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MISSION 
 

CFG strives to provide the highest quality of services and care to individuals, families and 
organizations. Through its specialized psychiatric, behavioral and medical care, CFG supports 
its clients in obtaining optimal well-being and success.   
 
 

VISION 
 

CFG’s vision is to build relationships with individuals, families and organizations in which all 
participants experience a measurable degree of success.  In creating an environment where 
collaboration, sharing of resources and the ongoing exchange of information are priorities, CFG 
demonstrates its commitment to the mutual growth and development of the organizations with 
which it interacts.  
 
 

YOUR ROLE IN THE ORGANIZATION 
 

CFG is dedicated to providing you with the support that you need to perform your job in the best 
way possible.  CFG’s Corporate Compliance Program offers help in making the right decisions 
when faced with an ethical or legal issue and provides an alternate reporting process for issues 
of supervisor/superior non-compliance. 
 
When you are in an unusual work situation and you are not sure of the right action, follow the 
chain of command, starting with your direct supervisor, or contact Human Resources. 
 
All Corporate Compliance concerns will be kept confidential, to the highest extent possible.  
CFG will not tolerate any harassment, retaliation or adverse action against a concerned 
employee who has reported an issue in good faith.      
 



 
 
 
 
 

 
 
 

SPECIAL NOTE/DISCLAIMER 
 

 
This Employee Handbook is a valuable and convenient resource that provides a general 
overview of CFG policy.  This Handbook is not intended to imply or express an employment 
contract in any way nor does it change the nature of employment, whether an employee is a 
contracted employee or an “At Will” employee. 
 
As necessary additions, changes and/or deletions are made to this manual, employees and/or 
departments will receive a copy of the new and revised information.  If a new policy has been 
adopted, please add it where appropriate.  In the event of revision, please replace old 
information with the new.  In the event of deletion, please remove the no longer valid section(s). 
 
Please also note that, due to the nature of business conducted by CFG, employees may be 
required to comply with many of the policies and procedures of the institution/facility in which 
they work.  This may include, but is not limited to:  pre-employment screenings, drug screens, 
facility orientations, etc.              
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Policy # 1.1:    Employment Practices            Date Created: 5/1/02  
 
Approved by:  Les Paschall, CEO       Date Revised: 4/1/12, 
          1/1/14 
              
 
EQUAL EMPLOYMENT OPPORTUNITY  
 
CFG is fully committed to being an equal opportunity employer.  Equal opportunities are 
provided to all employees, in accordance with all federal, State and local laws.  This 
non-discriminatory practice applies to all policies, procedures, terms and conditions of 
employment including, but not limited to: recruitment, selection, training, transfers, 
promotions, leaves of absence, and termination; without regard to age, race, sex, 
religion, sexual orientation, national origin, veteran status, political affiliation, disability or 
any other category protected under federal, State and local laws. 
 
HIRING 
 
CFG employs individuals of good character and work records who are, in CFG’s 
judgment, best qualified for a position.  All applicants are required to complete an 
employment application and are subject to initial screening by the Human Resources 
Department.  Final selection rests with the Administrator/Program Director at the 
individual contract site. 
 
Due to the nature of the services that CFG provides, its clients reserve the right to be 
involved in the employee selection process. 
 
EMPLOYEE CLASSIFICATIONS     
 
Provisional Employees 
 
All employees are subject to a ninety (90) day Introductory Period, during which they 
are classified as “Provisional Employees.”  This Introductory Period is an opportunity for 
the employee to demonstrate his/her ability and interest in the job while he/she is 
adjusting to the demands of the position.  This period also provides CFG the opportunity 
to assess and evaluate an employee’s progress and performance. 
 
 
 
 



If a manager feels a provisional employee’s performance is not suitable for a position or 
the provisional employee is not making the necessary progress in learning his/her new 
position, the manager must determine whether continued employment is feasible or if 
the Introductory Period needs to be extended. 
 
Once the Introductory Period has been completed satisfactorily, employees are 
classified as “regular employees.”  
 
Full-Time Regular Employees 
 
Full-Time Employees are those whose regularly scheduled hours are equal to or greater 
than thirty (30) hours per week. All full-time, regular employees are eligible for a full 
range of benefits described in the Benefits section of this manual, though they may be 
subject to a waiting period for enrollment. 
 
Part-Time Regular Employees 
 
Part-Time Employees are those whose regularly scheduled hours are less than thirty 
(30) hours per week.  Employees in this classification may be eligible for certain benefits 
based on the amount of regularly scheduled hours they work per week.   
 
Per Diem and Temporary Employees 
 
Individuals who are hired as per diem (“as needed”) employees and those hired for 
temporary/seasonal vacancies will be classified as irregular/temporary employees and 
will be informed as such upon hire.  Employees in this category are not eligible for 
benefits.             



 

 

 

 

 
Policy # 1.2:    Anti-Discrimination and Anti-Harassment   Date Created: 5/1/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12 
              
 
CFG is committed to providing a work environment that is free from all forms of 
discrimination or harassment. This includes requests for sexual favors and other 
unwelcome verbal or physical conduct that can be defined as harassment of any sort, 
whether based upon sex, age, gender, race, disability, religion, ethnicity or sexual 
preference.   
 
DISCRIMINATION 
 
CFG prohibits any form of illegal discrimination, disparate treatment or disparate 
impact.  Illegal Discrimination is defined as behaviors or actions by an organization or 
managers within an organization that causes members of a protected class to be 
unfairly differentiated from others. 
 
Disparate Treatment is defined as any instance in which individuals in similar situations 
are treated differently, with said  different treatment  based upon an individual’s sex, 
age, gender, race, disability, religion, ethnicity or sexual preference.   
 
Disparate Impact is defined as an apparently neutral employment practice that 
disproportionately excludes a protected group from employment opportunities.  
  
SEXUAL HARASSMENT 
 
CFG prohibits any form of sexual harassment.  Generally, sexual harassment consists 
of the following:  
 

• Quid Pro Quo Sexual Harassment – Requiring the exchange of sexual favors as 
a condition of employment, advancement or incentives offered.     

 
• Hostile Work Environment – An environment fostered by the subjection of an 

employee to comments of a sexual nature, unwelcome physical contact or 
offensive sexual materials. 
 

 



 
REPORTING PROCEDURE 
 
Any employee who feels that he or she has been subjected to harassment due to 
gender, pregnancy or sexual orientation must report the incident immediately to his or 
her supervisor.  If this is not appropriate, (e.g., the incident involves the supervisor) or it 
is otherwise uncomfortable for the employee to report to his/her supervisor, then the 
incident must be reported either to the next level of management or directly to the 
Human Resources Department. The Human Resources Department may be reached at 
856-797-4751.  
 
PROHIBITION OF RETALIATORY CONDUCT 
 
CFG prohibits any form of retaliation against employees for reporting bona fide 
complaints or information about harassment.  Retaliatory conduct is a basis for 
disciplinary action, up to and including termination of employment; however, if an 
investigation of a complaint shows that the complaint or information was intentionally 
falsified, the individual(s) who provided the false information will be subject to 
disciplinary action, up to and including termination of employment. 
 



 

 

 

 

 
Policy # 1.3:  Americans with Disabilities Act (ADA) Compliance   Date Created: 5/1/02  
 
Approved by:  Les Paschall, CEO       Date Revised: 4/1/12 
              
 
CFG operates in full compliance with the Americans with Disabilities Act (ADA).  We will 
not discriminate against any individual who demonstrates the qualifications necessary to 
perform the duties of a particular position in the organization. No medical or physical 
disabilities will be considered as a factor in satisfactorily performing a job/task, except 
for those which are critical to the performance of such task. 
 
REASONABLE ACCOMMODATION 
 
In the event that an accommodation is necessary to assist an otherwise qualified 
employee in performing the essential functions of his/her job, it will be provided, unless 
it presents an undue hardship for CFG.   
 
Requests for these accommodations must be made to the employee’s direct supervisor, 
who must obtain approval from the Chief Operating Officer or his/her designee.  The 
employee will be notified of a decision within ten (10) working days. 
 



 

 

 

 

Policy # 1.4:    Conflict of Interest       Date Created: 4/1/02  
 
Approved by:  Les Paschall, CEO 
              
 
PURPOSE 
 
To ensure that the personal interest of staff, officers and/or representatives of CFG do 
not interfere with the performance of their responsibilities to CFG or to our clients and 
consumers; and that the personal interest of said individual does not result in personal 
financial, professional and/or political gain at the expense of CFG or CFG’s clients and 
consumers. 
 
POLICY 
 
Any situation in which personal interests may result in personal gain at the expense of 
CFG or at the expense of our clients and consumers MUST be reported to a supervisor 
and/or the Human Resources Department.  The conditions outlined below serve as a 
guideline; as such, there may be situations not listed that the application of reasonable 
judgment would deem a conflict of interest. 
 

1. An officer or executive committee member is related to another staff member, 
officer or executive committee member. 

2. A staff member in a supervisory capacity is related to another staff member 
he/she supervises. 

3. An officer or executive committee member receives payment from CFG for any 
sub-contracts, goods or services outside of their normal capacity to CFG. 

4. An officer or executive committee member is a member of the governing body of 
a contributor to CFG. 

5.  A staff member, officer and/or representative of CFG receives anything of value 
from individuals or businesses with whom he/she would come into contact in the 
course of their work – this includes tips and gratuities. 

6. Any relationship of a non-business nature that would place a CFG representative 
in a position to influence a client’s or patient’s relationship with CFG. 

 
 
 
 
 



PROCEDURES 
 
Any situation for which a conflict of interest is determined to potentially exist must be 
examined by the Executive committee in conjunction with Human Resources to decide 
the best means to handle the situation. 
 
Hiring Procedures:  Hiring of staff members, officers or executive committee members 
will be based upon credentials and independent review, with the aim of hiring the best 
candidate possible, regardless of the relationship the potential employee may have with 
current officers or executive committee members.  Full disclosure of relationships 
among current officers and executive committee members must be documented. 
 
Supervisory Issues:  No staff member should serve in a direct supervisory capacity to 
another related staff member or staff member with whom they have an intimate 
relationship; either staff member should be given the opportunity to move to another 
program, as opportunities exist or the supervised staff member should be put under the 
supervision of a non-related supervisor/one with whom no intimate relationship exists, 
as best determined by the Program Director/Administrator or executive committee. 
 
Goods and Services:  CFG officers and/or executive committee members providing 
sub-contracts, goods or services to CFG must be competent and able to provide said 
goods and services, and must do so at the best available price.  Such a relationship 
must be well-documented via e-mail to all officers, Executive Committee members and 
Human Resources.  Documentation of such must be placed within the employee file of 
said officer or Executive Committee member to serve as evidence of adherence to this 
policy. 
 
Federal and State Awards:  No staff member, officer or executive committee member 
will participate in the selection, award or administration of a procurement transaction in 
which federal or State funds are used, where to his/her knowledge there is a personal 
financial interest in that transaction for said individual or any member of his/her 
immediate family or for an organization to which any of these persons is an officer, 
director or employee; or for a person or an organization with whom any of these 
persons is negotiating or has any arrangement concerning prospective employment.   
 
Officers and Executive Committee Members:  Any officer or executive committee 
member who is deemed to be in a conflict of interest is mandated to adhere to a policy 
of non-participation regarding decisions and/or administration of the conflict of interest, 
leaving said decisions and/or administration to the remaining executive committee 
members. 
 
