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Core Policies

1.0 Welcome

1.1 A Welcome Policy

Welcome! You have joined a dedicated organization committed to providing compassionate, reliable, and
high-quality services to the individuals and families we support. We hope your employment with Pikes Peak
Respite Services (“PPRS” or the “Company”) is rewarding and meaningful. We take pride in our employees
and in the services we provide to our community.

PPRS complies with applicable federal, state, and local employment laws. Where applicable law provides
greater rights or protections than this handbook, PPRS will comply with applicable law. Nothing in this
handbook is intended to limit, waive, or interfere with employee rights protected by law.

Employees are generally covered by the state supplement applicable to the state where they physically
perform work, unless otherwise required by law or determined by the Company.

This handbook is intended to provide employees with general information regarding Company policies,
procedures, benefits, and workplace expectations. Not every policy or situation may be specifically addressed
within this handbook.

The policies and benefit summaries contained in this handbook generally apply to all employees. If an
employee is covered by a collective bargaining agreement, written employment agreement, or applicable
state supplement, the applicable agreement, supplement, or law will control whenever a conflict exists
between it and this handbook.

Employees are expected to carefully review this handbook and comply with the policies and standards
outlined herein. Employees will be asked to sign an acknowledgment confirming receipt and review of the
handbook.

This handbook supersedes any previously issued employee handbooks or policy statements regarding the
subjects addressed herein. PPRS reserves the right to interpret, revise, modify, suspend, or supplement the
provisions of this handbook at any time, with or without notice, consistent with applicable law.

Nothing in this handbook or in any verbal or written communication is intended to create a contract of
employment or alter the at-will employment relationship.

1.2 At-Will Employment

Employment with Pikes Peak Respite Services (“PPRS” or the “Company”) is at-will. This means that either
the employee or the Company may terminate the employment relationship at any time, with or without notice
and with or without cause, subject to applicable law. Likewise, employees are free to resign employment at
any time, with or without notice.

Nothing in this handbook or any Company communication should be interpreted as creating an employment
contract, a guarantee of continued employment, or a promise that employment will only be terminated for
cause.



Nothing in this handbook is intended to interfere with, restrain, or prevent employee rights protected under
Section 7 of the National Labor Relations Act (NLRA).

2.0 Introductory Language and Policies

2.1 About the Company

Pikes Peak Respite Services (“PPRS”) is a human service agency providing respite services, personal care,
mentorship, homemaker services, family advocacy, and community accessibility services.

PPRS supports individuals and families by providing dependable, person-centered services designed to
promote safety, dignity, independence, and quality of life. Our services are delivered by trained staff
members who are expected to follow Company policies, documentation requirements, client care
expectations, and applicable regulatory standards.

2.2 Ethics Code

Pikes Peak Respite Services (“PPRS” or the “Company”) is committed to conducting business honestly,
ethically, and professionally.

Employees are expected to treat clients, families, coworkers, and community partners with professionalism,
honesty, respect, and good judgment.

Employees may not knowingly misrepresent the Company or speak on behalf of PPRS unless authorized to
do so. Employees are also expected to protect confidential information related to clients, employees,
operations, financial information, and Company business.

Violations of this policy may result in corrective action up to and including termination of employment.

2.3 Mission Statement

The mission of Pikes Peak Respite Services is to provide compassionate, reliable, and high-quality services
that support individuals and families in living with dignity, independence, and peace of mind.

PPRS is committed to building trusted relationships with clients, families, employees, and community
partners through professionalism, respect, accountability, and service excellence.

2.4 Revisions to Handbook

This handbook is intended to provide employees with general information regarding the terms and conditions
of employment with Pikes Peak Respite Services (“PPRS” or the “Company”), including Company policies,
procedures, expectations, and benefits.

PPRS reserves the right to interpret, revise, modify, add to, suspend, or remove policies, procedures,
benefits, or guidelines contained in this handbook at any time, with or without notice, as determined to be in
the best interest of the Company and consistent with applicable law.

When significant changes are made to handbook policies or procedures, the Company will make reasonable

efforts to communicate those changes to employees in a timely manner. Communication may include written
notices, handbook supplements, electronic communications, postings, or updated handbook versions.
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3.0 Hiring and Orientation Policies

3.1 Employment Authorization Verification

New hires are required to complete Section 1 of federal Form I-9 on the first day of employment and provide
documents required by law showing identity and authorization to work in the United States.

Employees are responsible for notifying their Assigned Admin, Management, or the HR Specialist at VIDA
HR if their employment authorization status changes.

Employees authorized to work in the United States for a limited period of time may be required to provide
updated employment authorization documentation before expiration to remain eligible for employment with
Pikes Peak Respite Services (“PPRS” or the “Company”).

3.2 Background Checks and Ongoing Eligibility

PPRS may require background checks, registry checks, exclusion checks, driving record checks, reference
checks, credential verification, or other screening required by law, payer requirements, licensing standards,
Medicaid requirements, or Company policy.

Employment or continued assignment may depend on maintaining required credentials, eligibility,
background clearance, and compliance with applicable screening standards. Employees are responsible for
promptly notifying PPRS of any change that may affect eligibility to work, provide services, transport clients,
access client information, or meet licensing or program requirements.

Failure to maintain required eligibility, credentials, or clearances may result in reassignment, removal from
service assignments, corrective action, or termination of employment.

3.3 Equal Employment Opportunity, Anti-Discrimination, and Anti-Harassment Policy

Pikes Peak Respite Services (“PPRS” or the “Company”) is committed to providing equal employment
opportunities and maintaining a professional work environment free from unlawful discrimination, harassment,
retaliation, intimidation, and inappropriate conduct. PPRS complies with all applicable federal, state, and local
employment laws.

PPRS prohibits discrimination or harassment based on any protected characteristic under applicable law,
including but not limited to:

e race,

e color,

e national origin,

e ancestry,



religion or creed,

sex,

pregnancy,

sexual orientation,

gender identity or gender expression,
disability,

age,

genetic information,

marital status,

military or veteran status,
participation in protected activity,

or any other status protected under applicable federal, state, or local law.

This policy applies to all aspects of employment, including recruitment, hiring, training, scheduling,
compensation, benefits, promotion, discipline, termination, and all other terms and conditions of employment.

PPRS prohibits retaliation against employees who:

report concerns in good faith,
request accommodations,
participate in investigations,
assist with complaints,

or otherwise exercise protected rights under applicable law.

Employees who require a workplace accommodation related to a disability, pregnancy, religion, or other
legally protected reason should contact the HR Specialist at VIDA HR, Management, the COO, or the CEO.

Workplace Harassment Prohibited

PPRS prohibits all forms of unlawful workplace harassment, including sexual harassment.

Harassment may include unwelcome verbal, physical, visual, written, electronic, or other conduct based on a
protected characteristic that unreasonably interferes with an employee’s work performance or creates an
intimidating, hostile, offensive, or disruptive work environment.

Examples of prohibited conduct may include:

offensive jokes, slurs, epithets, or comments;
threats, intimidation, or bullying;

offensive images, messages, or materials;
repeated unwanted advances or attention;

inappropriate sexual comments or conduct;



¢ unwanted physical contact;
e discriminatory or harassing social media or electronic communications;

e or other conduct that violates this policy or applicable law.

This policy applies to interactions involving employees, applicants, clients, family members, vendors,
contractors, visitors, and other individuals connected to Company operations.

Employees are expected to maintain professionalism, respect, and appropriate workplace conduct in all work-
related interactions.

Reporting Concerns

Employees who experience, withess, or become aware of possible discrimination, harassment, retaliation, or
other inappropriate conduct should promptly report concerns to their Assigned Admin, the HR Specialist at
VIDA HR, Management, the COOQO, or the CEO.

Employees are not required to report concerns to a person who is the subject of the complaint.

PPRS will promptly review and investigate reported concerns as appropriate under the circumstances.
Information will be handled as confidentially as reasonably possible consistent with conducting an appropriate
review or investigation.

Retaliation against individuals who make good-faith reports, request accommodations, participate in
investigations, or raise concerns under this policy is strictly prohibited.

Violations of this policy may result in corrective action, up to and including termination of employment.

3.4 Disability Accommodation

Pikes Peak Respite Services (“PPRS” or the “Company”) complies with the Americans with Disabilities Act
(“ADA”), the Pregnant Workers Fairness Act (“PWFA”), and all applicable federal, state, and local
employment laws regarding reasonable accommodations.

PPRS is committed to providing equal employment opportunities and reasonable accommodations to
qualified applicants and employees with disabilities, pregnancy-related limitations, childbirth-related
conditions, or other protected medical conditions, unless doing so would create an undue hardship or direct
safety risk.

Employees who need a workplace accommodation should notify their Assigned Admin, the HR Specialist at
VIDA HR, or Management. Employees may be asked to provide information regarding the requested
accommodation and how it relates to their job duties or workplace limitations, where permitted by law.

PPRS will engage in an interactive process to determine whether a reasonable accommodation can be
provided. Medical information received in connection with an accommodation request will be maintained
confidentially in accordance with applicable law.

The Company may provide an alternative effective reasonable accommodation when appropriate.

PPRS prohibits discrimination, harassment, intimidation, or retaliation against employees for requesting,
receiving, or participating in the accommodation process.



3.5 Religious Accommodation

Pikes Peak Respite Services (“PPRS” or the “Company”) respects the religious beliefs and practices of
employees and is committed to providing reasonable religious accommodations in accordance with
applicable federal, state, and local law.

Employees may request a reasonable accommodation for sincerely held religious beliefs or practices that
affect scheduling, dress, grooming, job duties, or other workplace requirements.

Employees requesting a religious accommodation should contact the HR Specialist at VIDA HR,
Management, or the COO. PPRS will review accommodation requests on an individual basis and may
engage in an interactive process to determine whether a reasonable accommodation can be provided.

The Company may provide an alternative effective reasonable accommodation when appropriate and
permitted by law. PPRS is not required to provide an accommodation that would create an undue hardship or
direct safety risk.

PPRS prohibits discrimination, harassment, intimidation, or retaliation against employees for requesting,
receiving, or participating in the religious accommodation process.

3.6 Accommodations for Nursing Mothers

Pikes Peak Respite Services (“PPRS” or the “Company”) will provide reasonable break time and reasonable
accommodations for employees who need to express breast milk in accordance with applicable federal, state,
and local law.

When practical and required by applicable law, PPRS will provide access to a private space, other than a
restroom, for expressing breast milk. Because some employees work remotely, in community-based settings,
or in client-service environments, accommodations may vary depending on the work location, client setting,
and operational needs.

Employees needing lactation accommodations should contact their Assigned Admin, the HR Specialist at
VIDA HR, or Management so appropriate arrangements can be discussed.

PPRS prohibits discrimination or retaliation against employees requesting or using lactation accommodations
or related protected rights.

3.7 Accommodations for Pregnancy, Childbirth, and Related Medical Conditions

Pikes Peak Respite Services (“PPRS” or the “Company”) complies with the Pregnant Workers Fairness Act
(“PWFA”) and applicable federal, state, and local laws regarding reasonable accommodations for pregnancy,
childbirth, recovery, lactation, and related medical conditions.

Employees who need a workplace accommodation related to pregnancy, childbirth, recovery, lactation, or a
related medical condition should notify their Assigned Admin, the HR Specialist at VIDA HR, Management,
the COOQO, or CEO.

Reasonable accommodations may include, when appropriate:

e additional restroom, hydration, meal, or rest breaks;

e schedule adjustments;



o temporary work restrictions;

o temporary modification of job duties;

e seating accommodations;

o leave related to pregnancy, childbirth, recovery, or related medical conditions;
e lactation accommodations;

e or other reasonable accommodations permitted by law.

PPRS will engage in an interactive process to determine appropriate accommodations. Medical
documentation may be requested only when permitted by applicable law.

The Company may provide an alternative effective reasonable accommodation when appropriate. PPRS is
not required to provide an accommodation that would create an undue hardship, direct safety risk, or conflict
with applicable law.

PPRS prohibits discrimination, harassment, intimidation, or retaliation against employees for requesting,
receiving, or participating in the accommodation process under this policy.

3.8 Conflicts of Interest

Pikes Peak Respite Services (“PPRS” or the “Company”) expects employees to avoid actual or potential
conflicts of interest, especially in situations that could affect client care, confidentiality, safety, or professional
decision-making.

Employees must promptly disclose any actual or potential conflict of interest involving competitors, vendors,
contractors, clients, or other business relationships to their Assigned Admin, Management, or the HR
Specialist at VIDA HR.

If the Company determines that a conflict of interest exists, PPRS may take appropriate steps to address or
eliminate the conflict consistent with business and operational needs.

3.9 Employment of Relatives and Friends
Pikes Peak Respite Services (“PPRS” or the “Company”) may employ relatives or friends when doing so
does not create actual or potential conflicts involving supervision, safety, confidentiality, security, morale, or

business operations.

Employees are expected to disclose any relationship that may create a conflict of interest or supervisory
concern so the Company can determine the appropriate course of action.

Employees generally may not directly supervise, manage, or participate in employment decisions involving a
relative or household member. If a conflict arises during employment, the Company may take appropriate
action, including reassignment or transfer when possible.

For purposes of this policy, “relatives” may include spouses, domestic partners, parents, children, siblings,

grandparents, grandchildren, in-laws, step-relatives, cousins, aunts, uncles, or other close household
relationships.

3.10 New Hires and Introductory Periods

The first 90 days of employment are considered an introductory period. During this time, employees become
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familiar with Pikes Peak Respite Services (“PPRS” or the “Company”), job responsibilities, performance
expectations, and Company procedures. The Company also has the opportunity to evaluate employee
performance, reliability, professionalism, and job fit.

Completion of the introductory period does not guarantee continued employment or change the at-will
employment relationship.

3.11 Job Descriptions

Job descriptions for positions and services are available on the Pikes Peak Respite Services (“PPRS” or the
“Company”) website at www.pikespeakrespiteservices.com.

Job descriptions are intended to serve as general guidelines for job responsibilities and expectations. Due to
operational and business needs, employees may be assigned duties outside of their written job description.

PPRS reserves the right to revise, add to, or remove job duties and responsibilities at any time, with or
without notice, based on business and operational needs.

Employees with questions regarding job responsibilities or expectations should speak with their Assigned
Admin, Management, or the HR Specialist at VIDA HR as appropriate.

3.12 Training Program

Training is provided based on the employee’s position, assigned services, and client needs. Even if
employees have previous experience, all employees are expected to learn and follow Pikes Peak
Respite Services (“PPRS” or the “Company”) policies, procedures, documentation standards, and
service requirements.

Ongoing training is required for continued employment and compliance with Medicaid, safety, and
service requirements. Employees may access required trainings through the staff portal at
www.pikespeakrespiteservices.com.

PPRS may accept qualifying training completed through other PASA agencies or accredited training
sources with proof of completion. While PPRS does not require a CNA license, certain CNA training
may satisfy some Company training requirements.

4.0 Wage and Hour Policies

41 Pay Period
Pikes Peak Respite Services (“PPRS” or the “Company”) employees are paid on a biweekly schedule. Pay
dates are available through Company pay schedules posted on the website, through iSolved, or by request
through the Finance Department. When holidays affect payroll processing, those changes will be noted on
the payroll memo.

Employees are responsible for reviewing paychecks and pay statements for accuracy. Any payroll concerns
or discrepancies should be reported to the Finance Department as soon as possible.
4.2 Timekeeping and Shift Documentation

Pikes Peak Respite Services (“PPRS” or the “Company”) is required to maintain accurate records of hours
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worked, services provided, and related documentation in accordance with applicable federal, state, and local
law, Medicaid requirements, payer requirements, licensing standards, and Company policy.

Non-exempt employees are required to accurately record all working time using approved Company systems.
Employees may not work “off the clock” and must report all time worked.

Employees responsible for service documentation must ensure that shifts, visit notes, service records, and
other required documentation are accurate, complete, and submitted in a timely manner using approved
Company systems, including Sirius Care and other assigned operational systems.

Shift notes and shift submissions should be completed no later than Sunday at 11:59 p.m. unless a different
deadline is communicated by the Company. Timely submission helps ensure accurate payroll processing,
billing, compliance, and service documentation. Delayed, incomplete, or inaccurate documentation may affect
payroll processing timelines and may result in corrective action, up to and including termination of
employment.

Services should be documented electronically at the time services are provided whenever operationally
possible. Employees are responsible for promptly correcting rejected shifts, documentation errors, or other
submission issues after notification.

PPRS utilizes Electronic Visit Verification (‘EVV”) where required by applicable law, payer requirements,
program rules, or Company policy. Employees providing services requiring EVV must follow all required EVV
procedures, including enabling GPS location settings when required for verification.

Questions, payroll discrepancies, documentation concerns, or shift errors should be reported promptly to
helpdesk@pikespeakrespiteservices.com.

Falsification of time records, service documentation, visit notes, EVV information, payroll records, or other
Company records is strictly prohibited and may result in corrective action, up to and including termination of
employment. Suspected fraud, abuse, false documentation, or improper billing may also be reported to
appropriate agencies or authorities where required or appropriate.

4.3 Meal and Rest Periods

Pikes Peak Respite Services provides meal and rest periods in accordance with applicable federal,
state, and local law. Employees should work with their supervisor regarding scheduling and
operational needs related to breaks and meal periods.

4.4 Overtime

Pikes Peak Respite Services (“PPRS” or the “Company”) complies with applicable federal,
state, and local wage and hour laws regarding overtime.

PPRS does not authorize non-exempt employees to work overtime. Non-exempt employees are not
permitted to work more than their scheduled hours or exceed applicable overtime thresholds. Management
does not approve overtime for non-exempt employees except where required by applicable law.

Employees are responsible for managing their schedules, shifts, documentation, communications, and work
responsibilities to avoid overtime. Employees must not start work early, work late, work through unpaid meal
periods, continue working after a scheduled shift ends, perform work from home outside scheduled hours,
respond to work-related communications outside scheduled hours, or perform any other work that results in
unauthorized work time or overtime.



If an employee believes they cannot complete assigned work within scheduled hours, the employee must
stop work before overtime is incurred and immediately notify Management so priorities, assignments,
schedules, or deadlines can be adjusted.

Employees may not work off the clock. All hours worked must be accurately reported and will be paid in
accordance with applicable law, regardless of whether the work was authorized.

Working unauthorized overtime, failing to stop work before overtime is incurred, failing to notify Management
of workload or scheduling issues, failing to accurately report all hours worked, or working off the clock may
result in corrective action, up to and including termination of employment.

Overtime pay will be calculated in accordance with applicable federal, state, and local wage and hour laws.
Paid leave, holidays, and other non-worked hours are not counted as hours worked for overtime calculations
unless otherwise required by applicable law.

4.5 Travel Time Pay

Some administrative positions within Pikes Peak Respite Services (“PPRS” or the “Company”) may require
travel as part of assigned job duties. Administrative employees will be compensated for qualifying travel time
and reimbursed for approved mileage in accordance with applicable law and Company policy.

