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INTRODUCTION
About this Handbook 

This Handbook provides a brief description of HeartShare St. Vincent’s Services 
(“HSVS”) work policies, including guidelines for job performance and job behavior.  
New employees will find it a useful introduction to HSVS, and long term employees 
will find it a handy reference for answering questions about HSVS employment.   

In summarizing the terms and conditions of staff employment at HSVS, this 
Handbook does not provide a complete or detailed description of all employment 
policies and practices.  Each HSVS program or administrative department may 
adopt additional policies and practices to meet its particular needs.  Also, from time 
to time, HSVS’ policies and practices may change.  To be sure of having current 
information, employees should confer with an immediate supervisor and HSVS’ 
Human Resources Department.

This Handbook is not an employment contract nor is it an assurance of continued 
employment.  The Handbook is intended solely to communicate HSVS’ existing 
practices and procedures.  HSVS may modify, alter and/or change, without 
notice, any statement in this Handbook concerning rules, policies, practices, 
benefits or other matters.  However, such modifications, alterations, changes 
and/or amendments must be in writing and signed by HSVS Executive Director.  
Accordingly, employees are advised to check the most current information if there 
is any doubt about the application of a policy.

Throughout this Handbook, we use the term “client” to refer to the individuals we 
serve in all of our programs.

This version of the Employee Handbook replaces all prior versions of the Employee 
Handbook.  Further, all employment-related policies, whether written or oral, that 
existed prior to the issuance of this Employee Handbook are to be considered null 
and void to the extent that they are specifically addressed in this Handbook. 

About HeartShare St. Vincent’s Services 

HSVS was founded in 1869 as a refuge for homeless boys in Brooklyn.  Today, 
HSVS provides comprehensive services and support to young people and their 
foster, birth and adoptive families in an atmosphere of inclusiveness and caring.  

HSVS is a 501(c)(3) not-for-profit corporation.  
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HSVS’ Human Resources Department
HSVS’ Human Resources Department is a valuable resource for information and/
or questions relating to the agency’s policies and procedures.  If an immediate 
supervisor is unable to answer questions regarding HSVS’ policies and procedures, 
employees are encouraged to call on a member of the Human Resources 
Department for help in clarifying any area of policy and/or procedure.  Any question 
may be addressed to any member of the department, who will answer the question 
or will direct the employee to the appropriate person in the department.  Contact 
HSVS’ Human Resources Department at (718) 422-3350.

New Employee Orientation

The Human Resources Department conducts orientation training for all new 
employees.  This is a required training and differs from any on-site training 
employees may receive from an immediate supervisor.  At orientation employees 
will receive an overview of the agency, as well as important information about 
benefits, policies and procedures.  

For more information about orientation, please speak with an immediate supervisor 
or a representative from the HR Department.

HSVS’ Mission, Vision and Values

All employees should become familiar with HSVS’ Mission, Vision and Values.  
These are the fundamental concepts that all employees share and put into practice 
each and every day.   

Our Mission: HeartShare St. Vincent’s Services has a mission to nurture and 
support, with dignity and respect, children, adults and families in order to expand 
opportunities and enhance lives.

Our Vision: Our vision is that our commitment to excellent services and supports 
will enable children, adults and families to reach their fullest potential and lead 
meaningful lives as active participants in society.

Our Key Commitments: At HSVS we are committed to:

 • Making sure that every child we serve is in a safe environment, where   
 they have a loving connection with a caretaker, and access to the social,   
 emotional, and educational support they need to meet their developmental  
 milestones. 

 • Empowering and engaging parents through the delivery of a comprehen  
 sive set of services and supports that help them get their children    
 home safely and quickly as possible, or keep their children home safely.
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 • Delivering services to individuals, children and families that have been   
 proven to change lives for the better, and are flexible enough to meet the   
 needs of each individual and his or her unique circumstances. 

 • Helping youth find and follow their own path to transition into adulthood,   
 become self-sufficient, and achieve their dreams. 

 • Ensuring staff have the tools and support they need to achieve the   
 vision of the agency and thrive, both personally and professionally, in an   
 environment that is respectful, inclusive, and enriching. 

 • Celebrating success in all forms and across all aspects of our agency, and  
 encouraging our staff and the individuals we serve to do so in concert with  
 us.
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Section 1: Employment
1.1. Job Descriptions
HSVS has written job descriptions for all positions.  They are maintained at the 
program sites and by the Human Resources Department.  Employees/volunteers 
should consult an immediate supervisor or the Human Resources Department for a 
copy of their job descriptions if they do not have one.

1.2. Personnel Records
HSVS’ Human Resources Department maintains a personnel file for every 
employee.  This file is confidential, and no information is provided to persons 
outside of HSVS without the employee’s consent or legal authorization.  If an 
employee would like to see his or her personnel file, he or she may submit a 
request to do so in writing to HSVS’ Human Resources Department.  If granted, 
he or she may review the contents of the personnel file with a staff member from 
the Human Resources Department present.  In accordance with applicable laws, 
an employee may add to or correct information contained in his or her personnel 
file.  The contents of the personnel file remain the property of HSVS, not of the 
individual employee.

1.3. Name, Home Address, Telephone and Other Personal Information
Employees are required to notify an immediate supervisor and HSVS’ Human 
Resources Department of any change in name, home address and/or telephone 
number (home or cell phone).  The supervisor must then submit this information to 
Human Resources on a blue Staffing Change Form.

Additionally, employees should notify the Human Resources Department of 
any changes in family circumstances (e.g., marriage, death of a beneficiary, 
birth or adoption of a child, etc.) that will affect those who are covered by or are 
beneficiaries of a HSVS insurance policy.  Employees enrolled in HSVS’ health 
benefit plans must notify the Human Resources Department within 30 days of the 
birth or adoption of a child in order to include the child on the benefit plan.

Employees also must notify the Human Resources Department of any additional 
educational credentials and/or professional licensing changes while employed by 
HSVS.

1.4. Employee Identification Card
HSVS’ Human Resources Department issues a photo identification card to all 
new employees.  The purpose of the HSVS photo identification card is to identify 
individuals as HSVS employees when required in connection with an employee’s 
position or when cashing paychecks.  For some employees, the employee 
identification card also serves as an access card to the work site. Inappropriate use 
of the HSVS identification card is grounds for discipline up to and including
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termination of employment.  There is a $10 fee for the replacement of lost 
employee identification cards. 

1.5. Posting
HSVS announces job openings to the agency and community at large to attract as 
many suitable candidates as possible.  Most openings require that candidates may 
be hired only after the position has been posted internally for at least one (1) week.  
HSVS’ Human Resources Department regularly circulates job postings which are 
posted on bulletin boards at program and administrative sites. Interested applicants 
should review and apply for available job openings on HSVS’ web site: www.svs.
org.

1.6. Transfer or Promotion
HSVS encourages employees to attain their personal career goals at HSVS by 
giving interested employees an opportunity for transfer or promotion to available 
jobs within HSVS for which they are qualified. Check the postings for jobs and 
contact HSVS’ Human Resources Department if interested in applying.

Job openings are available on a preferential basis to current employees.  In 
addition to the minimum qualifications outlined in the job posting, current 
employees must meet the following criteria: 

 • Employed in current position for at least six (6) months unless the   
 supervisor of the current job and the Human Resources Department agree  
 to an earlier move 

 • Be in good standing and have had no recent disciplinary actions

Procedure. To ensure consideration for a job, employees should contact HSVS’ 
Human Resources Department on or before the closing date indicated on the 
posting.  Applications for transfer or promotion will be accepted beyond the closing 
date if the position is still open.  Employees may be asked to provide additional or 
updated materials, including an updated resume or proof of academic credentials.

Supervisor Notice.  Notice to the employee’s current supervisor is not needed 
during the initial application process, but an employee who becomes a finalist for 
the position is encouraged to notify his or her current supervisor about the potential 
transfer.

Personnel Files.  Personnel files of finalist candidates, including performance 
evaluations and time/attendance records, are made available to the hiring 
supervisor.  In addition, once there is an intent to hire, the hiring supervisor will 
seek a reference from the employee’s current supervisor.

Transfer Date. The transfer date will be coordinated with the hiring supervisor and 
the employee’s current supervisor after an appropriate notice period.
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Paid Time.  When transferring between HSVS programs or departments, all sick, 
personal and vacation time remains accrued and the balances transfer to the 
employee’s new home program or department. 

1.7. Employees with Multiple Positions
Some employees may work in multiple positions at HSVS, at HeartShare Human 
Services of New York or one of HeartShare’s affiliates. Employees who work in 
more than one position must adhere to the following: 

Notify Supervisors.  Employees must notify all supervisors of all jobs that the 
employee currently has at HSVS, HeartShare or another HeartShare affiliate.  
Before an employee accepts a new position, the employee must notify both his or 
her current supervisor and the hiring supervisor. 

Termination of Employment.  If an employee is terminated for cause from one 
position, that employee will be terminated from all other positions held at HSVS, 
HeartShare or another HeartShare affiliate.  An employee cannot be terminated 
from one position and continue to work in other HSVS programs, departments or 
affiliates. 

1.8. Employee Referrals
Employees are encouraged to refer qualified people to HSVS for employment.

1.9. Applications and Resumes
Interested applicants should review and apply for available job openings on HSVS’ 
web site: www.hsvsnyc.org.

1.10. Employment of Relatives
HSVS makes every effort to select the best-qualified individual for each job 
opening.  An individual who is related by blood or marriage to another employee 
may be hired for a position, provided that (i) he or she is the best qualified 
applicant; (ii) no direct reporting relationship will exist; (iii) he or she will not be 
supervised by a relative at any time; (iv) no favoritism in supervision or promotion 
exists; and (v) his or her salary is proportionate to their level of experience 
and expertise and to comparable positions within the agency.  In direct service 
positions, no family member may work on the same shift or in the same class or 
group as another family member.

1.11. Personal Relationships Among Employees
Personal relationships may arise in the work environment that have the potential to 
compromise or appear to compromise the fairness and objectivity of a supervisor.  
While HSVS recognizes that its employees are entitled to freely choose their 
personal relationships, relationships between supervisors and their direct or 
indirect reports are discouraged.  If such relationships are entered into, they should 
be approached in a sensitive manner and with an understanding of how they might 
be perceived by others.  A supervisor who is engaged in a personal relationship
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with a direct or indirect report is required to report the relationship to an immediate 
supervisor so that alternative arrangements may be considered for the supervision 
of the subordinate.  Failure to report such relationships may result in disciplinary 
action up to and including termination of employment.

1.12. Health Clearance Reports and Background Checks
A background check, pre-employment physical and/or annual physical may be 
required for employment depending upon position and/or program. Employees 
will be told at the time of hiring if these requirements are applicable to his or her 
position and/or program.

Depending upon position and/or program, a criminal background check based on 
fingerprints and/or check of serious or repeated acts of abuse or neglect against 
individuals with special needs may be required.  If so required, employment at 
HSVS is contingent on the satisfactory conclusion of the background check, 
subject to New York and federal laws. Further, until the results of the background 
check are made available to HSVS, the employee will be supervised at all times 
that they are in direct contact with a HSVS client.

Additionally, at any time, HSVS may require a health clearance report or other 
evidence of health clearance if an employee’s condition or exposure to harmful 
substances and/or organisms/pests creates or has the potential to create a 
public health hazard.  If so required, employment at HSVS is contingent on the 
satisfactory conclusion of the health clearance report, subject to New York and 
federal laws.

1.13. Verification of Educational and Professional Credentials
Depending upon an employee’s position at HSVS, employment is dependent upon 
verification of educational and professional credentials.   Professional licenses 
must be kept up to date to continue employment at HSVS. It is the employee’s 
responsibility to maintain all professional licenses. 

1.14. Probationary Period
The probationary period allows employees to demonstrate capabilities, work 
habits and overall performance.  It also provides employees with the opportunity to 
determine whether the position meets their expectations.  

Length.  All employees go through a probationary period for the first three (3) 
months of service.  The probationary period may be extended by an immediate 
supervisor if the supervisor determines that a longer period is needed.  The length 
of additional probationary time is at the discretion of the supervisor.  Employees 
who are promoted, transferred or reinstated by HSVS must complete a new 
three (3) month probationary period for the new position.  The new probationary 
period may be extended by an immediate supervisor and the length of additional 
probationary time is at the discretion of the supervisor. 
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Performance Evaluation.  During the probationary period, the employee’s 
immediate supervisor will ensure that the employee is made aware of performance 
expectations.  Prior to the end of the probationary period, the immediate supervisor 
may meet with the employee in order to provide him or her with feedback 
concerning his or her performance.  Direct Support Professionals (DSPs) will have 
an initial six (6) month written evaluation completed by an immediate supervisor. 

New Hire Deferral of Pay Raises and/or Benefits.  During the probationary period, 
pay raises and certain benefits may be delayed (e.g., health insurance benefits, 
personal days, etc.) or accrued but not yet available (e.g., vacation days, sick 
days, etc.).  Employees will be informed at the time of hiring or reinstatement of 
these restrictions.

Promoted/Transferred Employee Benefits. During the probationary period for the 
new position, an employee is eligible for all benefits including vacation, sick days 
and personal time that he or she otherwise would have been entitled to in his or 
her prior position. 

Unsatisfactory Performance.  A probationary period employee who is not 
performing adequately may be dismissed from that position at any time during the 
probationary period. 

1.15. Employment at Will
Successful completion of the probationary period does not guarantee continued or 
permanent employment.  Employment with HSVS is at will, meaning that either the 
employee or HSVS may end the employment relationship, with or without cause 
and with or without advance notice, at any time during or after the probationary 
period. 

Nothing in this Handbook, nor any statement, act or pattern of conduct, creates 
an employment agreement, either express or implied, or any other agreement 
between any employee and HSVS.

1.16. Termination of Employment
Termination of employment, whether voluntary or involuntary, marks the end of the 
employment relationship between an employee and HSVS.  A voluntary separation 
includes those instances where an employee chooses to leave HSVS on their 
own accord, such as retirement or resignation.  An involuntary separation includes 
those instances where HSVS initiates the separation and includes layoffs and 
discharges.

Notice.  If terminating employment voluntarily, employees must provide notice 
equivalent to annual vacation accruals.  For example, employees who annually 
accrue two (2) weeks vacation must provide two (2) weeks notice.  If an
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employee does not provide the required notice before voluntarily terminating 
employment, he or she will not be eligible for rehire and will lose payment for 
accrued yet unused vacation days.

Unused Vacation Days.  Employees are entitled to receive pay for accrued and 
unused vacation days (as of the date of notice) provided that the employee 
provides the required notice.  An employee is not eligible to receive pay for any 
accrued and unused vacation days if the employee does not provide the required 
notice.  Employees are not entitled to take off any further paid time (vacation, 
personal or sick days) once an employee gives notice.  Employees who are absent 
during the period between giving notice and terminating employment will have the 
appropriate deduction taken from his or her accrued vacation days, if available, or 
deducted as unpaid leave from the final pay check. 

Unused Sick/Personal Days.  Employees will not be paid for unused sick or 
personal days upon termination of employment with HSVS.

Involuntary Separation for Cause.  Employees who are terminated for cause from 
any position at HSVS are not eligible to be rehired by the agency.  Employees who 
held more than one position with HSVS, HeartShare or another HeartShare affiliate 
at the time of termination for cause will be terminated from the other position(s).  
Employees who are terminated due to committing one of the workplace violations 
listed in Section 10.6 will not be eligible to receive pay for any accrued and unused 
vacation days as of the date of termination. 

Exit Interview.  Upon termination of employment, HSVS may request or require an 
exit interview.  Employees also may initiate an in-person exit interview with HSVS’ 
Human Resources Department.  The exit interview should be scheduled before the 
employee’s last day of work.  In addition, HSVS will mail an Exit Interview survey 
to all terminating employees and/or contact terminating employees by telephone 
to complete the Exit Interview survey.  This survey is voluntary, but employees 
are encouraged to complete it as input will help HSVS improve its working 
environment. 

