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1. OVERVIEW 

1.1. Introduction 
This Employee Handbook is designed to provide you with general summary information about the 

employee policies and procedures for The Touchstone Center, LLC (referred to throughout this 

document as "TOUCHSTONE").  It replaces and supersedes all previously issued manuals, 

personnel policies, and any inconsistent verbal or written descriptions of TOUCHSTONE's 

personnel policies. The Handbook applies to all employees. 

The Handbook describes many of your responsibilities as an employee. TOUCHSTONE is built 

on its people, and we rely on you to consistently deliver the highest quality work possible. In turn, 

our objective is to provide a work environment that, to the extent reasonably possible, is 

conducive to both personal and professional growth. 

While keeping the foregoing in mind, this handbook may be changed at any time as may be 

deemed appropriate by TOUCHSTONE to meet the ever–changing needs and conditions of our 

business environment. You are responsible for reading, understanding, and complying with this 

handbook. You will be kept informed of these changes as necessary. 

All employees are employed at the will of the organization for an indefinite period unless 

specified by an employment agreement or contract. Accordingly, you may resign from the 

organization at any time, for any reason or no reason, and may be terminated in like manner. 

No Employee Handbook can anticipate every circumstance or question about personnel policy. 

We will address situations as we become aware of them, and we expect and encourage you to 

bring to our attention any employment issues that need to be addressed. Please feel free to speak 

to your supervisor about any questions, comments or concerns you have about your employment. 

We depend on you, our employees; your success is our success. Please do not hesitate to ask 

questions. TOUCHSTONE has an open door policy and the owners will do their best to answer 

any of your questions or concerns. 

1.2. Mission Statement 
We seek to develop and expand a learner driven science of teaching for all children, a science of 

practice that provides superior service provision based exclusively on scientific procedures. Our 

goals are to accelerate children’s learning, behavioral repertoires and the ability to learn in new 

ways, and to acquire the ability to learn independently and self–manage their own behavior.  

It is also as important that children learn to expand their community of reinforcers, or passionate 

interests, as it is to teach them to do things they could not do without special instruction. It is not 

enough to learn to read fluently; rather, one must come to learn to love to read. There are 

systematic scientific procedures to do this and we seek to provide them for children in our center 

and to expand the science of behavior to do so all environments. 

1.3. Chain of Command 
The chain of command describes the hierarchy of Touchstone and clinical staff supervision, or to 

whom each position reports: 
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TC Clinical Chain of Command 

Owners 

  

Chief Operating Officer 

  

Supervising LBAs 

  

Supervising Teacher 

  

Team Leader 

  

Team Leader Assistant 

  

Line Technician 

  

Line Technician Trainee 
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2. EMPLOYMENT AND HIRING POLICIES 

2.1. Employment at Will 
Your employment with TOUCHSTONE is "at will." This means that both you and 

TOUCHSTONE have the right to terminate the employment relationship at any time, with or 

without advance notice, and with or without cause. TOUCHSTONE retains the right to alter the 

terms of your employment, including, but not limited to, increases or decreases in compensation, 

promotion or demotion, transfer, change in job responsibilities, and discipline at any time and in 

its sole discretion, with or without cause or advance notice. Any such change in employment 

terms shall not change your at–will employment status in any way. Please refer to your 

TOUCHSTONE contract for specifics regarding non–complete restrictions and termination 

procedures.  

2.2. Hiring, Promotion, and Transfer 

It is TOUCHSTONE's policy to hire individuals who are capable of performing the essential 

functions of the positions they desire as determined by standards of professional and technical 

competence, education, past experience, character and dependability. Obtaining a position with 

Touchstone is also contingent on a state police background check.  

Job openings may be filled by promoting or transferring qualified employees from within 

TOUCHSTONE. If you wish to apply for a position, you should contact the supervisor of the 

open position. 

2.3. Equal Employment Opportunity & Diversity 

TOUCHSTONE shall provide equal opportunity to all employees and applicants in accordance 

with State and Federal guidelines regarding terms and conditions of employment. We believe that 

diversity enriches our organization and the lives of our employees. TOUCHSTONE is committed 

to provide a work environment that encourages such. 

2.4. Address, Status or Personal Data 
Information submitted on the employment application and other employment forms is subject to 

verification by TOUCHSTONE. If TOUCHSTONE determines you have provided false or 

misleading information, you will be subject to disciplinary action up to and including termination. 

It is very important that your records are complete and up to date, as it enables us to provide you 

with correct pay and benefits and the correct person to contact in case of emergency. 

It is important for you to promptly notify an owner of changes in your address, telephone number, 

tax exemptions, marital status, or number of dependents. 

3. JOB DESCRIPTIONS AND RANKS 

3.1. Job Descriptions 
A written job description will be maintained for each authorized job title in TOUCHSTONE. 

Each job description will be reviewed periodically to ensure that it accurately describes the 

current job. It is important that all employees read and understand the limits of their job position 

as well as the duties and responsibilities that come along with that position. All protocols, 

behavior plans, teaching procedures, assessment procedures, and data collection procedures must 

be created and/or approved by a LBA. All employees who do not possess a LBA must abide by 

these protocols when working with clients. If any employee of TOUCHSTONE has a question or 

suggestion about one of these protocols, he/she should discuss it with his supervisor. At no time, 
should any Line Technician, Line Technician Plus, or Line Technician Trainee of 
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TOUCHSTONE implement any protocols of behavior change with a client that has not received 

prior approval from a LBA. 

3.2. CABAS® Ranks 
CABAS® is the Comprehensive Application of Behavior Analysis to Schooling. Children who 

fully participate in a CABAS® model schools have shown to learn at rates of 4–7 times faster 

than those who do not. Training Staff to become fluent with behavior analytic tactics is a major 

part of the model. We are attempting to become accredited as a CABAS® model site. In order to 

do so each employee (full time or part time) must be working on their certification ranks within 

the CABAS® system. You will be provided with study materials, study sessions and support from 

Senior Staff in order to complete your target ranks. You will also have to do work on your ranks 

at home. If you are not working on progressing through your ranks as indicated by your targets set 

and monitored by one of the Supervisory Staff your employment may be terminated. Your pay 

raises on performance evaluation are based on progress through the ranks. 

4. COMPENSATION & BENEFITS 

4.1.  Wages 

TOUCHSTONE is committed to administering and maintaining a fair and equitable wage and 

salary program. It is designed to attract, retain and motivate employees who will contribute to the 

goals of TOUCHSTONE. Any inquiries regarding your salary should be discussed with the 

owners of TOUCHSTONE. Employment relationships suffer when salary differences are 

discussed. TOUCHSTONE respects your salary as a private matter and expects the same respect 

from you. The wage rubric can be found in your employee contract.  

TOUCHSTONE's pay periods are 14 days in duration and run from Monday to Friday. 

TOUCHSTONE's pay schedule is bi–weekly, meaning employees are paid every other Friday. 

Employees of TOUCHSTONE will be paid for their time through direct deposit. If an employee 

does not have a checking account, he /she must notify TOUCHSTONE so that alternate 

arrangements can be made. 

The clinic schedule lists the days the clinic will be closed this year. Employees will not be paid 

when the clinic is closed. 

All business related expenses must be pre–approved by the owners of TOUCHSTONE 1 week 

prior to the expense occurring. IRS regulations & CPA guidelines mandates that employees must 

turn in original itemized cash register receipts in order to get reimbursed. 

4.2. Pay Deductions 

The law requires that TOUCHSTONE make certain deductions from every employee's 

compensation. Among these are applicable federal and state income taxes, and unemployment and 

disability insurance taxes. Accordingly, all employees of TOUCHSTONE are covered by the 

Social Security Act of the federal government, which provides retirement, survivor and disability 

benefits. 

Federal Income Contributions (FICA) will be deducted from all employees' payroll checks in 

accordance with current levels set by law and matching contributions will be made by the 

Organization. 