Normal travel between home and a regular work location is not considered paid work time unless otherwise
required by law or approved by Management.

Direct Support Providers (“DSPs”) are not eligible for general mileage reimbursement unless required by
applicable law. For services that include an approved transportation stipend, DSPs must accurately log
transportation shifts at the time services are provided in accordance with Company documentation, service
authorization, billing, and payroll requirements.

Mileage reimbursement rates, transportation stipend eligibility, documentation requirements, and
administrative travel procedures may be updated periodically by the Company. Current reimbursement rates
and travel procedures are available through Company payroll memos, policies, or the Finance Department.

4.6 Paycheck Deductions

Pikes Peak Respite Services (“PPRS” or the “Company”) is required by law to make certain deductions from
employee paychecks, including applicable federal and state taxes, Social Security and Medicare taxes, court-
ordered garnishments, and other deductions required by law.

Voluntary deductions require a signed deduction authorization form when required by law or Company policy.
All deductions will be reflected on employee pay statements.

Employees are responsible for reviewing pay statements for accuracy and should report payroll concerns or
discrepancies promptly upon discovery to the Finance Department.

If an overpayment occurs, PPRS will notify the employee and may request a signed deduction authorization
form for repayment. Employees may request a repayment plan for substantial overpayments.

PPRS reserves the right to recover verified overpayments through lawful payroll corrections, repayment
agreements, deductions authorized by law, or other legally permitted recovery methods.

PPRS will not make deductions prohibited by law and will correct verified payroll errors in accordance with
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applicable law. The Company prohibits retaliation against employees who report payroll concerns or
discrepancies.
4.7 Compensation

Compensation for administrative positions at Pikes Peak Respite Services (“PPRS” or the “Company”) may
be based on factors including position responsibilities, experience, performance, market conditions, and
operational needs.

Rates for Direct Support Providers (DSPs) and certain service positions may be determined or limited by
Medicaid funding requirements, state regulations, approved service authorizations, or reimbursement
structures.

Employees with questions regarding compensation, payroll, overtime, paid time off, benefits, or paycheck
deductions should contact the Finance Department.
4.8 Business Expenses

Expense reimbursement is generally limited to authorized administrative positions and approved business-
related expenses. Direct Support Professionals (DSPs) are not authorized for general expense
reimbursements unless specifically approved by Management in advance.

All reimbursable expenses must receive prior approval and must be supported by appropriate documentation
and receipts in accordance with Company procedures. Unauthorized purchases or personal expenses will not
be reimbursed.

Employees are expected to use good judgment and spend Company funds responsibly.

Employees may not accept gifts, money, personal payments, favors, or other items of value from clients,
families, Direct Support Providers, vendors, or providers. Questions regarding this policy should be directed
to Management, the HR Specialist at VIDA HR, the COO, or CEO.

Violations of this policy may result in corrective action up to and including termination of employment.

4.9 Direct Deposit

Pikes Peak Respite Services (“PPRS” or the “Company”) encourages employees to enroll in direct deposit for
payroll payments.

Employees who decline direct deposit will receive paper checks by mail according to the established payroll
schedule.

Employees enrolled in direct deposit will have access to electronic pay statements showing wages,
deductions, and other payroll information.
410 Wage Discussions and Compensation Information

Pikes Peak Respite Services (“PPRS” or the “Company”) complies with applicable federal, state, and local
laws regarding employee rights to discuss, inquire about, or disclose wages, compensation, benefits, or other
terms and conditions of employment.
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PPRS will not discipline, discriminate against, retaliate against, intimidate, or otherwise interfere with
employees for engaging in legally protected discussions or activities related to wages or working conditions.

Employees who have access to confidential compensation or payroll information as part of their job duties
may not disclose such information to individuals who are not authorized to access it, unless disclosure is
permitted or required by law.

Employees who believe they have experienced retaliation, discrimination, or interference related to protected
wage discussions or workplace rights should report concerns to the HR Specialist at VIDA HR, Management,
the COQO, or the CEO.

Nothing in this policy is intended to interfere with employee rights protected under applicable law, including
the National Labor Relations Act (“NLRA”).

5.0 Performance, Discipline, Layoff, and Termination

5.1 Attendance

Pikes Peak Respite Services (“PPRS” or the “Company”) operates in a client-care environment where
reliability, professionalism, and consistency are essential.

Direct Support Professionals (DSPs) may coordinate schedules directly with clients and families depending
on service arrangements and client needs. Employees are expected to report to scheduled shifts on time and
prepared to provide services.

Failure to report for scheduled services, repeated attendance issues, excessive tardiness, failure to follow
scheduling expectations, or no-call/no-show behavior may result in corrective action up to and including
termination of employment.

PPRS utilizes electronic systems, including Sirius Care and other operational systems, for scheduling, shift
documentation, Medicaid billing support, payroll processing, EVV requirements, and compliance.

Employees are expected to log services at the time services are provided whenever operationally possible.
Employees are also responsible for ensuring shifts are submitted accurately and that rejected shifts or
documentation issues are corrected promptly.

5.2 Job Abandonment

Direct Support Providers (DSPs) who do not schedule or work shifts for 30 consecutive days, fail to maintain
communication with their Assigned Admin, or fail to respond to Company communications in a timely manner
may also be considered to have voluntarily resigned employment.

5.3 Criminal Activity/Arrests

Pikes Peak Respite Services (“PPRS” or the “Company”) may report criminal activity when required by law or
when necessary to protect clients, employees, Company operations, or public safety.

Criminal conduct, arrests, charges, convictions, abuse, exploitation, neglect, fraud, or other unlawful behavior
that may affect job responsibilities, client safety, Medicaid compliance, licensing requirements, or Company
operations should be reported as required by Company policy and applicable law. PPRS may review such
information and take appropriate action to the extent permitted by applicable law.
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5.4 Exit Interview

Employees separating from Pikes Peak Respite Services (“PPRS” or the “Company”) may be asked to
participate in an exit interview.

Exit interviews help the Company better understand employee experiences, identify opportunities for
improvement, and support ongoing recruitment, retention, and operational efforts. Participation and
cooperation in the exit interview process are appreciated.

5.5 Open Door/Conflict Resolution Process

Pikes Peak Respite Services (“PPRS” or the “Company”) encourages employees to bring forward workplace
concerns, questions, or problems so they can be reviewed and addressed appropriately.

Employees who have concerns regarding workplace conduct, scheduling, communication, safety, policies,
client care, payroll, or other work-related matters should first discuss the issue with their Assigned Admin
when appropriate. Many concerns can be resolved through direct communication.

If the concern is not resolved, if the employee is uncomfortable discussing the matter with their Assigned
Admin, or if the Assigned Admin is involved in the concern, employees should contact the HR Specialist at
VIDA HR, Management, the COO, or CEO.

Employees are encouraged to provide relevant information regarding the concern, including the situation,
individuals involved, prior attempts to resolve the issue, and any suggested resolution.

PPRS prohibits retaliation against employees who raise workplace concerns in good faith.

5.6 Disciplinary Process

Employees are expected to follow Pikes Peak Respite Services (“PPRS” or the “Company”) policies,
procedures, performance expectations, documentation requirements, and professional standards.

Violations of Company policies, performance concerns, attendance issues, misconduct, safety violations,
documentation concerns, client care concerns, or failure to meet job expectations may result in corrective
action up to and including termination of employment.

PPRS may use progressive corrective action when appropriate; however, the Company reserves the right to
determine the level of corrective action based on the circumstances of each situation. Depending on the
severity of the conduct or concern, corrective action may include verbal coaching, written warnings,
suspension, reassignment, demotion, or termination of employment.

Nothing in this policy changes the at-will employment relationship. PPRS reserves the right to bypass

progressive corrective action and proceed directly to more serious disciplinary action, including termination,
when deemed appropriate.

5.7 Outside Employment
Employees may engage in outside employment as long as it does not interfere with their job performance,

scheduling responsibilities, attendance, availability, client care obligations, confidentiality obligations, or other
responsibilities to Pikes Peak Respite Services (“PPRS” or the “Company”).
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Outside employment that creates a conflict of interest or negatively affects an employee’s ability to perform
job duties at PPRS is prohibited. Employees should notify Management or the HR Specialist at VIDA HR of
outside employment that may create a scheduling conflict, conflict of interest, or impact work responsibilities.
Employees on approved leave, including leave protected under the Family and Medical Leave Act (FMLA),
workers’ compensation leave, or other protected leave, are expected to comply with the restrictions and
requirements applicable to the leave. Misuse of leave or engaging in activities inconsistent with the stated
purpose of the leave may result in corrective action up to and including termination of employment.

Nothing in this policy is intended to interfere with employee rights protected under applicable law.

5.8 Pay Increases

Pay increases for administrative positions may be considered based on factors including Company financial
health, operational needs, employee performance, market conditions, and overall business considerations.

Pay rates for Direct Support Providers (DSPs) and certain service positions may be adjusted based on state
funding, Medicaid reimbursement rates, service authorizations, or other regulatory requirements.

PPRS reserves the right to modify compensation structures, pay rates, and wage practices in accordance
with business and operational needs.

5.9 Resignation Policy

Pikes Peak Respite Services (“PPRS” or the “Company”) hopes employment relationships remain positive
and productive; however, employees may choose to resign employment at any time.

Notice of Resignation

Employees are requested to provide at least two (2) weeks’ written notice of resignation when reasonably
possible. Resignation notices should be submitted to the employee’s Assigned Admin, the HR Specialist at
VIDA HR, or Management.

Failure to provide reasonable notice may affect future rehire eligibility depending on the circumstances.

PPRS reserves the right to accept a resignation immediately or to modify the employee’s work schedule or
duties during the notice period, consistent with applicable law.

Final Pay

Final pay, including any applicable wages or accrued benefits owed at separation, will be processed in
accordance with applicable federal, state, and local law and Company policy.

Employees are responsible for ensuring contact information, mailing addresses, and other employment
records remain current so final pay information, tax documents, and other employment-related
communications can be provided appropriately.

Return of Property

Employees must return all Company property upon separation of employment, including but not limited to
keys, identification materials, records, devices, equipment, electronic information, documents, and other
Company property.
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Failure to return Company property may result in lawful recovery actions consistent with applicable law.

5.10 Standards of Conduct

Pikes Peak Respite Services (“PPRS” or the “Company”) is committed to maintaining a professional,
respectful, safe, and compliant work environment for employees, clients, families, and community partners.

Employees are expected to follow Company policies, maintain professional behavior, comply with Medicaid
and licensing requirements, protect client confidentiality, and perform job duties safely and responsibly.

The following are examples of conduct that may result in corrective action up to and including termination of
employment. This list is not all-inclusive:
¢ Violating Company policies, procedures, or operational requirements.

¢ Falsifying time records, service documentation, payroll records, EVV records, or other Company
documents.

o Abuse, neglect, exploitation, mistreatment, or inappropriate conduct involving clients.
e Violations of HIPAA, confidentiality, privacy, or protected health information requirements.

o Possessing, using, selling, distributing, or being under the influence of illegal drugs, alcohol, marijuana,
or impairing substances while working or while responsible for client care.

¢ Reporting to work impaired or unable to safely perform job duties.
e Theft, fraud, dishonesty, or misuse of Company, client, or employee property or funds.
e Fighting, threats, harassment, bullying, intimidation, or inappropriate workplace conduct.

¢ Failure to follow safety procedures, client care plans, training requirements, or documentation
requirements.

e Excessive tardiness, attendance issues, no-call/no-show behavior, or failure to maintain communication
with PPRS.

e Working “off the clock.”
e Unauthorized disclosure of confidential Company, client, or employee information.

¢ Inappropriate use of Company systems, phones, technology, social media, or electronic
communications.

e Sleeping during working time or while responsible for client supervision.

o Possession of unauthorized weapons or dangerous items while working or on Company property where
prohibited by law.

o Failure to cooperate with investigations, audits, licensing reviews, or compliance requirements.
¢ Failure to maintain professional dress, hygiene, or appearance appropriate for assigned duties.

¢ Conduct that negatively affects client safety, Company operations, Medicaid compliance, licensing
compliance, or the Company’s professional reputation.

Nothing in this policy changes the at-will employment relationship or limits employee rights protected under
applicable law, including rights protected under the National Labor Relations Act (NLRA).
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5.11 Workforce Reductions (Layoffs)

Pikes Peak Respite Services (“PPRS” or the “Company”) reserves the right to implement a reduction in force
(RIF), restructuring, schedule reduction, or other workforce changes when necessary due to business,
operational, financial, regulatory, client service, or staffing needs.

If a reduction in force becomes necessary, PPRS will make employment decisions based on operational
needs, business considerations, client care needs, performance, scheduling needs, qualifications, and other
relevant factors as determined by the Company.

6.0 General Policies

6.1 Driving and Vehicle Requirements

Employees who are required to drive as part of their job duties for Pikes Peak Respite Services (“PPRS” or
the “Company”) must maintain a valid driver’s license, an acceptable driving record, current vehicle
registration where applicable, and legally required automobile insurance coverage.

PPRS may review driving records as part of the hiring process, ongoing employment, compliance
requirements, client transportation requirements, insurance requirements, or investigations involving vehicle
use.

Employees are responsible for:

e providing current driver’s license and insurance information when requested;
e maintaining legally required insurance coverage when using a personal vehicle for work-related duties;

o promptly reporting any accidents, citations, license suspensions, driving restrictions, lapses in
insurance, or other changes that may affect driving eligibility or job responsibilities;

¢ and operating vehicles safely, professionally, and in compliance with all traffic laws and Company
policies.
Employees operating personal or Company vehicles for work-related purposes may not operate a vehicle:
¢ while under the influence of alcohol, marijuana, illegal drugs, impairing substances, or medications that
affect the ability to safely operate a vehicle;
¢ while texting, emailing, or using handheld devices in violation of applicable law;

e orin areckless, unsafe, or unprofessional manner.

Employees transporting or supporting clients are expected to maintain appropriate professional conduct,
follow applicable safety procedures, and comply with all client transportation requirements.

Failure to maintain required driving qualifications, insurance coverage, or safe driving practices, or failure to
report changes affecting driving eligibility, may result in corrective action up to and including termination of
employment.

6.2 Company Communications

Pikes Peak Respite Services (“PPRS” or the “Company”) communicates important Company information
through official communication channels, including employee email, the employee portal, the Company
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website, and official Company social media pages.

Employees are responsible for regularly reviewing Company communications and staying informed regarding
policies, scheduling information, payroll notices, training requirements, compliance updates, and other
employment-related information.

Only authorized representatives of PPRS may post, distribute, modify, or remove official Company
communications or notices.

6.3 Remote Work

Employees approved to work remotely must comply with all Company policies, including timekeeping,
confidentiality, HIPAA, cybersecurity, productivity, attendance, communication, and protection of Company
systems and records.

Non-exempt remote employees must accurately record all hours worked, may not work off the clock, and
must obtain advance approval before working overtime whenever practical.

Employees must obtain prior written approval before changing their primary work location, working from
another state, or relocating while employed by PPRS. Work location changes may affect payroll, taxes,
benefits, insurance, workers’ compensation, unemployment, and employment law compliance. Failure to
notify the Company of a work location change may result in compliance issues and may result in corrective
action.

6.4 Technology, Systems, and Electronic Communications Use

Pikes Peak Respite Services (“PPRS” or the “Company”) provides technology systems, software, electronic
communications, internet access, applications, devices, networks, and related resources to support Company
operations, client care, scheduling, payroll, documentation, communication, compliance, security, and other
business functions.

This policy applies to all Company technology resources and systems, including but not limited to:

e email systems and accounts;

¢ internet and network access;

e phones, mobile devices, voicemail, messaging systems, and video communication platforms;
e computers, laptops, printers, scanners, and related equipment;

e Sirius Care, iSolved, EVV systems, employee portals, cloud-based systems, and other Company
applications;

¢ Company-owned devices and systems;

e and personal devices used to access Company systems or perform work-related duties.
Company technology systems and electronic resources are intended primarily for authorized business and
work-related purposes. Limited personal use may be permitted if it does not interfere with productivity, client
care, confidentiality, security, operations, or Company policies.

Employees are expected to use Company systems responsibly, professionally, securely, and in compliance
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with applicable federal, state, and local laws, including confidentiality, privacy, HIPAA, cybersecurity,
licensing, payroll, Medicaid, and recordkeeping requirements.

All software, systems, data, records, documentation, communications, electronic information, training
materials, and business-related content created, stored, transmitted, received, purchased, or maintained on
Company systems remain Company property to the extent permitted by law.

Employees should have no expectation of privacy when using Company systems, devices, applications,
networks, email, internet access, or electronic communication systems to the extent permitted by applicable
law.

PPRS reserves the right to monitor, review, access, retrieve, audit, intercept, preserve, or disclose
information stored on or transmitted through Company systems in accordance with applicable law and
legitimate business needs, including operational, compliance, security, payroll, client care, audit,
investigation, licensing, legal, or regulatory purposes.

Employees are responsible for protecting passwords, devices, confidential information, HIPAA-protected
information, and system access credentials.

Employees may not:

e share passwords, login credentials, or unauthorized system access;

e improperly access, copy, alter, distribute, or disclose confidential or protected information;
¢ install or use unauthorized software, applications, or devices on Company systems;

e bypass security measures or cybersecurity protections;

e use Company systems for unlawful, fraudulent, harassing, discriminatory, threatening, offensive, or
inappropriate purposes;

¢ violate software licensing, copyright, privacy, confidentiality, or recordkeeping requirements;

e or use Company systems in a manner that could compromise Company operations, client information,
or data security.

Employees using personal devices for work-related purposes may be required to comply with Company
security, confidentiality, record retention, and technology requirements.

Violations of this policy may result in corrective action, up to and including termination of employment. PPRS
may also report unlawful conduct or security violations to appropriate authorities where permitted or required
by law.

6.5 Non-solicitation/Non-distribution Policy

Pikes Peak Respite Services (“PPRS” or the “Company”) is committed to maintaining a professional,
respectful, and distraction-free work environment that supports client care, employee safety, and daily
operations.

Employees may not engage in solicitation or distribution activities during working time. Working time includes
periods when employees are expected to be actively performing job duties or providing client services.
Solicitation or distribution may be permitted during approved break periods or non-working time so long as it
does not interfere with operations, client care, safety, or other employees’ work responsibilities.
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Distribution of non-work-related materials in client homes, work areas, service locations, or through Company
systems is prohibited. Non-employees may not solicit or distribute materials on Company property or during
Company operations without authorization.

Employees may not distribute materials or communications that violate Company policies regarding
harassment, discrimination, confidentiality, HIPAA, professionalism, safety, or knowingly false information.

Nothing in this policy is intended to interfere with employee rights protected under applicable law, including
rights protected under the National Labor Relations Act (NLRA).

Employees who have questions or concerns regarding this policy should contact their Assigned Admin, the
HR Specialist at VIDA HR, Management, the COO, or CEO.

