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WELCOME TO SIFFRIN 

Siffrin is a not-for-profit organization with the express purpose of providing staff support services to 
people with developmental disabilities, so people may live as independently and as successfully as 
possible in our communities.  We are CARF accredited, making you a part of a team that ranks upon the 
best providers nationally.  We serve people in five programs: 

  
Siffrin’s Supervised Living Program provides staff on a 24 hour a day basis.  Siffrin manages 39 
supervised living homes in Stark, Summit, Tuscarawas, Mahoning, & Trumbull Counties.  Each house is 
shared by a small group of individuals, from two to five people, with staff assistance in daily living 
activities, personal guidance and transportation needs. 

  
Siffrin’s Community Support Services Program provides staff support to individuals who live in their 
home, apartment, or with family.  Staff provides various supports to people on an individualized basis, 
as needed.  These supports may include assistance with finances, transportation, apartment hunting and 
set-up, budgeting, socialization, and recreation. 

  
"The Bridge" Community Integration program provides adult services that focus on improving and 
maintaining daily living skills, enhancing self-esteem and increasing involvement in the community. The 
curriculum available includes many aspects of daily living and focuses on the multiple facets of a 
person's life. From elective chapel, to physical development, to recreation and vocational readiness, The 
Bridge will help people fulfill their dreams and goals. 

  
Siffrin Employment Support Services (ESS) program provides employment assistance by looking at a 
person's strengths and building upon those abilities. Its goal is to match qualified employees with 
employer needs, as well as promote awareness in business communities about the benefits of tapping 
into the large labor pool of employees with disabilities. 

  
There are three levels of Fiscal Services currently available through Siffrin. They include Primary 
Payeeship Services in which the agency is the payment agent, and would become the payee of record 
for the individual, Intermediate Services where Siffrin is the payment agent and interacts with income 
sources and analyzing budget needs for the individual, and High Needs Services that include those 
offered with the Intermediate service, as well as provide financial guidance, long-term planning, and 
interaction with trust fund and other representatives. 

  
Siffrin was founded in 1976. The services we offer are funded by local, state and federal programs 
through the State Department of Developmental Disabilities and the local County Boards of 
Developmental Disabilities. 

  
Siffrin is committed to remaining a quality organization dedicated to providing people with disabilities 
with support needed to live, work and play in our communities.  We welcome you to our team, and 
hope that your endeavors here meet with success. 

  

  
Bradley L. Vincent 
CEO 
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GENERAL INFORMATION 

 

The History of Siffrin 

Siffrin was established in 1976 as a non-profit residential services agency.  During the early seventies, 
the institutional structure developed across our country as housing for vast populations of people with 
developmental disabilities was being challenged.  Family members and advocates for people with 
disabilities joined together to question why people should live out their lives in large buildings with less 
than adequate staff, sometimes in deplorable conditions and often times far away from family, friends 
and one’s community. 

  
Those concerns took the Ohio Department of Developmental Disabilities to a new direction.  A direction 
that would partner the Department with local advocates and families to find a way whereby people 
could live in their hometowns, in a house instead of a building, work in their community and be part of 
life and not isolated from it.  

  
In Stark County, family members of persons with disabilities, involved in the, then named, Association 
for Retarded Children, spearheaded an effort to form a new agency.  Their express purpose was to 
develop houses and support staff for citizens with developmental disabilities.  They enlisted the help of 
community leaders, the Stark County Board of Developmental Disabilities and contributed to an estate 
donation from Elsie Siffrin to found this agency. 

  
In February of 1976, Siffrin was incorporated as a private, non-profit agency.  In late summer of that 
same year, the first house was leased, a part-time Executive Director was hired, support staff were hired 
and trained and seven men moved into a home. 

  
Today, Siffrin services extend to over 300 people in multiple counties.  

  

Never doubt that a small group of thoughtful committed citizens can change 

the world.  Indeed, it is the only thing that ever has.- Margaret Mead 
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PHILOSOPHY STATEMENT 

 
Siffrin is committed to the belief that all individuals with developmental disabilities have the inalienable 
right to live, learn, work, and participate in the community, consistent with the principle of 
normalization.  Services provided by Siffrin, either directly or through affiliation, shall be designed to 
promote these rights. 

  
Using a holistic approach, Siffrin will focus on providing and improving services that enhance personal 
dignity, increase opportunities for ownership, support individual empowerment, and assure the 
opportunity for involvement of individual’s families, friends ,advocates, and the general public. 

  
Siffrin is committed to the following principles and values in the development and provision of services: 

• People shall have real choices in all aspects of their daily lives. 
• People shall have opportunities for interaction with a variety of people. 
• People shall have opportunities to use a variety of community services, to be in a variety of 

community environments, and to gain a variety of community experiences. 
• There shall be present in each individual’s life access to meaningful daily activities. 
• Each person shall have access to non-aversive interventions to promote his/her desired 

behavior. 
• Services shall be structured so each person has the opportunity to develop a personal sense of 

competence and worth. 
• Siffrin shall encourage the development and maintenance of relationships with friends, family 

and neighbors. 
• People shall have the freedom of movement and the right to privacy. 
• People shall have a right to secure and sufficient financial resources. 
• People shall have a sense of ownership and belonging in their lives. 

  
Siffrin is fully committed to achieving and protecting the rights of individuals for whom it provides 
services.  In this regard, Siffrin is fully committed to providing equitable service opportunities for every 
individual it serves, regardless of sex, race, color, national origin, genetics or religion. 

 

The Mission Statement 

Siffrin is a not-for-profit service organization that empowers people with disabilities to achieve full 
community access. 

  

Supervised Living Services 

Employment Services 

Community Support Services 

Foster Care Services 

Community Integration Services 

Fiscal Services 

Transportation Services 
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EMPLOYEE HANDBOOK 

 
The Employee Handbook is designed to provide general information about Siffrin, its policies, 
procedures and benefits.  We urge you to read the Handbook upon being hired so that you can become 
familiar with our policies.  Read it carefully.  We also want you to keep the Handbook so that you can 
refer to it when questions arise about your employment or specific policies. 

  
If you have any questions about any aspect of the Handbook, first confer with your Supervisor.  If he or 
she does not readily have an answer, the supervisor will seek clarification or will direct you to the 
correct person.  Management does reserve the right to make exceptions to the items in this Handbook. 

  
From time to time you will receive additional supplements to the Handbook.  These new supplements 
will update and revise present policy and practice whenever deemed necessary.  You will want to study 
the revised supplements carefully prior to placing them in the Handbook.  Please be sure to remove old 
policy statements and procedures when recommended to do so in the memorandum, which will be 
attached to the revised supplements.  Should you have any questions concerning the intent or 
procedure to follow in the supplements to your Handbook, please see your Supervisor. 