HSVS Property.  All HSVS property, materials and written information must be 
returned to the employee’s supervisor before the employee leaves on the last day 
of work.  This property may include identification badges or cards, keys, manuals, 
calculators, flash drives, computers, tablets, laptops, other office equipment, cars, 
cell phones and other materials.  HSVS will take all appropriate action to recover 
any property which is not returned by terminating employees.

Benefits.  Employees will be notified in writing by HSVS’ Human Resources 
Department about benefits that may be continued after termination.
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Future References.  Upon receipt of a written request, HSVS’ Human Resources 
Department will verify an employee’s dates of employment, job title, and salary to 
potential employers.   

1.17. Reinstatement
An employee who leaves HSVS in good standing may be reinstated within six (6) 
months to an available regular position for which he or she is qualified without loss 
of prior service, including length of service and any sick day accruals.  Paid time 
benefits are not accrued during the absence. 

1.18. Rehire
HSVS considers rehiring people who have been separated from the agency 
for more than six (6) months when the previous work record, the reason for the 
separation and the present qualifications warrant consideration.

Individuals may not be rehired without the approval of the Program Director or 
Human Resources Director.  A record of the approval becomes a part of the 
personnel file.  The rehired individual’s prior HSVS service will be counted for 
the purposes of accruing paid time benefits, service recognition and/or additional 
benefits for previously longstanding employees.  Other benefits, such as retirement 
and health benefits, are governed in accordance with the terms of the respective 
plans.

1.19. Termination Letter
HSVS will provide written notice to any employee terminated from employment with 
HSVS specifying the exact date of such termination as well as the exact date of the 
cancellation of employee benefits.  HSVS will provide this notice to all employees 
whose employment relationship with HSVS comes to an end, including those 
employees who are terminated, resign, quit, retire or laid off.  HSVS will provide 
written notice within five (5) working days after the employment relationship has 
ended. 
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Section 2: Work and Hours 
2.1. The Work Day
Scheduled work hours vary among programs and departments.  A 30-hour work 
week is the minimum required to be considered full time.  Employees are instructed 
to contact an immediate supervisor and/or Human Resources Department to 
determine whether his or her job is considered full time.  Most regular work 
schedules continue throughout the year, but some are partial-year work schedules 
(for example, from September through June for certain education programs).

An employee’s usual work hours will be determined by position and program, 
and they will be communicated to the employee by an immediate supervisor.  On 
occasion, employees may be required to work beyond regularly scheduled hours.

2.2. Varying Schedules
A regular work schedule can be any combination of days and hours totaling no 
more than 40 hours in a work week.  The hours scheduled for work must total to 
the standard hours budgeted for the position.  An overtime-eligible employee must 
obtain the prior approval of an immediate supervisor before working over 40 hours 
in one week.

2.3. Meal and/or Rest Breaks
Employees may be assigned regular meal and/or rest breaks depending upon 
the program in which the employee works and the responsibilities associated 
with the program or position. If applicable, employees will be informed by an 
immediate supervisor of the scheduled time and length of meal and/or rest breaks.  
Employees should not perform job duties during scheduled meal and rest breaks. 

2.4. Salaries
HSVS sets salaries based on individual qualifications, the requirements of the 
position and funding available to the program or department.  Salary increases are 
not automatic and do not necessarily occur with each evaluation.  Salary increases 
may be granted at any time depending upon HSVS’ financial situation.  Generally, 
employees are eligible for a raise or bonus if employed by HSVS on the date that 
the raise or bonus is paid.  However, depending upon the circumstances, there 
may be other qualifying factors affecting an employee’s eligibility for the raise or 
bonus.  Note that raises or bonuses are ordinarily not given to employees who are 
in their probationary periods.

2.5. Pay Periods
The work week at HSVS begins on Monday and ends at midnight the following 
Sunday.  There are two (2) work weeks in each pay period, and there are normally 
26 pay periods per calendar year.  Employees are paid every two (2) weeks on a 
Thursday.  In order to accurately process the payroll, there is a two
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(2) week – or one (1) pay period – delay in paying your salary.  Therefore, a 
paycheck is for the pay period which ended two (2) weeks prior to the pay date.

2.6. Overtime
Non-exempt employees are eligible for overtime.  As required by law, those 
employees are paid overtime for those hours worked in excess of 40 hours per 
week.  Employees will be informed at the time of hiring whether the position is 
eligible for overtime.

Overtime rate is 1½ times the regular pay rate.  Overtime-eligible employees may 
work extra hours only with an immediate supervisor’s approval.  If employees 
work for more than one program and/or department, the total time worked will be 
considered in determining overtime.

2.7. Compensatory Time
All compensatory time off must be scheduled with the approval of an employee’s 
immediate supervisor.  

2.8. Wage Garnishments
When required by law, HSVS will garnish the wages of employees who have not 
settled their debts with creditors and/or fulfilled their child support obligations.  Any 
monies garnished from an employee’s paycheck will be forwarded directly to the 
creditor or child support enforcement agency.  Employees are encouraged to settle 
their debts directly so that wage garnishment is not necessary.

2.9. Telecommuting
Telecommuting is the practice of working from home or at a mutually agreed upon 
location.  Telecommuting is a work alternative that may be available to certain 
employees if it will benefit both HSVS and the employee.  It is not a universal work 
option.  

Telecommuting is typically limited to one (1) or two (2) days a week.  For short 
periods of time, HSVS may consider telecommuting arrangements for three (3) 
to five (5) days per week.  The decision to work from home or other location 
must be approved by an employee’s immediate supervisor and a member of the 
Executive Committee.  The decision to approve a telecommuting arrangement 
will be based on factors such as: nature of position and job duties, performance 
history, related work skills, impact on HSVS of proposed telework arrangement and 
appropriateness of telework site.  

Ordinarily, HSVS will not be responsible for the costs associated with the setup 
of an employee’s telework site.  Any telecommuting arrangement will be on a 
trial basis for the first month and will be reviewed on an annual basis during the 
employee’s performance review.  An employee’s telecommuting arrangement 
may be discontinued at any time at HSVS’ sole discretion.  An employee who 
telecommutes is still considered an at-will employee.  
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Section 3: Absence
3.1. Types of Absence
An employee is considered absent if he or she is not present for work as 
scheduled, regardless of the cause.

Paid Absences and Unpaid Absences.  Absences may be paid or unpaid. Paid 
time benefits are described in Section 4 and unpaid time benefits are described in 
Section 5.

Scheduled Absences.  Scheduled absences include vacation days, personal days, 
as well as scheduled leave time.  Employees must notify an immediate supervisor 
as early as possible about scheduling absences, whether paid or unpaid.

Employees should consult with an immediate supervisor regarding their program or 
department’s specific requirements for advance notification.  Scheduled absences 
are arranged at the mutual convenience of the department or program and the 
employee.  A request for absence will be granted as long as the absence does not 
interfere with department operations.  That is more likely to occur if a request is not 
made sufficiently in advance of the requested date.

Unscheduled Absences.  Unscheduled absences are sick days and/or 
bereavement leave.  On each day that an employee takes an absence not 
scheduled in advance, he or she must check in with an immediate supervisor or 
his or her designee by telephone and let him or her know when the employee 
expects to return.  Employees are required to provide an immediate supervisor with 
reasonable notice before the start of his or her scheduled shift.  Reasonable notice 
is to be defined by each program and/or department.  Leaving a voice mail or email 
is not acceptable notice; an employee must reach an immediate supervisor or 
his or her designee in person.  If an employee fails to check in with an immediate 
supervisor or his or her designee for an unscheduled absence, it will be marked 
as an unexcused absence.  Employees who have one (1) or more unexcused 
absences may be subject to disciplinary action, up to and including termination. 

Job Abandonment.  An employee’s failure to report to work or notify an immediate 
supervisor or his or her designee of a need for absence for even one (1) day may 
be considered job abandonment.  Job abandonment may result in disciplinary 
action up to and including termination of employment.

Documentation of Absences.  Depending upon the length and circumstances of 
absence, an employee’s immediate supervisor may require documentation of 
the reasons for absence, such as a doctor’s notice.  The doctor’s note should 
document that there was a medical reason for the absence without revealing a 
diagnosis or other confidential medical information.  Supervisors may request

HSVS Handbook 2017.indd   17 6/23/2017   4:16:31 PM



18

such documentation either prior to absence or upon return to work.  Documentation 
is not required for vacation or personal days unless an emergency requires short 
notice.

3.2. Lateness
Employees are expected to be at the place of work, prepared to work, at the time 
set by an immediate supervisor.  An employee will be deemed late if he or she fails 
to report to the assigned workplace, prepared to work, at the scheduled time.  This 
includes returning from meals and other breaks. 

Each department and program defines the standards for lateness for their 
employees and communicates those standards.  Employees who expect to be late 
must notify an immediate supervisor according to that department’s or program’s 
procedures.  Excessive lateness is grounds for discipline, up to and including 
termination.

3.3. Inclement Weather or Other Emergency 
Work Closing.  In the event of a weather-related situation or other emergency, it is 
HSVS’ policy to follow the New York City Department of Education school closing 
decisions.  If the Department of Education closes schools, then HSVS will close, 
with the exception of Residential Services.  If the Department of Education schools 
are closed for holidays or breaks, employees should call the HR main phone at 
718-422-3350 or check HSVS’ website at www.svs.org for more information.  

Work Closing and Vacation/Personal Time. If HSVS is closed because of a 
weather-related situation or other emergency on the same day an employee had 
already scheduled and approved for a vacation or personal day, that day will still 
count as a vacation or personal day.  
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Section 4: Paid Time Benefits
4.1. Vacation
Full-time employees and part-time employees who are regularly scheduled to work 
at least 17 ½ hours per week are eligible to accrue vacation time. 

Amount of Vacation Time (except Education Programs).  Vacation time is accrued. 
The amount of vacation time an employee may accrue depends upon program, 
position, educational level and length of HSVS service.  Upon being hired, an 
employee will be made aware of the amount of vacation time that he or she 
may accrue. For all HSVS programs and administrative departments except for 
HeartShare Education Services, employees are granted the following vacation 
leave:

Level One - 4 Weeks:
All Master Degree Employees
Executive Level
Directors
Assistant Directors
Clinicians
Coordinators
Residential Coordinators/Managers
Assistant Coordinators
Unit Coordinators
Some Supervisory Positions
Some Bachelor Degree Employees

Level Two - 3 Weeks:
Some Bachelor Degree Employees 
Administrative Department Employees
Direct Support Employees
Assistant Managers
Program Administrative Employees
Senior Administration Employees
Some Supervisory Positions

Level Three - 2 Weeks:
Clerical/Administrative Staff
Para-Professional
Data Technicians
Support Professionals
All other employees who are not listed in either Levels 1 or 2, and do not have a 
Bachelors or Masters Degree

Education Services.  HeartShare’s Education Services do not follow the agency’s 
vacation schedule because they operate on a school calendar with regular
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vacation breaks.  Employees who work for one of the Education Services should 
consult an immediate supervisor for a list of those breaks and any other vacation 
time to which he or she may be entitled depending upon position and salary. 

Probationary Period.  Employees may not take paid vacation time during their 
probationary period, though vacation time accrues during this period.

Increase in Vacation Time.  After five (5) years of employment, eligible employees 
(not Education Services) who started with either two (2) or three (3) weeks 
of vacation will gain an additional week of vacation time.  After 10 years of 
employment, eligible employees who started with two (2) weeks of vacation will 
gain another week of vacation.  After 25 and 30 years of employment respectively, 
eligible employees gain another week of vacation, for a maximum eligibility of six 
(6) weeks vacation. The accrual schedule for additional vacation time is listed 
below.

Accrual of Vacation Time.  Vacation time is accrued – or earned – on a pro-rata 
basis.  This means that employees accrue vacation days over the course of the 
year.  For example, if an employee works as a full-time Residential Counselor and 
is eligible for three (3) weeks vacation annually, or 120 hours total, the employee 
will accrue approximately 4.6 hours every two (2) weeks (or a little more than one 
half of a vacation day).  Vacation accruals are reflected on the paycheck stub. 

Unused Vacation Time.  Unused vacation time in any given year (the twelve 
months after the anniversary of hire date with HSVS) may be carried over to 
the next year.  However, employees may not accrue more than their annual 
entitlement.  For example, employees who are entitled to two (2) weeks of vacation 
per year may not accrue more than two (2) weeks vacation at any given
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time.  Once an employee has accrued two (2) weeks vacation, he or she will not 
accrue any further vacation time until he or she uses some or all of the vacation 
time that already has been accrued.

4.2. Using Vacation Time
Employees must schedule use of vacation time in advance with an immediate 
supervisor in accordance with the requirements established in that program or 
department.  Supervisors may limit the amount of vacation time taken at one 
time in consideration of program or department needs as well as the vacation 
entitlement of other employees.  Some programs and departments may specify 
when no vacation time may be taken.

No Advance.  Vacation time is not advanced.  In other words, employees may not 
take vacation time before it is accrued.

Transferring Within HSVS.  If an employee transfers to a new HSVS position in a 
different program or department, his or her unused vacation time will transfer to the 
employee’s new home program or department. 

Holidays During Vacation.  When a HSVS holiday falls during an employee’s 
vacation, the day is paid as holiday time rather than as vacation. 

Paycheck Stub Reflects Accruals.  Accruals are reflected on every employee’s 
paycheck stub.  Accrual information also is available through HSVS’ secured 
website operated by HSVS’ payroll provider.  Employees who are having any 
problems with accruals are instructed to contact an immediate supervisor who will 
get in touch with HSVS’ Payroll Department to resolve the issue.  

4.3. Holidays
Ordinarily, HSVS observes the following holidays:

 New Year’s Day
 Martin Luther King’s Birthday
 Presidents Day
 Good Friday
 Memorial Day 
 Independence Day
 Labor Day
 Thanksgiving Day
 Christmas Day

Depending upon programmatic or administrative needs of various programs and 
departments, not all of the above holidays may be observed on their actual date, 
therefore, employees may elect to be paid double time for working the shift or save 
the hours to take as a floating holiday before the end of the fiscal year.  Similarly, 
for some programs and departments there may be additional holidays
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observed or offered as a floating holiday.  Ask an immediate supervisor for the 
current list of holidays for your program or department.  However, note that the 
holiday calendar is subject to change from year to year.

The Education Services follow a separate holiday calendar.  Employees who work 
for one of these programs are instructed to consult an immediate supervisor for a 
list of school holidays.  

Holidays and Use of Sick Time. Abuse of sick leave, such as frequent use of 
sick days on Fridays, Mondays and/or days before or after a holiday, will be 
documented in an employee’s annual performance evaluation.  Sick leave abuse 
may result in the docking of pay for the sick day as well as disciplinary actions up 
to and including termination. 

4.4. Holiday Pay
Holiday pay depends upon status as a salaried or hourly employee.

Salaried Employees.   Salaried employees will be paid for a full day of work for 
each holiday provided the holiday falls on a regularly scheduled work day.  If an 
employee is required to work on a holiday, he or she may be entitled to substitute 
a floating holiday on a later date.  Employees should consult an immediate 
supervisor regarding eligibility.

Note that, for purposes of Section 4.4, “holiday” refers to the day on which the 
holiday is celebrated, with the exception of Christmas and New Year’s Day.  For 
example, if the Fourth of July falls on a Saturday, but is celebrated on the following 
Monday, then Monday will be considered the “holiday.”  For Christmas and New 
Year’s Day, the “holiday” is always December 25th and January 1st, respectively, 
even if celebrated with a different day off.  Floating holidays must be taken during 
the fiscal year in which it was earned and be approved by an immediate supervisor.  
HSVS’ fiscal year begins on July 1st and ends on the following June 30th.  

