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Training Module 108 Quiz
Personnel Policies and Procedures

; | 'S, '
Employee Name: / Z?fL/U NELL KEED Date of Quiz: ?_))/ 2t

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?
2T

-1 LP,,;-'- St il —L(’ /Q b. /,/ut,;«-r - J;'/e

7

[ %4

2. Identify two methods to access Owakihi, Inc’s personnel policies and procedures:
a. A (rif‘-f*\) .e'mb-lf—}/c }x--:u' Ar < C-‘/ﬁ.'-c At —
b. Quef Qs Sy
- !

3. The primary function of the Direct Support Professional's job is to: | S f‘v D¢ bfﬁ: e B /ﬁz ,/w/t 23
-—{KQSMA-H?M/ /QM‘]L?,,-—H lonr (.l ?"h—-.u[f R T N ‘;F % ]}Z. P e

4. The name of the Demgnated Coordinator to whom | report is:

=g T Py

8 Accordlng to the Owakihi. Inc. Handbook, a full-time employee is regularly scheduled for an average of
AU hours or more per week per pay period.

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

-I,,\'-“’L -/\,j Py /q?'ﬂ‘-’éé‘k‘: '_""{ Ne—od "7 ( L qJ '\‘\\_L-, tJ u "J $ 5 W{} ﬂt'_)' _C A
Al | _
:F. A Fre —f CI: Ke i) S .
--L\r L"\-.-r_. VL ‘-wns-- x--—-u—j\ l?‘ﬁ‘f*" i ( - CFI C/ S L' ‘—\L(“"’( 1r L‘_'l 'rl"\‘l
'/Lw"*“'h_"‘""qu"."-“‘r-"""‘- N

® o0 oo

7. All work-related injuries no matter how minor must be reported to a supervisor within ¥\ __ hours of
occurrence.
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8. f\s stated in “Contact and Communication Expectations”: ;-/‘)ﬁﬂfwxc\/ et / { /»-;
is imperative in the implementation of job responsibilities as a Direct Support Professiondl. If an employee
is unable to fulfill his/her scheduled work time, the following steps must be taken by the employee:
Copfnit a SopeMisy av] Sl ConSurery =5 S a3 pose by
To dleet cAterncte AN agenasds C~ e Mmeado b = R ""“"’ta Me. ey

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

(a. Employees must submit timely documentation that accurately records services provided.

(b Employees are paid for hours worked, which may or may not be the same as hours scheduled or hours
~ billed.

'A"c", Overtime hours (over 40 hours per week) require prior approval from a Supervisor.
\ \Ei] Owakihi, Inc. uses an electronic system for employees to record their work hours and billing.

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

u_0 . Y - P
10. Who is responsible to assure that your paycheck is accurate? W (b g*{'("

'} 11. Employees are eligible for reimbursement for travel-related expenses in which of the following situations:

~a) Travel time and mileage reimbursement between consumers
b. Travel time and mileage reimbursement between employee’s home and work

%} 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

@ 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. £ Yy

Kk Kk Kk Kk ki Kk kR kR Kk Kk Kk kk kk kk ok hkk dkk kk kk kEk AR Kk KA KE KK KK KE RE RE KF Kk kk hk Rk hk kk kk ek ko bk bk kb kk kdk wk

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 identified above has demonstrated competency in completion of the quiz questions.

(If not, refer employee to Supervisor.) __ :
(YN V[0

Signature of Traiher i Date