  

  

POLICY AND PROCEDURE MANUAL 

 
Since all pertinent information cannot be provided in this Handbook, we have provided a copy of the 
Table of Contents from our Policy and Procedure Manual in the back of your Handbook.  You will review 
all policies and procedures during training.  If you would like to review the current policies and 
procedures please go to our website Siffrin.org. 

  

  

EMPLOYMENT AT WILL STATEMENT 

 
Siffrin has an employment at will relationship with its employees.  This means that both Siffrin and each 
employee have the right to terminate employment at any time, with or without reason. The at-will 
relationship between Siffrin and an employee cannot be modified except by an express written 
employment contract that is signed by the employee and the CEO of Siffrin. 

  
The references to policies, procedures and benefits and the additional information in this handbook are 
not conditions of employment, nor do they imply, create or constitute an employee contract.  This 
Handbook serves as a guideline for Siffrin.  It also provides additional information to the Siffrin Policy 
and Procedure Manual.  Siffrin reserves the right to change, modify or discontinue policies, procedures 
and benefits in the future with or without notice. 
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EMPLOYEE INFORMATION 

 

 

Equal Employment Opportunity 

 
Siffrin is an Equal Opportunity Employer. 

  
All levels of management are responsible for implementing the Equal Employment Policy of providing 
opportunities to applicants and employees based upon such qualities as ability, performance, skill and 
potential as required by law and without regard to race, color, religion, creed, sex, genetic information, 
national origin, citizenship, age, ancestry, protected military status or disability.  This policy extends to 
all employment decisions, including those involving compensation, training, promotion, transfer, 
discipline, lay-off, recall and termination. 

  
Any complaint of discrimination should be brought to the immediate attention of any of the following: 
your supervisor, any member of the management team, the Administrator on Call or the Human 
Resources Department. 

  

 

Sexual Harassment and Other Unlawful Harassment 

  
Sexual harassment of any type is expressly prohibited and any employee sexually harassing another 
employee will be subject to immediate discipline.  Sexual harassment is defined as “unwelcome sexual 
advances, requests for sexual favors and other verbal or physical conduct of a sexual nature that 
explicitly involves an employment condition or creates an intimidating, hostile or offensive work 
environment.”  Any conduct as described above will result in disciplinary action, up to and including 
termination, according to policy HR-5. 

  
Unlawful harassment would include: actions, words, jokes or inappropriate conduct based on an 
individual’s sex, race, ethnicity, age, religion, sexual orientation or any other legally protected 
characteristic. Unlawful harassment will not be tolerated.  Such conduct, whether involving supervisory 
or non-supervisory personnel is strictly prohibited.  Any conduct as described above will result in 
disciplinary action, up to and including termination, according to policy HR-5. 

  
Siffrin is committed to maintaining a work environment that is free of all forms of unlawful harassment. 
The reality is that Siffrin cannot remedy harassment if is not aware of it.  Therefore, any employee who 
feels that the above policy has been violated must immediately contact any of the following: their 
supervisor, the Administrator on Call, any member of the management team, or the Human Resources 
Department.  Every reasonable effort will be made to maintain confidentiality during the course of an 
investigation of a charge of sexual harassment. 

  
All employees are protected from retaliation for making a complaint or assisting in an investigation 
concerning allegations of harassment. Retaliation includes disciplining, reassigning, lowering a 
performance appraisal or threatening or intimidating another staff member because he or she 
complained about harassment or participated in an investigation concerning harassment. This type of 
retaliation is strictly prohibited. 
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Siffrin’s policy is to treat all allegations of harassment or retaliation seriously, to conduct a prompt and 
thorough investigation, and to take effective remedial steps to correct any problems.  Every reasonable 
effort will be made to maintain confidentiality during the course of an investigation of a charge of 
harassment within the bounds necessary to conduct a proper investigation. 

 

 

Selection of Employees 

  
Siffrin complies with the legal requirement to recruit, select and hire its staff through the application of 
fair, considerate and non-discriminatory employment practices, without regard to age, sex, race, 
religion, creed, genetic information, national origin, citizenship, ancestry, protected military status, or 
disability status, and whose individual qualifications are commensurate with job responsibilities. 

  

 

Employee Classifications 

  
Full-time An employee who is regularly scheduled to work at least thirty-six (36) hours per week. 
Part-time An employee who is regularly scheduled to work less than thirty-six (36) hours per week.  
Substitute An employee who is on-call and has no regularly scheduled hours. 
Temporary An employee who is hired to fill an interim or short-term position. 
Exempt An employee is assigned management or professional duties and is exempt from overtime 
compensation. 
Non-exempt An employee is paid on an hourly basis and will be compensated for hours actually worked 
over a 40-hour week at one and a half times his/her current hourly rate of pay. 

 

 

Hours of Work/ Schedule 

  
A workweek commences at 12:01 a.m. Sunday and ends at 12:00 midnight Saturday night.  Non-exempt 
employees will be compensated at one and one-half times their regular rate of pay for all hours worked 
in excess of forty hours during a workweek. Use of overtime requires approval by an employee’s 
supervisor or the Administrator On Call (AOC). 

  
You will receive a copy of your scheduled hours from your supervisor. 

  

 

Pre-employment Requirements 

  
High School Diploma / GED 
In order to be considered for employment, applicants must possess a high school diploma or G.E.D. 

  
Driver’s License 
Applicants must possess a valid Driver’s License and can have no more than four points or two 
convictions in the three years previous to the MVR report.  Applicants with one or more serious 
violations as defined by the automobile insurance policy are not eligible for employment.  
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TB Skin Test 
 
TB skin tests are required in accordance with federal and state laws and regulations. A new employee 
must provide the Human Resources Department with evidence of a negative two-step TB skin test or 
negative chest X-ray, completed not more than 6 months previous, before the employee can start 
working. 

  
Annual TB Symptom questionnaires are required to be completed by all staff members.  Medical 
personnel review these questionnaires.  Based upon their review, annual skin tests may be 
required.  The Human Resources Department coordinates this annual questionnaire. 

  

 

Pre-Employment Drug Testing 

 
Drug testing will be conducted before a new employee begins work. The agency will pay for the drug 
screen at the testing location of the agency’s choice.  Any offer of employment is contingent upon the 
satisfactory completion of the screening. 

  

 

Orientation 

 
All new employees are required to attend new hire orientation before they can work in the home.  The 
required orientation training is a combination of office and home training and is 16 hours in length.  