Violations of this policy will result in progressive discipline, as well as possible sanctions 
conforming to relevant State and federal conflict of interest laws, rules and regulations.  
Appeal and administrative review of imposed sanctions will conform to CFG policy and 
procedures. 
 



HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY (HIPAA) 
 
The Health Insurance Portability and Accountability Act of 1996 (HIPAA) is a federal law 
that applies to health plans, health care providers and health care clearinghouses.  The 
HIPAA legislation is complex and has many components.  The three areas of the 
legislation that are the major focus of CFG include: 
 

• Privacy – provides new rules in regard to how an individual’s health 
information may be used and disclosed 

• Transaction and Code Sets – requires the use of standard transaction 
formats and code sets when an employee’s financial health information is 
transmitted  

 
Security – requires specific security measures to be in place to protect an individual’s 
health information     
 



 

 

 

 

Policy # 1.5:    Employee Screening      Date Created: 4/1/12  
 
Approved by:  Les Paschall, CEO  
              
 
To act in the best interests, safety and security of its clients, patients and employees, 
CFG utilizes an extensive pre-employment screening process for all prospective 
employees.  This includes: 

• Screening of resumes, CVs or applications  
• Pre-employment interviewing 
• Verification of work history and education 
• Reference checks 
• A comprehensive background check consisting of:  

o Motor Vehicle Record   
o Social Security and identity verification    
o Child Abuse/Sex Offender status 
o National Criminal Background check  

 
Depending on the requirements of the institution where the employee will be working, 
additional steps may be taken in the screening process.  These include, but are not 
limited to: 

• Drug screens 
• Physical examination 
• PPD/Mantoux testing (tuberculosis screening) 
• Child Abuse Record Investigation (CARI) through the Division of Youth and 

Family Services 
• Criminal History Record Investigation (CHRI) through the Division of Youth and 

Family Services 
 
In the event that the institution where the employee will be working opts to conduct its 
own background check, investigation and/or pre-employment drug screening, CFG and 
its employees will be in full compliance. 
 



 

 

 

 

Policy # 1.6:    Orientation        Date Created: 5/1/02  
 
Approved by:  Les Paschall, CEO       Date Revised: 4/1/12 
              
 
To ensure that all new employees are fully acclimated to their job duties and 
responsibilities, all new employees are subject to a job orientation.  This orientation is 
conducted on-site by the employee’s manager or his/her designee and may consist of 
classroom training, shadowing, one-on-one instruction, hands-on training or any 
combination of these methods. 
 
INSTITUTIONAL ORIENTATION 
 
In addition to CFG’s orientation, CFG’s clients may require that all new employees 
attend an institutional orientation conducted by the client.  CFG will comply with all 
requirements for institutional orientations.    
              

 



 

 

 

  

Policy # 1.7:    Performance Evaluations      Date Created: 5/1/02  
 
Approved by:  Les Paschall, CEO       Date Revised: 4/1/12  
              
 
To ensure a consistent approach in measuring an employee’s competence, as well as to open a 
dialogue for the provision of performance feedback, employees will be given formal 
performance evaluations at a minimum of once per year, on the employee’s anniversary date. 
 
Evaluations should consist of a formal discussion between the employee and his/her manager 
and should only relate to the employee’s performance in the interim between the present 
evaluation and the one just prior. 
 
The essential functions of the employee’s job will be assessed and discussed.   The employee’s 
manager will discuss the results of each component of the evaluation with the employee and a 
dialogue will be established to discuss specific details. 
 
Upon completion of the performance evaluation, the employee’s supervisor will make a 
recommendation for a pay increase, if applicable.  Pay increases are determined by various 
factors including, but not limited to: contracts established between the client and CFG, Cost of 
Living Adjustments (COLA), market data and merit. 
 
Any pay increases will be effective as of the employee’s anniversary date in their current 
position.  In the event that a supervisor is late in conducting an employee’s performance 
evaluation, any increase awarded will be made retroactive to the employee’s current 
anniversary date.           
 



 

 

 

 

Policy # 1.8:    Transfers and Promotions      Date Created: 5/1/02  
 
Approved by:  Les Paschall, CEO       Date Revised: 4/1/12 
              
 
CFG encourages the selection of current employees for newly vacant positions, whether via 
lateral transfer or promotion. To achieve this end, jobs are posted internally via various means 
including, but not limited to: announcement memos, publication in the CFG Newsletter and 
postings on CFG’s website or intranet. 
 
To be eligible for a promotion or transfer, an employee must have been in his/her present 
position for a period of at least six (6) months and have no record of disciplinary action for a 
period of six (6) months.   Management Exceptions will be made on a case-by-case basis. 
 
To express interest in a position, the employee should contact the recruiter listed in the job 
posting. 
 
Employees are encouraged to discuss their interest in pursuing a transfer or promotion with 
their supervisor; however, if the employee does not feel comfortable in doing so, he/she may 
proceed through the interview process confidentially.  If serious interest is shown in the 
employee as a candidate, the employee must then inform his/her current supervisor so the 
hiring supervisor may obtain a reference from the employee’s current supervisor. 
 
If an employee is selected for a transfer or promotion, CFG will consider the needs of both the 
employee’s current supervisor and future supervisor in assigning the employee a start date in 
his/her new position.    
 

 



 

 

 

 
 
Policy #1.9:      Disciplinary Action             Date Created: 5/1/02  
 
Approved by:  Les Paschall, CEO       Date Revised: 4/1/12 
              
 
CFG expects that all employees meet all acceptable standards in performance, 
attendance, ethics and conduct to ensure the rights and safety of all employees, 
patients and customers. In the event that these standards are not met, CFG, via its 
managers and supervisors, must take the necessary steps of corrective action to ensure 
that the inappropriate conduct/behavior ceases. 
 
CFG has adopted a progressive disciplinary policy, consisting of advancing levels of 
discipline to be followed in correcting/counseling performance and conduct, except in 
matters where CFG, its representatives or management determine the need to be 
addressed as existing outside the scope of the progressive system. 
 
Disciplinary actions may take several forms, including:  Verbal Counseling, Written 
Counseling, Final Written Warnings/Suspensions and Dismissal. CFG’s Human 
Resources Department and a program’s Regional Manager must be consulted prior to 
the issuance of any disciplinary action beyond Written Counseling. 
 
VERBAL COUNSELING 
 
Verbal counseling may take place between employees and supervisors at the earliest 
indication of a problem or in situations of concern deemed as minor infractions or minor 
performance deficiencies.  When verbal counseling occurs, the supervisor must 
specifically state to the employee that the employee is receiving formal discipline.  
Reasonable effort will be made to determine and resolve the cause of a problem. Verbal 
counseling must be documented and kept in the supervisor’s desk file - it will not be 
placed in the employee’s personnel file. 
 
WRITTEN COUNSELING 
 
Written Counseling sessions take place between a supervisor and an employee when 
either Verbal Counseling has failed to correct a problem or the severity/seriousness of 
conduct warrants the immediate issuance of Written Counseling.  All Written Counseling 
must be documented on the designated Written Counseling Form and must be signed 
by the supervisor and employee.  It is important to note that the employee’s signature 
does not represent his/her agreement with the discipline it merely serves as 



acknowledgment that they have been presented with Written Counseling.  A copy of the 
completed and signed form will be maintained in the employee’s personnel file for a 
period of one year. 
 
FINAL WRITTEN WARNING OR SUSPENSION 
 
A Final Written Warning or Suspension is issued in the event that Verbal and/or Written 
Counseling have been unsuccessful in resolving an issue or if the severity/seriousness 
of conduct warrants the direct issuance of a Final Written Warning or Suspension.  All 
Final Written Warnings or Suspensions must be reviewed with Human Resources and a 
program’s Regional Manager prior to being issued to an employee.  Issuance of a Final 
Written Warning or Suspension must also be documented on CFG’s Final Written 
Warning Form and signed by both the supervisor and the employee.  As with Written 
Counseling, the employee’s signature does not represent his/her agreement with the 
discipline; it merely serves as acknowledgment that they have been presented with a 
Final Written Warning or Suspension.  A copy of the completed and signed form will be 
maintained in the employee’s personnel file for a period of one (1) year. 
 
DISMISSAL 
 
CFG may terminate employment after prior levels of disciplinary action have proved 
ineffective in correcting an issue or if the severity/seriousness of conduct is so 
egregious, immediate dismissal, without regard to progressive disciplinary measures, is 
warranted/necessary (see next page).  All dismissals must be approved by a program’s 
Regional Manager and by Human Resources. 
 
INSTANCES WARRANTING IMMEDIATE REMOVAL OR ACTION 
 
An employee may be issued a Final Written Warning, Suspension or Dismissal for gross 
misconduct, gross negligence or violation of established policies and standards.  
Examples of behavior or conduct that warrant immediate action include, but are not 
limited to: 

 
1. Divulging confidential information regarding the company, its customers or its 

patients 
2. Theft of company, customer or patient supplies or property 
3. Deliberate failure or refusal to carry out a reasonable assignment issued by a 

supervisor, manager, director or senior manager 
4. Intentional falsification of an employment application, time record, expense claim 

or any other company or customer record 
5. Intentional falsification of a medical chart, progress note, billing record or any 

other patient data 
6. Violation or disregard of an established security policy or practice of CFG, or the 

facility/institution where the employee is assigned 
7. Professional or personal misconduct detrimental to the rights or safety of other 

CFG employees, customers or patients 



8. Failure to report for work without properly notifying one’s supervisor in advance 
9. Excessive unexcused absences, tardiness or early dismissals 
10. Abandoning one’s post 
11. Being inattentive to duty, including sleeping on the job 
12. Having an unauthorized weapon, firearm or explosive on company or customer 

property or in the presence of a patient 
13. Driving a CFG or customer vehicle without a proper and valid license or 

operating a CFG or customer vehicle in an unsafe or improper manner 
14. Misusing or willfully neglecting CFG, customer or patient property, funds, 

materials, equipment or supplies 
15. Intentional destruction or defacing of CFG, customer or patient property 
16. Personal conduct of a verbally or physically abusive nature 
17. Conviction of a felony 
18. Abuse of CFG or customer computers, networks, hardware or software 
19. Fighting, engaging in horseplay or acting in a manner that endangers the safety 

of oneself or others.  This includes acts of violence, as well as threats of 
violence. 

20. Unlawfully distributing, selling, possessing, using or being under the influence of 
alcohol or drugs while on duty 

21. Expiration/revocation or inability to demonstrate required licensure, registration, 
certification or security clearances 

22. Inappropriate fraternization with a customer or patient 
 
A supervisor may suspend an employee immediately upon the occurrence or suspicion 
of gross misconduct or gross negligence to allow for the opportunity for investigation 
and review of the circumstances.  At the conclusion of the investigation or review, a   
determination will be made to uphold the suspension, reinstate employment or 
discharge the employee.                           
                                 



 

 

 

 

Policy # 1.10  Customer Service       Date Created: 4/1/12  
 
Approved by:  Les Paschall, CEO       
              
 
Because we realize that our customers are essential to the continuance of our business,    
CFG is committed to continually improving customer satisfaction.   
 