TOUCHSTONE takes all reasonable steps to ensure you receive the correct amount of pay in each 

paycheck and that employees are promptly paid on the scheduled payday. If there is an error in 

the amount of your pay, promptly bring the discrepancy to the attention of the office manager or 

an owner so that corrections can be made as quickly as possible. 
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4.3. Workers’ Compensation 

TOUCHSTONE carries a Worker's Compensation policy on all employees. If you sustain an 

accidental injury or illness while at work you are required to advise the Clinical Director within 

24 hours of the accident so that an Employer's First Report of Accidental Injury or Occupational 

Disease report can be filed in a timely manner. A record will be made of all injuries in your 

employee file. 

Severe injuries are to be reported to the Clinical Director or Office Manager for appropriate 

action. 

4.4. Social Security 

Deductions are made from your wages for Social Security taxes (FICA). TOUCHSTONE matches 

these deductions for your benefit. As a result, benefits may be available to your family in the 

event of your death and to you and your family in the case of disability or retirement. You are 

encouraged to contact the nearest Social Security office if you have any questions regarding your 

benefits under this federal program. 

5. WORK HOURS, ATTENDANCE & LEAVE 

5.1. Working Hours 

TOUCHSTONE's normal business hours are Monday through Friday 8:30am–4:00pm. The days 

and times in which non–clinic services, such as in–home or school based programs, are provided 

vary depending on the needs of the client. Scheduling needs are based on enrollment. Because the 

majority of TOUCHSTONE’s employees are students, the schedule normally changes each 

semester. Therefore, employees must give their availability and desired number of work hours per 

week for the following semester in writing to the LBA at least 1 month before the new semester 

begins. If she does not receive this information from an employee, she will assume that his/her 

schedule and desired hours will remain the same. According to the needs of TOUCHSTONE, 

schedules may vary at the discretion of the LBA’s of TOUCHSTONE. 

Employee lunch schedule will be posted on the schedule as well. Those who work more than 6– 

hours are entitled to a 30–minute lunch break. Employees must either leave the clinic or eat their 

lunch in the break room. Employees may only remain on the clock during lunch if he/she receives 

prior approval from a supervisor. 

5.1.1. Sick or Personal Leave 
If an employee is scheduled to work a shift and is either sick or needs to take off for 

personal reasons, he/she must follow the procedures outlined below. No shows will not 

be tolerated for any reason. 

1. LBAs and Team Leaders/Line Technician Plus: Notify your immediate supervisor 

as soon as possible if you will be absent for either an illness or for personal reasons. 

When requesting time off for personal reason, the employee must place the dates and/or 

time he/she will be absent on the Time off request form and submit it to their supervisor. 

2. Line Technician: a.) Personal Leave: When requesting time off for personal reasons, 

Line Technicians must place the request on the  Time off request form and give at least 

2 weeks notice. b.) Sick Leave: If an employee is ill (see Fever and Illness policy in 

Section 9) and cannot work a shift, he/she must first call the LBA. The LBA will 

determine the next course of action. 
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Hourly employees requesting time off for personal reasons will be granted unpaid time 

off. This includes sick leave, medical leave, jury duty, bereavement leave, among others. 

Salary employees will adhere to the details in the employment contract. 

3. Salaried Employees (excluding BCBA’s): a.) Vacation: Vacation will be determined 

for each Touchstone position by management. All vacation must be approved by 

supervisor prior to scheduling. Each salaried employee will serve a 3 month probation 

period before vacation days can be used. Vacation days are allotted at the beginning of 

each calendar year. Vacation days will be prorated according to the start date of the 

employee for that given year. Unused vacation can be banked up to a total of 15 days. 

After 15 days of vacation has been saved, all unused vacation per year will be lost. b.) 

Sick Leave: Sick Leave will be determined for each Touchstone position by 

management. Sick days are allotted at the beginning of each calendar year. Sick days 

will be prorated according to the start date of the employee for that given year. 4 days of 

sick will be given per year. No sick days can be carried over to the following year. 

4. Maternity Leave: Employees who are eligible may take up to 12 weeks of leave for 

bonding with a new child every 12 months. The employee’s job will remain open for 

their return for a 12 week period. Employees are eligible for leave if: 

• They have been employed for at least a year 

• They worked at least 1,250 hours during the previous year, and 

• They work at a location with at least 50 employees within a 75-mile radius 

If an employee has sick or vacation time, they may elect to use it during maternity leave. 

If the employee does not have sick or vacation time, no compensation will be given 

during the maternity leave time away from work. (There are private short term 

disability insurances that do cover maternity leave. You can take out a policy to cover 

your lost wages during pregnancy and post-partum recovery but to qualify, you typically 

must do so before you become pregnant.)  

5.1.2. Staff Meetings 
Staff Meetings are held weekly. Staff are encouraged to attend meetings as important 

information regarding programming and procedures is discussed each week. 2 Staff 

Training Days are held during the year and attendance of TOUCHSTONE staff is 

mandatory. 

5.2. Attendance and Punctuality 
Every job at TOUCHSTONE is an important one. It is essential that you be at work when you are 

scheduled. For an efficient operation, you should be at your assigned work area, ready to work at 

the assigned time. Eating breakfast or visiting with others, if desired, should take place prior to 

scheduled work times. 

Furthermore, you should be punctual. Tardiness is defined as arriving at work later than 

scheduled,). Any employee arriving more than 5 minutes late for a shift will be considered tardy. 

Notification of tardiness should occur as close to the beginning of the workday as possible. A 

phone call should be made to the immediate supervisor or Touchstone. Every effort should be 

made to speak to someone. Leave a message if no one answers as a last resort. A call to a co–

worker is not acceptable, neither is an email or text message. 

In the event of an employee needing to leave work earlier than scheduled, the employee must 

receive permission from their immediate supervisor. 
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5.3. Inclement Weather 
In the event of a hurricane or other inclement weather, it may be necessary to close the clinic. 

TOUCHSTONE follows the local government state of emergency closures due to severe weather. 

If weather conditions are poor, please listen for special announcements on your radio and 

television. Please note that employees will not be paid if the clinic is closed due to weather–

related closures. 

         5.4.   Emergency Closing Disaster Plan for Service Delivery 
Services delivery after inclement weather, hurricanes, and other forms of emergencies or event 

which may impact services in your geographical area. In general, our services delivery policy 

regarding severe weather is aligned with local government public statements in your geographical 

location. For example, if the City of Thibodaux issues an advisory to stay off roads, city services 

are closed, curfews are in effect, mandatory evacuations are ordered, etc., then our Thibodaux 

area facilities would be closed. You will be contacted ahead of time for any unexpected closures 

occurring, and will be contacted prior to drop-off for any last-minute closures. School closure 

policies are not applicable to the delivery of medically necessary services. 

 

If a touchstone facility is affected by an event for an extended period of time, continued services 

to our clients will first start in the client’s home until the facility/location is accessible, repaired,   

or a feasible rental space is secured.  

 

6. CONDUCT AND CULTURE 
Touchstone Center is a Positive place to work and learn. Employees are expected to emit positive 

behaviors at all times with students as well as co–workers. 

6.1. Open Door Policy 
TOUCHSTONE strives to have an agreeable and reinforcing working environment. If you have a 

problem, it should first be discussed with your immediate supervisor. Additionally, the owners are 

always available by appointment for any employee to discuss problems or concerns. 

6.2. Visitors in the Workplace 

Due to the serious nature of the services provided by TOUCHSTONE, visitors should be kept to a 

minimum. Only those visitors who are approved and authorized are to be allowed inside the 

therapy and work areas. This will help maintain safety and protect confidentiality of the staff and 

clients. 

This will also serve to protect and discourage theft. 

Authorized visitors will be greeted at the front door and should remain in the front hallway until 

they are escorted to their destination. Each employee is responsible for the behavior and safety of 

their visitor. 