  
Siffrin is required by law to fingerprint all new employees.  Applicants/Employees who have 
misdemeanor or felony convictions that are inconsistent with agency philosophy and/or applicable laws 
and regulations are not eligible for employment at Siffrin. 
 

Direct Deposit 
 
All staff will be required to turn in a direct deposit form before they are able to start the training and/or 
working process.  The following forms of direct deposit are accepted, voided check,  letter of 
specification from a credited banking institution, or any other form as long as it is FDIC insured. 

  

 

Identification Badge 

 
Upon employment, employees will receive a photo identification badge.  Although you are not required 
to wear the badge it is a very good idea to have it with you when you are working. 

  

 

Introductory Period 

  
During the first six (6) months, both you and Siffrin have the opportunity to determine your ability to 
adapt to and perform your duties and responsibilities.  Your attendance, punctuality and adherence to 
other aspects of the position are also considered.  
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The introductory period may be extended or reinstated for up to 90 days at any time a supervisor feels 
that there are performance or training concerns.  An evaluation stating the reasons and the corrective 
actions, or conditions of employment will be provided any time an evaluation period is extended or 
reinstated. 

 

Postings of Positions / Transfers 

  
When a position becomes available, a position vacancy memo listing the specifics of the position is sent 
to each home.  A main list of positions, which are open, is also available at the office.  An employee who 
wishes to transfer or requests to be considered for a vacant position must submit a Position Transfer 
Form to the Supervisor who oversees the vacant position.  Requests must be submitted to that 
Supervisor by the closing date of the position opening. 

  
The supervisor responsible for interviewing for the position will review the personnel records and seek 
references from the current supervisor to determine the employee’s eligibility and qualification for the 
position.  The supervisor may elect not to interview if there is a history of poor performance, corrective 
action, poor attendance, or if the person is not qualified for the position. 

  
Qualified employees in good standing will be interviewed, and the selection process will include 
individuals served. 

  
Employees who transfer to another position that has the same title will retain his/her current evaluation 
date, and that date will be used in consideration of eligibility for annual merit increases.  Employees who 
are promoted, or who change their titles, will change his/her evaluation date to the start of the new 
position.  Substitute employees who are promoted to a regular part-time or full-time position will 
change their evaluation date effective with the start of the regular part/full time position. 

  

 

Advancement Opportunities 

  
It is the policy of Siffrin to promote current employees whenever practical.  Current employment, 
however, does not guarantee promotion or transfer.  The job requirements of a vacant position must be 
met and satisfactory performance of the present job must have been demonstrated before promotion 
will be considered. 

  

 

Discipline / Corrective Action 

  
Employees shall be advised of job expectations; the types of conduct which are acceptable, and the 
corrective action procedures, which will be implemented.  If an employee fails to meet position 
expectations or fails to conduct himself/herself within the parameters of agency policy and procedure, 
corrective action will be implemented. 

  
Corrective action shall be applied promptly, fairly and consistently.  Progressive disciplinary actions, 
according to the procedure, will be implemented for all employees at Siffrin.  In each case, the level of 
the corrective action will be determined by: 
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· The seriousness of the offense; 
· The employee’s overall employment record; and 
· Previous corrective actions. 

  

 
Types of progressive corrective action are: 

  
Written Correction - The supervisor gives a written warning that describes the problems and gives 
directions for correcting the problem.  The supervisor will base this on any type of lack of performance 
based on the employee’s job description. 

  
Second Written Correction – The supervisor will give a written description of the problem and directions 
for correcting the problem. Suspension is indicated when there is an investigation of abuse or neglect or 
any other major infraction, when an employee continually repeats a minor offense and/or when there is 
clear and imminent potential for harm to an individual served or exposure to liability for the agency. The 
employee will be put on pre- termination status. 

 
Pre-termination Status – An employee is given notice that immediate improvement must be seen in 
order to continue employment.  Any further Employee Action Forms will result in discharge.  Pre-
termination status may or may not be implemented any time a final written correction is 
warranted.  The implementation of a pre-termination status shall be based upon the severity and nature 
of the offense as well as previous personnel issues.  

  
Discharge - An employee is terminated from employment.  The cause for termination is 
documented.  Reasons for which you may be discharged will include, but not limited to:  when there is 
corroboration or evidence of abuse or neglect, criminal activity, intoxication, stealing, repeat offenses at 
the end of the progressive disciplinary steps, uncorrectable substandard performance, falsification of 
documentation, failure to meet performance standards, actual exposure to or incidents of harm done or 
agency liability. 

  

  

Grievance Procedures 

  
Siffrin supports and encourages employees to express their valid concerns.  The employee grievance 
process allows the employee to express concerns related to any individual personnel issues or questions 
of quality of life for the people Siffrin serves.  Employees who utilize the grievance process will not be 
subject to reprisal. 

  
Any employee who has concerns which are related to sexual or other unlawful harassment should 
report it immediately to any of the following: their supervisor, any member of the management team, 
The Administrator on Call, or the Human Resources Department.  Concerns about the health and safety 
of the people Siffrin serves should be expressed immediately to the CEO and/or the Program Director 

  
An employee who has concerns should: 
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Fill out an Employee Grievance Form, and submit it to their direct supervisor.  The grievance must be 
filed within five days of the incident giving rise to the complaint so that there will be an opportunity to 
access all possible solutions.  The supervisor will forward a copy of the grievance to their immediate 
supervisor upon receipt. 

  
The supervisor will set up a meeting with the employee within five working days 

  
The employee will review the written grievance with their supervisor if applicable.  The primary agenda 
for this meeting will be resolution of the grievance by problem solving. 

  
Following the meeting, the supervisor will summarize the results of the meeting on the Employee 
Grievance Form, and will forward a copy to the employee within five days of the meeting.  If a dispute 
remains, the supervisor will render a decision. 

 
If the employee continues to have concerns that remain unresolved, the employee will fill out Section II 
of the Employee Grievance Form and submit it to the CEO. 

  
The CEO will set up a meeting with the employee within five days of receipt of the grievance.  At this 
meeting, the employee will review the grievance and identify the issues they feel remain 
unresolved.  The agenda of this meeting will be compromise and resolution.  

  
Following the meeting the CEO will summarize the results of the meeting on the Employee Grievance 
Form, and will forward a copy to the employee within five days of the meeting.  If a dispute remains, the 
CEO will render a decision. This decision will be considered final. 

  
Employee grievances will not be filed in personnel files. 