CUSTOMER RELATIONS 
Employees of CFG are expected to: 

• Treat customers, guests, clients, patients and co-workers with courtesy, respect 
and care 

• Respond quickly and appropriately to customer requests 
• Anticipate customer needs and initiate action to meet those needs 

 
SELF-MANAGEMENT   
Employees of CFG are expected to: 

• Present a positive image of CFG through professional appearance and behavior 
• Identify and seek opportunities for personal and professional growth 
• Carry out responsibilities in a timely fashion, requesting assistance if needed 
• Know, understand and abide by the policies and procedures dictated by CFG 

 
TEAMWORK 
Employees of CFG are expected to: 

• Work cooperatively within his/her own unit/department and with other 
units/departments 

• Willingly accept additional responsibility 
• Recognize and support the skills and qualities of others 
• Willingly exchange appropriate and professional information with co-workers 

 
COMMUNICATIONS 
Employees of CFG are expected to: 

• Listen to customer needs and respond in a courteous and tactful manner 
• Provide timely feedback to  customers in a clear and concise manner 
• Use professional judgment on a situation-by-situation basis in providing 

information, while remaining sensitive to individual and organizational concerns 
• Consistently ensure that information known about the customer/patient is kept 

private and confidential 
 



OWNERSHIP/ACCOUNTABILITY 
Employees of CFG are expected to: 

• Treat the property of customers and organizations  with care and respect 
• Demonstrate conservation and responsible use of resources 
• Contribute to the safety and security of  CFG and its various environments 

through responsible personal actions 
 
CONTINUOUS PERFORMANCE IMPROVEMENT 
Employees of CFG are expected to: 

• Effectively and efficiently fulfill responsibilities in order to achieve the greatest 
benefit and at an acceptable cost 

• Continually strive to suggest and implement ways that will improve personal, 
departmental and institutional goals 
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Policy # 2.1:   Pay Classifications       Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12 
              
 
CFG employs individuals in two capacities, depending upon position, status or amount 
of hours provided.  These capacities are categorized thus: 
 
(1) CONTRACTED EMPLOYEES 
 
Contracted Employees are employees who have entered into a contracted employment 
agreement.  These agreements typically contain language pertaining to, but not limited 
to: the term of the employment relationship, specific job duties and assignments and 
required notice of separation. 
 
(2) “AT WILL” EMPLOYEES     
 
All employees who have not entered into a contracted employment agreement are 
considered to be “At Will” employees.  As an “At Will” employee, either the company or 
the employee can terminate the employment relationship at any time, for any reason, 
with or without cause or notice. 
 
CFG also complies with the Fair Labor Standards Act (FLSA) in the classification of its 
employees as either one of the following:  
 
EXEMPT 
 
Exempt employees are not covered by the overtime provisions of the FLSA and are 
typically paid via salary, commission or fee for service. 
 
NON-EXEMPT                
 
Non-exempt employees are covered by the FLSA and are eligible for overtime by the 
overtime provision within the Act.  Non-exempt employees are paid hourly.  Any time 
worked over forty (40) hours per week will be paid at one-and-a-half (1.5) times the 
employee’s hourly rate.      



 

 

 

 

Policy # 2.2:    Pay and Work Schedules     Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12  
              
 
CFG’s standard work week consists of seven (7) consecutive days between 12:00 am 
Sunday and 11:59 pm the following Saturday. 
 
Because the CFG Health Network is comprised of multiple companies, a payroll is 
processed each week.  Employees are paid bi-weekly on a schedule assigned to the 
company for which they work.       
 
Because of the diverse nature of services that CFG provides, there is neither a standard 
work day nor a shift that is universally applied across the company.  Days, shifts and 
hours are determined by the needs of each program. 
 



 

 

 

 

Policy # 2.3:    Meal and Break Periods     Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12 
              
 
CFG encourages all employees to take the meal and rest periods to which they are 
entitled.  In general, employees who work more than six (6) consecutive hours per day 
are entitled to an unpaid thirty (30) minute meal period.   
 
Employees who are eligible for unpaid meal breaks must either have their meal break 
scheduled by their supervisor or must notify their supervisor when taking their meal 
break.    
 
If the institution/facility where the employee is assigned permits, the employee may 
either take his/her meal break on-site or off-site.  If the employee chooses to take 
his/her meal break on-site, no work of any kind may be performed during the break. 
 
If an emergency occurs and an employee is either forced to shorten his/her meal break 
or is unable to take a meal break at all, the employee must notify his/her supervisor via 
an Exception Report to ensure that he/she is paid for the missed meal break time. 
 
Employees are entitled to one (1) fifteen (15) minute paid break, when permitted, for 
every four (4) hours of time worked. 
 
At the manager’s discretion, the fifteen (15) minute paid breaks may be used to extend 
the employee’s meal break.  However, neither the fifteen (15) minute paid breaks nor 
the thirty (30) minute unpaid meal break may be used to shorten an employee’s 
scheduled work day.              
  
 



 

 

 

 

Policy # 2.4:    Timekeeping       Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12  
              
 
CFG is subject to various laws and regulations related to wages and hours.  To ensure 
that CFG remains compliant with these laws and regulations, all employees are 
responsible for accurately reporting the hours they have worked.  In facilities equipped 
with time clocks, all employees are required to “swipe in” and “swipe out.”  In facilities 
where time clocks are not yet available, it is the employee’s responsibility to complete a 
paper time sheet and submit it to his/her supervisor for approval and processing.   
  
Non-Exempt (hourly) employees are responsible for reporting the following: 
 

1. Any meal period where an employee was asked to work, either partially or in full 
2. Any Paid Time Off (PTO) taken  
3. Funeral/Bereavement Time 
4. Jury Duty 
5. Continuing Education (CME/CEU) Days 
6. All other regularly scheduled hours that the employee did not work due to 

lateness, early dismissal or unpaid absence 
 

Exempt (salaried) employees are responsible for reporting PTO taken, CME/CEU, jury 
duty, bereavement leave and administrative days. 
 
All time records are considered to be legal documents and must accurately reflect the 
hours worked by the employee.  ONLY THE EMPLOYEE MAY RECORD HIS/HER 
OWN TIME.  
  
 



 

 

 

 

Policy # 2.5:    Inclement Weather      Date Created: 4/1/12  
 
Approved by:  Les Paschall, CEO 
              
 
CFG provides comprehensive services to a diverse clientele and, as such, is a unique 
employer.  Many services provided require 24/7 staffing and so, to accommodate our 
clientele, CFG is always open; however, in the instance of a weather emergency that 
creates hazardous travel conditions, CFG may announce a delayed arrival time, an 
early dismissal time or remain open for the provision of “essential services” only. 
 
Decisions to implement this policy will be made by the Chief Executive Officer and/or 
the Chief Operating Officer only. The decision will be communicated to staff via their 
Program Director/Administrator.  As mentioned previously, due to the nature of the 
services that CFG provides, the entire organization will never close completely.  Certain 
necessary support services will be continued, regardless of an authorized closing.   
 
In all cases, employees must use their own discretion in determining personal safety 
when traveling in such instances. 
 
ESSENTIAL PERSONNEL 
 
Essential Personnel are defined as employees working in positions in 24/7 programs 
(including, but not limited to hospitals, residential treatment facilities and jails) that by 
the nature of the services provided or the contract that CFG holds with its client, must 
be staffed at all times. Employees in these positions are expected to follow their regular 
work schedules at all times. 
 
NON-ESSENTIAL PERSONNEL 
 
Non-Essential Personnel are defined as employees working in programs that, by the 
nature of the services provided or the contract that CFG holds with its client, are not 
required to remain open at all times.  Employees in these positions have the option to 
use Paid Time Off (PTO) for the delayed arrival, early dismissal or absence.  Non-
Essential Personnel also have the option to take the time as unpaid. 
 
 
 
 



IMPLEMENTATION 
 
CFG will announce via postings on the Kronos system, no sooner than four (4) hours 
prior to each shift whether this policy will be invoked for the shift. The announcement 
will indicate whether the policy is in effect for the whole State or just for the specific 
Counties listed.  Each shift for which the policy is invoked will be posted on Kronos as 
stated above.  Every shift will have its own notice when the policy is in effect.  An 
absence of any notice for a given shift means the policy is not in effect for that shift. 
(There are four (4) shifts for which this policy may be applied depending on the site: the 
shift that starts at 6 or 7am; the shift which starts at 2 or 3pm; the shift which starts at 6 
or 7pm; and the shift which starts at 10 or 11pm.) 
 
Any personnel designated as Essential who do not report to work as scheduled during 
times when, and in Counties where, this policy has been invoked will not be eligible to 
utilize PTO for the missed time.  Any missed time under these conditions will be treated 
as “Unpaid Leave”. 
 
In the event that this policy is invoked, AND the Governor has declared a “State of 
Emergency” which is in effect at the time that the policy is in effect,” the Essential 
Personnel affected by the Policy, (as defined above) will be receive a pay premium pay 
bonus of 10% for hours worked during the respective shift(s) for which the policy is in 
effect.1.   
 
EXCLUSIONS 
 
This policy will not apply in the following circumstances: 
 

1. If this occurs during an employee’s already scheduled and approved day off 
2. If an employee is on a leave of absence 
3. If the closing occurs on an employee’s first or last day of employment 

 
Note: 

1. When the policy is invoked it applies to the entire shift.  If the policy is invoked 
and a State of Emergency is in effect for any part of shift for which the policy was 
invoked, the premium pay bonus shall apply for the entire shift. 

  
 



 

 

 

 

Policy # 2.6:       Overtime       Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12  
              
 
CFG is in full compliance with the overtime provisions of the Fair Labor Standards Act 
(FLSA) which requires that Non-Exempt (hourly) employees receive 1.5 times their 
hourly rate for any time worked beyond forty (40) hours in a work week.  A work week is 
defined as extending from 12:00 am Sunday though 11:59 pm the following Saturday. 
 
Staffing should be planned so that most jobs require minimal overtime.  Other options 
should be considered when overtime occurs frequently.  Some alternatives include the 
use of per diem staff, the use of temporary (non-staffing agency) employees or a 
redistribution of the workload.  Overtime pay should not be used as a means to provide 
supplemental pay to an employee. 
 
All overtime must be approved in advance by an employee’s supervisor.  In the event 
that advance approval is not possible, an employee must notify his/her supervisor 
immediately after incurring overtime in order to justify the need. 
 
In the event an employee is required to work overtime, the supervisor must attempt to 
issue as much advance notice as possible.   
 
All employees working in a program/department must be given equal opportunity to 
work overtime and no Non-Exempt employee shall be required to work overtime unpaid.                      
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Policy # 3.1:    Holidays       Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12  
              
 
CFG observes six legal holidays per year. They are: 
 

• New Year’s Day 
• Memorial Day 
• Independence Day (4th of July) 
• Labor Day 
• Thanksgiving Day 
• Christmas Day 

 
If an actual holiday occurs on a Saturday, the holiday will be observed on the preceding 
Friday.  If an actual holiday occurs on a Sunday, the holiday will be observed on the 
Monday immediately following. 
 
Holiday time is not counted toward hours worked and will not be factored into overtime 
calculations. 
 
Because CFG operates on a 24/7 basis in many facilities, an employee may be required 
to work on an “actual” holiday, at the discretion of his/her supervisor.  In this case, all 
full-time, non-exempt (hourly) employees required to work will be compensated at a rate 
of 1.5 times their hourly wage and will be credited an additional day of PTO to be used 
at a later date. 
 
