OO S2NPasold PUE SBIOHO0 [BULOSIOY 801 WISHIBINSSINDII0IL PUB $SBIDM0J BULIDSIBY QOB - SoNpopy Burnes §\Bunes \ss)4 pareys Asusbwnid

:anjeubls sakojdw

*S$P10291 jeuosiad Jiayj 404 uonesljIRA SiY) Jo Adoo e daoy o} pabeinoou ale sasfojduizy
‘sasodind uonejuawindop Bujuies) pue Juswasinguas Joy piesswy Buipuodsaliod uo sakojdwa Ag papioddi 9q OF padu sinoy Bujuies g

\
_ ﬂu .ﬂw (s)uoneso
> Vy (Wd 10 W)

s ..JMH..‘....llﬂ.i\l.\.\lH_/, IJHV..HA..‘_\ .\\..

paJnbal uoneswnaop payoeny,

——

“JBy10 .
wio4 Asusjadwos Buues |

2Ny

LOINSEdYy Adualaduwio)

X

— \U \_.__\../_J.q-w:as_wo&._mc_m._ 1

Spoulapy jeuononaisu]

3 :aimeubis Jeuresy (s)owt |,
Lfrﬂ [ 1 A\/\D\EV )
@0 u_ m ” # r (s)oreq A

uoleAlasqQ papIne aoInesUl IUBEMO

anbojei pue uojejuasald [elQ Bunosy wea]

:ade) ocepIn T Bugasyy Asosiuadng T

uopduossq qor (UM X Buiiies] pazienpiapy; T

Buipnous ‘sieusiew gl sinpow Apmges T

uiuies]

Sainpeoolg buluies] ||t

‘suopsanb aakopdwe 0] asuodsal pue uoISSNISIP 10§

Auunpoddo uomisod sy) 0 pajelal suoipuod Buiaup Jo uoissnasig “senlgqisucdsas qof sakojdws 0 Anpqesidde jo uoneueidxe yim yoogpueH

sakojdwg ay} u sainpasoid pue S3I0I0d JO MBIASY

‘soonoesd foiled pue ‘uswesinguial asuadxa 'Buliq soes Bupnipul $a0IN0sal JO

asn uj diyspiemajs pue Ajubajul Jo souepodul] “uonedIUNWIWOD SaAojdwa 10} S1AQUINU JOBJUED pue suolje}oadxa jo malnsy saniqisucdsal qof
Bullying Ul sseulpwy pue ‘pa|iq pue pepircld S8TIAISS 0 uoheuBWNJOP YBnojoy) pue ajendoe ‘eanes Ajjenb uo siseydwy “seyigisuodsal
jeoiyia Buipnpout ‘sennp qol Jo aocuewouad ayp 0} Buiuiepad spiepueis pue uolduosap qof sAojdwa ayl U0 UORONNSU pue MRAAIY

Judjuog buluied] jo uopduosag |

J ‘sinoH ¥paiD 801 STHINAIO0Ud ANV S3IDIM0d 13NNOSYId 2ido)

e/l

wio4 Arewnwung Bujures j

oUj “1Yemo

:afodwiy |



8\ 1,Y]
_ A=) 10f2
Training Module 108 Quiz ' 71*‘2)[90-
Personnel Policies and Procedures

| | _
Employee Name: [\ v \/\ ALSAA Date of Quiz: ] r/ D) / XD

Directions: Upon completion, return the quiz and attached Training Summary Form to your
trainer for review and signature.

Fill in the blanks or circle the correct answer(s) below, as applicable

1

Each employee has two employment files at Owakihi, Inc. that store different types of information.
What are they?

o _kibo g (Ve o s

Identify two methods to access Owakihi, Inc's personnel policies and procedures:

a. _\EWN  fmiyloyee hiim

-

b. ( ‘}('\_{W’LL{’/ [ 1\,v\l S P €y viSa—

The primary function of the Direct Support Professional's job is to:

1
U ‘\U’{ -L_ ,.,},34 LA - - { e, LR

]
-

J

The name of the Designated Coordinator to whom | report is:

According to the Owakihi, Inc. Handbook, a full-time employee is regularly scheduled for an average of
__<.2~ hours or more per week per pay period.

—

Please identify the activities of misconduct that warrant immediate dismissal from Owakihi, Inc, according
to the Employee Handbook:

AT =« ] e eyl S
‘Jr L ,/ }’ ad
oo o o7 e e d 4

TP TAls TP Y P
Novber 40

®» oo op

All work-related injuries no matter how minor must be reported to a supervisor within / hours of
oceurrence.
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8. As stated in “Contact and Communication Expectations”: ; <) et WALL! é) I
is imperative in the implementation of job responsibilities as a Direct Support Professional--1f an employee
is unable to fulfill his/her scheduled work time, the following steps must be taken by the employee:

(el | (_c_fv_'“_lﬂlv (e

9. Which of the following statements are TRUE regarding documenting and reporting work time?

A
a. Employees must submit timely documentation that accurately records services provided.
b=

"llb. Employees are paid for hours worked, which may or may not be the same as hours scheduled or hours
1 billed.
|

| ¢. Overtime hours (over 40 hours per week) require prior approval from a Supervisor.
|

| d. Owakihi, Inc. uses an electronic system for employees to record their work hours and billing.

e. If complete, accurate documentation is not submitted by payroll due dates, your paycheck may be
delayed.

10. Who is responsible to assure that your paycheck is accurate?  \ . A

11. Employees are eligible for reimbursement for travel-related expenses in which of the following situations:
Z. Travel time and mileage reimbursement between consumers f
b. Travel time and mileage reimbursement between employee's home and work

' /c. Mileage that is linked to the consumer’s outcome-based goals and the employee's job description |
d. Mileage that exceeds 20 miles without obtaining Supervisor approval

e.,Parking costs while performing company business &~

f. Travel expense claims that are documented and submitted to the office on the back of a grocery list

12. After reviewing the Personnel Policies and Procedures training module, please identify any questions
that you have about the module material and/or your employment at Owakihi, Inc.

FE KL KK KK Kk KR Ak kk Rk kh kk kk kk kk kE K KK KK kk dh KR Kk RE kh £k kk hFh kk kR kR kh Rk k% kk Ak kE kk Ak Ak Ak REk kk kk dk ®F Fk

KNOWLEDGE TESTING BY THE TRAINER

» Note the question(s) answered incorrectly, and the action taken to assure that the employee understands
the correct response(s)

» The employee ideptified above has demonstrated competency in completion of the quiz questions.
C{Ifnat, refer employee to Supervisor.) .
T\ % S| 11220

Signature of Trainer — Date | |
'

-~
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