6.3. Guidelines for Professional Attire and Grooming 

Appropriate attire and appearance is important to projecting a credible professional image to our 

clients, visitors, and fellow co–workers. While representing TOUCHSTONE in any setting, 
employees are expected to maintain the highest professional image through appropriate attire and 

personal appearance, including grooming and maintaining good personal hygiene. 
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Attire should be in good taste and should be conducive to the types of activities that will be 

involved in an active therapy session. 

Employees are encouraged to wear grey scrubs or TOUCHSTONE t–shirts or polo shirts and 

closed toe shoes Employees should not wear: shorts, large jewelry (rings, earrings, necklaces, and 

bracelets), low cut shirts, crop tops, short skirts, and low riding pants. TOUCHSTONE is not 

responsible for damage to expensive clothing. 

It is important to understand that TOUCHSTONE is not responsible for any lost or broken jewelry 

or for any injuries caused by jewelry. Employees with tattoos and/or facial/body piercings that are 

deemed inappropriate or excessive by the owners of TOUCHSTONE must cover them while at 

work. Hats are not permitted while working. Therapists MUST conceal undergarments and must 

also ensure that inappropriate exposure of body parts does not occur. 

6.4. Drug–Free Workplace 

TOUCHSTONE is concerned with the health and safety of its employees and clients, and is 

committed to maintaining a drug–free workplace. Therefore, TOUCHSTONE prohibits all 

employees from coming onto the TOUCHSTONE's premises having used illegal or unauthorized 

drugs or reporting to work under the influence of alcohol as determined by abnormal behavior 

and/or a positive drug/alcohol screening test, regardless of when or where the prohibited 

substance entered the person's system. The possession, use, or consumption of alcoholic 

beverages, illegal or unauthorized drugs or other controlled substances while on the 

TOUCHSTONE's premises is prohibited. TOUCHSTONE, however, does reserve the right to 

serve alcoholic beverages at events when authorized by the owners. TOUCHSTONE reserves the 

right to require drug/alcohol testing in the event an employee exhibits erratic or otherwise 

suspicious behavior.  

6.5. Harassment 

6.5.1. General Harassment 

TOUCHSTONE is committed to providing a workplace that is free from discrimination 

and harassment of any form. Our workplace is not limited to the TOUCHSTONE's 

facilities, but may also include places where employees are engaged in activities on 

behalf of TOUCHSTONE. 

TOUCHSTONE strives to provide a work environment free from harassment to include 

any offensive, intimidating, or hostile conduct that may interfere with the performance 

of your job or endanger the safety and well–being of anyone while on the 

TOUCHSTONE’s premises. TOUCHSTONE prohibits the harassment of any of its 

employees, regardless of whether that harassment is targeted specifically to the 

individual, based on an individual's race, religion, color, gender, age, national origin, 

ancestry, marital status, medical condition, sexual orientation, physical or mental 

disability. 

Prohibited harassment may include, but is not limited to, epithets, slurs, derogatory 

comments or jokes, intimidation, negative stereotyping, threats, assault or any physical 

interference with your normal work or movement, directed at an individual or his or her 

relatives, friends or associates. Harassment may also include written or graphic material 

displayed on walls, bulletin boards, computer monitors, or elsewhere on 

TOUCHSTONE’s premises or circulated in the workplace that denigrates, shows 

hostility or aversion toward an individual or group because of the characteristics 

identified above. 
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Whether or not the offending individual meant to give offense, or believed his or her 

comments or conduct were welcomed, is not significant. Rather, TOUCHSTONE's 

policy is violated when comments or conduct, which are based on race, religion, color, 

gender, age, national origin, ancestry, marital status, medical condition, sexual 

orientation or disability, cause offense to either the recipients or observers. 

6.5.2. Sexual Harassment 
Sexual harassment is defined as unwelcome sexual conduct of any nature that creates an 

offensive or hostile working environment or unwelcome sexual conduct that is made a 

condition of working at TOUCHSTONE. TOUCHSTONE strongly disapproves of and 

does not tolerate sexual harassment of any kind. This includes conduct such as: verbal 

harassment (e.g., sexual requests, comments, jokes, slurs); physical harassment (e.g., 

physical contact); and visual harassment. Visual harassment includes but is not limited 

to drawings, cartoons, or pictures of a sexual nature that are displayed in such a way that 

would be offensive to others. It is essential that inappropriate sexual behavior at work be 

avoided and that the workplace is free from sexual harassment at all times. 

While the legal standards and consequences of sexual harassment are still evolving, 

TOUCHSTONE's policy is more all–encompassing than the law's requirement. 

TOUCHSTONE's policy rests on the fundamental precept that each employee should 

treat all others with respect, dignity and professionalism. Deviation from that standard 

shall not be tolerated. Whether or not an offending individual meant to give offense, or 

believed his or her comments or conduct were welcomed, is not significant. Rather, 

TOUCHSTONE's policy is violated when other employees––whether recipients or mere 

observers––are in fact offended by comments or conduct that is sexual in nature. 

6.5.3. Complaint Procedure 
If you ever feel that you have been subjected to any kind of harassment or have any 

knowledge of any kind of prohibited conduct, you should follow the procedure 

described below. 

Complaints of harassment will be promptly and carefully investigated, and 

TOUCHSTONE will take corrective action as deemed necessary, including disciplining 

or discharging any individual who is believed to have violated these prohibitions against 

harassment and retaliation. All allegations of harassment will be treated in a serious and 

professional manner. Every reasonable effort will be made to protect confidentiality. 

If you believe that you have been harassed by a supervisor, co–worker, visitor or other 

business contact or you have seen or heard about a conduct that may constitute 

harassment, you should immediately fill out an Employee Complaint Form report the 

incident to your supervisor. If the immediate supervisor is involved in the reported 

conduct, or, for some reason the employee feels uncomfortable about making a report to 

his or her supervisor, the employee is to report it directly to one of the owners. If the 

complaint involves one of the owners, it should be brought to one of the other owners of 

TOUCHSTONE.  

TOUCHSTONE will not retaliate, nor will it tolerate retaliation, against employees who 

complain in good faith about harassment in the workplace. TOUCHSTONE will 

investigate any such report and will take whatever corrective action is deemed 

necessary, including disciplining or discharging any individual who is believed to have 

violated these prohibitions against harassment and retaliation. 
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6.6. Gossip 

In the workplace, gossip is an activity that can drain, distract and downshift employee job 

satisfaction. In order to create a more professional, positive, and united workplace environment all 

of the team members must commit to establishing and then maintaining a gossip free atmosphere. 

Gossip is defined as talking negatively about something or someone to a person who can do 

nothing about it. In other words, an employee should only discuss a problem/situation with a 

person if that person has the ability to change or alleviate the problem/situation. If not, then it is 

gossip. If someone (another employee, client, etc.) begins to involve an employee in gossip, it is 

his/her responsibility to let the person know that this is not okay and that you will not participate 

in gossip. 

In order to have a gossip free workplace employees will: 

▪ Not speak or insinuate another person's name when that person is not present unless it is to 

compliment or reference regarding work matters. 

▪ Refuse to participate when another mentions a person who is not present in a negative light. 

He/she will change the subject or tell the other person that he/she has agreed not to talk about 

another person. 

▪ While off the job, not speak to another co–worker negatively about anyone or anything 

related to work. If he/she has feelings, he/she will select to talk to someone not at the 

workplace. 

By accepting a position at TOUCHSTONE, an employee agrees to abide by and uphold the gossip 

policy.  

If another employee or team member does something unethical, incorrect, against procedures, or 

disruptive the employee observing the infraction will report the infraction to their immediate 

supervisor and their supervising Licensed Behavior Analyst.  

If an employee has a concern about an issue, problem, complaint, or suggestion he/she will 

discuss the matter with their immediate supervisor and their supervising Licensed Behavior 

Analyst. 

7. PROBLEM SOLVING AND GRIEVANCE POLICY 

Employees with complaints should submit an Employee Complaint Form to their immediate 

supervisor, supervising LBA or the Senior LBA.  

