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MISSION STATEMENT

THE MISSION OF GOODWILL INDUSTRIES OF WYOMING, INC.

IS TO ASSIST THOSE WITH DISABILITIES AND OTHER SPECIAL NEEDS

TO MAXIMIZE THEIR POTENTIAL FOR SUCCESS BY INVOLVING COMMUNITY RESOURCES AND FAMILIES IN COMPREHENSIVE ASSESSMENT, EDUCATION, TRAINING, AND EMPLOYMENT PROGRAMS.

GOODWILL ACRONYMS

CARF

Commission of Accreditation of Rehabilitation Facilities

DD

Developmental Disabilities Division   

DVR

State Department of Vocational Rehabilitation 

GII

Goodwill Industries International 

GSA

General Service Administration (Janitorial contracts) 

ISP   

Individual Service Plan 

IPC

Individual Plan of Care

JWOD

Javits/Wagner/O'Day Act 

LCSD #1
Laramie County School District Number One 

NISH

National Industries for Severely Handicapped 

OPS

Operations Department (Retail Store and Production)

REHAB 
Rehabilitation

VE   

Vocational Evaluation Program

ATTENDANCE

Each employee has the responsibility to be on the job at his or her scheduled work time.  Each employee of Goodwill Industries of Wyoming, Inc. has an important, designated job to perform, and excessive absence disrupts the company's operation.  Excessive absences are cause for termination

Goodwill Industries of Wyoming, Inc. requires an employee who is going to be absent from work notify his/her immediate supervisor as soon as possible, before his/her scheduled work shift begins.  At a minimum, the employee should notify his/her supervisor at least two (2) hours prior to their scheduled start time.

Personal appointments should be scheduled outside of normal working hours if at all possible.  However, if employees need to leave during the workday, the supervisor must approve the absence in advance.  Employees are expected to return promptly from breaks and lunch periods.  

Employees absent for two (2) or more consecutive scheduled days without notifying his/her supervisor may be considered to have resigned voluntarily without notice.  In addition, walking off the job prior to the end of an employee’s shift and not returning without supervisory permission, and failure to return or follow the guidelines pertaining to an approved leave of absence are also considered voluntary resignations. 

Daily attendance and punctuality records are taken into consideration for promotions, transfers, performance reviews, pay changes, layoffs, etc.  Excessive absenteeism and/or tardiness could result in corrective action or termination.

WORK HOURS

Goodwill Industries of Wyoming, Inc. has many different areas of employment.  Each area has its own schedule of work hours and services.  Each employee must contact his/her supervisor for his/her work schedule.

OVERTIME

Non-Exempt Staff

Unless specifically exempted, employees of Goodwill Industries of Wyoming, Inc. are covered by the Fair Labor Standards Act.  Employees will receive overtime pay for hours worked in excess of forty (40) per week at a rate not less than time and one-half of the applicable rate of pay.  Goodwill Industries of Wyoming, Inc. work week starts on Sunday of each week and goes through Saturday.  To be eligible for overtime, employees must earn it during the Goodwill Industries of Wyoming, Inc. workweek.  All overtime must be approved, in advance, by the Department Director and/or Chief Executive Officer.

Exempt Staff/Salaried

All Staff who are exempt from wage and hour regulations concerning overtime, will be informed by the Chief Executive Officer or Department Director.

SPECIAL NEEDS OR ACCOMODATIONS

Goodwill Industries of WY Inc. will take reasonable steps to accommodate those persons with special needs or circumstances; who have informed Goodwill of those needs or circumstances in writing at the time of hire.  

The employee agrees to inform Goodwill Industries of WY Inc. if his or her special needs or circumstances change or if new needs or circumstances arise that will require different accommodations.

Goodwill Industries of WY Inc. hereby disclaims responsibility or liability for failure to provide special accommodations for needs or circumstances that Goodwill is not informed of prior to and during the time of employment. 

SPECIAL CIRCUMSTANCES THAT AFFECT THE WORK SCHEDULE

Snow days may be called by the Chief Executive Officer.  Each department is affected differently when this happens.  Each employee is responsible to contact his/her immediate supervisor to learn what will be required if a snow day is called.  Goodwill Industries of Wyoming, Inc. will contact the following radio stations by 7:00 a.m. if possible to air the closure:





KFBC


KOLT





KLEN


KING





KRAE


KMUS

When a snow day is called, employees will be paid in full according to their scheduled work hours for the snow day.  

The Chief Executive Officer may call a snow day during normal work hours.  The Chief Executive Officer will notify the Department Directors and advise them of the time of closure.  Employees will be paid for the remainder of a partially called snow day.


RESIGNATION 

Resignation

All staff is requested to give two (2) weeks notice of intention to resign.  

DUAL EMPLOYMENT

A Goodwill Industries of Wyoming, Inc. employee may be allowed to also work for another employer as long as the employee continues to function in a satisfactory manner during service with Goodwill Industries of Wyoming, Inc., and there is not conflict of hours.  No employee shall engage in outside employment or other activity which is not compatible with the efficient and proper discharge of the duties of Goodwill Industries of Wyoming, Inc. employment, or which tends to impair capacity to perform duties and responsibilities in an acceptable manner.

A written request for dual employment will be submitted to the employee's director or designee.  All requests will be submitted to the Chief Executive Officer.

A copy of the request will be placed in the employee's personnel file.

CONFIDENTIALITY

Under State and Federal laws governing the confidentiality of persons served, each employee is required to refrain from sharing information concerning persons served by Goodwill Industries of Wyoming Inc. with any person or entity without appropriate release of information documents.

UNAUTHORIZED PERSONS

The presence of non-Goodwill individuals, including individuals not approved by Goodwill Management, in areas other than those open to the public, is not allowed.  An employee that allows non-Goodwill individuals in unauthorized areas will be subject to corrective action up to and including termination based on the circumstances.

PERSONAL BELONGINGS/SECURITY

All packages, purses, handbags, lunch boxes and coats being taken from or brought onto Goodwill property, trucks or stores are subject to inspection.  Personal belongings are not to be taken into the work area without the express permission of the supervisor.  Goodwill shall not be responsible for the loss or theft of personal belongings.  All desks, packages, lockers, closets and other areas of Goodwill premises are subject to search at any time, as are all paper files, computers, voice messages and other documents, records or equipment.

STORE PURCHASES

Non-Retail Operations employees may purchase items from the store only before and after scheduled working hours and during the lunch break designated by the supervisor.  Retail Operations employees may only purchase items before or after scheduled work hours or on a non-work day.  Employees may not purchase anything that has not first been properly processed and placed for sale in the store.  Employees may not set items aside to be purchased later during a non-working time.  The Store Manager or their designee must ring purchases up.  An employee that does not follow these procedures will be subject to corrective action up to and including termination of employment.

