, LLC defines "immediate family" as the employee's: spouse, parent, child, 
sibling, grandparents, grandchildren, step-child, step-parent or the employee's spouse's 
parent, child, sibling, grandparents, grandchildren, step-child, step-parent. Special 
consideration will also be given to any other person whose association with the employee was 
similar to any of the above relationships with supporting documents.  When using 
bereavement leave, Sweet Behavior, LLC asks that either an obituary or funeral brochure be 
provided to the employee’s supervisor.    
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3.06 Jury Duty   
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  

 
Sweet Behavior, LLC encourages employees to fulfill their civic responsibilities by serving jury 
duty when required.  Employees must show the jury duty summons to their supervisor as 
soon as possible so that the supervisor may make arrangements to accommodate their 
absence. Employees are expected to report for work whenever the court schedule permits. 
 
Sweet Behavior, LLC will provide certain exempt employees that are on salary with 
compensation during jury duty.  The combined amount of jury duty pay and company 
compensation shall equal the employee’s regular established salary.  The employee shall 
receive his or her regular pay from the company while he/she will submit all jury wages to 
Sweet Behavior, LLC.  The employee will produce proof of attendance for jury duty upon 
completion of jury duty.  All documents and wages will be submitted to the employee’s 
director.  
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3.07 Time Off To Vote   
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Sweet Behavior, LLC encourages employees to fulfill their civic responsibilities by 
participating in elections. Generally, employees are able to find time to vote either before or 
after their regular work schedule. If employees are unable to vote in an election during their 
nonworking hours, Sweet Behavior, LLC will grant reasonable amount of time (no more than 
two hours) at the discretion of their director. 
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3.08 Paid Maternity/Paternity Leave   
 

Effective Date: 8/1/2020 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Every employee of Sweet Behavior, LLC is eligible for eight (8) weeks of paid 
maternity/paternity following the birth of their child.  Employees may utilize this benefit after 
completing their first ninety (90) days of employment.  Salaried employees will receive their 
regular salary for the eight weeks.  All other employees will receive an average of their salary 
based on the previous twelve (12) months prior to taking leave for the eight weeks.  
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4.01 Timekeeping    
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Accurately recording time worked is the responsibility of every employee. Federal and state 
laws require Sweet Behavior, LLC to keep an accurate record of time worked in order to 
calculate employee pay and benefits. Time worked is all the time actually spent on the job 
performing assigned duties. 
 
Employees should accurately record the time they begin and end their work.  They should 
also record the beginning and ending time of any split shift or departure from work for 
personal reasons. Overtime work must always be approved before it is performed.  Altering, 
falsifying, tampering with time records, or recording time on another employee's time record 
may result in disciplinary action, up to and including termination of employment. 

 
An employee is expected to be ready to begin work at the specific time designated.  An 
employee is tardy if not at their job location by the first minute of the shift start or if returning 
late to their job location from breaks or lunch periods.   
 
Since Sweet utilized an electronic documentation system, all employee time entries enter are 
considered an electronic signature of verification.  The director of each department will review 
and then approve the timesheet before submitting it for payroll processing.  If corrections or 
modifications are made to an employee’s work, both the employee and the supervisor must 
verify the accuracy of the changes electronically.  
 
All documentation is due by midnight on the due date.  Failure to turn in billing by one 
business day past due will result in a delay in payment for billed services.   
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4.02 Paydays     
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Sweet Behavior, LLC’s pay period begins on Saturday and ends on the following Friday.  
Employees are paid biweekly, typically on the first and last day of the month.   Each payday 
will include earnings for work performed through the end of the previous payroll period. 
 
In the event that a regularly scheduled payday falls on a day off such as a holiday, employees 
will normally receive their pay on the last day of work before the regularly scheduled payday. 
All employees must enroll in direct deposit as a condition of employment with Sweet Behavior, 
LLC.   
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4.03 Termination     
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
This policy applies to all employees of Sweet Behavior, LLC and its purpose is to ensure 
timely and accurate processing of employees who are being removed from the agency 
payroll, consistent with positive employee relations practices. 
 
It is the policy of Sweet Behavior, LLC to terminate employment because of an employee’s 
resignation, discharge, or retirement; the expiration of an employment contract; or a 
permanent reduction in the work force.  Discharge can be for any reason not prohibited by 
law, including employee misconduct or unsatisfactory job performance.  In the absence of a 
specific written agreement, employees are free to resign at any time and the company 
reserves the right to terminate employment for any reason. 
 
Termination of employment is a part of personnel activity within any organization, and many of 
the reasons for termination are routine. Below are examples of some of the most common 
circumstances under which employment is terminated: 
 

• Loss of Revenue 
• Resignation - voluntary employment termination initiated by an employee. 
• Discharge - involuntary employment termination initiated by Sweet Behavior, LLC 
• Layoff - involuntary employment termination initiated by the organization for no 

disciplinary reasons. 
 
Procedures 
A. There are no requirements for advance notice to employees regarding separation.  

Employees terminated because of a permanent reduction in the work force will be given 
advance notice of termination if possible.  Prior to the termination, the company may make 
a reasonable effort to transfer affected employees. 

B. If any employee chooses to terminate his or her employment with the company, they are 
kindly asked to give a two-week notice.  Management and directors are kindly asked to 
give at least thirty (30) days notice of termination of employment.  An exit process is 
required which includes a final interview with the employee who is resigning along with 
other items that need to be reviewed. The exit interview will afford an opportunity to 
discuss such issues as employee benefits, conversion privileges, repayment of 
outstanding debts to Sweet Behavior, LLC, or return of Sweet Behavior, LLC-owned 
property. Suggestions, complaints, and questions can also be voiced. 

 
Since employment with Sweet Behavior, LLC is based on mutual consent, both the employee 
and Sweet Behavior, LLC have the right to terminate employment at will, with or without 
cause, at any time.  
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Final Pay 
An employee who resigns or is discharged will be paid through the last day of work, less 
outstanding loans, advances, or other agreements the employee may have with the company. 
Any remaining paid time off (PTO) days will not be paid at the point of departure. 
 
Use of Leave Benefits 
Once an employee submits notice of resignation, unused paid time off (PTO) days will not be 
approved for use, unless a 30-day notice of resignation has been submitted or the PTO is 
related to documented illness.   
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 4.04 Administrative Pay Corrections     
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Sweet Behavior, LLC takes reasonable steps to ensure that employees receive the correct 
amount of pay in each paycheck and that employees are paid promptly on the scheduled 
payday. 
 
In the event that there is an error in the amount of pay, the employee should promptly bring 
the discrepancy to the attention of their director so that corrections can be made as quickly as 
possible.  If there are underpayments or overpayments of wages because of an employee’s 
error, the error will be corrected by the next payroll period.  If the underpayment or 
overpayment error was the fault of Sweet Behavior, LLC, then the error will be corrected as 
soon as possible.  Sweet Behavior, LLC will adhere to all state and federal wage and hour 
laws.   
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4.05 Pay Deductions     
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Sweet Behavior, LLC may offer programs and benefits beyond those required by law.  Eligible 
employees may voluntarily authorize deductions from their paychecks to cover the costs of 
participation in these programs. 
 
Other payroll deductions taken by Sweet Behavior, LLC, usually to help pay off a debt or 
obligation to Sweet Behavior, LLC, will only occur with written authorization from the 
employee and this authorization may be withdrawn at any time.   
 
If an employee has questions concerning why deductions were made from their paycheck or 
how they were calculated, the employee’s director can assist in having these questions 
answered. 
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5.01 Safety     
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  

 
To assist in providing a safe and healthy work environment for employees, customers, and 
visitors, Sweet Behavior, LLC has established a workplace safety program. Sweet Behavior, 
LLC’s safety committee has the responsibility for implementing, administering, monitoring, 
and evaluating the safety program. Its success depends on the alertness and personal 
commitment of all. 
 
Sweet Behavior, LLC provides information to employees about workplace safety and health 
issues through regular internal communication channels such as director-employee meetings, 
bulletin board postings, memos, or other written communications.  
 
Employees and supervisors receive periodic workplace safety training. The training covers 
potential safety and health hazards and safe work practices and procedures to eliminate or 
minimize hazards. 
 
Some of the best safety improvement ideas come from employees. Those with ideas, 
concerns, or suggestions for improved client or job safety are encouraged to raise them with 
their director. Reports and concerns about workplace safety issues may be made without fear 
of reprisal. 
 
Each employee is expected to obey safety rules and to exercise caution in all work activities. 
Employees must immediately report any unsafe condition to their director. Employees who 
violate safety standards, who cause hazardous or dangerous situations, who fail to report, or, 
where appropriate, fail to remedy such situations, may be subject to disciplinary action, up to 
and including termination of employment. 
 
In the case of accidents that result in injury, regardless of how insignificant the injury may 
appear, employees must immediately notify their director and fill out all applicable reports. 
Such reports are necessary to comply with laws and initiate insurance and workers' 
compensation benefits procedures. 
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5.02 Work Schedules     
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
An employee’s schedule at Sweet Behavior, LLC will vary greatly depending on the position 
for which they were hired.  Music therapists, recreational therapists, and behavior consultants 
set their own schedules based on their clients’ availability.  Other positions’ schedules will be 
set by the director and employee.  Some positions will require weekend and evening work at 
times, as well as being on-call.  Flexibility and accommodation are both requisites for 
employment at Sweet Behavior, LLC.   
 
Staffing needs and operational demands may necessitate variations in starting and ending 
times, as well as variations in the total hours that may be scheduled each day and week.  
Sweet Behavior, LLC does not guarantee number of hours worked in any workweek.  
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5.03 Social Networking     
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
The following is Sweet Behavior, LLC’s social media and social networking policy.  The 
absence of, or lack of explicit reference to a specific site does not limit the extent of the 
application of this policy. 
 
