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PROCEDURES:

1. Eligibility:

A. Employees who work at least forty (40) hours per week will be eligible for paid
time off (PTO), which will be accounted for by the Center in an individualized
employee account (PTO Bank).

B. Employees who work thirty-nine (39) hours per week or less are not eligible for
PTO unless their hire date was before August 1, 2000.

C. Employees are eligible to use their PTO Bank after one (1) month of continuous

employment.

2. PTO Conversion for Employees hired before September 1, 2013:

A.

Beginning September 1, 2013, each employee with a vacation balance may choose
to have up to eighty (80) hours transferred into their PTO Bank and the remaining
account balance transferred into their Retirement Fund and used as needed or paid
upon exiting employment with the Center. The accrual amount will be paid at the
salary rate as of August 31, 2013, of that employee, who may not transfer any
more hours into that account. PTO shall be a one-time option for any employee
hired before August 31, 2013.

Employees with a current balance of sick leave on the said date may convert up to

480 hours of the accrual into a Family Medical Leave Act Account (FMLAA),

which may be available to them for any qualifying Family Medical Leave Act

(FMLA) illness. Any hours over 480 hours will not be recognized.

Q) Employees may access the FMLAA after four (4) days of an FLMA
occurrence, meeting all the requirements of an FMLA event. (See FMLA
Policy).

(2) The first four (4) days of an FMLA event may be compensated from one’s
PTO account.

3. PTO for Employees beginning September 1, 2021, or later:

A.

PTO will accrue after eighty (80) hours of paid working time for employees who
work at least forty (40) hours per week and after forty (40) hours of paid working
time for employees who work no more than thirty-nine (39) hours per week.
Eligible employees shall accrue PTO as follows:

Length of Service Hours Accrued per Month
0-2 years 16
2-3 years 17
3-4 years 18
4-7 years 19
7-10 years 20
10 + years 22
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C. At the end of each fiscal year (August 31), PTO accruals shall reflect no more

than eighty (80) hours. Any amounts over that will be unavailable to the em; »yee
unless previously transferred to their FMLAA (no more than 480 hours).

D. Employees hired after August 31, 2013, will not be paid for any accrued amounts
in their PTO Bank upon termination from employment at the Center.
E. An employee shall not accrue PTO will for any month the employee is absent

from their job duties for the entire month.
4, Requesting PTO:

A. Employees must request, at a minimum, two weeks in advance for the use of PTO
unless for illness or emergency.

B. Employees should complete a request for leave form in advance and have the
supervisor sign the completed form.

C. An employee who takes excessive unscheduled time off may be subject to

disciplinary action up to and including termination.

(hH The supervisor may request a doctor’s statement for any unscheduled days
off.

(2) Three (3) consecutive unscheduled absences may result in immediate
termination of employment.

D. It is the responsibility of the employee to monitor the use of their PTO hours not
to lose time accrued in their PTO bank.
E. PTO hours may be denied if appropriate staff coverage is not available or:

(H Summer (May through August)

(2) Thanksgiving (includes the week before and the week after)
(3) Christmas (including the week prior and after)

(4)  New Year (including the week prior and after)

5. Time and Attendance: Employees must be at the worksite and ready to begin work at the
time of their assigned shift.
A. Tardiness or absence from work requires prior approval.
B. Employees may be required to work special hours or shifts or have their
work schedules changed to serve the Center’s needs best.
6. Leave of Absence (Leave Without Pay): The Center may provide a leave of absence to
full and part-time employees in regularly budgeted positions.
A. Employees should submit a written request describing the need for the Leave of
Absence thirty (30) days in advance if the condition is foreseeable.
B. The request will be subject to review by the Supervisor, Chief Executive Officer
(CEO), and Human Resources (HR) Director.
C. An employee may request a medical leave beyond the twelve (12) weeks provided

by the FMLA or if the employee is not eligible for FMLA. Medical certification
of the employee’s illness or the need to care for a family member with a severe
illness must accompany requests for medical leave.

Effective Date: 08/22/2022
Replaces: 04/25/2022
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D. Employees granted a leave of absence will receive Center-paid health benefits at
the same level and terms of coverage as if they had been working throughout the
leave.

E. Employees with personal health policies will be responsible for paying those
premiums.

F. When a leave of absence without pay exceeds one month, the employee’s le th
of service with the Center shall be adjusted upon return from leave, based on the
number of days taken.

G. Upon return to work from an unpaid leave of absence, an employee will be
reinstated in their former position or a position that is at least equal to the rate of
pay. A medical release may be required before an employee returns to work.

H. Employees may request a leave of absence when ordered to active military duty
or volunteer for duty and shall be granted unpaid leave as required by law.

L. Unpaid leave of absence may be granted for personal or other reasons deemed
appropriate by the CEO or the HR Director.

J. [f an employee fails to return to work after an approved leave of absence, they
will be considered to have abandoned their position, and their employmentr 'y
be terminated.

7. Administrative Leave: Administrative Leave may be utilized, with the approval of t

CEO or the HR Director, when it is in the Center’s best interest for an employee to
away from work. Examples of the appropriate use of administrative leave are:

A.

During an investigation of consumer abuse, neglect, or exploitation, an employee
may be placed on administrative leave (with pay or leave without pay) until the
investigative process is complete. Employees placed on leave without pay will be
paid for the hours and benefits they would have accrued if the investigation
results are unconfirmed or inconclusive.

When an employee engages in disruptive behavior, such as crying, outbursts of
anger, and fighting, they will be placed on leave (with pay or without pay).