7.1. Level 1 
If an employee has a work related complaint/grievance, the employee should, immediately, notify 

the immediate supervisor that he/she has a complaint and ask to schedule a private meeting to 

discuss it. The immediate supervisor will schedule a meeting with the employee within 48 hours 

after receiving the request. During the meeting, the employee will express his/her complaints. 

Within 5 working days from the meeting, the immediate supervisor and the employee will 

participate in a follow–up meeting. During the follow–up meeting, the immediate supervisor will 

communicate his/her decision/plan of action to the employee. Before the meeting is concluded, 

the complaint and the decision/plan of action should be documented in the Level l portion of the 

Employee Grievance Form. Both the employee and the immediate supervisor will sign it and a 

copy will be placed in the employee's file. 
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7.2. Level 2 
If the employee is not satisfied with the immediate supervisor's decision, he/she will notify the 

Senior Behavior Analyst that he/she has a compliant that was not resolved with the immediate 

supervisor and ask to schedule a private meeting to discuss it. The supervising LBA or Senior 

Behavior Analyst will read the corresponding employee grievance form and schedule a meeting 

with the employee within 48 hours after receiving the request. During the meeting, the employee 

will express his/her complaints. Within 5 working days from the meeting, the supervising LBA 

and the employee will participate in a follow–up meeting. During the follow–up meeting, the 

supervising LBA will communicate his/her decision/plan of action to the employee and document 

the plan of action in the Level 2 portion of the Employee Grievance Form. Both the employee and 

the LBA will sign it and a copy will be placed in the employee's file.  

7.3. Level 3 
If no resolution is reached at the second level, the employee should notify the Senior Behavior 

Analyst that he/she has a complaint that has not been resolved with the immediate supervisor or 

supervising LBA, and ask to schedule a private meeting to discuss it. The Senior Behavior 

Analyst will schedule a meeting with the employee within 48 hours after receiving the request. 

During the meeting, the employee will express his/her complaints. Within 5 working days from 

the meeting, Senior Behavior Analyst and the employee will participate in a follow–up meeting. 

During the follow–up meeting, the office manager will communicate his/her decision/plan of 

action to the employee and document the decision in the Level 3 portion of the employee 

grievance form. Both the employee and the Senior Behavior Analyst will sign it and a copy will 

be placed in the employee's file. 

7.4. Exceptions 
▪ Level l: If the employee's complaint or grievance is directly related to the immediate 

supervisor, he/she should skip to Level 2 and notify the Senior Behavior Analyst instead. 

▪ Level 2: If the employee's complaint or grievance is directly related to the supervising LBA, 

the employee should skip to Level 3 and notify the Senior Behavior Analyst instead. 

▪ Level 3: If the complaint/grievance is not resolved at the second level, then the employee 

should notify the Senior Behavior Analyst about his/her complaint. 

8. DISCIPLINARY ACTION 
You were selected for employment with TOUCHSTONE because you possess a level of maturity, 

responsibility and commitment, which are essential ingredients of our continued success. We 

expect that while employed with us, you will continue to demonstrate these qualities and conduct 

yourself in a professional manner at all times. As a TOUCHSTONE employee, a number of your 

responsibilities include obligations such as obeying TOUCHSTONE's rules, cooperating with 

immediate supervisors and other employees of TOUCHSTONE, and clients of TOUCHSTONE 

(which includes the child and all of their family members), and remaining loyal to 

TOUCHSTONE. 

While we hope and expect the need for disciplinary action to be rare, when your job performance, 

attitude or conduct fall short of our established standards, we will not hesitate to take appropriate 

action. TOUCHSTONE's disciplinary policy follows: as you review the Level l and Level 2 lists, 

please keep in mind that they are not intended to be exhaustive; they are merely intended to 

provide you with examples of the types of conduct which may result in disciplinary action. 

8.1. Level l Offenses 
Violation of Level 1 Offenses will result in issuance of progressive discipline as defined below. 
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1. Verbal Warning: If an employee violates a policy/procedure, he/she will meet with their 

immediate supervisor(s) during which time he/she will receive a verbal warning. During the 

meeting the supervisor(s) will inform the employee of the policy/procedure which he/she 

violated and will provide recommendations for resolving the issue. The verbal warning will 

be recorded on the Warning Log by the employee's immediate supervisor. 

2. Written Warnings: If, after receiving a verbal warning, an employee violates any given 

policy/procedure, he/she will meet with his/her immediate supervisor and will be provided 

with a written warning. During this meeting, the immediate supervisor will counsel the 

employee, state the policy/procedure violated, and issue him/her with a written warning. The 

written warning will be signed by your immediate supervisor. The written warning will cite 

the incidents that have previously occurred, state that the employee has been notified on one 

occasions, and explains that if he/she violates the same policy/procedure again it will result in 

a final written warning. A copy of the written warning will be placed in the employee's 

permanent file and the employee's immediate supervisor will document the disciplinary action 

taken on the Warning Log. 

3. 3. Final Written Warning: If, after receiving a written warning, an employee violates any 

given policy/procedure, he/she will attend a meeting with his/her immediate supervisor. 

During this meeting, the immediate supervisor will explain that the employee has thus far 

received a verbal warning AND a written warning for violating this policy/procedure, inform 

the employee that additional violations of the policy/procedure will result in immediate 

termination. The employee will be issued a Final Written Warning. The final written warning 

will cite the incidents that have previously occurred, state that the employee has been warned 

now on three occasions, and will explain that further violation of that policy/procedure will 

result in immediate termination. A copy of the final written warning will be placed in the 

employee's permanent file and the employee's immediate supervisor will document the 

disciplinary action taken on the Warning Log. 

4. Termination: If, after receiving a Final Written Warning, an employee violates any given 

policy/procedure, he/she will attend a meeting with his/her immediate supervisor and the 

Senior Behavior Analyst. During this meeting, the immediate supervisor will reiterate the 

violated policy/procedure, discuss the previous verbal and written warnings that have been 

issued and will conclude by terminating the employee's employment with TOUCHSTONE. 

This meeting will be documented on the Termination Form. At the close of the meeting, the 

employee, the immediate supervisor, and the Senior Behavior Analyst will all sign the 

Termination Form. The employee will be provided with a copy of the signed Termination 

Form and the original will be placed in the employee's file. 

8.1.1. Examples of Level I Offenses 
o Violation of the employee phone policy 

o Missing a shift without finding a replacement 

o Performing work in a careless or incomplete manner 

o Excessive absenteeism or tardiness 

o Overstaying meal or break periods 

o Eating, drinking or smoking in unauthorized areas 

o Uncooperative attitude 

o Inefficient use of TOUCHSTONE's time or performing personal work on 

TOUCHSTONE’s time 

o Not performing or incorrectly performing a duty listed in an employee’s job 

description 

o Violating any of the TOUCHSTONE's employee policy/procedures not listed as a 

Level 2 offense 
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o Belittling a fellow employee 

8.2. Level 2 Offenses 
Violation of Level 2 offenses will result in immediate termination. 

8.2.1. Examples of Level 2 Offenses 
o Theft, or attempted theft of property that belongs to TOUCHSTONE, or an 

employee, client, or visitor of TOUCHSTONE. 

o Possessing and/or being under the influence of alcohol or illegal drugs on the 

premises of TOUCHSTONE or while working and/or representing TOUCHSTONE 

in a location other than the premises of TOUCHSTONE. This also includes failing a 

drug test requested by TOUCHSTONE. 

