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Dear Colleague: 
 

I am very happy you have chosen to work with us here at Access Alaska and would like to per- 
sonally welcome you as a new member of our team. You will soon learn that Access Alaska has 
a strong and proud history of not only providing high-quality, critical Independent Living ser- 
vices throughout the state, but that we have been staunch defenders of disability rights since our 
inception in 1983. 

 
We value our atmosphere of fun and collegiality, while taking seriously our mission to assist 
Alaskans who experience disabilities to live more independently. We meet this mission through 
the principles of integrity, service, and excellence. We support our staff in these efforts by 
providing training, listening to staff concerns, and modeling ethical behavior. 

 
Thank you once again for dedicating your professional efforts to furthering the mission of Ac- 
cess Alaska. 

 
 

Sincerely, 

 
Doug White 
Executive Director 
Access Alaska, Inc. 
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We treat our consumers and each other with dignity, respect, 
and equality. 
We assume people’s intentions are honorable until proven 
otherwise. 
We strive to look for the good in people yet not condone inap- 
propriate behavior. 
We value asking and answering questions as a means to under- 
stand and be understood. 
We examine our own assumptions before acting or speaking so 
we can reduce inaccurate interpretations and expectations of 
others. 
We work in harmony with co-workers as we strive to provide 
the best possible service to all our stakeholders. 
We are known for our helpful, respectful appreciation of con- 
sumers. We hold ourselves to no lesser standard with regard 
to courteous, respectful appreciation of fellow staff. 
We warmly welcome new employees as much as we value our 
long-term employees. 
We honor the trust placed in us by working under the re- 
straints of confidentiality. 
We exemplify high personal integrity standards. 
We accept responsibility to acquire and maintain the skills 
needed to meet the changing needs of our work. 
We strive to understand and follow the laws, regulations, and 
practices that govern the programs and services under which 
we work. 
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Introduction 

The Executive Director of Access Alaska, Inc. is responsible to administer personnel policies 
which have been approved by the Board of Directors. This handbook was designed to outline 
Access Alaska’s personnel policies and inform staff about the procedures and practices used to 
implement the policies. 

 
Each employee will receive a personal copy of this handbook and its amendments as they are 

enacted. This Handbook was developed to provide guidance, but is not intended as an employ- 
ment contract, and is not intended to create contractual obligations of any kind. Your employ- 
ment is not for a specified period of time and this handbook does not limit your right or Access 
Alaska’s right to terminate employment  “at will” at any time. 

 
“At-will” employment generally means that either an employer or an employee may end the 

employment at any time for most any reason. In other words, "good cause" is not legally required 
to terminate employment. 

 
If any part of this handbook conflicts with personnel rules prescribed by a funding source, the 

funding source’s regulations shall prevail. 
 

To handle situations not covered by these policies, the Executive Director or Designee may 
take action without Board approval, keeping the Board informed of significant outcomes which 
may indicate a need for future policy changes. Exceptions to written policies may be made only 
by the Executive Director or Designee. 

 
Every employee is expected to be familiar with these personnel policies. If you have ques- 

tions about our policies, contact your supervisor or the HR Office. Supervisors should consult with 
their Director or the HR Office on questions of interpretation. 

 
Throughout these policies, the words “employee” and “staff” may be used interchangeably, 

and mean either a regular full time or regular part time employee of Access Alaska, Inc. 
 

These policies do not apply to Board members, contract employees, or Direct Service Pro- 
viders working in the Consumer Directed Personal Care Services (CDPCS) program. 
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History of Independent Living and Access Alaska, Inc. 

“Independent Living means control over one’s life based on the choice of acceptable options that 
minimize reliance on others in making decisions and in performing everyday activities. This in- 
cludes managing one’s own affairs, participating in day-to-day community life, fulfilling a range 
of social roles, and making decisions that lead to self-determination and minimization of psycho- 
logical dependence upon others. Independence is a relative concept that may be defined person- 
ally by each individual.” 

Frieden, Richards, Cole and Bailey 
“The Independent Living Research Utilization Project”. 

 
 

The first independent living centers in Alaska were Independent Living Options Now (ION) 
and Independent Quality of Living Center (IQLC). Both ION and IQLC were located in Anchor- 
age and limited their services to the Anchorage bowl, with the exception of Information and Re- 
ferral which IQLC provided statewide through toll free telephone access. When ION and IQLC 
were located next door to one another, it became apparent that their services, mission, and target- 
ed consumers were identical. Pressure was brought to bear by funding sources  for  ION and IQLC 
to merge. In February of 1983, ION and IQLC merged into one organization called Ac- cess 
Alaska, Inc. 

 
Access Alaska, Inc. took its role of advocacy very seriously and realized the need to expand 

services in Anchorage and throughout the state. In fiscal year 1984, Alaska legislators acknowl- 
edged the value of independent living services and in recognition of the need for expanded ser- 
vices in Anchorage appropriated $325,000 to respond to the independent living needs of Anchor- 
age residents with disabilities. With the success of Access Alaska, Inc. in Anchorage, outreach 
efforts were made in Fairbanks resulting in Access Alaska, Inc. opening a Fairbanks office in 
September of 1984. In FY-85 the Alaska legislature, recognized the independent living needs in 
and around the Interior and appropriated $330,000 for independent living services in Fairbanks. 

 
During this time, Access Alaska, Inc. advocated for expanded accessible transportation in 

Anchorage and Fairbanks in response to the needs stated by people with disabilities. Through 
Access Alaska’s advocacy, 1985 saw an increase in the appropriation of funding for para-transit 
services in Anchorage and the first para-transit service in Fairbanks funded by the Fairbanks North 
Star Borough and operated by Access Alaska, Inc. Another significant need expressed by 
Anchorage residents with disabilities was for Direct Service Provider (DSP) services. In 1984, 
Access Alaska, Inc. advocated for DSP services to eight individuals with disabilities funded 
through the General Relief Medical Program. 

 
General Relief was the impetus for the passage of House Bill 98 in 1986 bringing about the 

adoption of the Medicaid Option by the legislature. The Medicaid DSP Option makes DSP Ser- 
vices available statewide to Alaskans with significant disabilities. 



iv 

Access Alaska, Inc. 
Staff HR Personnel Policy Handbook 

 

 

 

Currently, Access Alaska, Inc. has regional offices in Anchorage and Fairbanks. Independ- ent 
living services are provided in the Mat-Su Valley, Interior, Western, and Northwestern Alas- ka. 
We also provide Consumer Directed Direct Service Provider, Chore, and Respite services to 
Anchorage,         Fairbanks,         Mat-Su         Valley,         and         the         Kenai     Peninsula. 
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CHAPTER 1   EMPLOYMENT PRACTICES 
A. Recruitment and Job Classifications 

1. Recruiting Process 
Access Alaska, Inc. provides equal employment opportunity to all appli- 
cants on the basis of demonstrated ability, experience, and training (See 
Chapter 3-A). We strongly support the employment of individuals who 
experience a disability. At the discretion of the Executive Director (or de- 
signee), we may announce job openings internally, promote qualified em- 
ployees, and/or recruit externally. 

2. Selection Process 
a) Access Alaska is not required to advertise for an open position if 
we recruited for a similar position within the last three months, and there 
is a viable candidate available from the previous recruitment. 
b) Qualified persons are selected without prejudice or discrimination 
as stated in the agency’s Equal Employment Opportunity policies. 
c) Applicants must provide a completed job application (Application 
and resume preferred). All applications submitted by the closing date are 
screened, and qualified applicants will be forwarded on to the hiring man- 
ager. All applicants are screened and references are checked. 
d) Job descriptions and supporting materials define the job-related 
tasks and qualifications necessary to perform in the position. The defined 
functions and tasks, qualifications, and job competencies are the basis for 
screening applications. 
e) If Access Alaska, Inc. is not satisfied with the applicant pool, the 
recruiting period may be extended or reopened. 
f) Pre-employment tests may be required if necessary to document 
the applicant’s ability to perform required job tasks (Computer skills, In- 
terpreter skills, etc.) 
g) Before extending an employment offer or starting work, all appli- 
cants must receive a provisional status from the State of Alaska, Back- 
ground Check Unit (BCU) so state and federal agencies can complete a 
criminal history check. As a courtesy to candidates, Access Alaska offers 
free fingerprinting. However, the applicant is responsible to pay all state 
and federal processing fees. Fingerprints are needed every six (6) years, 
regardless of length of service. 
h) No applicant will be allowed to start work until all HR paperwork 
is completed and screened by an HR staff person. There could be a delay 
for up to three work days if the applicant indicates they may have a poten- 
tial barring condition or if they have an injury that prohibits them from 
performing required job tasks. This is so HR can determine the extent of 
the situation and the employability of the individual BEFORE hire. 
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3. Employment Classifications 
a) Probationary Employee: A new hire that has not yet successfully 
completed their first three months (90-days) of employment. 
b) Regular Full-Time: An employee who works 30 hours or more a 
week and who has successfully completed their probationary period. 
c) Regular Part-Time: An employee who works less than 30 hours a 
week and who has successfully completed their probationary period. 
d) Temporary: A full or part-time employee hired for a period not to 
exceed twelve months and who is not entitled to regular benefits. An ex- 
tension of a temporary work classification for up to three additional 
months may be granted by management. 

 
4. Exempt and Non-Exempt Employees 

a) Exempt - Positions of a managerial, administrative, or professional 
nature may be exempt from overtime payments. Exempt employees are 
compensated on an annual salary basis. 

(1) Fair Labor Standards Act (FLSA) regulations exempt em- 
ployees who are paid on a salary basis from having their pay re- 
duced for minor variations in the quantity or quality of work per- 
formed. Exempt employees normally must receive their full salary 
for any week in which they work, without regard to the number of 
days or hours worked. However, exempt employees may have their 
salary reduced when: 

(a) Broad business decisions result in a reorganization 
or reduction in the workforce; or 
(b) Absences exceed accrued, paid personal leave; or 
(c) The employee has an erratic or unpredictable 
schedule due to illness or disability (consider hourly/non- 
exempt); or 
(d) There is a major safety or behavioral rule violation 
(may deduct any amount of pay or take other needed disci- 
plinary action). 

b) Non-Exempt – Positions that are not exempted from overtime pay 
and that are compensated on an hourly basis. 

State and federal overtime rules require employers to pay non- 
exempt employees 1½ times their regular rate of pay for each hour 
(or ¼ fraction thereof) worked in excess of 8 hours a workday or 
40 hours in a given workweek. 

5. Transfers and Reassignments 
a) As needed to meet the operational needs of Access Alaska, any 
employee may be transferred to another program or service area, or reas- 
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signed laterally, upward, or downward in their classification. All reclassi- 
fications or reassignments must have the approval of their Director. 
b) No wage change is made if the employee is temporarily transferred 
or reassigned for six workweeks or less. Employees transferred for more 
than six workweeks may receive upward or downward wage adjustments, 
based on the decision of the responsible Director. 

6. Anniversary Date & Reinstatement 
An employee’s hire date is defined as his or her first day on the job with 
the agency. Performance reviews are completed within 90 days of the hire 
date and at least annually thereafter on the employee’s anniversary date. 
An employee’s anniversary date may be adjusted to account for periods of 
leave without pay. A new anniversary date, and 90-day probationary peri- 
od, begins if the employee is formally transferred into a new position. In- 
dividuals re-employed by the agency lose their original anniversary date 
unless rehired within 90 days of their termination date. 

