




































































































































































mail.
Personnel Criminal Background and Central Registry Checks

All employees, interns, volunteers, and others designated by the executive director are subject to a criminal
background check and protective services central registry check. These background checks will be conducted
at the time of the selection of the application for consideration and employment will be determined based on
the results of this information.

1. A National Criminal History Check shall be utilized on all employees of the Federation as well as on interns
and volunteers who have contact with children.

2. In-state background checks on all employees, interns, and volunteers who may have contact with children
shall include:

a. One Source background check includes: Federal Criminal Check, Global Report, Nationwide Criminal
Check, Sex Offender Check, and Statewide Criminal Check

b. The Nebraska Child Abuse and Neglect Central Register
c. The Nebraska Adult Abuse and Neglect Central Register
3. Initial background checks will be completed before the individual has direct contact with any child.

4. Out-of-state background checks will be completed on all newly hired employees, interns, and volunteers
who have resided in Nebraska for less than two (2) years if it is foreseeable that the individual will have
contact with children. The initial background check will be completed before the individual has direct contact
with children.

5. All background check documentation shall be maintained in employee personnel records. This includes
documentation requested and received from cities, counties, and/or states outside Nebraska.

Orientation and Training of Employees, Interns, and Volunteers

1. All new employees and volunteers must participate in an orientation program, which clearly indicates that
there is "zero tolerance" of any type of abuse to a child.

Included is training in:
a. Recognition of child abuse and neglect indicators/ symptoms.
b. Actions to ensure child safety and staff safety
c. Review of Employee Code of Conduct

2. All employees and volunteers shall be required to read and sign an Employee Code of Conduct at the time of
employment indicating understanding of appropriate conduct with children. The signed copy will remain in the
individual's personnel file.

Responsibilities of Staff and Volunteers

1. Employees and volunteers will not, unless an alternative arrangement has been made, release children to any
person, other than the authorized parent, guardian or individual, including relatives of children, documented by
the written signature of authorized parent or guardian. A child cannot be withheld from a natural or adoptive
parent, without a court order on file. Parent must notify the appropriate Agency/Department, in writing, in
person (to be logged) or by phone (to be logged), when different arrangements for pick-up are being made. If
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the staff does not recognize a person picking up a child on behalf of the parent or guardian, he or she will be
asked for identification and the parent or guardian contacted for confirmation, before allowing the child to go.
In any doubtful case, the employee will check with the Supervisor, Agency Director or Federation CEO. If no
one is available and the child cannot be retained at the Center until an appropriate person has been contacted,
the employee should call the police and make a reasonable attempt to retain the child until police arrive.

2. Employees, interns, and volunteers should be alert to the physical and emotional state of all children each
time they report for a program, keep written documentation of any signs of injury, and if child abuse or neglect
is suspected, immediately report it to the Abuse/Neglect Hotline, your Supervisor, the Agency Director and the
Federation CEO.

Responsibility for Reporting Suspected Child Abuse or Neglect

1. All personnel of The Federation shall comply with the reporting requirements of Nebraska and any other
requirements found in local laws when they have actual knowledge of or reasonable cause to suspect an
incident of sexual abuse of misconduct.

2. Nebraska State law requires any person who suspects that a child has been physically or sexually abused or
neglected to report it promptly to Law Enforcement (911) or the Nebraska Department of Health and Human

Services (1-800-652-1999). Do not use e-mail to report cases of abuse. If there is an emergency call local
law enforcement immediately.

3. Should an employee or volunteer be the subject of an allegation of child abuse, the employee will
immediately notify the Federation CEO or Human Resources of the allegation.

4. If a staff member suspects a volunteer, intern, or employee is abusing a child, he/she is required by Nebraska
State Law to report it directly to law enforcement (911) or the Nebraska Abuse/Neglect Hotline at
1-800-652-1999. Immediately following, the staff member should inform the Federation CEO. The Federation
CEO will notify the President of the Federation Board and and key staff to assess and take action regarding the
current employment situation of the alleged suspect.

5. Reporters of child abuse/neglect are not required to provide their name when making a report. However,
reporters will be asked to provide their name so that, if necessary, the child protective services worker can
request additional information. Reporters are protected from liability, provided that the report is made in good
faith, and the report is confidential. It may only be released to law enforcement or to a court involving a
judicial proceeding.

6. Due to the confidential and delicate nature of child abuse and neglect situations, the person who reports an
incident of abuse cannot be informed of the action taken, or the result of the report.

7. There shall be no interference with law enforcement or child protective service investigations during the
reporting process or as part of the response to those who may be affected by the reported abuse or misconduct.

8. When admission of or sufficient evidence exists that demonstrates that sexual abuse or misconduct has
occurred, the alleged offender shall be immediately relieved of responsibilities in The Federation and placed on
administrative leave pending the outcome of law enforcement, child protective service investigation, and/or a
Federation internal investigation.

9. Notification of the allegation or incident shall be given to liability insurers for The Federation in accord with
the terms of applicable insurance policies.

10. The Federation CEO or his/her designate shall serve as spokesman for The Federation when inquiry is
made by the media, membership, or by the general public. All communication, whether in spoken or written
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format, shall observe and respect the privacy and reputation of the persons involved and shall adhere to the
pertinent law requirements.

11. Rumors, gossip and passing information that cannot otherwise be verified is part of the human condition.
The best response to rumors and gossip is timely, clear, and accurate information in keeping with The
Federation's communication plan and procedure.