All donated goods are the property of Goodwill Industries of WY Inc.  Once goods are donated, they must be processed, priced and purchased following the Goodwill store purchase procedure outlined above. 

PAYROLL INFORMATION

Paydays
Goodwill Industries of Wyoming, Inc., pays bi-weekly on every other Friday.  If the Friday payday falls on a holiday, payday will be Thursday.

Time Sheets/Time Cards

Time sheets/time cards must be turned in to the accounting department on the Monday following the end of the pay period printed on the “Payroll Dates” form provided by the Accountant.  

Each employee is responsible for turning in his/her time sheet/card to the immediate supervisor by the set deadline.  Your paycheck may be delayed if it is turned in late.  At work facilities with time clocks, it is the responsibility of employees to utilize the time clock when reporting to work, breaking for lunch, or ending their work shift.  Time Cards may NOT be punched by anyone other than the employee.  At work facilities utilizing timesheets, the timesheet should be completed in pen and be legible to avoid a paycheck delay.  Any changes made on the time sheet/card should be lined through and initialed.  Do not use white out.  If you need help or have questions, contact your supervisor or the Accountant.  

Paychecks
Paychecks are distributed only to the employee.  If the employee is not able to pick up their own paycheck, arrangements can be made for the paycheck to be mailed or deposited in the employee's bank.  If the employee requests the paycheck to be deposited in a bank, a deposit slip must be given to the Goodwill accounting department prior to the payday.

Direct Deposit
All employees signed up for direct deposit will receive a payment stub in place of a paycheck.

ELIGIBILITY REQUIREMENTS FOR BENEFITS

Starting on First Day of Employment

All full-time and part-time employees receive a ten (10) percent discount on Goodwill Industries of Wyoming, Inc. retail store purchases.  Benefit does not apply to temporary or contract employees.

After Thirty (30) Days of Employment

Full time managerial employees:

1. Group Health Insurance

After Three (3) Months (520 hours) of Continuous Employment
Full time employees:

1.
Paid holidays

After Six (6) Months (1040 hours) of Continuous Employment
Full time employees:

1.
Vacation leave

2.  
Sick leave

3.  
Opening of charge account at the retail store

4.
Group Health Insurance

5.
Performance review and possible wage adjustment

Part-time employees:

1. Opening of charge account at the retail store

2. Performance review and possible wage adjustment

PAID HOLIDAYS

Goodwill Industries of Wyoming, Inc., full time employees are entitled to paid holidays after ninety (90) days (520 hours) of continuous employment:

The Goodwill Retail Store & Rehab Center is closed on the following holidays:

· New Year's Day 

· Easter (Not a Paid Holiday)

· Thanksgiving Day

· Christmas Day

The following PAID Holidays are regular working days for essential personnel:

· President’s Day

· Spring Holiday (one half day – Friday before Easter) 

· Memorial Day

· Independence Day

· Cheyenne Day (one half day – Wednesday during CFD)

· Labor Day

· Columbus Day

· Veteran’s Day

All retail essential personnel and rehab center essential personnel are required to work if the holiday falls on their scheduled day.  Prior arrangements can be made with the store manager or CEO to take the holiday off.  Employees’ work performance, normal schedule and seniority will all be taken into consideration when scheduling employees to work on holidays.

Retail essential personnel and rehab center essential personnel who are scheduled to work on one of the above holidays will receive holiday pay in addition to actual regular pay for that day.  Holiday pay will be paid to match actual hours worked that day, not to exceed 8 hours. 

An employee who does not work his/her scheduled workday before or after a holiday or the actual holiday, without pre-approval to be absent, will not be paid for the holiday.

An employee who is on unpaid personal leave will not be eligible to receive holiday pay.

VACATION LEAVE

Goodwill Industries of Wyoming, Inc. grants annual vacations, at regular pay, to all eligible employees for the purpose of rest and relaxation in consideration of past continuous service.  The vacation year is the calendar year (January 1 – December 31).  Full-time employees are entitled to vacation with pay on an annual basis.  Part-time and temporary employees do not receive vacation leave.  

Eligibility and Length

All full-time employees working 40 hours per week are eligible for annual vacations according to the following schedule:

0-5 Years of Service


12 Days per Year

6-10 Years of Service


15 Days per Year

11 + Years of Service


20 Days per Year

Vacation time is based on continuous full-time employment and will be earned as of the first of the month.  Vacation leave is computed monthly from the date of hire.  Vacation will accumulate during the first six (6) months of employment, but may not be used until after a full six (6) months of continuous employment with Goodwill Industries of Wyoming, Inc.  Employees who leave Goodwill Industries of Wyoming, Inc. prior to six (6) months are not eligible for any payment of vacation time upon separation.  

Carry Over

An employee may carry over a maximum of one hundred and sixty (160) hours of vacation leave from year to year.  The carry over date for vacations is December 31st of each year.  Any hours over the maximum as of December 31st of each year will be lost.   Employees are encouraged to use earned vacation time; therefore, compensation in lieu of vacation is not permitted.   Eligible employees are notified each month, in writing, of the number of vacation leave hours they have accrued.  This notification is included in the monthly paycheck.    

Vacation Requests

A vacation leave request must be approved by the director of the employee's department and final approval is given by the Chief Executive Officer.  A vacation request should be submitted at least two (2) weeks in advance.  A vacation request is given preference by seniority in the event of several requests for the same days in the same department, i.e.: Christmas or Thanksgiving.

Separation

If after six (6) months, an employee provides a two-calendar week written notice and separates from Goodwill in good standing, the employee will be paid for their accrued vacation balance, up to a maximum of one hundred and sixty (160) hours.  If an employee resigns without providing proper notice, any unused vacation is forfeited.

However, an employee that has been employed with Goodwill for six (6) months or more, and is discharged due to a reduction in force, he/she will be paid for accrued vacation.

No compensation for vacation leave is given to an employee who terminates prior to six (6) full months of continuous full-time employment with Goodwill Industries of Wyoming, Inc.
SICK LEAVE

Full time employees are entitled to sick leave with pay on an annual basis.  Full time employees, working forty (40) hours per week, accrue one (1) day of sick leave per month.  Part-time, temporary, and contract employees do not receive sick leave.

Sick leave is based on continuous full-time employment and will be earned as of the first day of the month.  Sick leave is computed monthly from the date of hire and will accumulate during the first six (6) months of employment, but may not be utilized until after a full six (6) months of continuous employment with Goodwill Industries of Wyoming, Inc.   If an employee needs to be away from the workplace due to illness during the first six (6) months of employment he/she will be considered on leave without pay.  