7. New Hire 
a) Employee Orientation: The Manager who hires the employee is re- 
sponsible, with the help of Payroll and the HR Office, for the new em- 
ployee’s orientation including: 

(1) Introductions throughout the office; 
(2) Providing a copy of and reviewing the Personnel Policies; 
(3) Completing all acknowledgment forms and other applicable 
documents, including certification the individual is physically ca- 
pable to perform the duties of their position. 
(4) Assuring the new employee attends our formal orientation 
program; and 
(5) Completing benefit applications and other forms. 

b) All employees are responsible to participate in their initial and any 
follow-up orientation sessions, and to attend all other mandatory training. 
c) New employees, or those returning to work after an extended ab- 
sence, may be required to be certified they are fit to complete job related 
duties and tasks. 

8. Employee Privacy (Also see Chapter 4) 
a) All information in our personnel records is protected by state and 
federal confidentiality standards and our own ethical practices (see inside 
front cover). Access to employee records is limited to those employees 
having an authorized, business-related need-to-know. Access to infor- 
mation may also be given to third parties, including government agencies, 
or pursuant to a court order or subpoena, or to meet audit requirements. 
b) Personnel files are maintained for each employee and customarily 
include the following: 

(1) Employee recruitment data, including: application for em- 
ployment, resume and cover letter 
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(2) Payroll data (maintained by the Accounting Department) 
(3) Performance management, training, and development data 
(4) Criminal background check documentation 
(5) Compliance documents and related assurances 

 
c) The agency will refuse to release personal information to outside 
sources without the employee’s written approval, unless legally required 
to do so. 
d) Employees are permitted to see most personal information main- 
tained about them in the agency’s records. They may request correction of 
any inaccurate information or may submit written comments if they disa- 
gree with any material contained in their records. 
e) Records may only be reviewed within the corporate offices, during 
normal business hours, as long as the Executive Director or designee is 
present. 

 
B. Performance Review 

1. Frequency -- Reviews are conducted at least annually on the anniversary date 
of hire or classification change. Reviews may be conducted more frequently 
if the supervisor deems it necessary. 

2. Format -- The review process includes discussions about routine tasks and du- 
ties, behavioral factors, overall strengths and areas in need of improvement, 
and strategies for achieving agreed professional goals and objectives. Our 
process tends to be competency-based, which means we discuss not only what 
the staff person does (tasks and duties) but also how the person completes 
their work (demonstrated skills and behaviors). 

3. Results – Our performance evaluation process is intended as a collaborative 
effort between the employee and their supervisor, so the employee will have 
an opportunity to add comments to the review, and develop a mutually agreed 
course of action for improved or increased performance during the coming 
year. 

4. Employee Development Plan -- Access Alaska, Inc. will assist employees to 
progress and develop in their position, and encourages employees to prepare, 
with their supervisor, a professional development plan if they are interested in 
advancement. 

C. Hiring Relatives (Nepotism) 
Access Alaska, Inc. may employ an employee’s relative. However, those persons 
will not be given work assignments which require one to direct, review, or pro- 
cess the work of the other or be the other’s supervisor. 

D. Personal Assistants 
Access Alaska recognizes that some employees may need a personal care assis- 
tant while at work. However, except in an emergency or unusual situation, no 
employee may act as a personal assistant for another employee or consumer dur- 
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ing normal work hours. Assistants may be provided through a local temporary 
employment service. 

E. Consumer Transportation 
At no time may an employee transport a consumer in their personal vehicle, or 
accompany a consumer in another person’s vehicle. It is understood that the em- 
ployee is fully liable and totally responsible for any injury, damage, liability, or 
other claim that may arise if an employee transports a consumer against this poli- 
cy. All staff must sign the attached acknowledgement stating they clearly under- 
stand this high risk policy. Violation of this policy may result in disciplinary ac- 
tion, up to and including immediate termination. 

F. Equal Pay Policy 
Access Alaska, Inc. is committed to the concept of comparable pay for compara- 
ble work, in accordance with applicable federal and state laws and regulations. 
Access Alaska has the systems and processes in place to assure fair, consistent, 
equitable, and competitive compensation is provided to all employees. 

G. Payroll Information 
1. Personnel Action Form 

At hire, the HR/Payroll and Change of Status form (COS) is completed, 
identifying the employee’s salary and other pertinent hire data. Whenever 
the employee’s pay rate or status changes, a COS is completed by the su- 
pervisor and Director, processed through payroll and HR, and filed in the 
employee’s personnel file. 

2. Paydays 
Employees are paid every other week, on alternate Fridays, 26 times a 
year. Time sheets are to be submitted the Friday before the next payday; 
pay is for the preceding two workweeks. Beginning January 1, 2015 all 
paychecks will either be direct deposited or dispersed via standard mail. 

3. Payroll advance 
a) A pay advance is a temporary cash advance to help the employee 
handle a sudden, unexpected financial situation. 
b) The advance cannot be more than the net of one pay period for the 
employee making the request. The employee must have a paid time off 
balance equal to or greater than the amount requested. The repayment pe- 
riod cannot exceed three months. 
c) The decision to grant or reject an advance request is at the sole dis- 
cretion of the employee’s Director (budget providing). The advance is ob- 
tained by filling out a payroll advance request and submitting it through 
the employee’s supervisor and Director to the accounting department. 
d) Requests for additional advances are processed only after the ini- 
tial advance is repaid and are limited to two advances in a twelve-month 
period. 
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4. Overtime 
a) Non-exempt employees, preauthorized to work overtime, are com- 
pensated at a rate of 1.5 times their base wage. This rate applies to hours 
worked in excess of 8 hours per day or 40 hours in any one work week. 
b) An employee’s work schedule may be adjusted to account for 
changing work demands, if approved in advance by the employee’s super- 
visor, with the concurrence of HR. For example, a non-exempt employee 
may ask to work 4 hours in a scheduled workday and 4 hours in a non- 
scheduled workday, as long as the 8 per day/40 per week limit is not ex- 
ceeded (same pay-period). “Hours worked" refers to actual hours worked, 
excluding personal leave, holiday, and lunch breaks. 
c) Overtime is never at the employee’s discretion. It shall only be in- 
curred and paid at the request of the agency and if pre-approved by the 
employee’s supervisor. Supervisors shall ensure that no unauthorized 
overtime hours are worked. 
d) Any employee who chooses to attend a voluntary or optional 
event, not required by Access Alaska, will not be compensated for their 
participation. Examples could include civic meetings, public fundraising 
events, or other staff gatherings. 

5. Travel Time 
Travel time is considered work time if any of the following conditions are 
met: 

a) Travel is from home to a work site in response to an emergency 
call after the regular workday; 
b) When an employee who normally works at one location is sent out 
of town on a single-day trip, time which is spent traveling is work time; 
c) An employee who for work purposes travels away from home 
overnight is working when travel times are during their regular work 
hours. 

6. Training Time 
Training time is considered work time when attendance is during regular work 
hours, productive work is performed during the training, and the training is di- 
rected toward making the employee more proficient in their present job. 

7. Wage and Salary Increases 
Increases in wage or salary will be given annually to employees at the anni- 
versary of their original date of hire at the rate of 2.5%. 

8. Worker’s Compensation 
As required by law, all employees are covered by Worker’s Compensation In- 
surance for injuries incurred on the job. All employees must follow estab- 
lished filing and reporting processes from the initial accident or injury report 
through the claim completion procedures. For additional information, please 
refer to the incident reporting procedures. 
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9. Payroll Deductions 
Taxes and other deductions required by law are made each pay period from 
each employee’s gross wages. The employee may request that other deduc- 
tions also be deducted from their wages. These could include health benefit 
premiums, deferred compensation or retirement payments, Health Savings 
Account or charitable contributions, etc. Contact the Payroll Office or HR 
with questions or requests. 

10. Wage or Benefit Garnishments 
Access Alaska will apply a court ordered wage garnishment against accrued 
wages or deductions for dependent benefits according to the terms and condi- 
tions of the legal document. 

H. Dress Code 
Employee dress and grooming should be neat in appearance and consistent with a 
professional atmosphere, keeping in mind the impression made on consumers, 
visitors, other employees, and the need to promote agency and employee safety. 
Employees should consider their business for the day, and dress accordingly. 
Good individual judgment is the best guideline. 

I. Outside Employment 
Access Alaska, Inc. understands that employees may seek additional employment. 
Employees must notify their supervisor of any form of employment outside of 
Access Alaska, Inc., to ensure the absence of a conflict of interest. In the event a 
conflict of interest presents itself, either party may chose to end the employment 
relationship. Alternative employment may not interfere with the ability to perform 
Access Alaska duties. If the employee is in question about a possible conflict, 
they should consult with their supervisor or the HR department. Non-compliance 
could result in termination of employment. 

J. Gifts  
Occasionally, employees receive informal gifts from consumers, past employees, 
or individuals from other agencies or organizations. All gifts must be disclosed to 
the employee’s Director. Keeping any informal gift with a value over $50.00 is at 
the discretion of the employee’s Director. 

 
K. Emergency Closing 

1. The entire agency (Anchorage, Fairbanks, Kenai and Mat-Su) may close for 
part of a regularly scheduled workday when circumstances beyond Access 
Alaska's control occur. The agency closer decision will be made by consensus 
of one director and the ED, or two directors, or by one director if consensus is 
not possible. The determining Director(s) will call the other Directors who 
will subsequently use the emergency closure phone-tree to notify their staff. 
The determining Director will also send an all staff e-mail about the decision. 
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2. In the case of closer for ONE location Anchorage and Fairbanks will follow 
the above process. The office closure decision for Mat-Su and Kenai will be 
made by the consensus of the Program Manager and one Director or Program 
Manager and ED or by the Program Manager if consensus is not possible. 
The determining ED, Director and/or Program Manager will subsequently use 
the emergency closure phone-tree to notify their staff, and send an all staff e- 
mail about the decision. 

 
3. The decision to leave work or not come to work is up to the employee and 

their immediate supervisor, unless being at work creates a serious risk to the 
employee. If Access Alaska decides to close an office, employees are entitled 
to pay for any closing up to 3 business days. 

 
 

L. Travel  
1. With prior approval, Access Alaska will reimburse employees for actual, nec- 

essary, and reasonable expenses incurred while traveling on Access Alaska, 
Inc. business. 

a) Access Alaska will not reimburse employees for personal losses 
incurred during travel; this includes, but is not limited to: theft, and /or 
vandalism. Employees should use strong caution to take extra measures to 
protect and secure valuables that are appealing or obvious for theft 

 
2. Travel plans resulting in airfare and hotel costs must be approved in advance 

by their Director and should be arranged and paid by Access Alaska, Inc. in 
advance whenever possible. If an employee pays for these costs, the employee 
shall present a purchase order with receipts attached within 10 workdays to 
the Accounting Department for reimbursement. Travel plans will be arranged 
by the administrative team. 

 
3. It may occasionally be necessary for an employee to incur expenses while on 

agency business. Such expenses may include mileage for use of a personal 
vehicle, meals, lodging, and transportation if traveling on agency business as 
determined by the employee’s Director. Contact your supervisor if you have 
questions about what expenses are reasonable. 

 
4. Per Diem 

 
a) Per Diem should be requested in advance for all out of town travel. 
Per Diem is intended for meals and incidentals while on approved busi- 
ness travel. If the actual, allowable meal and incidental costs will exceed 
the per diem rate, the employee must retain expense receipts and reim- 
bursement will be made for the difference between actual costs incurred 
and any per diem received. Lodging will be reimbursed based on the ac- 
tual room rate, plus applicable taxes. No extras charged to the room are 
reimbursed. The purchase of alcohol is prohibited with agency per diem. 
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b) Access Alaska’s per diem rate is reviewed each year by the Ac- 
counting Office, as part of the Corporation’s annual budgeting process. 