 

 

Extended Absence 

  
If you are absent from employment with Siffrin for a period of more the twelve (12) weeks, your 
employment will be automatically terminated unless a further extension is mandated by applicable laws. 
The foregoing policy applies regardless of whether the absence otherwise is excused by your personal 
situation, or your medical condition, etc. 

  

  

Resignation and Notice 

  
If it is necessary for an employee to resign from employment with Siffrin it is expected that a non-
exempt employee give two weeks’ notice in writing to their direct supervisor and exempt employees are 
expected to give four weeks’ notice in writing to their supervisor.  The first date of the notice is the date 
the supervisor receives it. 

  
Employees who leave Siffrin must turn in all Siffrin property.  Employees who have not returned all of 
Siffrin’s property will be asked to pick up their final paycheck from the office. 
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Exit Interviews 

  
An exit interview will be arranged by the Human Resources Department for all employees who leave 
voluntarily. 

 

 

 

EMPLOYEE RESPONSIBILITY 

 

 

Employee Rights 

  

1. Employees shall be treated with dignity and respect at all times. 

  

2. Employees have the right to work in a safe environment. 

  

3. Employees shall have access to training and advancement opportunities. 

  

4. Employees shall have open-door access to managers.  Administrators will be available to all 
staff. 

  

5. Employees shall have the right to voice concerns over the care, health and safety of those they 
serve. 

  

6. Employees shall have the right to view their personnel files and be made aware of items placed 
in their file. 

  

7. Employees shall have the opportunity to participate in their annual evaluation both by 
completing a self-evaluation and by participating with their supervisor in the review appraisal. 

  

8. Employees shall have the right to participate in training, safety and quality improvement 
committees, which will ensure the agency is operating at its optimum level. 

  

9. Employees shall receive communication to explain the how and why of the day-to-day 
operations and how it relates to those we serve. 

  

10. Employees shall have the right to have immediate access to the tools required to perform their 
jobs completely and safely. 
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CODE OF ETHICS 

*Siffrin follows the National Alliance for Direct Support Professionals Code of Ethics 

Preamble 

Direct Support Professionals (DSPs) who support people in their communities are called upon to make 

independent judgments on a daily basis that involve both practical and ethical reasoning. The people 

who assume the support role must examine and call upon values and beliefs, as well as creative vision, 

to assist them in the complex work they perform. 

A primary purpose of the DSP is to assist people who need support to lead self-directed lives and to 

participate fully in our communities and nation. This emphasis on empowerment and participation is 

critical because the prejudices of society form powerful barriers that prevent many people with mental 

or physical disabilities from enjoying a high quality of life. And, too often, the very social policies and 

service systems designed to help can create other barriers. 

Therefore, it must be the mission of the DSP to follow the individual path suggested by the unique gifts, 

preferences, and needs of each person they support, and to walk in partnership with the person, and 

those who love him or her, toward a life of opportunity, well-being, freedom, and contribution. 

Unfortunately, there have been no set criteria to guide these journeys as there are for other 

professional groups (such as doctors, nurses, service coordinators, and social workers) who have 

intimate knowledge of and responsibility for another person's emotional, financial, or physical being. 

There is no other position today in which ethical practice and standards are more important than direct 

support. DSPs are often asked to serve as gatekeepers between people needing support and almost 

every aspect of their lives, including access to community, personal finances, physical well-being, 

relationships, employment, and everyday choices. The whole landscape of a person's life can change 

with the coming and going of these critical supports for people. 

As a result of these work duties, DSPs face ethical decisions on a daily basis and consistently feel the 

tension between the ideals of the profession and its practice. There are numerous pressures coming 

from organizations, government, social policy, and societal prejudice that can shift focus and allegiance 

away from those supported. In order to maintain the promise of partnership and respect that must exist 

in a helping relationship, a strong ethical foundation is critical to help DSPs navigate through the maze of 

influences that bombard them. 
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This issue has led to the efforts on the part of the National Alliance for Direct Support Professionals 

(NADSP) to identify the kinds of ethical situations that DSPs face and to develop a set of ethical 

guidelines. The NADSP convened a national panel of DSPs, advocates, families, professionals, and 

researchers who constructed this code of ethics. Focus groups and surveys regarding the draft language 

were conducted throughout the country and were integrated to create the final code. This Code of 

Ethics is intended to serve as a straightforward and relevant ethical guide, shedding some light on the 

shared path to a self-directed life. It is intended to guide DSPs in resolving ethical dilemmas they face 

every day and to encourage DSPs to achieve the highest ideals of the profession. 

The skills and knowledge of community support practice must be joined with the ethical principles to 

create the environment needed to fully support people. To do so effectively, we must all work toward 

recognizing DSPs as professionals who have skills, knowledge, and values that constitute a unique and 

important profession. There must be a commitment to hiring, developing, and supporting DSPs who 

have a healthy sense of their own worth and potential, and the worth and potential of the people they 

support, and who can infuse these beliefs into practice. DSPs themselves must know that it is part of 

their role to foster a spirit of cooperation and mutual responsibility with other DSPs regarding ethical 

practice. 

Direct Support Professionals, agency leaders, policymakers, and people receiving services are urged to 

read the Code and to consider ways that these ethical statements can be incorporated into daily 

practice. The beliefs and attitudes that are associated with being an effective human service 

professional are the cornerstones of this code. This code is not the handbook of the profession, but 

rather a roadmap to assist us in staying the course of securing freedom, justice, and equality for all. 

Ethical Principles 

1. Person-Centered Supports: 

As a DSP, my first allegiance is to the person I support; all other activities and functions I perform flow 

from this allegiance. 

As a DSP, I will: 

• Recognize that each person must direct his or her own life and support and that the unique 

social network, circumstances, personality, preferences, needs and gifts of each person I 

support must be the primary for guide the selection, structure, and use of supports for that 

individual. 

• Commit to person-centered supports as best practice. 

• Provide advocacy when the needs of the system override those of the individual(s) I support, or 

when individual preferences, needs or gifts are neglected for other reasons. 

• Honor the personality, preferences, culture and gifts of people who cannot speak by seeking 

other ways of understanding them. 

• Focus first on the person, and understand that my role in direct supports will require flexibility, 

creativity and commitment. 
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2. Promoting Physical and Emotional Well-Being: 

As a DSP, I am responsible for supporting the emotional, physical, and personal well-being of the 

individuals receiving support. I will encourage growth and recognize the autonomy of the individuals 

receiving support while being attentive and energetic in reducing their risk of harm. 

As a DSP, I will: 

• Develop a relationship with the people I support that is respectful, based on mutual trust, and 

that maintains professional boundaries. 

• Assist the individuals I support to understand their options and the possible consequences of 

these options as they relate to their physical health and emotional well-being. 