Sick leave is intended to be used solely for personal illnesses or personal doctors’ appointments, your sick leave may be used for the purpose of attending to a child, parent or spouse who is ill.  

Goodwill Industries of WY Inc., at its discretion, can require a physician’s certification of sickness or injury before authorizing the payment of sick leave benefits.  Employees should expect to provide physician’s verification of all sickness or injury which lasts two (2) days or longer, but may be required to provide physician’s verification before authorization of any sick leave benefit.  Sick leave immediately prior to or immediately after vacation or holiday must be verified by a physician before payment is authorized.  And, in the case of holiday, must be verified before payment of holiday pay can be authorized.  If there is reason to believe that sick leave has been misused, sick pay will not be awarded.  Abuse or misuse of your sick leave privilege will result in discipline up to and including termination. 

You must notify your supervisor promptly (minimum of two (2) hours prior to scheduled shift) upon becoming ill or injured and you must contact your supervisor daily in order to receive sick pay.  Medical appointments should be made at times other than working hours.  If it is impossible to schedule such appointments at times other than working hours, time away from work to keep these appointments may be charged to sick leave.

Employees are not compensated for unused sick leave for any reason at their time of separation from Goodwill Industries of Wyoming, Inc.  Sick leave is a benefit during employment only.

Sick leave may be accrued for a maximum of three hundred and twenty (320) hours.  Unused sick leave is carried over to the next year.

PERSONAL CIRCUMSTANCE DAYS

Two (2) of the sick leave days may be converted to personal circumstance days when approved by the employee's immediate supervisor and the Chief Executive Officer.  

Personal days cannot be carried over to the next year.  Personal days cannot be taken in conjunction with vacation leave or paid holidays.

Leave of Absence

Under some circumstances, leave of absence will be granted to eligible employees of Goodwill Industries of Wyoming, Inc.  All leave of absence must be requested in writing and approval will ONLY be made by the Chief Executive Officer of Goodwill Industries of Wyoming, Inc.  A thirty (30) day notice of the request must be given when possible.

Leave without Pay

Leave without pay may be granted for reasons of business or personal nature.  Approval must be granted by the Department Director and the Chief Executive Officer of Goodwill Industries of Wyoming, Inc.  A thirty (30) day notice of the request must be given when possible.

FUNERAL LEAVE

An employee may be granted two (2) days leave, at Goodwill's expense, for attending a funeral of an immediate family member.  Additional time may be granted utilizing paid vacation, personal days or non-paid excused leave.  The Chief Executive Officer will approve all funeral leave and notification should be as early as possible.  Funeral leave must be taken at the time of the funeral.

Goodwill Industries of Wyoming, Inc. defines “Immediate Family” in accordance with this policy as:

1. 
Spouse

2.
Parents

3.
Siblings

4.
Children

5. Grandparents

6. Spouses’ Parents  

WORKERS' COMPENSATION 

FOR INDUSTRIAL ACCIDENT AND/OR DISEASE

All Goodwill employees are covered under Workers' Compensation.  This coverage is provided on a guaranteed basis through out the State of Wyoming.  Claims against Goodwill for Workers' Compensation benefits, including medical treatment, are administered by the Workers' Compensation Commission.  

GROUP HEALTH INSURANCE

Group Health Insurance is available for eligible Goodwill employees.  This health insurance is at the discretion of Goodwill and can be canceled at any time.  All eligible employees who request health insurance must fill out an application for insurance and provide a health statement to the insurance company.  The acceptance of an employee into the Group Health Insurance is at the discretion of the insurance company.  

Goodwill Industries of Wyoming, Inc. will pay the premium for full time employees that elect to enroll in the Health Insurance Plan with a $50 per month co-payment from the employee.  Goodwill's full time employees must complete six (6) months of successful continuous employment, one (1) month for management, before becoming eligible to enroll.

Family Health Plans are available at an employee's own expense.

If an employee does not wish to enroll in the Group Health Insurance Plan, a decline of coverage must be signed and filed with the Insurance Company. 

PURCHASING AND CHARGING AT THE RETAIL STORE

Discounts

Full-time and part-time employees of Goodwill Industries of Wyoming, Inc., receive a ten percent (10%) discount on all purchases.  This benefit does not apply to temporary employees.

Charge Accounts

Employees may open a charge account at the beginning of the seventh (7th) month of employment.  The Retail Store Manager must approve all charges.  Final approval will be by the Chief Executive Officer or Accountant. 

Charge accounts are limited to $ 200.00 for full-time employees and $ 100.00 for part-time employees.  The Chief Executive Officer has the discretion to limit this amount to more or less for any employee at any time.  All accounts will be paid in full before termination of employment.

Payroll Deductions on Charge Accounts

Balance Due

$ 0 to $ 200.00


Minimum Deduction
          $   30.00

The Chief Executive Officer has the discretion to limit this amount to more or less for any employee at any time.  Deductions are made each payday and an employee may pay off the balance at any time.  All accounts will be paid in full before termination of employment.

EMPLOYMENT POLICY

Goodwill Industries of Wyoming, Inc., is an at-will employer.

Goodwill reserves the right to do the following at its discretion, subject to compliance with State and Federal laws and this handbook:


1.  Hire


2.  Set Wages and Benefits


3.  Determine Work Duties and Hours


4.  Transfer


5.  Evaluate


6.  Promote


7.  Lay-off


8.  Discipline

9. Terminate Employment  

PERSONAL CONDUCT

The maintenance of high standards of honesty, integrity, impartiality and conduct of Goodwill Industries of Wyoming, Inc. employees is essential to assure the proper performance of business and maintenance of confidence for all staff.  Employees shall conduct themselves in a manner such that the work of Goodwill Industries of Wyoming, Inc. is effectively accomplished.  Employees shall be courteous and considerate in dealing with and serving the public; and shall conduct themselves in a manner that will not bring discredit or embarrassment to Goodwill Industries of Wyoming, Inc.

Directors may post specific rules within these guidelines with care that each person's rights are protected at all times.  Documentation will be kept showing that each employee is aware of the rules and the consequences or non-compliance with the rules and that appropriate supervision has been provided.  In consideration of employment, the employee agrees to conform to the company's rules and regulations and that the employment and compensation can be terminated with or without notice, at any time, at either the employee's option or of Goodwill Industries of Wyoming, Inc.

CONDUCT AND GENERAL REGULATIONS

Employees are expected to act as good role models for the participants in Goodwill’s training programs and abide by the following standards:

· Report to work and return from breaks and lunch on time.

· Do not falsify or alter any work-related record or report.

· Remain in the work area during regular working hours.

· Follow instructions given by the supervisor.

· Be polite to supervisors, co-workers, participants and customers.

· Do not alter or falsify timecards or punch another employee’s timecard.