M. Ground Transportation 
When traveling on official business, the employee is expected to use the most rea- 
sonable, accommodating, and least expensive service available. If a private vehi- 
cle is used (see personal vehicle use), in lieu of available public transportation, 
proof of adequate, current, State mandated liability insurance must be provided in 
advance. If a staff member elects to use a personal vehicle, they are reimbursed at 
the IRS standard mileage rate. 

 
N. Personal Vehicle Use (See attached Acknowledgement Form) 

1. Access Alaska may require an employee to have reliable transportation in or- 
der to complete some essential job duties and functions, as documented in the 
person’s position description. 

2. Except while driving to and from work, staff may request to be reimbursed for 
mileage when traveling on company business, yet will only be paid if the HR 
Office has prior proof that the vehicle currently has at least the State mandated 
liability coverage, and the staff person, if they are the driver, has a valid driv- 
er’s license. Additionally, staff must complete vehicle inspection to ensure 
safe operations. 

3. Mileage is reimbursed at the current mileage rate established by the Internal 
Revenue Service. The standard mileage rate is based on an annual IRS study 
of the fixed and variable costs of operating an automobile, which could in- 
clude depreciation, insurance, registration and license fees, fuel, oil, tires, and 
routine maintenance and repairs. 

4. The employee’s supervisor and director must approve all mileage reimburse- 
ments PRIOR to being submitted for payment. Approval is based on whether 
a vehicle is needed at the work destination and the use of the personal vehicle 
was the most cost effective alternative; productivity and convenience may also 
be considered in the approval process. 

5. It is understood that Access Alaska is not liable in any way for the employee’s 
choice of the extent or amount of vehicle insurance coverage or the insurance 
carrier chosen by the vehicle owner. Access Alaska is also not liable in any 
way for damage to an employee’s vehicle or injuries to passengers due to any 
accident that involves the vehicle being used by the employee. 

O. Rental Vehicles 
Rental vehicles may be used by employees only with prior approval. If a rental 
vehicle is authorized, the employee should select the least expensive vehicle 
available at the time the vehicle is reserved. This includes when lift-equipped or 
accessible vehicles are required. 

P. Independent Living Expenses While on Company Business 
Adaptive equipment, Direct Service Provider services, and other disability related 
expenses are covered by Access Alaska, Inc. with prior written approval from the 
employee’s supervisor. 
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CHAPTER 2 BENEFITS 
A. Professional Licensing/Certification, Training and Continuing Education 

1. Access Alaska, Inc. encourages regular, full time employees to participate in 
continuing education, training and professional development activities that are 
appropriate for their position.  Access Alaska will support employees who 
must maintain a professional license, training or continuing education re- 
quirements in order to meet Access Alaska mandated programmatic or grant 
funding criteria.  This could include reimbursing some expenses, time off 
from work, or other benefits. All decisions will be made on a case-by-case 
basis by the employee’s director in consultation with the HR Department. 

2. Approval is based on fund availability, the number of requests received, and 
subsequent impacts on Access Alaska’s mission and operations. Agreeing to 
reimburse an employee for an educational or professional development activi- 
ty does not commit Access Alaska to continue to reimburse employees for fu- 
ture expenses. 

3. Employees must document training, certification, and licensing activities if 
the individual attended the activity as an Access Alaska employee. 

a) Time off during normal work hours must be pre-approved by the 
employee’s supervisor, and must not negatively impact the work of Ac- 
cess Alaska. If approved, the employee will be paid at the employee’s 
regular rate of pay. If not approved, the employee may take accrued paid 
leave, or leave without pay, as long as it is in the best interest of Access 
Alaska. 
b) Staff who are granted this benefit are expected to continue their 
employment for at least the same number of months for which Access 
Alaska paid their tuition. 

4. Conferences & Meetings 
With their supervisor’s approval, employees may request time off and Ac- 
cess Alaska’s financial support to attend professional conferences or meet- 
ings which are directly related to the employee’s current job duties and re- 
sponsibilities. Access Alaska, Inc. may pay for the following expenses if 
attendance is approved: registration fees, travel costs, lodging, and meal 
expenses not covered by registration. Time off for attendance and travel 
during normal working hours is paid at the employee’s regular hourly rate 
of pay for up to eight (8) hours. 

5. Professional Memberships & Activities 
Access Alaska, Inc. encourages its staff to expand their job-related profes- 
sional growth and development. In expression of this support, Access 
Alaska, Inc. will reimburse employees for these expenses, if approved and 
budgeted in advance. Educational programs and publications may also be 
pre-approved. Reimbursements are made upon receipt of an expense re- 

 
 
 

1 Leave, insurance, and other employee benefits are reviewed periodically and may be changed by Access Alaska at any time. 
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B. Leave Policies 

port accompanied by proof of payment, if approved in advance by the em- 
ployee’s director. 

1. Paid Personal Leave – Personal Time Off (PTO) 
a) Personal leave is a benefit designed to give staff paid time off for 
planned absences. PTO is calculated from the date of hire, prorated for 
part time employees and unpaid leave, and is earned as follows: 

 

Service Full-time 3/4-time Half-time 1/4-time 

Years Hrs/pay 
period 

Approx. 
days 
/yr. 

Hrs/pay 
period 

Approx. 
days 
/yr. 

Hrs/pay 
Period 

Approx. 
days 
/yr. 

Hrs/pa 
period 

Approx. 
days 
/yr. 

0-2 4.9 16 3.7 12 2.5 8 1.2 4 

3-4 6.3 21 4.7 15 3.2 10 1.6 5 

5-6 7.7 25 5.8 19 3.9 13 1.9 6 

7-8 8.6 28 6.5 21 4.3 14 2.2 7 

9-10 9.2 30 6.9 22 4.6 15 2.3 8 

10+ 10.4 34 7.8 25 5.2 17 2.6 9 

 
b) Accrued time off is recorded each pay period. All paid leave re- 
quests must be submitted to the employee’s direct supervisor. Any time 
off granted in excess of the employee’s accrued time is leave without pay. 
c) Although paid time off is accrued during the probationary period, 
it may not be used until and unless the employee successfully completes 
the probationary period. The employee’s supervisor may allow limited 
leave during this time. Transferred employees and employees placed on 
disciplinary probation may take previously accrued paid time off at the 
discretion of their supervisor. 
d) Staff may not use leave without pay if they have an accrued leave 
balance. 
e) Employees eligible for PTO are required to take PTO each fiscal 
year (July 1 to June 30) to reduce their accrued leave to the following 
maximums: 

(1) 0 – 5 years of service  Can carry over 192 hrs. 
(2) 6 - 10 years of service Can carry over 272 hrs. 
(3) 10+ years of service Can carry over 352 hrs. 

f) No paid time off in excess of the above amounts may be carried 
over by an employee from one fiscal year to the next. Any unused paid 
time off in excess of the above hours shall be forfeited to the general leave 
bank. 
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2.  Holidays: 
a) Access Alaska provides the following nine (10) paid holidays: 

 (1) New Year’s Day 
 (2) Martin Luther King Day 
 (3) Memorial Day 
 (4) Independence Day 
 (5) Labor Day 
 (6) Veterans Day 
 (7) Thanksgiving Day 
 (8) Day after Thanksgiving 
 (9) Christmas Eve Day 
 (10) Christmas Day 

b) If a paid holiday falls within an employee’s paid personal leave pe- 
riod, an additional day of paid personal leave is granted. This additional 
day may be taken at the beginning or end of the employee’s paid personal 
leave period, or at another time during the fiscal year with the prior ap- 
proval of the employee’s supervisor. 
c) A part-time employee’s holiday pay will be prorated based on the 
routine amount of time they are authorized to work. 
d) Access Alaska Inc. may close for additional holidays as deemed 
necessary by the Executive Director or designee. 

3. Jury Duty 
Time off for jury duty or an Access Alaska required court appearances, as 
a result of a valid subpoena or court order, is excused and paid at full sala- 
ry for up to ten (10) workdays for jury duty and indefinitely for an Access 
Alaska required court appearance, provided that proof of duty is verified 
by the employee’s supervisor. There is no adjustment in the employee’s 
salary for receipt of jury duty pay or other court expenses. The employee 
is expected to report for work when it does not conflict with court obliga- 
tions. It is the employee’s responsibility to keep his or her supervisor regu- 
larly informed about the amount of time required for jury duty or court 
appearances. Court appearances resulting from an employee’s violation of 
the law is not applicable to this section. 

4. PTO Leave Bank 
Employees who have accrued paid time off may choose to voluntarily and 
confidentially transfer their accrued paid time off to the general leave bank 
to be used for medical, family crisis, or other similar purpose. The donated 
time will be transferred on a dollar for dollar basis. Employees must main- 
tain a personal PTO balance of sixteen (16) hours. To maintain confidenti- 
ality, an employee needing additional emergency PTO must request it 
through their director or the HR Director. Employees may only access do- 
nated the general leave bank for hours needed. No employee shall be 
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granted access to the general leave bank in excess of eighty (80) hours per 
occurrence, or one hundred and sixty (160) hours in a fiscal year. 

5. Family and Medical Leave (FML) 
a) Access Alaska allows employees to balance their work and family 
life by taking pre-approved combined paid and unpaid leave for certain 
family and medical reasons. An employee must have worked at Access 
Alaska for at least twelve (12) months, and must have worked at least 
1250 hours during the preceding twelve (12) month period to be eligible 
for Family Medical Leave under this policy. 
b) Family and Medical Leave Act (FMLA) regulations require Access 
Alaska to confirm eligibility, enforce certification and adequate notice 
provisions, require detailed certification and recertification documentation, 
assure fitness-for-duty certifications are provided, and receive routine sta- 
tus reports from the employee during the duration of the approve FML. 
c) FMLA regulations require employees to provide at least 30 days’ 
notice when the need for leave is foreseeable, or as soon as is practicable. 
d) FML may be continuous or intermittent, or granted on a reduced 
schedule basis. Employees must schedule the leave so as to not unduly 
disrupt the employer’s operations, subject to the approval of employee’s 
health care provider. 

2 
e) In a single 12 month period, family or medical leave may be re- 
quested for up to 12 weeks, or up to 26 weeks to care for a military family 
member who is undergoing medical treatment or on temporary disability 
status for a serious injury or illness. 
f) Access Alaska follows the US Department of Labor (DOL) defini- 
tion of circumstances under which an employee may request FML, which 
are: 

(1) The birth, care, or adoption of the employee’s child; or 
(2) When the employee must care for a child, spouse, domestic 
partner, or parent who has a serious health condition; or 
(3) Because of a qualifying event arising when an employee’s 
family member is called to active duty; or 
(4) When the employee is unable to perform the functions of 
his or her own position because of their own serious health condi- 
tion. 

g) DOL permits a spouse, son, daughter, parent, or next of kin to take 
up to 26 workweeks of combined paid and unpaid leave in a single 12 
month period to care for a member of the Armed Forces, including a 
member of the National Guard or Reserves. The service member must be 
undergoing medical treatment, recuperation, or therapy; or otherwise in 
outpatient status or on the temporary disability retired list, for a serious in- 
jury or illness. 

 
2 

Access Alaska uses the “rolling 12 month” methodology to calculate the benefit, which starts on the first day of the pre-approved leave. 