A social networking service is defined as an online service, platform, or site that focuses on 
building and reflecting of social networks or social relations among people, who, for example, 
share interests and/or activities. A social network service consists of a representation of each 
user (often a profile), his/her social links, and a variety of additional services. Most social 
network services are web-based and provide means for users to interact over the internet, 
such as e-mail and instant messaging. The main types of social networking services are those 
that contain category places (such as former school year or classmates), means to connect 
with friends (usually with self-description pages), and a recommendation system linked to 
trust.  
 
The following guidelines are in place: 
 

1. Information published on an employee’s social network site should comply with the 
company’s confidentiality and disclosure of proprietary data policies.  This also applies 
to comments posted on other blogs, forums, and social networking sites. 

2. Be respectful to the company, other employees, partners, and competitors. 
3. Do not reference or cite clients or their loved ones.  We are extremely proud of our 

clients and their loved ones and love to show off their achievements.  However, Sweet 
Behavior, LLC’s employees must be careful to never violate one’s privacy.  Therefore, 
feel free to share a social media post that Sweet Behavior, LLC makes that highlights a 
client or their loved ones, but do not make your own post unless you have explicit 
written approval from the director of your program.  

4. Sweet Behavior, LLC’s logo may never be used on social media without written 
approval.  

5. Employees at Sweet Behavior, LLC may interact with clients or their loved ones on 
social media (i.e., by “friending” or following) at their professional discretion.  However, 
these interactions may never include any protected health information or other private 
information regarding their care or treatment. 

6. Use of social networks may never be used to solicit potential clients, as this is in 
violation of Indiana administrative code 460.   

 
Violation of these guidelines may result in disciplinary action, including employment 
termination. 
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5.05 Use of Electronic Devices  
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Employees at Sweet Behavior, LLC will handle protected health information and other 
confidential materials on their personal smart phones and computers, as well as on electronic 
devices owned by Sweet Behavior, LLC.  While doing so, employees must follow HIPAA rules 
and regulations.  Documents stored on electronic devices must be secure.  At the termination 
of services of clients or if an employee ends their employment at Sweet Behavior, LLC, all 
documentation related to clients must be removed from all electronic devices.  Failure to do 
so is in violation of federal HIPAA laws.   
 
When emailing others, please make sure the following disclaimer is at the bottom of all 
correspondence:  
 

“Statement of Confidentiality:  The information in this message is privileged and 
confidential and it is intended only for the use of the individual or entity named above.  If 
the reader of this message is not the intended recipient, you are hereby notified that you 
are prohibited from disseminating, distributing, or copying the information contained in 
this message.  If you have received this message in error, please notify the sender and 
destroy all copies of the original message.” 

 
Always remember when communicating with others that client information must be shared 
only on a need to know basis.  If you ever receive a piece of email correspondence that is not 
meant for you, please reply to the person who sent the message stating so and delete the 
message that was sent to you in error.  

 
Safety Issues for Cellular Phone Use 
Employees whose job responsibilities include regular or occasional driving are expected to 
refrain from using their phone while driving.  Safety must come before all other concerns.  
Regardless of the circumstances, including slow or stopped traffic, employees are strongly 
encouraged to pull off to the side of the road and safely stop the vehicle before placing or 
accepting a call.  If acceptance of a call in unavoidable, and pulling over is not an option, 
employees are expected to keep the call short, use hands-free options if available, refrain 
from discussion of complicated or emotional discussions and keep their eyes on the road.  
Special care should be taken where there is traffic, inclement weather, or the employee is 
driving in an unfamiliar area.   
 
Texting while driving when there is a client in the car is absolutely forbidden by any employee 
of Sweet Behavior, LLC.  Employees who are charged with traffic violations resulting from the 
use of their phone while driving will be solely responsible for all liabilities that result from such 
actions.   
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Violations of this policy will be subject to disciplinary action up to and including termination. 
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5.06 Smoking  
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  

 
For the health and safety of our clients, Sweet Behavior, LLC prohibits employees from 
smoking when working with or around clients, even if the client and/or family/loved ones are 
smokers themselves.  This includes electronic cigarettes or any other vaping device.  
Although Sweet Behavior, LLC respects our employees’ personal choices, employees must 
understand that they have tremendous influence over our clients.  In addition, many clients 
have medical conditions that can be negatively impacted by secondhand smoke.   
 
When at the Sweet Behavior, LLC office or any other service sites operated by the company, 
smoking is forbidden inside the building.   If a person chooses to smoke, they must do so over 
eight feet away from any building entrance, per Indiana law (House Enrolled Act No. 1149).  
This policy pertains to any employee, volunteer, or visitor.   
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5.07 Overtime  
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
When operating requirements or other needs cannot be met during regular working hours, 
employees may be given the opportunity to volunteer for overtime work assignments. All 
overtime work must receive their director’s prior authorization. Approval of overtime work will 
be contingent on the ability for all expenses and overhead for those hours to be covered by 
the revenue billed for those hours.  The maximum amount of overtime is determined by the 
president and/or chief operations officer of Sweet Behavior, LLC.  
 
Overtime compensation is paid to all nonexempt employees in accordance with federal and 
state wage and hour restrictions. Overtime pay is based on actual hours worked. Paid time off 
will not be considered hours worked for purposes of performing overtime calculations.  For 
instance, if an employee uses paid time off for 24 hours in a workweek and then also works 
24 hours in the same week, the eight hours over 40 will not be counted as overtime because 
only 24 of those hours were actually spent working.   

 
Employees who work overtime without receiving prior authorization from their director may be 
subject to disciplinary action, up to and including possible termination of employment. 
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5.08 Use of Company Owned Equipment and Vehicles  
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Equipment and vehicles essential in accomplishing job duties are expensive and may be 
difficult to replace. When using property, employees are expected to exercise care, perform 
required maintenance, and follow all operating instructions, safety standards, and guidelines. 
 
Please notify your director if any equipment, machines, tools, or vehicles that appear to be 
damaged, defective, or in need of repair. Prompt reporting of damages, defects, and the need 
for repairs could prevent deterioration of equipment and possible injury to employees or 
others. The director can answer any questions about an employee's responsibility for 
maintenance and care of equipment or vehicles used on the job. 
 
The improper, careless, negligent, destructive, or unsafe use or operation of equipment or 
vehicles, as well as excessive or avoidable traffic and parking violations, can result in 
disciplinary action, up to and including termination of employment. 
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5.09 Emergency Closings  
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
At times, emergencies such as severe weather, fires, power failures, or earthquakes, can 
disrupt company operations. In extreme cases, these circumstances may require the closing 
of Sweet Behavior, LLC’s office.   If for any reason the Sweet Behavior, LLC office is closed 
due to an emergency, an email will be sent out to all employees noting this.  When the office 
is closed due to an emergency and the employee works primarily out of the office, the 
employee will be paid as if it was a normal workday.  However, the employee is asked to 
complete any work that they are able to at home if possible.    

 
When the office is open the employee needs to use every possible means to get to work. If an 
employee cannot get to the work site due to circumstances of where they live or emergency 
situation, the employee may use paid time off days.  Employees who have no such time 
available will not be compensated.  In an inclement weather situation, in which the Sweet 
Behavior, LLC remains open, the employee may exercise the option to take time off without 
pay instead of taking paid time off.   
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5.09 Visitors in the Workplace  
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Employees’ family and other visitors are always welcome at the Sweet Behavior, LLC office.  
However, when they are visiting, it is important to ensure that all confidential information is 
properly stored and that visitors are not allowed to access any area where client information is 
kept.  In addition, if there are any clients present, then visitors need to be respectful of their 
privacy and should not disrupt any therapies in session.   
 
No employee may bring any visitor or family member with them when working with a client 
either in the office or in the community without explicit approval from their director and the 
client’s guardian/legal representative if applicable.  If a friend or family member of the 
employee wishes to volunteer with Sweet Behavior, LLC, we welcome this opportunity.  
However, potential volunteers must go through a vetting process before they can serve in this 
capacity.  No client may ever be left alone with an employee’s visitor, employee’s family 
member, or an official volunteer of Sweet Behavior, LLC nor shall they ever assist or perform 
direct care with a client (i.e., administering medication, assisting with a client’s behavior, 
providing personal care, etc.).    
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5.10 Communications Systems  
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  

 
Sweet Behavior, LLC has the capability to access, review, copy, or delete messages 
transmitted, received, or stored on any company owned communication system, such as 
email or a data server.  Sweet Behavior, LLC reserves the right as well to disclose any 
messages on the company-owned communication system to a third party (inside or outside of 
Sweet Behavior, LLC) it deems appropriate.  Accordingly, an employee should have no 
expectation of privacy in any communication that is relayed on a company-owned 
communication system.   

 
The use of Sweet Behavior, LLC’s communications systems for personal matters or for any 
purposes unrelated to the business of Sweet Behavior, LLC is strictly prohibited, including the 
following: 
 

• To transmit or receive offensive communications, such as those involving defamatory, 
obscene, racial or sexual messages, or messages that disclose personal information 
about other individuals without authorization; and 

 
• For any personal interests of an employee, such as for outside business ventures, 

political campaigns, or any other non-work related activity. 
 
Should employees make use of Sweet Behavior, LLC communications systems to transmit or 
receive personal messages, such messages will be treated no differently from other 
messages.  That is, Sweet Behavior, LLC reserves the right to access, review, copy, delete or 
disclose them for any purpose. 
 
Additionally, Sweet Behavior, LLC records are subject to disclosure to law enforcement and 
other government agencies, as well as third parties, through subpoena or other process.  
Moreover, any electronic communication is subject to being intercepted by third parties.  
Consequently, employees should always ensure that the business information contained in 
messages is accurate, appropriate, and lawful.   
 
Any violation of this policy, or any abuse of Sweet Behavior, LLC’s communications systems, 
will result in disciplinary action, up to and including termination. 
 