· Do not falsify employment records or give false information at the time of hire or afterward. 

· Do not smoke in any of Goodwill’s buildings or vehicles and smoke only outside in designated areas during breaks and lunch.

· Only purchase store items from the Store Manager or their designee before or after your scheduled shift, or any other non-working hours.  Follow all employee purchase procedures and keep your receipt. Do not set aside or attempt to purchase donated goods before they have been placed for sale in the store.  Do not accept any donated items as gifts from a customer or donor.  Do not accept tips.

· Report to work with proper hygiene and attire.

· Do not post unauthorized literature on Goodwill property.

· Report all unsafe working conditions to your supervisor immediately, no matter how minor. 

· Report any observed instances of theft or vandalism (employee or customer) to your supervisor immediately.

· Abide by all Goodwill Industries of WY Inc. policies and report any observed violations of policies to your supervisor immediately.

· Abide by all safety and first aid policies and procedures.

NOTE:  The above standards are not meant to be all-inclusive; rather, they are only a sample of expected standards.

LOBBYING

Employees of Goodwill Industries of Wyoming, Inc. shall not influence or attempt to influence an officer or employee of any Federal agency, member of Congress, officer or employee of Congress in connection with the awarding of any Federal contract, the making of any Federal grant, the making of any Federal loan, the entering into any cooperative agreement, or the extension, continuation, renewal, amendment, or modification of any Federal contract, grant, loan or cooperative agreement.

COURT/JURY DUTY

When an employee is called for jury duty, Goodwill Industries of Wyoming, Inc. will pay the employee their regular pay, for up to three (3) days.  If the jury duty is longer than three (3) days, the employee will be on unpaid leave.

An employee subpoenaed in relation to Goodwill business, will be paid for their regular work shift.

VOTING

Under Federal law one (1) hour must be allowed to vote if employee could not otherwise get to the polls.

Employee Contact with the Public

Courtesy and respect is required of all Goodwill Industries of Wyoming, Inc. employees when they have contact with the public.  This includes referring agencies, parents, customers, etc.  This policy includes written, phone, oral, and any other form of communication.

CUSTOMER SERVICE

The retail store employees and all employees dealing with the public will conform to all regulations of the E.E.O.C.  Effective customer relations will be observed at all times and all retail store patrons and donors will be treated in a courteous manner.  No discrimination on the basis of race, color, religion, sex, marital status, national origin or disability.

NEPOTISM

Family members or relatives of Goodwill employees will not be hired to work in the same area at Goodwill Industries of Wyoming, Inc.

Goodwill defines "Family and Relative" in accordance with this policy as:


  1.  Spouse/partner


  2.  Mother or father


  3.  Mother and father-in-law


  4.  Grandparents


  5.  Sons and daughters


  6.  Sons and daughters-in-law


  7.  Brothers and sisters


  8.  Half-brothers and half-sisters


  9.  Brothers and sister-in-law


10.  Aunts and uncles


11.  Nieces and nephews


12.  Step-children


13.  Step-parents

SMOKING POLICY

Goodwill Industries of Wyoming, Inc. has a smoking policy that must be adhered to at all times.

All Goodwill Industries of Wyoming, Inc. facilities and vehicles are non-smoking areas.

Each employee that smokes must contact his/her supervisor to learn the location of designated smoking areas.  Smoking for staff is only allowed outside of the building.  This policy is strictly enforced.      

EMPLOYEES ROLE IN RELATIONSHIP TO CONSUMERS POLICY

1.
Employees will not engage in social activities with consumers away from work;

2.
Employees will not enter into any financial relationship with consumers, such as lending or borrowing money, and/or selling or purchasing items or services.

3.
Employees will not take advantage of a consumer's dependent status or needs.

4.
Employees, except counselors, will not be in a room alone with the door closed with consumers of the opposite sex.

5.
Under no circumstance will an employee respond to a request to visit a consumer alone in stated need or emergency.  The employee will refer the matter to a Goodwill Program Manager, or Coordinator of Rehabilitation Services.

6.
Employees will not engage in verbally abusive behavior towards consumers, such as yelling, making sarcastic remarks or speaking or acting in such a manner as to undermine consumers’ self-esteem.

7.
Employees are not to act as parents with consumers.  All behavior should be as one adult to another this will provide a relationship designed to develop a consumer's maturity and responsibility.  

8.
Employees must maintain an awareness of all potential situations which might be misconstrued as abusive, sexual or usurious.

Employees working directly with consumers in the different programs must review the staff manuals for further information on working with consumers.

Violations of the above policy will result in corrective action and/or termination.

CONSUMER'S RIGHTS AND CONFIDENTIALITY POLICY

Employees will respect consumers as fellow humans and citizens.  A primary right of a consumer is confidentiality.  As an employee, you are mandated not to provide information on consumers, which you may have acquired through the normal course of work, to individuals or other agencies outside of Goodwill.  Gossip about consumers is strictly prohibited.

Violations of the above policy will result in corrective action and/or termination.

Personnel Records

An official personnel file will be established for each employee and maintained by the Accountant.  The files are located in the Accountant’s Office under lock.  This file contains only information that is relevant and necessary to the proper administration of Goodwill Industries of Wyoming, Inc. or that information that is required by law or regulation.  It is important to inform the Accountant of changes in information, such as name, address, emergency contacts, etc.  

It is important that all inquires or requests for personnel information including but not limited to employment verification, references, credit checks, home loan applications, etc. are to be referred to the Accountant.  Information that is provided in response to these types of requests is general, i.e. date of employment, date of separation, salary and job title.    

Only authorized employees have access to the personnel files.  Those authorized are:


1.  Chief Executive Officer


2.  Accountant


3.  Department Heads (only employees that work for them):



a.  Coordinator of Rehabilitation Services

b. Retail Store Manager

c. Janitorial Supervisor

Personnel files will remain in the Accountant’s Office at all times.  Employees have the right to access their own personnel file.  After termination of an employee, the file becomes the property of Goodwill Industries of Wyoming, Inc.

PERFORMANCE EVALUATIONS

Each employee will be given a copy of his or her job description and performance evaluation form and an explanation of the evaluation process at New Employee Orientation.  The purpose of a performance evaluation is to measure the effectiveness of the employee's performance on the job: 


1.  Work Performance


2.  Attendance


3.  Attitude


4.  Initiative


5.  Job Knowledge


6.  Planning and Organizing


7.  Quality of Work


8.  Quantity of Work

The major duties and responsibilities of the employee's particular job, as stated in the job description, are primary considerations.