14 

Access Alaska, Inc. 
Staff HR Personnel Policy Handbook 

 

 

 

h) Employees are required to provide a comprehensive certification 
from their medical provider for a health related leave request. The medical 
certification must, at the very least, indicate why the employee will be ab- 
sent, and the minimum duration of the condition. All the appropriate fields 
on a certification must be completed, and the information should not be 
vague, ambiguous or non-responsive. If these conditions are not met, the 
certification will be returned to the employee, who will have seven (7) 
calendar days to return it. If a certification’s validity is doubtful, Access 
Alaska may request a second opinion, and may choose the health care 
provider for the second opinion, but will pay for the second opinion. 
i) Employees will be required to report periodically on their status 
and intent to return to work. The reporting requirements will be docu- 
mented in the paperwork provided to the employee if the FML is ap- 
proved. 
j) Access Alaska may request a recertification every 30 days or when 
the minimum duration of the condition expires. However, they may be re- 
quested in fewer than 30 days if: 

(1) The employee requests an extension of leave, or 
(2) Circumstances described by the previous certification have 
changed significantly, or 
(3) Information is received that casts doubt on the employee’s 
stated reason for the absence or the continuing validity of the certi- 
fication. 

k) An employee on unpaid FML will be maintained in Access Alas- 
ka’s health insurance plan as long as the employee continues to pay all 
premiums for the duration of their leave. Please contact HR regarding the 
premium costs and when payments are due. 
l) The employee on FML will be restored to their original position or 
an equivalent position once their leave has ended. Under limited circum- 
stances a salaried, key employee may not be reinstated if the individual’s 
absence will cause “substantial and grievous economic injury” to its op- 
erations. 
m) An employee returning to work after a medically related FML ab- 
sence must provide a fitness-for-duty certification prior to the day the em- 
ployee returns to work. The employee must give their health care provider 
a list of their essential job functions so the health care provider can focus 
the exam on the employee’s particular job duties. If an employee does not 
provide a fitness-for-duty certification, job restoration may be delayed un- 
til one is received. The employee no longer has a right to reinstatement if 
the employee refuses to provide such a certification. 
n) Employees do not accrue other leave benefits while on FML leave 
since it is an unpaid leave of absence. 
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o) FML coverage for the absence may be delayed or denied unless the 
employee follows the above policies and procedures, unless unusual cir- 
cumstances need to be considered. 

6. Unpaid Non-Medical Personal Leave 
a) Requests for time off without pay must be made in writing, submit- 
ted to the employee’s direct supervisor, and approved by their Director. 
The request should specify the reason time off is needed and the length of 
time the employee plans to be away from work. 
b) All benefits, including accrual of paid time off and holiday pay, are 
suspended during leave without pay. Employees may continue to partici- 
pate in the health insurance programs at the employee’s expense, if their 
unpaid leave will exceed 30 days. 
c) An employee who returns to work at the conclusion of a leave of 
absence may be restored to his/her former position, or to a comparable po- 
sition at the same rate of pay, unless circumstances at Access Alaska, Inc. 
have changed so as to make it impossible or unreasonable to reinstate the 
employee. 

7. Bereavement Leave 
a) Paid bereavement leave of up to three (3) days will be granted to Ac- 
cess Alaska, Inc. staff, when a member of their immediate familydies. 
b) Access Alaska adopts the following definitions taken from the U.S. 
Office of Personnel Management: 

1) A Family Member is defined as an individual with any of the 
following relationships to the employee: 

i. Spouse, and parents thereof; 
ii. Sons and daughters, and spouses thereof; 

iii. Parents, and spouses thereof; 
iv. Brothers and sisters, and spouses thereof; 
v. Grandparents and grandchildren, and spouses thereof; 

vi. Domestic partner and parents thereof, including domestic 
partners of any individual in 2 through 5 of this definition; 
and 

vii. Any individual related by blood or affinity whose close 
association with the employee is the equivalent of a fami- 
ly relationship. 

2) An Immediate Relative is defined as an individual with any of 
the following relationships to the employee: 

i. Spouse, and parents thereof; 
ii. Sons and daughters, and spouses thereof; 

iii. Parents, and spouses thereof; 
iv. Brothers and sisters, and spouses thereof; 
v. Grandparents and grandchildren, and spouses thereof; 

vi. Domestic partner and parents thereof, including domestic 
partners of any individual in 1 through 5 of this definition; 
and 
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vii. Any individual related by blood or affinity whose close 

association with the employee is the equivalent of a fami- 
ly relationship. 

3) A Parent is defined as: 
i. A biological, adoptive, step, or foster parent of the em- 

ployee, or a person who was a foster parent of the em- 
ployee when the employee was a minor; 

ii. A person who is the legal guardian of the employee or 
was the legal guardian of the employee when the employ- 
ee was a minor or required a legal guardian; 

iii. A person who stands in loco parentis to the employee or 
stood in loco parentis to the employee when the employee 
was a minor or required someone to stand in loco parentis; 
or 

iv. A parent (as described in the above subparagraphs) of an 
employee’s spouse or domestic partner. 

4) A Son or Daughter is defined as: 
i. A biological, adopted, step, or foster son or daughter of 

the employee; 
ii. A person who is a legal ward or was a legal ward of the 

employee when that individual was a minor or required a 
legal guardian; 

iii. A person for whom the employee stands in loco parentis 
or stood in loco parentis when that individual was a minor 
or required someone to stand in loco parentis; or 

iv. A son or daughter (as described in 1-3) of an employee's 
spouse or domestic partner. 

5) A Domestic Partner is defined as: 
i. An adult in a committed relationship with another adult, 

including both same sex and opposite-sex relationships. 
6) A Committed Relationship is defined as: 

i. A relationship in which the employee, and the domestic 
partner of the employee, are each other's sole domestic 
partner (and are not married to or domestic partners with 
anyone else); and share responsibility for a significant 
measure of each other's common welfare and financial ob- 
ligations. 

1. This includes, but is not limited to, any relation- 
ship between two individuals of the same or oppo- 
site sex that is granted legal recognition by a State 
or by the District of Columbia as a marriage or 
analogous relationship (including, but not limited 
to, a civil union). 
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8. Military Leave 
a) Employees who are called to active military duty or are required to 
attend training or field exercises in conjunction with reserve, guard or aux- 
iliary duties, may take personal leave and then leave without pay until they 
return from their duty. 
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C. Work Hours and Work Schedules 
1. Access Alaska’s office hours are from 8:00 am to 5:00 pm Monday through 

Friday. Employees are expected to work a full eight hours a day, five days a 
week, plus take up to a one-hour unpaid lunch break. 

a) Absence From Work -- If an employee is going to be late or absent 
from work, they must first call and talk to their supervisor or, if their su- 
pervisor is unavailable, their administrative staff person within one hour of 
their scheduled workday each day of an unplanned absence. More than 
three days of unplanned absence must have a doctor’s certification of ill- 
ness, or a document signed by the employee describing the reason for the 
unexcused absence if not for medical reasons. 
b) These documents are signed by the employee’s supervisor and 
placed in the employee’s personnel file. Habitual or continued unplanned 
absences, including arriving late or leaving early, are grounds for discipli- 
nary action up to and including termination. 
c) Employees are encouraged to talk to their supervisor, Director, or 
the HR Department if a health condition or disability prevents them from 
keeping a regular schedule. In some cases, Access Alaska may be able to 
adjust work hours or change a work schedule to accommodate the em- 
ployee’s needs. 
d) Return to Work After A Serious Injury and Illness 

(1) As protection for both the employee and Access Alaska, 
Inc., individuals absent from work because of serious illness or in- 
jury are required to obtain a doctor’s release stating the employee 
is capable of performing his or her normal duties, and is released 
from medical care to do so.  A serious injury or illness is defined 
as one which may limit the employee’s ability to perform regular 
duties or assignments and the essential functions of the position. 
(2) Access Alaska, Inc. may require returning employees to re- 
ceive training or complete an assessment to demonstrate their abil- 
ity to perform their duties or assignments without risk of re-injury 
or relapse. 
(3) In case of a job related illness or injury, the supervisor will 
make a reasonable effort to assign the returning employee to work 
consistent with instructions from the employee’s doctor. A doc- 
tor’s written release is required before recovery can be assumed. 

e) Daily Work Schedule 
(1) With supervisory approval, employees may schedule their 
own consecutive 8-hour workday within the following limitations: 

(a) Arrive between 7:00 a.m. and 9:00 a.m. 
(b) Depart between 3:00 p.m. and 5:00 p.m. (add time 
taken for lunch to the departure times) 

(2) Once established, the start and end times become the em- 
ployee’s official workday.  Employees may not change their offi- 
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cial work schedule without prior supervisory approval. The super- 
visor is responsible for fair administration of this work schedule 
policy. The employee is expected to continue to meet all job 
commitments and responsibilities, consider the needs of their work 
group, and avoid any disruption of others when arriving or depart- 
ing from work. Hourly employees must document on their time- 
sheet the actual hours they work each day. 
(3) Employees (or their supervisor) may request temporary 
schedules to accommodate the needs of the agency or individual. 
Authorization will be granted on an individual basis with the ap- 
proval from the direct supervisor and HR Director (or designee). 



20 

Access Alaska, Inc. 
Staff HR Personnel Policy Handbook 

 

 

 

D. Health Insurance 
1. Access Alaska, Inc. may provide health insurance for all Staff working 30 

hours or more per week. Access Alaska as the employer will contribute 80% 
of the medical premium costs and the staff will contribute 20%. The health in- 
surance program includes medical, dental, vision, and Health Savings Account 
(HSA) benefits. For specific questions on coverage under this program, please 
refer to the summary plan description or contact the HR Office 

2. All Staff working 30 hours or more per week that meet their assessment peri- 
od are eligible for health insurance coverage on the first day of the month fol- 
lowing their first 60 days. It is the Staff s responsible to contact HR 30 days 
prior to their eligibility start date and submit the enrollment paperwork. For 
additional information contact HR. 

3. Employees on leave without pay may continue to participate in the health in- 
surance programs for up to 90 days as long as they make all premium pay- 
ments while on leave. Access Alaska pays the employer portion of the premi- 
ums for the first 30 days of the employee’s leave. The employee must pay all 
premiums if their unpaid leave will exceed 30 days. The 90-day leave of ab- 
sence period counts toward the maximum COBRA continuation period, ex- 
cept as prohibited by the Family and Medical Leave Act of 1993. 

4. A covered employee may choose to include their dependents in most of Ac- 
cess Alaska’s group health insurance plans at the employee’s expense. Under 
Section 125 of the IRS tax code, employees may elect to have Access Alaska 
deduct dependent medical insurance premiums from their gross pay. The Pay- 
roll or HR Office has more details on this benefit. Beginning July 1, FY16, 
dependent coverage for healthcare will no longer be available. 

5. Once a staff person is eligible for benefits, their hours are allowed to drop be- 
low 30 hours a week for a month IF their supervisor expects the hours to go 
back to at least 30 hours during or soon after the extension month. Staff hours 
must remain above the United Health Care-mandated 30 hour a week mini- 
mum to be eligible for medical benefits. 

6. First National Bank Alaska is our designated HSA vendor. If the Bank denies 
an employee the opportunity to open an account, Access Alaska cannot, based 
on IRS and related federal banking regulations, make any HSA contributions 
to another financial institution, so the employee will not be eligible for an 
HSA account and the related contribution. 
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E. Deferred Compensation 
1. Access Alaska’s 403b Retirement Plan is a deferred compensation benefit 

available to eligible employees after they have worked at least 1,000 hours, 
which is approximately 6-months for a regular full time employee. The plan 
allows employees to defer part of their pre-tax income into the investment 
fund(s) of their choice. This type of plan is called a Non-Sponsored Elective 
Deferral Plan since Access Alaska does not contribute or match employee 
contributions, and the employee must request plan contributions through a 
payroll deduction and then direct the contributions to a 403b retirement plan 
of their choice. Please contact the HR Office for more information. 
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CHAPTER 3   WORK ENVIRONMENT 
A. Equal Opportunity 

1. Access Alaska, Inc. is committed to equal opportunity for all employees and 
selects the best-qualified person for each position in the organization. No in- 
dividual within the organization will discriminate against an applicant for em- 
ployment or a fellow employee because of race, color, genetics, sex, gender 
identity or expression, sexual orientation, age, religion, marital status, change 
in marital status, pregnancy, parenthood, disability, national origin or citizen- 
ship, or veteran’s status. This policy applies to all employment practices and 
personnel actions. 