6.6 Company Property and Facility Use

Company property, equipment, systems, devices, records, supplies, and facilities provided by Pikes Peak
Respite Services (“PPRS” or the “Company”) are intended primarily for authorized business and work-related
purposes.

Limited personal use may be permitted if it is reasonable, does not interfere with work responsibilities, client
care, operations, security, or Company policies, and does not result in excessive use or cost to the Company.

Employees are responsible for protecting Company property and may be held responsible for damage, loss,
misuse, or unauthorized use resulting from negligence or policy violations.

Unauthorized use of Company property, systems, records, facilities, technology, or workspaces outside of
assigned duties or approved business purposes is prohibited. Employees may not access Company offices,
facilities, records, or systems outside authorized working time without approval from Management when
required.

All Company property must be returned upon request or separation of employment.

6.7 Personal Appearance

Employees of Pikes Peak Respite Services (“PPRS” or the “Company”) are expected to maintain a
professional, clean, and appropriate appearance consistent with client care, safety, professionalism, and the
services being provided.

Employees must maintain appropriate personal hygiene and wear clothing and footwear suitable for assigned
job duties and work environments. Clothing must allow employees to safely and effectively perform required
job responsibilities.

PPRS apparel may be worn while working when approved by the Company. Closed-toe shoes are required
during shifts. Clothing that is excessively revealing, unsafe, unprofessional, or inappropriate for client-service
environments is prohibited, including flip-flops, short-shorts, and mini-skirts.

Fragranced products should be used in moderation out of consideration for clients and employees with
allergies, sensitivities, or medical conditions.

Employees may be required to wear protective equipment, safety gear, or other required attire depending on
assigned duties or service settings.
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PPRS will reasonably accommodate disabilities, medical conditions, pregnancy-related needs, and sincerely
held religious beliefs in accordance with applicable law.

Failure to follow dress code or appearance expectations may result in corrective action up to and including
being sent home to correct the issue. Frequent or repeated violations may result in corrective action up to
and including termination of employment.

6.8 Personal Cell Phone/Mobile Device Use

Pikes Peak Respite Services (“PPRS” or the “Company”) recognizes that cell phones and electronic
communication are important tools for employee safety, scheduling, client coordination, and Company
operations. Employees are expected to maintain reliable communication and respond to work-related
communications within a reasonable timeframe when working or when responsible for scheduled services.

Failure to maintain communication, repeated failure to respond to scheduling or operational communications,
or ongoing communication issues may result in corrective action up to and including termination of
employment.

Employees must be able to contact emergency services, including 911, when necessary during service
delivery.

Personal cell phone use during working time should be limited to work-related purposes except in
emergencies or limited personal situations that do not interfere with client care, safety, professionalism, or job
duties.

Photography, video recording, audio recording, screenshots, or other recordings involving clients, client
information, Company records, systems, or work-related activities are strictly prohibited unless specifically
authorized by PPRS or otherwise permitted by law.

Employees are expected to communicate professionally through phone calls, text messages, email, and
other Company communication systems. Scheduling communications and shift confirmations should be
reviewed carefully, and employees are responsible for confirming schedules when questions arise.

Employees may not use handheld devices while operating a vehicle in violation of applicable law. Employees
are expected to operate vehicles safely and use hands-free devices when legally permitted.

Employees connecting personal devices to Company systems, applications, portals, email, or networks must
comply with Company security, confidentiality, HIPAA, EVV, and technology requirements. PPRS reserves
the right to restrict or revoke access to Company systems or applications on personal devices at any time.

Recording Devices, Photography, and Confidentiality

To protect client privacy, confidentiality, and HIPAA compliance, employees may not photograph, video
record, audio record, screenshot, livestream, or otherwise record clients, client information, Company
records, or work-related activities unless specifically authorized by Pikes Peak Respite Services (“PPRS” or
the “Company”).

Certain clients may have signed media or promotional release forms on file with PPRS. Only employees
specifically authorized by Management may take or use photographs, videos, or recordings involving clients
for approved Company purposes.

Employees are expected to protect confidential, proprietary, medical, and client information when using
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personal devices, Company systems, electronic communications, or social media.

Unauthorized recording, photographing, sharing, posting, saving, transmitting, or disclosure of client
information, employee information, or Company information may result in corrective action up to and
including termination of employment and may also result in legal or regulatory reporting obligations.

Nothing in this policy is intended to interfere with employee rights protected under applicable law, including
rights protected under the National Labor Relations Act (NLRA).

6.9 Social Media

Pikes Peak Respite Services (“PPRS” or the “Company”) recognizes that employees may use social media
and other online platforms for personal communication and networking. Employees are expected to use good
judgment and maintain professionalism when posting online in ways that may affect clients, coworkers, the
Company, or Company operations.

For purposes of this policy, social media includes social networking sites, blogs, forums, messaging
platforms, video-sharing platforms, websites, and other online communications.

Employees may not:

o disclose confidential, proprietary, client, employee, HIPAA-protected, or Company information;

e post photographs, videos, recordings, screenshots, or information involving clients or Company
operations without authorization;

e represent personal opinions, views, commentary, or statements as being endorsed by PPRS;
o create the impression they are speaking on behalf of PPRS unless specifically authorized;

e make knowingly false, threatening, discriminatory, harassing, defamatory, or unlawful statements
involving the Company, employees, clients, or others;

e or use Company logos, branding, systems, or official communication channels without authorization.
Employees may share official public posts made directly by PPRS through authorized Company pages.
Employees may not represent personal opinions, interpretations, commentary, or statements as official
positions, policies, beliefs, or communications of PPRS unless specifically authorized to do so.

Personal social media use is not permitted during working time or while responsible for client care or
supervision.

Employees are expected to maintain professionalism online and avoid social media activity that interferes
with client care, workplace operations, confidentiality obligations, licensing requirements, or Company
policies.

Only authorized representatives may issue official Company statements, media responses, public
communications, or social media postings on behalf of PPRS.

Nothing in this policy is intended to interfere with employee rights protected under applicable law, including
rights protected under the National Labor Relations Act (NLRA).

Violations of this policy may result in corrective action up to and including termination of employment.
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6.10 Employee Information Updates

Employees are responsible for maintaining current and accurate contact and employment information with
Pikes Peak Respite Services (“PPRS” or the “Company”).

Employees must notify their Assigned Admin promptly of changes to:

e address,

e phone number,

e email address,

¢ emergency contact information,

¢ vehicle insurance information if transporting clients,

e or other required employment information,
so records can be updated in Sirius Care and other Company systems as needed.

Employees are also responsible for updating personal information, tax withholding information, direct deposit
information, marital status, and other payroll-related information through the iSolved Employee Self-Service
(ESS) portal at: https://identity.myisolved.com/

Failure to maintain accurate information may result in delayed payroll processing, tax document delivery
issues, benefit issues, or other employment-related delays.

6.11 Personnel and Medical Records Files

Pikes Peak Respite Services (“PPRS” or the “Company”) maintains personnel records and other
employment-related records as required by applicable law.

Medical information, accommodation records, FMLA records, state paid family or medical leave records, and
other protected medical or leave-related documentation are maintained separately from general personnel
records and are handled confidentially in accordance with applicable law.

PPRS utilizes VIDA HR for human resources administration and management of protected medical, leave,
and accommodation records. Medical and leave-related records submitted in connection with FMLA, state
paid family or medical leave records, accommodation records, and other protected leave requests may be
maintained directly by VIDA HR separate from Company operational records.

Access to personnel, medical, and leave-related information is limited to authorized individuals with a
legitimate business or legal need for access.

Employees may request access to personnel records in accordance with applicable law and Company
procedures. Requests for employment verification, personnel information, or employee records from outside
parties must be directed to the HR Specialist at VIDA HR or another authorized Company representative.

6.12 Workplace Security and Confidential Information

All employees share responsibility for maintaining the safety, security, confidentiality, and protection of Pikes
Peak Respite Services (“PPRS” or the “Company”), its clients, employees, systems, records, and work
environments.
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Employees are expected to protect Company property, confidential information, passwords, devices, records,
and access credentials whether working in the office, remotely, in the community, or in client-service settings.

Employees must:

e secure Company devices, records, and confidential information when not in use;
o protect passwords, login credentials, and system access information;
e report lost or stolen devices, keys, records, or access credentials immediately;

¢ and avoid discussing confidential security, client, operational, or system information with unauthorized
individuals.

Employees working remotely or from home are expected to maintain appropriate security measures to protect
Company systems, client information, and confidential records.

Employees should immediately report known or suspected security risks, privacy concerns, suspicious
activity, data breaches, unauthorized access, or safety concerns to Management, the HR Specialist at VIDA
HR, IT support, or appropriate Company representatives.

Maintaining a safe, secure, and compliant work environment is the responsibility of all employees.

6.13 External Inquiries and Legal Matters

From time to time, Pikes Peak Respite Services (“PPRS” or the “Company”) may receive inquiries related to
legal matters, investigations, incidents, media requests, licensing reviews, audits, or other business matters.

Employees are not authorized to speak on behalf of PPRS unless specifically authorized to do so. Any
requests for official Company statements, interviews, records, legal information, media comments, or
Company positions should be directed to the CEO, COOQO, the HR Specialist at VIDA HR, or other authorized
Company representative.

Employees are expected to cooperate appropriately with authorized Company investigations, audits,
licensing reviews, and legal processes while maintaining confidentiality and professionalism.

6.14 Legal and Preferred Name Usage Policy

Pikes Peak Respite Services (“PPRS” or the “Company”) is committed to maintaining a respectful,
professional, and inclusive workplace for employees, clients, applicants, vendors, and community members
in accordance with applicable federal, state, and local law.

Employees are required to use their legal name for payroll records, tax documents, background checks,
licensing records, certifications, insurance records, benefits administration, Medicaid or government program
documentation, and other records where a legal name is required by law, regulation, credentialing, or
operational necessity.

Employees may request the use of a preferred name for day-to-day workplace interactions, schedules,
internal communications, email display names, identification materials, and other non-legal business
purposes where operationally feasible, appropriate, and legally permissible.

Employees are responsible for notifying Payroll, the HR Specialist at VIDA HR, or Management of any legal
name changes or preferred name requests so records may be updated appropriately.
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PPRS respects employee privacy and will not intentionally disclose confidential personal information except
where disclosure is necessary for legitimate business, operational, legal, licensing, payroll, insurance,
benefits, Medicaid, credentialing, safety, or regulatory purposes, or otherwise required by law.

Discrimination, harassment, intimidation, bullying, or retaliation based on an employee’s name, preferred
name, gender identity, gender expression, protected characteristics, or any other status protected by
applicable law is prohibited.

Employees with questions, concerns, or requests related to this policy should contact the HR Specialist at
VIDA HR or Management.

Nothing in this policy is intended to conflict with applicable federal, state, or local law, licensing requirements,
Medicaid or government program requirements, payroll regulations, insurance requirements, credentialing
standards, or legal recordkeeping obligations.

7.0 Benefits

7.1  Employment Classifications

Pikes Peak Respite Services (“PPRS” or the “Company”) classifies employees in accordance with applicable
federal, state, and local laws.

Exempt and Non-Exempt Status

o Exempt Employees: Exempt employees are generally paid on a salary basis and are not eligible for
overtime pay in accordance with applicable wage and hour laws.

¢ Non-Exempt Employees: Non-exempt employees are eligible for minimum wage and overtime pay in
accordance with applicable law.

Employment Classifications

o Regular Full-Time Employees: Regular full-time employees are generally scheduled to work an average
of 30 or more hours per week and may be eligible for Company benefits in accordance with benefit plan
terms and applicable law.

e Regular Part-Time Employees: Regular part-time employees are generally scheduled to work less than
30 hours per week and are generally not eligible for Company benefits unless otherwise required by
law or stated in Company benefit plans.

Direct Support Providers (DSPs) are generally hired as part-time employees. Employees whose schedules
average 30 or more hours per week over an established review period may be moved to full-time status
based on operational review and benefit eligibility requirements.

For purposes of health plan eligibility and compliance with the Affordable Care Act (“ACA”), PPRS may
review employee hours using applicable ACA measurement, administrative, and stability periods, plan terms,
and applicable law. An employee’s classification as full-time, part-time, exempt, non-exempt, temporary, or
regular for Company purposes does not necessarily determine benefit eligibility, which is governed by
applicable benefit plan documents and law.

Following transition to full-time status, employee hours may be periodically reviewed. Employees whose
average hours fall below full-time eligibility requirements may be reclassified to part-time status consistent
with operational needs, benefit plan requirements, and applicable law.
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Employees will be informed of their classification and employment status at hire and whenever changes
occur. Nothing in this policy alters the at-will employment relationship.

7.2 Independent Contractors and Parent Providers

Independent contractors are self-employed individuals or entities contracted by Pikes Peak Respite Services
(“PPRS” or the “Company”) to provide approved services under a separate written agreement.

Independent contractors, including certain parent providers operating under approved Medicaid Home and
Community-Based Services (HCBS) waiver, caregiver, or hardship arrangements, are generally responsible
for their own taxes, insurance, certifications, licenses, and business obligations unless otherwise required by
law or program requirements.

Certain Medicaid waiver payments may qualify as federally tax-exempt “difficulty of care” payments under
Section 131 of the Internal Revenue Code and IRS Notice 2014-7 when services are provided in the same
home where both the caregiver and care recipient reside. PPRS does not provide tax or legal advice, and
providers are responsible for consulting with their personal tax advisor regarding tax treatment, reporting
obligations, earned income elections, and state tax requirements.

All independent contractors and parent providers must maintain a current signed agreement with PPRS and
comply with applicable Medicaid requirements, EVV requirements, service authorizations, training
requirements, documentation standards, and Company policies.

Independent contractor and parent-provider agreements may be reviewed and updated periodically in
accordance with operational, licensing, Medicaid, regulatory, or legal requirements.

7.3 Health Insurance

Pikes Peak Respite Services (“PPRS” or the “Company”) offers group health insurance benefits to eligible
full-time employees and eligible dependents in accordance with the terms of the applicable benefit plans.

For employees hired into full-time positions, health insurance coverage generally becomes effective on the
first day of the month following 60 days from the date of hire, subject to plan eligibility requirements and
timely enrollment.

Direct Support Providers (DSPs) are generally hired as part-time employees. DSP hours and eligibility status
may be reviewed on an ongoing basis. Once a DSP becomes eligible for full-time benefits, benefit enroliment
information will be provided. Coverage will generally begin on the first day of the month following enroliment,

subject to plan terms and eligibility requirements.

PPRS may determine health insurance eligibility based on applicable benefit plan terms, ACA eligibility rules,
established measurement periods, employee classification, hours worked, and other requirements permitted
by law.

Employees generally have 30 days from a qualifying status change or other qualifying life event to enroll in or
make eligible benefit changes. If enroliment is not completed during the applicable enrollment period,
employees may need to wait until the next open enroliment period or another qualifying life event, unless
otherwise permitted by the benefit plan or applicable law.

Benefit plan details are outlined in the applicable Summary Plan Descriptions (SPDs), plan documents, and

enrollment materials available through the HR Specialist at VIDA HR or the iSolved Employee Self-Service
(ESS) portal.
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PPRS reserves the right to modify, amend, suspend, or terminate benefit plans at any time to the extent
permitted by law and applicable plan documents.

Employees or dependents who lose eligibility for benefits due to a change in employment status, work hours,
separation of employment, or qualifying life event may have continuation coverage rights under COBRA or
other applicable federal or state laws. Information regarding continuation coverage rights will be provided
when required by law.

7.4 Domestic Violence, Sexual Assault, and Safety Leave

Employees may be entitled to leave, accommodations, or other protections related to domestic violence,
sexual assault, stalking, harassment, or related safety concerns in accordance with applicable federal, state,
and local law.

Where permitted by applicable law, eligible employees may use leave for reasons including:

e seeking medical attention or counseling;

e obtaining legal assistance, victim services, or protective orders;

o attending court proceedings or meetings related to the matter;

¢ relocating, securing safe housing, or addressing safety concerns;

e or assisting a covered family member affected by such circumstances.

Employees requesting leave or accommodations should provide reasonable notice when possible. Pikes
Peak Respite Services (“PPRS” or the “Company”) may request supporting documentation where permitted
by applicable law.

Information related to requests under this policy will be maintained as confidentially as reasonably possible in
accordance with applicable law.

PPRS prohibits retaliation against employees who request or use protected leave, accommodations, or
related workplace protections under this policy.

7.5 Jury Duty Leave

Pikes Peak Respite Services (“PPRS” or the “Company”) encourages employees to fulfill their civic
responsibilities related to jury duty service.

Employees summoned for jury duty should notify their Assigned Admin or Management as soon as
reasonably possible so scheduling arrangements can be made. PPRS may request documentation verifying
jury service where permitted by applicable law.

Jury duty leave and compensation will be provided in accordance with applicable federal, state, and local law.
Employees may use available PTO during unpaid portions of jury duty leave in accordance with Company

policy.
PPRS prohibits discrimination or retaliation against employees for lawful jury duty service. Employees
returning from jury duty leave will be reinstated in accordance with applicable law.

7.6 Voting Leave
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Pikes Peak Respite Services (“PPRS” or the “Company”) supports employees’ rights to participate in the
voting process and will provide voting leave in accordance with applicable federal, state, and local law.

Employees requesting voting leave should provide advance notice when possible so scheduling
arrangements can be made.

Employees who self-schedule or work flexible schedules are encouraged to arrange work hours, when
reasonably possible, to allow sufficient time for voting during available polling hours.

The timing of voting leave may be determined by PPRS consistent with operational needs and applicable law.

Nothing in this policy guarantees scheduled work hours or alters employee scheduling practices.

7.7 Paid Time Off (PTO) — Administrative Employees

Pikes Peak Respite Services (“PPRS” or the “Company”) provides eligible administrative employees with
Paid Time Off (“PTQ”) that may be used for vacation, illness, appointments, personal matters, or other
approved absences.

Eligibility
Regular full-time administrative employees are eligible to begin accruing PTO upon hire.
PTO Accrual

Eligible administrative employees accrue PTO throughout the year up to a maximum annual accrual of 72
hours.

Employees may carry over unused PTO from year to year up to a maximum PTO bank balance of 120 hours.
Once the maximum PTO balance is reached, additional PTO will not accrue until PTO is used and the
balance falls below the cap.

Paid holidays, approved PTO usage, and other paid hours do not reduce PTO accrual eligibility. Employees
will continue accruing PTO during paid status. Employees on unpaid leave or unpaid status may not accrue
PTO during unpaid periods, consistent with applicable law.

PTO Usage and Requests

Employees may begin using accrued PTO as it becomes available, subject to scheduling approval and
operational needs.

PTO requests should be submitted as far in advance as possible and generally at least two (2) weeks in
advance when foreseeable. PPRS will attempt to accommodate requested time off while considering staffing
and operational needs.

When multiple employees request overlapping time off, scheduling decisions may consider operational
needs, timing of the request, and departmental coverage requirements.

