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Definitions of Employment Status 
 

 

I. Purpose 
 

To help provide uniformity and equity in applying personnel policies and benefits. 

II. Scope 
 

These definitions apply to all locations of the agency. 

III. Policy 
 

The Agency maintains standard definitions of employment status and classifies 
employees for purposes of personnel administration and related payroll transactions 
according to the following definitions: 

 
Exempt.  Employees whose positions meet specific tests established by the Fair 
Labor Standards Act (FLSA) and state law and who are exempt from overtime pay 
requirements. 

 
Non-exempt.  Employees whose positions do not meet FLSA exemption tests and 
who are paid time and a half for hours worked in excess of forty in any work week, 
as required by federal and state law. 

 
Full-time.  A full-time employee is one who has been hired without a pre-determined 
terminal point of employment; who works 1,560 hours or more per year. 

 
Part-time.  A part-time employee is one who has been hired without a pre-
determined terminal point of employment; or one who is subject to contract terms 
of employment dates; who works less than 1,560 hours per year.  Any part-time 
employee that works less than 1,000 hours annually is ineligible for Agency benefits 
and holiday pay. 
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Substitutes. These are employees who work on an ongoing basis to fulfill the needs 
of a program. They work a variety of schedules, and their hours are adjusted as 
needed. In general, these employees are not eligible for Agency benefits. In the 
event they have met the required hours necessary under the Affordable Care Act, 
they will be offered the opportunity to enroll in the health insurance. The coverage 
will last for the required stability period.  

 
Orientation Period Employee.  New employees with less than 180 days of service or 
an extended orientation up to an additional 90 days.  Orientation period may be 
extended if recommended by the program director and approved by the Executive 
Director.  Employees are ineligible for Paid Time Off during the orientation period. 

 
Regular.  Employees who have completed the 180-day orientation period. 
 
Employee Contracts:  In certain instances, the agency may choose to contract with 
employees on an annual basis to help facilitate program needs.  Employees will still 
be defined as exempt or non-exempt, part-time or full-time, and orientation or 
regular status according to the terms of their position.  Employment will still be on 
an “at-will” basis regardless of said contract. 

 
A. Birth to Five Schools:  Employees within the Birth to Five Schools program 

that are scheduled off for 6-8 weeks during June and July will be given the 
option to be on a contract. These employees will be paid on a salary basis 
calculated by their hourly rate times the number of hours available to work 
in the contract period divided by 24 payrolls or the remaining number of 
payrolls for partial year contracts.  If staff do not work their scheduled hours 
and are in a leave without pay status, as non-exempt employees, if the 
scheduled hours are not worked and the employee is in a leave without pay 
status, the pay will be adjusted accordingly during the affected pay periods.  
Staff will receive benefits as described in the Personnel Policies according to 
their eligibility.   

 
When an employee begins work during the contract period, a determination 
will be made whether the employee will be placed on a contract and paid on 
a salary basis or if they will be paid hourly for the remainder of the normal 
contract period.   

 
Temporary.  Employees who are hired for a pre-established period usually during 
peak workloads or for vacation relief are considered temporary employees.  They 
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may work a full-time or part-time schedule.  They are ineligible for Agency benefits 
and holiday pay. 

 
Consultants.  Persons hired as consultants are not considered as employees of 
SOCAG and are not subject to these personnel policies and procedures. 

IV. Job Descriptions 
 

Purpose.   Job descriptions shall define the job responsibilities and skills necessary to 
fulfill the goals stated for each position.  Job descriptions shall be reviewed and 
revised, if necessary, prior to the end of a program year.  Revisions may be made 
during a program year if such changes are deemed beneficial to the fulfillment of 
program goals.  All revisions will be referred to the Executive Director for approval.   

 
Content.  Job descriptions will contain the following: 

 

 Job title 
 

 Listing of essential job responsibilities and their definitions 
 

 Listing of required skills and abilities 
 

 Statement of qualifications including without limitation education and 
experience requirements 

 

 Description of physical requirements 
 

 Statement concerning equal opportunity and non-discrimination in 
employment 

 

 Base salary 
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Recruiting and Selection 
 

I. Purpose 
 

To establish the authority and responsibility of Agency personnel in recruiting and 
selecting employees; to maximize Agency efforts and resources in selecting the best 
employees available.  (Also see Policy No. 021, Equal Employment Opportunity.) 

 

II. Scope 
 

This policy applies to recruiting and selecting of employees for all positions. 
 

III. Policy 
 

When a personnel vacancy occurs, the Administrative Resources Director and the 
Executive Director will conduct a joint recruiting and selection program designed to 
identify the most suitable individual for the position, and will include careful 
consideration of those from within the Agency who apply for the position.  
Advertisement for vacant positions deemed critical or for temporary personnel may 
be waived by the Executive Director. 

 
The Agency does not guarantee any minimum length of employment.  The Agency 
reserves the right to terminate any employee at any time "at-will", with or without 
cause.  A supervisor or program director has no authority whatsoever to make any 
contrary representation to any employee. 

 
All applicants selected for employment shall be required to take and pass a drug 
screening test, as further provided in the Agency’s applicable policies and 
procedures.  All applicants selected for employment in the Birth to Five Schools 
Program or a cook's position in the Senior Nutrition Program will be required to 
provide medical certification of being Tuberculin-free either through the Tuberculin 
test or an x-ray, when necessary.  Applicants for a driver's position in the 
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Transportation Program will be required to have the appropriate Oklahoma driver’s 
license for the size vehicle they will drive.  These applicants also must have a current 
DOT medical certification or be able to take and pass the Federal Department of 
Transportation physical.  All applicants must be eligible to work in the United States. 
As required by law, background checks will be required on all new employees and 
may include fingerprinting requirements.  The Agency will comply with all applicable 
federal and state notice and release requirements pertaining to background checks.    

IV. Procedure 
 

A. General Procedures:   
   
  The following steps outline the recruiting and selection process: 

 Upon receipt of the job description, requirements, rate of pay, and 
 schedule from the Program Director, the Administrative Resources 
 Director will activate the appropriate recruiting methods. 

 Consideration will be given to current employees for potential 
 promotion. 

 Applications are accepted and reviewed as received. All interested 
 parties will be required to submit a SOCAG Employment Application, 
 including existing employees who want to be considered for the 
 vacancy. 

 An employment interview will be conducted.  Interviews may consist 
 of a team. Second interviews may also be conducted to select a final 
 candidate. 

 The Executive Director will review all interview notes. 

 Reference checks will be conducted on the selected candidate and 
 returned to the Executive Director for review. 

 A conditional offer is made to the candidate.  

 Upon acceptance of the conditional offer, pre-employment drug 
 testing, criminal background checks, and other hiring paperwork is 
 completed as required for the position.  

 Arrange for beginning work. 

 A letter of employment will be sent confirming pay, scheduled hours, 
 supervisor, primary work site, and any pending conditions of 
 employment. 

B. Birth to Five Schools Procedures: 
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The following additional procedures will be used for employees in the Birth 
to Five Schools to meet the requirements of the Head Start Performance 
Standards: 

 Notices of vacancies in the Birth to Five Schools will be sent to current 
parent Policy Council members. 

 A current parent from the Birth to Five Schools will be asked to assist 
in the interviews of selected candidates. 

 Prior to assisting with interviews, the parent team member will be 
trained on the process and will sign a confidentiality agreement. 

 Current and former Birth to Five Schools (formerly Head Start/Early 
Head Start) parents will be given preference for vacancies in the Birth 
to Five Schools for which they apply, meet the qualifications, and are 
the most suitable candidate. To avoid conflict of interest, they must 
resign from Policy Council prior to applying. A parent cannot assist 
with interviews for a vacancy for which they have applied. 

 The Executive Director retains the authority to promote from within 
the agency.  In the event of this decision, the interview and 
promotion process is completed by the responsible agency staff. 

 The Executive Director is authorized by the Board of Directors to 
make the final hiring decision for all agency employees except the 
Executive Director position. The Policy Council will vote on hiring and 
terminations of employees in the Birth to Five Schools based on a 
recommendation from the Personnel Committee of the Policy 
Council. 

 In the event a parent does not attend a scheduled interview, the 
interviews will be conducted as scheduled. Efforts will be made to 
contact another parent to assist. 

V. Follow-Up and Documentation 
 

Applications and related material will be maintained as required by current 
employment laws and regulations. Applications will only remain active for a period 
of 3 months. Applicants may request to be considered for other vacancies during 
that time. 
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VI. Hiring Requirements for Drivers of Agency Vehicles 
 

Driving records and licenses will be checked on all personnel whose job description 
requires driving agency vehicles.  Those drivers whose records exceed acceptable 
limits will be disallowed to work for the agency in that capacity.  A point system for 
evaluation of a person's past 2 year's driving record will be used to review on a pre-
hire basis and annually on an employee.  The point system may be reviewed under 
Policy #419, Agency Vehicle Policies. 

VII. Executive Director Selection 
 

In the case of a vacancy for the position of Executive Director, the Board of Directors 
will have the option to promote from within the agency, to advertise internally, to 
advertise externally, or any combination of recruiting methods. A Board-appointed 
committee will review and interview selected applicants. The committee will make a 
recommendation to the full Board for a vote on the selection.  
 
External candidates will be subject to the same procedures as other employees with 
regard to reference checks, pre-employment drug testing, and criminal background 
checks.  

VIII. Notice and Selection for Key Positions 
 

Agency funding sources will be notified as required of vacancies to the Executive 
Director, Associate Director, Fiscal Officer, and Program Director positions. 
The Board of Directors will vote on the selection of the Associate Director. The Head 
Start Policy Council will vote on positions as required by Head Start regulations. 
Notice of selection of key positions will be provided to funding sources as required. 

IX. Current Employees 
 

Current employees may apply for advertised vacancies for which they are interested. 
They must submit an employment application and be qualified to be considered as 
an applicant for the vacant position. The Administrative Resources Director will 
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review the application with the Executive Director for approval to consider for the 
vacant position. 

XI. Hiring Employees with Criminal Records 
 

Responsibility with regard to the employment of persons with criminal records is 
placed upon the Executive Director.  The Executive Director has the responsibility for 
assuring that the Agency's programs are administered in accordance with federal, 
state and local laws, as well as the standards of good management.  A major part of 
the responsibility in this area is to assure that the Agency's employees perform their 
duties with competence and integrity, as well as making every effort to provide a 
safe environment for Agency employees and clients. 

 
Policy-making bodies for agencies that are federal or state funded also have a 
responsibility as an equal opportunity employer to expand equal employment 
opportunity to the poor and to the disadvantaged.  In line with this dual set of 
responsibilities, the Executive Director has a serious obligation to carefully weigh, on 
an individual basis, the criminal records of all applicants for employment.  Final 
decisions regarding employment of persons with criminal records shall be made by 
the Executive Director. 

 
Prudent judgment should be exercised by the Executive Director in considering the 
criminal records of applicants for employment in relation to the position to be held 
or filled.  However, the exercise of prudent judgment should be coupled with an 
assessment of an applicant's potential for rehabilitation.  In recognition of the fact 
that employment opportunities are essential to the rehabilitative process, equal 
opportunity should be provided to employ persons with criminal records after the 
Executive Director has conducted a review of the applicant's case, and to offer (or to 
assure that other agencies offer) supportive services in the rehabilitation of such 
employees.  Under no circumstances, however, will an applicant be extended an 
offer if the Executive Director determines that the criminal record disqualifies the 
applicant for the position under consideration. 

 
Review of Fitness.  In all cases of application for employment by a person with a 
criminal record, the Executive Director shall decide the fitness of each application on 
their individual merits and take into account the review: 

 
A. The nature and seriousness of the offense. 
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B. The circumstances under which it occurred. 

 
C. How long ago it occurred. 

 
D. Whether the offense was an isolated or repeated violation. 

 
E. The age of the person when they committed the offense. 

 
F. Social conditions which may have contributed to the offense. 

 
G. Any evidence of rehabilitation. 

 
H. The kind of position for which the applicant is applying. 
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Certification and License Requirements 
 

I. Purpose 
 

To establish procedures for positions requiring certification, licensing, or education. 
This policy also includes procedures regarding periodic background checks. 

II. Scope 
 
This policy applies to agency positions requiring certification, licensing, or education, 
and periodic background checks. 

III. Policy 
 
Southwest Oklahoma Community Action Group, Inc. establishes job qualifications 
based on skills, abilities, and education necessary to perform the job. In addition, 
SOCAG requires criteria that are mandated to us by funding source and/or licensing 
requirements. 
 
Examples of such criteria are National Child Development Associate Credential, 
Oklahoma Teaching Certificate in Early Childhood, Oklahoma Commercial Driver’s 
License with Passenger Endorsement, Medication Administration Training, CPR, First 
Aid, associate degree, bachelor degree. 
 
SOCAG complies with programmatic regulations regarding background checks. All 
employees have the required criminal background check upon conditional hire offer. 
Programs that require periodic background checks will be performed as required by 
the grant regulations. 

IV. Procedure 
 
Minimum qualifications will be included in the job description. Qualifications that 
can be obtained after employment will also be included in the job description. 
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Applicants will be required to provide documentation of any required certification, 
license, or education. 
 
It is the responsibility of employees to maintain required certifications, licensing, 
and/or education by ensuring the deadlines are met for renewal and that any 
requirements are also met. Failure of an employee to maintain required 
certifications, licensing, and/or education requirements may result in termination 
from employment.  SOCAG may assist in the employee with the cost according to 
program/agency specifications.  
 
Pre-employment background checks are completed upon conditional offer of 
employment as required by the grant regulations. Some grants require periodic 
background checks, and SOCAG obtains them as required. Examples include, but are 
not limited to: 
 

 Southwest Transit drivers have a MVR check annually plus a criminal 

background check and sex offender registry 

 ACMI House has annual sex offender registry check and Mary Rippey 

Violent Offender Check 

 Birth to Five (Head Start/Early Head Start) requires fingerprinting 

 RSVP requires a National Sex Offender Registry and FBI fingerprinting 

 Navigator requires an annual Oklahoma State Bureau of Investigation 

background check 

 

 Employees that transfer from one program to another will have the appropriate 

 background check conducted prior to transfer.  
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Overtime:  Non-Exempt Employees 
 

I. Purpose 
 

To provide guidelines to administer overtime pay to comply with applicable federal 
and state wage and hour regulations. 