Hourly Employees.  Employees who are paid on an hourly basis will be paid for 
holiday time only if the holiday falls on an employee’s regularly scheduled work 
day.  Employees who are required to work on holidays may, with the approval of 
an immediate supervisor, choose to be paid double time for working the shift or 
save the hours to take as a floating holiday at a later date.  If working the holiday 
causes an employee to work in excess of 40 hours that week, he or she will be 
paid appropriate overtime.  Floating holidays must be taken within the fiscal year in 
which the hours were earned and be approved by an immediate supervisor.

4.5. Personal Days
HSVS provides up to three (3) days of paid time absent from work per year to be 
scheduled with the approval of an immediate supervisor.  Those personal days are 
to be used to take care of personal business, such as doctor’s appointments,
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a family sickness or bereavement (beyond Leave for this purpose), religious 
observance, etc.  Personal days also may be used to extend holidays.

Eligibility.  Full-time employees and part-time employees who regularly are 
scheduled to work at least 17 ½ hours per week are entitled to personal days.

Number of Days.  Full-time employees are granted three (3) personal days on 
January 1st of each year.  Part-time employees are granted a pro rata number of 
personal days depending upon how many hours they regularly are scheduled to 
work.  This pro rata share of days is granted on January 1st.  

New Employees.  New employees must complete three (3) months of employment 
to be eligible for personal days.  After three (3) months, employees will be entitled 
to prorated personal days in accordance with his or her start date.

No Carryover.  Personal days must be used during the calendar year in which they 
were granted.  As of the last pay date in December any unused personal days are 
forfeited. 

Scheduling.  Employees must schedule use of personal days with an immediate 
supervisor.  Personal days are to be scheduled in advance in accordance with 
the guidelines of the program or department. Although personal days must be 
scheduled in advance, an employee’s supervisor has the discretion to grant a 
personal day on short notice for emergency purposes. 

Supervisors may request documentation of the reason for the emergency use.

Paycheck Stub Reflects Accruals.  Personal day accruals are reflected on the 
paycheck stub.

4.6. Sick Leave
HSVS provides sick leave for employees who are unable to work because of 
illness. 

Eligibility.  Employees begin to accrue sick days immediately upon being hired.  
Full-time and part-time employees working 17.5 hours or more weekly are 
not eligible to use sick leave with pay until completion of three (3) months of 
employment with HSVS. On-call and seasonal employees are not eligible to 
receive sick leave with pay until completion of 120 days of employment with HSVS. 

Accruals.  Full-time and part-time employees working 17.5 hours or more accrue 
up to eight (8) days a year and the accrual is based on the standard hours.  On-call 
and seasonal employees accrue up to 40 hours per year. 
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*please note: full-time and part-time employees working 17.5 hours or more weekly 
who began their employment prior to March 31, 2011 accrue up to twelve (12) days 
a year and the accrual is based on the standard hours. 

Carryover.  Employees may carry over unused sick days from one year to the next.  
All employees may accrue a maximum number of 90 sick days.

No Advance.  HSVS does not advance paid sick leave to employees.  Employees 
may use only accrued sick leave.

Paycheck Stubs Reflect Accruals.  Sick day accruals are reflected on the paycheck 
stub. 

4.7. Using Sick Leave
Employees Who Accrue Vacation and Personal Time.  All full-time employees and 
part-time employees who regularly work 17.5 hours per week accrue vacation and 
personal leave.  For those employees, forty (40) hours per year may be used for 
the following purposes:

 • The employee’s mental or physical illness, injury or health condition;
 • The employee’s need for medical diagnosis, care or treatment of a mental  
 or physical illness, injury or health condition;
 • The employee’s need for preventive medical care;
 • Care of a family member who needs medical diagnosis, care, or treatment  
 of an illness, injury or health condition, or who needs preventive medical   
 care;
 • Closure of employee’s place of business due to a public health emergency  
 (as declared by the Commissioner of the New York City Department of   
 Health and Mental Hygiene or the Mayor); or
 • The employee’s need to care for a child whose school or child care  
 provider is closed due to a public health emergency. 

Upon using forty (40) hours of sick leave for the aforementioned purposes, 
employees are entitled only to use sick leave when the employee is too ill to report 
to work.  It may not be used to care for an ill family member or for a regularly 
scheduled visit to a health care provider. 

Employees Who Do Not Accrue Vacation and Personal Time.  On call employees, 
employees who are regularly scheduled to work less than 17.5 hours per week 
and/or seasonal employees do not accrue vacation or personal leave.  For those 
employees, sick leave may be used for the following purposes:

Sick leave may be used for the following purposes:

 •The employee’s mental or physical illness, injury or health condition;
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 • The employee’s need for medical diagnosis, care or treatment of a mental  
 or physical illness injury, or health condition;
 • The employee’s need for preventive medical care;
 • Care of a family member who needs medical diagnosis, care, or treatment  
 of an illness, injury or health condition, or who needs preventive medical   
 care;
 • Closure of employee’s place of business due to a public health emergency  
 (as declared by the Commissioner of the New York City Department of   
 Health and Mental Hygiene or the Mayor); or
 • The employee’s need to care for a child whose school or child care   
 provider is closed due to a public health emergency. 

For purposes of this subsection only, family member is defined as child, grandchild, 
spouse, domestic partner, parent, grandparent, or child or parent of an employee’s 
spouse or domestic partner, or sibling (including a half, adopted, or step sibling). 

Evidence.  An immediate supervisor may require satisfactory evidence, including 
but not limited to a doctor’s note, of the reason for an employee’s use of sick 
leave.  The doctor’s note should document that there was a medical reason for the 
absence without revealing a diagnosis or other confidential medical information.  

Available if Disabled from Work.  In accordance with HSVS’ disability policy, 
employees who take a leave of absence must use all accrued leave, including sick, 
vacation and personal days before taking unpaid leave. HSVS’ Human Resources 
Department can help employees schedule use of that leave in coordination with 
benefits provided by HSVS’ disability plan.

Abuse.  Sick leave abuse may result in disciplinary action, up to and including 
termination of employment.

4.8. Parenting Leave
Upon the birth or adoption of a child (or children in the case of multiple births or 
adoption), all full-time employees who have at least six (6) months continuous 
service at HSVS are entitled to two (2) days of paid leave.  This leave may be 
combined with other leave being taken at the time. 

4.9. Marriage Leave
All full-time employees who have at least (6) months continuous service at HSVS 
are entitled to two (2) days of paid leave on the occasion of their marriage.  This 
leave may be combined with other leave being taken at the time. 

4.10. Bereavement Leave
Depending upon the circumstances and with the approval of an immediate 
supervisor, HSVS will grant an employee three (3) days of paid bereavement

HSVS Handbook 2017.indd   25 6/23/2017   4:16:32 PM



26

leave to cope with the death of a member of that employee’s immediate family.  
Bereavement leave beyond three days must be expressly approved by a member 
of the Executive Committee.  Immediate family members include spouse or 
significant other, siblings (including a half, adopted, step sibling or sibling-in-law), 
parents, grandparents, children (including step-children), grandchildren, father-
in-law, mother-in-law, son-in-law, daughter-in-law and any other member of an 
employee’s immediate household. 

If necessary, employees may, with the approval of an immediate supervisor, use 
accrued personal or vacation days to supplement bereavement leave.  Supervisors 
may require documentation of the death of the employee’s family member.

4.11. Jury or Witness Duty
HSVS supports employees who must complete jury duty or serve as a court 
witness.  Employees will be paid for up to two (2) weeks spent on jury duty or 
serving as a court witness, but employees are required to report to work on those 
days or reasonable portions of days when service is not required by the courts. 
Additionally, an employee will not be paid for serving as a witness when he or she 
is a party to the action. 

Pay During Jury Duty. If an employee receives pay for jury duty, he or she 
must remit the monies to HSVS.  Failure to do so will be considered double 
compensation and may result in disciplinary action, up to and including termination 
of employment.

Notice.  Employees must provide appropriate documentation to an immediate 
supervisor of the notice to serve jury duty.  Upon return from jury duty, employees 
must provide proof of service, including payment, if applicable, to an immediate 
supervisor.

4.12.  Lactation Policy
Employees may use paid time or unpaid time to take lactation breaks to express 
breast milk for up to three (3) years after the birth of a child.  HSVS will make 
reasonable efforts to provide a private room or other location, in close proximity to 
the work area, where employees can express breast milk. 

4.13. Military Service Leave for Training
HSVS grants eligible employees time off for mandatory periods of training to those 
who are members of a military reserve or National Guard unit.  Employees who 
have completed at least six (6) months of employment with HSVS will receive 
regular salary for training periods of ten (10) working days or less within a calendar 
year.
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Section 5: Unpaid Leave of Absence
5.1. Military Service Leave for Active Duty
HSVS follows the provisions of the Uniformed Services Employment and 
Reemployment Rights Act (“USERRA”) which provides certain protections to 
members of the armed forces while on active military duty.

Eligibility.  To be eligible, one must be a full-time employee of HSVS and also be 
enlisted or inducted as a member of the uniformed services, including the Navy, 
Army, Marines, Air Force, Coast Guard, the Army National Guard, the International 
Guard or any other category designed by the President of the United States in time 
of service or emergency.  Employees must have been called for covered active 
military duty. 

Notice Required.  Employees must provide HSVS with advance written or oral 
notice of call to covered active military duty.

Cap on Leave.  Employees may not be on leave for more than five (5) cumulative 
years.

Reemployment.  Upon completion of service, provided an employee was not 
dishonorably discharged, he or she is eligible for rehire in his or her former job or 
a job of similar status and pay.  At time of reemployment, employees must be able 
to perform the duties of the former job or a job of similar status.  Employees will be 
reemployed with the same seniority, status and pay that he or she would have had 
if he or she had not entered military service.

Applying for Reemployment.  Employees must apply for reemployment with HSVS 
within the following time frames:
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5.2. Military Spouse Leave
HSVS will grant the spouse of a member of the United States armed forces, 
national guard or reserves who has been deployed during a period of war, which 
has been declared by the United States Congress or in which a member of a 
reserve component of the armed forces is ordered to active duty, up to ten (10) 
days of unpaid leave when the spouse serving in the military is on leave.  HSVS 
will not retaliate against any of its employees who request a leave of absence for 
this purpose.

5.3. FMLA Leave Generally
HSVS follows the provisions of the Family & Medical Leave Act (“FMLA”), which 
requires certain employers to grant paid or unpaid leave to its employees to cope 
with certain family and/or medical emergencies. 

Eligibility.  Employees must have worked for HSVS for at least twelve (12) months.  
The twelve months do not need to be consecutive, however, if an employee has 
a break in service that lasted more than seven years, he or she cannot count the 
period of employment prior to the seven-year break.  Additionally, an employee 
must have worked for HSVS for at least 1,250 hours in the 12 month period 
preceding the leave to be eligible for FMLA leave.

Reasons for Leave.  Employees may seek FMLA leave in the following situations, 
which are discussed in greater detail in following sections:
 • Serious Health Condition
 • Military Family Leave
 • Expanding Your Family

Length of Leave.  Employees may take up to 26 weeks of unpaid leave in a 52-
week period for a Military Caregiver Leave.  For all other FMLA leaves, employees 
may take up to 12 weeks of unpaid leave during a 52-week period.

Benefits During Leave.  HSVS will continue an employee’s health benefits, paying 
the employer share of those benefits.  Employees will continue to be responsible 
for their share of the cost of such benefits, which is the amount normally deducted 
from an employee’s paycheck.  As an employee will not receive a paycheck when 
he or she is on unpaid leave, he or she will be asked to write HSVS a check 
or money order to cover the employee’s contribution to health benefits.  Other 
benefits, such as 403(b) employer contribution, life insurance, and long-term 
disability will be governed in accordance with the terms of each benefits plan.

Combining Unpaid Leave with Paid Leave.  FMLA leave is unpaid leave, however, 
employees may combine unpaid FMLA leave with paid leave, such as vacation or 
disability, provided the paid leave runs concurrently with FMLA leave.
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Manner in Which Leave May Be Taken.  Leave taken to care for a child after birth, 
adoption or placement in an employee’s home for foster care must be taken in 
consecutive work weeks.  Leave taken for the employee’s or a covered family 
member’s serious health condition, for the care of a spouse, child, parent or next-
of-kin who is a covered service member of the armed forces, or for a qualifying 
exigency due to the fact that a spouse, child or parent is on active duty (or has 
been notified of an impending call to duty) in the armed forces in support of a 
contingency operation may be taken consecutively, intermittently or on a reduced 
work/leave schedule based on certified medical necessity.  In such instances, 
HSVS will follow applicable federal and state laws in reviewing and approving such 
leave requests.

Reinstatement to Position.  Eligible employees are entitled on return from leave 
within the twelve (12) week period (or, in the case of service member family 
leave, within the 26 week period) to be reinstated to their former positions or an 
equivalent positions with equivalent employment benefits, pay and other terms 
and conditions of employment.  Exceptions to this provision may apply if business 
circumstances have changed (e.g., if the employee’s position is no longer 
available due to a job elimination).  Exceptions also may apply for certain highly 
compensated employees under certain conditions.  In addition, employees on a 
leave extension beyond 12 weeks are not guaranteed reinstatement.

Time off under FMLA may not be held against an employee in employment actions 
such as hiring, promotions, or discipline. 

Job Abandonment.  An employee who fails to return to work at the end of an 
approved FMLA leave (including any approved extensions) will be considered as 
having voluntarily abandoned his/her job.

Notification.  Employees do not have to tell HSVS what his or her diagnosis is, 
however, employees do have to provide information indicating that his or her leave 
is due to an FMLA-protected condition.  If an employee does not provide HSVS 
with enough information to know that his or her leave may be covered by FMLA, 
the leave may not be protected. 

5.4. FMLA Leave for the Care of a Child or Family Member
If an employee requests a leave of absence to care for a child after birth, adoption 
or placement in the employee’s home for foster care or to care for a covered family 
member (spouse, child or parent) with a serious health condition, the employee will 
be granted unpaid leave under the following conditions:

Planned in Advance.  If the leave is planned in advance, an employee must provide 
HSVS with at least 30 days notice prior to the anticipated leave date, using the 
official Leave-of-Absence Request Form, which is available from the HSVS’ Human 
Resources Department.
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Unexpected Leave.  If an employee learns of the need for leave less than 30 days 
in advance, the employee should notify his or her supervisor and HSVS’ Human 
Resources Department by filing the Leave-of-Absence Request Form as far in 
advance of the anticipated leave date as is practicable.  Normally, that should be 
within 2 business days of when an employee becomes aware of the need for the 
leave.

Leave for Birth or Placement for Adoption or Foster Care of a Child.  Leave for the 
birth or placement for adoption or foster care of a child must commence within 12 
months after the birth or placement.

Leave for Care of Covered Family Member.  Employees requesting a leave to 
care for a covered family member with a serious health condition may be required 
to provide medical certification from the family member’s physician attesting to 
the nature of the serious health condition, probable length of time treatment will 
be required, and the reasons that the employee is required to care for this family 
member.  Employees may also be required to provide additional physician’s 
statements at HSVS’ request.  Further, an employee’s family member may be 
required to submit to a medical examination by physicians designated by HSVS at 
its discretion and at HSVS’ expense.  

5.5. FMLA Leave for Employee’s Serious Health Condition
Employees that request a leave of absence for their own serious health condition, 
will be granted leave under the following conditions:

Planned in Advance.  If the leave is planned in advance, employees must provide 
at least 30 days notice prior to the anticipated leave date for an employee’s own 
serious health condition, using the Leave-of-Absence Request Form, which is 
available from the Human Resources Department.

Unexpected Leave. If the leave is unexpected, employees should notify his or 
her supervisor and HSVS’ Human Resources Department by filing the Leave-
of-Absence Request Form as far in advance of the anticipated leave date as is 
practicable.  Normally, that should be within two (2) business days of when the 
employee becomes aware of the need for the leave.