The following represent illustrations of this policy:      
 
FULL-TIME AND PART-TIME, BENEFITED EMPLOYEES    
 

• If an employee is scheduled to work on an observed holiday and scheduled off 
the “actual” holiday, the employee will receive regular pay for the observed 
holiday and will be credited with PTO hours to be used at a later date. 

• If an employee is scheduled off on an observed holiday and scheduled to work 
on the “actual” holiday, the employee will receive time and half pay for the 
“actual” holiday and will be credited with PTO hours to be used at a later date. 

 



• If an employee is scheduled to work both the observed and “actual” holiday, the 
employee will receive regular pay for the observed holiday, time and half pay for 
the “actual” holiday and will have one (1) day credited to his/her PTO hours, to be 
used at a later date. 

• If an employee is scheduled off both the observed and “actual” holidays, and the 
employee is still required to work a minimum of forty (40) hours that week, the 
employee will be credited with PTO hours to be used at a later date. 

• If an employee would normally be scheduled to work on the Friday before or the 
Monday after an “actual” holiday, but is not normally scheduled to work on the 
Saturday or Sunday on which the “actual” holiday falls, the employee would have 
the observed holiday off with pay unless required to work by his/her manager, in 
which case, the rules listed above would apply, as indicated. 
 

PER DIEM AND PART-TIME, NON-BENEFITED EMPLOYEES 
 

• Any per diem or part-time, non-benefited employee scheduled to work an “actual” 
holiday will receive time and a half pay.  

  



 

 

 

 

Policy # 3.2:     Paid Time Off (PTO)      Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12, 
                                                                10/1/14 
              
 
As a benefit to all full-time employees, as well as to those part-time employees who 
work a minimum of twenty-four (24) regularly scheduled weekly hours, CFG offers Paid 
Time Off (PTO), which is a combination of vacation, sick and personal time.   
 
PTO accrues on a bi-weekly basis and the total amount accrued is based on what was 
stated in the employee’s contract or letter of offer. 
 
PTO STANDARDS 
 

1. Eligible employees begin accruing PTO hours immediately upon beginning work, 
but cannot utilize PTO hours until the ninety (90) day introductory period has 
been satisfied. 

 
2. Scheduled PTO must be approved in advance by an employee’s supervisor.   

 
3. The following is a schedule of advance notice requirements for PTO requests in 

excess of one week:  
a. Clinical Support & Administrative Support Staff  - a minimum of two (2) 

weeks advance notice 
b. Clinical Professionals & Administrative Professionals  - a minimum of thirty 

(30) days advance notice 
c. Prescribers - a minimum of ninety (90) days advance notice 

 
4. PTO must be used in increments of at least thirty (30) minutes. 

 
5. PTO is paid at an employee’s base pay rate.  Shift differential, incentive pay, 

bonuses and any other compensation are not included in PTO calculations. 
 

6. PTO is not considered “hours worked” in calculating overtime.   
 

7. PTO may not be used for any portion of time related to an employee’s notice of 
resignation.   
 



8. Unused PTO will be paid to a separating/exiting employee under the following 
conditions: 

a. The employee has worked for CFG for a minimum of twelve (12) months; 
and 

b. the employee is separating voluntarily or was subject to a lay off; and 
c. the employee has provided sufficient advance notice.  Advance notice 

requirements are dependent upon position and are outlined below: 
i. Clerical Support & Administrative Support Staff – two (2) weeks’ 

notice 
ii. Clinical Professional & Administrative Professionals – four (4) 

weeks’ notice 
iii. Contracted Employees – as defined in the contract 

 
9. Depending on the employee’s position or job location, an employee may be 

required to arrange for coverage for his/her position while taking PTO.  
 

10. Up to forty (40) hours of PTO may be advanced to an employee at 
management’s discretion. 
 

PTO ACCRUAL 
 
PTO totals are established according to an employee’s classification, as specified in the 
employee’s offer letter or contract, which will list the amount of PTO days to which an 
eligible employee is entitled.  Bi-weekly accruals are based on the amount of weekly 
hours an employee has been hired to work.   
 
***PTO amounts are subject to change and, if changed, will be accompanied by a new, 
revised policy.   
 
Seniority and Additional PTO 
 
After five (5) years of continuous employment with CFG, employees will accrue and 
additional twenty-four (24) hours of PTO per year.  After ten (10) years of continuous 
employment with CFG, this additional PTO accrual will increase to forty (40) hours per 
year.      
 
PTO CARRY OVER AND EXTENDED LEAVE BANK 
 
Employees are permitted to “carry over” a maximum of eighty (80) hours of PTO per 
PTO Cycle (October 2nd through October 1st).  Any hours in excess of 80 hours will not 
transfer into the next year.    
 
Employees are responsible for monitoring the use of their PTO.  In the event that an 
employee has remaining unused PTO at the end of the annual cycle, hours in excess of 
80 will automatically transfer into an Extended Leave Bank, which can be accessed 
after three consecutive sick days with medical certification justifying the need for the 



absence. Extended Leave Bank hours are not compensable upon separation of 
employment.       
 
PTO “SELL-BACK” 
 
In positions designated as “backfill” positions***,  employees who are  unable to use all 
of their PTO due to operations, CFG will annually “buy back” any hours in excess of 80  
which remain at the end of the PTO cycle     
 
***”Backfilled” positions are defined by CFG’s contract with the client and are 
those positions that require replacement coverage during absences.  Please 
consult with your divisional manager to determine whether your position is 
considered “backfill 
 
“TRANSITION BANK ”  
 
CFG acknowledges that some employees may have accrued significant PTO hours 
over their years of service.  To accommodate those people, CFG will create a separate 
“Transition Bank” on September 30, 2014 where any hours in excess of 80 hours will be 
deposited. Employees will have until September 30, 2016 to deplete all of the hours in 
the “Transition/Bank”****.  Any remaining PTO hours in employees’ “Transition/ Bank” 
on October 1, 2016 will be converted to their Extended Leave Bank.  
 
****Transition Bank PTO is still subject to manager approval and may not exceed 
2 consecutive weeks per episode.        



 

 

 

 

Policy # 3.3:     Family and Medical Leaves of Absence   Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12  
              
 
CFG recognizes and supports the need for employees to balance their work and family 
life in times of need.  This is demonstrated by allowing eligible employees reasonable 
leave time for the birth/adoption/placement of a child and for attending to the serious 
health condition of an employee or the serious health condition of an employee’s 
immediate family member (spouse/civil union partner, parent or child). 
 
In compliance with state and federal laws, eligible employees may apply for unpaid, 
protected leave for a period of up to twelve (12) weeks. 
 
FAMILY AND MEDICAL LEAVE ACT OF 1993 (FMLA) 
 
An employee who has been employed with CFG for at least twelve (12) months and has 
worked a minimum of 1,250 hours in a twelve (12) month period is eligible to apply for 
an unpaid, protected leave of absence under the FMLA of up to twelve (12) weeks’ 
duration in a given twelve (12) month period under the following circumstances: 

1. The birth of a child, the adoption of a child or the foster care placement of a 
child 

2. The serious health condition of an employee’s immediate family member 
(Immediate family member is classified as a spouse/civil union partner, child or 
parent) 

3. An employee’s own serious health condition 
 
NEW JERSEY FAMILY LEAVE ACT (NJFLA) 
 
An employee who has been employed with CFG for at least twelve (12) months and has 
worked a minimum of 1,000 hours in a twelve (12) month period is eligible to apply for 
protected leave under the NJFLA for up to twelve (12) weeks in a given twenty-four (24) 
month period under the following circumstances: 

 
1. The birth of a child, the adoption of a child or the foster care placement of a 

child 
2. The serious health condition of an employee’s immediate family member 

(Immediate family member is classified as a spouse/civil union partner, child or 
parent) 



INTERMITTENT OR REDUCED SCHEDULE LEAVE 
 
Under certain circumstances, an employee may need to take leave under the 
FMLA/NJFLA intermittently or on a reduced schedule basis.  Intermittent or reduced 
schedule leave under the FMLA/NJFLA is taken in separate blocks of time, due to a 
single qualifying reason, as opposed to taking leave all at one time. 
 
CFG’S FMLA/NJFLA PRACTICES: 
 

1. If the leave is foreseeable, an employee is required to provide written notification 
of anticipated leave at least thirty (30) days in advance.  If this is not possible, the 
employee must provide as much advance notice as the situation allows. 

2. Human Resources will forward a packet of FMLA/NJFLA material to the 
employee.  This packet includes an employee application for leave, as well as 
certification that must be completed by the employee’s treating physician.  The 
completed forms must be returned to HR. 

3. Employees must use any available PTO hours before taking unpaid time. 
4. While on leave under the FMLA/NJFLA, an employee’s PTO accruals are 

suspended until his/her return. 
5. Health Insurance, Dental Insurance, Life Insurance, Long-Term Disability 

Insurance, as well as other supplemental benefits will remain active during an 
employee’s leave under the FMLA/NJFLA. 

a. While on leave of absence, employees remain responsible for the bi-
weekly contributions for their respective insurance premiums.  Failure to 
make these payments may result in termination of an employee’s benefits. 

6. All employees on leave for their own serious health condition must present a “fit 
for duty” physician’s certification prior to their return.  

7. CFG will make every attempt to restore an employee to the position that he/she 
vacated while on leave.  If this is not possible, the employee will be offered a 
similar position. 

8. An employee who does not return as scheduled at the end of an approved leave 
of absence is considered to have voluntarily resigned.  Evidence of other 
employment during an approved leave of absence will also be interpreted as an 
employee’s voluntary resignation.                   

 

 



 

 

 

  

Policy # 3.4:    Personal Leave of Absence      Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12  
              
 
For leaves of absence that do not qualify as protected under State and federal law or for 
employees that do not qualify for the provisions made under such State and federal 
laws, CFG offers an unpaid personal leave of absence for up to twenty-eight (28) days, 
with the following provisions: 
 

1. Request for such leave must be made, in writing, to the employee’s 
supervisor as soon as the employee is aware leave is needed. 

2. This leave of absence is subject to management approval. 
3. The employee must exhaust all PTO before taking any unpaid leave. 
4. The employee is still responsible for all contributions toward his/her 

benefits and must make arrangements for making payments promptly. 
5. Employees may only apply for one Personal Leave of Absence in a twelve 

(12) month period.   
6. In the event that CFG’s holding a position open presents an undue 

hardship for the company, CFG cannot guarantee reinstatement of 
employment.   

 



 

 

 

 

Policy # 3.5:    Military Leave       Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12  
              
 
CFG will comply with the Uniformed Services Employment and Reemployment Rights 
Act of 1994 (USERRA) and with all applicable local and State laws pertaining to military 
leave.  As these laws change, or as interpretations of the laws change, so shall the 
military leave benefits of CFG change accordingly.  No attempt is made in this policy to 
cover all possible situations and circumstances that may arise when an employee is 
ordered to active duty; therefore, as military leave situations arise, employees should 
consult their supervisor and/or Human Resources for current and complete details 
regarding their military leave rights. 
 
In accordance with the USERRA and with New Jersey State law, CFG employees who 
perform service in the uniformed services (defined under the USERRA as the Armed 
Forces; the Army National Guard and Air National Guard, when engaged in active duty 
for training, inactive duty training, or full time National Guard Duty; the commissioned 
corps of the Public Health Service; and any other category of persons designated by the 
President in time of war or national emergency) are entitled to a military leave of 
absence from their civilian positions, subject to the limitations and restrictions set forth 
by federal and State laws. 
 