o Willfully damaging, destroying or harming property of TOUCHSTONE, the property 

of another TOUCHSTONE employee, visitor, or client 

o Fighting, assaulting, attempting to assault an employee, client, or visitor of 

TOUCHSTONE, or deliberately provoking or inciting another person to engage in an 

assault or fight 

o Carrying or using firearms, or other dangerous weapons or materials on 

TOUCHSTONE's premises, any location away from the clinic in which 

TOUCHSTONE provides services or that is in connection with TOUCHSTONE in 

another business related manner 

o Involvement in any illegal activities on TOUCHSTONE’s premises (including but 

not limited to the parking lot), any location away from the clinic that 

TOUCHSTONE provides services or that is in connection with TOUCHSTONE in 

another business related manner 

o Disclosing or misusing any confidential information about TOUCHSTONE, 

TOUCHSTONE's current or former employees, and/or TOUCHSTONE's current or 

former clients to unauthorized persons or competitors 

o Disloyalty, including disparaging, maligning or defaming the reputation of 

TOUCHSTONE, its employees, clients, and/or services 

o Insubordination, including refusing or failing to obey a reasonable work request or 

instruction of a supervisor or encouraging another employee to refuse or fail to obey 

such a request or instruction 

o Using abusive or profane language when speaking to a supervisor, co–worker, client, 

or visitor of TOUCHSTONE 

o Violation of the TOUCHSTONE's Equal Employment Opportunity or Sexual 

Harassment Policy 

o Engaging in inappropriate, abusive, or unprofessional behavior with a client of 

TOUCHSTONE (this includes the child and his/her parents) 

9. PERFORMANCE EVALUATIONS 

The employee's supervisor will conduct routine evaluations of his /her work performance. The 

purpose is to help the employee and TOUCHSTONE assess his/her strengths, weaknesses, and 

help implement improvements. Evaluations and salary reviews are considered confidential and 

discussion among employees will not be tolerated. Salary reviews are discretionary and based 

upon performance. 
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10. RESIGNATION AND TERMINATION 

10.1. Resignation 
Employment with TOUCHSTONE is voluntarily entered into and the employee is free to resign at 

will at any time, with or without cause. Employees who leave employment for reasons other than 

termination should provide a written notice to their supervisor at least 2 weeks in advance. 

Employees, who leave employment for reasons other than termination, will be given their final 

paycheck no later than the next regularly scheduled payday. All applicable and optional 

authorized deductions will be made from the employee's last paycheck. Employees are 

responsible for returning all items issued to them by TOUCHSTONE including, but not limited to 

the following: manuals/books and other written materials, equipment/computer, electronics, CDs, 

DVDs, Videos, client records, toys and other supplies from TOUCHSTONE, employee 

handbook, and any keys. Upon resignation prior to 3 months of employment, employees are not 

eligible for reimbursement of any fees associated with Line Tech registration. Upon termination 

of employment, all such items must be returned to TOUCHSTONE in order for employee to 

receive his/her final paycheck. 

10.2. Termination 
Employment with TOUCHSTONE is at will and may be terminated by TOUCHSTONE at any 

time with or without cause and with or without notice. Employees who are terminated will be paid 

for all work performed through the effective date of the termination at least two weeks after they 

are terminated. All applicable and optional authorized deductions will apply. Employees are 

responsible for returning all items issued to them by TOUCHSTONE including, but not limited to 

the following: manuals/books and other written materials, equipment/computer, electronics, CDs, 

DVDs, Videos, client records, toys and other supplies from TOUCHSTONE, employee 

handbook, and any keys. Upon termination prior to 3 months of employment, employees are not 

eligible for reimbursement of any fees associated with Line Tech registration. Upon termination 

of employment, all such items must be returned to TOUCHSTONE in order for employee to 

receive his/her final paycheck. Any additional costs involved in termination (conference fees paid, 

insurance premiums paid, etc) will be deducted from the employee’s final check.  

11. ETHICS AND CONFIDENTIALITY 

11.1. Confidentiality of Business 
Upon employment, you may be required to sign a Confidentiality and Non–Disclosure 

Agreement, which prohibits the disclosure of confidential information encountered during 

employment. Confidential information includes, but is not limited to the following types of 

information: marketing and strategic business plans, customer information, financial information, 

reports, personnel records, works of authorship that may be patentable or copyrightable, as well as 

all protocols of behavior change. You are obligated to adhere to restrictions designed to safeguard 

this secured information. 

11.2. Personnel Files 
Employee files are maintained by office manager and the owners and are considered confidential. 

Personnel files may not be taken outside of the department. 

Representatives of government or law enforcement agencies, in the course of their business, may 

be allowed access to file information. This decision will be made at the discretion of the owners in 

response to the request, a legal subpoena, or court order. 
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11.3. Conflict of Interest/Business Ethics 

Ethical conduct is of utmost importance as a guiding business principle at TOUCHSTONE. In 
order to ensure that employees are able to provide maximum efforts to TOUCHSTONE, it is 

important that they are sensitive to the possibility of conflicts of interest. The term "conflict of 

interest" applies to any personal interests that might be adverse to the best interest of 

TOUCHSTONE or which influence or might influence any employee to act in a manner that is 

not in the best interest of TOUCHSTONE. 

It is the employee's responsibility to inform TOUCHSTONE of the possibility of a conflict of 

interest. Employees are encouraged to discuss any contemplated outside activity with the Clinical 

Director prior to initiating involvement in such activity. 

The determination of whether an activity actually constitutes a conflict of interest is strongly 

influenced by the position and area of responsibility of the employee. The most important 

requirement is disclosure so that appropriate individuals may evaluate the possibility of conflict, 

advise the employee on the appropriateness of the activity, and determine what actions need to be 

taken to remedy the situation. 

Outside employment may constitute a conflict of interest if such employment: 

▪ Places demands upon an employee that interfere with the performance of his/her duties at 

TOUCHSTONE. 

▪ Is by nature detrimental to the reputation of TOUCHSTONE or the employee. 

It is almost always a conflict of interest for a company employee to work simultaneously for a 

competitor. If a conflict of interest arises between the employee and TOUCHSTONE, 

TOUCHSTONE may require the employee to either divest himself/herself of the outside interest 

or resign from TOUCHSTONE. 

12. HIPPA COMPLIANCE 

12.1. Confidential Information 
TOUCHSTONE is a professional organization and is in strict accordance with the law requiring 

the confidentiality of the client's rights concerning their condition, care and treatment. Discussion 

of this information outside the realm of TOUCHSTONE will not be tolerated. Each employee will 

receive a copy of the HIPPA Act of 1996 and must sign the HIPPA Employee Agreement Form. 

All employees will comply with the guidelines and policies regarding the HEALTH 

INSURANCE PORTABILITY AND ACCOUNTABILITY ACT or HIPAA. This law protects 

client/patient information. The client (parents of child) has the right to read, copy any information 

written about them including; data collection, clinical reports, assessment, etc. The client has the 

right to request a change to their information. The client has the right to request restrictions on 

certain uses and disclosures of information. The client has the right to receive an accounting on 

the disclosures (releases) of information. The client has the right to adequate notice about the use 

and disclosure of their information, individual rights to see/get copies/request amendments to 

records, provider/therapist duties, and how to make a compliant and get information. The client 

has the right to obtain on paper copy of Notice of Privacy Practices. 

12.2. How to Be Compliant with HIPPA 
▪ Do not speak or use names of other children around people that do not work with the child or 

are from their immediate family. 
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▪ Keep all of the child's documents from the view of others that are not related or work with the 

child. 

▪ If your computer screen has the child's name on it somewhere, please close window when 

speaking with someone who does not work with the child or is not part of the child's 

immediate family. 

▪ Do not write the name of the child in the subject section of the email. 

▪ Keep documents about the child in a locked file cabinet at all times. 

▪ Don't talk about client information to those not authorized to know about it. Disclosure is 

made only upon authorization from the client through verbal agreement or a written 

authorization form. 

▪ Disclose information only to individuals with a business to need to know and then only the 

minimum necessary to accomplish the job. 

▪ Keep your voice down–speak so others may not overhear. 

▪ Do not leave information about the child out on a desk or table when someone who does not 

work with the child or is not part of the child's immediate family is around. 

▪ Do not speak about client information in public places. 

▪ Civil penalties are $100 per violation and $25,000 per calendar year from multiple violations 

of a single standard. 