Documentation.  If an employee requests a leave of absence for his or her own 
serious health condition, he or she may be required to provide medical certification 
from a physician attesting to the nature of the serious health condition and 
probable length of time treatment will be required.  During leave, he or she also 
may be required to provide HSVS with additional physician’s statements on request 
attesting to his or her continued disability and inability to work.  An employee also 
may be required to submit to medical examinations by physicians designated by 
HSVS at its discretion and at its expense, at the beginning of, during, or at the end 
of the leave period, and to provide HSVS with access to his or her medical records 
as required by law.
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Absences Greater Than Five (5) Days.  Any health related absence of longer than 
five (5) consecutive days will be deemed by HSVS to be FMLA leave unless the 
employee is otherwise advised.  If an employee expects to be or is absent for more 
than five (5) consecutive work days as a result of his or her own serious health 
condition (including pregnancy and injuries covered by workers’ compensation), 
he or she will be required to submit appropriate medical certification from his or 
her physician.  Such certification must include at a minimum, the date the disability 
began, a diagnosis and the probable date of return to work.  

Concurrent with Workers Compensation and/or Short-Term Disability.  If an 
employee is eligible for short-term disability benefits or workers’ compensation 
benefits, the employee’s 12 week FMLA leave entitlement will run concurrently with 
his or her workers’ compensation or disability leave.

Returning to Work.  Before being permitted to return from medical leave, 
employees will be required to submit documentation from a physician indicating 
that the employee is capable of returning to work and performing the essential 
functions of the position with or without reasonable accommodation.  As required 
by law, HSVS will consider making any reasonable accommodation for any 
disability an employee may require to return to work.

5.6. FMLA Leave for Active Duty of a Spouse, Child or Parent
If an employee requests a leave of absence when he or she has a qualifying 
exigency due to the fact that a spouse, parent or child (including a child to whom 
the military member stands in loco parentis) is on covered active duty (or has 
been notified of an impending call to duty) in the armed forces in support of a 
contingency operation (as determined by law) and deployed to a foreign country, 
the employee will be granted leave under the following conditions:

Planned in Advance.  If the need for leave is known in advance, employees must 
provide HSVS with at least 30 days’ notice prior to the anticipated leave date, using 
the official Leave-of-Absence Request Form, which is available from HSVS’ Human 
Resources Department.

Unexpected Leave.  If the leave is unexpected, employees should notify a 
supervisor and HSVS’ Human Resources Department by filing the Leave-of-
Absence Request Form as far in advance of the anticipated leave date as is 
practicable.  Normally, that should be within two (2) business days of when the 
employee becomes aware of the need for the leave.

5.7. Military Caregiver Leave
If an employee requests a leave of absence for the care of a spouse, child, parent 
or next-of-kin (nearest blood relative) who is a covered service member of the 
armed forces or covered veteran who is undergoing medical treatment,
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recuperation or therapy for a serious illness or injury, he or she will be granted 
leave under the following conditions:

Planned in Advance.  If the need for leave is known in advance, employees must 
provide HSVS with at least 30 days notice prior to the anticipated leave date, using 
the official Leave-of-Absence Request Form, which is available from HSVS’ Human 
Resources Department.

Unexpected Leave.  If the leave is unexpected, employees should notify an 
immediate supervisor and HSVS’ Human Resources Department by filing the 
Leave-of-Absence Request Form as far in advance of the anticipated leave date as 
is practicable.  Normally, that should be within two (2) business days of when the 
employee becomes aware of the need for the leave.

Documentation.  Employees requesting a leave to care for a covered service 
member may be required to provide medical certification from the family member’s 
physician attesting to the nature of the serious health condition, probable length of 
time treatment will be required, and the reasons that the employee is required to 
care for this family member.  Employees also may be required to provide additional 
physician’s statements at HSVS’ request.  Further, an employee’s family member 
may be required to submit to a medical examination by physicians designated by 
HSVS at its discretion and at HSVS’ expense.
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Section 6: Payroll
6.1. Pay Day
HSVS employees are paid every other week on a Thursday.  An employee who 
utilizes direct deposit will have his or her wages deposited in his or her bank 
account on pay day.  Paper checks are mailed on the Wednesday afternoon 
preceding pay day. If an employee has not received his or her paper check by 
the Tuesday following payday, he or she should contact his or her immediate 
supervisor. 

There are two (2) work weeks in each pay period, and normally there are 26 pay 
periods per calendar year.  In order to process the payroll accurately, there is a two 
(2) week – or one (1) pay period – delay in paying salary.  Therefore, paychecks 
are for the pay period which ended two (2) weeks prior to the pay date.

6.2. Direct Deposit
HSVS’ preferred method of paying wages is direct deposit.  That method 
guarantees that an employee’s wages will be deposited in his or her bank account 
on pay day, even if the employee is absent or on vacation.  Employees who elect 
to utilize direct deposit may also request that the pay stub, confirming the amount 
paid, deductions and the amount deposited, be mailed to their home addresses.  
Several banks offer HSVS employees free checking accounts and other benefits.  
Contact the Human Resources Department at 718-422-3350 for more information.  

6.3. Online Pay Stub Access
Alternatively, HSVS offers employees the option of receiving their pay stub 
information electronically on a secure website.  Many employees prefer that 
option as it makes storing and disposing of pay stubs easier and more secure.  
Employees who request that service will not receive a pay stub in the mail, but will 
instead be able to view pay stubs (and print them if necessary) online.   Employees 
may sign up for that service at any time during employment with HSVS.  Contact 
HSVS’ Human Resources Department for more information or to sign up.

6.4. Lost Paychecks
In the event that an employee’s paycheck is lost or stolen, he or she must notify 
immediately an immediate supervisor, who in turn will notify HSVS’ Payroll 
Department.  The Payroll Department promptly will notify HSVS’ bank and attempt 
to place a stop payment on the check.  If a stop payment is issued, HSVS will issue 
the employee a replacement check.  Replacement checks take up to two (2) days 
to issue.  If HSVS is unable to place a stop payment, a replacement check will not 
be issued.  Because HSVS cannot take responsibility for lost or stolen checks, 
employees are encouraged to set up direct deposit of their paychecks to ensure 
their security.
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6.5. Reporting Time Worked
Biweekly Employee Time Report.  Salaried employees are required to complete a 
biweekly time report. Both the employee and the employee’s supervisor must sign 
and date the biweekly time report to verify the hours reported.

Signing In/Out.  Hourly employees are required to sign in when they arrive for work 
and sign out when they are leaving work.  Hourly employees also are required to 
sign out and sign in when leaving for lunch and other scheduled breaks. 

Time Reporting.  Employees must account for all time that is to be paid, whether 
for work or as paid time benefits.  Time is recorded in hours and quarters-of-an-
hour (or 15-minute) increments.  

Reporting in Each Pay Period.  A time report must be submitted for each pay 
period in order for an employee who is paid hourly to continue on the payroll.  If an 
individual takes a pay period as absent without pay, a report must be made on a 
time sheet for the time and submitted with the supervisor’s signature of approval.

Approval Required.  After an employee completes the Biweekly Employee Time 
Report, he or she is to sign and date it and give it to an immediate supervisor in 
order to obtain the supervisor’s signature and date.  If an employee will be absent 
when the Biweekly Employee Time Report is due, the employee should leave 
it with an immediate supervisor who will indicate the absence on the employee 
signature line.

Falsifying Information.  Falsifying information on the Biweekly Employee Time 
Report or sign in/sign out sheets is a serious offense that can lead to disciplinary 
action up to and including termination of employment.

Reporting Time Worked on Holidays.  Employees who are required to work on a 
HSVS holiday should report the number of hours worked on the holiday as accrued 
holiday time. 

Reporting Sick Time.  Sick time is reported for all of the work hours missed due to 
sickness.  For example, if a day missed due to sickness is scheduled for five (5) 
hours, five (5) hours of sick time are reported.  If the day is scheduled for ten (10) 
hours, then ten (10) hours are reported.

Reporting Tardiness.  All employees are required to report a late arrival for work, 
extended lunch hour or leaving work early as an unexcused absence.  The time 
is rounded to the nearest quarter of an hour.  Unless approved in advance by an 
immediate supervisor, a shorter lunch period or extending the end of the work day 
does not make up for tardiness.
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6.6. Verifying Hours Reported
Employees are responsible for checking and verifying the information on the pay 
stub.  Any concerns or questions about any information on the pay stub, such 
as the hours shown as worked, paid leave balances or any deductions from 
pay, should be immediately addressed with a direct supervisor who will contact 
the Payroll Department.  HSVS will correct any inadvertent errors, omissions or 
mistakes concerning an employee’s pay.

6.7. Terminating Employees
Employees who are terminating employment with HSVS should note his or her last 
day worked on the Biweekly Employee Time Record or sign in sheet.

When an employee’s department or program notifies Human Resources that 
the employee is leaving HSVS employment, a paycheck is issued on the payroll 
following the period of the last day worked and, where appropriate, will include 
pay for any unused vacation time and any earned but unused overtime.  If 
HSVS’ Human Resources Department is notified after the reporting period for an 
employee’s last day worked, any accrued vacation time will be paid on the pay date 
following the notification to Human Resources.

All final paychecks are sent to Human Resources.  This is true even if an employee 
is signed up for direct deposit.  Employees either can pick up their paychecks or 
ask Human Resources to mail the check to the employee’s home address.

6.8.  Employee Loans and Advance Pay Checks
Under no circumstances will HSVS accommodate any employee loan requests or 
advance pay check requests.  
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Section 7: Benefits
7.1. Generally
HSVS offers employees an extensive list of benefits.  Eligibility for some benefits 
may depend on length of employment and the number of hours worked per week. 
Contact the Human Resources Department at 718-422-3350 for more information. 

Medical Benefits.  Full-time employees who are regularly scheduled to work at 
least 30 hours per work are eligible for medical benefits.  Health care coverage is 
offered to employees who work a regular full-time or part-time schedule of 30 hours 
or more per week.  HSVS’ medical plan normally covers hospitalization, doctor 
visits, prescription drugs and more.  If eligible, employees may enroll in a plan 
after two full months of employment.  A HR representative will send a letter prior to 
enrollment with all necessary information. 

Dental Benefits.  Full-time employees who are regularly scheduled to work at least 
30 hours per week are eligible for dental benefits.  HSVS’ dental plan normally 
covers preventive, basic and major procedures.  If eligible, employees may enroll 
in a plan after two full months of employment.  A HR representative will send a 
letter prior to enrollment with all necessary information. 

*please note: full-time employees who began their employment prior to January 1, 
2014 and are regularly scheduled to work at least 20 hours per week, are eligible 
for medical and dental benefits.

No Health Care Option.  If an employee is covered by another health care plan and 
is eligible to enroll in a plan with HSVS, the employee may opt out of enrollment 
and receive a monetary incentive per benefit year.  Employees must show proof of 
coverage of another health care plan to HR to receive that benefit.  

Health Care Open Enrollment.  Open Enrollment occurs once a year, normally in 
February.  This is the one time during the year that the health care carrier allows 
employees to make changes to their medical plans.  HR will notify employees of 
Open Enrollment dates and locations.  Changes may be made at other times of 
the year only if deemed a life changing event such as marriage, birth of a child, 
divorce, loss of job, etc.

Life Insurance.  If an employee is eligible for HSVS’ medical benefits, he or she 
will receive a basic $25,000 life insurance plan that is paid for by HSVS. If an 
employee leaves employment with HSVS, he or she will no longer by covered by 
this plan. Additionally, the life insurance benefit reduces to $16,250 at age 65 and 
to $12,500 at age 70.

Optional Life Insurance.  Employees who would like to purchase additional life 
insurance may do so through payroll deductions.  Employees must sign up for
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that benefit at the time of initial health care enrollment or during the Open 
Enrollment period.  

Long-Term Disability (LTD).  Employees may purchase an optional long-term 
disability plan at a cost to the employee.  The amount is based on the employee’s 
age and salary and payments are made through payroll deductions.  

New York State Mandated Short-Term Disability.  If an employee is unable to 
work because of an injury or illness sustained outside of the workplace, he or she 
may be eligible for short-term disability benefits as mandated by New York State.  
Short-term disability benefits will pay an employee 50% of his or her salary but 
no more than $170 per week for up to 26 weeks. There is a 7-day waiting period 
to start receiving payments.  To be eligible for short-term disability, employees 
must be employed a minimum of one (1) month.  Contact the Human Resources 
Department at 718-422-3350 for more information or to apply for this benefit. 

Other benefits include: 

 ●  Flexible Spending Accounts
 ●  Voluntary Short-Term Disability
 ●  Voluntary Life Insurance
 ●  Employee Assistance Plan
 ●  Tuition Assistance Grants
 ●  403(b) Tax-Deferred Retirement Plan
 ●  Employee Wellness program
 ●  Working Advantage
 ●  Discounted Movie Passes

7.2. Additional Benefits for Longstanding Employees
Longstanding HSVS employees are afforded additional benefits.  After 35 years 
of continuous HSVS service, an employee’s health benefit plan will be free or 
an employee may elect to receive a benefit for waiving health benefit coverage.  
Employees who retire or resign in good standing after 35 years of continuous 
HSVS service will receive five (5) years of free health benefits.  Employees who 
retire or resign in good standing after 40 years of continuous HSVS service will 
receive free health benefits for life.  In each case, the health benefit plan offered 
will be the one the employee was signed up for at the time of reaching the 
employment milestone.  This policy became effective on February 1, 2010.  
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Section 8: Training, Recognition & Feedback
8.1. Training Opportunities
HSVS offers a wide range of professional development opportunities through which 
employees may enhance their skills and expand their knowledge.  For certain 
positions and programs, completion of specified training courses is a requirement 
of employment.  Employees will be advised of those requirements at the time of 
hiring. 

8.2. HeartShare University
HeartShare University (also known as HSU) is an agency wide employee training 
initiative run by the HeartShare Consortium, which is comprised of HSVS, 
HeartShare and HeartShare affiliate employees.  HSU provides both professional 
and personal development workshops and each course offered by HSU is open to 
all HSVS, HeartShare and HeartShare affiliate employees.  All HSU courses reflect 
areas of employee interest as indicated through HSU’s annual Training Needs 
Survey.  

Attendance in an HSU workshop during work hours is considered an employee 
benefit.  Employees are entitled to attend two (2) “work hour” workshops annually 
upon gaining a supervisor’s approval.  Employees may also take advantage of 
unlimited enrollment in HSU classes on a first come first served basis if attending 
courses after work hours. HSU is committed to strengthening HeartShare’s team 
by supporting every employee’s personal and professional growth.

If an employee would like to be an HSU trainer or knows someone who would like 
to be an HSU trainer, please contact HeartShare University.

8.3. Employee Recognition Programs
HSVS offers a variety of employee recognition programs, awards and activities.  
These include:

 ●  Annual Employee Recognition Dinner
 ●  Employee of the Year Award
 ●  Length of Service Award
 ●  HeartShare Community Spirit Award
 ●  Heart to Heart newsletter spotlights
 ●  Spirit Award
 ●  Everyday Heroes

For further information regarding employee recognition, contact HSVS Human 
Resources Department at (718) 422-3350.
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8.4. Employee Surveys
Employee feedback helps HSVS improve overall operations and enhances 
employee relations.  HSVS urges employees to participate in those surveys as 
they provide valuable information to agency administrators.  Accordingly, HSVS 
conducts various surveys throughout the year which include, but not limited to:

 ●  Job Satisfaction Survey
 ●  Exit Survey (see section 1.17)
 ●  HeartShare University Training Needs Survey 

8.5. HSVS Committees
HSVS has established many agency-wide internal committees that work on current 
projects as well as collaborate on ideas for the future.  Employees are encouraged 
to serve on committees and may speak with an immediate supervisor regarding 
membership.  
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Section 9: Equal Employment and Anti-Harassment Policies

9.1. Equal Employment Opportunity Policy
HSVS provides equal employment opportunity to all employees and applicants 
regardless of a person’s race, religion, creed, color, sex, age, citizenship status, 
national origin, marital status, sexual orientation, gender identity, military status, 
disability, unemployment status, genetic information or any other legally protected 
status.