Unexpected absences should be reported to Management as soon as reasonably possible and generally no
less than four (4) hours before the scheduled shift when possible.

Leave of Absence
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Where permitted by law, PPRS may require or allow employees to use available PTO concurrently with
certain approved leaves of absence.

Separation of Employment

Accrued but unused PTO will be paid out upon separation of employment where required by applicable law or
Company policy.

Policy Changes

PPRS reserves the right to modify, interpret, suspend, or discontinue PTO policies and practices to the extent
permitted by law.

7.8 Paid Sick Leave — Administrative Employees

Pikes Peak Respite Services (“PPRS” or the “Company”) provides paid sick leave to eligible administrative
employees in accordance with applicable federal, state, and local law.

Eligibility
Regular full-time administrative employees begin accruing paid sick leave upon hire.

Accrual and Usage

Administrative employees accrue one (1) hour of paid sick leave for every thirty (30) hours worked up to a
maximum accrual of 48 hours per year.

Unused accrued sick leave may carry over from year to year in accordance with applicable law and Company
policy. Employees may use any available accrued sick leave balance in their sick leave bank.

The maximum sick leave bank balance for administrative employees is 48 hours. Once the maximum balance
is reached, additional sick leave will not accrue until available sick leave is used.

Employees may use accrued sick leave for reasons permitted under applicable federal, state, and local law or
Company policy, including but not limited to:

e personal or family illness, injury, or medical care,

e preventive care appointments,

o domestic violence, sexual assault, stalking, or related safety matters,

e public health emergencies,

e school or care closures,

e bereavement-related matters permitted by law,

e or other qualifying reasons under applicable law.

Notice and Documentation

Employees should provide notice as soon as reasonably possible when sick leave is needed. Foreseeable
absences should be communicated in advance when possible.
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Documentation may be requested for absences of four (4) or more consecutive workdays where permitted by
law.

Compensation

Paid sick leave will be compensated in accordance with applicable law and regular payroll practices.

Separation and Rehire

Unused sick leave is not paid out upon separation of employment unless otherwise required by law.
Previously accrued and unused sick leave may be reinstated if an employee is rehired within the period
required by applicable law.

Retaliation

PPRS prohibits retaliation against employees for requesting or using protected sick leave rights.

7.9 Personal Leave of Absence
Pikes Peak Respite Services (“PPRS” or the “Company”) recognizes that employees may occasionally need

time away from work for personal reasons not covered by other leave policies. Eligible employees may
request an unpaid personal leave of absence subject to Company approval.

Eligibility
Employees who have been employed for at least ninety (90) days may request a personal leave of absence.

Requesting Leave

Requests for personal leave should be submitted in writing to Management or the HR Specialist at VIDA HR
as far in advance as possible and generally at least thirty (30) days before the requested leave when
practical. Emergency situations should be reported as soon as reasonably possible.

Approval of personal leave requests is not guaranteed and will be based on factors including operational
needs, staffing, attendance, performance, client care needs, and business considerations.

Pay and Benefits During Leave

Personal leave is generally unpaid unless employees elect or are required to use available paid leave in
accordance with Company policy and applicable law.

PTO and paid sick leave accruals may be suspended during unpaid portions of leave in accordance with
applicable law and Company policy.

Benefit continuation during unpaid leave will be handled in accordance with applicable benefit plans, COBRA
requirements, and Company policies. Employees remain responsible for any required employee premium
contributions.

Return to Work

Employees are expected to return to work on the approved return date unless an extension is approved.
Requests for extensions should be submitted as soon as possible before the scheduled return date.
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Employees returning from a personal leave related to their own medical condition may be required to provide
a written medical release confirming they are able to safely perform the essential functions of their position,
with or without reasonable accommodation, before returning to work. Medical documentation should be
submitted to the HR Specialist at VIDA HR or the Company’s designated HR representative.

While PPRS will attempt to return employees to their previous or a comparable position when possible,
reinstatement following a personal leave of absence is not guaranteed unless otherwise required by law.

Failure to return from leave as scheduled, failure to communicate regarding leave status, or acceptance of
unauthorized outside employment during leave may be treated as a voluntary resignation or may result in
corrective action, up to and including termination of employment.

Qutside Employment During Leave

Employees on a leave of absence, including personal leave, medical leave, FMLA, state paid family or
medical leave, workers’ compensation leave, or other protected leave, may not engage in employment, self-
employment, volunteer activities, or other activities that are inconsistent with the stated purpose of the leave,
medical restrictions, reported limitations, Company policy, or applicable law.

Outside employment or activities that create a conflict of interest, interfere with recovery, misrepresent the
need for leave, violate work restrictions, or negatively impact the employee’s ability to perform their position
may result in corrective action, up to and including termination of employment.

Employees with questions regarding permissible activities or outside employment while on leave should
contact the HR Specialist at VIDA HR.

7.10 Unemployment Compensation Insurance

Pikes Peak Respite Services (“PPRS” or the “Company”) participates in state unemployment insurance
programs as required by law.

Employees who separate from employment may be eligible for unemployment benefits depending on the
circumstances of the separation and applicable state eligibility requirements. Eligibility determinations are
made by the appropriate state agency, not by PPRS.

7.11 Workers' Compensation Insurance

Pikes Peak Respite Services (“PPRS” or the “Company”) provides workers’ compensation coverage in
accordance with applicable state law for work-related injuries and ilinesses.

Workers’ compensation is a no-fault system that may provide medical benefits, wage replacement benefits,
and other assistance for qualifying work-related injuries or illnesses.

Employees must immediately report any work-related injury, illness, accident, unsafe condition, or incident to
their Assigned Admin, Compliance Department, and the HR Specialist at VIDA HR, regardless of severity.
Failure to timely report a work-related injury may affect eligibility for benefits and may result in corrective
action consistent with applicable law.

Employees may be required to complete incident reports, cooperate with investigations, follow medical
treatment plans, attend authorized medical appointments, and comply with return-to-work requirements.

Where permitted by law and Company policy, employees involved in workplace accidents or injuries may be
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required to undergo post-accident drug and alcohol testing.

Employees returning from a work-related injury or medical leave may be required to provide medical
documentation releasing them to return to work and identifying any work restrictions or accommodations.

Questions regarding workers’ compensation claims, reporting procedures, or return-to-work requirements
should be directed to Management, the HR Specialist at VIDA HR, or the Company’s designated workers’
compensation representative.

7.12 COBRA and Continuation Coverage

Pikes Peak Respite Services (“PPRS” or the “Company”) provides continuation coverage rights in
accordance with the Consolidated Omnibus Budget Reconciliation Act (“COBRA”) and other applicable laws.

Eligible employees and dependents may have the right to continue group health insurance coverage
following certain qualifying events that would otherwise result in loss of coverage. Qualifying events may
include, but are not limited to:

¢ termination of employment,

e reduction in work hours,

e certain leaves of absence,

o divorce or legal separation,

o death of an employee,

o Medicare eligibility,

e or a dependent child losing eligibility under the health plan.

Employees and covered dependents are responsible for notifying the Company or plan administrator of
qualifying events when required by law or plan rules.

Additional information regarding continuation coverage rights, enroliment deadlines, costs, and eligibility will

be provided in accordance with applicable law and plan requirements. Questions regarding COBRA coverage
should be directed to the HR Specialist at VIDA HR or the applicable plan administrator.

7.13 Family and Medical Leave (FMLA)
In accordance with the Family and Medical Leave Act of 1993 (“FMLA”), Pikes Peak Respite Services

(“PPRS” or the “Company”) provides eligible employees with up to 12 or 26 weeks of unpaid, job-protected
leave during a 12-month period for qualifying reasons.

Eligibility

To qualify for FMLA leave, an employee must:

have been employed by the Company for at least 12 months, which need not be consecutive;

have worked at least 1,250 hours during the 12 months immediately preceding the start of leave; and

be employed at a worksite where 50 or more employees are employed by the Company within 75 miles, as
defined by applicable law.
31



Leave Entitlement

Eligible employees may take up to 12 weeks of unpaid FMLA leave during a 12-month period for any of the
following reasons:

the birth of a child and to care for that child, provided leave is completed within one year of the child’s
birth;

the placement of a child with the employee for adoption or foster care and to care for the newly placed
child, provided leave is completed within one year of placement;

to care for a spouse, child, or parent with a serious health condition;

to care for the employee’s own serious health condition that makes the employee unable to perform the
essential functions of their position; or

a qualifying exigency related to a spouse, child, or parent who is a military member on covered active
duty or called to covered active-duty status.

The 12-month FMLA period is measured forward from the first date an employee uses FMLA leave. The next
12-month period begins the first time the employee uses FMLA leave after the prior 12-month period ends.

Eligible employees may take up to 26 weeks of unpaid FMLA leave in a single 12-month period to care for a
spouse, child, parent, or next of kin who is a covered service member with a serious injury or iliness related to
active-duty service.

Definitions

For purposes of this policy:

Spouse means a husband or wife as recognized under applicable law.

Child means a biological, adopted, or foster child, stepchild, legal ward, or child of a person standing in
loco parentis who is under age 18, or age 18 or older and incapable of self-care because of a mental or
physical disability at the time FMLA leave begins. For military exigency or military caregiver leave, a
child may be of any age.

Parent means a biological, adoptive, step, or foster parent, or any other individual who stood in loco
parentis to the employee when the employee was a child.

Next of kin, for military caregiver leave, means the nearest blood relative of the covered service
member, other than the service member’s spouse, parent, or child, unless the service member has
designated another blood relative in writing.

Serious health condition means an iliness, injury, impairment, or physical or mental condition that
involves inpatient care or continuing treatment by a health care provider. Employees with questions
about whether a condition may qualify should contact the HR Specialist at VIDA HR.

Health care provider includes providers recognized under the FMLA and applicable regulations.

Qualifying Exigency Leave

Qualifying exigencies for military exigency leave may include:

short-notice deployment;

attending official military ceremonies, programs, or events;
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e arranging childcare or school-related needs caused by military duty;

e making financial or legal arrangements;

e attending counseling;

e rest and recuperation;

o post-deployment activities;

e parental care needs related to military duty; or

o othelr qualifying exigencies recognized under applicable law or agreed to by the Company and
employee.

Notice and Leave Request Process

If the need for leave is foreseeable, employees must provide at least 30 days’ advance notice when possible.
If 30 days’ notice is not possible, employees must provide notice as soon as practicable.

If the need for leave is unforeseeable, employees must provide notice as soon as possible and follow normal
Company call-in procedures.

Employees seeking foreseeable intermittent or reduced-schedule leave for planned medical treatment must
make reasonable efforts to schedule treatment so it does not unduly disrupt Company operations, subject to
applicable law.

Cettification of Need for Leave

Employees requesting leave for their own serious health condition, a covered family member’s serious health
condition, military caregiver leave, or qualifying exigency leave may be required to provide certification or
supporting documentation as permitted by law.

Medical certification forms may be obtained from the HR Specialist at VIDA HR. When certification is
required, employees will be notified of the deadline for submission. Failure to provide required certification in
a timely manner may result in delay or denial of FMLA-protected leave until the certification is provided.

Where permitted by law, the Company may require second or third medical opinions, recertification, or
fitness-for-duty documentation.

Intermittent or Reduced-Schedule Leave

FMLA leave may be taken intermittently or on a reduced schedule when medically necessary, for qualifying
exigency leave, or when otherwise required by law.

When intermittent or reduced-schedule leave is foreseeable due to planned medical treatment, employees
may be required to work with the Company to schedule leave in a manner that minimizes disruption to
operations where permitted by law.

The Company may temporarily transfer an employee to an available alternative position with equivalent pay
and benefits when permitted by law and when the alternative position better accommodates recurring periods
of leave.

Parental Leave

Leave for the birth, adoption, or foster placement of a child generally must be completed within 12 months of
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the birth or placement.

Parental bonding leave generally must be taken in a single block unless intermittent or reduced-schedule
leave is approved by the Company or required by applicable law.

Paid Leave During FMLA Leave

FMLA leave is unpaid. Employees may be required or permitted to use accrued paid leave, including PTO or
paid sick leave, during FMLA leave where permitted by applicable law and Company policy.

Use of paid leave does not extend the total amount of FMLA leave available. Employees may not receive
more than 100 percent of their regular wages through the use of paid leave and other wage replacement
benefits.

If an employee is receiving workers’ compensation, disability benefits, state paid family or medical leave
benefits, or other wage replacement benefits, use of accrued paid leave will be handled in accordance with
applicable law and Company policy.

Health Insurance During Leave

Group health insurance coverage will be maintained during FMLA leave on the same basis as if the
employee were actively working, subject to plan terms and applicable law.

Employees remain responsible for timely payment of their share of insurance premiums. Failure to pay
required premiums may result in loss of coverage, subject to required notices and applicable law.

Fitness for Duty

Employees returning from FMLA leave related to their own serious health condition may be required to
provide medical documentation confirming they are able to return to work and perform the essential functions
of their position, with or without reasonable accommodation.

Medical documentation should be submitted to the HR Specialist at VIDA HR or the Company’s designated
HR representative before returning to work.

Reinstatement
Upon return from FMLA leave, eligible employees will generally be restored to their original position or an
equivalent position with equivalent pay, benefits, and other terms and conditions of employment, unless

otherwise permitted by law.

Spouse Aggregation

If spouses are both employed by the Company, they may be limited to a combined total of 12 weeks of FMLA
leave for the birth or placement of a child or to care for a parent with a serious health condition, where
permitted by law.

Spouses employed by the Company may also be limited to a combined total of 26 weeks of military caregiver
leave, where permitted by law.

Failure to Return

Failure to return to work following the expiration of approved leave, failure to communicate regarding leave
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status, or failure to request an extension of leave may be treated as a voluntary resignation unless otherwise
prohibited by law.

Outside Employment or Activities During Leave

Employees on leave may not engage in employment, self-employment, volunteer activities, or other activities
that are inconsistent with the stated purpose of the leave, medical restrictions, reported limitations, Company
policy, or applicable law.

Outside employment or activities that create a conflict of interest, interfere with recovery, misrepresent the
need for leave, violate work restrictions, or negatively affect the employee’s ability to perform their position
may result in corrective action, up to and including termination of employment.

Employees with questions regarding permissible activities or outside employment while on leave should
contact the HR Specialist at VIDA HR or Management.

Interaction With State and Local Laws

Where applicable, leave under this policy may run concurrently with state paid family or medical leave, paid
sick leave, workers’ compensation leave, disability leave, or other legally protected leave to the extent
permitted by applicable law.

Abuse of Leave

Employees who provide false information, misrepresent the need for leave, or misuse leave may be subject
to corrective action, up to and including termination of employment.

Designation of Leave

If the Company becomes aware that leave may qualify for FMLA protection, the Company will designate the
leave as FMLA leave where required by law. Employees may not refuse FMLA designation when the leave
qualifies under applicable law.

Retaliation

PPRS prohibits retaliation against employees who request, use, or participate in protected leave rights under
this policy.

7.14 Military Leave (USERRA)

Pikes Peak Respite Services (“PPRS” or the “Company”) complies with applicable federal and state laws
regarding military leave and reemployment rights, including the Uniformed Services Employment and
Reemployment Rights Act (“USERRA”).

Eligible employees who serve in the uniformed services will be provided military leave and reinstatement
rights in accordance with applicable law. Employees requesting military leave should provide notice and
supporting documentation to Management and the HR Specialist at VIDA HR, as soon as reasonably
possible when practical.

Employees returning from military leave will be reinstated in accordance with applicable federal and state law.

Questions regarding military leave, benefits, reinstatement rights, compensation, or return-to-work
procedures should be directed to the HR Specialist at VIDA HR or Management.
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8.0 Safety and Loss Prevention

8.1 Workplace Health and Safety

All Pikes Peak Respite Services (“PPRS” or the “Company”) employees share responsibility for maintaining a
safe, healthy, and professional work environment for employees and clients.

Employees are expected to follow all safety policies, infection-control procedures, client-specific safety
requirements, and applicable workplace health and safety rules. Employees must promptly report unsafe
conditions, hazards, accidents, injuries, illnesses, or safety concerns to their Assigned Admin, Compliance
Department, or Management as soon as reasonably possible.

All work-related injuries, illnesses, accidents, or incidents must be documented in accordance with Company
reporting procedures and applicable law.

Failure to follow workplace safety requirements or reporting procedures may result in corrective action, up to
and including termination of employment.

8.2 Mandatory Reporting and Client Safety

Employees must immediately report suspected abuse, neglect, exploitation, mistreatment, unsafe conditions,
rights violations, or serious incidents involving clients in accordance with Company policy, licensing
requirements, Medicaid requirements, and applicable law.

Reports should be made promptly to the Assigned Admin, Compliance Department, Management, or other
designated Company representative. Where required by law, employees may also be required to report
directly to appropriate protective services, law enforcement, licensing, or regulatory agencies.

PPRS prohibits retaliation against employees who make good-faith reports regarding client safety, abuse,
neglect, exploitation, or compliance concerns.

8.3 Infectious Disease and Infection Control

Pikes Peak Respite Services (“PPRS” or the “Company”) is committed to maintaining a safe, healthy, and
sanitary environment for employees and clients. Because PPRS provides services to individuals who may be
medically vulnerable, employees are expected to follow reasonable infection-control, hygiene, and workplace
safety practices.

Employees should not report to work when experiencing symptoms of a contagious illness that may affect the
safety of clients or coworkers. Employees are expected to promptly notify their Assigned Admin, Compliance

Department, or Management when illness, exposure, or other health-related concerns may impact scheduled
services or workplace safety.

PPRS may implement temporary infection-control measures, safety protocols, personal protective equipment
(“PPE”) requirements, health screenings, scheduling changes, remote work arrangements for eligible
positions, or other precautions based on client needs, public health guidance, operational needs, or
applicable law.

Employees are expected to cooperate with reasonable workplace health and safety measures, including
hygiene practices, sanitation procedures, and client-specific precautions.
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Medical information obtained in connection with workplace iliness, leave, accommodations, or safety
concerns will be maintained confidentially in accordance with applicable law.

Failure to follow required workplace health and safety procedures may result in corrective action, up to and
including termination of employment.
8.4 Face Masks in the Workplace

Pikes Peak Respite Services (“PPRS” or the “Company”) may require employees to follow infection-control or
safety measures, including the use of face coverings or personal protective equipment (“PPE”), based on
client needs, medical vulnerabilities, public health guidance, workplace safety concerns, or applicable law.

Employees may be required to wear a face covering or other protective equipment when requested by a
client, guardian, medical provider, service setting, or when supporting medically fragile individuals.

Employees are expected to comply with reasonable health and safety requirements related to client care and
infection prevention.

Requests for accommodation related to face coverings or PPE should be directed to the HR Specialist at
VIDA HR or Management.

PPRS reserves the right to modify health and safety practices based on operational needs, public health
guidance, client requirements, and applicable law.
8.5 Drug and Alcohol Policy

Pikes Peak Respite Services (“PPRS” or the “Company”) is committed to maintaining a safe, healthy,
productive, and drug-free workplace for employees, clients, and the community we serve.