2. Access Alaska, Inc. has adopted an affirmative action policy (see HR policies 
and procedures) which means that we will aggressively seek out, hire, devel- 
op, and promote qualified persons who experience a disability, and persons in 
other protected groups. The Directors’ Team will ensure this policy is com- 
municated and enforced throughout the organization. 

B. Reporting Consumer Abuse or Neglect 
1. Access Alaska requires all employees to report confirmed or suspected abuse 

and neglect or physical or sexual assault of minors under the age of 18 and of 
disabled and vulnerable adults according to our reporting procedures. Exam- 
ples of such situations are: 

a) Physical or mental injury that harms or threatens a person’s health 
or welfare; 
b) Neglect of necessary physical, emotional, mental and social needs; 
c) Sexual abuse or exploitation, or 
d) Maltreatment. 

2. If the abuse or neglect is still occurring, or came about clearly through crimi- 
nal acts, notify local law enforcement officials immediately. 

3. If an employee observes or reasonably suspects such a situation has occurred, 
the employee must FIRST report their suspicion of harm to children to the Of- 
fice of Children's Services 907-269-4000 or toll free at 1-800-478-4444. For 
disabled or vulnerable adults, call Adult Protective Services at 907-269-3666 
or toll free at 1-800-478-9996. Internal reporting procedures must be followed 
throughout the reporting process. 

4. Supervisors will be notified immediately thereafter. An incident report shall 
be written by the staff member and given to his/her Program Director by the 
following workday. Staff will continue to note all contacts with legal, family, 
and ancillary services for consumer files. The Program Director shall follow- 
up to ensure that the appropriate authorities were notified. 

5. Alaska law provides that a person who in good faith makes such a report is 
immune from civil or criminal liability that might otherwise be incurred or 
imposed for making the report. It is also Access Alaska policy that all em- 
ployees are protected from retaliation for reporting these or other such issues. 
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6. If an employee observes or reasonably suspects such a situation, and does not 
report it, the employee is subject to termination and civil or criminal liability. 

7. In the event an Access Alaska employee is the suspect of the allegation, the 
employee will be suspended while conducting the initial investigation into the 
validity of the charges. If the charges are found valid, the supervisor will 
dismiss the employee in accordance with the agencies policy for resignation 
and dismissal. 

C. Harassment 
1. Harassment is a form of discrimination where a person is subjected to threat- 

ening, intimidating, embarrassing, or other offensive behavior because of his 
or her gender, race, color, national origin, ethnicity, religion, sexual prefer- 
ence, age, disability, veteran, or other protected status. 

2. Access Alaska has a zero tolerance policy regarding any form of workplace 
harassment, or retaliation from reporting such harassment. All employees and 
contractors will ensure Access Alaska’s work places are free from harassing 
behaviors including sexual harassment, physical intimidation or violence, 
emotional confrontations, bullying, and other similar behaviors. This behav- 
ior will not be tolerated and includes: 

a) Abusive, sexually suggestive or obscene letters, notes, or corre- 
spondence; 
b) Menacing, sexually suggestive, or obscene comments, threats, 
slurs, epithets, jokes about gender-specific traits, or sexual propositions; 
c) Intentional pushing, touching, pinching, or brushing against anoth- 
er’s body in a menacing, sexually suggestive, or offensive manner, or co- 
ercing sexual activity or intercourse; 
d) Visual harassment such as leering or staring at another’s body, ges- 
turing, displaying sexually suggestive objects or pictures, cartoons, posters 
or magazines; and 
e) Bullying through the use of physical, emotional, or psychological 
intimidation or confrontations. 

3. Any employee who is harassed should immediately tell the offending party 
how they feel and to stop the harassment.  If the harassment continues, or if 
the employee is the subject of retaliation, the employee should immediately 
report the behavior to their supervisor or next higher authority, or to the HR 
Director. In the event an individual is not comfortable with direct communica- 
tion, they may speak to their supervisor or any member of the management 
team. 

4. Complaints will be investigated promptly, impartially, and discreetly. As ap- 
propriate, the parties will be notified of the findings and appropriate discipli- 
nary action will be taken. 

5. Access Alaska, Inc. provides employees with training concerning their right to 
be free from harassment and the options available to them if they are harassed. 
The harassed individual must show the harasser’s conduct was: 

a) unwelcome or unsolicited; and 
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b) created an intimidating, hostile, or offensive work environment; or 
c) unreasonably interfered with an individual’s work performance; or 
d) affected an individual’s employment opportunities. 

6. We also acknowledge that: 
a) Either sex may be a harasser or victim; 
b) The harasser does not have to be the employee’s supervisor; 
c) The victim could be a bystander, so does not have to be the person 
to whom the harassment is directed; and 
d) The victim does not have to suffer an economic injury to file a val- 
id harassment claim. 

7. Harassment is considered a serious Access Alaska policy violation and may 
result in immediate termination of employment if found to be valid. 

D. Smoke and Drug Free Workplace 
1. Access Alaska, Inc. provides a safe and healthy work environment which is 

free of alcohol, nicotine, drugs, and their influences. All staff must sign the 
attached acknowledgement stating they clearly understand this high risk poli- 
cy. 

2. No smoking is allowed in Access Alaska offices at any time. Employees who 
take “smoke breaks” must do so on their own time, and in a way that does not 
interfere with their productivity or the productivity of others. 

3. Any employee who works in a drug or alcohol (D/A) impaired state has vio- 
lated this policy and is subject to disciplinary action up to and including im- 
mediate dismissal. All disciplinary action shall be at the sole discretion and 
determination of Access Alaska, Inc. on a case-by-case basis. 

a) Any supervisor, manager, or co-worker who witnesses, or has rea- 
sonable cause to suspect that an employee may be D/A impaired, must re- 
port the incident immediately to their supervisor and the HR Office. 
b) In case of a work related accident or serious injury, or when a con- 
sumer is involved, the employee(s) must be drug tested as soon as possi- 
ble, but at a minimum of within 12 hours of the accident or serious injury. 
c) Testing will be conducted through an independent contractor of 
Access Alaska’s choosing, and will be conducted in accordance with ap- 
plicable state and federal laws and regulations. 
d) Access Alaska will require an immediate biological D/A sample 
from an employee after a work related accident involving the loss of hu- 
man life, a major medical treatment, or significant property damage. 

4. Obligations of an employee subject to post-accident testing. 
a) An employee who is subject to post-accident testing shall not con- 
sume alcohol for 8 hours after the accident, or until s/he has taken an alco- 
hol test, whichever occurs first. 
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b) An employee who is subject to post-accident testing must remain 
readily available for such testing and may not take any action to interfere 
with the testing or the test results. 
c) Employees who do not comply with the post-accident testing re- 
quirements, or who fail or refuse to provide a sample for testing, shall 
immediately be placed on disciplinary probation and must leave Access 
Alaska premises until the incident is investigated. The employee may be 
terminated if found in violation of established policies. 

5. Employees may request a copy of the test results if the request is provided in 
writing within three months of the testing date. 

6. Access Alaska, Inc. will comply with applicable state and federal laws, and 
will assure confidential referral and informational assistance to any employee 
who requests drug and/or alcohol treatment. 

E. Safety and Health 
Access Alaska is committed to providing staff a safe and healthy work environ- 
ment. Health and safety information is included in each new staff member’s ori- 
entation, and provided to all staff periodically throughout the year. Each staff 
member is also responsible to manage their own health and keep themselves safe 
in the workplace. To accomplish these goals, all staff must diligently promote 
safety, including danger assessment and control and to notify HR of any work- 
place safety or health hazards. 
1. Safety 

a) Access Alaska, Inc. has emergency and disaster plans for all offic- 
es. Please contact your supervisor or HR for specific information. 
b) Employees must follow all safety rules including the use of protec- 
tive devices or workplace equipment, attend all training sessions, and fol- 
low the directions of supervisory and emergency response personnel. 
c) About 90% of all Access Alaska injuries or accidents involve 
workplace slips, trips, falls, strains, or sprains while working with con- 
sumers or when entering or leaving a work site. Please be especially cau- 
tious and mindful of these situations. Please help us monitor work proce- 
dures, equipment, and processes to ensure danger and risks to staff and 
consumers are eliminated or controlled. 

(1) All job-related injuries or illnesses, except for injuries only 
requiring minor first aid treatment, must be reported immediately 
to the injured employee’s supervisor and HR. If seriously injured, 
an employee’s reporting obligation is deferred until circumstances 
reasonably permit a report to be made. 
(2) An employee may file a Worker’s Compensation claim 
(See incident reporting policy) but must have their supervisor 
complete an Accident and Injury Report, if they suffer an injury or 
accident that will keep them out of work for more than three work- 
days or will require medical treatment other than simple first aid. 
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(3) Failure to report an injury or illness may preclude or delay 
the payment of any Workers’ Compensation benefits and could 
subject Access Alaska, Inc. to fines and penalties. 
(4) Delays could also prevent the timely and complete investi- 
gation of accident or injury causes. This information is invaluable 
in preventing future accidents or injuries. 

d) Safety rules and regulations are issued or modified from time to 
time and will be distributed to employees and posted on the employee bul- 
letin board. 

2. Health 
a) Employees who are ill with the flu, strep throat, conjunctivitis, 
MRSA, or other infectious illness that can be passed to others through 
casual contact are not to come to work until they are no longer contagious. 
If absent for three days or more, a medical releases must be provided to 
the employee’s immediate supervisor before returning to work. 
b) If a health issue involves a physical and/or mental disability, the 
staff person’s Director or the HR Director should be notified. In the case 
of a staff person returning to work or a new hire being employed with a 
physical and/or mental disability, if requested by the impacted employee 
the Human Resource Director will work with the employee and others, as 
appropriate, to determine if and what reasonable accommodations and 
temporary job modifications may be appropriate to accommodate illness, 
injury or other disability, as long as the accommodation will reasonably al- 
low the employee to perform the essential functions of the position. 

3. Staff Communicable Disease Policy 
a) The purpose of this policy is to establish procedures for handling 
issues related to an applicant or staff employee who has a communicable 
disease. The communicable diseases covered by this policy include, but 
are not limited to: 

(1) Hepatitis, 
(2) Tuberculosis, 
(3) HIV/AIDS, and 
(4) AIDS-related complex (ARC). 

b) Access Alaska has an equal employment opportunity policy. This 
non-discrimination policy applies to individuals infected with a communi- 
cable disease and is not transmitted by casual, non-sexual contact. No staff 
employee or applicant for Access Alaska employment will be the subject 
of discrimination solely because they have a communicable disease. 

4. Reasonable Accommodations 
a) Within the guidelines provided by federal law and these policies, 
Access Alaska will provide a reasonable accommodation to a staff mem- 
ber with a communicable disease in an effort to retain the employee in the 
workforce. The staff member must be willing and able to perform their es- 
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sential job functions, and not pose a direct threat or serious health risk to 
others (as defined in the ADA and Section 504 of the Rehabilitation Act). 

 
b) Any final decisions regarding accommodations shall be made by 
the Human Resources Director in association with the staff member’s di- 
rector. However, Access Alaska may prohibit employment by an individu- 
al who poses a direct threat or serious health risk to our employees, con- 
sumers or visitors. 