That policy applies to all conditions of employment including, but not limited to, 
recruitment, selection, placement, transfer, promotion, training, compensation, 
benefits and termination.  All decisions regarding conditions of employment must 
be based on the individual’s overall qualifications and his or her ability to meet the 
requirements of the position.

Employees with disabilities shall be provided with reasonable accommodation, 
except where such accommodation would cause HSVS undue hardship.  HSVS 
invites employees with disabilities who require reasonable accommodation to 
inform the Human Resources Department of their needs for such reasonable 
accommodation.  HSVS will use its utmost discretion in keeping such information 
as confidential as is possible under the circumstances.

9.2. Anti-Harassment Policy 
It is HSVS’ policy to maintain a work environment in which all individuals are 
treated with respect and dignity.  Each individual has the right to work in a 
professional atmosphere which prohibits discriminatory practices, including sexual 
harassment and harassment based on gender, race, color, religion, national origin, 
sexual orientation, gender identity, age, handicap, disability or any other category 
protected by law.  Harassment, whether verbal, physical or environmental, is 
unacceptable and will not be tolerated by HSVS.  The purposes of that policy 
against harassment are to educate all employees and HSVS participants about 
what may constitute harassment, to notify all employees that HSVS will not 
condone or tolerate harassment and to establish a procedure which encourages 
anyone who feels they have been subjected to harassment to report such conduct 
to HSVS, which will investigate and respond to any report.

Definition of Harassment.  Harassment is verbal or physical conduct that 
denigrates or shows hostility or aversion towards an individual because of race, 
color, religion, gender, gender identity, national origin, sexual orientation, gender 
identity, age, handicap or disability, or that of persons with whom the individual 
associates.  For example, racial harassment includes harassment based on an 
immutable characteristic associated with race (e.g., skin color or facial features).  
Religious harassment may include demands that an employee or volunteer 
alter or renounce some religious belief in exchange for job benefits; and sexual 
harassment is defined more specifically below.  HSVS’ policy is to prohibit behavior 
based on a person’s race, color, religion, gender, gender identity,
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national origin, sexual orientation, gender identity, age, handicap or disability that: 
(1) has the purpose or effect of creating an intimidating, hostile or offensive work 
environment; (2) has the purpose or effect of unreasonably interfering with an 
individual’s work performance; or (3) otherwise adversely affects an individual’s 
employment opportunities.

Regardless of whether any single instance of improper behavior as described 
below rises to the level of harassment prohibited by law, it is HSVS’ policy that 
such behavior is inappropriate and offensive, and it will not be tolerated.  Examples 
of behavior that violate that policy and may constitute harassing conduct include, 
but are not limited to:

 ● epithets, slurs, quips, or negative stereotyping that relate to race,   
 color, religion, gender, gender identity, national origin, sexual orientation,   
 gender identity, age, handicap, disability, or any other category protected by  
 law; 

 ● threatening, intimidating or hostile acts that relate to race, color, religion,  
 gender, gender identity, national origin, sexual orientation, gender identity,  
 age, handicap or disability, or any other category protected by law;

 ●  written or graphic material (including graffiti) that denigrates or shows   
 hostility or aversion toward an individual or group because of race, color,   
            religion, sex, national origin, sexual orientation, gender identity, age, 
            handicap or disability and that is placed on walls, bulletin boards, or 
            elsewhere on HSVS’ premises, or circulated or displayed in the workplace;  
            or

 ●  “jokes,” “pranks” or other forms of “humor” that are demeaning or hostile  
 with regard to race, color, religion, gender, gender identity, national origin,  
 sexual orientation, gender identity, age, handicap or disability.

Definition of Sexual Harassment.  As defined by the courts and by the Equal 
Employment Opportunity Commission, sexual harassment includes unwelcome or 
unwanted sex-based conduct: (1) when an employee’s submission to or rejection 
of this conduct affects decisions regarding hiring, evaluation, promotion or any 
other aspect of employment; or (2) when such conduct substantially interferes with 
an individual’s employment or creates an intimidating, hostile or offensive work 
environment. HSVS prohibits any inappropriate or offensive sex-based behavior 
including, but not limited to:

 ● coerced sexual acts;

 ●  expressed or implied demands for sexual favors in exchange for   
 favorable reviews, assignments, promotions, continued employment   
 or promises of continued employment;
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 ● touching or assaulting an individual’s body, or staring, in a sexual manner;

 ●  graphic, verbal commentary about an individual’s body or sexuality;

 ●  unwelcome or offensive sexual jokes, sexual language, sexual epithets,  
 sexual gossip, sexual comments or sexual inquiries;

 ●  unwelcome flirtations, advances or propositions;

 ●  sexually suggestive or obscene comments or gestures;

 ●  the display in the workplace of graphic and sexually suggestive objects,  
 pictures or graffiti;

 ●  negative statements or disparaging remarks targeted at one gender   
 (either male or female), even if the content of the verbal abuse is not sexual  
 in nature; or

 ●  any form of retaliation against an employee for complaining about the   
 type of behavior described above or supporting the complaint of an alleged  
 victim.

Workplace and Work-Related Settings.  The type of behavior described above as 
examples of sexual harassment or harassment based on race, color, religion, sex, 
national origin, sexual orientation, gender identity, age, handicap or disability is 
unacceptable not only in the workplace, but also in other work-related settings such 
as business trips or business-related social events.

Individuals Covered by Policy.  This policy covers all HSVS employees, 
consultants and volunteers whether or not they are on HSVS premises, provided 
that such employees, consultants and volunteers are conducting HSVS-related 
business or are participating in a HSVS-sponsored event or function.  Any type 
of harassment, whether engaged in by fellow employees, supervisors, volunteers 
or by non-employees with whom the employee comes into contact in the course 
of employment (e.g., service providers or contractors), violates the policy and will 
not be tolerated.  HSVS encourages the reporting of all incidents of harassment, 
regardless of whom the offender(s) may be.

9.3. Reporting a Complaint of Harassment or Unlawful Discrimination.  
HSVS encourages individuals who believe they are being harassed or unlawfully 
discriminated against to notify firmly and promptly the alleged offender that his or 
her behavior is offensive or unwelcome.  

Prompt Reporting. 
Whether or not an employee chooses to discuss the incident with the alleged
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offender, he or she should report the incident to the Senior Vice President for 
Human Resources or the Corporate Compliance Officer.  If either the Senior Vice 
President for Human Resources or the Corporate Compliance Officer are the 
subject of an employee’s complaint, the employee may report the incident directly 
to the Chairman of the Board of Directors.  Additionally, employees, volunteers 
and vendors may report incidents to HSVS’ Complaint Hotline or directly to HSVS 
Executive Director at the private fax line for employee communications.  HSVS 
encourages prompt reporting of complaints so that rapid and appropriate action 
may be taken.  Supervisors and managers are required to report all conduct they 
believe may violate the policy, whether they directly observe the conduct or it is 
reported to them, directly to the Senior Vice President for Human Resources.  

No Retaliation.  
HSVS will not retaliate in any way against an individual who makes a report of 
perceived harassment, unlawful discrimination or any individual who participates 
in a harassment investigation; nor will HSVS permit any supervisor, employee 
or volunteer to do so.  Retaliation is a serious violation of HSVS’ harassment 
policy and anyone who feels they have been subjected to any acts of retaliation 
should report such conduct immediately.  Any person who retaliates against 
another individual for reporting any perceived acts of harassment will be subject to 
disciplinary action up to and including termination.

Prompt and Confidential Investigation.  
All allegations of harassment or unlawful discrimination will be investigated 
promptly.  HSVS will endeavor to maintain confidentiality throughout the 
investigatory process to the extent practical and appropriate under the 
circumstances.  HSVS, however, has a legal obligation to act on all information 
it receives if it believes an individual may be engaging in wrongful conduct or 
violation of law.

Stopping and Preventing Harassment or Discrimination.  
HSVS’ immediate goal is to take prompt remedial action to stop the discriminatory, 
harassing or offensive conduct if a violation of this policy is found.  If a violation is 
found, HSVS’ second goal is to aim to prevent the violation from occurring again.  
Even where a violation is not found, it may be appropriate to counsel individuals 
regarding their behavior.

Disciplinary Action for Violating Harassment or Unlawful Discrimination Policy.  
If HSVS finds that this policy has been violated, the violator will be subject to 
appropriate disciplinary action.  Although the specific corrective and disciplinary 
actions against the alleged violator will be within HSVS’ discretion, it may include: 
oral or written reprimand; referral to appropriate counseling; withholding of a 
promotion or bonus; reassignment; temporary suspension; and/or termination. 
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False Accusations.  HSVS recognizes that false accusations of harassment can 
cause serious harm to innocent persons.  If an investigation results in finding that 
the complainant knowingly, falsely accused another person of harassment, the 
complainant will be subject to disciplinary action, up to and including termination.
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Section 10: Job Conduct and Performance
10.1. Employee Conduct
Given the nature of HSVS’ services and role in the community, it is expected 
that all employees will act in a professional, business-like manner during their 
employment.  Employees should be aware of their visibility as a representative of 
HSVS, not only at work, but also within the community.  Employees are expected 
to show a respectful, tactful and considerate manner towards other employees 
as well as towards clients, their families and associates.  Further, employees are 
encouraged to present a positive and caring image while at the work site and in the 
community when engaged in any matter reflecting upon the professional reputation 
of the employee.  Employees may not present their own views as those of HSVS 
when engaged in community activities.

10.2. HSVS Code of Conduct

Obey the Law:  Employees, independent contractors and/or volunteers must strictly 
observe all laws and regulatory requirements that apply to HeartShare St. Vincent’s 
Services, HeartShare Human Services of New York and its affiliates. 

Employees, independent contractors and/or volunteers are expected to be familiar 
with the basic legal requirements relevant to his or her duties.  Employees, 
independent contractors and/or volunteers can learn the laws and regulations 
through in-service training programs, from supervisors by reviewing HSVS policies 
contained in the Employee Handbook and by asking questions of the Compliance 
Officer.

Employees, independent contractors and/or volunteers are expected to ask 
immediate supervisors if they require assistance in understanding their legal and 
regulatory obligations.

Keep Accurate Records:  Employees, independent contractors and/or volunteers 
are expected to comply with HSVS policies and government requirements 
regarding record keeping.  All records and reports are to be prepared accurately 
and retained in accordance with applicable requirements.

Report Information Truthfully:  All communications within HSVS and to outside 
agencies must be truthful and complete.

Behave Ethically:  Employees, independent contractors and/or volunteers are 
expected to adhere to high ethical standards when they act on behalf of HSVS.  

HSVS Handbook 2017.indd   45 6/23/2017   4:16:32 PM



46

Employee Relationships with Clients: No employee shall engage in a romantic 
or sexual relationship with a HSVS client, nor shall an employee borrow money, 
be employed by or accept gifts of more than a nominal or very small value from 
either a client or a client’s family.  Employees who violate that policy are subject to 
discipline up to and including termination of employment.

Employees, independent contractors and/or volunteers are expected to be loyal 
to HSVS, to avoid using their positions for personal gain and to avoid conflicts of 
interest.

Keep Confidential Information Confidential:  Employees, independent contractors 
and/or volunteers are expected to follow HSVS policies regarding confidentiality 
and protection of operational, client and/or donor information.

Report Possible Violations:  Employees, independent contractors and/or volunteers 
are expected to report any activity they reasonably believe is in violation of the 
law, ethical standards or HSVS policies.  Employees, independent contractors 
and/or volunteers need not be certain the violation has occurred in order to report 
it.  Reporting enables HSVS to investigate potential problems quickly and to take 
prompt action to resolve/correct them.  Employees, independent contractors and/or 
volunteers will not be retaliated against for reporting possible violations.

Reports may be made in person, by telephone or in writing to any of the following 
persons:
    ● Employee, independent contractors and/or volunteer supervisors  
 ● Any supervisor and/or director in an employee’s, independent contractor’s  
 and/or volunteer’s program area 
 ● HSVS’ Compliance Officer 
 ● HSVS’ Executive Director.

10.3. Justice Center Code of Conduct for Developmental Disabilities 
Employees

The Protection of People with Special Needs Act (“the Act”) establishes the Justice 
Center for the Protection of People with Special Needs (“Justice Center”) and 
requires that a Code of Conduct be read and signed by any “custodian” who will 
have regular and substantial contact with people with special needs covered by the 
Act.  Custodians include directors, operators, employees or volunteers of a facility 
or agency as well as consultants, employees and volunteers of any corporation, 
organization or governmental agency that provides goods or services to a facility or 
agency.

The Code of Conduct represents a broad framework that will help staff decide on 
an appropriate course of action and achieve the goal of helping people with
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special needs live self-directed, meaningful lives in their communities, free from 
abuse, neglect and protected from harm. The Code of Conduct is not intended to 
provide detailed direction of what should be done in every aspect of a custodian’s 
work.

This Code of Conduct applies to all custodians as defined above. However, 
supervisors and administrators who do not have regular and substantial contact 
with people who receive services should also familiarize themselves with this Code 
of Conduct and must follow all other legal and regulatory requirements of the Act.
The Code of Conduct is required to be read and signed at the time of employment 
or affiliation and at least annually by all custodians.  Appendix F contains the 
Justice Center Code of Conduct.

10.4. HSVS Code of Ethics
HSVS has adopted a Code of Ethics which is binding on all employees, as 
well as on the Board of Directors, volunteers, interns and paid consultants.  
Those principles reflect not only HSVS policies but also professional ethics and 
requirements of funding sources, accreditation bodies and the law.  Failure by 
employees to abide by the Code of Ethics is grounds for discipline that may include 
termination of employment.  Appendix A contains HSVS’ Code of Ethics.

10.5. Performance Evaluations
Performance evaluations for employees are conducted after the probationary 
period and then annually, but they also may be conducted at any time at the 
discretion of the individual supervisor.

Employees will be informed of expected job performance and informed of his or 
her strengths and weaknesses in performing the roles of the current position.  An 
employee who has been informed of expectations and is notified subsequently 
of not meeting them may be subject to various sanctions for continued failure 
to meet expectations, up to and including termination of employment.  If an 
employee disputes any aspect of his or her performance evaluation, he or she is 
entitled to include a rebuttal letter and/or to request a meeting with the employee’s 
supervisor’s supervisor.  Performance evaluations are a part of an employee’s 
personnel file.

10.6. Violations Warranting Immediate Termination of Employment
Some violations of HSVS’ policies and rules are serious enough to result in 
immediate termination.  These include but are not limited to:

 ●  negligence, abuse, corporal punishment, harassment or any other  
 activity endangering the welfare of clients, visitors, employees or  
 volunteers;
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 ● engaging clients to fulfill an employee’s work responsibilities (unless 
 required by the client’s service plan);
 ● falsification of employee records, time reports, reasons for absence or  
 other HSVS records;
 ●  improper disclosure or use of confidential information;
 ●  unauthorized use of information systems or data;
 ●  physical violence or the threat of it;
 ●  gambling on HSVS premises or while on duty;
 ●  possession of firearms on HSVS premises or while on duty;
 ●  flagrant insubordination;
 ●  gross dereliction of duty, including, but not limited to, sleeping on
 the job;
 ●  job abandonment;
 ●  theft;
 ●  intentional destruction of property belonging to HSVS, a client,
 employee or volunteer;
 ●  proven dishonesty;
 ●  unauthorized consumption of alcoholic beverages and/or
 unauthorized use of controlled or illegal substances while on duty
 or on the agency’s premises;
  ●  conviction of a criminal offense related to fitness or ability to
 perform the job; and/or
 ●  professional misconduct.

10.7. Suspension
HSVS may suspend an employee either as a disciplinary action or to conduct 
an investigation of allegations of an employee’s misconduct related to job 
performance.  It is within HSVS’ sole discretion whether or not to suspend an 
employee, as opposed to terminating him or her.  As at-will employees, HSVS 
employees may be terminated, with or without warning or suspension and with or 
without cause, at any time.