GENERAL POLICIES 
 

1. The employee must notify his/her supervisor of the call to military service as 
soon as the employee receives the call to service, unless giving notice is 
impossible, unreasonable or precluded by military necessity.  A copy of the 
employee’s military orders is required, but may be presented at the end of 
leave, provided circumstances prevented the employee from presenting the 
orders in advance. 

2. A returning service member must provide advance notice to his/her 
supervisor regarding when they will be able to return to work. 

3. The USERRA places a five (5) year limit (with some exceptions) on the 
cumulative length of time that a person may voluntarily serve in the military 
and remain eligible for reemployment rights.  The USERRA reinstatement 
rights do not extend, however, to individuals that are employed for brief, non-
recurrent periods with no reasonable expectation that employment will 
continue indefinitely.   



 
4. If on military leave for ninety (90) days or less, eligible employees may be 

reinstated in their own position.  If on military leave for over ninety (90) days, 
eligible employees may be reinstated in their own position or a similar 
position of like seniority, status or pay.   

5. Upon returning from military leave, employees must comply with current 
provisions of the law, in regards to the time frames for notifying employers of 
a return to work.  

 
BENEFITS 
 

1. Time spent on military leave is unpaid.   
2. Employees on military leave are not required to use PTO, but are given the 

option to use PTO, if they so choose. 
3. Employees who take a military leave of absence will have the right to 

exercise benefits continuation via COBRA. 
4. CFG will comply with all regulations governing the Retirement Savings Plan 

and its provisions.  For vesting purposes, each period of military leave will be 
considered as plan service when the employee is reinstated. 

5. The provision of Life and Accidental Death and Dismemberment Insurance, 
Long-Term Disability Insurance and Supplemental Life Insurance benefits will 
be governed by the contracts in effect with the respective carriers, unless the 
contracts are in direct conflict with the USERRA. 

6. CFG will restore all benefits, based upon seniority, as if the employee had 
never taken military leave. 

7. For non-seniority based benefits, CFG will treat service members no less 
favorably than any other employee on a leave of absence for non-military 
related reasons. 

 
MILITARY CAREGIVER LEAVE 
 
Military caregiver leave provides up to twenty-six (26) weeks of unpaid leave to an 
employee in order to care for a family member (spouse/civil union partner, child, parent 
or next of kin) who was injured while serving on active duty.  Effective October 27, 2009, 
employees may also take military caregiver leave to care for veteran family members 
(spouse/civil union partner, child, parent or next of kin) who sustained a qualifying 
injury/illness in the five (5) years preceding the initial date of treatment, for which they 
are undergoing continued medical treatment, therapy or recuperation.  
 
QUALIFYING EXIGENCY LEAVE 
 
Qualifying Exigency Leave permits eligible employees who are family members 
(spouse/civil union partner, child or parent) of a reservist or active duty service member 
to take up to twelve (12) weeks of unpaid leave to address urgent, non-medical issues 
that may arise when said military member is deployed.  
 



Urgent needs under Qualifying Exigency Leave refer to a broad range of categories for 
which an employee can utilize the FMLA.  These include, but are not limited to: 
 

• Short notice deployment 
• Military events and related activities 
• Childcare and school activities 
• Financial and legal arrangements 
• Non-medical counseling 
• Rest and recuperation 
• Post-deployment activities 
• Additional activities agreed to by the employer and employee   

 

 
  
 



 

 

 

 

Policy # 3.6:    Bereavement Leave      Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12  
              
 
In the unfortunate event of a family member’s death, CFG will provide time for a staff 
member to grieve and attend funeral services. 
 
Should a death occur in a full-time or part-time benefited employee’s immediate family, 
the employee will be granted three (3) days of paid bereavement time. Immediate family 
is defined as a: 

•  Spouse 
•  Child 
•  Parent 
•  Sibling 
•  Grandparent 
•  Grandchild 
•  Mother-in-law/Father-in-law 
•  Son-in-law/Daughter-in-law  
•  Brother-in-law/Sister-in-law 
•  Relative permanently residing with the employee 

 
Should a death occur in a full-time or part-time benefited employee’s non-immediate 
family, the employee will be granted one (1) day of paid bereavement time. Non-
immediate family is defined as a/an: 

•  Aunt/Uncle 
•  Niece/Nephew 
•  Cousin  

 
In these difficult times, additional days may be needed, depending upon circumstances.  
In this situation, or if the decedent is not an immediate or close relative as defined in this 
policy, employees must request Paid Time-Off (PTO). 
 
Bereavement leave does not count toward hours worked in overtime calculations nor 
will it count against an employee’s attendance under the “points” system nor will it bar 
an employee from achieving perfect attendance.      
 

• Employees may be required to submit documentation (obituary, death 
certificate, etc.) substantiate.    



 

 

 

 

Policy # 3.7:    Jury Duty       Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12  
              
 
CFG encourages all employees to perform their civic duty when called to jury service.  
Any employee who is called to serve as a juror must notify his/her supervisor 
immediately upon receiving jury duty notice and must provide a copy of the summons to 
the supervisor.  Employees are also responsible for submitting documentation from the 
Court to their supervisor as proof of daily service. 
 
An employee will be paid his/her normal rate of pay for a jury duty related absence for 
up to thirty (30) days.      
 

 
  
 



 

 

 

 

Policy # 3.8:    Health and Dental Insurance    Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO    Date Revised: 4/1/12,       

11/1/13, 1/1/14  
              
 
All full-time employees who have surpassed their sixty (60) day introductory period and 
are regularly scheduled to work at least thirty (30) hours per week are eligible to enroll 
in CFG’s group health and dental insurances. Employees and their dependents can 
participate in one or both benefits; the policies are not mutually exclusive.  The levels of 
coverage available are: 
 

• Employee Only 
• Employee + Child 
• Employee + Children 
• Employee + Spouse 
• Family 

 
Information, including booklets, literature and enrollment forms, will be mailed to eligible 
employees’ homes.   Both CFG and the employee are responsible for contributing to the 
monthly insurance premiums.  Employees’ contributions are made via pre-tax, bi-
weekly, set payroll deductions. 
 
IMPORTANT NOTE: Employees become eligible for CFG’s group health and dental 
insurances on the first of the month following sixty (60) days of their date of hire.  CFG 
management reserves the right to waive this requirement. 
 
Applications for enrollment must be received by the Human Resources Department for 
processing at least thirty (30) days prior to an employee’s becoming eligible for benefits.   
Late enrollment applications may be subject to limitations and restrictions for up to 
eighteen (18) months. 
 
Employees must enroll within thirty (30) days of benefits eligibility, at Open Enrollment 
or via a “Qualifying Life Event,” examples of which include marriage or loss of current 
benefits.  Employees may enroll dependents upon thirty (30) days of benefits eligibility, 
Open Enrollment and the aforementioned Qualifying Life Events, which in this case, 
includes the dependent’s birth.     
 



If an employee transfers from non-benefited status to eligible for benefits status more 
than once in a calendar year, at the time of second status change the employee will 
only be able to enroll during Open Enrollment or upon the occurrence of a Qualifying 
Event. 
 
COBRA 
 
Exiting employees enrolled in CFG’s group health and dental insurances or current 
employees who are no longer benefits eligible are provided the option to remain 
covered on these plans for an extended period of time, in compliance with the 
Consolidated Omnibus Budget Reconciliation Act (COBRA).  Under COBRA, 
employees are responsible for paying 100% of their monthly insurance premiums.        
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Policy # 3.12:   Workers’ Compensation     Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12  
              
 
CFG pays all premiums for insurance to protect employees from medical expenses and 
lost income resulting from any work related injuries or illnesses.  The benefits provided 
are determined by and in accordance with the laws of the state in which the employee 
works. 
 
Employees must immediately report all injuries, regardless of how minor, to their 
supervisor via an Incident Report.  Failure to properly report could adversely affect the 
employee’s eligibility for workers’ compensation benefits, since various state laws may 
require reporting within certain time limits.     
 
Workers’ Compensation will cover the cost of reasonable medical expenses and will 
also compensate an employee a portion of his/her regular income for any lost time. 
 
Various states have waiting periods prior to receiving any compensation for lost income.  
New Jersey requires a ten (10) day waiting period; however, if lost time extends beyond 
seven (7) days, wage compensation will automatically be paid from the first day lost.    

 
 

 



 

 

 

 

Policy # 3.13:   Employee Retirement Plans     Date Created:  5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12 
              
 
Retirement years are enjoyed most when an individual has adequately planned and 
prepared for them.  To assist employees in planning for their retirement, CFG offers the 
following:  
 
401(K) PLAN 
 
All full-time and part-time employees are eligible to participate in CFG’s 401(k) 
Retirement Plan, funded via pre-tax employee contributions deducted from an 
employee’s bi-weekly pay. CFG also may contribute via discretionary employer 
matching contributions.    
 
CFG’s 401(k) plan is considered an “automatic enrollment/opt-out plan.”  A percentage 
of an employee’s pre-tax income is automatically deducted from his/her pay and 
invested into his/her 401(k) plan.  Should an employee decide that he/she does not wish 
to participate, he/she must complete a waiver indicating that he/she chooses to “opt-
out.”   Any employee that chooses to “opt-out” may only enroll/re-enroll during a period 
of Open Enrollment. 
 
Participants are automatically entitled to 100% of their own contributions and the 
monies earned from them; however, to be fully vested (completely entitled to all pension 
plan benefits – including those contributions CFG has made to an employee’s 
retirement plan), an employee must remain employed with CFG for a period of three (3) 
years. 
 
IRA  
 
Per Diem employees are able to contribute to their retirement by enrolling in a CFG-
sponsored IRA account that is funded by post-tax employee contributions deducted 
from pay. 
 
Information on both plans will be included in employees’ new hire packets which are 
mailed to new employees’ homes.   Employees must complete and return the 
enrollment forms prior to their benefit eligibility date; otherwise, they will need to wait 
until a period of Open Enrollment in order to participate.        



 

 

 

 

Policy # 3.14:  Additional Voluntary Benefits     Date Created:  5/2/02  
   
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12  
              
 
CFG wishes to offer its full-time and part time-employees a diverse menu of voluntary 
benefits from which they can choose.   Information on each benefit is contained in the 
new hire packet mailed to employees’ homes and is also available by contacting CFG’s 
Human Resources Department at 856.797.4751. 
 
Since CFG reviews voluntary benefits on a continual basis, it feels would interest 
employees, the benefits offered may change.  Examples of benefits offered may 
include, but are not limited to: 
 

• Supplemental Life Insurance:  This offers full time employees the opportunity 
to purchase additional life insurance in excess of the amount provided by 
CFG.   

• Flexible Spending Accounts (FSA): Flexible Spending Accounts allow full time 
employees to pay for certain eligible healthcare and/or dependent care 
expenses via pre-tax dollars.   Employees fund the account(s) with pre-tax 
payroll deductions and then get reimbursed for covered expenses.  Enrollment 
in the FSA program may only occur at time of benefit eligibility or during Open 
Enrollment. 

• Colonial Life:  CFG offers a variety of benefit options through Colonial Life.  
Plans available through this vendor are offered at an employee’s time of 
benefit eligibility and during Open Enrollment. Participation is open to full-time 
and part-time, regularly-scheduled employees (per diem employees are not 
eligible to participate).  

• CollegeBoundfund:  This program allows employees to invest post-tax monies 
taken through payroll deductions for an employee’s personal college 
education or for the college education of their dependents. 