▪ Criminal penalties are up to $50,000 and/or imprisonment up to 1 year. For false pretenses the 

penalties are $100,000 and imprisonment for 5 years. 

All employees of TOUCHSTONE must adhere to the applicable Guidelines of Responsible 

Conduct outlined by the Behavior Analyst Certification Board. A copy of these guidelines is 

provided at the end of this handout. 

13. INFORMATION TECHNOLOGY POLICIES 

13.1. Telephone Use 
Personal use of the telephone for any long distance or toll calls is not allowed. Personal calls 

should be made before or after scheduled work hours or during lunch. If expecting a call, an 

employee may give the person calling them the clinic phone number. If an employee has a child, 

he/she may give the child's daycare or school the clinic phone number. If you are expecting an 

important call, please notify your supervisor.  

Employees of TOUCHSTONE are NOT allowed to use their cell phones while they are on the 

clock. This includes using the cell phone for any reason including but not limited to talking on the 

phone, texting, checking email, and accessing social media. 

Outside of the clinic, TOUCHSTONE considers the safety of its employees and the motoring 

public of utmost importance. Therefore, this policy is being adopted to address the issue of safety 

when using cell phones or other wireless devices while operating a vehicle. This policy applies 

whenever employees are operating a vehicle for business purposes, regardless of whether or not 

the vehicle is personally owned. 

In areas where devices are not prohibited or restricted, TOUCHSTONE still discourages the use 

of devices while operating a vehicle. If use of a device is necessary, TOUCHSTONE encourages 
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employees to adhere to the following safety precautions: use a hands–free device, let voicemail 

answer, avoid talking in congested traffic or hazardous driving conditions, keep your eyes on the 

road, and never lookup numbers or dial while driving. Under no circumstances is the employee 

expected to place themselves or others at risk to fulfill business needs. 

13.2. Line Technician Trainee  
TOUCHSTONE provides Line Technician Trainee Access to employees for use in connection 

with clinical/business purposes only. Personal use is discouraged. Any data you obtain or send 

through the Line Technician Trainee should not contain any confidential information. To protect 

the data that is already on our computers, please do not download any files without prior 

authorization. All downloaded Line Technician Trainee files are considered company records and 

are subject to review by TOUCHSTONE and/or disclosure to a third party. TOUCHSTONE 

reserves the right to review employee Line Technician Trainee usage and to disclose information 

about an employee's Line Technician Trainee usage to others without notification to or permission 

from the employee. Use of TOUCHSTONE's information resources, including its computer 

network and Line Technician Trainee connection, to access inappropriate, offensive, derogatory, 

defamatory, discriminatory or otherwise inappropriate material, including material found on Line 

Technician Trainee sites is prohibited. Abuse of TOUCHSTONE information resources, including 

its Line Technician Trainee connection, through excessive personal use, or use in violation of law 

or TOUCHSTONE policies, will result in disciplinary action, up to and including discharge. 

13.3. Social Media/Blogging 
It is the right and duty of TOUCHSTONE to protect itself from unauthorized disclosure of 

information. TOUCHSTONE's social media/blogging policy includes rules and guidelines for 

blogging and personal blogging for all employees. 

13.3.1. General Provisions 
Unless specifically authorized by TOUCHSTONE to do so as part of employee's 

position, employees are not permitted to blog or use other forms of social media (e.g., 

Facebook, Twitter) or technology on the Line Technician Trainee during working hours 

or at any time on organization computers or other organization–owned devices. 

Blogging or other forms of social media or technology include but are not limited to 

video or wiki postings, chat rooms, personal blogs or other similar forms of online 

journals, Facebook, diaries or personal newsletters not affiliated with the Organization. 

Unless specifically instructed, employees are not authorized and therefore restricted to 

speak on behalf of TOUCHSTONE. Employees may not publicly discuss any work–

related matters, whether confidential or not, outside organization–authorized 

communications. Employees are expected to protect the privacy of TOUCHSTONE and 

are prohibited from disclosing personal employee information and any other proprietary 

information to which employees have access. Such information includes but is not 

limited to trade secrets, financial information and strategic business plans. 

13.3.2. Reporting Violations 
You may report any violations of this policy to your supervising LBA or one of the 

principle partners of TOUCHSTONE. 

13.3.3. Discipline for Violations 
Violation of TOUCHSTONE's social media/blogging policy may result in disciplinary 

action up to and including immediate termination. TOUCHSTONE reserves the right to 

take legal action where necessary against employees who engage in prohibited or 

unlawful conduct. 
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13.3.4. Authorized Blogging 
When blogging or using other forms of web–based forums, TOUCHSTONE must 

ensure that use of these communications maintains our brand identity, integrity and 

reputation while minimizing actual or potential legal risks, whether used inside or 

outside the workplace. 

13.3.5. Personal Blogs 
TOUCHSTONE respects the right of employees to use blogs as a medium of self–

expression and public conversation and does not discriminate against employees who 

use these mediums for personal interests and affiliations or other lawful purposes. 

Employees are expected to follow the guidelines and policies set forth to provide a clear 

line between you as the individual and you as the employee. 

If you identify yourself as an employee of TOUCHSTONE, please understand that some 

readers may view you as a spokesperson for TOUCHSTONE. Because of this 

possibility, you must state that your views expressed in your blog are your own and not 

those of TOUCHSTONE, or of any person or organization affiliated or doing business 

with TOUCHSTONE. It is deemed highly preferential that you do not identify yourself 

as an employee of TOUCHSTONE to avoid any potential for problems. 

14. TRAVEL AND MILEAGE 
The following policy applies every time an employee of TOUCHSTONE drives a personal 

vehicle on company business for TOUCHSTONE. 

14.1. Automobile Insurance Verification 
TOUCHSTONE's insurers require that we maintain an up–to–date record to verify the existence 

of insurance for employees that travel on company business. Accordingly, we require that those 

employees provide us with a copy of their "proof of automobile insurance" on an annual basis. 

14.2. Requirements 
In order to be able to drive a personal vehicle on company business for TOUCHSTONE, 

employees must meet all of the requirements listed below. Driving privileges will be denied or 

terminated if an employee fails to meet one or more of the following requirements at any time 

during their employment with TOUCHSTONE. If the employee's position at TOUCHSTONE 

requires him to drive a personal vehicle on company business, his/her employment will be 

restricted or terminated if driving privileges are denied or terminated. 

Provide supervisor with a valid copy of the following documents when initially hired and once a 

year while employed at TOUCHSTONE. It is the employee's responsibility to provide copies of 

these documents to TOUCHSTONE annually. Employees must submit a copy of his/her driver's 

license, auto insurance policy or Declaration page, and vehicle registration. 

Insurance Requirements: 

A Liability and Uninsured Motorist Insurance 

1) Employees of TOUCHSTONE are required to carry automobile insurance policies with: 

a) State Minimum Liability Coverage 

b) States that vehicle will be used for business purposes (applies only to employees who 

drive to and from multiple locations daily) 
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2) If an employee's policy does not meet the requirements listed above, it is his/her 

responsibility to change the policy to meet the requirements and to pay for any additional 

fees or rate increases that occur as a result. 

3) By signing this policy, the employee authorizes TOUCHSTONE to contact his insurance 

agent and/or carrier either verbally or in writing, or both, to confirm the type and amount 

of coverage(s) and the date through with premiums have been paid. 

B Comprehensive and Collision Insurance 

1) Employee's shall also be solely responsible for maintaining at his cost, such 

comprehensive and auto collision coverage as he /she deems necessary to cover the 

vehicle. 

2) TOUCHSTONE's automobile insurance policy provides no coverage for the employee or 

his/her vehicle.  

a) In the event of an accident while an employee is driving on company business, his 

own auto insurance will protect both the employee and the vehicle.  

b) TOUCHSTONE is not responsible for, and the employee assumes all risk of, any 

loss, theft, vandalism, or property damage to his vehicle and contents while being 

used in connection with his/her employment with TOUCHSTONE. 