CORRECTIVE ACTION

The purpose of the corrective action policy is to optimize the efficiency of Goodwill operations by improving the performance of Goodwill employees.  The corrective action policy and accompanying procedures are designed to correct individual performance shortcomings, ensure the appropriate level of corrective action and maintain a fair work environment for all employees.

The level of the corrective action will be determined at the sole direction of Goodwill management and based on the severity of the violation.  Corrective action does not alter Goodwill’s policy of employing individuals “at-will”.

Corrective actions may consist of verbal or written warnings, suspension without pay, termination of employment, or other appropriate action.  Examples of behavior that may result in corrective action include, but are not limited to:

1. Disruptive behavior

2. Harassment or discrimination

3. Decline in productivity

4. Use of, or under the influence of, alcohol or illegal controlled substances, on the   premises.

5. Manufacture, possession, distribution, or use of alcohol or illegal controlled substances on agency property.

6. Insubordination

7. Any negative impact on the ability of the Agency to operate effectively (including but not limited to such items as refusing to follow instructions or perform assigned work, sleeping during working hours, failure to report to work or leaving work without permission, misuse of the telephone, misuse of the company credit card).

8. Violation of safety rules/workplace violence.

9. The inappropriate disclosure of confidential and/or health related information pertaining to participants/persons served.

10. Falsification of any Agency record or document.

11. Theft – Unauthorized possession of Agency or another employee’s property.  

12. Unsatisfactory Work Performance

13. Violation of Goodwill Industries of Wyoming, Inc. Rules or Policy, including the “Code of Ethics”.

14. Any other good or just cause.

GRIEVANCE POLICY

The policy of Goodwill Industries of Wyoming, Inc. is to resolve employee grievances and appeals in a fair and timely manner.

An employee shall have the right to present a grievance or appeal, pursuant to the provisions of the policy, without coercion, restraint, discrimination or reprisal.

An employee may initiate the grievance procedure up to five (5) working days* from termination date.

Steps

1.
Oral negotiation with the person to whom you report.

2.
** If grievance is not mutually resolved at step one (1), the grievance must be put in writing and given to the person to whom the employee reports.  That individual must respond, in writing, within five (5) days.

3.
If the grievance is not mutually resolved at step two (2), the written grievance and the written response will be presented to the person at the next level in the chain of command.  This person then has five (5) working days* to give a written response.

4.
The procedure outlined in step three (3) may be followed up through the chain of command to the Chief Executive Officer.

*  Working days will be computed on the workday schedule of the employee filing the grievance.

** All written grievances and responses will be submitted to the Accountant who will have the responsibility of ensuring the continuation and enforcement of the grievance process until resolution. 

SEXUAL HARASSMENT POLICY

Goodwill Industries of Wyoming, Inc. believes that all employees have the right to a work environment free of discrimination and that sexual harassment is unacceptable conduct.

SEXUAL HARASSMENT DEFINED

Goodwill Industries of Wyoming, Inc., and the equal Employment Opportunity Commission define sexual harassment as "unwelcome sexual advances, request for sexual favors, and other verbal or physical conduct of a sexual nature."

There are two (2) types of sexual harassment:

1.
Quid Pro Quo:  This type of harassment occurs when someone with authority over an employee attempts to trade sex for job-related favors, such as promotion, raises or bonuses.  The request may be either explicit or implicit.  Submission to or rejection of sexual advances from the supervisor is then used as the basis for employment related decisions.

2.
Hostile environment:  The work environment is considered "hostile" when 


supervisors, co-workers, or both have created an atmosphere so infused with


unwelcome sexual conduct that it unreasonably interferes with an individual's job performance.

Goodwill Industries of Wyoming, Inc. will not tolerate sexual jokes, comments, innuendoes, or sexually explicit pictures at the work site.

Complaint Procedure:
Any time an employee feels that he/she has been a victim of sexual harassment the following procedure will be followed:

1.
Report the violation in writing to your immediate supervisor within one (1) working day.

If the harassment involves the supervisor or if the employee does not think his/her immediate supervisor will understand, the employee should report to the Accountant, the Chief Executive Officer or the Board of Directors:  

2.  When a supervisor receives a written complaint, the Accountant will be notified by telephone within twenty-four (24) hours.

3.
A quick and thorough investigation will commence when a complaint is received.  The investigation will be done by the Accountant and the supervisor, if appropriate.  A written report will be filed and reviewed by the Chief Executive Officer and equal opportunity officer to determine actions to be taken.

4.
A written finding of the investigation and actions taken will be supplied to the 


employee filing the complaint and other appropriate parties.

Guarantee of Confidentiality and No Retaliation:
Goodwill Industries of Wyoming, Inc. assures an employee that charges he/she makes will be held in the strictest confidence and will be communicated only to others on a strict "need to know" basis.  Goodwill also guarantees that there will be no retaliation against an employee who files sexual harassment charges.

Disciplinary Measures:
The actions that can and will be taken against those who engage in inappropriate behavior are as follows:


1.  First offense -- written warning


2.  Second offense -- one (1) week suspension without pay


3.  Third offense -- discharge from employment

Goodwill Industries of Wyoming, Inc., also reserves the option to use any disciplinary steps depending upon the severity of the situation.

Goodwill Industries of WY Inc.

CODE OF ETHICS

PURPOSE


The purpose of this Code of Ethics is to establish for the Board of Directors and employees of Goodwill Industries of WY Inc. a written code of ethical conduct to foster a positive work environment, bring the ethical aspect of business choices to a conscious level and acknowledge that, as Goodwill Industries of WY Inc. employees and associates, we are expected to do the right thing, in the right way, for the right reason.

POLICY


Goodwill Industries of WY, Inc. has vision and mission statements that define our direction and business purpose. In addition, Goodwill Industries of WY Inc. has a set of values and a Code of Ethics that guide our daily conduct.

It is the policy of Goodwill Industries of WY Inc. that its Board members and employees demonstrate the highest standards of ethical and professional conduct at all times in their business activities.  These individuals have an affirmative duty to promote and advance the mission of Goodwill Industries of WY Inc.  In all respects, Goodwill Industries of WY Inc. must have the confidence of its customers and the public.  The community and people we serve trust Goodwill Industries of WY Inc. based on its long established reputation and integrity.  Any misdeed, illegal activity, or appearance of impropriety will impact negatively upon all of us.

In order to maintain that trust, we agree to voluntarily comply with the guidelines and recommendations set forth in this policy. By supporting and adhering to the following ethical principles and standards of conduct we will help maintain Goodwill Industries of WY Inc. reputation in the community as a leading provider of services to individuals with barriers to employment.  In addition, employees are expected to follow the appropriate codes of professional conduct developed for their specific profession.  

Business Practices

We will:

· Engage in and promote honest and ethical conduct.

· Conduct ourselves in a professional manner at all times.