5. Privacy and Confidentiality 
a) The personal medical information of any job applicant or any em- 
ployee is considered strictly confidential. All Access Alaska employees, 
regardless of their job status, with knowledge of the medical condition of a 
job applicant or other Access Alaska employees are expected to strictly 
observe privacy and confidentiality requirements. 

6. Education and Training 
a) Educational training relevant to communicable diseases is provid- 
ed to all Access Alaska staff by Human Resources. Employees in pro- 
grams that have established protocols for dealing with blood, other bodily 
fluids, and contaminated appliances or equipment are expected to comply 
fully with the established protocols. 
b) When required by law or regulatory officials, on-the-job injury 
cases of communicable disease will be reported to the State Health De- 
partment or other appropriate governmental agencies. 

7. Employee Responsibilities 
a) The communicable diseases listed above cannot be transmitted by 
casual, non-sexual employee-to-public or employee-to-employee contact 
which generally occurs in the workplace. Accordingly, employees are not 
permitted to refuse to work with anyone who has or is suspected of having 
a communicable disease. 
b) If such a situation arises, Access Alaska will attempt to deal with it 
through education and counseling. If such measures fail, and refusal to 
work is disrupting the workplace, the employee who refuses to perform 
their assigned job will be subject to disciplinary action up to and including 
termination. 

(See attached procedures for dealing with on-the-job bloodborne pathogen and 
universal precautions.) 

F. Chemical Sensitivity 
1. Due to staff and consumer allergies and chemical sensitivity, staff should not 

use heavily scented perfumes, after-shaves, candles, scented plug-ins, or other 
similar products in Access Alaska offices. 

2. As determined by the local Director, air purifiers or fragrance-free sprays may 
be provided by Access Alaska to control or prevent odor issues, especially 
those located in the kitchen or restrooms. Reminders to staff and consumers 
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may be necessary to encourage adherence recognizing that all unpleasant 
odors cannot be eliminated. Concerns amongst staff should be addressed di- 
rectly between the staff effected, or through a supervisor if needed. Consum- 
er-related concerns will be handled on an individual basis by the assigned 
ILA. 

3. We have added a disability category of Allergies/Chemical sensitivity to CIL 
Suite and our intake forms. During intake, we will also reinforce that this is a 
fragrance free zone and that we appreciate compliance. 

4. Signage to this effect will be posted strategically in our offices, noting the 
need for the accommodation due to allergies and chemical sensitivity. 

G. Family Members at the Office 
1. Occasionally, an employee’s family member may need to come to the office. 

The visit should be brief and not unduly interfere with the work of the office. 
If an employee must briefly bring their children to the office, they are respon- 
sible to directly supervise and maintain control over the children. This is to 
insure that consumer and co-worker’s privacy is respected, children are not at 
risk of harm or injury, and employees can be productive while at work. 

2. If bringing a child to work with the employee is unavoidable, the employee 
must contact his/her supervisor as soon as possible to discuss the situation and 
obtain permission to have the child accompany the employee while working. 
Factors the supervisors will consider are the age of the child, how long the 
child needs to be present, the work environment in the employee’s area, if the 
child is ill or nursing, and any possible disruption to the employee’s and co- 
workers’ work. Exceptions will be made to nursing mothers. 

3. It is the employee’s supervisor or Director’s responsibility to enforce this pol- 
icy. 

H. Pets in the Workplace 
1. Access Alaska supports the success of all employees including those who  must 

use a service animal and those who may have allergies or sensitivity to animals.  
Therefore, employees and consumers are not allowed to bring pets  or “comfort 
animals” into the workplace or inside any building where access Alaska 
provides functions or services. Service animals, as defined below, are not 
considered pets or “comfort animals” and are allowed in the workplace. 

2. For the purposes of this policy, a service animal is defined as a qualifying an- 
imal individually trained to perform tasks for the benefit of a person with a 
disability. Such tasks may include guiding a person with impaired vision, 
alerting a person with impaired hearing or who is susceptible to seizures, pull- 
ing a wheelchair, etc. The term service animal does not apply to personal pets 
or “comfort animals.” 

3. Service animals must have up to date vaccinations and a copy of the vaccina- 
tion certification must be provided. The certification of vaccinations must fur- 
ther indicate the date by which each revaccination is due. 

4. The service animal must be well groomed, stable, well behaved, and “office 
broken”. Access Alaska does not provide service animals and does not as- sume 
responsibility for training, daily care, or healthcare for service animals. 
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5. Before an employee may use a service animal they must verify, in writing,  that 
their animal meets the above requirements and that they will indemnify Access 
Alaska, Inc. from all suits or claims of damage caused by their service animal. 

6. The staff person must be in control of their animals at all times via a leash or 
voice commands when moving about in the office, and either in a cage or at 
their side when in their office area. 

7. Employees may not: 
a) Spend work time playing with the animal or feeding, walking or 
cleaning up after them; 
b) Use loud squeaky toys or chews that may distract coworkers or 
visitors; or 
c) Ask other staff to care for their animals except in a serious emer- 
gency. 

8. There may be employees with phobias, chemical sensitivity, or extreme aller- 
gies to animals who might also have a covered disability under the law. One 
disorder does not take precedence over another. However, competing circum- 
stances do not diminish the right of a person with a disability to use a quali- fied 
service animal. Where competing interests arise, Access  Alaska  will work to 
find a practical solution to accommodate the needs and rights of both 
employees. 

9. Other animals may occasionally be brought into the workplace if they are part 
of a formalized, Access Alaska-sponsored pet therapy or training program,  and 
a director has pre-authorized the activity. 

I. Computers & Personal Electronics 
This policy applies to all Access Alaska employees and contractors, in all loca- 
tions, and is intended to protect against the unauthorized and inappropriate use of 
computers and other electronic equipment. All staff must sign the attached 
acknowledgement stating they clearly understand this high risk policy. 
1. Computers -- Our data processing equipment, licensed software and networks, 

and the systems they run on, are valuable corporate assets and are the property 
of Access Alaska, Inc. The unauthorized use of these assets may result in dis- 
ciplinary action, up to and including discharge. Computer and office equip- 
ment may only be used to conduct Access Alaska Inc. business. 

a) All data and information produced or stored using our systems, ei- 
ther in hard copy or electronic form, are Access Alaska property. 
b) Access Alaska reserves the right to monitor and review computer 
and email files and other documents on Access Alaska computer equip- 
ment, and at any time any Director may request an internet or network his- 
tory. 
c) At no time may employees or contractors use company computers 
for personal use, including but not limited to using personal social media 
(Facebook, Twitter, LinkedIn, YouTube, MySpace, etc.), playing games, 
personal correspondence, participation in “Chat Rooms”, or any form of 
pornography. The computer and electronic mail system also may not be 
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used to solicit for commercial, religious, political, personal, or other non- 
job related solicitations. 

2. Work-Related Social Media Guidelines: 
a) Do not post any comment or picture involving an employee, volun- 
teer or consumer without their express consent. 
b) If you post any comment about Access Alaska, you must clearly 
and conspicuously state that you are posting in your individual capacity 
and that the views posted are yours alone and do not represent the views of 
our organization. 
c) You may not use Access Alaska’s logo or any organizational mate- 
rial in your posts unless you receive prior permission from a Director. 
d) All postings on social media must comply with our policies on 
confidentiality and disclosure of proprietary information. If you are unsure 
about the confidential nature of information you plan to post, consult your 
Director. 
e) Do not link to the organization's website or post any agency mate- 
rial on a social media or other website without permission from your Di- 
rector. 
f) Don't forget that you are responsible for what you write or present 
on social media. You can be sued by other employees or any individual 
that views your social media posts as defamatory, harassing, libelous, or 
creating a hostile work environment. 
g) All organizational policies that regulate on-duty conduct apply to 
social media activity including, but not limited to, policies related to har- 
assment, our code of conduct, nondiscrimination, and protecting confiden- 
tial and/or proprietary information. The following are examples of com- 
puter related actions and activities that are prohibited and can result in dis- 
ciplinary action: 

(1) Sending or posting discriminatory, harassing, or threatening 
messages or images; 
(2) Stealing, using, or disclosing someone else's access code or 
password without authorization, or sharing your access code or 
password with another employee without authorization; 
(3) Copying, pirating, or downloading software and electronic 
files without permission; 
(4) Violating copyright laws or licensing agreements; 
(5) Engaging in unauthorized transactions that may incur a cost 
or initiate unwanted Internet services and transmissions; 
(6) Sending or posting messages or material that could damage 
Access Alaska’s image or reputation, or could defame or slander 
other individuals or organizations; 
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(7) Attempting to by-pass security provisions in Access Alas- 
ka’s network and computers to access programs or information 
which you are not authorized to access; or 
(8) Presenting personal views as representing those of the or- 
ganization. 

Employees should notify their immediate supervisor or Human Resources 
upon learning of violations of this practice. Employees who violate this 
practice will be subject to disciplinary action, up to and including termina- 
tion of employment. 

3. Personal Electronics -- As described in our code of ethics, we have a consum- 
er focused work culture. 

a) One way to provide prompt, effective, and efficient consumer ser- 
vice is to reduce unnecessary distractions and interruptions. We also must 
adhere to confidentiality standards and policies set by funding agencies 
and others. 
b) Therefore, except in case of an emergency, personal cell phones, 
computers, picture phones, cameras, or other personal electronics are not 
authorized for use while performing Access Alaska work, unless necessary 
for a specific business purpose which has been pre-approved by the em- 
ployee’s Director. 

4. BYOD - The Bring Your Own Device Agreement allows qualifying staff 
members to connect their mobile device to their work station or email for the 
purposes of telecommuting and wrap around services. Employees may check 
with their supervisor to see if they qualify for BYOD. The use of BYOD is 
considered a privilege to an employee and may be discontinued or suspended 
in the event misuse is determined (see BYOD Agreement). 

5. Cell Phones -- This policy is intended to reduce employee accidents, improve 
productivity, and reduce Access Alaska’s potential liability in case of injury, 
confidentiality breaches, and related issues. 

a) Occasionally, Access Alaska may issue cellular phones for busi- 
ness purposes. The employee issued the phone must sign a Cellular Phone 
Agreement and is responsible for its proper care and use. Phone logs for 
Access Alaska cell phones may be audited at any time to ensure no unau- 
thorized use has occurred. 
b) Using any communication device, whether a personal or Access 
Alaska owned device, while operating a motor vehicle, machinery, or 
equipment for business purposes is strictly prohibited. 
c) The company is not liable for the loss of or damage to any personal 
electronics or other personal property brought into or used in the work- 
place. 

J. Telecommuting 
1. Telecommuting is a pre-authorized work arrangement in which employees are 

allowed flexibility in their working location and hours. In other words, the 
daily commute to a central place of work is replaced by telecommunication 
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links. Many work from home, while others utilize mobile telecommunications 
technology to work from other locations. 

2. The use of hand-held and laptop technologies have accelerated real time 
communication and streamlined work processes. These advances have opened 
the opportunity for employees to use these tools to increase productivity. 
These devices have also impacted employees dealing with work- and home- 
life challenges by potentially increasing their availability and productivity 
particuarly when off-site and after hours. 

3. However, this increased access and flexibility also increase both employee 
and employer liability regarding confidentiality, approved work hours, 
overtime compensation, the loss or damage to the electronic device, etc. 

4. To mitigate these risks and liabilities, except in a serious emergency, Access 
Alaska requires all non-exempt employees to get PRIOR permission from 
their supervisor to work offsite at any time, and especially to work in a 
telecommuting capacity. An authorization to telecommute DOES NOT 
authorize the employee to perform any work related tasks during their non- 
work hours or accrue any overtime. Supervisors are discouraged from texting, 
or sending voice or e-mail messages to a non-exempt employee after their 
normal work hours. 