Certain employees of Sweet Behavior, LLC utilize their personal cell phones and computers 
for work purposes.  The company realizes that legally it cannot access, review, copy, or 
delete messages transmitted, received, or stored on a personal device without express 
permission from the owner.  However, Sweet Behavior, LLC does expect employees to 
submit any business or client-related information on personal devices when asked by 
management.  This includes emails and text messages.  Employees who do not provide 
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information that is business or client-related when requested or are found to have withheld 
information on any business or client-related matters held on a personal device will face 
appropriate disciplinary action, up to and including termination.   
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5.11 Workplace Violence Prevention  
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Sweet Behavior, LLC is committed to preventing workplace violence and to maintaining a safe 
work environment. Given the increasing violence in society in general, Sweet Behavior, LLC 
has adopted the following guidelines to deal with intimidation, harassment, suicidal thoughts, 
self-injurious behavior, assault or other threats of or actual violence that may occur during 
business hours or on its premises. 
 
All employees and volunteers should be treated with courtesy and respect at all times. 
Employees and volunteers are expected to refrain from fighting, horseplay, or other conduct 
that may be dangerous to others. Firearms, weapons, and other dangerous or hazardous 
devices or substances are prohibited from the premises of Sweet Behavior, LLC without 
proper authorization. 
 
Conduct that occurs anytime that an employee is working or on Sweet Behavior, LLC’s 
premises that threatens, intimidates, or coerces any other member of public will not be 
tolerated.  Conduct that threatens, intimidates, or coerces another employee, a volunteer, or a 
client, including off-duty periods, will not be tolerated.  This prohibition includes all acts of 
harassment, including harassment based on an individual's gender, race, age, religion, 
sexuality, or any characteristic protected by federal, state, or local law. 
 
All threats of or actual violence, direct and indirect, internal and external, should be reported 
as soon as possible to your immediate supervisor or any other member of management. This 
includes threats by employees, as well as threats by clients, their family, their loved ones, or 
other members of the public. When reporting a threat of violence, you should be as specific 
and detailed as possible. 
 
All suspicious individuals or activities should also be reported as soon as possible to a 
supervisor. Do not place yourself in peril. If you see or hear a commotion or disturbance, do 
not try to intercede or see what is happening. 
 
Sweet Behavior, LLC will promptly and thoroughly investigate all reports of threats of or actual 
violence and of suspicious individuals or activities. The identity of the individual making a 
report will be protected as much as is practical. In order to maintain workplace safety and the 
integrity of its investigation, Sweet Behavior, LLC may suspend employees either with or 
without pay pending investigation. 
 
Anyone determined to be responsible for threats of or actual violence or other conduct that is 
in violation of these guidelines will be subject to prompt disciplinary action up to and including 
termination of employment. 
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Sweet Behavior, LLC encourages employees to bring their disputes or differences with other 
employees to the attention of their supervisors or any other management team member 
before the situation escalates into potential violence. Sweet Behavior, LLC is eager to assist 
in the resolution of employee disputes and will not discipline employees for raising such 
concerns. 
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5.12 Sexual and Other Unlawful Harassment  
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
It is a violation of both state and federal law for any employee to discriminatorily harass any 
other employee.  Sweet Behavior, LLC is committed to providing a work environment that is 
free of discrimination and unlawful harassment and it will not tolerate verbal or physical 
conduct which harasses, disrupts or interferes with another's work performance, or which 
creates an intimidating, hostile, abusive, or offensive work environment. 
 
Verbal or physical conduct that may constitute discriminatory harassment includes, but is not 
limited to: actions, words, flirtations, advances, propositions, verbal abuse, jokes, verbal 
commentaries, or degrading words used to describe an individual, based on an individuals 
race, color, religion, sex, national origin, age, disability, sexuality, veteran status, or any other 
characteristic protected by law.  Sexual harassment means any unwelcome sexual advances 
or requests for sexual favors, or any conduct of a sexual nature when: 
 

A. Submission to such conduct is made either explicitly or implicitly a term or condition 
of an individual's employment; or 

B. Submission to or rejection of such conduct by an individual is used as the basis for 
employment decisions affecting such individuals; or 

C. Such conduct has the purpose or effect of substantially interfering with an 
individual's work performance or creating an intimidating, hostile, abusive, or 
offensive work environment. 

 
Prohibiting against such conduct covers a manager, fellow employee, or a non-employee 
(such as a vendor, delivery person, volunteer, or the general public) who has contact with our 
employees. 
 
Because some conduct may be considered offensive by some and not by others, you should 
advise your fellow employees or supervisor if you are offended by their conduct or comments 
which could be perceived or found to be discriminatory harassment.  If the conduct or 
comments continue, you should report the matter to any supervisory or managerial employee, 
with whom you feel comfortable discussing the matter. 
 
The following guidelines are provided for handling a harassment claim:  
 

1. All harassment claims must be reported a soon as possible.  You have the right to 
report a harassment claim to any member of management, including the president or 
chief operations officer. 

2. All harassment claims will be promptly and thoroughly investigated.  Confidentiality 
will be maintained to the best extent possible.  The investigation will be objective and 
complete; all those with pertinent information on the subject will be interviewed. 
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3. No employee will suffer reprisals for reporting sexual harassment or any other 
unlawful conduct, or for initiating or assisting in any action or proceeding regarding 
unlawful harassment or discrimination.  Any incidents of further harassment or 
retaliation should be reported immediately to your director, president, or chief 
operations officer.    

4. When the investigation ends, a determination will be made, and the results will be 
communicated to the claimant, the alleged harasser, and as appropriate, to all 
others directly concerned.   

5. If sexual harassment is proven, prompt and effective remedial action will result.  This 
action includes the following:  

a. The harasser will be disciplined and the claimant notified 
b. Steps will be taken to prevent any further harassment; and 
c. Other appropriate remedial action will be taken 

6. Any harassment claim found to be frivolous, malicious, or based upon false 
information will be a serious violation and may result in disciplinary action, possibly 
termination.    
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5.13 Non-Discrimination  
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  

 
Sweet Behavior, LLC is committed to eliminating all forms of workplace discrimination and 
harassment. The purpose of this policy is: 
 

• To maintain an appropriate level of employee awareness of what constitutes 
unacceptable behavior in the workplace.  

• To ensure that employees are aware of their rights and responsibilities relating to 
workplace discrimination and harassment.  

• To provide employees with details of the informal and formal processes for 
investigating and resolving complaints. 

 
Sweet Behavior, LLC is strongly committed to providing its employees with a workplace free 
from all forms of discrimination. Workplace discrimination has serious implications for both 
productivity and morale. Workplace discrimination is denying any person equity of treatment 
in employment matters (including compensation, promotion and job tasks) for any grounds 
other than those directly related to the requirements of the job. Discrimination can occur 
directly or indirectly. Direct discrimination occurs when a person or group of people are 
treated in an unfair or less favorable way because of an attribute such as age, gender, race, 
national origin, gender identity, religion, sexual orientation, disability, pregnancy, or marital 
status. Indirect discrimination occurs when a person or organization imposes a requirement (a 
rule, policy, practice or procedure) that is the same for everyone, but has an unequal or 
disproportionate effect on a particular group or groups. If the requirement is not reasonable in 
all the circumstances, it is likely to be indirect discrimination. As an equal opportunity 
employer, Sweet Behavior, LLC will treat all employees and prospective employees fairly and 
on the basis of their individual merit. 
 
Roles and Responsibilities  
 
All employees have the responsibility to monitor their own conduct and to maintain 
appropriate standards of behavior. Further, all employees must:  
 

• Act in accordance with Sweet Behavior, LLC’s Code of Ethics  
• Speak out against discrimination if it is witnessed  

 
All directors and Sweet Behavior, LLC’s management team at large have additional 
responsibilities, and are expected to:  
 

• Be aware of and familiar with Sweet Behavior, LLC’s policy on workplace 
discrimination and harassment 

• Actively support and promote this policy  
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• Set a good example of professional behavior and establish high standards of behavior 
in the workplace 

• Take action to stop discrimination immediately it is observed or reported 
• Respond promptly, seriously and with sensitivity to every complaint 

 
It is important to note that the management team has a positive duty to prevent discrimination 
and harassment in the workplace. That is, they must be proactive in addressing incidents 
when they become aware – or could reasonably be expected to be aware – of them.   
 
Any employee who believes he or she is being subjected to any kind of discrimination 
harassment should not ignore it, as ignoring it may be seen as unspoken consent from the 
alleged harasser’s point of view. For addressing discrimination concerns, please refer to 
Sweet Behavior, LLC’s grievance policy.    
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6.01 Military Leave  
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
A military leave of absence will be granted to employees who are absent from work because 
of service in the U.S. uniformed services in accordance with the Uniformed Services 
Employment and Reemployment Rights Act (USERRA). Advance notice of military service is 
required, unless military necessity prevents such notice or it is otherwise impossible or 
unreasonable. 
 
Continuation of Sweet Behavior, LLC benefits may be available pursuant to USERRA and 
applicable state law based on the length of the leave and subject to the terms, conditions and 
limitations of the applicable plans for which the employee is otherwise eligible. 
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6.02 Medical Leave  
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Leave Policy 
In accordance with the Family and Medical Leave Act of 1993 (FMLA), Sweet Behavior, LLC 
will provide up to twelve (12) weeks of unpaid family or medical leave in a twelve (12) month 
period for eligible employees.  Any combination of family leave and medical leave may not 
exceed this maximum limit.  (The phrase "twelve-month period" for determining when the 
twelve weeks of leave entitlement occurs means the twelve month period measured forward 
from the date an employee's initial FMLA leave begins). 
 
Employee Eligibility     
Eligible employees are those employees who have been employed by Sweet Behavior, LLC 
for at least twelve (12) months and who have worked at least 1,250 hours during the twelve 
month period preceding the start of the leave period. 
 