· Provide equal employment opportunities for all persons in our workforce or those being recruited for our workforce; prohibit discrimination in our personnel policies, program practices and operations, and in our working conditions and relationships with employees and applicants for employment; provide employment opportunities without regard to race, color, creed, gender, religion, martial status, registered domestic partner status, age, national origin or ancestry, physical or mental disability, medical condition, sexual orientation, veteran status or any other basis made unlawful by federal, state or local laws. 

· Avoid actual or perceived conflicts of interest.

· Comply with applicable federal, state and local laws, contractual obligations, CARF requirements and Goodwill Industries of WY Inc. policies and procedures.

· Responsibly use and control all assets, resources and information at our disposal.

· Use restricted monies for its requested purpose. We will be able to account for its activity and show how the funds were used.

· Encourage the prompt reporting of any violations of this Code of Ethics or other governing documents to Goodwill Industries of WY Inc. Corporate Compliance Officer or a member of the Management Team.

Service Delivery

We will:

· Maintain an atmosphere in which Goodwill Industries of WY Inc. clients can learn and develop.

· Ensure that Goodwill Industries of WY Inc. clients are provided equal treatment and services regardless of race, color, religion, national origin/ancestry, disability, medical condition, marital status, sex, age, sexual orientation, or any other basis protected by federal, state or local law, except as restricted by specific contractual obligations

· Ensure that individual client information is kept confidential according to applicable federal, state and local laws, contractual obligations, CARF requirements, and Goodwill Industries of WY Inc. policies and procedures.

· Discuss confidential client information only with authorization from the client, as necessary for the provision of services, or as a result of a legal or government order.

· Strictly prohibit client abuse and harassment. Clients have the right and responsibility to report abuse, harassment or any other violation of their rights to their caseworker or a member of the Goodwill Industries of WY Inc. staff, and to have a confidential investigation conducted on his/her behalf. Goodwill Industries of WY Inc. does not restrict these rights or use any restrictive procedures.

· Ensure that clients are given the opportunity to provide input into the programs they participate in and the services they receive. This input must always be accepted in a respectful manner.

· Use the following questions to guide our actions when dealing with clients. Do my actions…

a. Promote self-esteem in those we serve/supervise?

b. Demonstrate empathy and a willingness to use the insights gained in a constructive manner?

c. Enlist the involvement of those we serve/supervise by increasing the worth of these individuals?

Conflict of Interest


We Will:

· Not engage in, directly or indirectly, any relationship or activity that might impair, or appear to impair, our ability to act in the best interests of Goodwill Industries of WY Inc., or to make objective and fair decisions when performing our jobs.

· Not use Goodwill Industries of WY Inc. property or information for personal gain or take advantage of any opportunity that is discovered through our position at Goodwill Industries of WY Inc.

· Neither give nor accept business courtesies, such as gift and gratuities, that violate federal, state or local laws, or Goodwill Industries of WY Inc. policies and procedures, that constitute, or could reasonably be perceived as constituting, unfair business inducements, or that would reflect negatively on Goodwill Industries of WY Inc.’s reputation. 

Duties of Directors and Officers


Directors and Officers will:

· Perform their duties in good faith and in the best interest of the organization.

· Adhere to all the established laws and regulations regarding fiduciary responsibility, as well as those rules established in Goodwill Industries of WY Inc.’s Articles of Incorporation and Board of Directors By-Laws.  

Compliance


We will:

· Conduct Goodwill Industries of WY Inc.’s operations in accordance with applicable state and federal laws, contractual obligations, CARF requirements, and Goodwill Industries of WY Inc. policies and procedures.

Financial


We will:

· Conduct Goodwill Industries of WY Inc.’s financial matters in accordance with applicable federal, state and local laws, and within the standards of commonly accepted financial management practices.

Confidentiality

We will:

· Protect proprietary and confidential information in a manner designed to prevent unauthorized use or disclosure, and in accordance with applicable federal, state and local laws, contractual obligations, HIPAA and CARF requirements, and Goodwill Industries of WY Inc. policies and procedures.

· Disclose confidential and nonpublic information only for a valid business purpose and with proper authorization.

Health, Safety and Environmental


We will:

· Provide a safe environment for employees, clients, volunteers and visitors.

· Comply with applicable federal, state and local health, safety and environmental regulations, CARF requirements, and Goodwill Industries of WY Inc. policies and procedures.  

Marketing and Public Relations


We will:

· Practice honest, transparent and timely communication to facilitate the free flow of essential information in accord with the public interest.

· Ensure that all services and products are promoted in a manner that demonstrates respect for our employees and the people receiving services, as well as sensitivity to cultural values and beliefs.

· Protect confidential information and comply with all legal requirements for disclosure of information affecting the welfare of others.

· Protect the privacy of our employees and clients, and disclose information about them only with expressed, written permission.

· Disseminate accurate information and promptly correct erroneous communication for which we are responsible.

Human Resources


We will:

· Maintain the highest standards of ethical conduct and be a role model for our employees, clients and volunteers.

· Promote fairness for all employees.

· Protect the rights of our employees and clients, while ensuring truthful communications and facilitating informed decision-making.

· Maintain diversity within our workforce to effectively meet the needs of the people we serve.

Signature of Agreement

I, 

________________________, agree to strive to uphold the above statements and to always keep the highest integrity and ethical standards while employed with Goodwill Industries of Wyoming, Inc.  I understand that if I breech any of the above ethics, I am subject to corrective action up to and including termination.

Date:  
__________________
 Health and Safety information

Health and safety are of vital interest to everyone in the company:  each level of our organization is accountable for safe performance.  Compliance with this program and health and safety rules is taken very seriously.  This means that failure to comply is sufficient grounds for disciplinary action or for termination of employment.  These policies are an integral part of the company’s personnel policies. 

The Health and Safety Committee:

Employment Coordinator (Chairperson)
Chief Executive Officer

Retail Store Manager
Retail Store Driver

Any Other Designees

First Aid Kits, Health and Safety Manuals, and Emergency Quick Reference cards are located at each work facility.  Your supervisor or Health and Safety Committee Representative will instruct you on the location of these items for your work facility.  Additionally, your supervisor or Health and Safety Committee Representative will instruct you on job safety and Goodwill Industries of Wyoming, Inc. Health and Safety Policies.