Employees are prohibited from reporting to work or working while impaired by alcohol, illegal drugs,
marijuana, controlled substances, prescription medications, over-the-counter medications, or any other
substance that may negatively affect safety, judgment, performance, client care, driving ability, or the ability
to perform job duties safely and effectively.

Prohibited Conduct

Employees may not engage in the following while on duty, providing services, conducting Company business,
operating a vehicle for work purposes, or while on Company premises:

e using, possessing, distributing, selling, transferring, or being under the influence of illegal drugs or
unauthorized controlled substances;

e misusing prescription medications or using prescription medications not prescribed to the employee;

e consuming or being impaired by alcohol, marijuana, or other impairing substances;

e possessing drug paraphernalia associated with illegal drug use;

o refusing to cooperate with lawful workplace investigations or testing procedures permitted by applicable
law and Company policy.

Nothing in this policy prohibits the lawful use of prescribed or over-the-counter medications that do not impair
an employee’s ability to safely perform job duties.
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Employees who are using medication that may impair judgment, coordination, alertness, driving ability, or
safe job performance must notify Management or the HR Specialist at VIDA HR if a workplace
accommodation or job restriction may be necessary. Employees should not disclose underlying medical
diagnoses unless needed for accommodation purposes.

Although marijuana may be lawful under some state laws for medical or recreational purposes, it remains
illegal under federal law. PPRS prohibits employees from using, possessing, being impaired by, or working
under the influence of marijuana while working, providing services, operating vehicles for Company business,
or otherwise performing job duties.

PPRS will comply with applicable federal, state, and local laws regarding lawful off-duty conduct, disability
accommodations, medical marijuana protections where applicable, and protected leave rights.

Drug and Alcohol Testing

Where permitted by law, PPRS may require drug and/or alcohol testing in connection with reasonable
suspicion investigations, workplace accidents or injuries, safety concerns, return-to-duty situations, post-offer
employment screening, or other circumstances permitted by applicable law.

Violations

Violations of this policy may result in corrective action, up to and including termination of employment. lllegal
activity may also be reported to appropriate law enforcement or regulatory agencies where required or
appropriate.

8.6 Workplace Smoking

Pikes Peak Respite Services (“PPRS” or the “Company”) is committed to providing a safe, healthy, and
comfortable environment for employees and clients.

Smoking, vaping, and the use of tobacco, marijuana, electronic smoking devices, or similar products are
prohibited in Company offices, client homes where prohibited by the client or guardian, Company vehicles,
restrooms, and other designated non-smoking areas in accordance with applicable law.

Employees are expected to use good judgment and professionalism regarding smoke, vapor, and odor
exposure while providing client services or representing PPRS.

8.7 Workplace Violence Prevention

Pikes Peak Respite Services (“PPRS” or the “Company”) is committed to maintaining a safe work
environment free from violence, threats, intimidation, harassment, and disruptive behavior.

Acts or threats of violence are prohibited in the workplace, during work-related activities, while providing
services, or while conducting Company business. This policy applies to employees, clients, families, visitors,
vendors, contractors, and all other individuals interacting with PPRS operations.

Prohibited Conduct

Prohibited conduct includes, but is not limited to:

e physical violence or assault;
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¢ threatening statements or behavior;

¢ intimidation, harassment, stalking, or bullying;

¢ intentional damage to property;

e aggressive or disruptive conduct that creates safety concerns;

e possessing, displaying, or using weapons while working or conducting Company business except as
permitted by applicable law;

e violating court orders, restraining orders, or safety-related legal restrictions.

Reporting Safety Concerns

Employees must immediately report threats, violent behavior, unsafe situations, or concerning conduct to
their Assigned Admin, Compliance Department, the HR Specialist at VIDA HR, Management, or law
enforcement when appropriate.

PPRS will promptly review and investigate reported concerns to the extent appropriate and feasible under the
circumstances.

Cooperation and Safety Measures

Employees are expected to cooperate with workplace safety investigations and follow reasonable safety
directives, including emergency procedures and client-specific safety requirements.

Retaliation

PPRS prohibits retaliation against individuals who report safety concerns, request assistance, participate in
investigations, or raise concerns in good faith regarding workplace violence or safety issues.

Violations

Violations of this policy may result in corrective action, up to and including termination of employment. PPRS
may also involve law enforcement or regulatory agencies when appropriate.

9.0 Confidentiality

9.1 Protected Information and Confidentiality Obligations
Employees of Pikes Peak Respite Services (“PPRS” or the “Company”) may have access to confidential,
proprietary, financial, operational, client, employee, medical, payroll, Medicaid, HIPAA-protected, or other
sensitive business information.
Employees are required to protect confidential information and may only access, use, or disclose such
information as necessary to perform authorized job duties and in accordance with Company policy and
applicable law.
Confidential information may include, but is not limited to:

e client information and protected health information (“PHI”),

o employee records,
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e payroll and financial information,

e business operations and strategies,

e billing and Medicaid information,

e passwords and system access information,
e contracts and vendor information,

e and other non-public Company information.

Employees may not improperly access, share, copy, discuss, remove, post, transmit, or use confidential
information for personal benefit or for any unauthorized purpose.

Employees who become aware of suspected unauthorized disclosures, misuse of confidential information,
data security concerns, HIPAA violations, or inappropriate access to records must immediately report the
concern to Management, the Compliance Department, or the HR Specialist at VIDA HR.

Nothing in this policy is intended to prohibit employees from discussing wages, hours, or other legally
protected rights under applicable law.

Violations of confidentiality, privacy, security, HIPAA, or data protection requirements may result in corrective
action, up to and including termination of employment, and may also result in civil or criminal penalties where
applicable.

9.2 HIPAA and Protected Health Information

Pikes Peak Respite Services (“PPRS” or the “Company”) is committed to protecting client privacy and
complying with applicable privacy, confidentiality, Medicaid, and health information requirements, including
the Health Insurance Portability and Accountability Act (“HIPAA”) where applicable.

Employees may have access to protected health information (“PHI”), personally identifiable information,
service documentation, medical information, care plans, billing information, Medicaid records, or other
confidential client information as part of their job duties.

Employees may only access, use, discuss, disclose, transmit, or store client information when authorized and
necessary to perform assigned job duties. Employees must use the minimum necessary information needed
to complete the work-related purpose.

Employees may not discuss client information with unauthorized individuals, access client records without a
work-related need, share login credentials, photograph or record clients without authorization, post client
information online, or transmit client information through unapproved systems.

Employees must follow Company procedures for protecting client information, including requirements related
to secure systems, passwords, documentation, electronic communications, mobile devices, paper records,
and reporting suspected privacy or security incidents.

Any suspected unauthorized access, disclosure, loss, theft, misuse, or improper handling of client information
must be reported immediately to Management, the Compliance Department, or another designated Company
representative.

Violations of HIPAA, privacy, confidentiality, or information-security requirements may result in corrective
action, up to and including termination of employment, and may also result in reporting to regulatory agencies
or other legal consequences where required or appropriate.
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Nothing in this policy is intended to restrict employees from reporting concerns, cooperating with
investigations, or exercising rights protected by applicable law.

10.0 Customer Relations

10.1 Client and Professional Conduct

Pikes Peak Respite Services (“PPRS” or the “Company”) is committed to providing respectful, professional,
high-quality services to clients, families, referral sources, visitors, and community partners.

Employees are expected to treat clients, guardians, family members, coworkers, visitors, and others with
professionalism, courtesy, patience, dignity, and respect at all times while representing PPRS.

Employees should not engage in arguments, hostile behavior, disrespectful communication, discrimination,
harassment, retaliation, or unprofessional conduct while working or providing services.

Concerns involving clients, families, service issues, safety concerns, complaints, or difficult interactions
should be reported to the Assigned Admin, Compliance Department, or Management as soon as reasonably
possible so concerns can be appropriately addressed.

Employees are expected to respond to client needs, communication requests, scheduling matters,
documentation requirements, and service responsibilities in a timely and professional manner consistent with
Company expectations and client care standards.

Failure to maintain professional conduct or appropriate client interactions may result in corrective action, up
to and including termination of employment.
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Closing Statement

Thank you for taking the time to review this handbook. We hope it provides you with a clear understanding of
Pikes Peak Respite Services (“PPRS”), our mission, expectations, policies, and commitment to providing
high-quality services in a safe, respectful, and professional environment.

Because laws, regulations, operational needs, and business practices may change, PPRS reserves the right
to interpret, modify, suspend, or revise this handbook and Company policies at any time, with or without
notice, consistent with applicable law.

Nothing in this handbook creates a contract of employment or alters the at-will employment relationship
except where otherwise prohibited by law.

We appreciate your dedication to the individuals and families we serve and look forward to working together
to maintain a positive, productive, and supportive workplace.

Beverly Seemann, CEO

Pikes Peak Respite Services

Electronic Acknowledgment

Employees may be asked to electronically acknowledge receipt and review of this Employee Handbook and
any applicable state supplement through the Company’s designated electronic system.

By electronically acknowledging the handbook, the employee confirms that they have received access to the
handbook and any state supplement applicable to their work location, understand that they are responsible
for reviewing and complying with applicable Company policies, and understand that the handbook and any
applicable supplement do not create a contract of employment or alter the at-will employment relationship,
except where otherwise prohibited by law.

The electronic acknowledgment will be maintained as part of the employee’s personnel or employment
records.

For Colorado employees, the electronic acknowledgment may also confirm receipt of, or access to, the
current Colorado COMPS Order poster or notice and any other required Colorado workplace notices.
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Colorado Supplement / Addendum

C0O-1.0 Introduction

CO-1.1 Purpose and Applicability

This Colorado Supplement applies to employees of Pikes Peak Respite Services (“PPRS” or the “Company”)
who work in Colorado. This Supplement is intended to be read together with the PPRS Employee Handbook.

Where this Supplement provides greater rights or protections than the general Employee Handbook, this
Supplement will apply to Colorado employees. Where applicable federal, state, or local law provides greater
rights or protections than this Supplement or the Employee Handbook, PPRS will comply with applicable law.

Nothing in this Supplement creates a contract of employment or alters the at-will employment relationship.

CO-1.2 Relationship to Employee Handbook

The policies in this Supplement are intended to address Colorado-specific legal rights, notices, and
employment practices. All general Company policies in the Employee Handbook continue to apply unless
they conflict with this Supplement or applicable Colorado law.

Employees with questions regarding this Supplement should contact Management, the HR Specialist at VIDA
HR, the COO, or the CEO.

CO-2.0 Colorado Wage and Hour Policies
CO-2.1 Colorado COMPS Order Notice

PPRS complies with the Colorado Overtime and Minimum Pay Standards Order (“COMPS Order”) and other
applicable Colorado wage and hour laws.

Colorado employees will receive applicable wage and hour notices, including the current COMPS Order
poster or notice, as required by law. Employees are responsible for reviewing Company-provided wage and
hour notices and contacting the Finance Department, Management, or the HR Specialist at VIDA HR with any
questions.

Nothing in this policy is intended to limit employee rights under applicable Colorado wage and hour law.

CO0-2.2 Colorado Meal and Rest Periods

PPRS provides meal and rest periods for Colorado employees in accordance with applicable Colorado law
and Company policy.

Employees should work with their Assigned Admin or Management regarding scheduling and operational
needs related to meal and rest periods. Employees are expected to accurately record work time, meal
periods, and breaks as required by Company policy and applicable law.

If an employee is unable to take a required meal or rest period, or if a meal or rest period is interrupted by
work duties, the employee should promptly notify Management or the Finance Department so the issue can
be reviewed and addressed.
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CO-2.3 Colorado Wage Discussions and Compensation Information

PPRS will not discipline, discriminate against, retaliate against, intimidate, or otherwise interfere with
Colorado employees for discussing, comparing, or inquiring about wages, compensation, benefits, or other
terms and conditions of employment as permitted by law.

PPRS will not require employees to sign agreements that unlawfully restrict wage discussions.

Employees who have access to confidential compensation, payroll, or personnel information as part of their
job duties may not disclose such information to individuals who are not authorized to access it, unless
disclosure is permitted or required by law.

Employees who believe they have experienced retaliation, discrimination, or interference related to protected

wage discussions should report concerns to the HR Specialist at VIDA HR, Management, the COOQ, or the
CEO.

Nothing in this policy is intended to interfere with employee rights protected under applicable law, including
the National Labor Relations Act (“NLRA”).

CO-2.4 Colorado Final Pay

Final wages for Colorado employees will be paid in accordance with applicable Colorado law.

Employees are responsible for ensuring contact information, mailing addresses, direct deposit information,
and other employment records remain current so final pay information, tax documents, and other
employment-related communications can be provided appropriately.

CO-2.5 Colorado PTO/Vacation Payout

Accrued and earned vacation or PTO benefits for Colorado employees will be paid upon separation of
employment in accordance with applicable Colorado law and Company policy.

Nothing in this policy creates a right to PTO or vacation benefits beyond those provided under the applicable
Company policy, benefit plan, or written agreement.

CO0-3.0 Colorado Leave and Benefits Policies
CO-3.1 Colorado Domestic Violence, Sexual Assault, Stalking, and Safety Leave

Eligible Colorado employees may be entitled to leave if they are victims of domestic abuse, stalking, sexual
assault, or another crime found by a court to include an act of domestic violence.

Eligible employees may use leave for reasons including:

e seeking a civil protection order;

e obtaining medical care or mental health counseling for themselves or their children;
¢ making their home secure or seeking new housing to escape the perpetrator;

e seeking legal assistance;

e attending or preparing for court-related proceedings related to the act or crime.
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Employees requesting leave should provide reasonable advance notice when possible, except in cases of
imminent danger. PPRS may request documentation supporting the need for leave where permitted by law.

Information related to requests under this policy will be maintained confidentially to the extent required by
law.

PPRS prohibits retaliation, discrimination, interference, or restraint against employees who request or use
protected leave under this policy.

CO-3.2 Colorado Voting Leave

PPRS provides voting leave for Colorado employees in accordance with applicable Colorado law.

Employees who do not have sufficient non-working time available while polls are open may request paid time
off to vote as required by law. Employees should request voting leave in advance when possible so
scheduling arrangements can be made.

Employees who self-schedule or work flexible schedules, including DSPs, are expected to arrange their
schedules when reasonably possible to allow adequate time for voting during available polling hours.
Because self-scheduled employees generally have flexibility in arranging work hours, requests for additional
voting leave may be limited except where required by law or where unusual scheduling circumstances exist.
The timing of voting leave may be determined by PPRS consistent with operational needs and applicable law.
Nothing in this policy guarantees scheduled work hours or alters employee scheduling practices.

CO-3.3 Colorado Jury Duty Leave and Pay

PPRS encourages Colorado employees to fulfill their civic responsibilities related to jury duty service.
Employees summoned for jury duty should notify their Assigned Admin or Management as soon as
reasonably possible so scheduling arrangements can be made. PPRS may request documentation verifying
jury service where permitted by law.

Colorado employees summoned for jury duty will be compensated for jury duty leave in accordance with
applicable Colorado law. Employees may use available PTO during unpaid portions of jury duty leave in
accordance with Company policy.

PPRS prohibits discrimination or retaliation against employees for lawful jury duty service. Employees
returning from jury duty leave will be reinstated in accordance with applicable law.

CO-3.4 Colorado Paid Sick Leave — Administrative Employees

PPRS provides paid sick leave to eligible Colorado administrative employees in accordance with the
Colorado Healthy Families and Workplaces Act (“‘HFWA”) and applicable law.

Eligibility
Regular full-time administrative employees begin accruing paid sick leave upon hire.

Accrual and Usage

Administrative employees accrue one (1) hour of paid sick leave for every thirty (30) hours worked, up to a
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maximum accrual of 48 hours per year.

Unused accrued sick leave may carry over from year to year in accordance with applicable law and Company
policy. Employees may use any available accrued sick leave balance in their sick leave bank.

The maximum sick leave bank balance for administrative employees is 48 hours. Once the maximum balance
is reached, additional sick leave will not accrue until available sick leave is used.

Employees may use accrued sick leave for reasons permitted under Colorado HFWA and applicable law,
including but not limited to:

o personal or family illness, injury, or medical care;

e preventive care appointments;

¢ domestic violence, sexual assault, stalking, or related safety matters;

e public health emergencies;

e school, childcare, or care-provider closures;

e bereavement-related matters permitted by law;

e or other qualifying reasons under applicable law.

Notice and Documentation

Employees should provide notice as soon as reasonably possible when sick leave is needed. Foreseeable
absences should be communicated in advance when possible.

Documentation may be requested for absences of four (4) or more consecutive workdays where permitted by
law.

Compensation
Paid sick leave will be compensated in accordance with applicable law and regular payroll practices.

Separation and Rehire

Unused sick leave is not paid out upon separation of employment unless otherwise required by law.
Previously accrued and unused sick leave may be reinstated if an employee is rehired within the period
required by applicable law.

Retaliation

PPRS prohibits retaliation against employees for requesting or using protected sick leave rights.

CO-3.5 Colorado Paid Sick Leave — Direct Support Professionals

PPRS provides paid sick leave to eligible Colorado Direct Support Professionals (“DSPs”) in accordance with
Colorado HFWA and applicable law.

Eligibility
Eligible DSPs begin accruing paid sick leave upon hire.
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Accrual and Usage

DSPs accrue one (1) hour of paid sick leave for every thirty (30) hours worked, up to a maximum accrual of
48 hours per year.

Unused accrued sick leave may carry over from year to year in accordance with applicable law and Company
policy. Employees may use any available accrued sick leave balance in their sick leave bank.

The maximum sick leave bank balance for DSPs is 112 hours. Once the maximum balance is reached,
additional sick leave will not accrue until available sick leave is used.

Employees may use accrued sick leave for reasons permitted under Colorado HFWA and applicable law,
including but not limited to:

e personal or family illness, injury, or medical care;

e preventive care appointments;

o domestic violence, sexual assault, stalking, or related safety matters;
e public health emergencies;

e school, childcare, or care-provider closures;

e bereavement-related matters permitted by law;

e or other qualifying reasons under applicable law.

Sick Leave Pay Rate for DSPs

Because DSPs may provide multiple service types at varying rates of pay, sick leave will be paid using an
average hourly rate calculated by reviewing the employee’s paid hours and earnings over the prior four pay
periods, or another calculation period required by applicable law.

PPRS will calculate sick leave pay in accordance with applicable law and regular payroll practices.

Notice and Documentation

Employees should provide notice as soon as reasonably possible when sick leave is needed. Foreseeable
absences should be communicated in advance when possible.

Documentation may be requested for absences of four (4) or more consecutive workdays where permitted by
law.

Separation and Rehire

Unused sick leave is not paid out upon separation of employment unless otherwise required by law.
Previously accrued and unused sick leave may be reinstated if an employee is rehired within the period
required by applicable law.