Reasons for FMLA Leave 
An unpaid family or medical leave may be granted only for the following circumstances:  
 

A. Twelve workweeks of leave in a 12-month period for: 
§ Birth of a child of the employee and to care for the newborn child 
§ Placement of a child with the employee for adoption or foster care  
§ Serious health condition of the employee, rendering the employee unable 

to perform the functions of their job 
§ In order to care for the employee's spouse, child or parent who suffers a 

serious health condition 
§ For any qualifying exigency arising out of the fact that a spouse, son, 

daughter, or parent is a military member on covered active duty or call to 
covered active duty status 

B. Additional leave up to twenty-six (26) workweeks of leave during a single twelve 
(12) month period to care for a covered service member with a serious injury or 
illness if the eligible employee is the service member’s spouse, son, daughter, 
parent, or next of kin (military caregiver leave) 

 
On February 23, 2015, the U.S. Department of Labor’s Wage and Hour Division announced a 
Final Rule to revise the definition of spouse under the Family and Medical Leave Act of 1993 
(FMLA) in light of the United States Supreme Court’s decision in United States v. Windsor, 
which found section 3 of the Defense of Marriage Act (DOMA) to be unconstitutional. The 
Final Rule amends the definition of spouse so that eligible employees in legal same-sex 
marriages will be able to take FMLA leave to care for their spouse or family member, 
regardless of where they live. 
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The rights to FMLA leave for reasons "A" or "B" above expires at the end of the twelve month 
period beginning on the date of birth or placement.  Additionally, spouses employed by Sweet 
Behavior, LLC who request FMLA leave for reasons "A" or "B" or to care for a parent with a 
serious medical condition may only take a combined total of twelve weeks leave during any 
twelve month period.     "Serious health condition” is defined as an illness, injury, impairment, 
or physical or mental condition that involves either: 

• Any period of incapacity or treatment connected with inpatient care (i.e., an overnight 
stay) in a hospital, hospice, or residential medical care facility, and any period of 
incapacity or subsequent treatment in connection with such inpatient care; or 

• Continuing treatment by a health care provider which includes any period of incapacity 
(i.e. inability to work, attend school or perform other regular daily activities) due to:   

o A health condition (including treatment therefore or recovery there from) lasting 
more than three consecutive days and any subsequent treatment or period of 
incapacity relating to the same condition that includes: treatment two or more 
times by or under the supervision of a health care provider or treatment by a 
health care provider one time with a continuing regimen of treatment  

o Pregnancy or prenatal care. A visit to the health care provider is not necessary 
for each absence  

o A chronic serious health condition that continues over an extended period of 
time, requires periodic visits to a health care provider, and may involve 
occasional episodes of     incapacity (e.g. asthma, diabetes).   A visit to the 
health care provider is not necessary for each absence 

o A permanent or long-term condition for which treatment may not be effective (e.g. 
Alzheimer's, a severe stroke, terminal cancer).  Only supervision by a health care 
provider is required, rather than active treatment 

o Any absence to receive multiple treatments for restorative surgery or for a 
condition which would likely result in a period of incapacity of more than three 
days if not treated (e.g. chemotherapy or radiation treatments for cancer). 

"Health care provider" is defined as: 
• Doctors of medicine or osteopathy authorized to practice medicine or surgery by the 

state in which the doctor practices or 
• Podiatrists, dentists, clinical psychologists, optometrists, and chiropractors (limited to 

handbook manipulation of the spine to correct a subluxation as demonstrated by X-ray 
to exist) authorized to practice, and performing within the scope of their practice, under 
state law or 

• Nurse practitioners and nurse-midwives and clinical social workers authorized to 
practice, and performing within the scope of their practice, as defined under state law 
or 

• Christian Science practitioners listed with the First Church of Christ, Scientist in 
Boston, Massachusetts 

 
Planned Medical Leave     
A leave necessitated by planned medical treatment of the employee with a serious health 
condition, or of the employee's spouse, child or parent with a serious health condition, must 
be scheduled so as not to disrupt unduly the operations of Sweet Behavior, LLC.  
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Notice of Leave     
If the need for family or medical leave is foreseeable, the employee must give your immediate 
supervisor at least thirty (30) days advance notice before the leave is to begin. Failure to 
provide such notice may be grounds for delay of leave.  
 
Where the need for leave is not foreseeable, the employee is expected to notify their 
immediate supervisor within one (1) to two (2) business days of learning of the need for leave, 
except where extraordinary circumstances exist.  Employees should use the appropriate 
FMLA forms when requesting FMLA leave. These are available from your director or any 
other member of the management team.  
 
Use of Leave 
An employee does not need to use this leave entitlement in one block. Leave can be taken 
intermittently or on a reduced leave schedule when medically necessary. Employees must 
make reasonable efforts to schedule leave for planned medical treatment so as not to unduly 
disrupt the employer’s operations. Leave due to qualifying exigencies may also be taken on 
an intermittent basis. 
 
Medical Certification       
A request for a leave necessitated by the serious health condition of the employee or the 
spouse, child or parent of the employee must be substantiated with a certificate from the 
health care provider of the employee, spouse, child,  or parent of the employee.  Failure to 
provide requested medical certification within fifteen (15) days may result in denial of leave 
until it is provided. Any fees charged for completion of the medical certification are the 
responsibility of the employee.   Sweet Behavior, LLC at its expense, may require an 
examination by a second health care provider designated by the company, if it reasonably 
doubts the medical certification initially provided.  If the second health care provider's opinion 
conflicts with the original medical certification, Sweet Behavior, LLC at its expense, may 
require a third, mutually agreeable, health care provider to conduct an examination and 
provide a final and binding opinion.  Sweet Behavior, LLC may require subsequent medical 
recertification on a reasonable basis. 
 
Reporting while on Leave       
Employees who take leave because of their own serious health condition or to care for a 
covered relation must contact their immediate supervisor as required by Sweet Behavior, LLC 
regarding the status of the condition and the employee's intention to return to work at Sweet 
Behavior, LLC every 30 days. Medical documentation may be required.    
 
Employees on Intermittent Leave 
If an employee who is on intermittent leave under the guidelines of the FMLA goes to a 
doctor’s appointment either for themselves or an immediate family member for who they are 
caring and that appointment is completed during the regular workday, then the employee 
must return to work to complete their scheduled work time.   
 
Benefits       
Sweet Behavior, LLC does not currently offer employees health care coverage.  However, if it 
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were to begin offering insurance, Sweet Behavior, LLC would continue the employee’s health 
insurance taking FMLA, as if they continued to work.  If the employee had dependent group 
health insurance coverage or if Sweet Behavior, LLC required the employee pay a portion of 
the health insurance premium, the employee would be required to pay the premiums to 
maintain this coverage on the same basis as prior to commencing the leave. Failure to pay 
any premium amount when due, would result in termination of coverage fifteen (15) days after 
date of written notice from Sweet Behavior, LLC that such payment had not been received.   
Under certain circumstances the employee would be liable for the payment of group health 
insurance premiums if the employee did not return to work upon the expiration of the leave.   

 
Paid Leave       
As part of the twelve (12) weeks of FMLA leave provided for by this policy, employees will be 
required to first use all paid time off days if applicable.  Once such paid time is exhausted, the 
employee’s time will be without pay.   
 
Return From Leave  
Any employee may return to work prior to when the leave expires only with the written release 
form from the physician and at least two days prior notice to the supervisor of their intent to 
return.  Also, an employee must have a written release to return to work from their treating 
physician before they will be permitted to return to work. Employees returning from a family or 
medical leave will be restored to their former job position or to an equivalent job position (if 
such a position then exists) with equivalent pay, benefits, and other terms and conditions of 
employment, provided that they produce a fitness-to-return-to-duty certificate from the 
employee's health care provider and they are able to perform all of the essential functions of 
the position.   
 
An employee's use of FMLA leave will not result in the loss of any employment benefit that the 
employee earned before using FMLA leave nor be counted against the employee under a no-
fault attendance policy.  Under specified circumstances where restoration to employment will 
cause substantial and grievous economic injury to its operations, Sweet Behavior, LLC may 
refuse to reinstate certain highly paid "key" employees after using FMLA leave. 
Notwithstanding the foregoing, an employee has no greater right to reinstatement or to other 
benefits and conditions of employment than if the employee had been continuously employed 
during the FMLA leave period. 
 
Extension of Leave       
At the sole discretion of Sweet Behavior, LLC, an employee may be granted an extension of 
leave beyond the twelve-week period of family and medical leave provided for by this policy. If 
such an extension is necessary, application for the extension must be made on the same 
basis as that required for FMLA leave, unless additional terms are required by Sweet 
Behavior, LLC management.  Medical certification substantiating the need for the leave is the 
same as that required for FMLA leave, unless additional information is requested by Sweet 
Behavior, LLC. For the period of any leave of absence beyond the twelve weeks of leave 
provided for under this policy, the employee would be responsible for the full cost of 
maintaining their group health insurance if Sweet Behavior, LLC were to ever offer this 
benefit.   
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Although the company will attempt to locate a suitable position at the expiration of an 
extension of the twelve weeks of leave, reinstatement is not guaranteed.  If no position is 
available for an employee returning from an extension of their twelve weeks of leave, the 
employee will be placed in a layoff status.  If a suitable position does not become available 
within one month after the employee extension expires, the employee's employment will be 
deemed terminated. 
 
Failure to Return From Leave  
Any employee who fails to notify their supervisor of their inability to return to work from FMLA 
on or before the expiration date of the leave may be considered to have resigned.  If the 
employee notifies their supervisor that they are unable to return to work, a medical statement 
will be required and a decision will be made at that time to either extend the leave or 
terminate the employee.   
 
Other Employment     
An employee will be subject to disciplinary action, including discharge, if during any leave 
granted under this policy, the employee accepts gainful employment or becomes gainfully 
employed in any capacity by any other person, firm or corporation, or engages in any 
business for gain or profit on their own account without first having obtained approval in 
writing for such other employment or business from Sweet Behavior, LLC.  Any 
misrepresentation concerning absence from work will subject the employee to disciplinary 
action, including discharge. 
 
