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HR 1 Policies, Procedures and Support Tools

Effective Date: October 25, 2013
Last Date Revised: October 25, 2013

Policy: 
AbleNet abides by policies and procedures for all Human Resources activities. These activities include the documented processes for the hiring, orientation, training, competency assessment, performance evaluation and continuing education of all staff.

All staff members are provided with written job descriptions to ensure that all required duties are defined and understood. AbleNet provides a complete and thorough orientation to all new staff members before they perform any tasks or services. Competency is assessed and required of all staff to ensure that no patient/client receives treatment/product/services from staff members who are not competent to do so. 

[bookmark: _GoBack]Employees will be evaluated upon completion of orientation and annually thereafter.  Before April 1st, AbleNet will complete an employee performance evaluation based on a set of goals previously agreed upon by the company and employee. More frequent evaluations may occur if appropriate. Our performance management system is designed to provide a basis for better understanding between AbleNet and its employees, with respect to job performance, potential and development within the corporation.  AbleNet maintains personnel files that are secure and contain documentation in accordance with industry standards.

Should AbleNet use the services of independent contractors the, contractors are required to adhere to all AbleNet policies and procedures as necessary.

The organization has appointed Yuching Wu-Schultz, Controller, for overseeing human resource materials, policies, and programs.  These policies include personnel qualifications, training, experience, and continued education requirements consistent with the specialized equipment, items, and services it provides.  Management of these policies will also be conducted by office staff under the direction of the supervisor.  

Each employee has an obligation to observe and follow the corporation’s policies and to maintain proper standards of conduct at all times. If an individual’s behavior interferes with the orderly and efficient operation of a department, corrective disciplinary measures will be taken. Disciplinary action may include a verbal warning, written warning, suspension without pay and discharge. The appropriate disciplinary action imposed will be determined by the corporation. The corporation does not guarantee that one form of action will necessarily precede another.

The following misconduct may result in discipline up to and including discharge: flagrant misconduct, violation of the corporation’s policies or safety rules, insubordination, poor attendance, poor performance, theft or dishonesty, physical harassment, sexual harassment or disrespect toward fellow employees, visitors or other members of the public. These examples are not all inclusive. We emphasize that discharge decisions will be based on an assessment of all relevant factors.

Policies that describe job descriptions, competencies, disciplinary action measures and employee orientation are included
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