II. Scope 
 

This policy applies to non-exempt employees at all locations. 

III. Policy 
 

Agency overtime pay policy conforms to overtime provisions of the federal Fair 
Labor Standards Act and applicable state laws.  Exemption from these provisions will 
be claimed for an employee only when it can clearly be established that the 
employee's duties and responsibilities meet the requirements for such exemption.  
(See Policy No. 110, Exempt/Non-exempt Employee Status.) 

 
Overtime pay policy for employees includes the following principal elements: 

 
The Agency has established the work week as 12:00 a.m., Monday through 11:59 
p.m., Sunday for the purpose of calculating hours worked during a week. 
 
B. Non-exempt employees will be paid straight time for all hours worked 

through forty in one work week. 
 

C. Non-exempt employees will be paid time-and-one-half for hours worked in 
excess of forty in one work week.  However, it is the Agency's policy that 
non-exempt employees should not work in excess of forty hours in any work 
week.  Thus, non-exempt employees may not work overtime without prior 
written authorization of the Executive Director.  Flex hours may occur within 
the same work week to allow for scheduling variances. 
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D. Employees who are eligible for holiday leave and who are required to work 

on an Agency holiday will be allowed to take an alternate day off as approved 
by their supervisor.  The alternate day chosen shall be in the same week of 
the holiday if possible. 

 
E. Only hours actually worked will be used to calculate overtime pay.  Paid time 

off for holidays, jury duty, vacation, sick leave, or any leave of absence will 
not be considered "hours worked". 

 
F. Overtime worked by non-exempt employees must be authorized in writing in 

advance by the Executive Director. 
 

G. Exempt employees are those in positions that meet the exemptions 
established by the FLSA and state law, if any.  Each employee will be 
informed as to whether the position he or she occupies is exempt or non-
exempt, as being subject to the provisions of the FLSA. 
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Employee-Employer Relations 
 

I. Purpose 
 

To promote a positive relationship between the Agency and its employees. 

II. Scope 
 

This policy applies to eligible employees. 

III. Policy 
 

It is the intent of SOCAG to foster an environment of positive interactions with 
employees. To achieve this goal, several methods are used. A number of benefits are 
offered to eligible employees such holiday pay, Paid Time Off, group insurance, and 
retirement. Benefits and eligibility are outlined in individual policies within the 300 
section of the Personnel Policies. 
 
Other items that are used to promote employee-employer relations are recognition 
of service years and may include nominal value items such as t-shirts, pins, and 
plaques; floral/plant/balloon arrangements for get well, bereavement, or 
recognition purposes; and recognition of employment-related achievements such as 
CCAP designation, CDA credential, and college degrees. This list is not intended to be 
all inclusive but rather to provide examples.  
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Employee Leave – Paid Time Off, Banked PTO, Unpaid Leave 
 

I. Purpose 
  

This policy outlines the Agency’s attendance goals and leave policies. SOCAG 
provides a paid leave benefit which is designed to allow eligible employees paid time 
away from work for vacations, illness, personal time, bereavement, and other needs 
that employees have. This policy also provides guidance to employees that need 
unpaid leave that is not covered under the Agency’s Family Medical Leave or 
Pregnancy Leave policies.  

II. Scope 
 

This policy applies to all employees. Paid Time Off is only available to eligible 
employees.  

III. Definitions 
 

Leave Without Pay (LWOP) is defined as an absence from work without pay. Unpaid 
leave may be deemed excused or unexcused. 
 
Paid Time Off (PTO) is the paid leave benefit provided by SOCAG for employees.  
 
Banked PTO is the portion of PTO that an employee may set aside based on the 
chart below. Banked PTO is maintained separately. 

IV. Policy 
 
 Attendance Goal: 
 

Every employee has a responsibility to maintain a good attendance record. The goal 
is for each employee to have an overall 98% annual attendance record for scheduled 
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working hours. Employees are encouraged to schedule appointments in advance and 
outside of working hours when possible.  
 
Supervisors will have the primary management-level responsibility to monitor 
employee attendance and will be held accountable, along with the employees 
supervised, for addressing employee attendance issues. Excessive employee 
absence or lateness are unacceptable performance factors and will result in 
disciplinary action, up to and including termination from employment. 
 
Unscheduled Absences: 
 
Absences that are not scheduled one week in advance are considered unscheduled. 
The Executive Director will determine based on the supervisor’s recommendation 
whether the unscheduled absence is excused or unexcused. If the leave is 
unexcused, the employee may not use any accrued paid time for the absence. 
 
Three unexcused absences within a 1-year period will be cause for disciplinary action 
up to and including termination from employment. Each day, or a portion thereof, 
will be considered one unexcused absence. 
 
In the event an employee is absent from work without any notice – a no-call, no-
show -- he or she will be terminated from employment after two consecutive days of 
absence without notice. The employee will be eligible for reinstatement only if there 
were exceptional circumstances, in the sole discretion of the Agency, to justify why 
the employee could not have made contact. 
 
Leave Without Pay (LWOP): 
 
A. Leave Without Pay.  Leave without pay is discouraged; however, situations 

may arise in which an employee has a pressing need to be away from work 
and does not have PTO available. Supervisors are required to monitor the 
amount of time an employee is absent from work and to recommend 
whether the time should be excused or unexcused. Employees have a 
responsibility to provide proper notice and any required documentation of 
the need for absence. The Executive Director will receive Leave Without Pay 
reports on a routine basis. 
 

B.  Personal Leave of Absence. A personal leave of absence up to 30 
consecutive calendar days without pay may, in the sole discretion of the 
Agency, be granted to allow an employee time away from work for 
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compelling personal needs that are not covered by the Family Medical Leave 
policy or the Pregnancy Leave policy.  To be eligible, an employee must be a 
regular, full-time or part-time employee with at least one year of continuous 
service to the Agency. All Paid Time Off and/or Banked PTO available to the 
employee must be used. The personal leave of absence must be approved by 
the Executive Director. 

 
No loss of service credit with the Agency will occur as a result of the leave of 
absence. PTO will not accrue during the leave of absence since the employee 
will not have paid time. 

 
When on leave of absence, the employee will be responsible for timely 
payments of the entire cost to the Agency of his/her group health insurance 
coverage and that of his/her dependents. 

 
 Paid Time Off: 

 
A. Eligibility.  All regular full-time and those part-time employees that work at 

least 1,040 hours annually are eligible for benefits under the Paid Time Off 
program. 
 

B. New Employees.  Newly hired employees will accrue PTO, but are not eligible 
to use the PTO until the completion of the orientation period. Employees 
who terminate employment for any reason and do not complete the 
orientation period will forfeit all accrued PTO. Employees that have not 
completed the orientation period and cannot use Paid Time Off are subject 
to providing their supervisor with appropriate verification for leaves of 
absence without pay (LWOP). 

 
C. Schedule of Benefits.   

PTO will accrue each payroll pro-rated on a percentage basis of hours (work 
time, PTO, holiday hours) reported in EWS for the pay period. The accrual of 
PTO leave will be stated as hours available. The effective monthly and annual 
accrual rate is based on years of service as shown in the chart below.  
 
The chart below shows the minimum usage per year along with the 
maximum bank and carry forward. At the end of the calendar year, the carry 
forward allowance and the Banked PTO allowance is subtracted from the 
balance of PTO. If an employee has PTO remaining in excess of the allowable 
roll/bank maximums, they will forfeit the unused PTO. The only exception to 
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this will be an arrangement pre-approved in writing by the Executive Director 
to meet Agency business needs, in which case the Program Director will work 
with the employee to take the leave within a designated time period.  
 
The monthly and annual accrual rates and usage requirements are based on 
FTE annual hours. Example 1:  employee works four 8-hour days per week for 
52 weeks. Their carry forward will be calculated as follows:  4 days X 8 hours 
X 52 weeks = 1,664 hours annually / 2,080 (FTE annual work hours) = 80%.  
40 hours (maximum rollover for 8 hours) X .80 (FTE rate) = 32 hours 
(allowable rollover based on FTE rate). Example 2: employee works five 8-
hour days per week for 40 week.  Their carry forward will be calculated as 
follows:  5 days X 8 hours X 40 weeks = 1,600 hours annually / 2,080 (FTE 
annual work hours) = 77%. 40 hours (maximum rollover for 8 hours) X .77 
(FTE rate) = 30.8 hours (allowable rollover based on FTE rate). Annual Banked 
PTO maximum is calculated by the same method. 
 
 
Service 
Years 

Monthly 
Accrual 

Annual 
Accrual 

Minimum 
Required 
Annual 
Use 

Annual 
Bank 
Maximum 

Annual 
Carry 
Forward 
Maximum 

Less than 
1 year 

1.25 days 
(5.77%) 

 0 2 days 5 days 

1-3 years 1.25 days 
(5.77%) 

15 days 5 days 5 days 5 days 

4-5 years 1.5 days 
(6.93%) 

18 days 7 days 6 days 5 days 

6-10 
years 

1.75 days 
(8.08%) 

21 days 10 days 6 days 5 days 

11-15 
years 

2.0 days 
(9.23%) 

24 days 12 days 7 days 5 days 

16-20 
years 

2.5 days 
(11.54%) 

30 days 12 days 13 days 5 days 

Over 20 
years 

2.75 days 
(12.7%) 

33 days 14 days 14 days 5 days 
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D. Usage Requirements.  Employees are required to use accrued and/or banked 
Paid Time Off whenever they are on excused leave. Hourly staff must take a 
minimum of 30 minutes PTO and may take PTO in days, hours, or increments 
of 15 minutes. Exempt staff must take PTO in whole day increments equal to 
their standard daily hours.  

 
 E. Accounting Staff 

All accounting staff (after their first year of employment) will be required to 
have one consecutive week (5 business days) per year away from the 
accounting department. This time could include PTO, training time, and all 
other times away or a combination thereof. 
 

F. Workers Compensation 
Employees that are on leave designated through a Workers Compensation 
claim are expected to remain in contact with their supervisor to provide 
updates. Furthermore, the employee is required to provide status updates to 
Payroll following each medical appointment. 

 
G. Family Medical Leave 

Employees that are designated to be on FMLA leave are required to use any 
accrued paid leave available simultaneously with the FMLA leave. Employees 
are expected to maintain contact with their supervisor throughout the FMLA 
as agreed upon. See Policy No. 324 for policies and procedures. 

V. Procedures 
 

A. Leave Without Pay.  Employees may request an unpaid leave referred to as 
“Leave without Pay” in the event an emergency situation arises and the 
employee does not have PTO that can be used.  All  requests for LWOP must 
be submitted to the employee’s manager for approval in EWS.  Once the 
manager has  approved or disapproved the request, the manager will 
complete the approval process in EWS.  If the request has been approved, 
the manager must contact the Accounting department to have the number 
of hours of LWOP requested added to the employee’s LWOP balance. LWOP 
should be recorded through the Leave Entry section of EWS using the “Leave 
– Without Pay” cost center, leave code, & earning code. 

 
B. Use of Paid Time Off.  All Paid Time Off must be scheduled and approved at 

least one week in advance (except time used for sickness or emergencies).  
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Approval will be granted by the employee's supervisor depending upon the 
needs of the program such as training, monitoring, work schedules, and 
deadlines.  Leave requests will be submitted in EWS electronically. The 
supervisor will approve, reject, cancel, or hold the leave. The leave request is 
the Leave Authorization Form. The leave is recorded by the employee in the 
timesheet when it occurs by selecting the Leave Entry section in EWS. Video 
links are available in EWS to demonstrate how to properly enter leave time. 

 
C. Use of Paid Time Off for Illness and Personal Emergencies.  Although sudden 

illness and personal emergencies cannot be planned in advance, such needs 
must be communicated as soon as practical. When an employee cannot 
report to work at their scheduled start time, they are expected to personally 
communicate with their supervisor prior to the start of the shift, but not later 
than 15 minutes after the start of the shift. In the event that an employee is 
absent due to illness for three days or more, the employee will need to 
provide a release from a healthcare provider upon return to work. 

 
Employees should not come to work when they are contagious or ill an 
unable to perform their job duties. Supervisors will send employees home 
that pose a health risk to others or are not able to perform their work. The 
employee will be paid if they have accrued paid leave available; otherwise, 
they will not be paid for the absence. 
 

D. Personal Leave of Absence. 
 

1. Requests for personal leave of absence should be submitted in 
writing to the Executive Director, with an explanation of the need for 
such absence, two weeks prior to the commencement date, or as 
early as practical for the situation. 

 
2. The Executive Director will approve or deny the request for personal 

leave of absence. Any conditions of the personal leave of absence will 
be established at that time, such as the expected return date, 
whether the employee will return to the same job, whether a 
healthcare provider release will be needed to return, and the 
expected contact schedule with the supervisor. 

 
3.  Employees will record personal leave days in the EWS timesheet. The 

method will be the same as for Leave Without Pay (LWOP). 
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4. Employees on leave of absence must maintain contact with their 
supervisor as scheduled. Failure to maintain contact can result in 
termination of employment. 

 
5. An employee's failure to return from leave of absence without 

contact to his or her supervisor within two days after the scheduled 
date of return will be considered a voluntary resignation. 

 
E. Maximum Banked Paid Time Off Accumulation.  An employee may 

accumulate up to 60 days of Paid Time Off after taking required time off as 
stated below.  FTE rates are used; see Section C for methodology to 
calculate. Time is banked in January after the final calendar year payroll for 
the previous year.  
 
Employees will be responsible for notifying the payroll department of the 
amount of time they want to bank up to the allowable amount listed in 
Section C. Required Time Off. PTO will be banked by hours at the employee's 
base rate of pay per hour at the time of accumulation.  The number of hours 
accumulated will be converted to cash value and recorded as a payable due 
to the employee as further provided in the Agency’s policies and procedures. 
The hours available will be recorded in EWS under Banked PTO and will be 
adjusted if the employee’s hourly pay rate changes.  When an employee uses 
the banked hours for leave, the hours will be expended at their current rate 
of pay.  When an employee terminates, the entire cash balance left in their 
banked account will be paid to them, less any required deductions.  If the 
bank account receives interest, the interest will be divided and paid on 
individual accounts and added to PTO at least once a year on or before 
January 15th of the following calendar year. 
 
Employees with Banked PTO in excess of allowable amount due to reduced 
hours or reduced pay will be trued up at the annual reconciliation by a 
payment to the employee of Excess Banked PTO. 