Retaliation

PPRS prohibits retaliation against employees for requesting or using protected sick leave rights.
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CO-3.6 Colorado Family and Medical Leave Insurance Program

Colorado’s Family and Medical Leave Insurance (“FAMLI”) program provides eligible Colorado workers with
paid leave to care for themselves or their family members under qualifying circumstances. The program is
administered by the Colorado Department of Labor and Employment, Division of Family and Medical Leave
Insurance.

FAMLI leave may be available for qualifying reasons under Colorado law. Employees may apply for FAMLI
benefits through the Colorado FAMLI Division.

Eligibility

To be eligible for FAMLI benefits, employees must meet the wage and eligibility requirements established by
the Colorado FAMLI Division.

Reasons for Leave

FAMLI leave may be available for reasons including:

¢ bonding with a new child after birth, adoption, or foster placement;
e caring for the employee’s own serious health condition;

e caring for a family member with a serious health condition;

e certain military family exigencies;

o safe leave related to domestic violence or similar safety concerns;
e neonatal care leave;

e or other qualifying reasons permitted by FAMLI law.
Leave Usage
FAMLI leave may be taken continuously, intermittently, or on a reduced schedule when permitted by law.

Coordination With Other Leave

FAMLI leave may run concurrently with FMLA, paid sick leave, workers’ compensation leave, disability leave,
or other legally protected leave to the extent permitted by applicable law.

Employees are not required to exhaust PTO or paid sick leave before using FAMLI leave. However,
employees may be permitted to use available paid leave to supplement FAMLI benefits up to their normal
weekly earnings where permitted by law and Company policy.

Applying for FAMLI

Employees must apply for FAMLI benefits through the Colorado FAMLI Division. Employees should also
notify PPRS as soon as reasonably possible when requesting or taking leave so the Company can coordinate
scheduling, benefits, job protection, and leave administration.

Health Benefits

If PPRS provides health benefits under a group health plan, health coverage will be maintained during
protected FAMLI leave on the same basis as if the employee were actively working, subject to applicable law,
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plan terms, and timely employee premium payments.

Job Protection and Retaliation

Eligible employees who meet applicable service requirements may be entitled to job restoration after FAMLI
leave.

PPRS prohibits retaliation, discrimination, or interference against employees for requesting, applying for, or
using FAMLI leave or benefits.

CO-3.7 Colorado Civil Air Patrol Leave

PPRS will provide eligible Colorado employees with up to 15 days of unpaid Civil Air Patrol leave per
calendar year to respond to an emergency operational mission of the Colorado Wing of the Civil Air Patrol,
where required by applicable Colorado law.

Eligibility

To be eligible for Civil Air Patrol leave, the employee must be a member of the Colorado Wing of the Civil Air
Patrol. Temporary employees are not eligible for Civil Air Patrol leave unless otherwise required by law.

Use of Leave

Leave will only be allowed if the employee returns to work as soon as practical after being relieved from the
Civil Air Patrol mission.

Notice

Employees must provide as much notice as possible of the need for Civil Air Patrol leave.

Certification

PPRS may require evidence of satisfactory completion of Civil Air Patrol service where permitted by law.
Restoration

Upon return from leave, eligible employees will be restored to their previous position or a similar position in
accordance with applicable law.

Retaliation

PPRS will not retaliate or discriminate against employees who request or take Civil Air Patrol leave in
accordance with this policy.

CO-4.0 Colorado Accommodation and Public Health Rights
C0O-4.1 Colorado Pregnancy Accommodation Rights

PPRS complies with applicable Colorado law regarding pregnancy, childbirth, recovery, lactation, and related
medical conditions.
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Colorado employees may request reasonable accommodations related to pregnancy, childbirth, recovery,
lactation, or related medical conditions. Employees should notify their Assigned Admin, the HR Specialist at
VIDA HR, Management, the COO, or CEO if they need an accommodation.

Reasonable accommodations may include, when appropriate:

e additional restroom, hydration, meal, or rest breaks;

schedule adjustments;

e temporary work restrictions;

o temporary modification of job duties;

e seating accommodations;

e leave related to pregnancy, childbirth, recovery, or related medical conditions;
e lactation accommodations;

e or other reasonable accommodations permitted by law.

PPRS will engage in an interactive process to determine whether a reasonable accommodation can be
provided. Medical documentation may be requested only where permitted by applicable law.

PPRS prohibits discrimination, harassment, intimidation, or retaliation against employees for requesting,
receiving, or participating in the accommodation process.

C0O-4.2 Colorado Workplace Public Health Rights Notice

PPRS is required to provide Colorado employees with information regarding rights under the Colorado
Healthy Families and Workplaces Act (“HFWA”) and the Colorado Public Health Emergency Whistleblower
Law (“PHEW”").

A copy of the latest Colorado Workplace Public Health Rights poster or notice may be provided with this
Supplement, posted in the workplace, included in the handbook appendix, or otherwise made available to
Colorado employees as required by law.

Employees with questions regarding Colorado public health rights, paid sick leave, protected leave, or
workplace safety rights should contact the HR Specialist at VIDA HR or Management.
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Florida Supplement / Addendum

FL-1.0 Introduction
FL-1.1 Purpose and Applicability

This Florida Supplement applies to employees of Pikes Peak Respite Services (“PPRS” or the “Company”)
who work in Florida. This Supplement is intended to be read together with the PPRS Employee Handbook.

Where this Supplement provides greater rights or protections than the general Employee Handbook, this
Supplement will apply to Florida employees. Where applicable federal, state, or local law provides greater
rights or protections than this Supplement or the Employee Handbook, PPRS will comply with applicable law.

Nothing in this Supplement creates a contract of employment or alters the at-will employment relationship.

FL-1.2 Relationship to Employee Handbook

The policies in this Supplement are intended to address Florida-specific legal rights, notices, and employment
practices. All general Company policies in the Employee Handbook continue to apply unless they conflict with
this Supplement or applicable Florida law.

Employees with questions regarding this Supplement should contact Management, the HR Specialist at VIDA
HR, the COO, or the CEO.

FL-2.0 Florida Wage and Hour Policies
FL-2.1 Florida Meal and Rest Periods

Florida does not generally require meal or rest periods for adult employees; however, PPRS provides meal
and rest periods in accordance with applicable federal, state, and local law and Company policy.

Non-exempt employees must accurately record all hours worked and may not work off the clock. Employees
should notify Management if they are unable to take an approved break or meal period, if work interrupts a
break or meal period, or if they have questions about timekeeping.

Nothing in this policy limits any greater rights provided under applicable law or Company policy.

FL-2.2 Florida Child Labor Meal Periods

Employees who are minors will be provided meal periods and work-hour limitations in accordance with
applicable Florida child labor laws. Florida law includes meal-period requirements for certain minor
employees who work more than four continuous hours.

PPRS does not generally employ minors in remote administrative roles unless specifically authorized and
reviewed for compliance with applicable law.

FL-2.3 Florida Final Pay

Final wages for Florida employees will be paid in accordance with applicable federal and Florida law and
Company policy.
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Employees are responsible for ensuring contact information, mailing addresses, direct deposit information,
and other employment records remain current so final pay information, tax documents, and other
employment-related communications can be provided appropriately.

FL-2.4 Florida PTO/Vacation Payout

Accrued but unused PTO will be paid out upon separation only where required by applicable law or Company
policy.

Nothing in this Supplement creates a right to PTO, vacation, or payout of unused PTO beyond what is
provided under the applicable Company policy, benefit plan, written agreement, or applicable law.
FL-3.0 Florida Leave and Benefits Policies

FL-3.1 Florida Domestic Violence and Sexual Violence Leave

Eligible Florida employees may be entitled to leave if they or a family or household member are victims of
domestic violence or sexual violence.

Florida law allows eligible employees to request and take up to three working days of leave in a 12-month
period if the employee or the employee’s family or household member is the victim of domestic violence or
sexual violence. The statute applies to employers with 50 or more employees and employees who have been
employed by the employer for three or more months. Leave may be with or without pay, at the employer’s
discretion.

Eligible employees may use leave for reasons including:

e seeking an injunction for protection;
e obtaining medical care or mental health counseling;

e obtaining services from a victim services organization, domestic violence shelter or program, or
rape crisis center;

¢ making the employee’s home secure or seeking new housing to escape the perpetrator;
e seeking legal assistance;

e attending or preparing for court-related proceedings related to the domestic violence or sexual
violence.

Notice and Documentation

Employees requesting leave should provide appropriate advance notice when possible, except in cases of
imminent danger to the health or safety of the employee or the employee’s family or household member.
PPRS may request documentation supporting the need for leave where permitted by law.

Use of Available Paid Leave

Where permitted by Florida law, employees may be required to use available annual, vacation, personal, or
sick leave before using unpaid leave unless the Company waives this requirement.

Confidentiality

Information related to requests under this policy will be maintained confidentially to the extent required by
52



law.
Retaliation

PPRS prohibits interference, restraint, denial, discharge, demotion, suspension, retaliation, or discrimination
against employees who request or use protected leave under this policy.

FL-3.2 Florida Jury Duty Leave

PPRS encourages Florida employees to fulfill their civic responsibilities related to jury duty service.

Employees summoned for jury duty should notify Management as soon as reasonably possible so scheduling
arrangements can be made. PPRS may request documentation verifying jury service where permitted by law.

Florida law prohibits dismissing an employee because of the nature or length of jury service and provides
remedies for violations.

Jury duty leave and compensation will be provided in accordance with applicable federal, state, and local law
and Company policy. Employees may use available PTO during unpaid portions of jury duty leave in
accordance with Company policy.

PPRS prohibits discrimination or retaliation against employees for lawful jury duty service.

FL-3.3 Florida Voting Leave

PPRS supports employees’ rights to participate in the voting process.

Florida law does not generally require private employers to provide paid voting leave. However, PPRS will
comply with applicable federal, state, and local law and will not retaliate against employees for exercising
lawful voting rights.

Employees are encouraged to arrange work schedules, when reasonably possible, to allow sufficient time to

vote during available polling hours. Employees requesting schedule adjustments related to voting should
provide advance notice when possible.

FL-3.4 Florida Civil Air Patrol Leave

PPRS will provide eligible Florida employees with unpaid Civil Air Patrol leave in accordance with applicable
Florida law.

Florida law requires employers with 15 or more employees to provide up to 15 days of unpaid Civil Air Patrol
leave annually to eligible employees, subject to statutory conditions. A covered employee must be a senior
member of the Florida Wing of the Civil Air Patrol with at least an emergency services qualification and must
have been employed by the same employer for at least 90 days immediately before the leave begins.

Use of Leave

Civil Air Patrol leave may be used for participation in qualifying Civil Air Patrol training or missions.

Use of Paid Leave

PPRS will not require an eligible employee to use vacation, annual, compensatory, or similar leave for Civil
Air Patrol leave. However, an employee may request to use accrued paid leave where permitted by law and
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Company policy.

Return to Work

Upon completion of Civil Air Patrol leave, employees must promptly notify PPRS of their intent to return to
work.

Eligible employees returning from Civil Air Patrol leave will be restored in accordance with applicable law,
unless an exception permitted by law applies.

Retaliation

PPRS will not discharge, reprimand, or otherwise penalize an eligible employee because of an absence due
to Civil Air Patrol leave.
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Texas Supplement / Addendum

TX-1.0 Introduction
TX-1.1 Purpose and Applicability

This Texas Supplement applies to employees of Pikes Peak Respite Services (“PPRS” or the “Company”)
who work in Texas. This Supplement is intended to be read together with the PPRS Employee Handbook.

Where this Supplement provides greater rights or protections than the general Employee Handbook, this
Supplement will apply to Texas employees. Where applicable federal, state, or local law provides greater
rights or protections than this Supplement or the Employee Handbook, PPRS will comply with applicable law.

Nothing in this Supplement creates a contract of employment or alters the at-will employment relationship.

TX-1.2 Relationship to Employee Handbook

The policies in this Supplement are intended to address Texas-specific legal rights, notices, and employment
practices. All general Company policies in the Employee Handbook continue to apply unless they conflict with
this Supplement or applicable Texas law.

Employees with questions regarding this Supplement should contact Management, the HR Specialist at VIDA
HR, the COO, or the CEO.

TX-2.0 Texas Wage and Hour Policies
TX-2.1 Texas Meal and Rest Periods

Texas does not generally require private employers to provide meal or rest periods for adult employees.
However, PPRS provides meal and rest periods in accordance with applicable federal, state, and local law
and Company policy.

Non-exempt employees must accurately record all hours worked and may not work off the clock. Employees
should notify Management if they are unable to take an approved break or meal period, if work interrupts a
break or meal period, or if they have questions about timekeeping.

Nothing in this policy limits any greater rights provided under applicable law or Company policy.

TX-2.2 Texas Final Pay

Final wages for Texas employees will be paid in accordance with applicable federal and Texas law and
Company policy.

Employees are responsible for ensuring contact information, mailing addresses, direct deposit information,
and other employment records remain current so final pay information, tax documents, and other
employment-related communications can be provided appropriately.

TX-2.3 Texas PTO/Vacation Payout

Accrued but unused PTO will be paid out upon separation only where required by applicable law, written
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Company policy, benefit plan, written agreement, or other binding Company practice.

Nothing in this Supplement creates a right to PTO, vacation, or payout of unused PTO beyond what is
provided under the applicable Company policy, benefit plan, written agreement, or applicable law.

TX-3.0 Texas Leave and Civic Duty Policies
TX-3.1 Texas Jury Duty Leave

PPRS encourages Texas employees to fulfill their civic responsibilities related to jury duty service.

Employees summoned for jury duty should notify Management as soon as reasonably possible so scheduling
arrangements can be made. PPRS may request documentation verifying jury service where permitted by law.

Jury duty leave and compensation will be provided in accordance with applicable federal, state, and local law
and Company policy. Employees may use available PTO during unpaid portions of jury duty leave in
accordance with Company policy.

PPRS prohibits discharging, threatening, intimidating, coercing, or otherwise retaliating against employees
because of lawful jury service.

TX-3.2 Texas Voting Leave

PPRS supports employees’ rights to participate in the voting process and will provide voting leave in
accordance with applicable Texas law.

Employees who do not have sufficient non-working time available while polls are open may request time off
to vote. Employees should request voting leave in advance when possible so scheduling arrangements can
be made.

The timing of voting leave may be determined by PPRS consistent with operational needs and applicable law.
PPRS prohibits retaliation against employees for exercising lawful voting rights.

TX-3.3 Texas Political Convention Leave

PPRS will provide Texas employees with unpaid leave to attend:

e a precinct convention for which the employee is eligible to participate; or

e a county, district, or state convention for which the employee is a delegate.

Employees should provide as much notice as possible of the need for political convention leave so
scheduling arrangements can be made.

Political convention leave is unpaid unless otherwise required by law or unless the employee elects to use
available PTO in accordance with Company policy.

PPRS prohibits discrimination or retaliation against employees who request or take leave in accordance with
this policy.
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TX-3.4 Texas Witnhess Leave

PPRS recognizes that employees may occasionally be subpoenaed or otherwise legally required to appear
as a witness in a civil, criminal, legislative, or administrative proceeding.

Employees required to appear as a witness should notify Management as soon as reasonably possible so
scheduling arrangements can be made. PPRS may request documentation verifying the need for leave
where permitted by law.

Witness leave is unpaid unless otherwise required by law or unless the employee elects to use available PTO
in accordance with Company policy.

PPRS prohibits retaliation against employees who request or take legally protected witness leave.
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Hawaii Supplement / Addendum

HI-1.0 Introduction
HI-1.1 Purpose and Applicability

This Hawaii Supplement applies to employees of Pikes Peak Respite Services (“PPRS” or the “Company”)
who work in Hawaii. This Supplement is intended to be read together with the PPRS Employee Handbook.

Where this Supplement provides greater rights or protections than the general Employee Handbook, this
Supplement will apply to Hawaii employees. Where applicable federal, state, or local law provides greater
rights or protections than this Supplement or the Employee Handbook, PPRS will comply with applicable law.
Nothing in this Supplement creates a contract of employment or alters the at-will employment relationship.

HI-1.2 Relationship to Employee Handbook

The policies in this Supplement are intended to address Hawaii-specific legal rights, notices, and employment
practices. All general Company policies in the Employee Handbook continue to apply unless they conflict with
this Supplement or applicable Hawaii law.

Employees with questions regarding this Supplement should contact Management, the HR Specialist at VIDA
HR, the COO, or the CEO.

HI-2.0 Hawaii Wage and Hour Policies
HI-2.1 Hawaii Meal and Rest Periods

PPRS provides meal and rest periods in accordance with applicable federal, state, and local law and
Company policy.

Non-exempt employees must accurately record all hours worked and may not work off the clock. Employees
should notify Management if they are unable to take an approved break or meal period, if work interrupts a
break or meal period, or if they have questions about timekeeping.

Nothing in this policy limits any greater rights provided under applicable law or Company policy.

HI-2.2 Hawaii Final Pay

Final wages for Hawaii employees will be paid in accordance with applicable federal and Hawaii law and
Company policy.

Employees are responsible for ensuring contact information, mailing addresses, direct deposit information,
and other employment records remain current so final pay information, tax documents, and other
employment-related communications can be provided appropriately.

HI-2.3 Hawaii PTO/Vacation Payout

Accrued but unused PTO will be paid out upon separation only where required by applicable law, written
Company policy, benefit plan, written agreement, or other binding Company practice.
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Nothing in this Supplement creates a right to PTO, vacation, or payout of unused PTO beyond what is
provided under the applicable Company policy, benefit plan, written agreement, or applicable law.

HI-3.0 Hawaii Leave and Benefits Policies
HI-3.1 Hawaii Temporary Disability Insurance

PPRS provides Temporary Disability Insurance (“TDI”) coverage for eligible Hawaii employees in accordance
with applicable Hawaii law.

TDI may provide partial wage replacement benefits for eligible employees who are unable to work due to a
non-work-related illness, injury, pregnancy, or related medical condition.

Eligibility

Eligibility for TDI benefits will be determined in accordance with applicable Hawaii law and the terms of the
applicable TDI plan or insurance coverage.

Requesting Benefits

Employees who may need TDI benefits should notify the HR Specialist at VIDA HR or Management as soon
as reasonably possible so benefit information and claim procedures can be provided.

Employees may be required to provide medical certification or other documentation to support a TDI claim
where permitted by law and plan requirements.

Coordination With Other Leave

TDI benefits do not necessarily provide job-protected leave by themselves. TDI may run concurrently with
FMLA, Hawaii Family Leave, disability leave, workers’ compensation leave, paid sick leave, PTO, or other
protected leave where permitted by applicable law.

Retaliation

PPRS prohibits retaliation against employees for requesting, applying for, or using TDI benefits in accordance
with applicable law.