Military Family Leave Entitlements 
Eligible employees whose spouse, son, daughter or parent is on covered active duty or call to 
covered active duty status may use their twelve week leave entitlement to address certain 
qualifying exigencies. Qualifying exigencies may include: attending certain military events, 
arranging for alternative childcare, addressing certain financial and legal arrangements, 
attending certain counseling sessions, and attending post-deployment reintegration briefings.  
 
FMLA also includes a special leave entitlement that permits eligible employees to take up to 
26 weeks of leave to care for a covered service member during a single twelve-month period. 
A covered service member is defined as:  

• A current 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* or  

• A veteran who was discharged or released under conditions other than dishonorable at 
any time during the five-year period prior to the first date the eligible employee takes 
FMLA leave to care for the covered veteran, and who is undergoing medical treatment, 
recuperation, or therapy for a serious injury or illness* 

 
*The FMLA definitions of “serious injury or illness” for current service members and veterans 
are distinct from the FMLA definition of “serious health condition” 
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HEA 1092 
On May 3, 2007, The Indiana Legislature approved HEA 1092 that allows an unpaid leave of 
absence of up to ten (10) working days for the spouse, parent, grandparent or sibling of a 
person ordered to active duty in the United States Armed Forces or the National Guard 
without risk of termination, demotion or loss of health care benefits.  Employees must provide 
written notice and provide a copy of the active duty orders, if available, before taking the leave 
and may be required to use certain paid leave.  It applies to employees who have been 
employed by the employer for as least twelve (12) months, and have worked at least 1,500 
hours during the twelve (12) months preceding leave. 

Eligible employees may take up to ten (10) days unpaid leave per year during: the 30 days 
prior to the family member's activation date; the 30 days following the family member's 
discharge from active duty; or any period during which the family member is on leave from 
active duty.  The employee will be required to take paid time off before going on leave without 
pay.  Upon returning to work, the employee must be restored to the position that he or she 
held prior to taking leave, or to an equivalent position.  

The Family And Medical Leave Act (FMLA) and final regulations are available at the office for 
your review.  This policy is only intended as a summary of your rights and the rights of Sweet 
Behavior, LLC under the FMLA. If there is any difference between this policy and the FMLA, 
the FMLA will rule out.     
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6.03 Non-FMLA Medical and Personal Leave of Absence  
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
The policy of Sweet Behavior, LLC is to consider an employee's request for a medical or 
personal leave of absence (where the leave does not qualify for protection under the Family 
Medical Leave Act (FMLA) in accordance with guidelines set forth below.  
 
A personal leave of absence may be granted to an employee at the discretion of the 
program’s director and the president or the chief operations officer.  A leave of absence can 
be approved on a case-by-case basis according to the employee’s needs and the impact of 
the employee’s absence on the functions of the workplace. The leave of absence is 
considered leave without pay unless the employee has paid time off to use. If Sweet 
Behavior, LLC offers it in the future, health insurance still may be offered during personal 
leave if the employee agrees to pay the full premium.  
 
The employee’s position held at the time that the leave was granted cannot be guaranteed 
upon return. It is the responsibility of the program’s director and the president or chief 
operations officer to assure that this policy is carried out fairly and consistently. 
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7.01 Employee Conduct and Work Rules  
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  

 
Sweet Behavior, LLC expects employees to follow rules of conduct that will protect the 
interests and safety of all employees, our clients, and the organization.  Employees are 
encouraged to report any violation of the general work and safety rules with no reprisal. This 
may be reported verbally or in writing to any member of the management team. 
 
Certain employee conduct is sufficiently serious in nature that engaging in such conduct 
warrants immediate termination of employment.  Various types of discipline for less serious 
employee misconduct that may be imposed by Sweet Behavior, LLC include verbal warnings, 
written warnings and disciplinary suspensions.  The type of discipline imposed by Sweet 
Behavior, LLC in the circumstance of any employee misconduct is at the discretion of Sweet 
Behavior, LLC.  Sweet Behavior, LLC reserves the right to take any disciplinary action it 
deems appropriate in its discretion and judgment for the first offense or any subsequent 
instance of employee misconduct without regard to any sequence of progressive discipline.  
 
The following are examples of employee misconduct or performance that will lead to 
disciplinary action, up to and including termination of employment, for a first offense or any 
subsequent offense: 
 

• The willful damaging, abusing, or defacing of property belonging to fellow employees, 
supervisors, or owned by Sweet Behavior, LLC 

• Stealing or the unauthorized removal of any items or materials from the premises. 
Stealing includes the unauthorized possession of items or materials that belong to 
Sweet Behavior, LLC or other employees 

• Negligence or carelessness in performance of duties 
• Insubordination, including refusal or failure to perform work assigned, or any willful 

disobedience of reasonable instructions issued by a supervisor or other management 
representative of Sweet Behavior, LLC 

• The use of profane or abusive language to or about fellow employees, supervisors, 
clients, or a client’s family/loved ones.  This includes when such is done via a social 
media site.  

• Violation of Sweet Behavior, LLC’s safety rules, failure to wear required safety 
equipment or safety devices, medication errors, unauthorized removal of or 
modification to safety equipment and safety devices, or committing unsafe actions.  

• False or inaccurate billing 
• Fighting, threatening, or attempting bodily injury to employees, supervisors, clients, or 

client’s family/loved ones 
• Bringing firearms or other weapons on Sweet Behavior, LLC’s property without prior 

written consent 
• Public disparaging or uncomplimentary remarks about Sweet Behavior, LLC; its 
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consumers; its services; or personnel that cause demonstrable financial impact to the 
company 

• Disclosure of confidential information to unauthorized persons 
• Any violation on Sweet Behavior, LLC property or during work hours of moral 

standards, including unlawful harassment, established by law and/or detrimental to the 
reputation of Sweet Behavior, LLC 

• Operating any vehicle in a reckless or unsafe manner or in a manner which may cause 
injury or jeopardize the safety of others 

• Conviction of or pleading guilty to a felony that adversely affects the employee's ability 
to perform their job.  Please note that Indiana Administrative Code 460 expressly 
prohibits anyone in direct care from having a felony conviction 

• Suspension or loss of driving privileges.  Please note that Indiana Administrative Code 
460 states that all individuals providing direct care must have a valid driver’s license 

• Failure to perform work on job assignments satisfactorily 
• Frequent attendance issues 

 
Some offenses are so serious that they warrant immediate termination.  Examples include, 
but are not limited to: 
 

• Any substantiated abuse, neglect, mistreatment, or exploitation of a client 
• Any client medication error due to neglect that results in the hospitalization or serious 

harm of the client 
• Possession, using, or being under the influence of intoxicating alcoholic beverages, 

liquor, narcotics, marijuana, any other mind altering drugs, or any controlled 
substances on the premises of the during working hours.  This excludes drugs 
prescribed by a licensed physician for medical reasons.  Employees who feel, or have 
been informed that the use of a legal drug may present a safety risk, are to report such 
drug use to their immediate supervisor to determine job related consequences 

• Sleeping during work hours. 
• Failure to report to work for one (1) day without notifying anyone from Sweet Behavior, 

LLC.  Note that medical emergencies are valid excuses for not notifying anyone. 
• Abusive and improper treatment of other employees, clients, or the public provided that 

such conduct cannot be shown to be committed properly in self-defense or to protect 
the best interest of others 

• Falsifying any employment record or information, including employment applications, 
time cards, personnel records, medical records, requests for leaves of absence 
(including sick time), registering another’s time card or permitting another employee to 
fill out your time card (unless the timecard is completed by a director and verified on 
telephone by the employee) 

 
Any/all employees observing any of the following incidents associated with Sweet Behavior, 
LLC’s operations are required to report them to management:  
 

• Any suspected abuse, neglect, mistreatment, or exploitation of a client 
• Use or possession of weapons 
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• Vehicular accidents 
• Bio-hazardous accidents 
• Use or possession of licit or illicit substances 
• Suicide or attempted suicide 

 
The above examples of employee misconduct for which an employee may be disciplined are 
not all inclusive.  Sweet Behavior, LLC may in its prerogative take disciplinary action for 
misconduct that is not listed, but which is properly the subject of disciplinary action.  Also, the 
publication of this policy on employee conduct and work rules does not limit Sweet Behavior, 
LLC in its right to terminate the employment of an employee at any time, with or without cause 
and with or without notice. 
 
Progressive Discipline for All infractions 

1. Concern Form.  This is given for first infraction/policy violations 
2. Counseling and Corrective Action Form.  For another infraction, within a year from 

the date of the initial infraction, regardless if it is for the same violation, the employee 
should be issued a counseling and corrective action form 

3. Discharge/Termination. A third infraction, within a year from the date of the initial 
infraction, regardless if it is for the same violation, will result in employment 
termination.  The president and chief operations officer should be informed of all 
discharges 

 
Other Options for Corrective Action 
Suspension pending an investigation or termination.  If events compel a supervisor to take 
immediate action when termination of employment appears possible, the supervisor/director 
will immediately suspend the employee, pending an investigation, for a specified period of 
time.  The employee will be required to leave the premises immediately and not return to duty 
until further notice. The suspension/investigation period will last no longer than three working 
days except in highly unusual circumstances, such as a lapse of car insurance/registration. 
The objective of this suspension will be to determine if discharge is the proper decision.  
Responsibility for managing the investigation will be that of the director of the program.  