 
F. Excess Banked Paid Time Off.  At the end of each calendar year, employees 

that have 10 years of consecutive service and have Banked PTO cash 
equivalent of at least 30 days (based on 2,080 X employee FTE rate) will have 
three options: 

 
• Contribute additional time to the banked accrual up to a maximum of 60 

days. 
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• Receive a check for the PTO hours remaining up to the maximum amount 
allowed to bank (Example:  10-yr. employee works 8 hours day, earns 
1.75 days per month (14 hours) for 12 months would accrue 168 hours 
during the year. They would be required to use 10 days or 80 hours, 
leaving 88 hours. They could roll 5 days or 40 hours to the next year, 
leaving 48 hours. They could be paid for the 48 hours less any required 
deductions. 

• A combination of contributing leave to the Banked PTO and receiving a 
check up to the maximum allowable to bank based on the employee’s 
length of service.  
 

G. Banked PTO Loans. Employees who have reached three years of 
employment may request a loan of their banked balance.  The loan will 
be fully secured by the current value of the employee’s PTO bank 
account.  Payment will be made through semimonthly payroll deduction 
with duration of 6 payrolls minimum to 60 payrolls maximum based on 
the amount of the loan.  An administrative fee will be charged to process 
the Banked PTO loan.  Administrative fees will be charged at a rate of $25 
for each tier of $500 requested.  For example: Loan requests for $1-$500 
will be charged $25, requests of $501-$1,000 will be charged $50, 
requests of $1,001-$1,500 will be charged $75, and will increase 
incrementally based on the loan amount.  Should an employee separate 
employment prior to repayment of the loan, the paid leave balance will 
be reduced by the remaining loan and required deductions.  Employees 
are limited to one loan at a time on their PTO bank.  Two working days’ 
worth of time is set aside and not available to be used as collateral in the 
event that the loan applicant should need some time off before the loan 
is repaid and available for use.  Employees must sign and date a written 
payroll deduction agreement as a precondition of receiving a loan. 

 

VI. Conversion of Previous Sick Leave Accumulation to Short Term 
 Disability 
 

This conversion is only for persons employed by SOCAG before January 1, 1997 
when the new PTO policy was adopted and that had time accumulated for the 
purpose of sick leave.  These sick leave hours were converted hour for hour to a new 
category entitled Short Term Disability. 
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Short Term Disability is used in the same manner as sick leave with exception of the 
following additional requirements. 

 
A. No new Short Term Disability time will be accrued. 

 
B. Short Term Disability may not be used until the third day of illness or injury.  

This requirement is waived effective the day of: 
 

1. Inpatient hospitalization 
 
2. An outpatient surgical procedure 

 
3. Establishment of a recurring treatment regime for a particular illness 

(e.g. cancer chemotherapy or radiation) 
 

C. A health provider’s statement is required before Short Term Disability may 
be used unless the employee is a hospital inpatient. 

 
D. Illness of an immediate family member that requires the attention of an 

employee. Immediate family includes spouse, child, or parent. 
 

E. Death of an immediate family member. 
 

F. Individual exceptions may be allowed for unusual circumstances if approved 
by the Executive Director. 

 
Short-term disability days will not be paid to employee upon termination. 
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Holidays 
 

I. Purpose 
 

To provide a competitive paid-time-off benefit to recognize traditional holidays. 

II. Scope 
 

This policy applies to regular, full-time and those regular, part-time employees who 
work at least 1,040 hours annually. 

III. Policy 
 

A. The following days are recognized as company-paid holidays: 
 

Holidays 
New Year's Day 
Martin Luther King Day 
Presidents Day 
Memorial Day 
Juneteenth 
Independence Day 
Labor Day 
Columbus Day 
Veterans' Day 
Thanksgiving Day & Day After 
Christmas Eve  
Christmas Day 
*Floating Holiday  

 
B. Floating Holiday:  The SOCAG Board of Directors authorizes the Executive 

Director to designate one additional holiday per calendar year. The floating 
holiday will be agency-wide according to the rules listed below and will be 
announced by December 31st for the upcoming year. 



 Policy No. 312 
 Date 12/02/2021 
 Page 2 of 2 
 

 
 
C. For employees who work a Monday through Friday schedule, Agency paid 

holidays which fall on a Saturday will be observed on the preceding Friday; 
paid holidays which fall on a Sunday will be observed on the following 
Monday.  

 
D. If an Agency paid holiday falls during an employee's scheduled Paid Time Off, 

the holiday will not be counted as PTO taken. 
 

E. An employee that separates employment on the last scheduled workday 
preceding a holiday will not receive holiday pay.  

 
F. Holiday pay will be pro-rated for employees that work non-standard 

schedules (Monday – Friday, 8:30 a.m. to 5:00 p.m.). The holiday hours will 
be based on the annual hours scheduled divided by 260 days to arrive at the 
pro-rated daily value of hours. For example – 1,560 annual hours / 260 = 6 
hours of holiday pay. 

 
G. Employees must work or be on paid leave both the regularly scheduled day 

before and the regularly scheduled day after the holiday to receive holiday 
pay.  Employees who use unpaid leave in conjunction with a holiday will not 
be paid for the holiday, except in the case of an Agency designated furlough. 

 
H. The agency may adjust the days taken for holiday to meet program needs. 

For example, Head Start classroom staff can be designated to receive 
Columbus Day in conjunction with the school’s Fall Break. Employees will be 
notified when changes are made to the holiday schedule. 

 
I. Additionally, some employees are scheduled to work on holidays to meet 

agency business needs. These employees are paid for their working hours, 
and they are either paid for the holiday time or given another day off for the 
holiday within the same work week based on the business needs of the 
agency. If an employee is scheduled to work on the holiday and does not 
report to work, they will not be eligible to use accrued paid leave for the day, 
and they will only be paid for the holiday if the absence is determined to be 
excused and they have worked or been on paid leave the regularly scheduled 
day both before and after the holiday.  
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Insurance Programs 
 

I. Purpose 
 

To summarize group insurance and other insurance programs the Agency offers. 

II. Policy 
 

The Agency provides insurance programs as mandated by state and federal 
regulations for all employees.  Group coverages, such as life and health, are offered 
as a fringe benefit.  Health insurance and other insurance benefits are subject to the 
terms and conditions of the agreements between the Agency and the insurance 
carriers, as well as the plan documents.  For additional information about your rights 
and obligations under the Plan and under federal law, you should review the Plan’s 
Summary Plan Description or contact the Plan Administrator.   

 
The following are brief summaries of these programs. 

 
A. Group Health Insurance.  SOCAG has elected to participate in the Oklahoma 

State & Education Employee’s Group Health Insurance.  Participation in basic 
health insurance is mandatory for eligible regular employees that work at 
least 1,000 hours annually.  Employees will pay a portion of the premium for 
their coverage.  Other coverages may be available according to the plan.  The 
employee will pay the additional premiums for other coverages selected.  
The employee pays the full amount for dependent coverages.  Premiums 
chargeable to the employee will be deducted on a per payroll basis.  
Employees will enroll according to plan guidelines.  Employees will have the 
option to enroll upon start of employment. Employees beginning by the 15th 
of the month will be enrolled for the current month. Employees that start the 
16th or later, will start the first day of the following month.  See chart for 
examples: 
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Start Date Enroll Date Coverage Start 
10/26/xx 10/26/xx 11/01/xx 
3/04/xx 3/04/xx 3/01/xx 

 
B. Cafeteria Plan.  SOCAG has a Cafeteria Plan authorized under Section 125 of 

the Internal Revenue Service code. This plan provides several benefits. 
 
1. Health Plan Premiums.  Employees that are enrolled in SOCAG’s health, 

dental, or vision plans will also enroll in the Cafeteria Plan. The premiums 
for health insurance plans are on a pre-tax basis, as allowed by IRS law 
and the plan document.  
 

2. AFLAC Plans.  Employees may purchase supplemental policies through 
AFLAC. Examples include policies such as cancer, accident, intensive care, 
short-term disability. The premiums are paid through payroll deduction, 
and are on a pre-tax basis where allowed by law. The employee pays 
100% of the premiums. Policies purchases are optional. 
 

3. Flexible Spending Accounts. Employees may elect to use a Flexible 
Spending Account (FSA) to pay for unreimbursed medical expenses and 
unreimbursed dependent care expenses.  Employee pre-tax contributions 
to FSAs are limited to annual amounts prescribed by federal law.  Funds 
placed in the account must be obligated by December 31st of each year. 
Claims for reimbursement must be submitted before March 31st 
following the end of the plan year. Participation in FSAs is optional. 

 
C. Social Security and Medicare Taxes.  All employees are covered by the 

Federal Social Security Act.  A required percentage of an employee's salary is 
deducted to pay the employee's portion of this protection, and the Agency 
matches this deduction dollar for dollar.  This plan was designed for an 
employee's future security and that of his or her dependents by providing 
retirement, disability, death survivor, and Medicare benefits. 

 
D. State Unemployment Insurance.  This program is funded entirely by 

employers in this state.  The program provides weekly benefits to employees 
who become unemployed through no fault of their own or circumstances 
described in the law. 

 
E. Workers' Compensation.  The Agency carries insurance to cover the cost of 

work-incurred injury or illness.  Benefits help pay for an employee's medical 
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treatment and for part of the income lost while recovering.  Specific benefits 
are prescribed by law depending on the circumstances in each case.  To be 
assured of maximum coverage, all work-related accidents must be reported 
immediately to supervisors and the Payroll Accountant so the Agency can file 
a timely claim.  Failure to timely report work related injuries or conditions 
may affect coverage.   

 
F. Life Insurance.  The Agency offers basic group life insurance to all regular 

employees that work at least 1,000 hours annually.  The premiums are paid 
by the Agency.  Additional coverage may be available according to plan 
guidelines.  The employee pays the premium for any additional coverage 
selected.  The employee pays the full amount for dependent coverage 
through a per payroll deduction.  Employees will be enrolled according to 
plan requirements.  Enrollment will be done with other group coverage as 
described in A above. 

 
G. Pre-Paid Legal Service Plan.  The Agency offers a pre-paid legal membership 

for the Executive Director, Program Directors, and Fiscal Officer. 
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Workplace Wellness Benefit 
 

I. Purpose 
 
 To create an environment that supports and encourages health living for Agency 
 employees.   

II. Scope 
 

This policy applies to all SOCAG facilities. 

III. Introduction 
 
Southwest Oklahoma Community Action Group, Inc. cares about the health and well-being of 
our employees and strives to create an environment that supports and encourages healthy 
living. We acknowledge that people who are inactive, overweight, or obese have a higher risk 
for many serious health conditions, including diabetes, heart disease, stroke, certain types of 
cancer, and premature death. We recognize that we can help improve the health and wellness 
of our employees, and members of the community, by providing and promoting healthy food 
options, physical activity opportunities, and tobacco free environments. 

Therefore, Southwest Oklahoma Community Action Group, Inc. commits to creating a workplace 
environment that is conducive to eating healthy, being physically active, and living tobacco free 
by doing the following: 

• Providing support for a wellness committee as needed for the implementation of the 
wellness policy. 

• Promoting healthy behaviors and choices through appropriate communication 
resources, such as brochures, posters, and wellness information at meetings. 

• Expanding wellness programs to be available to family members of employees. 

• Conducting ongoing evaluations of wellness policies and programs. 

• Hosting, sponsoring, or promoting community health events, such as health fairs, races 
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IV. Nutrition 
 

SOCAG commits to making healthy food options available and accessible by doing the 
following: 

Selling beverages throughout the workplace, including in the vending machines and 
offering foods and beverages during meetings and events that follow these guidelines: 

• 100 percent of foods contain 0 grams of trans fat per serving 

• 100 percent of snack foods contain no more than 230 mg of sodium per serving 
(excluding refrigerated meals) 

• 100 percent of individual meal items will contain no more than 480 mg of 
sodium per serving.  

• 75 percent of packaged foods contain no more than 200 calories per package, no 
more than 10 percent of total calories from saturated fat, and no more than 35 
percent of total calories from sugar (excluding nuts and seeds without added 
fats, oils, or sweeteners and fruits or vegetables without added caloric 
sweeteners.) 

• 100 percent of milk products will be unsweetened and non-fat or low-fat (1%) 

• 75 percent of beverages contain no more than 40 calories per serving (excluding 
100 percent fruit juice and unsweetened milk) 

• 100 percent of juice will be unsweetened and 100 percent juice 

• 100 percent of vegetable juice will contain no more than 230 mg of sodium per 
serving 

• 100 percent of foods are cooked without frying (i.e. steaming, grilling, roasting, 
broiling, baking, poaching, or sautéing)  
 

Promoting good nutrition and healthy eating habits through these activities and 
services: 

• Providing employees with access to a refrigerator, microwave, and sink with a 
water faucet. 
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• Encouraging employees to bring healthy foods to special occasions like birthdays 
and retirement parties, or celebrating with non-food items. 

• Ensuring access to a private space (other than a restroom) that has an electrical 
outlet, and providing flexible paid or unpaid break times to allow mothers to 
express breast milk.   

• Prohibiting the marketing of foods and beverages that do not meet the 
requirements of the wellness policy. 

• Making cool drinking water available throughout the day at no cost.  

• Providing nutritional information on foods and beverages sold and offered in the 
workplace.  

• Identifying healthy food and beverage menu items with signs, symbols, and/or 
colors.  

• Offering smaller portion sizes. 

• Promoting the purchase of healthy foods and beverages through practices such 
as pricing strategies or posting flyers, or using other communication tools.  

• Providing nutrition education through activities such as seminars, workshops, 
classes, meetings, and newsletters.  

• Hosting, sponsoring, or promoting a farmers’ market on company property or 
nearby that is open to community members.  

V. Physical Activity 
 

SOCAG commits to making physical activity opportunities available and accessible by 
doing the following: 

• Incorporating 10-minute physical activity breaks into every hour of sedentary 
meetings, trainings, and other workplace gatherings. 

• Promoting physical activity through education, such as providing information at 
meetings. 

• Promoting walking meetings.  
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• Providing flexible work arrangements to accommodate paid physical activity 
breaks.  

• Using posters, pamphlets, and other forms of communication to promote 
physical activity.  

• Promoting employee participation in physical activity by creating exercise clubs 
or groups and sponsoring employee sports teams.  