Length of Suspension.  An employee may be suspended for a period of up to 
four (4) weeks.  This period may be extended as necessary to complete the 
investigation.

No Salary or Paid Time Benefits.  During the period of suspension, the employee 
will not receive salary or paid time benefits, except in special circumstances and 
with the express approval of a member of the Executive Committee.  All other 
benefits, including health benefits, will continue.

Investigation During Suspension.  If an employee is suspended due to allegations 
of misconduct, an investigation will be conducted during the period of suspension.  
The employee is entitled to be informed of the results of the investigation.  If, as a 
result of the agency’s investigation, no action is taken against the employee for his 
or her conduct, then the employee will be reinstated
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and paid back salary, vacation and holiday time for the period of the suspension.  
However, if the investigation finds that discipline is warranted, the employee may 
not be entitled to back salary, vacation, and/or holiday time, and may also be 
subject to further discipline, including suspension and termination of employment.

Record of Suspension.  If, as a result of the investigation, the allegations of 
misconduct are substantiated, a written record of an employee’s suspension and 
results of the investigation will be included in the employee’s personnel file.  If there 
is no substantiation for the allegations, no record of the allegations or suspension 
will be recorded in the employee’s personnel file.

HSVS Equipment.  If an employee is suspended, he or she must return all HSVS 
equipment and work materials, including, but not limited to, employee identification 
card, cell phone, keys, laptop, computer and files, to his or her supervisor at the 
beginning of the suspension.  If the employee is reinstated, the equipment will be 
returned to the employee.  

10.8. Solicitation
Solicitation is asking for or trying to obtain something from another.  In the 
workplace, solicitation can take many forms, such as seeking orders for direct 
selling business, obtaining signatures for a political campaign, collecting money for 
a cause, etc.  Because distraction on the job leads to unsafe working conditions, 
poor work performance and inefficiency, HSVS prohibits the solicitation, distribution 
and posting of materials on or at HSVS property by any employee or non-
employee, except as may be permitted by the policy.  The only exception to the 
policy is HSVS-sponsored programs and events. 

No Solicitation During an Employee’s Work Hours. During periods of the workday 
when employees are engaged in or required to be performing work tasks, 
employees may not engage in solicitation of other employees or distribution of 
literature for any purpose. 

No Solicitation During Other Employees’ Work Hours.   During periods in another 
employee’s workday when he or she is engaged in or required to be performing his 
or her work tasks, an employee may not solicit the other employee for any purpose.

No Distribution of Literature.  Distribution of literature of any kind may not be made 
in the work areas of the premises at any time.

Nonemployees are Not Permitted to Solicit.  Persons not employed by HSVS are 
not permitted to solicit or distribute literature on HSVS premises at any time.  

10.9. Fair Dealing
Employees may not solicit, accept or offer money, gifts, gratuities or any other 
personal benefits or favors of any kind to or from any providers, contractors,
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producers, vendors or the people HSVS serves and their families.  Small gifts 
worth less than $25 may be accepted in an employee’s regular business dealings 
provided that the receipt of the gift does not influence the employee’s business 
dealings and the employee informs an immediate supervisor of the receipt of the 
same.  Kickbacks and rebates in cash, credit or any other form are prohibited.  
They are not only unethical, but in many cases, illegal.  If employees have any 
questions regarding the application of this policy, employees must seek guidance 
from an immediate supervisor.  Employees who violate this policy are subject to 
discipline up to and including termination.

10.10.   Political Activities and Donations
As a not-for-profit organization, HSVS is prohibited from engaging in any political 
activities or a “substantial” amount of lobbying.  Accordingly, HSVS funds and 
resources, including work time, may not be used for political contributions or 
activities.  An employee or independent contractor may not act as a representative 
of HSVS in any political campaign activity.  In expressing personal political views 
or support or opposition of a candidate for public office, employees must be very 
clear that they are expressing their own personal views as an individual and not 
as a representative of HSVS.  Employees who violate this policy are subject to 
discipline up to and including termination.

10.11. Statements to the Media
All requests received from the media seeking HSVS’ official position – such as 
the press, television or radio, about HSVS, its programs, policies or the people it 
serves – are to be directed to an immediate supervisor and to the Communications 
Department.  Employees are not authorized to speak on behalf of HSVS to the 
media without prior clearance from the Director of Communications.  

10.12. Use of Personal Devices
The nature of HSVS’ services demands that all employees give their full attention 
to their jobs, particularly when working directly with the people in its care.  For that 
reason, cell phones and personal electronic devices, including MP3 players, iPods 
and hand held games, are not permitted to be used during formal work hours.  The 
only exception to the policy is for emergency situations requiring an employee’s 
immediate attention.  All other personal cell phone calls and texts should be made 
only during lunch or other break time.  Inappropriate use of cell phones or other 
personal electronic devices is grounds for discipline up to and including termination 
of employment.

10.13. Use of HSVS Electronic Devices
HSVS owns the property and whatever is done with that property is not private.

10.14. Social Networking Policy
HSVS recognizes that many of its employees, volunteers and vendors use social 
media and messaging applications, including, but not limited to, Facebook,
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Twitter, LinkedIn, YouTube, Instagram, Flickr, Pinterest, Tumblr, Tinder, Skype, 
Snapchat, WhatsApp, Kik Messenger, blogs, chatrooms and other related services 
and applications.  However, use of social media could become a problem if it 
interferes with work, if it is used to harass or discriminate against co-workers or 
individuals/clients receiving supports or services from HSVS (“clients”), creates a 
hostile work environment and/or divulges confidential information about HSVS or 
its clients.  As a result, HSVS employees, volunteers and vendors are to use social 
media within the following guidelines.  If employees, volunteers and/or vendors are 
uncertain about the appropriateness of a social media posting, they should check 
with their respective supervisors and/or contract administrator.

In General.

Disclaimer Required:  If an employee, volunteer and/or vendor posts any comment 
about HSVS, he or she must clearly and conspicuously state that he or she is 
posting in his or her individual capacity and that the views posted are his or hers 
alone and do not represent the views of HSVS. 

Confidentiality:  Employees, volunteers and/or vendors are not to publish or 
release information that is considered confidential. Employees, volunteers and/
or vendors are not to publish or release information that would violate the Health 
Insurance Portability and Accountability Act of 1996 (HIPAA).  All postings on 
social media must comply with HSVS’ policies on confidentiality and disclosure of 
proprietary information.  If an employee, volunteer and/or vendor is unsure about 
the confidential nature of information he or she is considering posting, he or she 
should consult with his or her respective supervisor and/or contract administrator.

Intellectual Property:  Employees, volunteers and/or vendors are to respect all 
copyright, trademark and other intellectual property laws.  Employees, volunteers 
and/or vendors may not use HeartShare’s (or any of its affiliates) logos, marks or 
other protected information for any business/commercial venture without express 
written authorization from the Legal Department. 

Unsecured Media: Personal mobile devices and social media websites are not 
secure and should not be used to transmit any information to, from or about clients, 
unless needed to seek assistance in an emergency.

Liability:  Employees, volunteers and/or vendors are responsible for what they 
write or present on social media, and can be sued by other employees or any other 
individual who views those social media posts as defamatory, harassing, libelous 
or creating a hostile work environment. 

Work Responsibilities:  The use of social media should not interfere with an 
employee’s, volunteer’s and/or vendor’s work responsibilities at HSVS. 
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When using HSVS’ computers and networks, the use of social media for business 
purposes is allowed.  However, the use of social media for personal purposes on 
work time is discouraged and may result in disciplinary action.

Other Relevant Policies:  All HSVS policies that regulate off-duty conduct apply to 
social media activity including, but not limited to, the following policies which can 
be found in the Employee Handbook: Code of Conduct (10.2), Anti-Harassment 
Policy (9.2), Employee Conduct Policy (10.1), Code of Ethics (10.4) and Computer, 
Email, Telephone and Cell Phone Use Policy (11.1). 

Social Media and Clients

Communication: Subject to the following exceptions, the use of social media to 
communicate with clients is expressly prohibited.  This applies to tagging, liking, 
following, posting, friending, texting and other use of social media and messaging 
applications.  HSVS employees may connect with HSVS’ clients on social media 
platforms if the client is over the age of eighteen (18), capable of providing knowing 
and voluntary consent and affirmatively provides such consent.  Additionally, HSVS 
employees may text and/or use social media to contact clients for agency-related 
purposes on an as-needed basis.  HSVS employees are never permitted to post 
pictures of HSVS clients on social media sites.  The sole exception is reserved 
for HSVS’ Public Affairs/Communications Department. This provision does not 
apply to interactions among relatives, interactions involving a friendship which 
predated the professional relationship or in emergency situations which require 
urgent communication.  In the latter case, employees and volunteers must notify a 
supervisor of the contact as soon as possible and vendors must notify a contract 
administrator as soon as possible. 

Use of a Client’s Name and Image: Employees, volunteers and vendors may 
not post photographs, videos and/or audio of clients, use client’s names or 
otherwise discuss clients or disclose clients’ identities through social media 
and/or messaging.  This provision does not prohibit social media activities 
involving the distribution of photographs and/or other materials featuring HSVS 
events or programming which involve clients where such social media activities 
are undertaken at the request of HSVS’ Communication Department and are 
conducted for the purpose of promoting HSVS.  

Professional Social Media and Messaging:  “Professional Social Media and 
Messaging” is HSVS-maintained social media and/or messaging activities and 
accounts. 
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Use of Professional Social Media and Messaging Accounts: All HSVS professional 
social media and messaging communication or interaction with clients must be 
related to HSVS’ mission. Employees and volunteers engaging in professional 
social media and messaging activities are only to use HSVS email addresses and 
HSVS’ social media and messaging accounts.

Monitoring of Professional Social Media and Messaging: HSVS’ Communications 
Department maintains a list of, as well as the passwords to, all professional social 
media and messaging accounts maintained by HSVS.  The Communications 
Department monitors such accounts to ensure that any content, comments or 
related materials are not inappropriate, offense or in violation of HSVS’ Social 
Networking Policy.  

Violation of this policy may lead to disciplinary action, up to and including 
termination of employment, criminal charges, and other consequences. 

This policy is not intended to violate your Section 7 rights of the National Labor 
Relations Act. 

10.15. Personal Visitors in the Workplace
For some programs and departments, even brief visits by family members and/
or friends may be inappropriate due to the nature of the work or the security of the 
work setting.  For this reason, visits by friends, children or other relatives at the 
workplace should be approved in advance with an immediate supervisor and be 
of limited duration.  If employees do have visitors at the workplace, employees are 
responsible for their safety.  Staff not on duty may not visit the workplace unless 
such a visit is work related or approved by the supervisor. 

10.16. Personal Appearance and Hygiene
Each program and department sets reasonable and appropriate standards of 
personal appearance and hygiene.  Employees should consult an immediate 
supervisor regarding the standards followed by their department or program.

10.17. Smoking
In accordance with New York City law, HSVS does not permit smoking by 
employees, volunteers, vendors, visitors or clients in any of its program sites, 
offices or agency vehicles except where approved as part of an individual client’s 
rights in a residential setting. 

10.18. Alcohol Policy
HSVS prohibits employees from possessing, using or distributing alcohol on 
its premises or during work hours.  “Use” is defined to include use of alcohol 
immediately prior to commencing or continuing work.  Exceptions are made, 
however, when employees have been granted permission from the program
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director such as for a work celebration.  Employees who are found to have violated 
this policy are subject to immediate termination.

10.19. Drug Free Workplace
HSVS is committed to maintaining a drug free workplace in compliance with all 
applicable laws, including the Drug-Free Workplace Act of 1988.  The unlawful 
possession, use, distribution, dispensation, sale or manufacture of controlled 
substances is prohibited on HSVS premises.  

“Use” is defined to include use of controlled substances immediately prior to 
commencing or continuing work, but does not apply to drugs prescribed by a 
licensed health care provider.  

Any suspected violation of this policy should be reported to a supervisor and/
or HSVS’ Human Resources Department.  At the discretion of the Senior Vice 
President for Human Resources, the incident or incidents will be reported to the 
appropriate law enforcement agency.  Employees who are found to have violated 
this policy are subject to immediate termination of employment.  

HSVS offers all employees the benefit of a confidential Employee Assistance 
Program.  Please contact Human Resources at 718-422-3350 for more 
information.  

10.20. Notification of Criminal Charges and/or Conviction
Employees are required to notify an immediate supervisor and HSVS’ Human 
Resources Department if they have been charged with or convicted of any criminal 
offense.  The notification must be made within five (5) days of the filing of charges 
or conviction.  Failure to provide notification to HSVS of the filing of charges and/
or conviction is grounds for disciplinary action up to and including termination of 
employment.

10.21. Publication of Articles or Other Materials Related to HSVS
This policy governs situations where HSVS employees wish to publish articles 
or other work product using as their material information gleaned from HSVS’ 
programs and activities.  Program materials, program information, presentations, 
research, data, videos, film or any other products or materials developed by 
personnel at HSVS, or developed in connection with or as a result of employment 
at HSVS, are proprietary work products belonging to HSVS, and may be used only 
for HSVS-related purposes.

Before any abstract, draft or completed paper is submitted to any publication, 
it should first be discussed with and reviewed by the employee’s immediate 
supervisor and the Executive Vice President, Senior Vice President or Vice 
President in charge of the employee’s program or department.  Thereafter, a 
written draft and the final paper should be submitted for approval to the President
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and CEO.  The purpose of this review is to prevent any legal liability or any 
negative legal or political repercussions, preserve confidentiality where necessary 
or appropriate and assure that quality standards of HSVS are maintained.  This 
policy is in no way meant to discourage employees from writing about activities or 
innovative ideas that might enrich their profession or field.

10.22. Complaint Resolution Process
If employees believe that they have been treated unfairly on the job, they should 
voice their complaint to an immediate supervisor.  If an employee is not successful 
in resolving his or her complaint with an immediate supervisor, the employee may 
use HSVS’ Complaint Resolution Process. 

Matters Appropriate for Complaint Resolution Process.  Matters that would be 
suitable for the Complaint Resolution Process include the improper or incorrect 
application of a HSVS policy, an imposed suspension or a dispute with a supervisor 
over job duties or responsibilities.

Matters Not Appropriate for Complaint Resolution Process.    Some matters are 
not appropriate for the Complaint Resolution Process.  For complaints regarding 
alleged sexual harassment or discrimination, employees should follow the 
procedure under Section 9.  For terminations due to performance issues and/
or breach of HSVS policies, the Complaint Resolution Process does not apply.  
In those cases, if employees feel they were terminated unfairly, they should 
put their appeal in writing to the Human Resources Department within five (5) 
working days of termination.  Employees may not appeal a termination due to 
performance issues and/or breach of HSVS policy during the probationary period.  
For performance evaluation, the judgment of the supervisor is normally final.  If 
an employee disagrees with an immediate supervisor, he or she is permitted to 
include a rebuttal letter with the performance evaluation.  An employee may also 
request a meeting with his or her supervisor’s supervisor.  With respect to HSVS 
policies and rules, employees are expected to follow them.  If employees think that 
a particular policy or rule should be changed, they should give their suggestions 
to their supervisor.  If the employee’s supervisor disagrees or does not follow 
through, the employee may forward the suggestion to HSVS’ Human Resources 
Department or HSVS’ Executive Director, at the private fax line for employee 
communications.   The Executive Director will personally respond to a letter if it is 
signed by an employee. 

Attempt to Resolve the Complaint With A Supervisor.  Employees first should try to 
resolve complaints directly with an immediate supervisor.  Do not wait to address 
the issue.  Employees should try to speak with an immediate supervisor as soon 
as possible after an issue arises, and certainly no later than ten (10) working days 
later.  The supervisor must try to resolve the issue as soon as possible, and usually 
in no more than three (3) working days.