 
Lapse of Vehicle Insurance, Driver’s License, CPR/First Aid certification, Required 
Annual Trainings, or Vehicle Registration  
Per Indiana Administrative Code 460 that governs the services Sweet Behavior, LLC 
provides, the company has to have a copy a current vehicle insurance policy, driver’s license, 
CPR/First Aid certification, and vehicle registration of all employees providing direct care at all 
times, this includes all therapist and behavior consultants. In addition, the state of Indiana 
requires that all employees receive annual training in certain policies and procedures (see 
section 1.11 of this manual).  If an employee providing direct care to a client has an expired 
vehicle insurance policy, driver’s license, CPR/FA certification, vehicle registration, or their 
annual training has expired then the employee will be suspended without pay until they can 
provide the needed current documentation/attend needed trainings.  The suspension will last 
no longer than fifteen (15) calendar days.  If the employee fails to provide needed 
documentation/attend needed trainings after the fifteenth day, then their employment will be 
terminated.   Please note that having a valid driver’s license is a requirement of employment 
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for direct care positions per Indiana law.  Therefore, any suspension or revoke of a driver’s 
license is grounds for termination.  
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7.02 Staff Suspension During Investigation of Allegation of Client 
Mistreatment 

 
Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Any time an incident involves alleged or suspected abuse, neglect, exploitation, maltreatment, 
or a violation of a client’s rights, it will be immediately and thoroughly investigated by Sweet 
Behavior, LLC regardless of the credibility of the allegation.   Sweet Behavior acknowledges 
that some clients have a history of making false reports and may even have a behavior 
support plan that addresses this.  However, if a client has said history, this does not mean 
that an investigation does not need to be conducted if they make a claim.   
 
If there is any alleged or suspected abuse, neglect, exploitation, maltreatment, or a violation 
of a client’s rights, the following protocol will occur at Sweet Behavior: 

 
• If the allegation involves a staff member of Sweet Behavior, the management of 

Sweet Behavior will notify them that they are suspended without pay until further 
notice and are not to have any contact with clients until an internal investigation into 
the allegation is completed.   

• Next, an official internal investigation into the incident will begin by a member of 
management, using the Sweet Behavior Internal Investigation Form as a guide.   
This form provides a means for a thorough investigation into an allegation that 
includes: background information for the client and all those involved, a detailed 
nature of the alleged event, interviews/witness statements, and a review of 
necessary documentation (i.e., progress notes, medication administration records, 
etc.).  The form then culminates in a ‘Findings’ section that determines if the 
allegations were indeed substantiated and if any corrective actions need to be taken, 
including staff disciplinary actions, changes in internal policy, or additional trainings.  

• Depending on the complexity of the allegation, the internal investigation can take 
anywhere from a few hours to no more than five (5) business days from the 
origination of the allegation.  

• In all situations where the charges made against the staff are found to be 
unsubstantiated, the staff person will be allowed to return back to work and pay for 
the staff person will be reinstated retroactive to their suspension. 

• If the charges made against a staff person are substantiated, the staff person will be 
terminated from Sweet Behavior immediately and is not eligible for any recompense 
related to their suspension.     
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7.03 Drug and Alcohol Use 
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  

 
It is the intention of Sweet Behavior, LLC to provide a drug-free, healthful, and safe 
workplace. To promote this goal, employees are required to report to work in appropriate 
mental and physical condition to perform their jobs in a satisfactory manner, with or without 
reasonable accommodation. 
 
In the course of work-related responsibilities with Sweet Behavior, LLC, no employee may be 
under the influence of alcohol.  For purposes of administration of this policy, "under the 
influence of alcohol” means the presence of alcohol in the employee’s system without regard 
to the quantity or percentage amount.  It is also expressly forbidden to use, possess, 
distribute, sell, transfer, or be under the illegal drugs in the course of work-related 
responsibilities with Sweet Behavior, LLC.  
 
The legal use of prescribed medications and over-the-counter medications is permitted on the 
job only if they do not impair an employee's ability to perform the essential functions of the job 
effectively and safely. Any employee who is taking such a medication that could induce 
drowsiness, disorientation, impairment to coordination or attention, or any other impairment, 
and which could affect the employee's ability to perform their job, must advise the supervisor 
of the type of medication being used, the amount of daily medication, the expected length of 
time they will be using such medication and the expected side effects of such medication.  If 
there is evidence that the medication renders an employee unable to perform their duties 
safely and efficiently, they will either be reassigned to other work or sent home until they are 
able to resume working.   
 
Sweet Behavior, LLC expressly reserves the right to engage in, and all employees are subject 
to, drug/alcohol testing as Sweet Behavior, LLC may deem appropriate or necessary from 
time to time, including periodic testing, and when Sweet Behavior, LLC has reason to believe 
that an employee has been drinking or taking drugs, or is under the influence of alcohol or 
drugs (for example, where an employee’s appearance, behavior, judgment, conduct, 
coordination or physical or mental ability is in the judgment of the management of Sweet 
Behavior, LLC inconsistent with normal operating procedures or this policy, as well as 
information, reports, or other evidence indicating that an employee is using, or under the 
influence of alcohol or drugs). 

 
Sweet Behavior, LLC may from time to time take additional actions or establish additional 
procedures as it deems necessary to effectively enforce these policies.  
 
A proven positive drug or alcohol test will result in termination, regardless of the 
circumstance. Also, please note that a refusal to be drug or alcohol tested is grounds 
for termination.   
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When testing for the presence of alcohol or drugs, a urine screen will be the first tool used.  
One result of a urine screen is what is termed a “false positive”.  A false positive can occur if 
the sample has been tampered with (for instance, diluted with water) or if the person being 
tested is taking a legal medication (either prescription, vitamin, herbal supplement, or an over 
the counter one) or substance that reacts to the chemicals used in the test to produce a false 
positive.  Therefore, it is important if being tested to give a thorough account of any 
medications (prescription, vitamin, over the counter, or herbal supplement) or substances 
(i.e., foodstuffs containing poppy seeds) when the urine test is being administered.  If a urine 
screen results in a false positive and it cannot be proven to be caused by any of the 
medications or substances disclosed by the employee at the time of testing, then it will be 
treated as a positive result.   
 
Procedure for Drug or Alcohol Testing 
1. The employee will be discretely asked to either come to the office (if the urine screen will 

be performed in-house) or to a facility of Sweet Behavior, LLC’s choosing for drug testing.  
They must do so immediately.  If the reason for the screening is due to an accusation of 
drug or alcohol use in relation to a client investigation, then the employee will also be told 
that they are suspended until the investigation can be completed.  

2. The employee will be screened for drug or alcohol upon arrival at the office or facility. If the 
screening is being done as part of an investigation, then the employee will remain 
suspended until the results of the drug screen are back.  If the employee has been 
randomly selected to be screened, then they may return to their duties immediately.   

3. If the screen comes back negative and the employee is part of an investigation, then they 
will be notified that they may return to work.  If the screen comes back positive, then the 
employee will be asked to come in as soon as possible for a disciplinary meeting and 
termination.    
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7.04 Personal Appearance  
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  

 
It is Sweet Behavior, LLC’s policy that all employees, exempt and non-exempt, and volunteers 
should dress appropriately for their job at Sweet Behavior.  Appropriateness means 
considering the work environment as well as the day’s activities when deciding what to wear.  
Employees also need to be mindful of safety, morale, and the reflection of Sweet Behavior, 
LLC’s image by their dress on clients, clients’ loved ones, and other service providers.   
 
Please keep in mind that our mission is to integrate our clients into the community in the best 
way possible.   The last thing that we want is for a staff member with Sweet Behavior, LLC to 
draw attention to themselves and by default the client when out in the community.  That is 
why it is important for staff members to be mindful of their dress.  We are not our client’s 
orderlies or their nurses.  Therefore, scrubs are never to be worn when providing direct care 
to our clients. If an employee has a name badge, it is only to be worn for identification 
purposes while in a Sweet building or at a business meeting/conference offsite.  It should not 
be worn when working with clients in the community because this also draws attention to the 
staff member and hinders inclusion. 
 
Sweet Behavior, LLC wants all staff members to wear the clothes that they feel the most 
comfortable in when working with clients.  However, there are some general limits that need 
to be in place.  The following dress is not acceptable: 
 

• No offensive messages on shirts (slogan/language or picture/diagrams considered 
offensive, indecent, obscene, or depicting illegal activity, alcohol, or gang activity) 

• Pajama pants 
• Clothes that are revealing or see through 
• Tattoos that are visible and contain content considered offensive, indecent, or obscene 
• Scrubs of any variety 
• Shorts that are revealing in any way 
• Improper footwear.  Please keep in mind that some work will require providing personal 

care (such as changing dressings or bathing) or working with clients that may be an 
elopement risk.  Therefore, you should wear footwear that is appropriate for the work 
you are doing.  For instance, if an employee is changing the dressing or brief of a client 
and wearing sandals, then they have placed themselves at risk of contamination 
should a dressing or soiled brief fall on their feet 

• Employees that choose to wear fragrances in the workplace are highly encouraged to 
be aware of the sensitivities and allergies of the clients, their families, and the 
employee’s coworkers  

 
If an employee is inappropriately dressed, they will be asked by their supervisor to change.  
Any time that an employee has to take off to do so will be unpaid.   If an employee repeatedly 
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(more than twice) wears inappropriate clothing that requires them to change, then they will be 
subject to progressive disciplinary procedures.    
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7.06 Attendance  
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Sweet Behavior, LLC recognizes that some employees are in charge of creating their own 
flexible schedules to best serve the clients while others have a more traditional, more rigid 
schedule that is set by management.  Regardless of the schedule that an employee has, 
though, Sweet Behavior, LLC expects its employees to honor their commitments to clients 
and their loved ones.   
 
Management recognizes that circumstances beyond an employee’s control may cause the 
employee to cancel appointments or be absent from a worksite for all or part of a day.  
However, excessive and unauthorized absences will not be tolerated and may result in 
disciplinary action up to and including termination.  Directors will exercise the primary 
management-level responsibility to control employee attendance and will maintain records of 
cancelled appointments and all other attendance related matters, including tracking paid-time 
off and absenteeism.   