• Providing access to an on-site changing room or locker rooms.  

• Providing employees, and their families, with access to an off-site fitness facility, 
including, but no limited to, purchasing corporate memberships as part of the 
employee’s benefit package, subsidizing membership expenses, or negotiating a 
discounted family rate for staff. Refer to Policy No 371 for details.  

• Providing safe and secure bicycle parking for employees and community 
members.  

• Providing information about local resources and facilities, such as walking trails, 
community parks, and recreational facilities.  

• Promoting physical activity through activities such as seminars, workshops, 
classes, newsletters, and meetings.  
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Wellness Benefit 
 

I. Purpose 
 

To summarize the Wellness Benefit offered by the Agency.   

II. Scope 
 

This policy applies to all regular employees who work a minimum of 20 hours a week.   

III. Policy 
  
 A. Gym Membership 

To promote health and wellness among Agency staff, the Agency provides a Wellness 
Benefit to eligible staff. Part one of the benefit is discounted access to participating 
exercise facilities. The benefit may vary as funding allows and as access to wellness 
programs and activities vary over time and by location. 

 
The Agency will contribute up to a maximum of 50% of the cost of the Wellness 
Benefit to for each employee. Employees working 37.5 hours per week or more will 
be eligible for the maximum Agency contribution being offered. Those staff working 
more than 20 hours per week, but less than 37.5 hours per week will receive a pro-
rated benefit. 

 
Enrollment is conducted quarterly and announced on EWS. Participation is optional. 
Employees who choose to participate in the Wellness Benefit will sign and date a 
salary deduction agreement to have their portion of the cost of the Wellness Benefit 
withheld from their paychecks over six consecutive pay periods for each quarter 
enrolled. 

    
B. Wellness Days 

The Agency recognizes the importance of caring for employees’ well-being. To 
promote self-care, the Agency will provide two days of time to be available to regular 
employees on January 1st of each year. The amount of time will be calculated by 
taking an employee’s annual hours divided by 260 days for the pro-rated leave 
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amount. The Wellness days replaces the safety days that are being eliminated. Any 
wellness leave time that is not used within the calendar year expires and cannot be 
rolled over. 
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1.  Purpose of Policy 
This policy complies with 49 CFR Part 655, as amended and 49 CFR Part 40, as amended. Copies of 
Parts 655 and 40 are available in the drug and alcohol program manager’s office and can be found on the 
internet at the Federal Transit Administration (FTA) Drug and Alcohol Program website 
http://transit-safety.fta.dot.gov/DrugAndAlcohol/.  

The BOARD OF DIRECTORS/TRUSTEES have approved and adopted the SOUTHWEST 
TRANSIT Policy on Anti-Drug and Alcohol Misuse at its board meeting on 03/28/2024, and 
revisions of the original policy on 1/1/1996 AND REVISIONS, IF ANY, as listed on the cover page of 
this document.  A copy of the latest board approvals is included in this policy as Attachment 2. 

All covered employees are required to submit to drug and alcohol tests as a condition of employment in 
accordance with 49 CFR Part 655. 

Portions of this policy are not FTA-mandated, but reflect SOUTHWEST TRANSIT’s policy. These 
additional provisions are identified by bold text.  

In addition, the Department of Transportation (DOT) has published 49 CFR Part 29, implementing the 
Drug-Free Workplace Act of 1988, which requires the establishment of drug-free workplace policies and 
the reporting of certain drug-related offenses to the FTA.  

All SOUTHWEST TRANSIT employees are subject to the provisions of the Drug-Free Workplace 
Act of 1998. 

The unlawful manufacture, distribution, dispensation, possession or use of a controlled substance is 
prohibited in the covered workplace. An employee who is convicted of any criminal drug stature for a 
violation occurring in the workplace shall notify their direct supervisor and the Executive Director no 
later than five days after such conviction. 

SOUTHWEST TRANSIT’S intention is to fully comply with the regulations of the US DOT and 
FTA (49 CFR, Part 32, Part 40 and Part 655). If any omissions or contradictions occur between this 
policy and the federal regulations, the federal regulations shall apply. 

If the regulations of the US DOT or the FTA change, this policy will be amended to reflect those 
changes and to remain consistent with regulations and US DOT requirements. When such changes 
occur, SOUTHWEST TRANSIT will notify all affected employees. 

Once the governing board has adopted this policy, all safety sensitive employees shall be made aware of 
the policy and subsequent changes, and the effect it will have on them. The SOUTHWEST TRANSIT shall 
provide written notice to every covered employee and to representatives of employee organizations 
explaining the drug and alcohol misuse policies and procedures. (§655.16)  See Attachment 1. 

http://transit-safety.fta.dot.gov/DrugAndAlcohol/
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2. Covered Employees 
This policy applies to every person, including an applicant or transferee, who performs or will perform a 
“safety-sensitive function” as defined in Part 655, section 655.4.  

You are a covered employee if you perform any of the following: 

• Operating a revenue service vehicle, in or out of revenue service 
• Operating a non-revenue vehicle requiring a commercial driver’s license  
• Controlling movement or dispatch of a revenue service vehicle 
• Maintaining (including repairs, overhaul and rebuilding) of a revenue service vehicle or 

equipment used in revenue service 
• Carrying a firearm for security purposes 

A volunteer is a covered employee if:  

(1) the volunteer is required to have a commercial driver’s license to operate the vehicle; or 
(2) the volunteer performs a safety-sensitive function and receives remuneration in excess of his 

or her actual expenses incurred 

See Attachment 3 for a list of covered positions by job title.  

3.  Prohibited Behavior  
Use of illegal drugs is prohibited at all times. All covered employees are prohibited from reporting for 
duty or remaining on duty any time there is a quantifiable presence of a prohibited drug in the body 
defined in Part 40. Prohibited drugs include: 

• marijuana 
• cocaine 
• phencyclidine (PCP) 
• opioids 
• amphetamines 

All covered employees are prohibited from performing or continuing to perform safety-sensitive functions 
while having an alcohol concentration of 0.04 or greater.  

All covered employees are prohibited from consuming alcohol while performing safety-sensitive job 
functions or while on-call to perform safety-sensitive job functions. If an on-call employee has consumed 
alcohol, they must acknowledge the use of alcohol at the time that they are called to report for duty. If the 
on-call employee claims the ability to perform his or her safety-sensitive function, he or she must take an 
alcohol test prior to performance. 

All covered employees are prohibited from consuming alcohol within four (4) hours prior to the 
performance of safety-sensitive job functions.  
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All covered employees are prohibited from consuming alcohol for eight (8) hours following involvement 
in an accident or until he or she submits to the post-accident drug and alcohol test, whichever occurs first.  

4.  Consequences for Violations 
Following a positive drug or alcohol (Blood Alcohol Content (BAC) at or above 0.04) test result or test 
refusal, the employee will be immediately removed from safety-sensitive duty and referred to a Substance 
Abuse Professional (SAP).  

Following a BAC of 0.02 or greater, but less than 0.04, the employee will be immediately removed from 
safety-sensitive duties for at least eight hours unless a retest results in the employee’s alcohol 
concentration being less than 0.02.  

Zero Tolerance 
Per SOUTHWEST TRANSIT policy, any employee who tests positive for drugs or alcohol (BAC at 
or above 0.04) or refuses to test will be referred to a SAP and immediately terminated from 
employment.  

5. Circumstances for Testing 

Pre-Employment Testing 
Pre-employment alcohol tests may be conducted after making a contingent offer of employment or 
transfer. All pre-employment alcohol tests will be conducted using the procedures set forth in 49 CFR 
Part 40.   

A negative pre-employment drug test result is required before an employee can first perform safety-
sensitive functions. If a pre-employment test is cancelled, the individual will be required to undergo 
another test and successfully pass with a verified negative result before performing safety-sensitive 
functions. 

If a covered employee has not performed a safety-sensitive function for 90 consecutive calendars days, 
and has not been in the random testing pool during that time, the employee must take and pass a pre-
employment test before he or she can return to a safety-sensitive function.  

A covered employee or applicant who has previously failed or refused a DOT pre-employment drug 
and/or alcohol test must provide proof of having successfully completed a referral, evaluation, and 
treatment plan meeting DOT requirements.  

Reasonable Suspicion Testing 
All covered employees shall be subject to a drug and/or alcohol test when SOUTHWEST TRANSIT has 
reasonable suspicion to believe that the covered employee has used a prohibited drug and/or engaged in 
alcohol misuse. A reasonable suspicion referral for testing will be made by a trained supervisor or other 
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trained company official on the basis of specific, contemporaneous, articulable observations concerning 
the appearance, behavior, speech, or body odors of the covered employee.  

Covered employees may be subject to reasonable suspicion drug testing any time while on duty. Covered 
employees may be subject to reasonable suspicion alcohol testing while the employee is performing 
safety-sensitive functions, just before the employee is to perform safety-sensitive functions, or just after 
the employee has ceased performing such functions. 

Post-Accident Testing 
Covered employees shall be subject to post-accident drug and alcohol testing under the following 
circumstances:  

Fatal Accidents 
As soon as practicable following an accident involving the loss of a human life, drug and alcohol 
tests will be conducted on each surviving covered employee operating the public transportation 
vehicle at the time of the accident. In addition, any other covered employee whose performance 
could have contributed to the accident, as determined by SOUTHWEST TRANSIT using the best 
information available at the time of the decision, will be tested.  

 
Non-fatal Accidents  
As soon as practicable following an accident not involving the loss of a human life, drug and 
alcohol tests will be conducted on each covered employee operating the public transportation 
vehicle at the time of the accident if at least one of the following conditions is met: 
 

(1) The accident results in injuries requiring immediate medical treatment away from the 
scene, and the covered employee may have contributed to the accident 

(2) One or more vehicles incurs disabling damage and must be towed away from the 
scene, and the covered employee may have contributed to the accident 
 

In addition, any other covered employee whose performance could have contributed to the 
accident, as determined by SOUTHWEST TRANSIT using the best information available at the 
time of the decision, will be tested. 

 
A covered employee subject to post-accident testing must remain readily available, or it is considered a 
refusal to test. Nothing in this section shall be construed to require the delay of necessary medical 
attention for the injured following an accident or to prohibit a covered employee from leaving the 
scene of an accident for the period necessary to obtain assistance in responding to the accident or to 
obtain necessary emergency medical care. 

Random Testing 
Random drug and alcohol tests are unannounced and unpredictable, and the dates for administering 
random tests are spread reasonably throughout the calendar year. Random testing will be conducted at all 
times of the day when safety-sensitive functions are performed.  
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Testing rates will meet or exceed the minimum annual percentage rate set each year by the FTA 
administrator. The current year testing rates can be viewed online at http://www.dot.gov/odapc/random-
testing-rates.  
 
The selection of employees for random drug and alcohol testing will be made by a scientifically valid 
method, such as a random number table or a computer-based random number generator. Under the 
selection process used, each covered employee will have an equal chance of being tested each time 
selections are made.  
 
A covered employee will only be randomly tested for alcohol misuse while the employee is performing 
safety-sensitive functions, just before the employee is to perform safety-sensitive functions, or just after 
the employee has ceased performing such functions. A covered employee may be randomly tested for 
prohibited drug use anytime while on duty.  
 
Each covered employee who is notified of selection for random drug or random alcohol testing must 
immediately proceed to the designated testing site.  
 
Random Testing – End of Shift 
Random testing may occur anytime an employee is on duty so long as the employee is notified prior to 
the end of the shift. Employees who provide advance, verifiable notice of scheduled medical or child care 
commitments will be random drug tested no later than three hours before the end of their shift and random 
alcohol tested no later than 30 minutes before the end of their shift. Verifiable documentation of a 
previously scheduled medical or child care commitment, for the period immediately following an 
employee’s shift, must be provided at least 4 hours before the end of the shift. In the event the shift is 
less than 4 hours long, the employee must provide notice within one hour following the start of the 
shift.  
 
All testing under the SOUTHWEST TRANSIT’S own authority will be conducted as a Non-DOT test, 
using Non-DOT custody and control forms. 

6.  Testing Procedures 
All FTA drug and alcohol testing will be conducted in accordance with 49 CFR Part 40, as amended.  

Dilute Urine Specimen 
If there is a negative dilute test result, SOUTHWEST TRANSIT will accept the test result and there 
will be no retest, unless the creatinine concentration of a negative dilute specimen was greater than or 
equal to 2 mg/dL, but less than or equal to 5 mg/dL. 
 
Dilute negative results with a creatinine level greater than or equal to 2 mg/dL but less than or equal to 5 
mg/dL require an immediate recollection under direct observation (see 49 CFR Part 40, section 40.67).  

http://www.dot.gov/odapc/random-testing-rates
http://www.dot.gov/odapc/random-testing-rates
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Split Specimen Test 
In the event of a verified positive test result, or a verified adulterated or substituted result, the employee 
can request that the split specimen be tested at a second laboratory. SOUTHWEST TRANSIT guarantees 
that the split specimen test will be conducted in a timely fashion, and SOUTHWEST TRANSIT will be 
responsible for the costs associated with this test.   

7.  Test Refusals 
As a covered employee, you have refused to test if you: 
 

(1) Fail to appear for any test (except a pre-employment test) within a reasonable time, as 
determined by SOUTHWEST TRANSIT. 

(2) Fail to remain at the testing site until the testing process is complete.  An employee who leaves 
the testing site before the testing process commences for a pre-employment test has not refused 
to test.  

(3) Fail to attempt to provide a breath or urine specimen. An employee who does not provide a 
urine or breath specimen because he or she has left the testing site before the testing process 
commenced for a pre-employment test has not refused to test. 

(4) In the case of a directly-observed or monitored urine drug collection, fail to permit monitoring 
or observation of your provision of a specimen. 

(5) Fail to provide a sufficient quantity of urine or breath without a valid medical explanation. 
(6) Fail or decline to take a second test as directed by the collector or SOUTHWEST TRANSIT for 

drug testing. 
(7) Fail to undergo a medical evaluation as required by the Medical Review Officer (MRO) or 

SOUTHWEST TRANSIT’s Designated Employer Representative (DER). 
(8) Fail to cooperate with any part of the testing process. 
(9) Fail to follow an observer’s instructions to raise and lower clothing and turn around during a 

directly-observed test. 
(10) Possess or wear a prosthetic or other device used to tamper with the collection process. 
(11) Admit to the adulteration or substitution of a specimen to the collector or MRO. 
(12) Refuse to sign the certification at Step 2 of the Alcohol Testing Form (ATF). 
(13) Fail to remain readily available following an accident. 