6. If a supervisor determines it is in the best interest of our consumers and 
Access Alaska they may, with their director’s written approval and HR’s 
consurrence, change an employee’s standard work week and duty location. 

7. To further reduce the potential for overtime, all non-exempt Access Alaska 
employees are prohibited from “syncing” their work e-mail account to a 
personal computer or smart-phone without prior approval from their 
supervisor and director. 

8. Once authorized, any employee who abuses their telecommuting privilege is 
liable for disciplinary action up to and including immediate termination. It is 
the immediate supervisor’s responsibility to closely monitor and enforce this 
policy, including the authorization or denial of any overtime claimed by a 
non-exempt telecommuting employee. 

K. Employee Suggestions 
Access Alaska understands that most employees know how best to carryout their 
specific job tasks. We encourage employees to bring to their supervisor’s atten- 
tion methods, means, processes, or practices that could improve their overall ef- 
fectiveness and productivity. We also seek suggestions for how to better serve 
our consumers or expand our services to support our mission. 

L. Personal Property 
Access Alaska, Inc. is not liable or responsible for lost, stolen, or damaged per- 
sonal property an employee may choose to bring into our offices. Please be cau- 
tious about personal items used to decorate and furnish your work area especially 
if they are valuable to you or may be difficult for you to replace. 

M. Mail Processing and Distribution 
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Due to HIPAA and other confidentiality standards, this policy is intended to en- 
sure all correspondence remains confidential during the collection and distribution 
process. 
1. All incoming mail must be opened, date stamped and routed daily by the des- 

ignated administrative staff person in each office. 
2. If the envelope states the enclosed document is “Personal” or “Confidential,” 

it should remain unopened and date stamped on the envelope as verification of 
receipt. It is unethical to open mail which is marked "personal" or "confiden- 
tial". 

3. If incoming mail has a person’s name on it, open it just to date stamp it in the 
header area.  For confidentiality reasons, do not read the document. 

4. Mail not addressed to a specific person should be opened and date stamped in 
the header area. Use the salutation to determine proper routing. If the saluta- 
tion does not reveal routing, briefly review the document to determine proper 
routing. For confidentiality reasons, do not read the document. 

5. If an employee is on vacation, that person’s mail should be routed to their su- 
pervisor or “designee” to address time sensitive documents. 

N. Employee Conflict of Interest 
There are three types of conflict of interest that, when ignored, can escalate into 
financial loss, mistrust, poor morale, litigation, and other consequences. 
1. No employee may enter into a contract, agreement, transaction, or other action 

with an organization in which the employee has a potential or real, direct or 
indirect, material or other interest, unless first disclosing said interest to the 
Executive Director. The Executive Director may approve such action if the 
contract, agreement, transaction, or other action was fair to Access Alaska at 
the time it was entered into. Material facts of the action and the employee’s 
interest must be disclosed or known to the Executive Director prior to any ac- 
tion being taken or approved. 

a) Potential Conflicts occur if there is possible moral, ethical, finan- 
cial, or other danger inherent in the situation or circumstances. Examples 
include when services are provided to relatives, when a relative works 
closely with the employee, when a person works for or is a member of two 
organizations with competing purposes, or when an employee is so dedi- 
cated to a single goal or purpose that she/he might forget their employee 
roles or responsibilities. 
b) Actual Conflicts occur if there are conflicting loyalties or the per- 
ception that an employee is using their position for direct personal gain or 
profit. Examples include using inside knowledge that will directly benefit 
the employee or a member of their family, or when purchasing an asset 
will lead to a personal gain or profit. 
c) Self-Interested Decisions occur if choosing a course of action be- 
cause it represents personal advantage to him/herself, or someone who is 
close personally or professionally, rather than what is good or fair for to 
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the organization or our service population. Employees must put corporate 
interests above their own and strive to avoid these conflict situations. 

2. Contact your supervisor or the HR Office if you have any questions about a 
situation that could lead to a real or perceived conflict of interest. 
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CHAPTER 4   CONDUCT & DISCIPLINE 
A. Agency Rules of Conduct 

1. Job Performance -- Full time employees are expected to work a full eight hour 
workday, and perform his/her job to the best of their ability. As necessary, the 
supervisor will provide or offer routine coaching, training, and similar devel- 
opmental support to the employee. The supervisor may also implement disci- 
plinary or probationary procedures for poor job performance. 

2. Unacceptable Behavior -- The following are examples of behaviors for which 
corrective coaching, performance improvement, or other disciplinary action 
may be taken. Violations may be major or minor, depending on the surround- 
ing facts or circumstances. 

a) Minor - Less serious incidents that have some effect on program or 
service continuity, efficiency of work, safety, and harmony within the 
agency. They typically may lead to corrective coaching unless repeated or 
when unrelated incidents occur in rapid succession.  Some examples are 

(1) Unapproved schedule adjustments like leaving work 
too early or arriving too late, or failing to observe working hours; 
(2) Unsatisfactory job performance; 
(3) Defacing agency property; 
(4) Transporting a consumer in an employee’s personal vehi- 
cle; 
(5) Interfering with another employee’s job performance; 
(6) Excessive absenteeism; 
(7) Performing unauthorized personal work on agency time; 
(8) Failure to notify the supervisor of an intended absence ei- 
ther before or within one hour after the start of the work day; 
(9) Unauthorized use of the agency’s telephone, computers, 
other equipment or supplies for personal business, or using person- 
al electronics during work hours; 
(10) Repeating overheard conversations, spreading gossip, cre- 
ating unhealthy workplace conflict, or repeated negative or conde- 
scending comments or criticisms. 

 
b) Major - More serious incidents include any deliberate or willful in- 
fraction of agency policies that may result in immediate termination of 
employment.  Some examples are: 

(1) Breaches of the Agency’s confidentiality or conflict of in- 
terest policies; 
(2) Repeated occurrences of minor violations, depending upon 
the severity of the violation and the circumstances; 
(3) Harassment, bullying, or violating health or safety stand- 
ards; 
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(4) Any act which might endanger the safety or lives of others; 
(5) Repeatedly leaving agency premises during working hours 
for personal reasons without the supervisor’s permission; 
(6) Bringing or having firearms or weapons on the agency 
premises or in the employee’s possession or control during normal 
work hours; 
(7) Stealing, destroying, or damaging agency property, tools, 
or equipment, or the property of an employee or visitor; 
(8) Willfully disregarding or manipulating agency policies or 
procedures; 
(9) Willfully falsifying or inappropriately releasing any agency 
data, information, or records; or 
(10) Failing to report to work for three consecutive days without 
a doctor’s excuse or approval of their supervisor. 

 
B. Confidentiality 

1. Access Alaska staff, DSPs, consumers, and the organizations we work with 
frequently entrust us with important and confidential information. Therefore, 
it is critical to our effectiveness, as a service provider and employer, to treat 
all confidential information we receive with the utmost respect. We do not 
discuss Access Alaska’s business with anyone who does not work for or with 
us. We never discuss a staff member’s, DSP’s, or consumer’s situation with 
anyone who does not have a “need to know” and a DIRECT association with 
the individual. Many times it is the casual or informal remark that can be mis- 
interpreted and repeated, so it is imperative for staff to develop the personal 
and professional discipline necessary to maintain confidentiality. 

2. Policy Components: This policy applies to all work areas and all persons who 
work with or for us, and is intended to protect the privacy rights of employees 
and consumers, and to protect company information. Because of its serious- 
ness, the inappropriate disclosure of confidential information from any source 
could lead to immediate dismissal. Reports of suspected policy breaches will 
be directed to Access Alaska’s Compliance and HR departments. 

3. Examples of Confidentiality Breaches: 
a) Information is left unattended or openly displayed in work areas 
where unauthorized persons could access it. 
b) Discussion of a person’s affairs where privileged information may 
be overheard. 
c) Retrieving confidential electronic records where unauthorized per- 
sons can observe the computer monitor. 
d) Screening voice mail while on speaker phone. 
e) Using a fax machine where unauthorized access can occur. 
f) HIPAA data is left where it can be easily accessed by unauthorized 
employees. 
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C. False Claim, Whistleblower, Fraud 
1. Access Alaska requires employees and contractors to observe high standards 

of business and personal ethics while performing their duties and responsibili- 
ties. It is the responsibility of all employees and contractors to comply with 
our Code of Conduct, Conflict of Interest policy, employee and program poli- 
cy and procedures manuals, and to report violations or suspected violations. 

2. No Retaliation -- No employee or contractor who reports a policy violation 
will suffer harassment, retaliation, or adverse employment consequence. An 
employee who retaliates against someone who in good faith has reported a vi- 
olation is subject to termination. This policy encourages and enables employ- 
ees and others to raise concerns within the organization prior to seeking out- 
side resolution. 

3. Reporting -- Our policies and work culture encourage employees and contrac- 
tors to share their questions or complaints with someone who can address 
them properly. In most cases, the employee’s supervisor is in the best position 
to address an area of concern. However, if you are not comfortable speaking 
with that individual, or you are not satisfied with the response you receive, 
you are encouraged to speak with the HR Director or any Director whom you 
are comfortable approaching. 

4. Policy Violations -- Supervisors and managers are required to report suspected 
Personnel Policy violations to the HR Director, who has specific and exclu- 
sive responsibility to investigate and resolve all reported Personnel Policy vio- 
lations. 

5. Acting in Good Faith -- Anyone filing a complaint concerning a policy viola- 
tion or suspected violation must act in good faith and have reasonable grounds 
for believing the policy breach or information disclosed is a violation. 

6. Handling Reported HIPAA Violations -- The HIPAA Compliance Officer will 
acknowledge receipt of the reported violation within five business days. All 
reports will be promptly investigated and appropriate corrective action will be 
taken if warranted by the investigation. 

7. Investigations -- Although rare, there are occasions when internal or external 
investigations may be necessary. Criminal or civil legal issues may also arise 
from a number of sources. All employees must immediately notify their Di- 
rector if they are contacted by an attorney, consumer, other employee or con- 
tractor, or a criminal justice system representative regarding external investi- 
gations, unless the situation directly involves the employee’s director (in 
which case the employee should contact the Executive Director) or the em- 
ployee is under a court order stating they cannot discuss the issue. 

 
D. Performance Problem Solving & Disciplinary Procedure 

(These procedures are optional and do not eliminate the employment at will policy out- 
lined earlier.) 

1. The purpose of this policy is to resolve performance problems and discipli- 
nary issues at the lowest possible administrative level. All staff have recourse 
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to these procedures except those who have not successfully completed the 
probationary period. Information concerning any grievance will be shared on- 
ly on a “need to know” basis. Any formal notes should be signed and dated by 
the employee and the supervisor, and kept by the supervisor. A copy may be 
given to the employee and a copy may be retained in the employee’s person- 
nel file. 

2. Performance Problem Resolution -- This process is intended to assure that all 
employees are treated fairly as provided in these personnel policies. 

a) An employee who feels there is a problem should first informally 
discuss the problem with his/her supervisor and try to resolve the matter. 
b) If the employee is dissatisfied with informal resolution attempts, 
he/she may present a written description of the problem to their Director 
or the Executive Director if the employee’s supervisor is a director. The 
statement shall be a brief, simple description of the employee’s concern or 
complaint. It shall be delivered within five (5) working days after the 
problem has been discussed by the employee and the supervisor, if not re- 
solved to the employee’s satisfaction. 
c) The Director or Executive Director shall review the situation and 
may request additional information from the employee and the supervisor. 
The Director or Executive Director shall issue a written decision within 
ten (10) work days after initial receipt of the written request. 