• Promote and protect the health, safety, and emotional well-being of an individual by assisting 

the person in preventing illness and avoiding unsafe activity. I will work with the individual and 

his or her support network to identify areas of risk and to create safeguards specific to these 

concerns. 

• Know and respect the values of the people I support and facilitate their expression of choices 

related to those values. 

• Challenge others, including support team members (e.g. doctors, nurses, therapists, co-

workers, family members) to recognize and support the rights of individuals to make informed 

decisions even when these decisions involve personal risk. 

• Be vigilant in identifying, discussing with others, and reporting any situation in which the 

individuals I support are at risk of abuse, neglect, exploitation or harm. 

• Consistently address challenging behaviors proactively, respectfully, and by avoiding the use of 

aversive or deprivation intervention techniques. If these techniques are included in an 

approved support plan I will work diligently to find alternatives and will advocate for the 

eventual elimination of these techniques from the person's plan. 

3. Integrity and Responsibility: 

As a DSP, I will support the mission and vitality of my profession to assist people in leading self-directed 

lives and to foster a spirit of partnership with the people I support, other professionals, and the 

community. 

As a DSP, I will: 

• Be conscious of my own values and how they influence my professional decisions. 

• Maintain competency in my profession through learning and ongoing communication with 

others. 

• Assume responsibility and accountability for my decisions and actions. 
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• Actively seek advice and guidance on ethical issues from others as needed when making 

decisions. 

• Recognize the importance of modeling valued behaviors to co-workers, persons receiving 

support, and the community at-large. Practice responsible work habits. 

4. Confidentiality: 

As a DSP, I will safeguard and respect the confidentiality and privacy of the people I support. 

As a DSP, I will: 

• Seek information directly from those I support regarding their wishes in how, when and with 

whom privileged information should be shared. 

• Seek out a qualified individual who can help me clarify situations where the correct course of 

action is not clear. 

• Recognize that confidentiality agreements with individuals are subject to state and agency 

regulations. 

5. Justice, Fairness and Equity, Community Intergration: 

As a DSP, I will promote and practice justice, fairness, and equity for the people I support and the 

community as a whole. I will affirm the human rights, civil rights and responsibilities of the people I 

support. 

As a DSP, I will: 

• Help the people I support use the opportunities and the resources of the community available 

to everyone. 

• Help the individuals I support understand and express their rights and responsibilities. 

• Understand the guardianship or other legal representation of individuals I support, and work in 

partnership with legal representatives to assure that the individual’s preferences and interests 

are honored. 

6. Respect: 

As a DSP, I will respect the human dignity and uniqueness of the people I support. I will recognize each 

person I support as valuable and help others understand their value. 

As a DSP, I will: 

• Seek to understand the individuals I support today in the context of their personal history, their 

social and family networks, and their hopes and dreams for the future. 

• Honor the choices and preferences of the people I support. 

•  Protect the privacy of the people I support. 

• Uphold the human rights of the people I support. 
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• Interact with the people I support in a respectful manner. 

• Recognize and respect the cultural context (e.g. religion, sexual orientation, ethnicity, socio-

economic class) of the person supported and his/her social network. 

• Provide opportunities and supports that help the individuals I support be viewed with respect 

and as integral members of their communities. 

7. Relationships: 

As a DSP, I will assist the people I support to develop and maintain relationships. 

As a DSP, I will: 

• Advocate for the people I support when they do not have access to opportunities and education 

to facilitate building and maintaining relationships. 

• Assure that people have the opportunity to make informed choices in safely expressing their 

sexuality. 

• Recognize the importance of relationships and proactively facilitate relationships between the 

people I support, their family and friends. 

• Separate my own personal beliefs and expectations regarding relationships (including sexual 

relationships) from those desired by the people I support based on their personal preferences. 

If I am unable to separate my own beliefs/preferences in a given situation, I will actively remove 

myself from the situation. 

• Refrain from expressing negative views, harsh judgments, and stereotyping of people close to 

the individuals I support. 

8. Self-Determination: 

As a DSP, I will assist the people I support to direct the course of their own lives. 

As a DSP, I will: 

• Work in partnership with others to support individuals leading self-directed lives. 

• Honor the individual's right to assume risk in an informed manner. 

• Recognize that each individual has potential for lifelong learning and growth. 

9. Advocacy: 

As a DSP, I will advocate with the people I support for justice, inclusion, and full community 

participation. 

As a DSP, I will: 

• Support individuals to speak for themselves in all matters where my assistance is needed. 
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• Represent the best interests of people who cannot speak for themselves by finding alternative 

ways of understanding their needs, including gathering information from others who represent 

their best interests. 

• Advocate for laws, policies, and supports that promote justice and inclusion for people with 

disabilities and other groups who have been disempowered. 

• Promote human, legal, and civil rights of all people and assist others to understand these rights. 

• Recognize that those who victimize people with disabilities either criminally or civilly must be 

held accountable for their actions. 

• Find additional advocacy services when those that I provide are not sufficient. 

• Consult with people I trust when I am unsure of the appropriate course of action in my 

advocacy efforts. 

 

 

 

Personnel Records 

  
An employee’s current address, telephone number and information about his/her family status needs to 
be on record with Siffrin.  Any changes in this information must be reported immediately to the Human 
Resources Department.  This is very important in the event of an emergency and in relation to such 
things as social security, withholding taxes and health benefits programs.  Please notify the Human 
Resources Department of: 

  

            Change of address or telephone number 

            Marriage, divorce, or legal separation 

            Birth, adoption or death in your immediate family 

            Legal change of your name 

            Change of citizen status 

            Beneficiary change 

            Change in school districts 

            Change in health status - which substantially affects ability to perform job duties 

  

  

In-services / Training 

  
Each year staff employees must receive ten hours of training; trainers are required to receive twenty 
hours per year.  Siffrin develops annual in-house training opportunities on a variety of topics.  All 
employees may attend these sessions. Every year each employee must view Siffrin’s Annual Video, 
which includes, but is not limited to, Fire Safety, Emergency Weather Procedures, and OSHA standards. 
All staff are required to maintain certification in CPR, First Aid and Preventing Disease 
Transmission/Bloodborne Pathogens.  Employees are required to receive instruction on the Rights of the 
Individual’s, Unusual Incidents, Programs, and Medication Administration.  Based upon the specific 
location you are working at, BITS training may also be required.  All new employees must complete 16 
hours of on-site training prior to assuming their duties.  
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In the event that you are interested in attending training pertaining to your position from outside the 
agency, you should use an Out of Agency Request form available at the office and submit it to your 
supervisor.  Employees are responsible to provide a copy of attendance verification to the Human 
Resources Department for proper training credit. 