 
As a covered employee, if the MRO reports that you have a verified adulterated or substituted test result, 
you have refused to take a drug test.  
 
As a covered employee, if you refuse to take a drug and/or alcohol test, you incur the same consequences 
as testing positive and will be immediately removed from performing safety-sensitive functions, and 
referred to a SAP.  
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8.  Voluntary Self-Referral 
Any employee who has a drug and/or alcohol abuse problem and has not been selected for 
reasonable suspicion, random or post-accident testing or has not refused a drug or alcohol test may 
voluntarily refer her or himself to the Administrative Resources Director, who will refer the 
individual to a substance abuse counselor for evaluation and treatment.  
 
The substance abuse counselor will evaluate the employee and make a specific recommendation 
regarding the appropriate treatment.  Employees are encouraged to voluntarily seek professional 
substance abuse assistance before any substance use or dependence affects job performance. 
 
Any safety-sensitive employee who admits to a drug and/or alcohol problem will immediately be 
removed from his/her safety-sensitive function and will not be allowed to perform such function 
until successful completion of a prescribed rehabilitation program. 

9.  Prescription Drug Use 
The appropriate use of legally prescribed drugs and non-prescription medications is not prohibited. 
However, the use of any substance which carries a warning label that indicates that mental 
functioning, motor skills, or judgment may be adversely affected must be reported to SOUTHWEST 
TRANSIT supervisor.  The misuse or abuse of legally prescribed drugs while performing transit 
business is prohibited.   
 
Medical advice should be sought, as appropriate, while taking such medication and before 
performing safety-sensitive duties.  The employee must also obtain a written release from the 
attending physician that releases the employee to perform their job duties whenever they are using 
a performance-altering substance. 
 
NOTE: Legally prescribed drugs, for purposes of this policy, do not include, regardless of the 
circumstances, any illegal drug, including marijuana or illegally obtained prescription drugs. 
 

10. Education and Training 
Every covered employee will receive a copy of this policy and will have ready access to the 
corresponding federal regulations including 49 CFR Parts 655 and 40, as amended.  In addition, all 
covered employees will undergo a minimum of 60 minutes of training on the signs and symptoms of 
drug use including the effects and consequences of drug use on personal health, safety, and the 
work environment.  The training also includes manifestations and behavioral cues that may 
indicate prohibited drug use. 
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All supervisory personnel or company officials who are in a position to determine employee fitness 
for duty will receive 60 minutes of reasonable suspicion training on the physical, behavioral, and 
performance indicators of probable drug use and 60 minutes of additional reasonable suspicion 
training on the physical, behavioral, speech, and performance indicators of probable alcohol 
misuse. 

11. Confidentiality 
Confidentiality will be applied to every aspect of the anti-drug program according to the following 
criteria: 

(1) After the MRO contacts the employee to discuss a positive confirmatory test result, and a final 
decision is released regarding the positive result, the listed contact person of SOUTHWEST 
TRANSIT shall serve as the sole point of contact. 

(2) Information regarding an individual’s test results or rehabilitation may be released under the 
following circumstances: (§40.331) 

a) A specific, written consent from an employee authorizing the release of information about that 
employee's drug or alcohol tests to an identified person 
 

b) Upon request of DOT agency representatives: 
 
1) Access to facilities used for this part and DOT agency drug and alcohol program functions. 

 
2) All written, printed, and computer-based drug and alcohol program records and reports, 

files, materials, data, documents/documentation, agreements, contracts, policies, and 
statements that are required by this part and DOT agency regulations. 

 
c) If requested by the National Transportation Safety Board as part of an accident investigation, 

information concerning post-accident tests administered after the accident. 
 

d) If requested by a Federal, state or local safety agency with regulatory authority, drug and 
alcohol test records. 

(3) All records relating to drug and alcohol testing will be kept in a separate, locked file from other 
employee records. 

12. Contact Person 
For questions about SOUTHWEST TRANSIT’s anti-drug and alcohol misuse program as well as the name 
of the MRO and SAP, see Attachment 4.  

 

 

ATTACHMENT 1 
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ACKNOWLEDGEMENT OF SOUTHWEST TRANSIT 
DRUG AND ALCOHOL TESTING POLICY 

 

I__________________________________, the undersigned, hereby acknowledge that I have 
received a copy of the drug and alcohol test ing policy and procedures mandated by the U. S. 
DOT and FTA for all covered employees who perform a safety-sensitive function. I understand 
this policy is required by 49 CFR Part 655, as amended, and has been duly adopted by the 
governing board of SOUTHWEST TRANSIT. Any provisions contained herein which are not 
required by 49 CFR Part 655 or 49 CFR Part 40, as amended, that have been imposed solely on the 
authority of the employer are designated as such in the policy document.  I am aware that I may be 
required to undergo a drug and/or alcohol screen as outlined by SOUTHWEST TRANSIT policy 
requirements and that I may be referred to an education and treatment program depending on the results of 
the drug/alcohol screen.  I agree to abide by all provisions of the drug and alcohol tes t ing policy and 
procedures as a condition of my continued employment with the company. 
 
I further understand that receipt of this policy constitutes a legal notification of the contents, and 
that it is my responsibility to become familiar with and adhere to all provisions contained therein. I 
will seek and get clarifications for any questions from the employer contact person listed in the 
policy. I also understand that compliance with all provisions contained in the policy is a condition of 
my employment. 
 
I   further    understand    the    information    contained    in   the   approved    policy    dated  
03/28/2024, is subject to change, and that any such changes, or addendum, shall be given to me in 
a manner consistent with the provision  of 49 CFR Part 655, as amended. 

 
  

Employee Signature Date 

 
  

SOUTHWEST TRANSIT Representative Date 

 

 

 

 

 

 

ATTACHMENT 2 
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SAFETY-SENSITIVE FUNCTIONS  

A safety-sensitive function, as defined by FTA 49 CFR, Part 655, is any specified duty performed by 
SOUTHWEST TRANSIT employees related to the safe operation of mass transit service. These duties 
include the following activities: 

• Operating a revenue service vehicle, including when not in revenue service; 

• Operating a non-revenue service vehicle, when required to be operated by a holder of a 
Commercial Driver’s License (CDL); 

• Controlling dispatch or movement of a revenue service vehicle; 

• Maintaining (including repairs, overhaul, and rebuilding) a revenue service vehicle or equipment 
used in revenue service; 

• Carrying a firearm for security purposes. 

The following specific job titles identify those employees who perform safety-sensitive job functions at 
SOUTHWEST TRANSIT: 

 Driver (CDL and non-CDL) 

 Substitute Driver(CDL and non-CDL) 

 Dispatcher 

 Dispatcher/Clerk 

 Route Supervisor 

 Safety/Maintenance Coordinator 
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ATTACHMENT 4 

CONTACT PERSON(S) 

Any questions regarding this policy or any other aspect of SOUTHWEST TRANSIT substance abuse 
program should be addressed to the following transit system representative(s): 

Name: Ingrid Gifford 

Title: Executive Director 

Address: 900 S. Carver Road, Altus, OK  73521 

Telephone Number: 580-482-5040 

Name: Stephen Iken 

Title: Program Director 

Address: 900 S. Carver Road, Altus, OK  73521 

Telephone Number: 580-482-5040 

Name: Amy Reyes 

Title: Administrative Resources Director 

Address: 900 S. Carver Road, Altus, OK  73521 

Telephone Number: 580-482-5040 

Name:  Industrial Medical Testing 

Title: Medical Review Officer (MRO) 

Telephone Number: 888-808-4676 

General Fax:  941-753-9975 

CCF Fax:  941-462-4408 

RX Submission:  941-926-6097 
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Name: TMHC Services, Inc. 

Title: Substance Abuse Professional (SAP) 

Address: 2121 SW Chelsea Dr., Topeka, KS  66614 

Telephone Number: 1-800-999-1196 (Toll-free) 
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Dress and Personal Appearance 

I. Purpose 
 

To establish guidelines for appropriate dress and appearance during normal business 
hours at the Agency. 

II. Scope 
 

This policy applies to all employees. 

III. Policy 
 

Employees are expected to maintain an appropriate appearance that is businesslike, 
neat and clean as determined by the requirements of the area in which the 
employee works. 

 
A. Apparel.  Generally, employees should wear appropriate, clean attire.  Skirts 

and shorts should meet appropriate business attire standards and be no 
shorter than 3 inches above the knee. Clothing that is considered 
inappropriate for the workplace consists of items such as bike pants, cut-off 
jeans, sweat outfits, low cut shirts, and graphic shirts with obscene, 
suggestive, lewd, political, racial, or other improper words or pictures. 

 
B. Shoes.  Appropriate shoes shall be worn at all times. 

 
C. Hair.  Hair should be clean, combed, and neatly trimmed or arranged.  This 

pertains to sideburns, moustaches, and beards.  Shaggy, unkempt hair is not 
permissible. 

 
D. Personal Hygiene.  Good personal hygiene habits must be maintained. 

Employees should be considerate of others when wearing perfumes, 
colognes, or body sprays. 
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E. Jewelry.  Business appropriate jewelry is acceptable.  
 
D. Agency Apparel.  Any agency-branded apparel will be treated as a uniform. 

The expectation is that employees will maintain the uniform in excellent 
condition free from stains, holes, etc. When uniforms have outlived their 
useful life, they should not be worn to work or in public.   

IV. Procedure 
 

The supervisor is responsible to evaluate the dress and appearance of employees 
under his or her supervision.  If an employee is not dressed appropriately and/or 
does not have proper hygiene, the following steps should be taken by the 
supervisor: 

 
A. On the first occasion, an oral warning should be given to the employee, and 

the Agency's dress and appearance standards should be reviewed with the 
employee.  The employee may be asked to go home and change. 

 
B. On the second occasion, the employee will be sent home to change clothes 

immediately as well as given a written warning.  Pay for the day that the 
employee is sent home begins when employee returns to work. 

 
C. Further violations may result in further discipline up to and including 

discharge. 
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Whistleblower Protection Policy 

I. Purpose 
 

To allow an avenue for employees to report concerns regarding unlawful or 
unethical conduct so that it can be addressed and corrected. 

II. Scope 
 

This policy applies to all employees of the Agency. 

III. Policy & Procedure 
  

SOCAG is committed to the highest possible standards of ethical and legal business 
conduct. SOCAG requires directors, officers, and employees to observe high 
standards of business and personal ethics in the conduct of their duties and 
responsibilities. All employees and representatives of SOCAG must practice honesty 
and integrity in fulfilling their responsibilities and comply with all applicable laws and 
regulations.  
 
This policy aims to provide an avenue for employees to raise concerns in good faith 
regarding unlawful or unethical conduct so that SOCAG can address and correct 
inappropriate conduct and actions. It is the responsibility of all employees to report 
concerns about violations or suspected violations of SOCAG’s Code of Ethics and/or 
the law or regulations that govern the operation of SOCAG. 
 
Serious concerns relating to financial reporting, unethical, or illegal conduct should 
be reported in writing directly to the Associate Director, Executive Director, any 
member(s) of the Finance/Audit Committee of the Board of Directors or Philip 
Olson, Attorney, at 580-482-7811. If an employee reports their concern and they 
believe it is not appropriately addressed, the employee should then report their 
concern to another person or persons identified herein. There is no need to follow 
any formal chain of command. Therefore, the employee may report their concern 
directly to the Chair of the Finance/Audit Committee if they believe it would provide 
a more appropriate forum. 
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The action taken by SOCAG will depend on the nature of the concern. All reported 
concerns will be forwarded to the Finance/Audit Committee. The Finance/Audit 
Committee shall be responsible for evaluating, investigating, and/or making 
appropriate recommendations to the Board of Directors with respect to all reported 
concerns. Initial inquiries will be made to determine whether an investigation is 
appropriate, and the form it should take. Some concerns may be resolved by agreed 
action without the need for investigation. The Board of Directors shall receive a 
report on each complaint and a follow-up report on actions taken. 
 
Reports of concerns, and investigations pertaining thereto, shall be kept confidential 
to the extent possible, consistent with the need to conduct an adequate 
investigation. 
 
SOCAG encourages employees to raise good faith concerns about unlawful or 
unethical conduct within the agency without fear of retaliation. SOCAG will not 
retaliate against employees who raise such concerns. This includes, but is not limited 
to, protection from retaliation in the form of an adverse employment action such as 
termination, compensation decreases, or poor work assignments and threats of 
physical harm. Any employee who believes he/she is being retaliated against for 
making a report of unlawful or unethical conduct must immediately contact the 
Associate Director, Executive Director, any member(s) of the Board Finance/Audit 
Committee or Philip Olson, Attorney, at 580-482-7811. An employee who retaliates 
against someone who has reported a concern in good faith may be subject to 
disciplinary action, up to and including termination of employment. The right of an 
employee for protection against retaliation does not include immunity for any 
personal wrongdoing.  
 
Employees making reports must exercise sound judgment to avoid baseless 
allegations. Employees are not protected if they knowingly or recklessly disseminate 
false information or make false claims of misconduct. An employee who knowingly 
or recklessly files a false report of wrongdoing will be subject to discipline up to and 
including termination. 
 
Compliance with 41 U.S.C. 4712: 
 
Southwest Oklahoma Community Action Group, Inc. complies with, and is subject to, 
all applicable provisions of 41 U.S.C. 4712, including all applicable provisions that 
prohibit, under specified circumstances, discrimination against an employee as 
reprisal for the employee's disclosure of information related to gross 
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mismanagement of a federal grant, a gross waste of federal funds, an abuse of 
authority relating to a federal grant, a substantial and specific danger to public 
health or safety, or a violation of law, rule, or regulation related to a federal grant. 

 
An employee who initiates or provides evidence of contractor or subcontractor 
misconduct in any judicial or administrative proceeding relating to waste, fraud, or 
abuse on a Federal contract shall be deemed to have made a disclosure. An 
employee of a contractor, subcontractor, or grantee who believes that he or she has 
been discharged, demoted, or otherwise discriminated against in violation of this 
section may submit a complaint with the Inspector General of the agency 
concerned. Procedures for submitting fraud, waste, abuse, and whistleblower 
complaints are generally accessible on agency Office of Inspector General Hotline or 
Whistleblower Internet sites. A complaint by the employee may not be brought 
under 41 U.S.C. §4712 more than three years after the date on which the alleged 
reprisal took place. 