6-2. FIT-N-SIT

The Jewish Community Center's Fit-N-Sit service is provided to the members of the JCC for use while
working out at the Fitness, Athletics, and Aquatics Facilities. This Service is not intended to use while on work
time. This policy applies to all employees of the Jewish Federation of Omaha.
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Section 7 - Rose Blumkin Jewish Home

7-1. Breaks

The Rose Blumkin Jewish Home provides two staff lounges in the lower level where employees can spend
their break times. There is also a designated outdoor break area available when weather permits. Please do not
take meal breaks at workstations on the nursing units or at the front desk. For those employees who have office
spaces (off the nursing units) you may choose to take your break in your work area.

7-2. Educational Opportunities

Shukert Scholarship Fund Eligible employees of the Rose Blumkin Jewish Home who are interested in
furthering their education in their related field may apply for this scholarship. You can obtain applications
from the Office Manager.

Nursing Bridge Program The Nursing Bridge Program provides financial support for continuing education and
professional development. To be eligible you must be a full-time employee who has been employed at the
Home for at least one year in good standing.

Applications can be obtained from the Office Manager.

7-3. In-Services

Several educational sessions will be deemed mandatory. This means that all employees are responsible for
attending a session covering the mandatory topic(s). Many of these mandatory topics are required by state and
federal regulations, and the Agency is responsible for tracking attendance by employees. Failure to attend
mandatory in-services may lead to disciplinary action up to and including termination.

7-4. Lockers

Lockers will be issued to certain employees for personal use and for safekeeping of personal property while
working. It may be necessary to share a locker. Desks, lockers and other storage devices may be provided for
the convenience of staff but remain the sole property of the Jewish Federation of Omaha and its Agencies.
Although employees are assigned lockers, the lockers are the property of the facility and are subject to
unannounced inspections for weapons, alcohol, drugs or other inappropriate items. The Jewish Federation of
Omabha and its Agencies are not responsible for any personal property or possessions of the employee, and the
employee is responsible for providing his or her own lock.

Perishable food items brought to the facility should never be left in lockers in order to prevent the possibility of
insect infestation. A refrigerator is provided in staff areas for food items.
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7-5. Purchasing Items for Residents

Because of the significant amount of interaction the employees of the Rose Blumkin Jewish Home have with
their Residents, requests may occasionally be made to purchase personal items for Residents.

Because each Resident has a unique set of circumstances and health conditions that may react to certain
personal items, the Home does not permit employees to purchase any personal items for them. Some personal
items may be dangerous or hazardous to the health of the Resident. Requests by Residents should be directed
to the manager or the Agency Director for consideration.

Although social workers may purchase items for the Residents, other employees purchasing personal items for
Residents may be subject to disciplinary action.

7-6. Resident Rights

All employees of the Rose Blumkin Jewish Home will be provided with Resident Rights when they begin their
employment and annually thereafter.

Additionally, workplace violence in front of Residents is considered Resident abuse. Any such violence may
be reported to Adult Protective Services (APS) and may result in disciplinary action up to and including
termination. Please refer to Workplace Violence under Campus Policies for more information.

7-7. SHIFT - WEEKEND DIFFERENTIALS

The Jewish Federation of Omaha and its Agencies pay additional compensation to certain nursing non-exempt
employees who work evenings, nights and/or weekends. Current differential rates are available from your
manager.

7-8. Telephones

To best meet the needs of our employees, Residents, members and clients, the facility requests that only
emergency phone calls be put through to employees. For staff convenience, there are telephones located in the
staff lounge areas which may be used during breaks.

If an employee anticipates an emergency call, they are directed to give family, school, etc. the facility's direct
number, (402) 330-4272. The employee will be notified of the call. Resident room phones at the Rose Blumkin
Jewish Home are for the convenience of Residents and are not to be used by staff. Employees identified as
using Resident telephones for personal use will be subject to disciplinary action up to and including
termination.

Employees are not permitted to use their personal cell phones while on duty. Please refer to the Cell
Phone/Personal Electronic Device policy under Campus Policies for further detail.



General Handbook Acknowledgment

This Employee handbook is an important document intended to help you become acquainted with The Jewish
Federation of Omaha. This document is intended to provide guidelines and general descriptions only; it is not
the final word in all cases. Individual circumstances may call for individual attention.

Because the Organization's operations may change, the contents of this handbook may be changed at any time,
with or without notice, in an individual case or generally, at the sole discretion of management.

Please read the following statements and sign below to indicate your receipt and acknowledgment of this
Employee handbook.

I have received directions explaining how to access the link to the Employee Handbook online. If I want
a hard copy of the handbook, I will ask Human Resources for a copy. I understand that the policies,
rules and benefits described in it are subject to change at the sole discretion of the Organization at any
time.

I further understand that my employment is terminable at will, either by myself or the Organization,
with or without cause or notice, regardless of the length of my employment or the granting of benefits of
any kind.

I understand that no representative of The Jewish Federation of Omaha other than the CEO and/or the
Head of Human Resources and/or Executive Director may alter "at will" status and any such
modification must be in a signed writing.

I understand that my signature below indicates that I have received instructions explaining how to
access the link to the Employee Handbook online and understand the above statements.

Employee's Printed Name: Position:

Employee's Signature: Date:

The signed original copy of this acknowledgment should be given to management - it will be filed in your
personnel file.
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