SUBSTANCE ABUSE POLICY

Goodwill Industries of Wyoming, Inc. substance abuse policy statement:  

It is the desire of Goodwill Industries of Wyoming, Inc., to provide a safe working environment for its employees and to encourage said employees to perform their duties as safely as possible.  Therefore, in order to mitigate the risks to personal and public safety which may result from illicit drug use in the workplace, the unlawful manufacture, distribution, dispensing, possession or use of an illicit drug by employees of Goodwill Industries of Wyoming, Inc. are prohibited in the workplace.  In addition, employees of Goodwill Industries of Wyoming, Inc. shall not use, dispense or possess alcohol in the workplace.  Finally, employees of Goodwill Industries of Wyoming, Inc. shall not be under the influence of illicit drugs or impaired by alcohol while in the workplace.  Violation of this policy will result in disciplinary action, which may include termination of employment.  All employees of Goodwill Industries of Wyoming, Inc. shall abide by the terms of this policy statement.  

Criminal Conviction
In the event that an employee of Goodwill Industries of Wyoming, Inc. is convicted for violation of a criminal drug statute occurring in the workplace, the employee shall notify Goodwill of the conviction no later than five (5) calendar days after such conviction.  

Upon receiving notice of a conviction for violation of a criminal drug statute occurring in the workplace from the employee or otherwise receiving actual notice from another source of such conviction, Goodwill Industries of Wyoming, Inc. shall notify any contracting Federal agency in writing of such conviction within ten (10) calendar days.  Such notice shall include the position title and shall be given to every grant officer or other designee on whose grant activity the convicted employee was working, unless the Federal agency has designated a central point for the receipt of such notices.  Notice shall include the identification number of each affected grant.

Within thirty (30) calendar days of receiving notice of a conviction for violation of a criminal drug statute occurring in the workplace from the employee or otherwise receiving actual notice from another source of such conviction, Goodwill Industries of Wyoming, Inc. shall:

1.
Take appropriate personnel action against such an employee up to and including termination, consistent with the requirements of the Rehabilitation Act of 1973, as amended; or

2.
Requiring such employee to participate satisfactorily in a drug abuse assistance or Rehabilitation Program approved for such purposes by a Federal, State or Local Health, Law Enforcement or other appropriate agency.

Drug Free Awareness Program
Goodwill Industries of Wyoming, Inc. shall establish an ongoing drug free awareness program to inform its employees of:   

1.
The dangers of drug abuse in the workplace:

2.
Goodwill Industries policy of maintaining a drug free workplace;

3.
Any available drug counseling, rehabilitation and employee assistance programs;

4.
The penalties that may be imposed upon employees for drug abuse violations occurring on the job.

Each employee of Goodwill Industries of Wyoming, Inc. shall be given a copy of this Substance Abuse Policy and Goodwill Industries will make a good faith effort to continue to maintain a drug free workplace through the implementation of this Substance Abuse Policy.

Illicit Drugs Defined
Illicit drugs means a controlled substance included in schedule one and two as defined by Section 802 (6) of Title 21 of the United States Code, the possession of which is unlawful under Chapter 13 of the Title.  The term "Illicit Drugs" does not include the legal and appropriate use of a controlled substance pursuant to a valid prescription.

If an employee has been prescribed a medication which he/she has been informed has the potential to impair job performance, the employee shall advise the supervisor of the known side-effects of such medication and the length of time for which it is prescribed.  The supervisor, in consultation with the employee's physician, may adjust the employee's work duties.

Illicit drugs for which an employee my be tested shall include the following:


1.
Marijuana


2.
Cocaine


3.
Amphetamines


4.
Opiates


5.
Phencyclidine (PCP)

Alcohol Impairment Defined
An employee is considered impaired when his/her blood alcohol level is equal to or exceeds ten percent (10%).  Lesser degrees of blood alcohol may interfere with an employee's job performance.  An employee may be sent home, or otherwise disciplined, while under the influence of alcohol.  

Finding of Drug Use and Disciplinary Consequence Determination
An employee may be found to use illicit drugs or alcohol in violation of this policy on the basis of any appropriate evidence including, but not limited to:


1.
Direct observation;


2.
Evidence obtained from an arrest or criminal conviction;


3.
A positive test result;


4.
An employee's voluntary admission.    

Mandatory Administrative Actions
The Accountant shall refer an employee found in violation to this policy of the available treatment/rehabilitation programs in the area.  If needed, an Employee Assistance Committee will be created to:  

1.
Provide information to employees concerning available drug/alcohol treatment/rehabilitation programs.

2.
Ensure the confidentiality of employee drug/alcohol test results.

3.
Assist employee who have completed treatment/rehabilitation programs return to the workplace if an employee tests positive for illicit drug use or alcohol impairment, the employee shall be referred to the employee assistance committee.  The employee assistance committee shall inform the employee of available treatment/rehabilitation programs in the area.

If the employee chooses to participate in a rehabilitation program, the employee may utilize vacation and sick leave benefits.  Goodwill Industrial of Wyoming, Inc. shall not be responsible for the payment of costs relating to the employee's participation in a rehabilitation program.  Goodwill Industrial of Wyoming, Inc. shall not be responsible for the care and methods of treatment received by an employee who participates in a rehabilitation program.  

If an employee has violated this policy for the second time, or if an employee refuses to participate in a treatment/rehabilitation program after a first violation, the employee will be discharged pursuant to Goodwill Industries Polices and Procedures.  

Reasonable Suspicion Testing

Grounds

Reasonable suspicion testing may be based upon, among other things:

1.
Observable phenomena such as direct observation of drug/alcohol use or possession and/or physical symptoms of being under the influence of a drug or alcohol.

2.
A pattern of abnormal behavior.

3.
Arrest or conviction for a drug related offense or the identification of an employee as the focus of a criminal investigation into illegal drug possession, use or trafficking.

4.
Information provided by reliable and credible source or independently corroborated.

Procedures
If an employee is suspected of using illicit drugs or is suspected of being impaired by the use of alcohol, the appropriate supervisor will gather all information, facts and circumstances leading to and supporting this suspicion.  The supervisor shall then contact the Accountant and apprise him/her of the situation.

If the supervisor believes that there exists a reasonable suspicion that the employee is using illicit drugs or is impaired by the use of alcohol, the supervisor shall arrange for a drug/alcohol test and the employee shall be driven to the appropriate laboratory for testing.  The supervisor shall prepare within twenty-four (24) hours of a written report detailing the circumstances, which formed the basis to warrant testing.

Refusal to Take Drug Test When Required
An employee who refuses to be tested when so required will be subject to the full range of disciplinary action, including dismissal.

Substance Screening
When requested, an employee will sign a consent form authorizing a designated clinic to draw a specimen of blood or to test a urine sample and release the results to Goodwill Industries of Wyoming, Inc.  The accepted laboratory testing standards will be utilized in determining when an employee tests positive for illicit drug use.  Goodwill Industries of Wyoming, Inc. shall pay for any test conducted pursuant to this policy.

When being tested for illicit drug use, an employee shall provide two (2) samples.  If the first tests positive, the laboratory shall immediately test the second sample.