 
Southwest Oklahoma Community Action Group, Inc. shall also inform its employees, 
in writing (and in the predominant native language of the workforce), of employee 
rights and remedies under 41 U.S.C. 4712. 

 
Additionally employees are protected by Title 74, Section 840-2.5 of the Oklahoma 
statutes, which protects employees from retaliation for reporting improper activities 
and to address written complaints alleging acts of reprisal or intimidation due to 
disclosure of improper activities.   
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Safety Committee Policy & Procedures 

I. Purpose 
 

To protect the safety and health of all employees by the prevention of accidents or 
incidents. 

II. Scope 
 

This policy applies to all locations and all employees. 

III. Policy 
 
A committee appointed by the Executive Director composed of employees will 
investigate all job-related accidents or incidents that require medical attention, 
make safety checks of all program sites, and recommend safety training for 
employees.   

IV. Procedure 
 

A. A Safety Committee will be created from interested employees. Employees will 
be approved and appointed by the Executive Director. 

 
1. The Safety Committee chairperson empowered to formulate 

recommendations and requirements for safety purposes.  
 

2. The Safety Committee will investigate all job-related accidents or incidents 
that require medical attention.  The investigation may begin with a phone 
call to the employee and witnesses. If needed, they will inspect the area in 
which the accident or incident occurred for causes of injury.   The injured 
employee, witnesses, and their Supervisor will be required to answer 
questions by the Committee.  The Safety Committee will evaluate the 
accident or incident to determine: 
 



 Policy No. 708 
 Date 12/02/2021 
 Page 2 of 2 

 
(a) What happened 
(b) Why it happened 
(c) How to prevent recurrence 
 

3. After the investigation is completed, the Safety Committee will prepare a 
written report documenting the accident findings with recommendations to 
prevent further occurrences. The report will be provided to the Executive 
Director, Program Director, Supervisor of employee, and Workers Comp file.  
 

4. The Safety Committee will be required to make an annual visit to all sites to 
evaluate those sites as to any safety hazard.  The Safety Committee will 
prepare a report outlining recommendations to enhance health and safety of 
the site. The written report will be provided to the Executive Director, 
Program Director, and the site supervisor. 
 

5. A rolling two-year plan for safety training will be designed by the Committee. 

V. Accountability 
 

A. The Safety Committee Chairperson shall be given the authority to document 
non-compliance of safety recommendations with directions for correction of 
the non-compliance.  

 
B. The Safety Committee will maintain a master file of all documentation, 

including investigation notes, recommendations, safety inspections, non-
compliance documentation. All findings, recommendations, and requirements 
will be reported to the Executive Director in writing within one week of the 
documentation. 
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Workplace Policy for Domestic Violence, Sexual Violence, and Stalking 

I. Purpose 
 

SOCAG institutes this policy as part of its commitment to a safer and more 
supportive organizational climate and to the prevention and reduction of the 
incidence and effects of domestic violence, sexual violence, and stalking [hereinafter 
“violence”] at the workplace. SOCAG recognizes that domestic violence, sexual 
violence, and stalking present unique issues for its workforce.   
 
Domestic violence, sexual violence, and stalking are workplace issues even if 
incidents occur elsewhere. Domestic violence, sexual violence, and stalking span 
across economic, educational, cultural, age, gender, racial, and religious lines and 
occur in a wide variety of contexts. Therefore, the organization will take every 
appropriate measure to prevent and/or address such violence in the context of: 
 

• Subordinate/superior relationships; 
• Heterosexual and same-sex intimate partner relationships, including marital, 

cohabiting, or dating; 
• Heterosexual or same sex non-intimate partner relationships, such as 

between coworkers; 
• Parent/child relationships; and 
• Violent acts of others that could potentially occur within the workplace. 

 
The purposes and goals of this policy are to:  
 

• Support a comprehensive workplace education and training program to 
prevent violence and promote healthy relationships for employees and their 
families; 

• Create a supportive and healthful work environment that helps employees to 
avoid the use of violence in any context; 

• Institutionalize responsive policies and procedures to assist employees who 
are impacted by violence, including the provision of training on this policy to 
employees and management; 

• Provide assistance to employees who are perpetrators of violence and take 
disciplinary action to hold them accountable for violent behavior; and 
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• Provide immediate assistance and support to victims of violence, such as 

information and referrals to community resources, to facilitate safety and 
support for victims and fellow employees. 

II. Scope 
 

Persons covered by this policy include full and part-time employees, interns, 
contractors, volunteers, or temporary workers engaged by Southwest Oklahoma 
Community Action Group, Inc., or in any workplace location. 

III. Definitions 
 

1. Survivor or victim 
An individual who is currently subject to, or has in the past been subjected to, 
domestic violence, sexual violence, stalking or other forms of violence. 

 
2. Perpetrator 

An individual who commits or threatens to commit an act of domestic violence, 
sexual violence, or stalking, including unwarranted violence against animals. 

 
3. Domestic Violence 

Domestic violence is a pattern of coercive behavior, including acts or threatened 
acts, that is used by a perpetrator to gain power and control over a current or 
former spouse, family member, intimate partner, or person with whom the 
perpetrator shares a child in common. Domestic violence includes, but is not 
limited to: physical violence, injury, or intimidation; sexual violence or abuse; 
emotional and/or psychological intimidation; verbal abuse; threats; harassment; 
stalking; or economic abuse and control. 

 
4. Sexual Violence 

Sexual violence is a range of behaviors, including but not limited to: sexual 
harassment; a completed nonconsensual sex act (i.e., rape); an attempted 
nonconsensual sex act; abusive sexual contact (i.e., unwanted touching); and non-
contact sexual abuse (e.g., threatened sexual violence, exhibitionism, verbal 
harassment). Some or all of these acts may also be addressed in SOCAG’s Sexual 
Harassment Policy. Sexual violence is any sexual act or behavior that is 
perpetrated against someone’s will when someone does not or cannot consent. 
Victims of sexual violence may know the perpetrator(s), such as a coworker or a 
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supervisor, and/or may be involved in a dating or marital relationship with the 
perpetrator, or the perpetrator may be unknown to the victim. Consent is not 
given when a perpetrator uses force, harassment, threat of force, threat of 
adverse personnel action, coercion, or when the victim is asleep, incapacitated, or 
unconscious. 

 
5. Stalking 

Stalking refers to harassing, intimidating or threatening conduct that causes the 
victim to fear for his or her safety or the safety of a family member, or would cause 
a reasonable person in a similar situation to fear for his or her safety. Stalking 
conduct includes, but is not limited to: following or spying on a person; appearing 
at a person’s home or work; engaging in unwanted, harassing, or threatening 
phone calling, emailing, texting, etc.; waiting at places in order to make unwanted 
contact with the victim or to monitor the victim; leaving unwanted items, 
presents, or flowers for the victim; and posting information or spreading rumors 
about the victim on the internet, in a public place, or by word of mouth. Stalking 
may occur through use of technology including, but not limited to: email; 
voicemail; text messaging; and use of GPS and social networking sites. 

 
6. Protection or Restraining Order 

Protection orders, sometimes called restraining orders or stay away orders, allow 
a victim to petition the court for protection from a perpetrator, as well as establish 
custody and visitation guidelines and provide for other forms of support, like rent 
or mortgage payments, which last for the duration of the order. Protection orders 
may also be issued in criminal cases as a condition of probation or condition of 
release particularly in a domestic violence, sexual violence, dating violence, or 
stalking related crime. In addition, some states have enacted laws that allow 
employers to apply for protection orders to prevent violence, harassment, or 
stalking of their employees.  

 
7. Workplace-Related Incidents  

Workplace-related incidents of domestic violence, sexual violence, dating 
violence, and stalking include acts, attempted acts, or threatened acts by or 
against employees, the families of employees, and/or their property, that imperil 
the safety or well-being of any person associated with an employee of SOCAG 
regardless of whether the act occurred in or outside the organization’s physical 
workplace. An employee is considered to be in the workplace while in, or utilizing 
the resources of the employer, including but not limited to facilities, work sites, 
equipment, or vehicles, or while on work-related travel. 
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8. Non-Workplace Incidents 

Non-workplace incidents of domestic violence, sexual violence, dating violence, 
and stalking include acts, attempted acts, or threatened acts by or against any 
person or animal that occur anywhere outside a company’s physical workplace, 
and/or while an employee is not engaged with or traveling for the employer. 

 
9. Workplace Safety Plan 

A strategy developed in collaboration with a victim and victim service provider to 
implement workplace safety options, including but not limited to: handling of 
court protection orders; procedures for alerting security personnel of threats or 
incidents; temporary or permanent adjustments to work schedules, locations, 
contact information, change in parking spots, and requests for escorts to and from 
workplace facilities. 

IV.  Statement of Confidentiality  
 

SOCAG recognizes and respects an employee’s right to privacy and the need for 
confidentiality and autonomy. SOCAG shall maintain the confidentiality of an 
employee’s disclosure regarding violence to the extent allowed by law, and unless to 
do so would result in physical harm to any person, and/or jeopardize safety within 
the workplace. When information must be disclosed to protect the safety of 
individuals within the workplace, SOCAG shall limit the breadth and content of such 
disclosure to information reasonably necessary to protect the safety of the 
disclosing employee and others, and to comply with the law. SOCAG shall provide 
advance notice to the employee who disclosed information, to the extent possible, if 
the disclosure must be shared with other parties in order to maintain safety in the 
workplace or elsewhere. SOCAG shall also provide the employee with the name and 
title of the person to whom SOCAG intends to share the employee’s statements, and 
shall explain the necessity and purpose regarding said disclosure. 

V.  Employer Responses to Violence  
 

A.  Responses to Victims  
 

i. Non-Discrimination and Non-Retaliation  
SOCAG will not discharge, or in any manner discriminate or retaliate against 
an employee because of the employee’s status as a victim of domestic 
violence, sexual violence, or stalking, if the victim provides notice to the 
organization of the status, or the organization has actual knowledge of the 
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status.  
 
SOCAG will not retaliate against a victim of domestic violence, sexual assault, 
or stalking for requesting leave or a reasonable accommodation (see Section 
5(A)(ii)), regardless of whether the request was granted.  

 
ii. Leave and Other Reasonable Accommodations and Assistance  
SOCAG  recognizes that victims of domestic violence, sexual assault, stalking 
and dating violence may need time off to obtain or attempt to obtain a 
protection or restraining order or any other legal assistance to help ensure 
his or her health, safety, or welfare or that of his or her child. SOCAG will 
work in collaboration with the employee to provide reasonable and flexible 
leave options when an employee or his or her child is a victim of domestic 
violence, sexual assault, and/or stalking. SOCAG will work with employee to 
provide paid leave first before requiring an employee to utilize unpaid leave.  
 
An employee must provide reasonable advance notice to the employer of the 
need to take time off unless advance notice is not feasible. SOCAG may 
require the employee to provide documentation or other certification 
verifying that the employee was a victim of violence. To request Leave, 
employee should contact [person].  
 
SOCAG will maintain the confidentiality of a person who requests leave 
under this policy, to the extent allowed by law.  
 
SOCAG will also provide reasonable accommodations for a victim of domestic 
violence, sexual violence, or stalking who requests an accommodation for the 
safety of the victim or to maintain his or her work performance while at 
work. Reasonable accommodations may include the implementation of 
safety measures, include a transfer, reassignment, modified schedule, 
changed work telephone, changed work station, installed lock, assistance in 
documenting the violence that occurs in the workplace, an implemented 
safety procedure, another adjustment to a job structure, workplace facility, 
or work requirement in response to the violence, or referral to a victim 
assistance organization. SOCAG will assist an employee to enforce his or her 
protection order, if applicable.  

 
iii. Access to Unemployment Insurance Benefits  
SOCAG recognizes that in certain situations it is no longer feasible for an 
employee who is a victim of violence to continue working for SOCAG. In such 
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circumstance, SOCAG shall provide to employee information regarding 
access to unemployment insurance benefits. SOCAG has designated the 
Administrative Resources Director and/or the EEO Officer to provide accurate 
information regarding unemployment benefits for victims of violence.  

 
iv. Work Performance  
SOCAG recognizes that employees who are victims of violence may 
experience temporary difficulty fulfilling job responsibilities. If SOCAG 
becomes aware that an employee’s work performance or conduct has been 
impacted by domestic violence, sexual assault, and stalking, SOCAG will offer 
support to the employee and work in collaboration with the employee to 
address the issues, in accordance with established policies within the 
workplace. SOCAG may develop a work plan with employee, provide leave 
and other accommodations as specified in Section 5(A)(ii), provide referrals 
to support or advocacy agencies, advise employee of his or her rights 
regarding unemployment insurance as specified in Section 5(A)(iii), and 
maintain a separate and confidential record of employee’s status as a victim 
of domestic violence, sexual assault, and stalking to ensure to victim that his 
or her rights and privileges of employment are not impacted or compromised 
as a result of the violence. 

 
v. Protection and Restraining Orders  
SOCAG  recognizes that a victim of violence may seek an order of protection, 
or may receive a protection or restraining order, as part of his or her efforts 
to become safe and as part of his or her workplace safety plan. SOCAG 
recognizes that the workplace may or may not be included on an order as a 
location from which a perpetrator must remain away. If an employee 
chooses to disclose the existence of a protection or restraining order to 
SOCAG, SOCAG  may, wherever possible, assist the employee to enforce his 
or her order, shall archive said order in a confidential and separate file from 
employee’s personnel file, and, if applicable, may assist employee to gather 
documentation from the workplace, such as emails or voice messages, that 
could support the employee’s efforts in the justice system or otherwise to 
obtain or maintain safety from a perpetrator. 

 
B.  Reporting by Employees with Information about Violence  

Employees who have information about or witness an act of violence 
perpetrated by an employee, or who have information about or witness 
violence against an employee, are required to report all information to the 
designated person in SOCAG organization.  
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SOCAG will not retaliate against, terminate, or discipline any employee for 
reporting information about alleged incidents of violence, as defined in this 
policy that may have been committed by any other employee, including a 
member of management. Prohibited acts of retaliation include, but are not 
limited to, demotion or withholding of earned pay, as well as acts of personal 
retaliation, such as those related to an employee’s immigration status or 
sexual orientation, for example.  
 