HI-3.2 Hawaii Prepaid Health Care

PPRS provides health care coverage to eligible Hawaii employees in accordance with applicable Hawaii law,
including the Hawaii Prepaid Health Care Act, and applicable plan terms. Hawaii's Prepaid Health Care Act is
a state health coverage law that is separate from the federal Affordable Care Act and generally has different
eligibility thresholds, including coverage requirements tied to employees working at least 20 hours per week
for four or more consecutive weeks.

Eligibility

Eligibility for health care coverage will be determined in accordance with applicable Hawaii law, the Hawaii
Prepaid Health Care Act, applicable benefit plan documents, and Company policy.

Enrollment

Eligible employees will receive information regarding available health care coverage, enroliment deadlines,
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employee contributions, and required forms in accordance with applicable law and plan requirements.

Employee Contributions

Employee contributions toward health care coverage will be handled in accordance with applicable Hawaii
law, plan documents, and payroll practices.

Questions

Employees with questions regarding Hawaii health care coverage, eligibility, enrollment, or benefit options
should contact the HR Specialist at VIDA HR or the applicable plan administrator.

HI-3.3 Hawaii Family Leave

PPRS provides Hawaii family leave in accordance with applicable Hawaii law.

Eligible Hawaii employees may be entitled to unpaid job-protected leave for qualifying family-related reasons
where required by law.

Eligibility
Eligibility for Hawaii family leave will be determined in accordance with applicable Hawaii law.

Qualifying Reasons

Hawaii family leave may be available for qualifying reasons such as the birth or adoption of a child or caring
for a covered family member with a serious health condition, where required by applicable law.

Coordination With Other Leave

Hawaii family leave may run concurrently with FMLA, TDI, workers’ compensation leave, paid sick leave,
PTO, disability leave, or other protected leave to the extent permitted by applicable law.

Notice and Documentation

Employees should provide reasonable advance notice when the need for leave is foreseeable. PPRS may
request supporting documentation where permitted by law.

Retaliation
PPRS prohibits retaliation against employees for requesting or using protected Hawaii family leave rights.

HI-3.4 Hawaii Jury Duty Leave

PPRS encourages Hawaii employees to fulfill their civic responsibilities related to jury duty service.

Employees summoned for jury duty should notify Management as soon as reasonably possible so scheduling
arrangements can be made. PPRS may request documentation verifying jury service where permitted by law.

Jury duty leave and compensation will be provided in accordance with applicable federal, state, and local law

and Company policy. Employees may use available PTO during unpaid portions of jury duty leave in
accordance with Company policy.
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PPRS prohibits discrimination or retaliation against employees for lawful jury duty service.

HI-3.5 Hawaii Voting Leave

PPRS supports employees’ rights to participate in the voting process and will provide voting leave in
accordance with applicable Hawaii law.

Employees who do not have sufficient non-working time available while polls are open may request time off
to vote where required by law. Employees should request voting leave in advance when possible so
scheduling arrangements can be made.

The timing of voting leave may be determined by PPRS consistent with operational needs and applicable law.
PPRS prohibits retaliation against employees for exercising lawful voting rights.

HI-3.6 Hawaii Military Leave

PPRS provides military leave and reemployment rights to Hawaii employees in accordance with applicable
federal and Hawaii law, including USERRA and any applicable state military leave protections.

Employees requesting military leave should provide notice and supporting documentation to Management
and the HR Specialist at VIDA HR as soon as reasonably possible when practical.

Employees returning from military leave will be reinstated in accordance with applicable law.

PPRS prohibits retaliation against employees who request or take protected military leave.

HI-4.0 Hawaii Workplace Rights
HI-4.1 Equal Employment Opportunity and Protected Rights

PPRS complies with applicable federal, Hawaii, and local employment laws regarding equal employment
opportunity, discrimination, harassment, retaliation, disability accommodation, pregnancy-related
accommodation, religious accommodation, and other protected workplace rights.

Employees who believe they have experienced discrimination, harassment, retaliation, or interference with
protected rights should report concerns to the HR Specialist at VIDA HR, Management, the COO, or the
CEO.

Nothing in this Supplement limits employee rights under applicable federal, state, or local law.
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Alabama Supplement / Addendum

AL-1.0 Introduction

AL-1.1 Purpose and Applicability

This Alabama Supplement applies to employees of Pikes Peak Respite Services (“PPRS” or the “Company”)
who work in Alabama. This Supplement is intended to be read together with the PPRS Employee Handbook.

Where this Supplement provides greater rights or protections than the general Employee Handbook, this
Supplement will apply to Alabama employees. Where applicable federal, state, or local law provides greater
rights or protections than this Supplement or the Employee Handbook, PPRS will comply with applicable law.

Nothing in this Supplement creates a contract of employment or alters the at-will employment relationship.

AL-1.2 Relationship to Employee Handbook

The policies in this Supplement are intended to address Alabama-specific legal rights, notices, and
employment practices. All general Company policies in the Employee Handbook continue to apply unless
they conflict with this Supplement or applicable Alabama law.

Employees with questions regarding this Supplement should contact Management, the HR Specialist at VIDA
HR, the COO, or the CEO.

AL-2.0 Alabama Wage and Hour Policies

AL-2.1 Alabama Meal and Rest Periods

Alabama does not generally require meal or rest periods for adult employees; however, PPRS provides meal
and rest periods in accordance with applicable federal, state, and local law and Company policy.

Non-exempt employees must accurately record all hours worked and may not work off the clock. Employees
should notify Management if they are unable to take an approved break or meal period, if work interrupts a
break or meal period, or if they have questions about timekeeping.

Nothing in this policy limits any greater rights provided under applicable law or Company policy.

AL-2.2 Alabama Child Labor Meal Periods

Employees who are minors will be provided meal periods and work-hour limitations in accordance with
applicable Alabama child labor laws.

PPRS does not generally employ minors in remote administrative roles unless specifically authorized and
reviewed for compliance with applicable law.

AL-2.3 Alabama Final Pay

Final wages for Alabama employees will be paid in accordance with applicable federal and Alabama law and
Company policy.
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Employees are responsible for ensuring contact information, mailing addresses, direct deposit information,
and other employment records remain current so final pay information, tax documents, and other
employment-related communications can be provided appropriately.

AL-2.4 Alabama PTO/Vacation Payout

Accrued but unused PTO will be paid out upon separation only where required by applicable law, written
Company policy, benefit plan, written agreement, or other binding Company practice.

Nothing in this Supplement creates a right to PTO, vacation, or payout of unused PTO beyond what is
provided under the applicable Company policy, benefit plan, written agreement, or applicable law.

AL-3.0 Alabama Leave and Civic Duty Policies
AL-3.1 Alabama Jury Duty Leave

PPRS encourages Alabama employees to fulfill their civic responsibilities related to jury duty service.

Employees summoned for jury duty should notify Management as soon as reasonably possible so scheduling
arrangements can be made. PPRS may request documentation verifying jury service where permitted by law.

Jury duty leave and compensation will be provided in accordance with applicable federal, state, and local law
and Company policy. Employees may use available PTO during unpaid portions of jury duty leave in
accordance with Company policy.

PPRS prohibits discharging, threatening, intimidating, coercing, or otherwise retaliating against employees
because of lawful jury service.

AL-3.2 Alabama Voting Leave

PPRS supports employees’ rights to participate in the voting process and will provide voting leave in
accordance with applicable Alabama law.

Employees who do not have sufficient non-working time available while polls are open may request time off
to vote where required by law. Employees should request voting leave in advance when possible so
scheduling arrangements can be made.

The timing of voting leave may be determined by PPRS consistent with operational needs and applicable law.

PPRS prohibits retaliation against employees for exercising lawful voting rights.

AL-3.3 Alabama Military Leave

PPRS provides military leave and reemployment rights to Alabama employees in accordance with applicable
federal and Alabama law, including the Uniformed Services Employment and Reemployment Rights Act
(“USERRA”) and any applicable state military leave protections.

Employees requesting military leave should provide notice and supporting documentation to Management
and the HR Specialist at VIDA HR as soon as reasonably possible when practical.

Employees returning from military leave will be reinstated in accordance with applicable law.
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PPRS prohibits retaliation against employees who request or take protected military leave.

AL-4.0 Alabama Workplace Rights
AL-4.1 Equal Employment Opportunity and Protected Rights

PPRS complies with applicable federal, Alabama, and local employment laws regarding equal employment
opportunity, discrimination, harassment, retaliation, disability accommodation, pregnancy-related
accommodation, religious accommodation, and other protected workplace rights.

Employees who believe they have experienced discrimination, harassment, retaliation, or interference with
protected rights should report concerns to the HR Specialist at VIDA HR, Management, the COO, or the
CEO.

Nothing in this Supplement limits employee rights under applicable federal, state, or local law.
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ek it FAMLI Program Notice

Insurance Program (FAMLI)

Dt t of = Updated December 2023 | Fam|i.co|orac|o.gov

Deductions from Employee Wages start January 1, 2023

+ The employee share of FAMLI premiums is set at 0.45% of employee wages through 2024. For 2025 and beyond, the director of the
FAMLI Division sets the premium rate according to a formula based on the monetary value of the fund each year. Employers with a total of
ten or more employees nationwide must also contribute an additional 0.45% of wages for a total of 0.9%, but employers with nine or fewer
employees are only responsible for sending the 0.45% employee share to the FAMLI Division.

+ Starting in 2023, employers may begin deducting up to 0.45% from employees’ wages for FAMLI contributions. This can be done through
a simple payroll deduction, and employees will notice the deduction on their regular paychecks. Employers are responsible for collecting
those deductions and sending them into the FAMLI Division on behalf of their employees once a quarter.

Benefits start January 1, 2024

. Starting in 2024, paid family and medical leave benefits are available to most Colorado employees who have a qualifying condition and who
earned $2,500 over the previous year for work performed in Colorado.

+ The qualifying conditions for paid family and medical leave are:

+ Caring for a new child during the first year after the birth, adoption, or foster care placement of that child.

» Caring for a family member with a serious health condition.

+ Caring for your own serious health condition.

» Making arrangements for a family member’s military deployment.

+ Obtaining safe housing, care, and/or legal assistance in response to domestic violence, stalking, sexual assault, or sexual abuse.

+ Covered employees are entitled to up to 12 weeks of paid family and medical leave per year. Individuals with serious health conditions caused
by pregnancy complications or childbirth complications are entitled to up to 4 more weeks of paid family and medical leave per year for a
total of 16 weeks.

+ Leave may be taken continuously, intermittently, or in the form of a reduced schedule.

+ Leave will be paid at a rate of up to 90% of the employee’s average weekly wage, based on a sliding scale. Employees may estimate their
benefits by using the benefits calculator available at famli.colorado.gov.

+ You don't have to work for your employer a minimum amount of time in order to qualify for paid family and medical leave benefits.

If FAMLI leave is used for a reason that also qualifies as leave under the federal FMLA, then the leave will also count as FMLA leave used.

+ Employees may choose to use sick leave or other paid time off before using FAMLI benefits, but they are not required to do so.

+ Employers and employees may mutually agree to supplement FAMLI benefits with sick leave or other paid time off in order to provide full
wage replacement.

.

Filing Claims

+ Benefits will be available starting January 2024. Instructions on how to apply for benefits are available at famli.colorado.gov.

» Employees or their designated representatives apply for FAMLI benefits by submitting an application and any required documentation
through My FAMLI+, available at famli.colorado.gov.

+ Applications may be submitted in advance of the absence from work, and in some circumstances, they may be submitted after the absence
has begun.

+ Approved applications will be paid by the FAMLI Division within two weeks after the claim is properly filed, and weekly thereafter for the
duration of the approved leave.

+ Employees can appeal claim determinations to the FAMLI Division.

+ Individuals who attempt to defraud the FAMLI program may be disqualified from receiving benefits.

Job protection and continued benefits

+ Employers may not interfere with employees’ rights under FAMLI, and may not discriminate or retaliate against them for exercising those
rights, including taking FAMLI leave, talking to others about FAMLI, and filing complaints of FAMLI violations.

+ An employee who has worked for the employer for at least 180 days is entitled to return to the
same position, or an equivalent position, upon their return from FAMLI leave.

Retaliation, Discrimination, and Interference Prohibited

+ Employers may not interfere with employees’ rights under FAMLI, and may not discriminate or
retaliate against them for exercising those rights.

+ Employees who suffer retaliation, discrimination, or interference may file suit in court, or may file a
complaint with the FAMLI Division.

Other Important Information

+ An employer may offer a private plan that provides the same benefits as the state FAMLI plan, and
imposes no additional costs or restrictions. Private plans must be approved by the FAMLI Division.
+ Employees and employers are encouraged to report FAMLI violations to the FAMLI Division.




§18]804SPIEPUEISIOE AT OpRID[0D8)pD  AOD OpEIO|0)o(S6|EI0GE|58AE ROBTREIOGETOPRID|0Y
E sabienbue) h w&...@ siueidwon E ‘Sueidwoo

J8tjo 9 20ueping v B ‘aouepink

80jol SHfj ysweds  pnMo= ‘SMe] e do4

Ak oAl

OLERE Ok 3040

(yswieds Jo ysybuz) sn'oa-a)e)sDSpIepuUR)S IoUe| aIp2 | 9862-065-888 / LEFS-8LE-£0E
SOILSILYLS B SAYVANVYLS ¥0gv1 40 NOISIAIQ

'S 19BU0Y)

sybu Yy asapmun 0} pasn aq jues pue 'siyBu asay) o) ueasjau S SMES uonesbiuw] .
saouanbasuoo 18yl 10 seul patA Aew ‘siybu wim Bupapeiul SUCKIE 10 UDIEIEIBY
sdi) [ENUSPUUGD UISINQ BY) PUSS 0 ‘UNGY) 10 UOISING By Ul sluleduwioa a4«

(g o) syyBry uonjeleey-nuy % Jureidwo)

siafojdwa pajesodiodul 1B uana "suoneois pue sebesm Jo) 21qe) 8 Aew HIom JSA0 [0AU0D YUAL SIENPINPU]
suondiuaxa 1o ‘suoianpap 'sipaio Jakodws mojesip few saonou 10 sisisod (Bumnosspun o) BumBioy -
ysiBu3 peyu) yuw seekodwe Jo} aajoue1sod iy Jo {UCISINg SIY WY 8(gE|IBAR) SUOIIBISUES @5 «
[EnueL00qPUEY Aue Ul epnjaL os|e ((saakojdwa o} anb jo) uaas f|isee aseym aonouyssod sy fejdsig .
sead ¢ Joj dasy pue ‘(passom awn pue ‘sipan ‘sdi ‘aies fed jejo) swaws)els Aed seafodwa ang .

(£ any) sapigIsuodsay Jakojdw3

SN0 wouy waxa y Adde (s ‘suojonpap vo sjus 150w Buipnpu 'sabem fed o) sagng

sigbeuew Apadoid 1o yeis pa Joopinosduen ‘sisaup ‘sleucisssjold Jindwos ‘sidoadssies (|8 jou) 8weg

abeuew Aanoe oym s1auma  |fiejes sncge sy sewiy v,z ped sqol [enuew-uou yom srs-ybiny By«

(Azd funoy jou) Aejes vl (Apeak pajepdn) pgy' 164 |euolsaioid 10 IojRISILILPE JoSadnsEAINoEXS .
{mojoq siyBiubiy ‘e sisy 22 2Ny} SdINOD Woay suondwaxy

(£'6'1 3Ny} paydnuauiun pue Ayibua) Ji 1ou g — 3Ys-uo 2q o) paunbay awy dasig

(Z'6°| 2Ny} Bugnuiwoa jewiou 1ou Ing - Jyauag Jakodwa Joj |aaes]  »

sasiwald uo aw ANp-yo 1snl Jou Ing ~ SYSE) 10) YEMm JO uoneuuoLl yiom Buueys Jo Buinaoay .
0s op 0) Buniem Jo ‘(-2 ‘Buuaaios fages 1o unoss woopawn) o Jo ul Bunpeyy .

{som 18 Ajuo uiom Jeab 1o ‘seyjo erowes Jo uo Ind sajdwexe) dmjas 1o dnuesy)  «

(6'1 2ny) pred aq Jsnw jey) dwi) sesiwead-uo J0 HNpP-uo ||y :pexJopm swi)

*2)2 “aonou nowpim Buiunk ‘abexeas “yiom J00d 104 JoU G0 |-p-2 SHO Ul SWaY Jo} AU suoionpap By .
Jea pue seam Aeuipio 1o Buiues)s (eneds 'swiopun [eoads jo) spsodep annbay jo afiieys jueD suuou .
Wauaq aakojdwa Jop Ajuewnd pue Aejunjea )i fadfy Buisnoy Ag) Ayaam 001 §-62¢ sbieyo uag BuiBpoy
s[eal pajdaooe Ajejunjon Jo {ujoid noyus) anjen o 1s0d abieys ued sjealy .

yels paddiun o) papenp Juaie (sebieyo aonies Jou) sdij zo'eg o) dn Aed Aunoy Jamo| uen Jpaiodip
aonou o paubisal jo asnea Joy pay yi uana ‘saafojdwa Bupedsp o) fed jenpy (uoneoea pasnuf
(paubisas aafojdwa y) sjep Aed pau e Jo (Jadodws fq uogeuway e i) Apdwosd pamg Aed jeury -«

(1o abepy opriapd 9 'g any) Aed playyim B ‘sebieyn ‘sppaaq ‘suoianpaqg

{s8Iny suUOIIPUOZ JogeT [eInnauBy aU) § €2 SNy} 10m [eInynalBe slos Jo) Jsjjip sani yealg «

Apnoy pred jou seafo|dws oy Buipniou! papiuwad Jo pszucyine jou awi pouad 1sa) Joy pavo 5| Aed enxg  «
awpeo pue abem wnwuiw oy Buipniau) ‘paxiom sw B 1UN0D spoued 158y

[EanoeId J1 SINGY f B} JO SIPPILL U} U S0 PIAOLS PUE HIOM SPN|oUl 10U 1SN NG 'SlIS-He 80 10U PRaN

9 G ) £ z | 0
22« | gzoidn'gpe  gLoldnplc | yLopdn gL gLojdn 9 gordn ze | zoidn

“Epolad jsay #
“SINOH 107 #

iz'5 ainy) sanoy ¢ Liaaa ‘pied ‘saynuiw g} :Spolad 159y

Buipua 210jaq noy | pue 'syys Bujpes ieye inoy | 1$es) |e 8q jsnw spousd [Baw '|Roporid SE yonw Sy«
awny pred ue "Anp uo Gunea moj|e 1snw spolad el pajdnialuILN MO|[ L US30P HIOM Y| »
samoe |euosiod op pamojje pue ‘Ainp Jo poaoial Ao dwoo sookojdwo Jo) Ajuo pledun aq Len .«

(1 3ny) SINOY G JBAO SHIYS U| ‘e8u-Anp B pajdnuisiuiun saynujw O¢ :SPoUad [eep

('z-c'z seiny) 1dwaxa Any Jo Ajyed ale sajpiyaa Areay pue 4s 'yijeay Ui sqol (e jou) aweg  »
shep Huol uo Aed pue syeal] esxa .(saus [euoseas AyBiy aWos I 9G] sINcy gy Jaye awpang amnauby  «

{shep 10) gysam dwpsac-ucu pue awpsne sbemne | ued Aed swpsno jo peajsul yo su) sufijuen .