In case of inclement weather, if the CEO has officially closed the Center,
employees available for work will receive their regular pay and not incur any
changes to their PTO Banks.

During administrative leave, employees should be available to report to work
immediately during their regularly scheduled working hours. Failure to do so will
be considered an absence without authorization which may jeopardize continued
employment with the Center.

8. Court Leave: Court leave will be granted to all employees in regularly budgeted positions
to appear as a juror, witness, or another official participant in the proceedings of ac 1t
of law or other body having subpoena power, as long as the employee is not person: ya
party to the proceedings by choice.

Effective Date:
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Requests for court leave should be approved in advance with a Request for Leave
Form with a copy of the summons or statement by the Judge, County Clerk, or
other court official attached.

All employees are expected to fulfill their civic obligations when called upon and
are authorized leave with pay on regular workdays to perform jury duty. They are
entitled to any fees received for such service.

Employees ordered or subpoenaed to appear as a witness or to testify in any
judicial action, or legislative hearing are authorized to leave with pay and will
submit a Request of Leave Form with the attached summons as soon as possible
in advance.

An employee appearing in their official governmental capacity shall not acc tor
receive witness fees.

Witness fees or acceptance of reimbursement shall not extend to mileage or per
diem allowances for expenses incurred while serving as a witness unless the
employee has claimed similar expenses against the Center. In no instance should a
Center employee receive dual reimbursement for expenses.

9. Bereavement Leave:

A.

The Center may grant up to three (3) working days of bereavement paid leave
time to full-time employees or part-time employees hired before August 1, 2000,
due to the death of an immediate family member listed below:

Employee Family Member

Spouse Family Member

Spouse

Mother or Stepmother

Mother or Stepmother

Father or Stepfather

Father or Stepfather

Child or Child’s Spouse

Child or Child’s Spouse

Children and Great Grandchildren

Children and Great Grandchildren

Brother or Sister

Brother or Sister

Grandparent

Grandparent

The Center will grant up to one (1) working day of bereavement paid leave time
for the death of an employee or spouse’s Great Grandparent.

All listed family members will include natural, adopted, step, and legal guardian
relationships.

An employee must obtain approval for bereavement leave from their supervisor.

Effective Date: 08/22/2022
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E. Employees may utilize their PTO Bank per the Request for Leave Policy if
additional time is needed.

Executive Director: Date:
121001 vy nue

Effective Date: 08/22/2022
Replaces: 04/25/2022
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POLICY:

The Center for Life Resources (Center) will establish procedures to
financial capacity of individuals who need quality healthcare services does
them from seeking or receiving care; and to further establish procedures t
care to persons who have healthcare needs and are uninsured. underinsur:
unable to pay, for medically necessary care based on their ial situati

References: 1 Texas Administrative Code (TAC) §355.8215; Healthcare Fin
Management Association guidance found in the June 2019 State

“Valuation and Financial Statement Presentation of Charity Ca
Concessions and Bad Debts by Institutional Health Care Provic

Board Approval: _ Date:

Effective Date: 08/22/2022












Cen gsources

POLICY AND PROCEDURE MANUAL

A 4 S  TION: BUSINESS OFFICE
SUBJECT:  Funds Pag 4
TOPIC: Charity Care

G. Low income or subsidized housing is provided as a valid address
H. The individual is deceased with no known estate

6. Eligibility Criteria and Amounts Charged to Clients. Services eligible under this pol:
are made available to clients on Sliding Scale Fee Schedules, per financial need, bas  >n
the Federal Poverty Levels (FPL) in effect at the time of the determination. The basi
the amounts charged to clients served who qualify for financial assistance is as follo

A. Clients whose family income is at or below 150% of the federal poverty leve
(FPL) are eligible to receive services at a discount of 100%.
B. Clients whose family income is above 150% but not more than 200% of the | .

are eligible to receive services at a discount (partial charity care) at rates
discounted using Sliding Scale Fee Schedules. Uncollected fees assessed are  d
Debt and ineligible for reimbursement under federal charity care programs.

C. Clients whose family income exceeds 200% of the FPL may be eligible tore  ve
discounted rates on a case-by-case basis based on their snecific circumstance
such as catastrophic illness or medical indigence, at the scretion of the Cen
however, the discounted rates shall not be greater than the amounts generally
billed to private or public insurance and discounted using Sliding Scale Fee
Schedules. Uncollected fees assessed are Bad Debt and ineligible for

4 reimbursement under federal charity care programs.
7. Communication of the Charity Care Program to Clients and Within the Communit
Notification about charity care available from the Center includes a contact numbe !
is disseminated by various means, which include, but are not limited to, the public of
notices in monthly statements and by posting notices in clinics, waiting areas, inta d

assessment, business offices, and financial services that are located in Center facil

and other public places as elected.

A. The Center widely publicizes a summary of this charity care policy on the T
website, in brochures available on client access sites, and at other places w
the community served by the Center.

B. Such notices and summary information are provided following the Center’
Cultural and Linguistic Competency Plan.
8. Relationship to Collection Policies:
A. The Center develops procedures for internal and external collection practic

(including actions the Center may take in the event of non-payment, in¢ 1d
collections action and reporting to credit agencies) that take into account:
(D) The extent to which the individual qualifies for charity care
2) The individual’s good faith effort to apply for charity care from the ler
(3)  The individual’s good faith effort to comply with their payment
agreements with the Center

B. For clients who qualify for charity care and who are cooperating in good fz )
resolve their discounted bills, the Center may:
(D Offer extended payment plans

Date: 08/22/2022