  

  

Confidentiality 

  
The people you serve have the right to have information about them and services they receive kept 
confidential.  That means you must never discuss any of the people you serve with anyone outside of 
the agency, unless it is a member of the person’s interdisciplinary team or family.  It is also inappropriate 
to discuss individual’s lives with other people who work at Siffrin, if they have no need to know.  It also 
means that your employment information will be maintained confidentially.  

  

 

 

Dress Code 

  
All employees shall maintain standards of dress, which will present a positive, conservative and valued 
model to the individuals served.  Clothing which is questionable shall not be worn.  The agency reserves 
the right to disallow clothing that would detract from the image which Siffrin wishes to present.  For 
specific questions, employees should contact their Manager.   

 

Smoking 

  
Due to the strong warnings issued by the Surgeon General related to the potential health hazards of 
secondary smoke, Siffrin will not permit employee smoking/vaping and/or other tobacco product use in 
the office locations, on the property of the people Siffrin serves, service delivery sites or in vehicles used 
to provide services. 

 

Drug and Alcohol Use/ Testing 

  
Siffrin is concerned with the health and safety of those we serve as well as our employees.  Behaviors 
related to substance use can endanger all employees, not just substance users.  We cannot condone and 
will not tolerate behaviors on the part of employees that relate to substance use, such as: use of illegal 
drugs, misuse of alcohol, the sale, purchase, transfer, trafficking, use or possession of any illegal drug or 
the arrival or return to work under the influence of any drug (legal or illegal) or alcohol to the extent 
that job performance is affected.  Effective January 1, 2005 all new Siffrin employees will be required to 
satisfactorily complete a pre-employment drug screen.  Employees will be tested post-accident, monthly 
random and when there is a reasonable suspicion.  Please see Human resources Policy and Procedure 23 
governing Drug Free Workplace for more information. 

  

 

Telephone Use 
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If you need to make a personal call, keep it brief so that lines are open.  Employees are responsible for 
the cost of all calls they have placed.  When you are at work, you should not conduct personal business 
or use anything including the vehicle for personal reasons. 
Excessive or misuse of the phone will result in disciplinary action. Additionally, staff that utilizes their 
own cellular phones should adhere to the above guidelines.  Personal calls should be limited in number 
and in length.  Staff must not allow supervision of those served to be compromised to use the 
telephone, whether it is their own, or the individuals phone line. 

  

 

Emergency / AOC 

  
The Administrator on Call or AOC system is in place for severe or emergency situations.  The following 
situations justify contacting the AOC:  police involvement, hospitalization of an individual, fire, missing 
individual, severe behaviors that endanger the individual or others in the setting, staffing situations that 
have not been resolved. 
If it is determined that the situation is an emergency, staff should: 

  

 
Dial (330) 685-1700 (STARK COUNTY). 
You should reach the AOC, or get the voice mail.  Leave a message if you reach the voice mail. 
Stay off the phone so the AOC can call back.  Relay the emergency to the AOC in order to attempt to 
resolve the situation. 

  
Dial (330) 402-0211 (MAHONING / TRUMBULL COUNTIES). 
You should reach the AOC, or get the voice mail.  Leave a message if you reach the voice mail. 
Stay off the phone so the AOC can call back.  Relay the emergency to the AOC in order to attempt to 
resolve the situation. 

  
In SUMMIT COUNTY dial (330) 414-9414.  
You should reach the AOC, or get the voice mail.  Leave a message if you reach the voice mail. 
Stay off the phone so the AOC can call back.  Relay the emergency to the AOC in order to attempt to 
resolve the situation. 

  
If the AOC does not respond in a “reasonable” time (10-20 minutes) staff should: 

  
Call the office number , Canton (330) 478-0263 Mahoning (330) 799-8932, and tell the answering service 
that you need to contact the GROUP HOME AOC.  Leave a brief message about your emergency. 

  
This procedure should only be used if you must leave a worded message or do not receive a response. 

  
In the event all attempts to reach the AOC by phone have failed, staff should contact your Manager of 
Supervised Living and explain the situation. 

  
Inappropriate use of the AOC procedure could result in corrective action by the staff person’s 
Manager of Supervised Living or the Administrator on Call. 
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Call Off Procedure 

  
Supervised living (group home) staff who are calling off are to call as soon as they are aware of the need 
to call off. 

  
Staff who report to their shifts and no individuals are home, i.e. Full Time Direct Support Professionals 
(afternoon), must make arrangements to find a substitute themselves.  Once finding a substitute, the 
employee must contact their Manager of Supervised Living or the Office to relay a message to the 
Manager of Supervised Living informing them they will not be showing for their shift and substitute 
coverage was found. 

  
For other supervised living staff that are calling off, they must contact the supervised living setting.  The 
staff on duty must assist the staff calling off to find substitute coverage.  The final responsibility falls on 
the staff that is on duty to find coverage because that particular staff CANNOT leave the premises until 
substitute coverage has been found. 

  
If no one is available at the home or the answering machine picks up the call, then the staff that is calling 
off MUST find their own substitute.  If substitute coverage cannot be found, the staff on duty should 
follow the AOC procedure. 

  
If you have any questions, please talk with your Manager of Supervised Living. 

   
For Community Support Services program: 

  
Community Support Services Specialists (CSS) MUST contact the Administrative Assistant, Office 
Manager,  Manager of Community Support Service (MCSS) and/or the MCSS’s voice mail at least one 
hour before scheduled time of arrival and relay the following information - 

  
List what external appointments were scheduled for the day, including the name of the individual 
involved and what time the appointment was scheduled.  It will be the responsibility of the CSS to cancel 
and reschedule any and all home appointments.  If the CSS is physically incapacitated and cannot 
reschedule the home appointments, the CSS must inform the Administrative Assistant, Office Manager, 
MCSS and/or the MCSS’s voice mail. 

  
It is NOT ACCEPTABLE for CSS staff to call off using Siffrin’s answering service. 

  
If you have any questions, please talk with your Manager. 

  

 

Payroll and Timekeeping 
  
Employees are required to use the ADP system to clock in at their work locations to track their hours of 
work.  Employees should clock themselves in and out at the beginning and end of their work shifts. 

  
In locations where the ADP system can not be used, employees should document their work hours on a 
timesheet.  Employees should record their in time when they arrive on shift and their out time as they 
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are leaving. Timesheets must be completed in ink and white out is not acceptable.  Timesheets must be 
signed in order to be paid. 