 
If an exempt employee is eligible for paid time off, has exhausted all of their paid time off for 
the year, and is unable to (or chooses not to) come to work, then this is considered 
absenteeism.  Absenteeism, regardless of the circumstance, will result in disciplinary action 
per Sweet Behavior, LLC’s progressive disciplinary policy.  Any days taken off that are outside 
of an exempt employee’s earned paid time off will not be paid. Absenteeism can be possibly 
avoided by requesting a leave of absence.  
 
Employees who need more than their allotted paid time off for an extended period are 
required to either request a voluntary leave of absence or FMLA if applicable.  Please keep in 
mind that an employee is required by law the protections afforded to them under the FMLA 
and must go through the official process to request this.  However, other leaves of absence 
requested are granted only at the discretion of Sweet Behavior, LLC’s management and not 
protected by law.  Please see section 7.07 of this manual for information regarding non-FMLA 
leaves of absence.  
 
Exempt employees who are paid on a per-fee basis or non-exempt employees paid on an 
hourly basis who provide billable therapies or direct care work are expected to bill a certain 
amount of hours per week or per month.  These expectations are decided by the director of 
the program and are clearly explained to the employee at the time of hire.  If billing declines 
without a valid reason (i.e., appointment cancellations, clients choosing another provider, 
inclement weather impedes community outings, etc.) and does not improve within two 
months, this is cause for the employee to be subject to progressive disciplinary action.  In 
addition, employees may be subject to disciplinary action if there are substantiated repeated 
claims from providers, clients, or families of cancellations, tardiness, or other attendance 
related issues.  
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Call In/Cancellation Procedures 
If the event of an absence from a scheduled workday in the office or at another organized site 
(i.e., a planned community habilitation outing), the employee is expected to communicate 
directly with their director or coworker organizing the event as soon as possible, but no later 
than one (1) hour before their scheduled shift. Failure to report to work to a scheduled shift or 
call in on the scheduled workday is sufficient grounds for immediate termination. 
 
Exempt employees who are paid on a per-fee basis or non-exempt employees paid on an 
hourly basis who provide billable therapies or direct care work and set their own schedules 
are expected to notify their clients, the clients’ loved ones, and/or clients’ providers of 
cancellations as soon as possible, but no later than two (2) hours prior to their scheduled 
appointments.  Please keep in mind that excessive cancellations made by employees of 
Sweet Behavior, LLC are grounds for disciplinary action.  

 
Requesting Time Off 
If an exempt employee is eligible for PTO, then the employee must complete a PTO request 
form and submit their request to their immediate supervisor at least two weeks in advance of 
their request if they are taking time off for several days in a row.  Please note that there may 
be times when a PTO request cannot be approved for the desired time period and the 
employee will be requested to revise and resubmit request for time off.  If an employee has 
something unexpected to come up and needs to take PTO immediately, such as illness or a 
personal matter, then they need to notify their supervisor as soon as possible, but no later 
than one (1) hour prior to their scheduled shift.  Department directors are in charge of keeping 
track of PTO hours used and PTO hours remaining for eligible employees.   
 
Exempt employees who are paid on a per-fee basis or non-exempt employees paid on an 
hourly basis who provide billable therapies or direct care work and set their own schedules do 
not have to complete a PTO request form.  However, they are expected to notify their 
directors, clients, clients’ loved ones, and clients’ providers of any extended (five business 
days or more) time off that they are taking.   
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7.07 Non-FMLA Leaves of Absence  
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Non-FMLA leaves of absence are referred to as voluntary leaves of absence.  If applicable, all 
PTO days must be used before requesting a leave of absence.  The employee is expected to 
provide at least 30 days' notice when requesting leave. When an employee becomes aware of 
a need for leave less than 30 days in advance, the employee must provide notice of the need 
for the leave either the same day, the next business day, or as soon as reasonably 
practicable. Leave requests that are not submitted according to policy and as soon as 
practicable will be denied. All voluntary leaves of absence are unpaid and may not extend 
past four (4) weeks in one twelve (12) month period.  
 
Please note that employees who take a non-FMLA leave do not have job restoration rights. 
However, Sweet Behavior, LLC will generally reinstate the employee to the same position or a 
position with equivalent status, pay, benefits and other employment terms upon the 
employee's return before or at the end of the approved leave period.  If for some reason 
Sweet Behavior, LLC is unable to do so, the employee will receive written notice stating such.  
 
Sweet Behavior, LLC does not currently offer employees health care coverage.  However, if it 
were to begin offering insurance, Sweet Behavior, LLC would continue the employee’s health 
insurance taking a voluntary leave of absence, as if they continued to work.  If the employee 
had dependent group health insurance coverage or if Sweet Behavior, LLC required the 
employee pay a portion of the health insurance premium, the employee would be required to 
pay the premiums to maintain this coverage on the same basis as prior to commencing the 
leave. Failure to pay any premium amount when due, would result in termination of coverage 
fifteen (15) days after date of written notice from Sweet Behavior, LLC that such payment had 
not been received.   Under certain circumstances the employee would be liable for the 
payment of group health insurance premiums if the employee did not return to work upon the 
expiration of the leave.   

 
If requesting a voluntary leave of absence, then the employee is asked to provide a letter in 
writing outlining the reason and timeframe for their leave of absence, as well as other 
documentation requested by Sweet Behavior, LLC management.  There are two (2) reasons 
that Sweet Behavior, LLC will consider for voluntary leaves of absence: non-FMLA medical or 
personal. These types are further described below.  The letter needs to be provided to their 
director.  The director will then consult with the chief operations officer and/or president.  The 
employee will receive a written approval or denial of their request within seven (7) business 
days.  If the request is granted, then a payroll/status change will be filled out to reflect the 
decision.   
 
If the employee does not return back from the leave of absence as agreed on the 
payroll/status change form without notice then this will be considered a voluntary resignation. 
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Alternately, if the employee is not medically released to return to work at the end of his or her 
leave and the employee has not been granted any additional leave, employment ends as 
unable to return from leave effective the last day of the approved leave, unless a continuation 
of leave has been granted as an accommodation under the ADAAA, or for other reasons. 
 
Non-FMLA Medical Leave of Absence 
An employee with a serious medical condition as defined under the FMLA, who is in their first 
year of employment may request a leave of absence for a self-qualifying medical event. This 
leave will be considered for employees that need to be out of work for five (5) consecutive 
days. Employees may take leave up to four (4) weeks within their first twelve (12) months of 
service at Sweet Behavior, LLC. Intermittent leave under non-FMLA is not permitted unless 
such leave has been approved as a reasonable disability related accommodation pursuant to 
the ADAAA. 

An employee with a serious medical condition as defined under the FMLA who does not meet 
the 1,250 hour requirement or has exhausted leave available under the FMLA may request a 
leave of absence for a self-qualifying medical event. Time away from work will not exceed four 
(4) months in a "rolling" twelve (12) month period. Intermittent leave under non-FMLA is not 
permitted unless such leave has been approved as a reasonable disability related 
accommodation pursuant to the ADAAA.  

Sweet Behavior, LLC will require certification for the employee's serious health condition. The 
director of the employee’s program will receive all medical certifications along with the letter 
requesting the leave of absence. Medical certification requires a licensed physician to clearly 
outline the medical condition that necessitates the medical leave along with the physician’s 
statement outlining the exact amount of time off required to treat the condition.  The statement 
must be signed and is subject to verification by Sweet Behavior, LLC management.  

Employees are expected to be able to return to work by the end of their approved leave. Prior 
to returning from leave for a personal health condition, the employee must secure a release 
from his or her healthcare provider confirming the release to return to work to perform regular 
duties or set forth any restrictions.   This release needs to be provided to the employee’s 
director no later than two (2) days prior to the employee’s return.  
 
Non-FMLA Personal Leave of Absence 
An eligible employee who has completed at least twelve (12) months of service and who is in 
good standing (has not received any disciplinary actions) may request personal time off for 
reasons such as educational opportunities, to care for a family member (not covered under 
FMLA), incarceration, or to spend time with a new baby or child placed in the home within the 
first twelve (12) months of service in situations not covered by the FMLA.  Personal leaves are 
strictly not granted for engaging in employment outside of Sweet Behavior, LLC, pursuing an 
independent business venture, or as additional leave after non-FMLA Medical Leave. 
Intermittent leave under personal leave is not permitted. 
 
Employees are expected to be able to return to work by the end of their approved  personal 
leave. If an employee on leave plans to return to work sooner than the expected return date 
listed on the payroll/status change form, the employee must notify his or her supervisor within 
two (2) business days of receiving the release.  Any employee who fails to return to work as 
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scheduled after a personal leave may be subject to dismissal from employment. Employees 
who exceed their leave without extension(s) of their leave approved under appropriate leave 
provisions, may be subject to dismissal from employment and applicable attendance policies. 
 
Failure to comply with the above mentioned requirements will result in denial of leave or 
reinstatement from leave, in which case the employee's leave of absence would be 
unauthorized, subjecting the employee to discipline up to and including employment 
termination. 
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7.08 Incarceration   
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
It is the employee’s responsibility to personally call, or have someone call for them, the 
employee’s supervisor and notify their director of the inability to report to work due to arrest 
and/or incarceration.  Failure to notify the director for one (1) day to report the absence, even 
if due to arrest or incarceration, can result in termination of employment. 
 
Once the director has been notified of the employee’s inability to report to work due to arrest 
and/or incarceration the employee will be placed on a leave of absence.  If the employee is 
unable to secure bail, the leave of absence shall continue until final disposition of the charges.  
An employee on leave of absence will follow the guidelines for the leave of absence policy 
and procedure.  If an employee is eligible and has PTO, they may use this in lieu of a leave of 
absence.  
 
While charges are pending, resumption of employment pending disposition of the charges will 
be decided after meeting between the employee’s director and president and/or chief 
operations officer to determine whether employment would be consistent with the safe and 
efficient operation of the company. 
 