• Pre-Paid Legal Insurance:  This benefit allows employees to pre-pay for future 
or anticipated legal expenses via post-tax payroll deductions.  Examples of 
legal services covered under pre-paid legal insurance include, but are not 
limited to: telephone advice; face-to-face consultations; legal letters and 
phone calls; simple wills, living wills and medical powers of attorney; identity 
theft prevention and assistance; and consumer protection and warranty 
assistance. Participation is open to full-time and part-time, regularly-scheduled 
employees (per diem employees are not eligible to participate).  



 
• Credit Union:  Open to all employees, services offered through the credit 

union include: savings accounts, checking accounts, ATM/debit cards, credit 
cards, auto loans, mortgages, home equity loans, etc.                
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fiscal year and when funds are depleted the application process is 
discontinued for that fiscal year)  

5. CFG has the right to verify all of the information you provide on the Tuition 
Reimbursement application. If you falsify information on the application, you may 
be subject to disciplinary action and up and including termination, disqualification 
from the plan and repayment of any previous reimbursements made under the 
plan under false pretenses. 

6. Upon completion of the semester, the employee must submit proof of payment 
along with final grades/transcripts to Human Resources.  Reimbursement rates 
are as follows: 

 $1,500  per course up to $3k per semester for full time employees; 
 $750 per course up to $1500 per year for part time eligible employees; 
 No reimbursement for a grade below a “C”; 
 Maximum reimbursement of $3k per calendar year per employee. 

 
The amount of benefit available is determined on a per course basis and 
includes the cost of tuition. Benefits are determined on a calendar year. The 
plan does not reimbursement for textbooks, registration, supplies, equipment 
or other fees, meals, lodging, transportation. 
 

 
7. Employees participating in this program must agree to remain with CFG for a 

period not less than six (6) months after they have received their most recent 
reimbursement. 

8. Committee will meet on a monthly basis, the first Thursday during the first full 
week of every month. Decisions will be made by the end of that week. 
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Policy # 4.1:     Confidentiality      Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12  
              
 
CFG recognizes that its employees are exposed to information that must be held in the 
strictest of confidence.  In addition to remaining compliant with various local, state and 
federal laws including the Health Insurance Portability and Accountability Act (HIPAA), 
which protects patient health information, CFG’s employees must also keep confidential 
other information including, but not limited to: 
 

• Operations information 
• Trade secrets  
• Company and customer financial information 
• Customers’ personal information 
• Employees’ contact information 
• Personnel records 
• Performance evaluations 
• Benefits and compensation 
• Contracts 
• Information regarding clinicians’ appointments, credentialing and privileging 
• Protected Health Information (PHI) of past, present and future patients 
• Information about litigations, litigation strategies and/or past or potential 

settlements    
 

Any unauthorized disclosure or dissemination of confidential information may result in 
disciplinary action, up to and including discharge.   
 



 

 

 

 

Policy # 4.2:     Identification       Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12 
              
 
Identification badges are provided to all employees working in facilities that require 
them.  If an employee works in an environment where badges must be displayed, then 
badges must be worn at all times.   
 
CFG will comply with any facility or institutional policy governing how the badges must 
be worn and will also comply with customer policies regarding the replacement of lost 
badges.                
 



 

 

 

 

Policy # 4.3:     Employee Information     Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12  
              
 
An employee’s personal demographic information is initially gathered and entered into 
the payroll system via an employee’s completion of those forms found in CFG’s new 
hire packet (application, W-4, I-9, Employee Information Sheet and Direct Deposit 
Authorization).  In the event that an employee changes his/her name, marital status, 
address, telephone number, tax information, direct deposit, etc., it is the employee’s 
responsibility to notify Human Resources and/or the Payroll Department.    
 
All changes to an employee’s demographic information can be made by the employee 
via CFG’s integrated payroll system.  In the event that the employee cannot access 
CFG’s payroll system to make a change, he/she may submit a request via completion of 
the aforementioned forms and submit them to Human Resources or the Payroll 
Department to complete the change(s).  
 



 

 

 

 

Policy # 4.4:    Drug Free Workplace        Date Created: 5/1/02  
 
Approved by:  Les Paschall, CEO       Date Revised: 4/1/12 
              
 
CFG will provide a safe, drug-free environment for our clients and our employees.  In 
doing so, CFG explicitly prohibits: 

 
1. the use, possession, manufacturing, solicitation or sale of narcotics or other 

illegal drugs, alcohol, or prescription medication without a prescription on 
CFG or customer premises or while performing an assignment; 

2. being impaired or under the influence of legal or illegal drugs or alcohol away 
from CFG or customer premises, if such impairment or influence adversely 
affects the employee’s work performance, the safety of the employee or of 
others, or puts CFG’s reputation or operations at risk; 

3. the presence of any detectable amount of prohibited substances (illegal 
drugs, alcohol or prescription drugs not taken in accordance with a 
prescription issued to the employee) in the employee’s system while at work 
or while conducting company business.       

   
CFG will conduct drug testing under the following circumstances: 

 
• RANDOM TESTING:  CFG reserves the right to institute a random drug-

testing policy at any time. 
• FOR CAUSE TESTING: CFG reserves the right to request an employee to 

submit to a drug or alcohol test any time there is reason to believe that the 
employee may be under the influence of drugs or alcohol including, but not 
limited to, the following circumstances:  evidence of drugs or alcohol on or 
about the employee’s person or in the employee’s vicinity; unusual conduct 
on the employee’s part that suggests impairment or the influence of drugs 
and/or alcohol; negative performance patterns. 

• POST-ACCIDENT TESTING:  Any employee involved in or contributing to an 
on-the-job accident or injury where circumstances suggest the possible use or 
influence of drugs or alcohol may be asked to submit to a drug and/or alcohol 
test.  

 
Employees will be subject to disciplinary action, up to and including termination, for 
violations or non-compliance of this policy.       
 



Many licensing boards and credentialing institutions require that positive test results of 
licensed and/or credentialed staff be reported to them.  CFG will cooperate fully with 
any of these requirements.       
 
CFG employees may also be required to abide by the substance abuse testing 
policies of the facilities/institutions in which the programs they are a part of are 
located.  CFG will act in full compliance with these policies.   
 



 

 

 

 

Policy # 4.5:     No Smoking       Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12 
              
 
In an effort to reduce and/or eliminate exposure to second-hand smoke, CFG is 
dedicated to maintaining a “smoke-free” environment for all employees, clients and 
patients.  
 
Smoking may not occur inside any CFG or client facility and may only occur outdoors in 
appropriate, designated areas.  In addition, employees are required to dispose of their 
smoking materials in appropriate receptacles. 
 
Patients and visitors who violate the no-smoking policy should be reminded that CFG is 
a “smoke-free” environment and will be asked to comply with CFG policy by 
extinguishing their smoking product.  If a patient or visitor refuses to comply with the 
policy, he/she will be asked to leave the premises. 
 
Any employee who violates the non-smoking policy should be reminded of company 
policy and asked to comply by extinguishing their smoking product.  If an employee 
refuses to comply with policy, the employee may be subjected to disciplinary action, up 
to and including discharge. 
 



 

 

 

 

Policy # 4.6:  Appearance and Conduct    Date Created: 5/1/02  
 
Approved by:  Les Paschall, CEO     Date Revised:  7/1/07, 4/1/12 
              
 
The appearance of all CFG employees affects how our patients and customers view the 
company.  Professional dress is as important as professional manner, and 
demonstrates CFG’s respect for our patients and customers.  Employees are expected 
to come to work appropriately dressed and well-groomed (neat and clean).  Clothing 
should be representative of position; this includes professional uniforms and/or 
department-identifying clothing.  CFG maintains the right to establish and enforce 
acceptable standards of dress and grooming.  
 
We recognize that most employees will dress according to accepted standards of 
modesty, dignity and taste; however, apparel must be clean, fit properly and not be of 
extreme design or fashion.   Examples of inappropriate attire include, but are not limited 
to: 

• Shorts 
• Jeans 
• Sweat suits or sweat pants 
• T-shirts (with or without writing) 
• Athletic jerseys 
• Tank tops 
• Halter tops 
• “Low-rise” pants 
• Low-cut shirts or midriff-exposing shirts   
• “Spaghetti Strap” Dresses or Shirts 
• Hats or caps 

 
Footwear must be clean, safe and appropriate for the individual’s work assignment.   
Athletic shoes are discouraged, but may be acceptable in certain instances, as 
referenced in a particular position’s job description. 
 
Employees should avoid extremes in hairstyle, cosmetics, jewelry, piercings and body 
art.  Employees with excessive or extreme jewelry or piercings may be required to 
remove the excessive or extreme item(s) and visible tattoos/body art may need to be 
covered. 
    
It is a manager’s discretion to grant exceptions to the dress code based on specific job 



duties being performed.  Exceptions will be considered on a case-by-case basis.   
 
Employees not in compliance with the dress code may be sent home to correct the 
violation.  Repeated violations may be subject to disciplinary action. 
 
A more detailed application of these guidelines may be made available to employees by 
their administrators.  In all cases, these general guidelines must be observed. 
 
Depending upon an assignment, there may be additional attire restrictions. 
 
Exceptions may be made for religious or medical reasons.  In the event that an 
accommodation needs to be made, approval must be obtained from an 
employee’s immediate supervisor.      
 

  



 

 

 

 

 
Policy # 4.7:   Attendance and Reporting for Work     Date Created: 5/1/02  
 
Approved by:  Al Campana, Chief Operating Officer               Dates Revised:    
                                                                                                           11/16/09, 4/1/12 
              
 
It is the policy of CFG to establish reasonable and necessary controls to ensure 
adequate employee attendance in order to meet business and production needs.  It is 
expected that employees will report for duty as assigned.  Chronic tardiness and 
excessive unscheduled absences have a negative effect on CFG’s clients, patients, 
other employees and on the services provided. 
 
UNSCHEDULED ABSENCE 
 
If an employee is unable to report for duty as assigned, it is the employee’s 
responsibility to contact his/her supervisor prior to the start of the employee’s 
scheduled shift, in order to issue notice and provide explanation. 
 
If the unscheduled absence is for more than one (1) shift, it is the employee’s 
responsibility to contact his/her supervisor prior to each shift.  After three (3) 
consecutive days of absenteeism, a medical note will be required upon the employee’s 
return to work.      
 
ATTENDANCE AND PUNCTUALITY 
 
While it is the expectation that all employees report for work as scheduled, CFG realizes 
that certain circumstances beyond an employee’s control may necessitate occasional 
absences; however, it should be duly noted that excessive, unscheduled absences 
have a negative effect on CFG’s business, patients, clients and the co-workers of the 
absent employee. 
 
To reduce the amount of unscheduled absences, CFG has adopted an “Attendance 
Point System” that allows employees the opportunity to monitor their own attendance 
and punctuality.  Supervisors will also track employees’ attendance and punctuality to 
determine if this is an area where an employee is in need of improvement. 