  
No employee may intentionally clock in and out for another employee. Additionally, no employee may 
record hours worked on the timesheet of another employee.  Violation of this procedure will result in 
immediate termination from the agency. 

  
Employees are to be on shift by the time indicated on their posted scheduled.  Siffrin considers seven 
minutes beyond the scheduled start time to be tardy. Five occurrences of tardiness in any twelve-month 
period are considered excessive and is cause for corrective action. 

  
In the event staff have forgotten to clock in or out for a shift they have worked, or have failed to 
document a shift on their timesheet, they should do so as soon as possible following the shift.  ADP 
system users should complete an Exception Form.  Timesheet users should complete a timesheet.  In 
both instances, the Human Resources Department must receive timekeeping documentation by no later 
than 11a.m. on the Monday following the end of the pay period.  Failure to do so will result in delayed 
payment. 

  
Duplication of e-sheets and unnecessary e-sheets turned in can result in corrective action with more 
then five occurrences in a quarter.  This is considered excessive and staff should be checking their 
timecard reports. An early swipe is fifteen or more minutes prior to the scheduled start of the shift 
without supervisor or Administrator on Call permission. A late swipe is seven or more minutes beyond 
the scheduled start of the shift. 

 

Performance Evaluations 

  
Siffrin has established an annual system of job performance evaluations so that each employee may be 
periodically informed of his/her progress on the job.  The completed evaluations are made a part of the 
employee’s personnel record. 

  
All new employees will receive a six-month introductory evaluation and an annual evaluation.  The 
introductory period may be extended or reinstated for up to 90 days at any time a supervisor feels that 
there are performance or training concerns.  An evaluation stating the reasons and the corrective 
actions, or conditions of employment will be provided any time an evaluation period is extended or 
reinstated. 

  

  

Position Description 

  
Each position at Siffrin is explained by a description of the basic responsibilities and general duties 
inherent in its performance.  In addition to identifying the basic work to be performed, the position 
description serves the purpose of specifying information necessary in the evaluation process. 

  

  

Safety 
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Siffrin is aware of the importance of safety for its residents, employees and visitors.  Employees are 
expected to assume an active role in safety.  

  
Siffrin has an active Safety Committee comprised of staff members from all departments within the 
agency.  Each home is assigned a Safety Committee representative who can be contacted with specific 
safety concerns. 

  
Please contact the Human Resources Director if you are interested in participating in the Safety 
Committee. 

  

  

 
 
 
 
 
Employee Injuries and Accidents 

  
Any employee who is injured at work will be required to fill out an Employee Injury Report Form and 
submit it to their supervisor or the Human Resources Department within twenty-four hours of the 
injury.  

  
If the injury or accident occurs during office hours the Human Resources Department should be notified 
to report it so that post-accident drug and/or alcohol testing may be scheduled.  If after office hours the 
Administrator on call (AOC) must be contacted so that testing may be arranged. Failure to report the 
accident and accept medical care at the time of the accident, as well as failure to submit forms on a 
timely basis, can delay and in some instances result in any claim being challenged by Siffrin.  Failure of 
the above may also result in progressive disciplinary actions. Failure to submit to post accident drug 
and/or alcohol testing or a positive test will result in termination. 

  
An employee who is injured and seeks medical treatment must notify his/her immediate supervisor or 
the AOC immediately.  If the employee is incapacitated, any other employee involved will be responsible 
for notification. 

  
Any medical treatment not noted on the original Employee Injury report must be reported to the 
Human Resources Director immediately.  Notification shall include the name of the physician, their 
address and phone number, and a description of the treatment received. 

  
The employee is responsible for continuing to submit doctor’s excuses and Request for Leave forms for 
the time they are off work.  Also, the employee must continue to communicate with the Human 
Resources Director as their injury status changes. 

  
Please see the Human Resources Director if you have any questions regarding an injury or a Workers’ 
Compensation claim. 
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BENEFITS 

 

 

Medical Benefits 

Siffrin provides employees who work full-time hours per ACA regulations their choice of the following 
health care plans: Anthem Premium Saver.   Please see the Human Resources Department to sign up for 
your benefits. 

  
Coverage Anthem 
Employee Only: $62.39 
Employee + Spouse: $193.51 
Employee + Child(ren): $171.10 
Family: $293.70 

 
All prices listed above are on a per pay basis. 

 

Life Insurance 

Siffrin provides all employees who work full-time hours per ACA regulations with group life 
insurance.  The life insurance coverage is in one $30,000 policy.  The policy is through Anthem Life. 

  

Optional Benefits 

The following optional benefits are available for employees who are scheduled to work at least 20 hours 
per week:  Short-Term Disability, Life Assurance, Aflac with accident expense and cancer protection. All 
optional benefits are 100% paid by the employee via a payroll deduction. 

  
Dental Insurance is offered through Humana Dental.  You may choose from two levels of coverage.  The 
cost is based upon level of coverage selected and the number of dependents covered by the plan. Staff 
may elect to participate upon hire, or during the annual open enrollment period. 
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The Short-term Disability, Accident Expense, Cancer Protection, Critical Illness and Voluntary Life 
Insurance plans are all available through AFLAC, Allstate or Companion.  Staff may elect to participate 
during the annual open enrollment period. 

 

YMCA discounted membership.  Siffrin pays for the new member enrollment fee and employee 

pays for the monthly fee.  All monthly fees are divided into 2 pays per month and paid 100% by 

the employee via payroll deduction. 

 

403(B) Retirement Plan 

You may elect to participate in a retirement plan that is designated as a 403 (B).  Your contributions are 
voluntary, and Siffrin does not contribute.  Information regarding this plan is provided during open 
enrollment that is held twice during the year during the months of March & August. 

 

 
Payday / Direct Deposit 

  
Pay is biweekly and you will receive your check by direct deposit and paystub’s will be available through 
ADP for all staff to print themselves.  (Please refer to the pay dates on the pay period schedule you were 
given in your orientation session).  Please be certain you give Human Resources your correct mailing 
address. Direct Deposit is mandatory for all employees; please see the Human Resources Department 
for details. To change a direct deposit please submit a handwritten and signed letter to HR stating you 
want your current account to be deleted and fill out the direct deposit sheet with the new 
checking/savings account information attached. 
If you have questions regarding any of these benefits please contact the Human Resources Department. 

 
Paid Time Off (PTO) 
  
Siffrin recognizes the need for employees to take time-off for a variety of personal reasons including 
vacation, holidays, illness and personal emergencies and realizes that the needs of an employee vary in 
these areas. 

  
This agency also recognizes the responsibility of providing uninterrupted support services and requires 
that time off be scheduled in advance whenever possible. 