3. Disciplinary Procedure: Any employee who violates Access Alaska’s rules, 
regulations, or standards of employee conduct or behavior is subject to the 
employment at will policy or optionally the disciplinary action described be- 
low. However, Access Alaska, Inc. reserves the right to either terminate the 
employee immediately or to apply any level of discipline at its sole discretion 
depending on the circumstances of each case. 

a) First Violation -- The supervisor should review the pertinent be- 
havior with the employee and ensure an understanding of the situation and 
its circumstances. The supervisor should consider the severity of the prob- 
lem and all of the circumstances surrounding the particular case. 

(1) An informal discussion or verbal warning may be sufficient 
if the situation is minor and not a serious violation. 
(2) A written warning may be needed if the situation is repeat- 
ed or more serious. 
(3) Probation, suspension, or possible termination may result if 
the problem is not resolved. 
(4) The employee should be asked to review what was dis- 
cussed or written to ensure his or her understanding of the serious- 
ness of the problem and the corrective action necessary. 
(5) The employee should acknowledge a written warning by 
signing the copy going into their personnel file. If the employee 
refuses to sign the warning, the supervisor will so note their refusal 
and insert it in the personnel file. 
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(6) The supervisor should document any counseling for future 
reference immediately following the review, and file any written 
warning in the employee’s personnel file. 

b) Second Violation -- If unacceptable behavior continues or is re- 
peated, the seriousness of the problem is emphasized in writing and the 
supervisor will notify the employee of disciplinary action to be taken. Ac- 
tions could include any or all of the following: 

(7) 30, 60, or 90 days of probation; 
(8) Suspension with or without pay for 3-5 days; 
(9) Termination as of a specific date. 

c) Termination -- A written notice of termination including the rea- 
sons and a termination date shall be reviewed with the HR Director and 
Executive Director before it is given to the employee by the supervisor. 
The employee must sign the notice acknowledging they received a copy. 
The HR Director will notify Payroll who will process the final steps as 
outlined in Chapter 5. 

4. Grievances - It is the policy of Access Alaska to recognize that examination 
and resolution of concerns strengthens the organization. People are encour- 
aged to resolve issues informally and directly prior to filing a grievance. In 
any conflict, the complainant should attempt to discuss the issue directly with 
the individual within three (3) business days of the event. The conversation 
should be direct in its approach and ethical in its communication. Concerns 
not resolved through discussion will be filed as a written report and consid- 
ered a "Grievance." A grievance is a dispute or disagreement between a peer, 
employee, coworker, employer or consumer over a condition of employment, 
or the interpretation or application of policy, rule, or law. Grievances will be 
handled by the affected program or department in accordance with their pro- 
cedures. All grievances will be reviewed monthly by the departmental director 
and quarterly by the Quality Improvement and Risk Prevention (QIRP) com- 
mittee. 
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CHAPTER 5 SEPARATIONS 
A. Separations 

All employment with the agency is at the discretion of the Executive Director, or design- 
ee, and is dependent on adequate year-to-year funding levels. All layoffs, resignations, 
and separations are treated in a confidential and professional manner by all concerned. 
Terminated employees are entitled to receive earned pay and accrued paid time off. Em- 
ployment is “at will” and may be terminated at any time through one of the following ac- 
tions: 

1. Layoff -- When one or more positions are eliminated due to funding decreas- 
es, a reorganization, or a management decision, Access Alaska will identify 
the employees to be laid off. The agency may give two weeks’ notice to the 
laid-off employee, yet reserves the right to substitute two weeks’ severance 
pay in lieu of notice. Severance pay is based on the employee’s straight-time 
rate of pay. Termination pay for a layoff will be available within three work- 
days. 

2. Voluntary Resignation -- An employee desiring to terminate employment is 
expected to give as much written notice as possible. 10 workdays is generally 
considered sufficient time for non-management employees, and 20 workdays 
for management staff, or Directors. 

a) Once an employee has decided to resign, the employee will notify 
his/her immediate supervisor of the decision in writing and the anticipated 
last day of employment. The employee may not be able to rescind the res- 
ignation after the resignation has been accepted. The supervisor will for- 
ward a copy of the resignation and other appropriate paperwork to Human 
Resources to complete the employee separation process. 
b) In some circumstances, it may be necessary for Access Alaska to 
adjust the employee’s last day of employment to a date sooner than the 
employee’s original end date. In these situations, Access Alaska will pay 
the employee for the agreed upon notice period. Unless arranged in ad- 
vance, termination pay for a voluntary resignation will be available on the 
next regularly scheduled payday. 

3. Involuntary Separation -- An involuntary termination notice may be verbal or 
in writing. If in writing, it is prepared by the supervisor, with concurrence of 
and review by the HR Director and the Program Director or Executive Direc- 
tor. The employee will be given their termination notice by their supervisor. 
Termination pay for an involuntary resignation will be available within three 
workdays. 
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Bloodborne Pathogen and Universal Precaution Procedures 
 
Access Alaska, Inc. does not provide medical treatment, health clinic or other related medical 
services. There is very little risk that any of our office or field staff would be routinely exposed 
to bloodborne pathogens or contaminated bodily fluids any more than any member of the public 
would be exposed. As such, we are not required to develop or institute a formal plan to address 
bloodborne pathogens, universal precautions, or other related situations. 
However, since there is a remote chance of such a situation occurring, we have decided to be 
prudent and provide this exposure control plan to eliminate or minimize the rare occasion when a 
staff person may be exposed to bodily fluids or other potentially infectious material. This plan 
used Alaska and federal OSHA recommendations as a guide. 

 

The Occupational Safety and Health Administration (OSHA) requires employers to perform an 
exposure determination concerning which employees may incur occupational exposure to blood 
or other potentially infectious materials. The exposure determination is made without regard to 
the use of personal protective equipment (i.e., employees are considered to be exposed even if 
they wear personal protective equipment). At Access Alaska, the following job classifications 
could on very rare occasions be exposed: 

o Independent Living Advocates; 
o Equipment Specialists and Home Modifications staff; 
o Other Direct Support Staff; and 
o Directors, Managers, Supervisors, Receptionists and Administrative staff who have 

routine, direct contact with consumers. 
The specific tasks or procedures in which occupational exposure may occur include nonviolent 
coaching and counseling services, handling office and kitchen garbage, voluntarily providing 
First Aid, and cleaning contaminated surfaces. 
1) Compliance Methods: 

a) Universal precautions will be observed in each Access Alaska office in order to prevent 
contact with blood or other potentially infectious materials. All blood, bodily fluids, or 
other potentially infectious materials are considered infectious regardless of the perceived 
status of the source. 

b) Staff are instructed to use a least restrictive approach to consumer care; for instance con- 
sumers who are able to, should self-administer minor First Aid procedures (such as put- 
ting on Band-Aids for themselves) whenever possible. 

c) Hand washing is required after all direct care procedures with consumers and prior to us- 
ing office equipment, or bathroom or kitchen areas. Employees are strongly urged to 
wear Band-Aids over all cuts and scratches. 

d) Access Alaska provides Septisol- or Purell-type antiseptic products in each bathroom and 
kitchen area, and other places where exposure is likely to take plane (like front desk or 
reception areas). If antiseptics are used as an alternative to hand washing immediately 
following exposure, then the hands are to be washed with soap and warm water as soon 
as practical. 
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e) Employees shall wash potentially contaminated areas immediately or as soon as feasible, 
with soap and water or the surface cleaning produce supplied for that purpose. 

f) Employees who incur exposure to their skin or mucous membranes shall wash or flush 
those areas with water as soon as feasible following contact. 

g) Containers for needles and reusable sharps will be provided in restrooms within our of- 
fices. The containers will be disposed of appropriately and replaced according to the 
manufacturer’s recommendations. The local office director or manager is responsible for 
this procedure. 

2) Personal Protective Equipment: The HR Director, together with the local office direc- 
tor/manager, will ensure the following provisions are met. 
a) All personal protective equipment will be provided without cost to employees. 
b) Personal protective equipment consists of rubber gloves and resuscitation micro-shields 

which will be placed with the First Aid kit at each facility. For field staff, a bloodborne 
pathogen pocket kit will be provided. 

c) Rubber gloves are to be utilized for all First Aid procedures and for any personal care 
procedures or cleaning procedures, in which there is actual or potential contact with any 
body fluids. Disposable micro-shields will be used for all mouth-to-mouth resuscitation 
procedures. Hypoallergenic gloves, powderless gloves, or other similar alternatives shall 
be readily accessible to those employees who are allergic to the gloves normally provid- 
ed. 

3) Housekeeping: 
a) We will use household germicide-containing products such as Clorox, Lysol or Pinesol 

for decontamination. All work surfaces will be decontaminated after any First Aid pro- 
cedures and immediately or as soon as feasible after any spill of bodily fluids. 

b) All bins, cans, and similar receptacles shall be inspected and decontaminated quarterly by 
the janitor or assigned staff person. 

4) Hepatitis B Vaccine, Post-Exposure Evaluation and Follow-Up: Access Alaska makes the 
Hepatitis B vaccination series available at no cost to staff that choose to get the series wheth- 
er due to potential occupational exposure, or post-exposure following an incident. 
a) The series is available from our designated health care provider in each office location. 

i) All employees who decline the Hepatitis B vaccination offered shall sign a waiver in- 
dicating their refusal. 

ii) If a routine booster dose of Hepatitis B vaccine is recommended by the U.S. Public 
Health Service at a future date, such booster doses shall be made available. 

5) Information and Training: The Human Resource Department shall ensure that training is 
provided to each staff person during their initial orientation, and annually thereafter. 

 
6)  Evaluation and Review: The Executive Director is responsible for annually reviewing this 

program and its effectiveness, and for updating this program as needed. 



Access Alaska, Inc. 
Staff HR Personnel Policy Handbook 

44 

 

 

 
 
 
 

FY-17 PERSONNEL HANDBOOK ACKNOWLEDGMENT 

I acknowledge I have received a copy of the Access Alaska, Inc., Staff Personnel Policy 
Handbook dated March 8, 2017, which describes Access Alaska, Inc.’s personnel policies, prac- 
tices, and regulations. I have read the Handbook and understand the information contained in it. I 
agree to observe and follow these policies during my employment with the organization. 

I further acknowledge and accept that the handbook is not intended to create an expressed or 
implied contract of continued employment. I understand that I am employed “at-will,” which 
means that my employment can be terminated at any time or for any reason by Access Alaska, Inc. 
or me. 

I further understand and agree that Access Alaska, Inc. has the right to change, modify, or 
amend any portion or provision of this Handbook at any time and that my continued employment 
thereafter with Access Alaska, Inc. constitutes my acceptance of and agreement to abide by any 
such changes once implemented. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Name Signature Date 
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OPENING DOORS TO INDEPENDENCE 

 
Anchorage 

1217 E. 10th, Ave. 
Anchorage AK, 99501 

800-770-4488; 248-4777 
248-0639 (f) 

TTY: 248-8799; 
VP: 888-808-1496 

 
 

Fairbanks 

526 Gaffney Road, Suite 100 
Fairbanks, AK 99701-4914 

800-770-7940; 479-7940 
474-4052 (f) 

TTY: 474-8619; 
VP: 866-971-2832 

 
 

Mat-Su Valley 

1075 Check Street #109 
Wasilla, AK 99654-6937 

800-770-0228 
357-2588 

357-5585 (f) 
 
 

Kenai Peninsula 

36275 Kenai Spur Highway, Suite 5 
Soldotna, AK 99669 

(907)262-4955; 262-4936 (f) 
 

© Access Alaska, Inc.; October 1, 2018 
All Rights Reserved 
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