All test results shall be delivered to the employee and the supervisor.

Record and Reports

Goodwill Industries of Wyoming, Inc. shall maintain only one (1) file concerning an employee who is reasonably suspected of violating this policy.  The Accountant shall set up the file and manage. 

The results of a drug/alcohol test may not be disclosed without the prior written consent of the employee unless the disclosure is:

1.
To the Accountant

2.
To any supervisory or management official of Goodwill Industries of Wyoming, Inc. having authority to take adverse personnel action against such employee, or

3.
Pursuant to an order of a Court of Competent Jurisdiction

All drug testing information specifically relating to individuals is confidential and should be treated as such by anyone authorized to review or compile program records.   

BLOODBORNE PATHOGENS EXPOSURE CONTROL PLAN
In accordance with the OSHA Blood borne Pathogens Standard, 29 CFR 1910.1030, the following exposure control plan has been developed:

A.  Purpose.  

The Blood borne Pathogens program is to reduce occupational exposure to blood borne pathogens.

B.  Exposure Determination

Designated employees that may come into contact with human blood or other potentially infections materials (OPIM):

1. Coordinator Rehabilitation Services

2. Employment Consultant

3. Job Coach

4. Materials Handler

5. Bailer

6. Truck Driver

7. Production Worker/Supervisor

C.  Methods of Compliance

Universal Precautions will be utilized in the handling of all human blood and OPIMs (Other Potentially Infectious Material).

D.  Engineering Controls

1. Hand Sinks are located in all departments and are readily accessible to all employees who have the potential for exposure.

2. Employees will wash their hands and any other exposed skin with soap and water immediately or as soon as possible after contact with blood or OPIM for 15 seconds, in a manner causing friction on both inner and outer surfaces of the hands.

3. Employees will be provided with antiseptic hand cleaner and paper towels when hand washing is not feasible.  However, hand washing must still take place as soon as possible after exposure.

4. Eating, drinking, smoking, applying cosmetics or lip balm and handling contact lenses are prohibited in work areas where there is the potential for exposure to blood borne pathogens.

5. If professional attention is required, a local ambulance will be the first choice; a personal car will be the second.  If a personal car is taken, impervious material should be used to prevent contamination of the vehicle.

6. New employees or employees being transferred to other sections will receive training about any potential exposure from the supervisor.

E.  Personal Protective Equipment (PPE)

All personal protective equipment used at this facility will be provided without cost to employees.  Personal protective equipment will be chosen based on the anticipated exposure to blood or OPIM.  The protective equipment will be considered appropriate only if it does not permit blood or OPIM to pass through or reach the employees’ clothing, skin, eyes, mouth, or other mucous membranes under normal conditions of use.

F.  Disposal of Contaminated Items and Communication of Hazard

Employees must:

Use bleach to disinfect any blood or OPIM.

Apply the bleach with single-use gloves and allow to sit for 15 minutes.

Place any single-use gloves that have been contaminated in a biohazard garbage bag and cover.

Dispose of the bag by placing in waste receptacle or outside dumpster in a manner that will minimize contact by other workers.
Regulated waste should be placed in appropriate containers, label and dispose of in accordance with applicable state, federal and local laws.

Employees will be warned of biohazard bags by labels attached to the disposal bags.  Labels used will be orange-red and marked with the word Biohazard or the biohazard symbol.

G.  Housekeeping

Maintaining our work area in a clean and sanitary condition is an important part of Goodwill Industries of Wyoming, Inc. Blood borne Pathogens Compliance Program.  Employees must decontaminate working surfaces and equipment with an appropriate disinfectant after completing procedures involving blood or OPIM.  All equipment, environmental surfaces and work surfaces shall be decontaminated immediately or as soon as feasible after contamination.

1. Employees must clean and disinfect when surfaces become contaminated and after any spill of blood or OPIM.

2. Employees will use a solution of one part bleach to ten parts water for cleaning and disinfecting.

3. Working surfaces and equipment will be routinely cleaned, disinfected and maintained.

4. Potentially contaminated broken glass will be picked up using mechanical means, such as dustpan and brush, tongs, etc.

5. Goodwill Industries of Wyoming, Inc. uses universal precautions for handling of all soiled items.

6. Items contaminated with blood or OPIM will be handled as little as possible.  Employees who handle contaminated items will utilize personal protective equipment to prevent contact with blood or OPIM from coming into contact with skin or street clothes.

7. Contaminated clothing will remain on the premises, or will be sent directly to a laundry facility for cleaning.  Employees will be given the option of reimbursement for the cost of contaminated clothing and the clothing will be disposed.

H.  Hepatitis B Vaccination and Post-Exposure Evaluation and Follow-up

Goodwill Industries of Wyoming, Inc. shall make available within ten (10) days of possible exposure the Hepatitis B vaccine and vaccination series to all employees who have occupational exposure.

An exposure incident is any contact of blood or OPIM’s with non-intact skin or mucous membranes.  Any employee having an exposure incident shall contact the Accountant or Chief Executive Officer. All employees who have an exposure incident will be offered a confidential post-exposure evaluation and follow-up in accordance with the OSHA standard.  This includes a visit to a physician selected by the employer.  The health care professional written opinion will be provided to the employee within 15 days of the evaluation.

I.  Training

Training is provided at the time of initial assignment to tasks where occupational exposure may occur and training shall be repeated within twelve months of the previous training.  Training shall be tailored to the education and language level of the employee, and offered during the normal work shift.  The training will be interactive and cover the following:

1. A copy of the standard and an explanation of its contents;

2. A discussion of the epidemiology and symptoms of blood borne diseases;

3. An explanation of the Goodwill Industries of Wyoming, Inc. Blood borne Pathogen Exposure Control Plan, and a method for obtaining a copy;

4. The recognition of tasks that may involve exposure;

5. An explanation of the use and limitations of methods to reduce exposure, for example engineering controls, work practices and personal protective equipment;

6. Information on the types, use, location, removal, handling, decontamination and disposal of PPE;

7. An explanation of the basis of selections of PPE;

8. Information on the Hepatitis B vaccination, including efficacy, safety, method of administration, benefits, and that it will be offered free of charge;

9. Information on the appropriate actions to take and persons to contact in an emergency involving blood or OPIM;

10. An explanation of the procedures to follow if an exposure incident occurs, including the method or reporting and medical follow-up;

11. Information on the evaluation and follow-up required after an employee exposure incident;

12. An explanation of the signs, labels, and color-coding systems.

The person conducting the training shall be knowledgeable in the subject matter.

J.  Record Keeping

Medical records shall be maintained in accordance with OSHA standards.  These records shall be kept confidential, and must be maintained for at least the duration of employment plus 30 years.
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