Fill out and return the MVR Authorization Release so that TOUCHSTONE can check your motor 

vehicle records. TOUCHSTONE has the right check your records when you are initially hired and 

periodically during the duration of your employment with TOUCHSTONE. Driving privileges 

will be denied or terminated if convictions for any of the following appear in an employee's MVR 

within the past three (3) years: 

▪ Suspensions or revocations of the driver license  

▪ Accidents 

▪ Moving violation convictions 

14.3. Driving Policies 
The following policies must be followed anytime an employee drives a personal vehicle for 

company business for TOUCHSTONE. If an employee violates any of the policies listed below 

while driving for company business for TOUCHSTONE, his/her driving privileges will be 

terminated and his/her employment at TOUCHSTONE may be restricted or terminated as a result. 

▪ Follow all traffic rules and regulations for the state in which the employee is driving. 

Employees should contact the State DMV for a list of the traffic rules and regulations. 

▪ Seat belts must be worn by employee and passengers anytime the vehicle is in motion. 

▪ Employees must get approval from his/her supervisor in order to carry any passenger in 

his/her vehicle while driving on company business for TOUCHSTONE.  

▪ Talking on a cell phone and Texting are prohibited while vehicle is in motion. 

14.4. Traffic Violations and Accident Policy 
A Employees shall be held personally responsible and liable for any failure to comply with 

traffic rules and regulations while driving a vehicle on company business for 

TOUCHSTONE. 
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1) Employee shall notify his supervisor within 24 hours of receiving a citation or being 

arrested for failure to comply with the traffic rules and regulations. 

2) The payment of all employer related traffic violations and citations will be the sole 

responsibility of the employee. 

3) Employees must report any change in license status (e.g., convictions, license has been 

suspended or revoked) to his supervisor immediately. 

C An employee whose driver's license has been suspended or revoked shall immediately notify 

his or her supervisor. 

D Accident Policy: The following must be completed if an employee gets into an accident while 

driving a personal vehicle on company business for TOUCHSTONE: 

1) Call the police  

2) Obtain any medical attention that is necessary.  

3) Exchange information with the other operator involved (if applicable), minimally 

obtaining Driver's License and registration information, insurance company information 

and contact numbers. Also, obtain the names, addresses, and telephone numbers of all 

witnesses.  

4) Don't admit fault or liability for the accident.  

5) Complete an Accident Report Form and give to supervisor within 24 hours of the time 

the accident occurred. 

14.5.  Mileage & Travel (conference) Reimbursements 
A. Mileage 

All mileage reimbursement forms must be turned in the same day as timesheets are due. All 

employees must have their mileage reimbursement form approved and signed by their 

immediate supervisor before submitting it to the Touchstone Manager or his/her designee to 

avoid delay in processing. 

When claiming reimbursement for mileage for home and school base services, the mileage 

rate is currently $.48 a mile. Mileage starts when the employee leaves his/her home, going 

from one client to another client’s home, and then home again. Touchstone will reimburse 

mileage for travel over 15 miles from and to the employee’s home. The sum of 30 miles 

should be deducted from the overall mileage traveled. 

B. Travel (Conference) 

Meal per diem per meal will be $15 each (breakfast, lunch, & dinner). If conference provides 

a meal, then subtract that meal from the trip reimbursement. 

 

• All other expenses will be approved per trip taken depending on each sites budget.   
 

 

15. SECTION 7: CLINIC DAILY SCHEDULE 

15.1. Carpool 
Location: The carpool line is located in the front of the Touchstone building. 

Times: Carpool runs from 8:15am– 8:45am, 3:30– 3:45pm, and 6:00–6:15pm.  
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If a person other than the child's parent or normal carpool person shows up to pick up the child, 

the employee must ask for his I.D. and then check the authorized pick up list on the bulletin board 

to make sure the person is authorized to pick up the child. If he/she isn't on the list, the office 

manager or the LBA must call the parents and make sure it is ok to release the child to this person. 

If the parent cannot be reached, the child may not be released to this individual. 

15.2.  Lunch Routine 

Before lunch, the Line Technician must bring the child he/she worked with during the morning to 

get his lunch, walk him to the classroom where lunch will be eaten, help him sit down in a chair, 

sanitize his hands, and unpack his lunch. The Line Technician must then wait with the child until 

the employee(s) on lunch duty get to the lunch classroom. Line Technicians may NOT leave the 

child sitting at the lunch table unsupervised. 

Lunch is split into 2 groups according to rooms.  

▪ Group 1 will eat lunch and go to restroom from 12:00–12:30 pm.  

▪ Group 2 will be brought to the playroom from 12:00–12:35 pm and will then eat their lunch 

and go to the restroom from 12:30–1:00 pm. 

15.2.1. Preparation of Food 
Employees on lunch duty must wash/sanitize their hands before handling food/drinks. 

Employees on lunch duty should only help the children get their food out of any 

containers so they can eat it. Parents have been instructed to send food ready for the 

child to eat. The employees on lunch duty must not cut up, heat up, or do other similar 

preparations to a child's food. When lunch is over, employees must ensure that utensils 

are put back in lunch box for parents to wash. If a child's food has to be heated or cut up, 

the therapist on lunch duty must notify their supervisor of the issue and the Licensed 

Behavior Analyst will contact the parents. 

15.2.2. Sharing Food 
While children are eating, employees are not allowed to eat or drink a child's food. 

Employees should ensure the children do not take or share food with one another 

15.2.3. Clean–Up 
After lunch bunch is over, employees should put any uneaten food back into the child's 

lunch box, help the child clean up any crumbs, and throw away any trash. 

15.2.4. Bathroom Break 
The employee who is the designated bathroom person should walk the group of children 

to the bathroom and have them sit against the wall outside of the bathroom. The children 

should be called one or two at a time to use the restroom. Once all of the children have 

used the bathroom and washed their hands, the therapist brings the group back to the 

group room. 

15.3. Food & Drinks 

If an employee brings a lunch to work, it must be stored in the break room. The refrigerator will 

be cleaned out on Fridays and all unclaimed food and dishes will be thrown away. Employees 

may only drink liquids during their shift if it is in a cup with a lid on it. Employees must furnish 

their own cups with lids. Coffee and water will be provided to employees; however; employees 

must furnish their own coffee creamer if desired. 
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15.4. Cleaning 
At the end of each shift, Line Technicians are required to perform the cleaning duties listed on the 

Session Clean–Up List and one or more duties on the cleaning checklist. 

All storage areas containing cleaning supplies will be kept closed and secured at all times.  

16. SECTION 9: CLINIC HEALTH, SAFETY & SECURITY 

16.1. Fever and Illness Policy 
Employee Illness: In order to prevent employees and clients from spreading illnesses to each 

other, TOUCHSTONE requires that all employees and clients be fever free and no longer 

contagious for a 24–hour period with a doctor’s note saying they can return to work. Any sick 

employee who shows up for work will be sent home. It is the responsibility of the employee to let 

his supervisor know when he/she will be returning to work. If the employee does notify both of 

these people by 3:00pm, he/she will not be placed on the schedule the following business day. 

Employees who miss work due to an illness must bring a doctor's excuse when returning to work. 

If an employee shows up without a doctor's excuse, he/she will be sent home. 