ATTENDANCE POINT SYSTEM 
 

o Unscheduled Absences = one (1) point per occurrence 
• An occurrence of unscheduled absence is defined as a period 

during which an employee “calls out.” This can be one day or 
several consecutive days. 

o Failure to clock in/out = half (½) point per occurrence 
• If an employee forgets or misplaces his/her swipe card, it is the 

employee’s responsibility to report to his/her supervisor 
immediately to complete an Exception Report.   

o Reporting late/leaving early = half (½) point per occurrence 
o Unscheduled absence after all PTO has been exhausted = five (5) points 

 
An employee with a combination of attendance and/or punctuality problems that 
exceeds the maximum allowable point total will be subject to disciplinary action1 as 
outlined below: 
 

# of Points Disciplinary Action 
3     Verbal Counseling 
5     Written Warning 
7     Final Written Warning 
9     Dismissal2 

          
These points will be tracked cumulatively and will purge at a rate of one (1) point per 
month, if no additional points have been accrued.       
 
In the event that an employee has reached a certain level of discipline three (3) times in 
a six (6) month period, the total number of points will be automatically increased to the 
amount necessary to receive the next level of discipline.       
 
PROBATIONARY EMPLOYEES 
 
Employees that accrue three (3) points during their 90 day introductory period may be 
subject to immediate dismissal.  
 
Notes:  

1. Under certain circumstances, an employee who experiences a significant, ongoing 
medical illness can apply for an exemption from the disciplinary process.  The 
employee must submit a signed statement from their physician indicating that a 
significant illness exists.  The statement must also include a physician’s best 
judgment about the likely duration of illness and how often the symptoms may 
lead to unscheduled absences in the future.  Any exemption issued would be 
based upon several factors, including: 
• The nature of an employee’s illness (e.g., symptoms are sporadic and 

unpredictable and, therefore, may necessitate an employee’s lateness or 
absence) 



• CFG Management’s determination that the frequency of future unscheduled 
absences and/or lateness’s would not subject either CFG or the employee’s 
department to undue hardship  

• A physician’s determination that an employee’s medical condition is of 
indefinite duration 

 
It is understood that, in some circumstances, it may be difficult for a physician to 
make predictions regarding the anticipated duration of an illness and/or the 
likelihood of future unscheduled absences; however, since this information would 
be taken into consideration by corporate management to determine whether an 
employee should be exempted from the Attendance Point System, the more 
specific the information, the greater the likelihood that a plan could be worked out 
that would allow the employee to remain on active status.   
 
CFG will do everything it can to support employees with significant illnesses to 
remain actively employed, within reasonable business standards.  If it is decided, 
in any given circumstance, that the employee cannot be exempted from the 
Attendance and Reporting for Work policy/Attendance Point System, the 
employee will always have the option of taking medical leave.3 

 
If an exemption to the policy is granted, but the frequency of unscheduled 
absences exceeds acceptable parameters, the exemption can be revoked.  In that 
circumstance, the employee would be informed that their unscheduled absences 
will no longer be exempted from the disciplinary process.  Once the employee is 
informed, in writing, of the revocation of the exemption, points for all future 
violations of the attendance policy would be assessed. 

2. All decisions regarding employment status are reviewed and approved by 
corporate management. 

3. The application of this policy shall in no way deprive any employee of rights as 
provided in the Family and Medical Leave Act (FMLA) and/or New Jersey Family 
Leave Act (NJFLA).    

 
PERFECT ATTENDANCE INCENTIVE BONUS***** 
 
To reduce the excessiveness of unscheduled absences, CFG has implemented an 
incentive plan where employees are rewarded for perfect attendance. 
 
In January and July of each year, employees who have had no unscheduled absences 
in the prior six (6) months will be eligible for a bonus of $250 (with a yearly maximum of 
$500) or a PTO bonus of eight (8) hours (with a yearly maximum of sixteen [16] hours).   
The Employee must simply complete the CFG Perfect Attendance Incentive Form and 
forward it to his/her supervisor for approval to submit to Human Resources.        
 
*****Employees who are eligible for other attendance bonus initiative are not eligible for 
this plan as the existing plans to which these employees are eligible supersede this 
program.     



 

 

 

 

Policy # 4.8:     Safety        Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12  
              
 
One of CFG’s primary concerns is the safety and well-being of its employees and 
patients.  Efforts are constantly being taken to ensure accident prevention methods are 
examined, evaluated and implemented in each of CFG’s locations and in each of CFG’s 
client’s facilities. 
 
Employees can avoid potential accidents by not operating malfunctioning equipment, 
using all equipment only in the correct and appropriate manner indicated, not lifting or 
moving extremely heavy objects without assistance, and by keeping work stations clean 
and clutter-free. 
 
Employees can also be proactive in avoiding injury by immediately alerting their 
supervisor of the following:  faulty equipment; wet floors; visible damage to sidewalks, 
curbs, parking areas and facilities; and any unsafe working conditions.      
 
All accidents and/or injuries must be reported to an employee’s supervisor immediately.  
An Incident Report must be completed by the employee, signed by his/her supervisor 
and forwarded to Human Resources for documentation and initiation of a Workers’ 
Compensation Claim (if applicable). 
 
Failure to comply with the safety rules, regulations and procedures of CFG and/or the 
institution/facility in which an employee works is subject to disciplinary action, up to and 
including discharge.    
 

 



 

 

 

 

Policy # 4.9:     Solicitation       Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12 
              
 
To avoid disruption of business operations and patient care, the following rules apply to 
the solicitation and distribution of literature and other materials at the workplace: 
 

• Persons not employed by CFG or not doing business on behalf of CFG may not 
solicit or distribute literature or other materials on CFG premises or client 
locations without the prior approval of Management.  Depending on the location, 
CFG-approved solicitors may require additional approval or security clearance 
from CFG’s client(s). 

• The solicitation of co-workers, patients, clients, guests or visitors and the 
distribution of material to co-workers, patients, clients, guests or visitors by CFG 
employees are strictly prohibited in immediate patient care areas and are limited 
only to break rooms, employee lounges or off-site spaces. 
 

Employees may not solicit or distribute literature during work time for any purpose.  
“Work time” does not include break time or meal time, but does include the time in 
which both the solicitor/distributor and the solicitee/distributee are focused upon work.    



 

 

 

 

Policy # 4.10:   Ethics and Business Conduct    Date Created: 5/2/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12  
              
 
CFG is committed to conducting all of its affairs and activities ethically, morally and 
legally and CFG expects all of its employees, vendors, interns and volunteers to 
conduct themselves using the highest standards of ethics.   As such, CFG encourages 
its employees, vendors, interns and volunteers to: 
 

• consistently promote ethical behavior in the workplace 
• treat all employees, vendors, customers, patients, etc., with courtesy, 

professionalism and respect 
• ensure that all work information is accurate, objective, relevant, timely and 

understandable 
• comply with all local, State and federal laws and regulations 
• maintain the confidentiality of all entrusted information 
• prevent, detect and report fraud 
• immediately notify a supervisor, management or Human Resources of any 

conflicts of interest 
• properly use company and customer assets and property 

 
REPORTING ETHICS VIOLATIONS  
 
If an employee has discovered an ethics violation, he/she is obligated to immediately 
notify his/her supervisor.  If this is not possible, the employee may take the next step in 
the chain of command or may contact Human Resources at 856.797.4754 or 
856.797.4751.  If the employee is uncomfortable speaking to any of these individuals, 
he/she can fax confidential correspondence to 856.797.4788 or mail confidential 
correspondence to: 
 
  CFG Health Network 
  Attn:  Human Resources 
  765 Route 70 East, Building A 

Marlton, NJ  08053 
           

 



 

 

 

 

Policy # 4.11:   Social Media      Date Created: 4/1/12  
 
Approved by:  Les Paschall, CEO 
              
 
CFG believes that social media, used in an ethical and responsible manner, can prove 
to be an asset to the organization; however, improper and irresponsible use of social 
media can cause irreparable damage.   To ensure proper and responsible use of social 
media, CFG requires that all communications posted by its employees and/or 
volunteers on behalf of the organization or any of the organization’s clients must be in 
compliance with CFG’s Employee Handbook, as well as with the policies and standards 
of CFG’s clients.  Policies and standards include, but are not limited to: Anti-
Harassment, Anti-Discrimination, Confidentiality and HIPAA regulations.   Employees 
and/or volunteers on behalf of the organization or any of the organization’s clients may 
not use or post copyrighted material, trademarked material, business or trade secrets, 
proprietary information and/or information related to CFG’s business operations.   
 
GENERAL GUIDELINES: 
 

1. Communications via social media or on-line communities should NEVER contain 
information that identifies a patient’s identity or health condition. 

2. Employees may not disclose any confidential, proprietary or trade secret 
information belonging to CFG or CFG’s clients. 

3. Employees may not state or imply that the views and opinions expressed by 
them are those of CFG or CFG’s clients. 

4. Individuals may be held personally liable for defamatory, proprietary or libelous 
commentary. 

5. Unless given specific permission by his or her manager, an employee may not 
engage in using social media during work hours.        

 
 
NOTE – This policy applies to employees using social media during work or while 
using CFG property, when the employee’s affiliation with CFG is identified or 
known.  It does not apply to content that is non-healthcare related or is otherwise 
unrelated to CFG.           



 

 

 

 

Policy # 4.12:   Clinical Supervision      Date Created: 4/1/12  
 
Approved by:  Les Paschall, CEO  
              
 
In its efforts to foster professional growth and development, CFG will offer and/or 
support, when available, the clinical supervision of its employees for licensure, 
certification, registration or other means of clinical advancement. 
 
In addition to the supervision arrangement being acceptable to both the supervisor and 
the supervisee, it must be conducted in keeping with the guidelines and stipulations set 
forth by the licensing body of the discipline in question. To ensure this, the supervisor 
and supervisee must enter into a formal agreement that is endorsed by CFG’s Human 
Resources Department and is in complete accordance with the requirements of the 
applicable discipline.  
 
Guidelines 
 

1. Before any supervision arrangement can be entered into, the employee 
providing supervision must submit proof to the Human Resources Department 
that he/she is able to provide clinical supervision under all current, applicable 
rules, regulations and standards of the board governing the license that the 
supervisee is in the process of obtaining.        

2. A draft of a formal supervision agreement must be submitted to the Human 
Resources Department for review.  If the agreement is deemed to be in 
compliance with the requirements of the applicable discipline, the HR Director or 
designee will approve the agreement and return it to the supervisor and 
supervisee for signature.  Each party will retain a copy of the executed 
agreement and a copy will be placed in the supervisee’s personnel file.  

3. Unless the clinical supervision is provided by the supervisee’s administrative 
supervisor and pertains to work done within the supervisee’s regular job duties, 
clinical supervision may not be provided during work hours. 

• Unless the clinical supervision is provided by the supervisee’s 
administrative supervisor or his/her designee within the department and 
pertains to work done within the supervisee’s regular job duties, the 
clinical supervisor may charge a fee for providing clinical supervision.  Any 
fees collected will be decided upon by the supervisor and supervisee and 
will not involve CFG’s payroll processes, taxes, insurance or any other 
aspect of CFG’s business operations.     
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Policy # 5.1  Institutional Policies       Date Created: 5/1/02  
 
Approved by:  Les Paschall, CEO       Date Revised: 4/1/12  
              
 
To ensure the safety of its employees, patients and clients, CFG has developed 
policies, procedures, rules and regulations; however, many of CFG’s clients have their 
own policies, procedures, rules and regulations that are separate from those of CFG.  
CFG is fully committed to complying with the institutional policies of its clients. In the 
event that a CFG policy contradicts a client’s policy, CFG employees are asked to 
consult with their Program Director or Administrator for further clarification.  
 