(7 3iny) BARNIASUOD 10 Ajiep Z| Jo ‘sinoy Apjasm pp Je)e ajel JenbBal 7|, :awiaag

safiem winwiuiw [E00] SWOS JOj 10U N — SIOUIW PAIETIDUBWISUN JO) PAMO|IE S1 I9MO| %G «
saBeM WNWILIW 1890] (1B §18) TODWE TI0gE TopeIolo (alqedldde sbiem wnuguiw 1ssybiy auy esn »
‘oa 'ajel acaid ‘ucissIwo flefes 1noy Ag Jauiays paskom sw e Jo) afiem wnwiuiw jses) je Aedsny .

(¢ any $4n02) Aueak pajepdn ‘9zoz ul anoy Jad 9)°g1 4 :ebepy wnwiuyy opesojo)

IRGUIBIBQ YI8a £q POSBaIRI OIS MaY 35
9z0z/1/4 8nd9Y3

Q00N 3 J0}S0d (Spaepue)S Aeg wnuiutf 9 auipaAd opesojod) 18P0 SO oYL
:S3ILNIGISNODSTY R SLHOIY YNOH % IDVAL 0aVA010)

juaufioydurg pur toqey
10 WU edsg

0avyoi1od

o



"9€6L-06£-888 / I1FP8-81€-COE ‘SN"00°3)ISWSPIEPUE)S 10qE[ I[PD ‘A0TMELI0qeOPEIo[0) ‘SDILSILVLS ¥ SUYVANVLS O4dV1 40 NOISIAIA
39831009 ‘syure[durod Jxo ‘suonsanb ‘suone[suray ‘s193YS IIEJ ‘SN [[& L0 “UONBULIOJUI ME[ Joqe[ 9)9]d0I0d SE Ue PIIRI 3q Jouued pue AIEWWNS B SI.I3)so ST T,
'suoistaa pajepdn Afjenuue Lue i pasejdar pue ‘papasu se sadenSue] 1710 ul pIPIA0Ld ‘S.133.1048 3JOWAL YA PAIBYS S.I9MI0A 0) I[ISSAIIT A[ISBI 313y pake[dsip aq )snw adsod sy,
“pare[oap st auo Ji parepdn oq |j1a 1ogsod siyl o3e UL MOU SI I[HJ ON “SPRoU palejal pue ‘suolenis yans ul Liwey oy Suled ‘Futuguedenb ‘Sunse) yom 0] L1j1qeul 10) 9483] JO SN0l [euonippe wied sa3Ko1dwo ‘T HJd € U]

TONEUTIONT AJRJES PUR UITEAT UMIS 10J SAOTATR 2501} LU0, Sausde yieay
atqnd Te20] WOl 10 (FHIT,)) NWAULOIAUT PUB HESTT 21[qnd Jo JuauniedacT oprIoto.) o) wol] (VSO 19V MIEaf pue aJeg [euonednasg) [e1apag ail Japun SUIpniouT ‘SIeplo pue Sani ‘smef £1a7es 10 [T JAo JaA00 10T $20p 1T
‘12150d ST JO @9Ep 211 JO $€ UL sjuaurpuatue Supnpour (Sursorqenstys Lages pue Ayitesy) bas 12 10T-#H1-8 § "SI pue (eaed] pred) “bas 12 Top-¢'¢1-8 § "S' D smef yifeey arqnd soejdyrom opeIojoy) om) SIZLISIILUNS TS0 ST

sampawar ymsme|-aid Fupsneyxs 12w 10 ut )1 1o ‘sdn snowuour 1o siuejduiod $8 uoISIALC] AU 01 SUONRIOIA 11043y «

Q{/m—:n— ¥» VAAAH Moq hum::: SLHSIY INIVIdINOD *SPUSLLAIDUL )NULW-X1S 10 ALINOY AU Ul 2ARI[ 250 ued saiodwa ‘Aarjod 1ekojdwe uo Suipuada(] s [EpuawdU] «

“AUDID1J3P YT M 01 SABP UAAIS 1583 18 22501dwd Ay} 2AIT (§]) PUB “(IOU0OS ST IDADDLUM)

‘qol a1 op 0) JYEUN IL0M 3Y) MBULLIOU S0P () pue “(|B20] L0 ‘HR)S ‘|[R1apa)) uonRIRdIS 10 YI0M 0} WML §23401dWa Y} 10 UOHRIUIWNIOP A FUIAIIAL DU JO SARP USAIS tIyia adkofdwa
Aoudde YIBAY JUAUWDACT & AQ papudmmwoddt st (7) “sorjdyom ay) 1e papraoad yuawdinba uey) uopddlead siow sy goou (v) asnw sasodws Ay QuRRRAp uenmuIwnop $0a40idwo ue swaap Ajqeuoseas safodwo ue yy .

sop1r0ad (1) tldd 241 Jt (212 *5210|3 prenBeog) “SEUn) Jdd UMD I JEIM JLIENINOA 01 PRVOIIE 3] ISIULILON 7« (o2 uodar 201j0d “I9PIO BUILIRLSAT) JUAWINDOP [RF3] 10 *dA0qR (7) 10 (1apracid sa01A128 13)[2ys 10 |eTd| 3°2) da0qe ([)
M dd») U NHIIND 9ATII0I] [BU0S19 ] WA L 95[] 0F SIS SIOI0AL 12pUn TUNLM L0 JULUNIOD B 3] UED JUDWISSEIRY [BUIWLLY J0 ‘J[ORSSE [ENXIS QSN IISIWOP 0} §E UOLBJUIWNO(] «

“RTRI-POOT U PUE 2[qEUOSEAT SBm UTI0U0D 2T)1 sk SUO] St “UI2oU09 B Yons JuisTer 10J Jayiom Tunim uno s 2340]dws ay) () 281424420 13sUadxXa PApPE INOYIIA PUB ALUL S[GBLOSEAL U PAULEIGO

) JSUIDED 1O} op IO e} IO DI JOUTED [[IS I} NG TIMNUOD POIR[I- A T[Id S.IOI0M B SSAIppE 10U padu [edioumid ¥« | 3 UBD JUAWNIOP B PUE PIAIIODI QUM SDILAIS /1 10pIA0Id SOIAIS [ELD0S 10 YI[BSY B WOL) Judwnoop & (1) :apiaoud
“JANPUOD POISI-OAO(E ALY “TIA DIUILIANUL ALew s04ojdwo ue “paau pajepa-Ieay (s Jaqusw Auey sa340[dwa uk 10) 5,23 01w UL 10J IARI] JUIWNIOP O] «

10 “10] uonerelal moqe Suipasood 1o vonednsoaur ue u sunedrnaed ao ‘Supnsisse ‘Surdnsa) Jo Susoddo (7) ‘34 A 10§ PAINDAL 3¢ ULD UOHTIUIWNIOP 0N "(IOUOOS ST IDAIYIIYM) YI0M woLf sojaredas
franyy Aafes 10 yeay aseidyIom JUeaIIATs 2 1o Sanl £ajes 1o [ieal] JUSIaA0d Jo suone[ola ase[dyiom moqe 10 Y102 0] SN 93£0[duwd Ue se uoos se panmbar oq UED N *IARI] PINIIIE ayp7 0) paambad jou SI OPEIEIWNIO( -

‘orqnd au 10 quauaaod ayy ‘Suasprom 1ay)o ‘jrdiound a) 0] K|[euuojul Fuipnjoul ‘Suaaduod djqruoseds guisiea (1) “(s£Ep TEPUS[ES 10U POYIOM 2ABY P|NOs 3£0[dUID LB UYM SABP *2°7) SAED YI0AL JAIINIASUOI IIOUI 10 ANOJ 10

18108 BULMO[[0F DU} ‘UM AL JIILIIIUL J0 YSUILSE AJRI[BIIL 0] [NMB[UN ST I] « | sEar 3ATI] JI A[U0 0sEL SuILJEnb © 10] SEAL JABI] PINLIIIT JBY) MOYS 0) UOHEIUILMAOP 1mbaa ues 12 fofdws uy .«

TSUONE[OIA AJSJES/I[EIH IE[UHI0A, 250dd 07 SHYSTY II0A0, -Kor1od ® yons ypm ooueidwoouou 10y aaa] pred Auap jouued nq “vapo 2|qeedsalol),, ainbai Loyl J1 oonou opraoid
prnots saodordws moy o) se Juntim ur | sompadeld sjqeuoseor, 1dope few srofordurg "aawaf a[qeadsalof,, 10J 3dON »

"(Jediounid,, © 10 Surjiom s101aenuos Juapuradapur 1o soafofdwo) | suaspom,, pur (SI0)5unu0d Juapuadapur
€ 188 18 MM §SaUIsng B o Jakordwo me) speddunad,, 1je inq |, ‘seafojdura,, pue siafojdura,, jsnl 10U S19400 MTHJ » reak o pua Aq “seafofdua wanno o} soonou parepdn apisoxd pue “simsod porepdn Sepdsip (7) pue isa1o1jod/suawmoop
Surpreoquo Jotie UeY) J0je] ou saodojdwo mou o) oonou oplacid (1) s sofopdwy saapsod pue onouw UANILIAY -

§10)oeI)U0,) Juopuodapu] UIE)Id,) SH[J ‘SI0AO[UUI] PUE SIOAO[UUI] [[y (0SEIIA0.)

SPA033Y JARI | PIEJ PUE TAIEAIT] 195]) [FIUANIAIFU] (U0 BIUAMWNI0(] [33N0N ] S0 JIAo[d iy

juamidmbr 2a133304J 38 %9 SWIIUO) A3JeS /I 2de[dy 1oy SSAIdXT 0) SIS IIYI0A

"nn\sm— —.—ﬁ—:v INIMOTITTISIHA ¥ NOISSTUIXT ALTIVS/HITVAH dALYALOU P s 2280w auy Jo areo jo 9oe(d 10 10048 A 10 ‘adejdbyiom ai) pasop [eoLjo dgnd e qHJ B {9)
A0 IpOsO[d sem 21ed J0 90ed 10 (008 2S0UM JAqUIOW A[IUE) B 10] 2183 () 1O “D0UIPISAL IO 218N08Ad {B)

Jati1a 03 spast saafordura a7 ‘20ualIng20 pajdadxaun 1AT)0 10 *$50] Jajem Jeat)Iamod Jajram Juamafour o) anp  {g)

“AARa| Buisnsiw o) saduanbasuod asey urd saalojdwry N 10y sakojdwa auy) jsuEp o jouues mq pueas 1o aaife jou
peau safofdwe ue ‘asreon st AndE 1 A0 gsanbaa Gurepdwod yaA JH YHe)-poos Qqeuoseds s Lo dwd ue §j . SRquat A[HUEY B JO YIBSp ¥ SOl Spoal [¢32)/BI0URUL] O ‘OUBPUINE [BHOWILYRIDUL) “FuonS (1)

UONTIOIA VAL [H 2O UOTRTISAAL Ul $181557/591710d000 (1) 10 urrydios VAL () 10 (1) A70T182 UT paqIdsap UOTPUOI & Furataliadxa Taquiat A[Twey e 107 Sutes {¢)

2 591y (€) ST vV IH Suisioraxs ur uosiad IouR $151858 10 SWLIOJUL (7) 9AB3] Wan[H SR 10 sisenbal (1) oym
0aKo1dwo UE “Ag AL JO ISN YPIA JIIFANUL A0 JSUTESE IJTI[EIA ISIAIII0 [0 ‘UdNBIIY) ‘a1 Jouued sLodund uy . are0 aanuasald 1o sisouderp Supnour Spom stuRaasd eI uonpue yireay 1o Kmfur ‘ssauqr easdyd 1o pusure ()

SPosU $A2IAIRS TAU10 10 “[e3a] ‘Uomeaeal “Yieay 0} SUIpe] JUSIUSSEIRY [RUILILID IO “1[NBSSE [BNX0s DSNqR onsowop {7)

2a83] pied Sunjel usya A5e13a0d ol 10 aa10m Juawdedad,, B puy 03 paanbad aq ), ued Lojdwa uy

"UONOE 2SIIAPR JO PUIY JAIOUE 10 SULL Ul 1nsal LUl [BY] (IIUISYE,, UE SE PIPUNDI I JOUUED IABI] PIE « «"SPU2 TTTd Y1 T8)J8 SYeam + [un (1) £ouadraura yijeay srpqnd e ur sarjdde aaea [puswajddns jo smoy gg 031 dp) »
L-E0T1 MDD £ f57¢ Ay uonaajor afuy, 238 (*012 Sed A[IN0Y-UoU ‘Smoy JenFalr) suonenyis siads uo s[reap 10 «
123K JXaU 3] FULIND 38N 10J I3A0 SILLIED AR PANIIIE Pasnun Jo smoy gy 01 d) «

ISR 2ATA] VALIH J0] PARU ) udm 10 uows sad 20u0 persanbal aq frw voneuloju] ‘23| HHJ [Bustueddng ‘sILjauRq 2121 anunuos jsnw Jafojdwsa ay pue ‘eara| Suunp el Aed JemIas nay pred oq o) paunbas auw seakojdiuy .«

Aue Suipnpoul “ead 11Jauag 1a1ms aty) JuLmp pasn Apea|e () pue asn 10f ajqu[reat { ) sary saafopdumn aawaf pred jo 22K B oy g 01 dn *( 2ara] panaase,,) payiom smoy ¢ 1ad aars] pied Jo oy | wea saako[dwa |y .
JUNOWE TULIND 3y} JO uoeiuawna0p apiaotd 1snw si2dojdury -)sanbas uodn papracad pue paure)as ag Jsnuw SpIeddY «

STSTH VAAAH TR 93U313) 1310 10 T0NEeay

3AE3[ PIEd IPIACAT JSIW "3ZIS AUT JO SI9A0[d3 OPEIO[0.) [V J9SCI9A0)

"PI0OSI [EOTPOUL TRIUSPITUOD B SB POIRII 9q ISITU UOT/EULIOFUT [[ANS ‘UOTIBUIIONUT AJ0JES 10 YRy PANR[I-YA 1T

(s A[1urey 111 10) ,0940[dW Uy Jnoqu _S[IEIAP,, MSO[SIP 0} sooLo[duwa armba jotmm siafojduy Kovag sekeqdury o | SIYSY 9ABIT pIed {( VAAAH ) LDV SADVTIMUOM 8 SATTIAVA AHLTVAH AL

Appw2aportod poivpdn o vt INANJINOA AAILLDALOU ® ONIMOTAATLSIHM AAVAT AIVd  ewsoduapeo) gmy >
£20C 71 nf paropd(] :19)S0J SIS YI[BIH dMqngd Ie[dYI0A\ Ope.I0o[0) oavyoiood @




Your Employee Rights
Under the Family and
Medical Leave Act

What is FMLA leave?

The Family and Medical Leave Act (FMLA) is a federal law that provides
eligible employees with job-protected leave for qualifying family and
medical reasons. The U.S. Department of Labor's Wage and Hour Division
{WHD) enforces the FMLA for most employees.

Eligible employees can take up to 12 workweeks of FMLA leave
ina 12-month period for:

The birth, adoption or foster placement of a child with you,

Your serious mental or physical health condition that makes you
unable to work,

To care for your spouse, child or parent with a serious mental or
physical health condition, and

Certain qualifying reasons related to the foreign deployment of your
spouse, child or parent who is a military servicemember.

An eligible employee who is the spouse, child, parent or next of kinof a
covered servicemember with a serious injury or illness may take up to
26 workweeks of FMLA leave in a single 12-month period to care for the
servicemember.

You have the right to use FMLA leave in one bleck of time. When it is
medically necessary or otherwise permitted, you may take FMLA leave
intermittently in separate blocks of time, or on a reduced schedule by
working less hours each day or week. Read Fact Sheet #28M(c) for more
information.

FMLA leave is not paid leave, but you may choose, or be required by your
employer, to use any employer-provided paid leave if your employer's
paid leave policy covers the reason for which you need FMLA leave.

Am | eligible to take
FMLA leave?

You are an eligible employee if all of the following apply:
* You work for a covered employer,
¢ You have worked for your employer at least 12 months,

¢ You have at least 1,250 hours of service for your employer during
the 12 months before your leave, and

* Your employer has at least 50 employees within 75 miles
of your work location.

Airline flight crew employees have different “hours of service”
requirements.

You work for a covered employer if one of the following applies:

You work for a private employer that had at least 50 employees during
at least 20 workweeks in the current or previous calendar year,

You work for an elementary or public or private secondary school, or

You work for a public agency, such as a local, state or federal
government agency. Most federal employees are covered by Title 1l
of the FMLA, administered by the Office of Personnel Management.

How do | request
FMLA leave?

Generally, to request FMLA leave you must:
¢+ Follow your employer’s normal policies for requesting leave,
« Give notice at least 30 days before your need for FMLA leave, or
= If advance notice is not possible, give notice as soon as possible.

You do not have to share a medical diagnosis but must provide enough
information to your employer so they can determine whether the leave
qualifies for FMLA protection. You must alse inform your employer if
FMLA leave was previously taken or approved for the same reason
when requesting additional leave.

Your employer may request certification from a health care provider
to verify medical leave and may request certification of a qualifying
exigency.

The FMLA does not affect any federal or state law prohibiting
discrimination or supersede any state or local law or collective bargaining
agreement that provides greater family or medical leave rights.

State employees may be subject to certain limitations in pursuit of direct
lawsuits regarding leave for their own serious health conditions. Most
federal and certain congressional employees are also covered by the
law but are subject to the jurisdiction of the U.S. Office of Personnel
Management or Congress.

What does my
employer need to do?

If you are eligible for FMLA leave, your employer must:
» Allow you to take job-protected time off work for a qualifying reason,

= Continue your group health plan coverage while you are on leave on
the same basis as if you had not taken leave, and

Allow you to return to the same job, or a virtually identical job with
the same pay, benefits and other working conditions, including shift
and location, at the end of your leave.

Your employer cannot interfere with your FMLA rights or threaten or
punish you for exercising your rights under the law. For example, your
employer cannot retaliate against you for requesting FMLA leave or
cooperating with a WHD investigation.

After becoming aware that your need for leave is for a reason that may

qualify under the FMLA, your employer must confirm whether you are

eligible or not eligible for FMLA leave. If your employer determines that
you are eligible, your employer must notify you in writing:

» About your FMLA rights and responsibilities, and

» How much of your requested leave, if any, will be FMLA-protected
leave,

Where can | find more
information?

Call 1-866-487-9243 cr visit dol.gov/fmla to learn more.

If you believe your rights under the FMLA have been viclated, you may
file a complaint with WHD or file a private lawsuit against your employer
in court. Scan the QR code to learn about our WHD complaint process.
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