Client Illness: If a child becomes ill while at TOUCHSTONE, he/she should be isolated from 

other children and the parents should be contacted to pick up the child. A child with any of the 

following signs or symptoms of illness shall be immediately isolated and the parent or guardian 

called to pick the child up immediately. Because a child must be symptom–free for at least 24 

hours, a child may not return the following day without written clearance from the child's 

physician when sent home with any of these symptoms: 

▪ Diarrhea (more than 2 abnormally loose stools not contained in diaper or toilet) 

▪ Severe coughing (causing the child to become red or blue in the face or to make a whooping 

sound) 

▪ Difficult or rapid breathing 

▪ Yellowish skin or eyes 

▪ Conjunctivitis (pink eye) 

▪ Temperature of 100 degrees or more 

▪ Untreated infected skin patches 

▪ Unusually dark urine and/or gray or white stool 

▪ Stiff neck 

▪ Vomiting 

▪ Evidence of lice (Child cannot return to clinic until all nits are gone) 

▪ Scabies 

▪ Other parasitic infestation 

▪ Undiagnosed generalized rash  

▪ Sudden onset of vomiting, irritability, or excessive sleepiness. 
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16.2. Administration of Medications 

16.2.1. Intent 
TOUCHSTONE believes that children who are sick should be at home until they are 

well enough to return to the clinic. However, we recognize that sometimes children will 

need medication to help maintain their health and well–being or when they are 

recovering from an illness. In these circumstances, we will agree to administer 

medication. We will only administer prescribed medicines. Administering medicine will 

only be done where it would be detrimental to the child's health if not given in the clinic 

setting. If the prescribing physician feels that the child needs to take medication during 

his/her time at the clinic, then the parent/caregiver must request a letter from the doctor 

stating the need for administration by TOUCHSTONE staff. This letter must be received 

before any medications can be administered. 

16.2.2. Consent 
In order to provide a child with medication, TOUCHSTONE must have prior written 

consent from parents/caregivers for the administration of medication on the Medicine 

Consent Form. No medication will be given to a child unless this consent form is 

complete and signed. 

16.2.3. Receipt of medications 
Parents have been informed that any medications to be administered must be delivered 

directly to the LBA. Upon receipt of a medication, the employee must ensure that the 

medication is sent in its original packaging. The medication MUST be clearly labeled 

with the child's name of the medication, must have the original label still attached, and 

must not be expired. The employee must ensure that the medication dosage information 

on the label must match dosage information provided by the parent. Any time there is a 

discrepancy or if the medication label reads "Consult physician", the medication must 

not be administered without a physician's note specifying dosage. For prescription 

medications given at the clinic, the employee must obtain a copy of the pharmacist's 

printout of information about the medication including possible adverse reactions. 

16.2.4. Storage 
Once the employee has verified all of the above information, the medication should then 

be stored in the designated areas until the time of administration. All medicines MUST 

be kept in the lock box in the designated area in the TOUCHSTONE main office. 

Refrigerated medicine MUST be kept in a separate area of the TOUCHSTONE kitchen 

refrigerator, away from food products. The medication will be stored in a locked 

cupboard or refrigerated. The medication along with the medication log will be returned 

to the parent when he/she arrives to pick up child from session. 

16.2.5. Administration 
Once the consent is received and it is time to administer the medication, the Supervising 

LBA will obtain the medication from either the medication storage box or from the 

refrigerator as well as the Medication Administration Record. The administration of 

medicine will be recorded each time it is given onto the Administration of Medication 

Log and signed by staff Supervising LBA Once the medicine has been administered, it 

should be placed back in the medication storage box or in the refrigerator. 
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16.3. Workplace Violence Policy 
Threats and violent conflicts occurring at work should be immediately reported to the Supervising 

LBA or an owner who will assist in obtaining appropriate security. In the event of a violent 

incident, local law enforcement officials will be notified and asked to intervene immediately. 

Furthermore, while the state of Louisiana allows properly permitted individuals to carry concealed 

weapons, employees or visitors may not enter TOUCHSTONE's facilities while carrying any type 

of firearm, weapon, or any other device that is considered a weapon. Likewise, weapons are not 

allowed at TOUCHSTONE sponsored events. 

16.4. Employee & Child Safety 
It is the responsibility of each employee that all tasks be conducted in a safe and efficient manner 

complying with all local, state and federal safety and health regulations and with any special 

safety concerns identified by TOUCHSTONE. It is the responsibility of the employee to identify 

and familiarize himself with TOUCHSTONE’s emergency plan. 

In the event an emergency arises, each child and employee will need to be accounted for. When 

an emergency occurs, employees will hold the hands of the child(ren) with whom he/she is 

working and follow the corresponding procedure outlined below. The employees must remain 

with the child/children until notified by the office manager, their supervisor or an owner. 

Employees should never leave a child unattended!!! 

16.4.1. Fire 
In the event of a fire, employees should escort the child(ren) they are working with to 

the nearest clinic exit and follow the evacuation route posted. Once outside, employees 

should escort the child/children to the gravel parking lot across the street. 

16.4.2. Tornado 
In the event of a tornado, employees should escort the child(ren) with whom they are 

working to the copy and kitchen area. Once they are in the copy/kitchen area, employees 

should sit with the child(ren). Employees should remain in this location with the 

child(ren) until notified by a clinic supervisor. 

16.4.3. Supervision of Children 
Any employees of TOUCHSTONE who are on the schedule to work with a child are 

responsible for supervising and ensuring the well–being of that child(ren). This includes 

supervision in the clinic as well as supervision when outside of the clinic (e.g., to and 

from carpool). If a child is likely to attempt to stray from the employee, his/her hand 

should be held at ALL times when inside or outside of the clinic. At NO time, should 

any child at TOUCHSTONE be left unattended. 

If the therapist needs to leave the child for any reason, he/she must assign another 

therapist to supervise the child while he/she is gone. 

16.4.4. Reporting Incidents/Injuries 
Employees of TOUCHSTONE need to complete an Incident Report Form any time an 

incident and/or injury occurs that involves a child receiving services from 

TOUCHSTONE. This form should also be filled out if the child arrives at the clinic with 

noticeable injuries. The completed form should be placed in the child's file and a copy 

should be given to the child's parents the same day the incident I injury occurs. 
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16.4.5. Serious injury 
If there is a serious emergency involving a child, the parents will be called immediately 

by the person in charge at that time. Each child's basic medical history and emergency 

authorization to transport to a local hospital are located in his/her file in the work room. 

If the child is to be removed from the clinic before a parent arrives, this information and 

a staff member will accompany the child to the hospital. 

16.4.6. Abuse/Neglect 
TOUCHSTONE does not implement nor condone the use of any form of corporal 

punishment. If an employee is caught using any form of corporal punishment, he will be 

terminated immediately. If signs of suspected child abuse are present, it is critical that 

employees immediately notify a LBA, office manager or an owner. All TOUCHSTONE 

employees are required by law to report all suspected cases of child abuse. Signs of 

injury are documented by staff on an incident report. 

16.4.7. Workplace Monitoring 
In an effort to maintain the integrity of our business and the safety and confidentiality of 

our clients, TOUCHSTONE conducts monitoring during the normal working hours. 

Monitoring will include viewing of therapy in the rooms as well as behavior in other 

areas. This monitoring is done to ensure we are providing the best quality of care and 

service to our clients. TOUCHSTONE will respect the privacy rights of employees and 

the monitoring will be conducted in a respectful and ethical manner. 

If an employee notices an unauthorized visitor, a supervisor should be notified 

immediately. The individual should be escorted to the front hallway. Above all protect 

the safety of the clients and yourself. 

Failure to follow TOUCHSTONE's health, safety and security guidelines can lead to 

employee disciplinary action and/or termination. 
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RECEIPT FOR EMPLOYEE HANDBOOK 
 

I acknowledge that I have received a copy of TOUCHSTONE's Employee Handbook. I agree to 

read it thoroughly, including the statements in the foreword describing the purpose and effect of 

the Handbook. I agree that if there is any policy or provision in the Handbook that I do not 

understand, I will seek clarification from a supervisor. In addition, I understand that this 

Handbook states TOUCHSTONE's policies and practices in effect on the date of publication. I 

understand that nothing contained in the Handbook may be construed as creating a promise of 

future benefits or a binding contract with TOUCHSTONE for benefits or for any other purpose. I 

also understand that these policies and procedures are continually evaluated and may be amended, 

modified or terminated at any time. 

Please sign and date this receipt and return it to the office manager by [DATE]. 

 
 

 
Date: _______________________________________________

 
 

 
 
Signature: ___________________________________________ 
 
 
 

Print Name: _________________________________________
 