Once the court has decided the outcome of the charges, a meeting will be held with the 
employee’s director and president and/or chief operations officer to determine whether 
employment would be consistent with the safe and efficient operation of the company.  In the 
event that a person is convicted of a felony and provides any type of direct care, the 
employee will be terminated immediately per Indiana administrative code 460 requirements 
for employment of direct care staff.  In the event the person is unable to report to work due to 
incarceration, employment may also be terminated. 
 
The employee has an obligation to cooperate and release all information related to the 
charges during Sweet Behavior, LLC’s investigation. 
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7.09 Progressive Discipline   
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
It is Sweet Behavior, LLC’s feeling that the best disciplinary measure is one that does not 
have to be enforced and comes from good leadership, honesty, and open communication. If 
an issue arises that merits formal intervention, management will address the issue with the 
employee in a prompt, respectful manner.  The purpose of any disciplinary action is not to 
personally shame or chastise an employee, but rather to correct a problem, come up with 
methods to assist the employee to correct the issue, and prevent recurrence.   
 
Although employment with Sweet Behavior, LLC is based on mutual consent and both the 
employee and Sweet Behavior, LLC have the right to terminate employment at will (with or 
without cause or advance notice), Sweet Behavior, LLC may use progressive discipline at its 
discretion. 

 
Disciplinary action may call for any number of steps that may include – concern form, 
counseling and corrective action form, suspension with or without pay, or termination of 
employment -- depending on the severity of the problem and the number of occurrences. 
There may be circumstances that are serious enough to warrant one or more steps being 
bypassed.  The different steps are outlined below. 
 
Concern Form 
This form should be used as an initial discussion form.  It provides the supervisor a way to 
discuss a concern they may be having with an employee.  This form should be discussed with 
the employee and signed by the supervisor and employee.  The form clearly outlines what the 
employee’s expected improvement should be and asks for feedback from the employee on 
how to best achieve this.   
 
Counseling and Corrective Action Form 
For another infraction, within a year from the date of the initial infraction, regardless if it is for 
the same violation, the employee is issued a counseling and corrective action form.  This form 
should be used as a more detailed document that focuses on a formal counseling approach 
that includes an official corrective action plan for the employee.  The form includes any dates 
or documentation where prior warnings have been given about the issue at hand.  The 
corrective action plan will include an exact plan for correction with a precise timeline for 
correction.   
 
Termination 
A third infraction, within a year from the date of the initial infraction, regardless if it is for the 
same violation, will result in employment termination.  The president and vice chief operations 
officer should be informed of all discharges 
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Other Options for Corrective Action 
Suspension Pending an Investigation or Termination.  If events compel a supervisor to take 
immediate action when termination of employment appears possible, the supervisor/director 
will immediately suspend the employee, pending an investigation, for a specified period of 
time.  The employee will be required to leave the premises immediately and not return to duty 
until further notice. The suspension/investigation period will last no longer than three working 
days except in highly unusual circumstances, such as a lapse of car insurance/registration. 
The objective of this suspension will be to determine if discharge is the proper decision.  
Responsibility for managing the investigation will be that of the director of the program.  
 
Suspension for Lapse of Vehicle Insurance, Driver’s License, or Vehicle Registration  
Per Indiana Administrative Code 460 that governs the services Sweet Behavior, LLC 
provides, the company has to have a copy a current vehicle insurance policy, driver’s license, 
and vehicle registration of all employees providing direct care at all times.  If an employee 
providing direct care to a client has an expired vehicle insurance policy, driver’s license, or 
vehicle registration, then the employee will be suspended without pay until they can provide 
the needed current documentation.  The suspension will last no longer than fifteen (15) 
calendar days.  If the employee fails to provide needed documentation after the fifteenth day, 
then they will their employment will be terminated.   Please note that having a valid driver’s 
license is a requirement of employment for direct care positions per Indiana law.  Therefore, 
any suspension or revocation of a driver’s license is grounds for termination.  
 
Suspension for Allegations of Client Abuse, Neglect, Violation of Client Rights, or 
Mistreatment 
Indiana administrative code requires Sweet Behavior, LLC to suspend any employee who 
allegedly completed any act of client abuse, neglect, mistreatment, or violation of client rights 
until a formal investigation can be completed.  The following procedure shall be followed in 
these instances: 
 

• The management of Sweet Behavior, LLC will notify the employee that they are 
suspended without pay until further notice and are not to have any contact with 
clients until an internal investigation into the allegation is completed.   

• A member of Sweet Behavior, LLC management will then notify needed parties of 
the allegation; this includes any guardians or powers of attorney, case managers, 
and any other member of the support team. 

• Next, an official internal investigation into the incident will begin by a member of 
management, using the Sweet Behavior Internal Investigation Form as a guide.   
This form provides a means for a thorough investigation into an allegation that 
includes: background information for the client and all those involved, a detailed 
nature of the alleged event, interviews/witness statements, and a review of 
necessary documentation (i.e., progress notes, medication administration records, 
etc.).  The form then culminates in a ‘Findings’ section that determines if the 
allegations were indeed substantiated and if any corrective actions need to be taken, 
including staff disciplinary actions, changes in internal policy, or additional trainings.  
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• Depending on the complexity of the allegation, the internal investigation can take 
anywhere from a few hours to no more than five (5) business days from the 
origination of the allegation.  

• In all situations where the charges made against the staff are found to be 
unsubstantiated, the staff person will be allowed to return back to work and pay for 
the staff person will be reinstated retroactive to their suspension. 

• If the charges made against a staff person are substantiated, the staff person will be 
terminated from Sweet Behavior immediately.   

 
Abuse, neglect, mistreatment, violation of client rights, and exploitation are not tolerated at 
Sweet Behavior, LLC.  If there are any substantiated claims of abuse, neglect, mistreatment, 
or exploitation after an investigation is completed, it is grounds for immediate termination.  
Sweet Behavior will not only follow State protocol under 460 IAC 6-9-5, but will also go above 
and beyond to pursue prosecution by following up with local and State law enforcement 
agencies.   
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7.10 Employee Complaint Procedure   
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Sweet Behavior, LLC is committed to providing the best possible working conditions for its 
employees. Part of this commitment is encouraging an open and frank atmosphere in which 
any problem, complaint, suggestion, or question receives a timely response from Sweet 
Behavior, LLC management.  
  
Sweet Behavior, LLC strives to ensure fair and honest treatment of all employees. 
Supervisors, managers, and employees are expected to treat each other with mutual respect. 
Employees are encouraged to offer positive and constructive criticism.  If employees disagree 
with established rules of conduct, policies, or practices, they can express their concern 
through the employee complaint procedure. No employee will be penalized, formally or 
informally, for voicing a complaint Sweet Behavior, LLC in a reasonable, business-like 
manner, or for using the complaint procedure. 

 
If a situation occurs when employees believe that a condition of employment or a decision 
affecting them is unjust or inequitable, they are encouraged to make use of the following 
steps. The employee may discontinue the procedure at any step. 
 
1. Informal discussions 

If an employee has a grievance about their employment they should discuss it informally 
with an immediate supervisor. We hope that the majority of concerns will be resolved this 
way. All discussions should be documented.  

2. If the employee feels that the matter has not been resolved through informal discussions, 
they should put their complaint in writing to an immediate supervisor, the chief operations 
officer, or president. The employee should present the grievance to the management staff 
they feel most comfortable doing so.  

3. Within 7 to 10 business days the supervisor or management staff the complaint was 
presented to will respond, in writing, to the statement, inviting the employee to attend a 
meeting where the alleged grievance can be discussed. This meeting should be scheduled 
to take place as soon as possible with ample notice given to the employee (at least 1 day). 
Employees must take all reasonable steps to attend the meeting, but if for any unforeseen 
reason the employee, or the employer, cannot attend, the meeting must be rearranged.  

4. After the meeting, the supervisor hearing the complaint must write to the employee 
informing them of any decision or action and offering them the right of appeal. This letter 
should be sent within 7 to 10 business days of the grievance meeting and should include 
the details on how to appeal.  

5. If the matter is not resolved to the employee’s satisfaction, they must write an appeal letter 
within 7 to 10 business days of receipt of the decision letter.   The appeal letter is then 
submitted to the president.    

6. Within 7 to 10 business days, the president reviews the appeal and meeting is scheduled 
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with the employee.  
 

Not every problem can be resolved to everyone's total satisfaction, but only through 
understanding and discussion of mutual problems can employees and management develop 
confidence in each other. This confidence is important to the operation of an efficient and 
harmonious work environment, and helps to ensure everyone's job security. 
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7.11 Client and Staff Boundaries   
 

Effective Date: 10/01/2018 
Review Date:  
Revision Date:  
Personnel Committee Review and Approval Date:  
 
Although Sweet Behavior actively promotes inclusion, there are professional boundaries to 
respect.  Staff members should never take clients to a staff member’s home or to the home of 
a staff member’s family members without explicit permission from their supervisor and, if 
applicable, the client’s legal representative.   
 
In addition, staff members must request permission from their supervisor and, if applicable, 
the client’s legal representative if they are going to introduce any clients to the staff member’s 
friends and/or the staff member’s family.  Staff members are never to leave a client alone with 
a staff member’s friend and/or a staff member’s family.  
 
Please note that if a family member is providing services to their own family member, then the 
above is not applicable.  However, if a family member is providing services to the individual, 
then the family member is not to leave the individual alone with any other person, whether this 
be another family member or friend.   
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Notice of Receipt of Personnel Manual 
 

 
I, ____________________________________, acknowledge that I received a copy of Sweet Behavior’s 

Personnel Policies and Procedures Manual.  I also understand that if I have any questions about the materials 
contained in it that I can ask my supervisor or any of the directors at Sweet Behavior.   

 

 

________________________________________   __________________________ 

                   Employee Signature             Date 
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