Any employee who believes he or she has been subjected to adverse action 
as a result of making a report pursuant to this policy should contact the 
Administrative Resources Director (HR Department) and/or the EEO Officer. 
See Section 7 regarding reporting of violations of this policy.  

 
C.  Responses to Workers Who Commit Violence  

If SOCAG receives information that alleges or suggests that an employee has 
committed an incident of workplace-related or non-workplace violence, as 
defined in this Policy, or if any manager receives information that any 
employee has engaged in any incident of workplace-related or non-
workplace violence, then the matter shall be referred to the designated 
executive for the purpose of investigating the information or allegation. 
SOCAG shall conduct an immediate investigation of the information or 
allegation, which investigation shall be completed within 45 days of receipt 
of the information or allegation concerning the alleged incident of violence.  
 
Every employee shall have a duty to cooperate with the investigation, and 
failure to do so will result in disciplinary action being taken against the 
uncooperative employee up to and including termination. Additionally, every 
employee has the duty to be truthful and must disclose all information 
known to the employee when requested to do so by an appropriate person 
in the organization or the person designated by the organization to 
investigate an alleged incident of violence. Any employee who fails to be 
completely truthful or who withholds information shall be subject to 
disciplinary action up to and including termination.  
 
At the conclusion of the investigation conducted by SOCAG, the investigator 
shall report her or his findings to the designated official. If the investigator 
concludes, by a preponderance of the evidence, that the employee has 
engaged in a workplace-related incident or non-workplace incident, as 
defined in this Policy, then that employee shall be subject to disciplinary 
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action up to and including termination. The employee might also be required 
to participate in counseling or other remedial measures. Employees are 
prohibited from utilizing any workplace resources, such as work time, 
phones, email, computers, fax machines or other means to threaten, harass, 
intimidate, embarrass or otherwise harm another person.  
 
An employee who is subject to a protection or restraining order, or a named 
defendant in a criminal action as a result of a threat or act of domestic 
violence, sexual violence, or stalking must notify the SOCAG Human 
Resources Department immediately regarding the existence of such criminal 
or civil action. Failure to disclose the existence of such criminal or civil actions 
in these circumstances will result in disciplinary action, up to and including 
termination from employment.  

 

VI.  Reporting by Employees Who are Victims  
 
Employees who are victims of domestic violence, sexual assault, and stalking, and 
employees who are concerned about coworkers who might be victims are 
encouraged to provide a report to SOCAG. SOCAG has designated the Administrative 
Resources Director as the person to whom such reports should be made. SOCAG’s 
designated employee shall provide community referrals and resources to employees 
in order to assist employees with their concerns or experiences regarding violence.  

VII.  Reporting Violation of Policy  
 

A person who wishes to report a violation of this policy should also contact the 
Administrative Resources Director and/or the EEO Officer. SOCAG will not subject 
employees who report violence or report a violation of this policy to work-related or 
personal retaliation, as described in Section 5(B). Any allegations of violations of this 
policy will be immediately investigated in accordance with the timeline and 
procedure outlined in Section 5(C). 
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Birth to Five Standards of Conduct 
 

I. Purpose 
  
  To identify the provisions of Head Start Standards of Conduct in reinforcing           
  appropriate professional behavior among staff. (§1302.90 (c) Head Start   
  Program Performance Standards (HSPPS)) 
 

II. Scope 
 
  This policy applies to all Head Start and Early Head Start employees, consultants, 
  contractors, and volunteers. 
 

III. Policy 
   
  All staff, consultants, contractors, and volunteers will abide by the    
  program’s standards of conduct that: 
 A. Ensure staff, consultants, contractors, and volunteers implement positive strategies to  
 support children’s well-being and prevent and address challenging behavior; 
 B. Ensure staff, consultants, contractors, and volunteers do not maltreat or endanger the 
 health or safety of children, including, at a minimum, that staff must not: 
  (1) Use corporal punishment; 
  (2) Use isolation to discipline a child; 
  (3) Bind or tie a child to restrict movement or tape a child’s mouth; 
  (4) Use or withhold food as a punishment or reward; 
  (5) Use toilet learning/training methods that punish, demean, or humiliate a child; 
  (6) Use any form of emotional abuse, including public or private humiliation,  
  rejecting, terrorizing, extended ignoring, or corrupting a child; 
  (7) Physically abuse a child; 
  (8) Use any form of verbal abuse, including profane, sarcastic language, threats,  
  or derogatory remarks about the child or child’s family; or, 
  (9) Use physical activity or outdoor time as a punishment or reward; 
 
 C.  Staff, consultants, contractors, and volunteers respect and promote the unique identity 
 of each child and family and do not stereotype on any basis, including gender, race, 
 ethnicity, culture, religion, disability, sexual orientation, or family composition; 
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D. Staff, consultants, contractors, and volunteers will comply with program confidentiality 
policies concerning personally identifiable information about children, families, and other staff 
members in accordance with subpart C of part §1303 of the Head Start Program Performance 
Standards and applicable federal, state, local, and tribal laws; and, 
F. Ensure no child is left alone or unsupervised by staff, consultants, contractors, or volunteers 
while under their care. 
E.  Infractions will lead to corrective action up to and including discharge for staff, consultants, 
and volunteers who violate the standards of conduct. (See Personnel Policy No. 422, Corrective 
Action) 
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Head Start Program Governance Procedures 
 

I. Purpose 
  
  To maintain a formal structure for program governance that includes a governing body  
  (SOCAG Board of Directors), a policy council at the agency level, and a parent   
  committee at each center. (§1301.1 HSPPS) Diagram attached of Governance. 
 

II. Scope 
 
  The Board of Directors has a legal and fiscal responsibility to administer and  
  oversee the agency’s Head Start and Early Head Start programs.  Policy councils  
  are responsible for the direction of the agency’s Head Start and Early Head Start  
  programs. (Duties listed in 642 of the Head Start Act)  
 

III. Policy 
 
  The agency will provide appropriate training and orientation to the governing  
  body and the policy council, including training on program performance   
  standards and training indicated in §1302.12(m) to ensure the members   
  understand the information they receive and can effectively oversee and   
  participate in the programs. 
 

IV. Procedures 
   
  A representative of the Board of Directors will also serve on the Policy Council.  
  This member will be appointed yearly by the Chairman of the Board. The   
  representative will report to both the Board of Directors and the Policy Council,  
  when requested, about the ongoing activities of both. 

 
  To facilitate meaningful consultation and collaboration about decisions of the  
  governing body and the policy council, the Board of Directors and Policy Council 
  jointly established written procedures for resolving internal disputes between the  
  governing board and policy council in a timely manner that include impasse  
  procedures. These are reviewed annually. (§1301.6) 





SOUTHWEST OKLAHOMA COMMUNITY ACTION GROUP HEADSTART 
MASKING POLICY

Effective November 30, 2021

Purpose

To comply with the Office of Head Start (OHS) rules regarding mask requirements to mitigate 
the spread of COVID-19 in Head Start Programs and any subsequent applicable mask mandates 
for Head Start Programs.  As set out in detail below, the mask requirement is effective November 
30, 2021. 

Scope

Effective immediately, masking, using masks recommended by the CDC, is required for all 
individuals aged 2 years and older as follows: 

1) When there are two or more individuals in a vehicle owned, leased, or arranged by the 
Head Start program; 

2) Indoors in a setting when Head Start services are provided; and 

3) For those not fully vaccinated, outdoors in crowded settings or during activities that 
involve sustained close contact with other people.

This policy applies to all individuals age 2 or over including Head Start children and staff, 
contractors whose activities involve contact with or providing direct services to Head Start 
children and families, volunteers working in classrooms or directly with Head Start children and 
families and any other individual that enters a building or any other location where Head Start 
services are provided or Head Start activities are taking place.  This masking requirement is a 
term and condition of employment for Head Start staff and for participation by children, unless 
an exemption or deferral has been approved in advance by Southwest Oklahoma Community 
Action Group.   

This policy will be interpreted and applied so as to comply with the masking provisions of the 
Head Start Program Performance Standards found at 45 CFR Part 1302 and any other applicable 
laws, standards or regulations.

Procedures

Acceptable masks should be worn properly as provided herein.  Masks must be of a type 
recommended by the CDC.  Masks should be  comfortable to wear and fit snugly. The mask 
must cover the mouth, nose, and chin. The mask can fasten around the ears or the back of the 
head, as long as it stays in place when talking and moving. Masks should be put on properly and 
adjusted as necessary throughout the day. Hands should be promptly washed after removing the 
mask.  Cloth or other non-disposable masks should be laundered in between daily use.  
Disposable masks should not be reused from day to day.  Damaged or torn masks are not 



acceptable.  Masks with vents or exhalation valves are also not acceptable.  Masks will be made 
available free of charge to children and staff who do not possess an acceptable mask.  

Exceptions to this universal masking requirement are as follows: 

1) Children or adults when they are eating or drinking; 

2) Children when they are napping; 

3) Individuals who cannot wear a mask, or cannot safely wear a mask, because of a 
disability as defined by the Americans with Disabilities Act consistent with CDC guidance on 
disability exemptions; or

4) When a child's health care provider advises an alternative face covering to 
accommodate the child's special health care needs. 

Head Start staff and volunteers are required to provide positive reinforcement and 
instruction to children regarding mask wearing.  Like all new skills, children will need to be 
taught the proper way to put a mask on and keep a mask on. While children are adaptable, they 
are still in the early stages of development and may need reminders and reinforcements to 
comply with this requirement.  Head Start staff and volunteers are required to abide by the 
Standards of Conduct outlined in 1302.90 Personnel Policies in the Head Start Program 
Performance Standards requiring the implementation of positive strategies to support children’s 
well-being and not use harsh disciplinary practices that could endanger the health or safety of 
children.

This policy may be amended at any time, with or without notice, by Southwest Oklahoma 
Community Action Group.     

Reasonable Accommodation

Individuals in need of an exemption from this policy due to a medical reason or because of a 
sincerely held religious belief must submit a completed request for accommodation form to the 
human resources department to begin the interactive accommodation process as soon as possible. 
Accommodations will be evaluated under applicable laws and the policies and procedures of 
Southwest Oklahoma Community Action Group.  Accommodations will be granted to eligible 
individuals where they do not cause Southwest Oklahoma Community Action Group undue 
hardship or pose a direct threat to the health and safety of others.  

Head Start staff and children seeking an exemption will be temporarily accommodated pending a 
final decision regarding their request.  Head Start staff and parents of children seeking an 
exemption are required to fully cooperate with Southwest Oklahoma Community Action Group 
in the interactive accommodation process.  Decisions regarding exemption requests will be 
provided in writing.  Records of exemption requests and decisions made pertaining to same will 
be maintained in confidential files by Human Resources for Head Start Staff and by the Birth to 
Five Health Manager for all other individuals.     



Possible accommodations may include, but are not limited to, provision of alternative mask 
styles, alternative types of face covering, ongoing COVID-19 testing, physical distancing, and/or 
leaves of absence until masks are no longer required.    

Enforcement

For Head Start staff, failure to comply with this policy will result in discipline, up to and 
including termination of employment.  Failure to comply by other individuals may result in 
denial of participation in Head Start programs.  

Questions

Please direct any questions regarding this policy to the Birth to Five Health Manager or Human 
Resources.  

2480500.1:620438.00550
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SOCAG Birth to Five Program 
Transition Procedure     1302.70-72 

 
Children experience many transitions, including from home to a classroom, between age groups 
or program settings, and from preschool to kindergarten. Supporting these transitions for 
children, families, and staff is critically important because even positive change can be 
challenging. Our system supports children, families, and staff through transitions with far-
reaching effects on children’s well-being and academic success. Program staff consider the 
long-term process of building and maintaining the capacity to support children and families at 
all levels. Partnering with families is essential to understanding each child and how best to 
individualize their care.  
 
Children and staff experience routine transitions throughout a normal day. Knowledge of child 
development helps early educators and families gain a deeper perspective on how children’s 
development influences their responses to transition. Children’s social and emotional skills and 
their approaches to learning can tell us how they may express and manage their emotions 
during transition. Their language and communication skills let us know how well they will be 
able to understand information shared with them and express their needs and feelings. 
Knowing children’s cognitive, perceptual, and motor development skill levels can help adults 
support children as they explore and learn about new environments and routines. By building 
awareness, planning for, and supporting children and families during times of transition, we can 
provide a foundation that prepares them to manage change successfully. 
 
A collaborative approach to transition fosters continuity of care across learning settings. It 
provides children and families with the information and support they need during transition. 
Planning effective transition services begins by forming a diverse team of individuals in various 
roles in and outside the program. Effective transition policies and practices are based on core 
values of collaboration and ongoing communication between families, program staff, and early 
education partners. Practices promote ongoing communication with families, collaboration 
with all partners, and individualization of services to address children’s and families’ diverse 
backgrounds, strengths, and needs. Ongoing assessment of your program’s transition policies 
and practices contributes to continuous improvement. Providing ongoing professional 
development opportunities for staff at all levels ensures that programs have the capacity to 
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deliver well-planned, collaborative transition services that lead to seamless, successful 
transitions for children and families. 

Providing Continuity of Care  
Relationships. Positive parent-child relationship is critical to children’s learning. SOCAG strives 
to embrace the six essential program practices for relationship-based care: continuity of care, 
small groups, primary caregiving, individualized approach, inclusive services, and culturally 
responsive care. Children that experience moving to a new classroom or center are supported 
by staff through the process.  

• Family photos are accessible for children to hold, hug, and kiss. 
• Photo cards of staff who frequently visit the room are available. 

Alignment. Caregiving practices used in the home also occur within the program setting. 

• Intake procedures and communication help staff learn family strategies to use in class.  
• Work with families to develop rituals that help children and parents say "goodbye" and 

"hello".  

Information. Help parents become familiar with program processes, such as signing in or calling 
when the child is ill.  

• Let parents know that each child adapts differently. 
• Staff and families keep in touch and share valuable information that supports the child.  
• Families should know they are welcome to be a part of everything in the child’s life. 

Supporting Classroom Routine Transitions 
Predictable Schedule. Classrooms use pictures to remind children of activities on a schedule 
board. Warning time is given before activities change. Children are provided choices. Staff plan 
ahead to work learning goals into transitions. Individualized to child need. 
 