It is the employee’s responsibility to familiarize himself/herself with a client’s policies, 
procedures, rules and regulations.  If unable to locate them, CFG employees are 
instructed to notify their Program Director or Administrator to obtain a copy for them. 
 
Failure to comply with a client’s policies, procedures, rules and regulations may result in 
disciplinary action, loss of an employee’s security clearance and/or discharge.                 



 

 

 

 

Policy # 5.2:    Security Standards         Date Created: 5/1/02  
 
Approved by:  Les Paschall, CEO       Date Revised: 4/1/12 
              
 
Due to the nature of the services provided by CFG, security standards have been 
established to provide employees with direction and to assist in the promotion and 
maintenance of a safe and secure environment for all employees, clients, vendors and 
patients. 
 
It should be noted that these standards are not considered all-inclusive and may be 
supplemented with or superseded by the standards of CFG’s clients. 
 
While reporting for duty or while on duty, no employee shall:     
 

1. be under the influence of an intoxicant.  This includes alcohol, drugs and 
prescription drugs that may impair an employee’s ability to perform the essential 
functions of his/her job. 

2. bring to the institution/facility any prescribed medication without prior approval 
from the client (if applicable to the client’s policy).    

3. bring to the workplace any prescribed medication in excess of the amount to be 
taken during the course of the employee’s shift as indicated on the prescription 
label.  All prescribed medication must be kept in its original container with the 
prescription label attached.    

4. bring into the workplace any item or article deemed to be contraband or regarded 
as unauthorized by the policies, procedures, rules and regulations of CFG and/or 
its client. 

5. bring to the workplace any weapon or item that can be wielded as a weapon. 
6. report to work in clothing that is inappropriate or not in compliance with the dress 

code of CFG and/or its client. 
7. fraternize with patients.  Fraternization includes, but is not limited to, establishing 

a personal relationship, sharing personal information (such as contact 
information), phone calls, correspondence and/or e-mail outside of the scope of 
work. 

8. use profane or abusive language. 
9. physically, mentally or emotionally abuse patients, clients or co-workers. Any 

physical contact with a patient must be considered clinically necessary and must 
be consistent with CFG training.    



10. trade, barter, accept a gift from or present a gift to a client, a client’s family or any 
other person acting on behalf of a client. 

11. provide legal advice to a client. 
12. possess keys to an institution/facility or areas within the institution/facility without 

proper prior authorization or clearance. 
13. misuse company or client property.  This includes, but is not limited to, 

computers, e-mail, furniture, vehicles and supplies.    
14. ignore or commit infractions of institutional rules and regulations.  Employees are 

expected to complete a verbal or written report regarding witnessing or otherwise 
being privy to any violations or infractions committed by a patient, employee or 
client. 

15. refuse to submit to a personal security search, when requested by authorized 
security personnel.  The search may extend to an employee’s personal property, 
including an employee’s vehicle located on the institution’s property. 

16. provide unauthorized treatment to patients or provide treatment for patients 
without proper security present (if applicable). 

17. leave medical waste unsecured or improperly disposed of. This includes, but is 
not limited to: syringes, medical instruments, excess medication or containers. 

18. remove CFG or client-owned articles or property from the workplace without 
proper authorization and prior consent. 

19. release any information to any source or agency without prior approval from a 
senior manager of CFG.  Sources may include, but shall not be limited to: 
patients, patients’ families, clients and the media.        

20. provide answers to patients’ questions regarding any non-medical related 
inquiries.  Examples of non-medical related inquiries include, but are not limited 
to: release dates, parole dates, institutional incentives, etc.                   

 



 

 

 

 

Policy # 5.3:    Professional Liability Insurance and Legal Matters   Date Created: 5/1/02  
 
Approved by:  Les Paschall, CEO       Date Revised: 4/1/12 
              
 
CFG maintains professional liability (malpractice) insurance on behalf of its healthcare 
professionals.  Coverage extends to each applicable employee upon their first day of 
employment. The levels of insurance provided, unless otherwise mandated by contract, 
are one million dollars ($1,000,000) per occurrence and three million dollars 
($3,000,000) aggregate.  Employees are only insured for services provided while acting 
as an agent of CFG.  Awards for punitive damages are excluded, as are awards brought 
about by intentional acts of malpractice. 
 
In the event that an employee is named as a defendant or witness in a complaint or 
lawsuit, he/she must present his/her supervisor with the subpoena, summons or 
correspondence received so that it may be forwarded to the Human Resources 
Department.  As a condition of coverage, all employees will cooperate with CFG and its 
attorneys in defending all claims and cases.  This includes, but is not limited to, meeting 
with counsel, giving depositions, making court appearances and other court-related 
activities. 
   
All legal matters must be kept confidential and at no time shall an employee discuss 
work related to CFG and its customers without obtaining prior clearance with his/her 
Administrator and/or the Human Resources Department. 
 



 

 

 

 
 
Policy # 5.4:     Treating Relatives      Date Created: 5/1/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12 
              
 
Legitimate company and security issues arise when employees or applicants have 
relatives that are being treated within an institution where an employee works or may 
potentially work.   Upon application for clearance in certain facilities, applicants may be 
required to disclose the names of relatives or acquaintances currently being treated at 
the facility in question.   
 
Providing direct care to one’s relatives constitutes a conflict of interest.  In the event that 
an employee finds himself/herself in this situation, the employee is required to 
immediately notify his/her manager or administrator.  This may result in the employee 
having to provide written notification to the client.  Failure to do so may result in 
disciplinary action up to and including termination and/or the employee losing security 
clearance at the facility where he/she works.       
 

 



 

 

 

 

Policy # 5.5:     Media Relations       Date Created: 5/1/02  
 
Approved by:  Les Paschall, CEO      Date Revised: 4/1/12 
              
 
Due to the nature of the services CFG provides, CFG, its clients, programs and 
activities may, at times, be considered of special interest to the public.  To ensure that 
information is relayed both accurately and in the best possible light, all requests from 
the media must be forwarded to CFG’s Chief Executive Officer via the Executive 
Assistant, who can be reached at 856.797.4747.  The CEO will then direct the process 
by which a response is given or a position is taken.    
 
It should be duly noted that this policy pertains to any and all discussions with the 
media, including “off the record” conversations and anonymous statements.          
 

 
  
 



 

 

 

 
  
Policy # 5.6:     Workplace Violence Prevention    Date Created: 5/1/02  
 
Approved by:  Les Paschall, CEO       Date Revised: 4/1/12  
              
 
CFG is committed to providing a workplace free from violence or the threat of violence; 
therefore, CFG maintains a “zero tolerance” stance regarding violence in the workplace.  
For the purpose of this policy, “workplace” shall include an employee’s physical work 
location, any place the employee is serving as a representative of or on behalf of CFG 
or its clients or at any company or client-sponsored event. 
 
Violent behaviors of any kind or threats of violence (either implied or direct) are strictly 
prohibited.  Any employee who exhibits violent behavior will be subject to disciplinary 
action, up to and including discharge.  Depending on the severity of the violent 
behavior, the employee may also be subject to criminal prosecution.   
 
CFG will thoroughly investigate any and all complaints filed. 
 
DEFINITIONS 
 
Workplace Violence:  Workplace violence is defined as any behavior in which an 
employee, former employee, contractor, vendor or visitor inflicts or threatens to inflict 
damage or serious harm to property and/or persons at the workplace. 
 
Threat:  an implication or expression of intent to inflict damage or serious harm that any 
reasonable person would consider to be a real danger 
 
Intimidation:  the act of making others afraid or fearful through the use of threatening 
behavior or statements 
 
PROHIBITED BEHAVIOR 
 
Violence in the workplace includes, but is not limited to: 
 

1. Direct threats or physical intimidation 
2. Implications or suggestions of violence 
3. Stalking 



4. Possession of weapons of any kind on company/client property, 
including parking lots or other exterior premises, or while engaged in 
company/client activities or at company/client-sponsored events 

5. Assault and or battery 
6. Unauthorized restraint – To include restraint considered: 

a. not clinically necessary 
b. excessive in force 

7. Horseplay or roughhousing 
8. Loud, disruptive or angry behavior or language 
9. Blatant or intentional disregard for the safety or well-being of others 
10. Commission of a violent felony or misdemeanor on company/client 

property, while acting as a representative of the company or at 
company/client-sponsored events 

 
REPORTING WORKPLACE VIOLENCE 
 
In the event that an employee feels a situation has caused, is causing or will cause 
imminent, emergent danger or harm, he/she is encouraged to call 911 and may take 
whatever emergency steps that are available and within the law to protect 
himself/herself from immediate harm. 
 
If the situation is not one of immediate danger, the employee must report the incident to 
his/her immediate supervisor or, if unavailable, to someone within the superior chain of 
command.  The employee will be asked to submit a written statement and investigation 
shall commence. 
 
PROHIBITION OF RETALIATION  
 
CFG prohibits any form of retaliation against employees for reporting bona fide 
complaints or information about workplace violence.  Retaliatory conduct is a basis for 
disciplinary action, up to and including termination of employment; however, if an 
investigation of a complaint shows that the complaint or information was intentionally 
falsified, the individual(s) who provided the false information shall be subject to 
disciplinary action, up to and including termination of employment. 
      

 



 

 

 

 

Policy # 5.7:  Grievance Procedure      Date Created: 5/1/02  
 
Approved by:  Les Paschall, CEO              Date Revised:  9/13/13 
              
 
CFG is committed to ensuring employees are entitled to fair and consistent treatment by 
both co-workers and management.  This is accomplished through the timely, 
constructive and impartial resolution of all employee grievances. Throughout the 
grievance process, impartiality and confidentiality remain priorities. 
 
Employee grievances may be addressed either informally or formally. 
 
INFORMAL RESOLUTION 
 
In the event that an employee develops problems or has issues with a co-worker, the 
aggrieved employee is encouraged to resolve the issue informally, if at all possible.  
This can be accomplished via: 
 

• Direct contact (either verbal or in writing) with the party causing the 
issue/problem.  The aggrieved party should request that the issue at hand be 
addressed and that any actions causing or contributing to the situation cease. 

• Making an informal grievance complaint with the manager of the opposing party 
or with an administrator within that person’s “chain of command.”   

 
FORMAL RESOLUTION 
 
In the event that an employee has tried unsuccessfully to resolve an issue informally or 
feels that an informal resolution is not feasible, the aggrieved party is encouraged to file 
a formal grievance by writing a letter to the Director of Human Resources.   
 
Upon receipt of a Statement of Grievance, the Director of Human Resources shall 
conduct an investigation that involves meeting with the claimant, the respondent and 
peer witnesses (if available and deemed necessary). 
 
Once an investigation has been completed, a decision shall be made to either dismiss 
the grievance or to take any necessary disciplinary action. 
 
PROTECTION FROM VICTIMIZATION 
 



CFG recognizes that grievances must be resolved in a manner that is fair and just to all 
parties involved; therefore, disciplinary action may be taken in the following 
circumstances: 
 

• In the event an employee makes a complaint knowing it to be false or with 
reckless disregard as to its truth or falsity 

• In the event that the process of conducting a formal investigation has been 
hindered or retaliation has been taken against anyone for: 

 
o filing a grievance, 
o acting as a witness in a grievance investigation, 
o or acting in good faith by providing information during an investigation, 

 
All issues/problems should be addressed via either the informal or formal methods listed 
above.  At no time shall a CFG customer or vendor be involved in the grievance 
process.            
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