  
To respond to these needs, Siffrin provides employees with Paid Time Off (PTO).   PTO allows employees 
flexibility in planning and taking time off according to the employees’ needs and enables Siffrin to 
provide excellent support services through planned time management. 

                                    
Full-time and part-time exempt and non-exempt employees shall receive PTO according to the schedule 
below.   PTO is calculated in hours, not days.  DCS Substitutes are not eligible for PTO.  Full-time status is 
based upon average hours worked per ACA regulations. 

  
PTO for eligible employees will be accrued each year. 

  
Full-Time/Part-Time (Exempt/Non-Exempt) 
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Years Of Service Accrual Rate Hours Per 
Hour Worked 

During Year One 0.0656 

During Year Two .1312 

During Year Three .1480 

 

 

 

   

 
At the end of every 12-month period (June 30), a full time employee may carry over 120 hours of unused 
PTO into the next 12-month period.  At the end of every 12-month period (June 30), a part time 
employee may carry over 80 hours of unused PTO into the next 12-month period. 

  

   
Planned PTO 

                                
Employees must request use of PTO time at least 15 days in advance by submitting a Request for Leave 
form to his/her supervisor.  PTO will be paid to the employee only after the approved Request for Leave 
form is completed by the supervisor and processed by 11:00 a.m. of the Monday of payroll week. 

  
All PTO Request for Leaves will be approved based upon: 

            a. approval of the employee’s supervisor 

            b. evidence that the employee requesting PTO has arranged for staff coverage at the setting and 
does not involve overtime 

            c. the operational needs of the setting are met 

  
Any scheduling of more than 80 hours of PTO in continuous weekly periods must be submitted to your 
supervisor for approval at least 60 days in advance and will be approved only when the operational 
needs of the setting are met. 

  
PTO will be paid only for absence on scheduled workdays.  PTO will not exceed forty hours per 
workweek. 

  
Unplanned PTO 

            
The following procedures will be followed for all unplanned PTO use: 

  
The employee must submit a Request for Leave form for each use of Unplanned PTO.  A supervisor may 
request the employee to produce a doctor’s excuse or death verification at the supervisor’s 
discretion.   An employee returning to work may be asked to provide return to work verification from 
his/her treating physician. 

  
During employment, PTO hours cannot be converted to cash. 
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An employee is eligible to receive the balance of their unused PTO minus their carry over from the 
previous fiscal year at the time of separation from employment only when the following conditions are 
met: 

  
* The separation from employment is voluntary. 
* The employee gave sufficient notice of intent to leave Siffrin’s employ   (see HR 16). 
* The employee worked all of his/her scheduled hours for the length of the notice agreed upon. 
* An employee with less than one year of service or during the first full PTO period (July 1 - June 30) will 
not receive any remaining PTO upon separation from employment. 

  
Unused PTO is not paid to an employee terminated from employment. 

 
Earning PTO for Volunteering 
 
PTO can be earned through volunteering in the community for non-profits. For every hour of 
volunteer work you earn one hour of additional PTO up to 40 hours per fiscal year. Any volunteer 
hours earned will not be paid upon separation. Volunteer form must be filled out and signed by 
authorized personnel and turned into HR department for verification. Any falsified documents 
could result in a corrective auction and/or termination of employment. 
 
Donation of  PTO 
 
PTO may be donated up to 40 hours per fiscal year per donor. No employee shall receive more than 
40 hours of PTO per fiscal year. Recipient of donated PTO must have zero balance upon approval of 
PTO. Donated PTO is only to be used for hardship situations such as FMLA, Death in the family, 
and/or family crisis situations: FMLA guidelines of family members will be followed. Any PTO 
donated will not be paid upon separation of employment. All donated PTO hours must be submitted 
on a form and approved by the CEO.  

 
Holidays/Bonus Program 

  
The Siffrin office is closed on the following holidays:  4th of July, Labor Day, Day after Thanksgiving, 
Thanksgiving, Good Friday, Christmas Day, New Year’s Day, Martin Luther King Day, President’s Day, and 
Memorial Day. 

  
The primary responsibility of Siffrin is to provide staff support to the individuals served on all days of the 
year.  Employees who work on the following holidays will be compensated at time and a half their 
regular rate of pay:  New Year’s Day, Easter Sunday, Memorial Day, Fourth of July, Labor Day, 
Thanksgiving Day and Christmas Day.  

 

Longevity Bonus 

 

Siffrin offers a bonus for every five years an employee is with Siffrin.   

 
Recruitment bonus 
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Siffrin offers a bonus for every staff recruited by another staff member.  Each staff recruited by 

another staff member will receive a $500 bonus as long as the staff recruited stays 90 days. 
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Wage Parameters/Reimbursement 
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Ancillary Services 
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Individual Plans 
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Receipt and Acknowledgment of Employee Handbook 
I have received a copy of Siffrin’s employee handbook. I understand that the policies and guidelines 
contained in the handbook are subject to change at any time, and neither Siffrin nor I intend the 
handbook to create an employment contract or to otherwise alter my at-will employment status. I 
understand that my employment with Siffrin can be terminated at will, either by me or by the company, 
with or without cause and with or without notice, at any time. I understand that the handbook is 
designed to answer questions I may have regarding Siffrin’s policies and procedures, and it is my 
obligation to raise any issues that are not addressed in the handbook. 
  
Nothing in this Acknowledgment or the handbook shall be interpreted or considered by me to be in 
conflict with or to eliminate or modify in any way my employment-at-will status. This policy of 
employment-at-will cannot be modified by any person and cannot be modified in any publication or 
document, except a written employment agreement approved at the discretion of and signed by the 
CEO of Siffrin I understand and agree that there are no other oral or written agreements or 
understandings of any kind pertaining to this Acknowledgment and the handbook, and that this 
Acknowledgment and handbook are the entire, and only writings or understandings between us, and 
they preclude any oral or written agreements of any kind, except as expressly set forth in this 
Acknowledgment.  Any statements made, or which have or may in the future be made by anyone 
contrary to the provisions of this Acknowledgment cannot be relied upon by me because they are not 
binding on Siffrin, Inc for any purposes whatsoever. 
  
Benefit program summaries contained in this Handbook are for general information. The plans will be 
administered in accordance with the plan provisions and insurance company contracts. The Company 
reserves the right to modify, amend or delete any provision contained in the handbook or benefit 
programs with or without notice, at its discretion. 
  
 
________________________________ 
Date 
 
  
________________________________ 
Employee Name (please print) 
 
  
________________________________ 
Employee Signature 
 
   
________________________________ 
HR Signature 