Social. Encourage and demonstrate positive social skills. Speak thoughtfully of other staff so 
children will remember them when they come into the classroom again. Post photographs of 
children, staff, and families. Children are given class chores so they know they are a part of the 
room. 
 
Communication.  Communications with families to understand cultural parenting. Parents 
invited as volunteers in the classroom. Collaborative relationships with families. 

 



 Policy No. 1002b 
  Date 12/07/2023 
  Page 3 of 7 
 
Zoning. Active supervision at all times with a plan to have staff and volunteers positioned to 
assist children at all times. 
 
Wellness. Take mindful moments, stop to breathe, discuss feelings. Practice stretches and 
exercises as well as planned and open free outdoor activities. 

 
Task Timeline Responsible Person 

Transition begins in the process of recruitment.  Parents are 
provided information about services including enrollment 
requirements.   

Ongoing All staff 

Letters are sent to collaborating agencies recruiting children with 
disabilities. 

Ongoing Head Start Director 

News releases for enrollment opportunities include recruitment for 
children with disabilities as well as those from low-income families. 

Ongoing Head Start Director 

For children transitioning from another program such as LEA or 
SoonerStart, an IEP meeting is held to communicate with the 
parents about the continuity of services and other program options.  
The parent receives a booklet regarding their rights and 
responsibilities. 

Ongoing Disability Manager 

Applicants are given a tour of the school and a brief overview of the 
services offered.  This is documented on the child’s Individual 
Transition Plan which is filed in the child’s folder. 

Completed during 
the application 

process 

School Supervisor  

During enrollment, staff will go over the Individual Transition Plan 
with the parent and encourage them to be active team members in 
transitioning their child into Head Start and from Head Start to the 
public school. 

Completed during 
the enrollment 

process 

School staff  

The first parent meeting will include an orientation for parents, 
which includes information on the actual orientation of the children 
into the classroom and the activities planned for children geared to 
prepare them for the next setting.  The parent’s part in their child’s 
education is discussed.  Transportation and Pedestrian Safety will be 
reviewed.  This is documented on the child’s Individual Transition 
Plan. If a child moves to another classroom, visits are provided for 
child and parents. 

First parent meeting 
of the school year – 

August 
 
 
 

As needed 

School Supervisor 
Partnership Manager 

 
 
 
 
 

Teacher 
School Supervisor 

Training is provided on parent’s rights and responsibilities 
concerning their child’s education.  

December School Supervisor 
Partnership Manager 

Surveys are sent out to parents for the collection of information 
about their child’s next service setting.  The surveys are used to set 
up field trips to the child’s next setting.  This will be documented in 
the child’s folder. 

Spring Program Director 
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Field trips for children, based on the surveys sent in the Spring, to 
their future setting.  These will either be at the public school or 
other Head Start setting.   

April / May School Supervisors 

Head Start will coordinate with other agencies to transfer relevant 
records, including information on screenings and evaluations, with 
parental permission as necessary.  

Ongoing School Supervisors 
Head Start Managers 

Teachers 

Transition Services 
 

Transitions from Early Head Start. 

Implement strategies and practices to support successful transitions for children and their 
families transitioning out of Early Head Start. 

 

Timing for transitions.  

Ensure the most appropriate placement and service following participation in Early Head Start  
program staff must, at least six months prior to each child’s third birthday, implement 
transition planning for each child and family that: 

 (1) Takes into account the child’s developmental level and health and disability status, 
progress made by the child and family while in Early Head Start, current and changing family 
circumstances and, the availability of Head Start, other public pre-kindergarten, and other early 
education and child development services in the community that will meet the needs of the 
child and family; and, 

 (2) Transitions the child into Head Start or another program as soon as possible after the 
child’s third birthday but permits the child to remain in Early Head Start for a limited number of 
additional months following the child’s third birthday if necessary for an appropriate transition. 

 

Family collaborations.  

Collaborate with parents of Early Head Start children to implement strategies and activities that 
support successful transitions from Early Head Start and provide information about the child’s 
progress during the program year and provide strategies for parents to continue their 
involvement in and advocacy for the education and development of their child. 
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Early Head Start and Head Start collaboration.  

Early Head Start and Head Start classroom staff will work together to maximize enrollment 
transitions from Early Head Start to Head Start and promote successful transitions through 
collaboration and communication. 

 

Transition services for children with an IFSP.  

Provide additional transition services for children with an IFSP. Staff work with Disabilities 
Manager to ensure parent has information needed. 

 

Transitions from Head Start to kindergarten. 

Implement transition strategies to support a successful transition to kindergarten for children 
that will be five years of age by September 1st. 

Family collaborations for transitions.  

Collaborate with parents of enrolled children to implement strategies and activities that will 
help parents advocate for and promote successful transitions to kindergarten for their children, 
including their continued involvement in the education and development of their child. 

At a minimum, such strategies and activities must: 

 (i) Help parents understand their child’s progress during Head Start; 

 (ii) Help parents understand practices they use to effectively provide academic  and 
social support for their children during their transition to kindergarten and  foster their 
continued involvement in the education of their child; 

 (iii) Prepare parents to exercise their rights and responsibilities concerning the 
 education of their children in the elementary school setting, including services  and 
supports available to children with disabilities and various options for their  child to 
participate in language instruction educational programs; and, 

 (iv) Assist parents in the ongoing communication with teachers and other school 
 personnel so that parents can participate in decisions related to their children’s 
 education. 

 

Community collaborations for transitions.  

Collaborate with LEA to support family engagement and kindergarten teachers to implement 
strategies and activities that promote successful transitions to kindergarten for children, their 
families. 

At a minimum, such strategies and activities must include: 
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 (i) Coordination with schools or other appropriate agencies to ensure children’s 
 relevant records are transferred to the school or next placement in which a child  will 
enroll, consistent with privacy requirements; 

 (ii) Communication between appropriate staff and their counterparts in the 
 schools to facilitate continuity of learning and development, consistent with  privacy 
requirements, 

 (iii) Participation, as possible, for joint training and professional development 
 activities for Head Start and kindergarten teachers and staff. 

Collaborate with school districts to determine the availability of summer school programming 
for children who will be entering kindergarten and work with parents and school districts to 
enroll children in such programs, as appropriate. 

 

Learning environment activities.  

Implement strategies and activities in the learning environment that promote successful 
transitions between activities in the classroom, staying at school and going home after school, 
accepting new persons into the classroom, as well as transitions to kindergarten for enrolled 
children and foster confidence about such transitions. 

 

Transition services for children with an IEP.  

Provide additional transition services for children with an IEP. 

 

Transitions between programs. 

For families and children who move out of the community in which they are currently served, 
including homeless families and foster children, undertake efforts to support effective 
transitions to other Early Head Start or Head Start programs. If Early Head Start or Head Start is 
not available, assist the family to identify another early childhood program that meets their 
needs. 

 

For children whose families have decided to transition them to other early education programs, 
including public pre-kindergarten, in the year prior to kindergarten entry we undertake 
strategies and activities described in transition to kindergarten as practicable and appropriate. 
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SOCAG Birth to Five Professional Development 
 

Each person hired by SOCAG will meet or in some cases be working toward the requirement for 
the position they are doing. All have the required background checks, fingerprinting, and 
reference checks. Personnel Policies are provided to each staff. Orientation is attended which 
includes Oklahoma DHS Licensing Standards and Conscious Discipline. 

 

Our practice-based coach provides observation, ideas, modeling and supportive services to 
classroom staff through a systematic approach of determining how much support each staff 
needs with new teachers having priority. Strengths and areas of support are identified for each 
teaching staff. Intensive coaching with feedback and modeling are provided for identified staff. 
Group discussion and feedback sessions are provided for all teaching staff. 

 

Each staff must complete at least 20 hours of professional development per year to meet the 
Oklahoma STARS QRIS requirement. Supervisors and Managers need 30 hours of professional 
development each year.  

 

Training is planned each year during in-service training sessions on: 

 Methods to handle suspected child abuse and neglect cases that comply with the 
laws. 

 Best practices for implementing family engagement strategies. 

 Training that builds knowledge and competences to improve child and family 
outcomes. 

 Research-based curriculum. 

 School readiness goals and ways to share them with families. 

 Health and wellness including infectious diseases and immunizations. 

 Mental health and wellness including those that may affect job performance. 
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Safe Haven Policies & Procedures 

Safe Haven Policies & Procedures is a policy and procedures manual for the services provided 

at Safe Haven. 

A copy of the policies and procedures will be distributed to the employees at Safe Haven. 



Policy 1005 
Page 1 of 1 

RSVP Policies & Procedures 

RSVP Policies & Procedures describes the expectations of RSVP volunteers such as attendance, 
confidentiality, and conduct. It outlines the background check requirements. It also provides 
the expectations of the program, as well as what the volunteer can expect from SOCAG. 

A copy of the policies and procedures will be distributed to the volunteers of the RSVP Program. 
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005 Introduction to Personnel Policies 1/28/2016
010 Definitions of Employment Status 7/21/2016 Eff: 7/01/2016
020 Recruiting and Selection 7/21/2016 Eff: 7/01/2016
021 Equal Employment Opportunity 1/28/2016
022 Americans With Disabilities Act 1/28/2016
023 Employment of Relatives 1/28/2016
024 Employment of Minors 1/28/2016
025 Certification and License Requirements 1/26/2017
030 New Employee Orientation Period 1/28/2016
040 Personnel Records and Privacy 1/28/2016
045 HIPAA Privacy Policy 1/28/2016
110 Exempt/Non-Exempt Employee Status 1/28/2016
120 Salary Program Administration 1/28/2016
209 Hours Worked - Breaks 1/28/2016
210 Pay Periods 1/28/2016
211 Overtime:  Non-Exempt Employees 9/17/2018
212 Hours Worked and Compensation - Travel Time 1/28/2016
305 Employee-Employer Relations 1/28/2016
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312 Holidays 12/2/021
313 Agency Emergency Loan Policy 1/28/2016
320 Court and Jury Duty 1/28/2016
321 Military Leave 1/28/2016
323 Pregnancy Leave 1/28/2016
324 Family and Medical Leave 1/28/2016
340 Education Assistance Program 1/28/2016
350 Insurance Programs 1/28/2016
360 Retirement Plan 1/28/2016
370 Workplace Wellness Benefit 2/21/2019
371 Wellness Benefit 12/2/2021
405 Code of Ethics 1/28/2016
410 Standards of Conduct 1/28/2016
411 Conflict of Interest 1/28/2016
412 Harassment, Including Sexual Harrassment 1/28/2016

414A Drug and Alcohol Use 1/28/2016
414B DOT Regulated Substance Abuse 11/30/2017 Eff: 1/01/2018
414C Non-DOT Regulated Substance Abuse 5/26/2022 Eff: 6/10/2022
415 Dress and Personal Appearance 1/26/2017
416 Tobacco in the Workplace 1/17/2020
417 Telephone/Voice Mail/Cell Phone Use 1/28/2016
418 Information Technology Resources Policy 1/28/2016
419 Agency Vehicles Policies 1/28/2016
420 Weapons Policy 1/28/2016
421 Criminal Charges 1/28/2016
422 Corrective Action 1/28/2016
423 Lobbying & Political Activity 1/28/2016
424 Confidentiality 1/28/2016
425 Employee ID Badges 1/28/2016
426 Other Employment 1/28/2016
501 Open Door Communications 1/28/2016
502 Social Media Communications 1/28/2016
505 Communication Policy 1/28/2016

Receipt for Personnel Policy Manual



Policy No. Title Current Date

Receipt for Personnel Policy Manual

510 Internal Communications 1/28/2016
515 Mail 1/28/2016
530 Concern and Grievance Procedures 1/28/2016
535 Whistleblower Protection Policy 1/28/2016
550 Purchasing 1/28/2016
610 Employee Performance Appraisal 1/28/2016
620 Promotions 1/28/2016
621 Job Posting 1/28/2016
622 Staff & Volunteer Training & Development Procedures 1/28/2016
708 Safety Committee Policy & Procedures 12/2/2021
710 Accidents/Injuries Reporting 1/28/2016
711 Safety Equipment and Training 1/28/2016
712 Bloodborne Pathogens 1/28/2016
725 Disaster Recovery Plan 1/28/2016
810 Employee Separation 1/28/2016
811 Reduction-In-Force and Recall 1/28/2016
910 Travel Policy 1/28/2016

1001 Amendment Procedures 1/28/2016
1002 Birth to Five Standards of Conduct 4/4/2019
1003 Southwest Enterprises Individual Handbook 9/30/2021
1004 Safe Haven Operating Policies & Procedures 7/2/2020
1005 RSVP Policies & Procedures 11/17/2016

Personnel Policies Receipt Form 5/26/2022
Drug and Alcohol Policies Receipt Form 5/26/2022

Date Signature

I have received a copy of the Agency Personnel Policy Manual as of the date listed below. I have read 
and understood the policies. I also understand that if I have any questions, I am to promptly ask my 
supervisor, program director, or human resources.



RECEIPT FOR DRUG & ALCOHOL TESTING POLICIES 

I have received a copy of SOCAG’s Drug and Alcohol Policy (414A) and the Drug and Alcohol 
Testing Policies and Procedures as applicable to my position (_____414B DOT Testing Policy, 
dated 11/30/17, effective 1/1/18 or _____ 414C Non-DOT Testing Policy dated 5/26/22, 
effective 6/10/22). I have read and understood the requirements of the policies.  

I understand that a violation of the Program may result in severe disciplinary action, up to and 
including termination of employment.  Further, I understand that, as an employee of Southwest 
Oklahoma Community Action Group, Inc., I may be subject to future testing, consistent with the 
Program. 

I understand that the Program is not a contract of employment and that it may be changed, 
modified, or eliminated at any time, with or without notice.  I understand that my employment 
with Southwest Oklahoma Community Action Group, Inc. is “at-will” and for no fixed period of 
time.  I understand that Southwest Oklahoma Community Action Group, Inc. can terminate my 
employment at any time at its sole discretion, with or without cause, and I may quit at any 
time, with or without notice. 

If I have any questions, I will direct them to one of SOCAG’s Designated Employer 
Representatives (DERs) which are the Executive Director, Associate Director, and the 
Administrative Resources Director. 

Date:  ____________________ Employee Signature: ______________________________ 
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