HSVS Handbook 2017.indd   55 6/23/2017   4:16:33 PM



56

If Not Resolved, Bring the Complaint to the Next Supervisory Level.  If an 
immediate supervisor is not able to resolve a complaint, employees are entitled 
to bring the complaint in writing to the next supervisory level.  Employees must do 
this within five (5) working days.  The immediate supervisor’s supervisor and the 
Director of Programs responsible for the employee’s program (if applicable) will 
meet with the employee to discuss the complaint in no later than four (4) working 
days.

Appeal to Human Resources.  If not satisfied with the decision of the immediate 
supervisor’s supervisor and the Director of Programs, employees have five (5) 
working days to bring the complaint in writing to the Senior Vice President for 
Human Resources.  The Senior Vice President for Human Resources, within ten 
(10) working days, will cooperate with the employee, the supervisor’s supervisor, 
and the Director of Programs to resolve the complaint in a conciliatory manner. 

Appeal to Ad Hoc Complaint Resolution Committee. If an employee remains 
dissatisfied with the outcome after working with the Senior Vice President 
for Human Resources, he or she may bring the complaint to a HSVS Ad Hoc 
Complaint Resolution Committee.  The employee must inform the Senior Vice 
President for Human Resources that he or she is not satisfied with the response 
received and that he or she wishes to have his or her complaint heard by the 
Ad Hoc Complaint Resolution Committee.  Employees must do this within ten 
(10) working days of being notified of the resolution of the issue by the Human 
Resources Director.  This committee is composed of an Executive Director, 
Executive Vice President, Senior Vice President or Vice President from another 
program area, a manager from a similar department or program (but not the 
employee’s program) and a peer from the employee’s program area.  The 
committee will meet within one (1) week of receiving the complaint to hear the 
employee’s case and will issue a final and binding decision within ten (10) working 
days of the meeting.  Employees are entitled to bring a reasonable number of 
employees to act as witnesses on their behalf at the hearing.

Final Decision.  The decision of the Ad Hoc Complaint Resolution Committee is the 
final decision of HSVS.
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Section 11: HSVS Property 
11.1. Computer, Email, Telephone and Cell Phone Use
HSVS’ computer, email, telephone systems and cell phones are to be used 
primarily to carry out job responsibilities and duties.  Abuse of those communication 
tools may be grounds for disciplinary action, up to and including suspension and/or 
termination.

No Unauthorized Access.  Computers, software, email, and telephones (including 
cell phones) are furnished to employees for work purposes. Employees may 
not use a password, access a file or retrieve any stored communication without 
authorization. To ensure compliance with this policy, employees’ computer, e-mail 
and Internet usage may be monitored.

No Access to Others.  Under no circumstances may HSVS computer network or 
email users give access to any system to unauthorized persons.

No Right of Personal Privacy.  Employees have no right of personal privacy in any 
matter stored in, created, received or sent over HSVS email or telephone systems, 
including HSVS-provided cellular devices, and should never consider electronic 
communications to be private.

Limited Personal Use.  On occasion, employees may need to use these 
communication tools for personal use, which is permitted so long as it does 
not interfere with job performance, consume significant resources, give rise to 
more than nominal additional costs, violate HSVS’ anti-harassment and anti-
discrimination policy or interfere with the activities of other employees.

Long Distance Calls.  Long-distance telephone calls are not permitted unless 
related to agency business.  Employees may not accept collect calls except for 
emergency situations.  HSVS will seek reimbursement for any unauthorized calls 
or charges incurred on HSVS equipment.

No Use of Hand Held Cell Phones While Driving.  In accordance with New York 
State law, employees are not permitted to make or receive calls on a hand held cell 
phone while operating a vehicle (owned, leased or personal) on HSVS business.  
The only exception to this rule is to call 911 or to contact medical, fire or police 
personnel about an emergency.  HSVS encourages employees to pull off the road, 
park and turn off the engine prior to making or accepting a call on a cell phone.  
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Cell Phone Costs.  Employees required to carry a cell phone for business purposes 
will have the choice of either using their personal cell phone and being reimbursed 
for business-related calls, or using a HSVS cell phone.  If an employee chooses 
to use his or her personal cell phone, the number will be listed in HSVS’ Directory.  
Reimbursement will be made upon submission of appropriate documentation (i.e., 
person called, relationship to HSVS, cost of call, etc.).

No Harassment.  HSVS strives to maintain a workplace free of harassment and 
sensitive to the diversity of its employees. HSVS’ equal employment opportunity 
policy and HSVS’ policies against sexual or other harassment apply fully to the 
email and telephone systems and any violation of those policies is grounds for 
discipline, up to and including discharge.  

No Reproduction of Software.  HSVS purchases the use of various computer 
software for organizational purposes and does not own the copyright to the 
software or its related documentation. Unless authorized by the software 
developer, HSVS does not have the right to reproduce such software and prohibits 
the illegal duplication of software and its related documentation by anyone without 
authorization.

Restrictions on Downloading or Installing Software.  HSVS’ Information Technology 
Department must approve and install all software used on HSVS computers. 

11.2. HSVS Stationery and Business Cards
HSVS stationery and business cards are to be used for HSVS business only, not 
for personal correspondence or introductions.  HSVS stationery may not be used 
for personal, business or political correspondence by employees not representing 
HSVS in any official capacity.

11.3. Equipment and Facilities at HSVS
HSVS equipment and facilities – such as vehicles, lockers, offices, desks, personal 
and network computers, files, disks, flash drives, cell phones and peripherals – are 
HSVS property and must be fully accessible to HSVS at all times.  Employees may 
not use HSVS equipment and facilities for personal reasons unless authorized to 
do so by an immediate supervisor.

11.4. HSVS Vehicles
HSVS maintains a number of vehicles for use by its employees.  All employees 
who drive HSVS vehicles or personal vehicles on HSVS-related business must 
read and sign HSVS’ Driving Policies and Procedures.  

For Business Purposes Only.  HSVS vehicles are to be used for business purposes 
only and with the express permission and approval of an immediate supervisor.
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Valid Driver’s License.  Employees must possess, for a minimum of one year, 
a valid driver’s license issued by the state in which the employee resides to be 
permitted to drive a HSVS vehicle.  HSVS reserves the right to periodically review 
an employee’s driving record and revoke driving privileges as it deems fit.  Driving 
a HSVS vehicle with a suspended or expired license is grounds for discipline and 
may lead to termination.

Driving Education.  Employees may be required to attend driving education 
courses to be eligible to drive a HSVS vehicle.

No Guests.  Employees’ family and friends may not ride in HSVS vehicles. 

Pool Vehicles.  Some HSVS departments and programs maintain pool vehicles for 
use by their employees.  Rules regarding availability and use of these vehicles, as 
well as record-keeping requirements, are determined by the individual program or 
department.  Consult an immediate supervisor regarding the standards followed by 
your department or program

Assigned Vehicles and/or Parking Spots.  Certain HSVS employees are assigned 
agency vehicles and/or parking spots in garages on a permanent basis.  HSVS 
pays all costs associated with such vehicles (including lease payments, insurance, 
parking, gasoline, etc.) and/or parking spots and reports the annualized cost to the 
employee as income based on the IRS safe harbor method.  Employees assigned 
a HSVS vehicle and/or parking spot are encouraged to consult their tax advisor 
regarding record keeping and whether all or a portion of this annualized cost may 
be listed as a tax deduction.  Employees assigned a HSVS vehicle are responsible 
for scheduling routine maintenance and service, and they may make limited 
personal use of the vehicle.

Insurance.  HSVS maintains insurance that covers its employees and clients 
driving or riding in a HSVS vehicle when it is in an accident.  

Reporting Accidents.  Employees who are in an accident involving a HSVS vehicle 
are required to notify the police and secure an accident report number.  Employees 
must also notify an immediate supervisor and the Purchasing Department as soon 
as possible and complete a HSVS accident report form.  If there are clients present 
in the vehicle, employees must notify the nurse assigned to the program and assist 
the clients in seeking required and appropriate medical treatment.

11.5. Using Personal Vehicles for Business Purposes
Employees may use personal automobiles for business purposes only when 
expressly authorized to do so by an immediate supervisor.  Employees will be 
reimbursed for mileage, as well as any itemized tolls and parking fees incurred as 
a result of HSVS business.  However, daily travel to and from work is not
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reimbursable, so employees must deduct this cost (whether in the cost of miles 
traveled to and from work or the cost of mass transit) from the request for 
reimbursement.  Note that employees are responsible for moving violations and 
avoidable parking citations incurred while driving on HSVS business.  HSVS does 
not maintain insurance on personal vehicles; it is the employee’s responsibility 
to provide his/her own automobile insurance.  In case of accident while on 
HSVS business, insurance coverage is provided by the employee’s insurance 
company for all occupants of the vehicle.  Many insurance companies require prior 
notification from policy holders of automobiles used for business purposes; failure 
to provide such notification may result in denial of coverage.
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Section 12: Conflicts of Interest
12.1. Conflict of Interest Policy (for Board, Key Staff and Major Independent 
Contractors)
HSVS recognize that it is natural for either real or apparent conflicts of interest to 
sometimes occur in the course of conducting the daily affairs of the organization.  
A conflict of interest is defined as referring only to a personal, proprietary interest 
of the persons covered by this policy and their immediate families, and not to 
philosophical or professional differences of opinion.  Conflicts of interest are to be 
avoided because they potentially or apparently place the interest of another ahead 
of the Corporation’s obligation to its corporate purposes and to the public interest.  
It is the policy of HSVS not to preclude all dealings with those having actual or the 
appearance of conflicts of interest, but to require that they be disclosed promptly 
and fully and to all necessary parties whenever they occur.  This policy applies 
only to members of HSVS’ Board, key staff and major independent contractors.  A 
complete copy of HSVS’ Conflict of Interest Policy is attached at Appendix D.

12.2. Conflict of Interest Policy (All Staff)
It is HSVS’ policy that its employees conduct the affairs of the agency in 
accordance with the highest legal, ethical and moral standards.  HSVS resources 
are to be used only in the interest of the agency.  Employees may not commit 
HSVS resources to activities not in the interest of the agency, including personal 
outside activities.  To the extent an employee is covered by both this policy 
and the Board of Director’s Conflict of Interest Policy, and there is a conflict or 
inconsistency between the two policies, the Board of Director’s Conflict of Interest 
Policy governs.

Definition.  A conflict of interest occurs when an employee’s involvement in an 
outside interest is in conflict with the interest of HSVS or interferes with the 
performance of an employee’s duties on behalf of HSVS.  A conflict of interest also 
occurs where the outcome of a decision which should be made in the best interest 
of HSVS is in conflict with the personal or economic interest of the employee.  
Examples of decisions that commonly present conflicts of interest are those that 
require determining the use of suppliers, HSVS resources or an employee’s own 
work time or outside employment.  A conflict may occur when outside employment 
is conducted during regular work hours, on HSVS premises or if it requires the 
same job skills and/or qualifications used in the employee’s HSVS employment.
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Review of Potential Conflicts.  Employees are responsible for seeking HSVS 
review of any potential conflict of interest.  If employees are involved in a situation 
which may present a conflict of interest or if they have a question about whether or 
not this policy applies to their activities, it is the employee’s responsibility to follow 
the procedure outlined below.  Employees who do not follow this procedure are 
subject to discipline up to and including termination of employment.

Advance Notice.  Before engaging in an activity that may present a conflict of 
interest, employees must provide notice to an immediate supervisor in writing 
outlining the potential conflict.  An immediate supervisor, in consultation with 
the program director, will review the situation and within five (5) business days, 
if possible, advise the employee in writing whether or not the activity may be 
undertaken or under what conditions.

Appeal.  If an employee disagrees with the decision of an immediate supervisor, he 
or she may utilize the Complaint Resolution Process outlined in Section 10.22 of 
this Handbook.

Assistance.  Employees may seek assistance from HSVS’ Human Resources 
Department at any time regarding potential conflicts of interest. 
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Section 13: Health Care Fraud & Abuse
13.1. Preventing Fraud, Abuse and Waste
HSVS is committed to its role in preventing health care fraud and abuse and 
complying with applicable State and federal laws related to health care fraud and 
abuse. The Deficit Reduction Act of 2005 requires dissemination of information 
about both the federal False Claims Act and other laws, including State laws, 
dealing with fraud, waste, and abuse and whistleblower protections for reporting 
those issues.  HSVS supports the efforts of government authorities in identifying 
incidents of fraud and abuse.   Appendix C contains HSVS’ complete policy on the 
prevention of health care fraud and abuse.

13.2. Whistleblower Policy
HSVS requires its directors, officers, affiliates, subsidiaries and employees to 
observe high standards of business and personal ethics, as such personal ethics 
relate to the organization, in the conduct of their duties and responsibilities.  As 
employees and representatives of HSVS, we must practice honesty and integrity 
in fulfilling our responsibilities and comply with all applicable laws and regulations.  
The Whistleblower Policy is intended to encourage and enable employees and 
others to raise serious concerns within HSVS prior to seeking resolution outside 
the organization.  Appendix E contains HSVS’ Whistleblower Policy.
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Section 14: Confidentiality
14.1. Confidentiality of Client Records
HSVS is bound by the provisions of the Health Insurance Portability and 
Accountability Act (HIPAA) of 1996 for protecting the privacy rights of those 
individuals who receive any type of health care or clinical services from HSVS.  
All HSVS’ employees are required to abide by these policies in fulfilling their 
employment contract with HSVS.  Appendix G contains HSVS’ HIPAA Privacy 
Policy and Procedures.

14.2. HSVS Confidential Information Policy
Confidential information contained in HSVS’ files and records, whether paper or 
computer records, and whether client, business or donor information, is to be used 
for its intended purpose only.  Inappropriate access to, use of, or disclosure of such 
information will subject employees, vendors and/or volunteers to disciplinary action 
up to and including termination.

Employees should regard the following material as confidential, unless it has 
appeared in the printed annual report or in other material made public by HSVS.

 ●  All material pertaining to families or individuals served by HSVS. 
 ●  All material pertaining to persons contributing to HSVS.
 ●  Information concerning HSVS’ budget, income or expenditures.
 ●  Statistics or other factual data, including program budgets,
 prepared for the use of administration and staff, or studies made by
 the administration or staff using all or any part of such data.
 ●  Minutes or content of all meetings in which Board members,
 committee members and/or staff members participate in discussing
 the work or policies of HSVS.
 ● Any information given to the staff in writing or orally which is designated   
 as confidential.

Staff members should not discuss confidential material in public places.

This policy is not intended to violate your Section 7 rights of the National Labor 
Relations Act. 
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14.3. Working on Confidential Information Off-Site
On occasion, it may be necessary for employees to work on confidential HSVS 
information off-site, either at home or a different program location.  While such 
instances are to be discouraged, each program and department sets reasonable 
and appropriate standards for such practices to ensure the confidentiality of 
HSVS information, as well as the need to have original records on-site at all times.  
Consult an immediate supervisor regarding the practices followed by department or 
program.
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Section 15: Safety and Work-Related Injuries
15.1. Job Safety
Employees must be aware of safe practices on the job in order to ensure their own 
safety as well as the safety of their fellow employees.  Unsafe conditions must be 
reported to an immediate supervisor.  HSVS also encourages employees to report 
any unsafe working conditions to worker.safety@heartshare.org or (718) 422-3317.  
Employees should be aware that HSVS is required by law to enforce safety rules, 
and may use disciplinary action if necessary to do so.

15.2. Personal Safety
To avoid theft, employees should be careful not to leave personal property 
unattended while away from the workplace, no matter how short the absence.  
HSVS is not responsible for loss of or damage to an employee’s personal property.  
In addition, all employees are encouraged to be aware of their surroundings and 
report suspicious persons and/or activities to their supervisors and/or police.

15.3. Injury or Illness Related to the Job
HSVS provides workers’ compensation benefits to employees who sustain job-
related injuries or diseases. 
 
Inform HSVS.  Employees must inform an immediate supervisor immediately of 
any job-related injury or disease at the time it is sustained.  

Supervisor Completes C2 Form.  An immediate supervisor must complete a 
C2 form immediately and send it to HSVS’ Human Resources Department for 
processing.  The C2 form is then sent to HSVS insurance carrier which works with 
the employee and the Workers’ Compensation Board to determine whether or not 
an employee is eligible for workers’ compensation benefits.  

See a Workers’ Compensation Doctor.  If a work-related injury requires medical 
attention, employees should not use their regular medical providers.  Employees 
should see a doctor who accepts workers’ compensation insurance or go to a 
hospital.  Employees should also advise their medical providers that they are 
seeking treatment for a work-related injury.  Contact Human Resources at 718-
422-3350 for more information on how to locate a doctor who accepts workers’ 
compensation insurance.
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APPENDIX A
CODE OF ETHICS

HSVS has adopted a Code of Ethics which is binding for all employees, as well 
as for the Board of Directors, volunteers and paid consultants.  Those principles 
reflect not only HSVS policies but also professional ethics and requirements of 
funding sources, accreditation bodies and the law.  Failure by employees to abide 
by the is grounds for discipline that may include termination of employment. 

1. I always will act in the best interests of HSVS clients.  I will provide services to 
clients with respect, courtesy, professionalism and responsiveness.

2. I will protect and maintain the confidentiality of HSVS clients, as set forth in 
HSVS’ Confidential Information Policy in Section 14.2.  

3. I will strive continuously to improve my professional competence and to 
excel in the quality of services I provide.  I also will encourage the professional 
development of my associates.

4. I will strive to create and maintain an atmosphere that promotes integrity, 
honesty, fairness and objectivity, and further that fosters mutual respect and trust.

5. I will perform my HSVS duties with a positive attitude and support open 
communication, creativity, dedication and compassion in my work.

6. I will adhere to all legal requirements and ethical codes of professional conduct.

7. Staff and consultants will not have any direct or indirect financial interest in the 
assets, leases, business transactions or professional services of HSVS.

8. In the event that I need to apply for and/or receive agency services, I will not 
seek preferential treatment.  Preferential treatment for Board members, staff, 
volunteers and consultants is strictly prohibited.
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9.  I will not accept payment or other compensation or consideration from another 
service provider when referring applicants or clients to that provider.  I will never 
take a payment for a client referral to HSVS.

10.  I will not steer or direct referrals of applicants or clients to a private practice 
in which HSVS personnel or consultants, or the immediate families of HSVS 
personnel or consultants, may be engaged.  Further, cases will not be transferred 
to HSVS personnel leaving HSVS for private practice.

11.  HSVS staff and paid consultants may not conduct private practice on HSVS 
premises.

12.  I will not engage in any form of illegal discrimination or fraud, and I will support 
associates who use legitimate means to identify and report discrimination or fraud.

13.  I will strive to meet basic standards of acceptance, understanding and diversity 
of all cultures.
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APPENDIX B
POLICY FOR PREVENTING FRAUD, ABUSE AND WASTE

HSVS is committed to its role in preventing health care fraud and abuse and 
complying with applicable State and federal law related to health care fraud and 
abuse. The Deficit Reduction Act of 2005 requires dissemination of information 
about both the federal False Claims Act (“FCA”) and other laws, including State 
laws dealing with fraud, waste, and abuse, and whistleblower protections for 
reporting those issues.  HSVS supports the efforts of government authorities in 
identifying incidents of fraud and abuse.  

This policy sets forth HSVS’ policies and procedures for detecting and preventing 
fraud, waste and abuse.  An overview of the relevant state and federal statutes 
dealing with fraud, waste, abuse and whistleblower protections is attached to and a 
part of this policy.

Policies:

1. HSVS will provide training in this policy and procedure to all its employees, 
contractors and agents. This training will be provided to all new employees as part 
of employee orientation. 

2. HSVS will perform billing activities in a manner consistent with the regulations 
and requirements of third party payers, including Medicaid and Medicare.

3. HSVS will conduct regular auditing and monitoring procedures as part of its 
efforts to assure compliance with applicable regulations. 

4. Any employee, contractor or agent who has any reason to believe that anyone is 
engaging in false billing practices or false documentation of services is expected to 
report the practice to HSVS’ Compliance Officer.

5. Any form of retaliation against any employee who reports a perceived problem or 
concern in good faith is strictly prohibited.

6. Any employee who commits or condones any form of retaliation will be subject to 
discipline up to, and including, termination.
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Procedures:

1. The Compliance Officer will ensure that all employees and agents receive 
training related to the contents of this policy and the False Claims Act. The 
Compliance Officer will ensure that records are maintained to document the receipt 
of training.

2. The Compliance Officer will assure that this policy and procedure is attached to 
any contract with outside contractors or agents (as defined by this policy).
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APPENDIX C
FEDERAL & NEW YORK STATUTES RELATING TO FILING FALSE CLAIMS

I. FEDERAL LAWS

False Claims Act (31 USC §§3729-3733)

The False Claims Act (“FCA”) provides, in pertinent part, that:

 (a) Any person who (1) knowingly presents, or causes to be presented, to 
an officer or employee of the United States Government or a member of the Armed 
Forces of the United States a false or fraudulent claim for payment or approval; 
(2) knowingly makes, uses, or causes to be made or used, a false record or 
statement to get a false or fraudulent claim paid or approved by the Government; 
(3) conspires to defraud the Government by getting a false or fraudulent claim paid 
or approved by the Government;. . . or (7) knowingly makes, uses, or causes to 
be made or used, a false record or statement to conceal, avoid, or decrease an 
obligation to pay or transmit money or property to the Government,

 ***  

 is liable to the United States Government for a civil penalty of not less than 
$5,000 and not more than $10,000, plus 3 times the amount of damages which the 
Government sustains because of the act of that person . . . .

 (b) For purposes of this section, the terms “knowing” and “knowingly” 
mean that a person, with respect to information (1) has actual knowledge of the 
information; (2) acts in deliberate ignorance of the truth or falsity of the information; 
or (3) acts in reckless disregard of the truth or falsity of the information, and no 
proof of specific intent to defraud is required.

31 U.S.C. § 3729. While the False Claims Act imposes liability only when the 
claimant acts “knowingly,” it does not require that the person submitting the claim 
have actual knowledge that the claim is false. A person who acts in reckless 
disregard or in deliberate ignorance of the truth or falsity of the information, also 
can be found liable under the Act. 31 U.S.C. 3729(b).

In sum, the False Claims Act imposes liability on any person who submits a claim 
to the federal government that he or she knows (or should know) is false. An 
example may be a physician who submits a bill to Medicare for medical services 
she knows she has not provided. The False Claims Act also imposes liability on 
an individual who may knowingly submit a false record in order to obtain payment 
from the government. An example of this may include a government contractor
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who submits records that he knows (or should know) is false and that indicate 
compliance with certain contractual or regulatory requirements. The third area 
of liability includes those instances in which someone may obtain money from 
the federal government to which he may not be entitled, and then uses false 
statements or records in order to retain the money. An example of this so-called
“reverse false claim” may include a hospital that obtains interim payments from 
Medicare throughout the year, and then knowingly files a false cost report at the 
end of the year in order to avoid making a refund to the Medicare program.

In addition to its substantive provisions, the FCA provides that private parties may 
bring an action on behalf of the United States. 31 U.S.C. 3730 (b). These private 
parties, known as “qui tam relators,” may share in a percentage of the proceeds 
from an FCA action or settlement.

Section 3730(d)(1) of the FCA provides, with some exceptions, that a qui tam 
relator, when the Government has intervened in the lawsuit, shall receive at 
least 15 percent but not more than 25 percent of the proceeds of the FCA action 
depending upon the extent to which the relator substantially contributed to the 
prosecution of the action. When the Government does not intervene,
section 3730(d)(2) provides that the relator shall receive an amount that the court 
decides is reasonable and shall be not less than 25 percent and not more than 30 
percent.

Administrative Remedies for False Claims (31 USC Chapter 38. §§ 3801 – 3812)

This statute allows for administrative recoveries by federal agencies. If a person 
submits a claim that the person knows is false or contains false information, or 
omits material information, then the agency receiving the claim may impose a 
penalty of up to $5,000 for each claim. The agency may also recover twice the 
amount of the claim.

Unlike the False Claims Act, a violation of this law occurs when a false claim is
submitted, not when it is paid. Also unlike the False Claims Act, the determination 
of whether a claim is false, and the imposition of fines and penalties is made by the 
administrative agency, not by prosecution in the federal court system.

II. NEW YORK STATE LAWS

New York’s false claims laws fall into two categories: civil and administrative; and
criminal laws. Some apply to recipient false claims and some apply to provider 
false claims, and while most are specific to healthcare or Medicaid, some of the 
“common law” crimes apply to areas of interaction with the government.
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A. CIVIL AND ADMINISTRATIVE LAWS

NY False Claims Act (State Finance Law, §§187-194)

The NY False Claims Act closely tracts the federal False Claims Act. It imposes 
penalties and fines on individuals and entities that file false or fraudulent claims for 
payment from any state or local government, including health care programs such 
as Medicaid. The penalty for filing a false claim is $6,000 -$12,000 per claim and 
the recoverable damages are between two and three times the value of the amount 
falsely received. In addition, the false claim filer may have to pay the government’s 
legal fees.

The Act allows private individuals to file lawsuits in state court, just as if they were 
state or local government parties. If the suit eventually concludes with payments 
back to the government, the person who started the case can recover 25-30% 
of the proceeds if the government did not participate in the suit or 15-25% if the 
government did participate in the suit.

Social Services Law §145-b False Statements

It is a violation to knowingly obtain or attempt to obtain payment for items or 
services furnished under any Social Services program, including Medicaid, by use 
of a false statement, deliberate concealment or other fraudulent scheme or device. 
The State or the local Social Services district may recover three times the amount 
incorrectly paid. In addition, the Department of Health may impose a civil penalty 
of up to $2,000 per violation. If repeat violations occur within 5 years, a penalty up 
to $7,500 per violation may be imposed if they involve more serious violations of 
Medicaid rules, billing for services not rendered or providing
excessive services.

Social Services Law §145-c Sanctions

If any person applies for or receives public assistance, including Medicaid, by 
intentionally making a false or misleading statement, or intending to do so, the 
person’s, the person’s family’s needs are not taken into account for 6 months if a 
first offense, 12 months if a second (or once if benefits received are over $3,900) 
and five years for 4 or more offenses.

B. CRIMINAL LAWS

Social Services Law §145 Penalties

Any person who submits false statements or deliberately conceals material 
information in order to receive public assistance, including Medicaid, is guilty of a 
misdemeanor.
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Social Services Law § 366-b, Penalties for Fraudulent Practices.

a. Any person who knowingly makes a false statement or representation, or who by 
deliberate concealment of any material fact, or by impersonation or other fraudulent 
device, obtains or attempts to obtain or aids or abets any person to obtain medical 
assistance to which he is not entitled, shall be guilty of a class A misdemeanor.

b. Any person who, with intent to defraud, presents for allowance or payment 
any false or fraudulent claim for furnishing services or merchandise, or knowingly 
submits false information for the purpose of obtaining greater compensation 
than that to which he is legally entitled for furnishing services or merchandise, 
or knowingly submits false information for the purpose of obtaining authorization 
for furnishing services or merchandise under this title, shall be guilty of a class A 
misdemeanor.

Penal Law Article 155, Larceny.

The crime of larceny applies to a person who, with intent to deprive another of his
property, obtains, takes or withholds the property by means of trick, embezzlement, 
false pretense, false promise, including a scheme to defraud, or other similar 
behavior. It has been applied to Medicaid fraud cases.

a. Fourth degree grand larceny involves property valued over $1,000. It is a Class 
E felony.

b. Third degree grand larceny involves property valued over $3,000. It is a Class D 
felony.

c. Second degree grand larceny involves property valued over $50,000. It is a 
Class C felony.

d. First degree grand larceny involves property valued over $1 million. It is a Class 
B felony.

Penal Law Article 175, False Written Statements.

Four crimes in this Article relate to filing false information or claims and have been 
applied in Medicaid fraud prosecutions:

a. §175.05, Falsifying business records involves entering false information, omitting 
material information or altering an enterprise’s business records with the intent to 
defraud. It is a Class A misdemeanor. 
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b. § 175.10, Falsifying business records in the first degree includes the elements of 
the §175.05 offense and includes the intent to commit another crime or conceal its 
commission. It is a Class E felony.

c. §175.30, Offering a false instrument for filing in the second degree involves 
presenting a written instrument (including a claim for payment) to a public office 
knowing that it contains false information. It is a Class A Misdemeanor.

d. §175.35, Offering a false instrument for filing in the first degree includes the 
elements of the second degree offense and must include an intent to defraud the 
state or a political subdivision. It is a Class E felony.

Penal Law Article 176, Insurance Fraud,

Applies to claims for insurance payment, including Medicaid or other health 
insurance and contains six crimes.

a. Insurance Fraud in the 5th degree involves intentionally filing a health
insurance claim knowing that it is false. It is a Class A misdemeanor.

b. Insurance fraud in the 4th degree is filing a false insurance claim for over 
$1,000. It is a Class E felony.

c. Insurance fraud in the 3rd degree is filing a false insurance claim for over 
$3,000. It is a Class D felony.

d. Insurance fraud in the 2nd degree is filing a false insurance claim for over 
$50,000. It is a Class C felony.

e. Insurance fraud in the 1st degree is filing a false insurance claim for over $1 
million. It is a Class B felony.

f. Aggravated insurance fraud is committing insurance fraud more than once. It is a 
Class D felony.

Penal Law Article 177, Health Care Fraud,

Applies to claims for health insurance payment, including Medicaid, and contains 
five crimes:

a. Health care fraud in the 5th degree is knowingly filing, with intent to defraud, a 
claim for payment that intentionally has false information or omissions. It is a Class 
A misdemeanor.
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b. Health care fraud in the 4th degree is filing false claims and annually receiving 
over $3,000 in aggregate. It is a Class E felony.

c. Health care fraud in the 3rd degree is filing false claims and annually receiving 
over $10,000 in the aggregate. It is a Class D felony.

d. Health care fraud in the 2nd degree is filing false claims and annually receiving 
over $50,000 in the aggregate. It is a Class C felony.

e. Health care fraud in the 1st degree is filing false claims and annually receiving 
over $1 million in the aggregate. It is a Class B felony.

III. WHISTLEBLOWER PROTECTION

Federal False Claims Act (31 U.S.C. §3730(h))

The FCA provides protection to qui tam relators who are discharged, demoted, 
suspended, threatened, harassed or in any other manner discriminated against 
in the terms and conditions of their employment as a result of their furtherance 
of an action under the FCA. 31 U.S.C. 3730(h). Remedies include reinstatement 
with comparable seniority as the qui tam relator would have had but for the 
discrimination, two times the amount of any back pay, interest on any back pay and 
compensation for any special damages sustained as a result of the discrimination, 
including litigation costs and reasonable attorneys’ fees.

NY False Claim Act (State Finance Law §191)

The False Claim Act also provides protection to qui tam relators who are 
discharged, demoted, suspended, threatened, harassed or in any other manner 
discriminated against in the terms and conditions of their employment as a result 
of their furtherance of an action under the Act. Remedies include reinstatement 
with comparable seniority as the qui tam relator would have had but for the 
discrimination, two times the amount of any back pay, interest on any back
pay and compensation for any special damages sustained as a result of the 
discrimination, including litigation costs and reasonable attorneys’ fees.

New York Labor Law §740

An employer may not take any retaliatory action against an employee if the 
employee discloses information about the employer’s policies, practices or 
activities to a regulatory, law enforcement or other similar agency or public official. 
Protected disclosures are those that assert that the employer is in violation of a 
law that creates a substantial and specific danger to the public health and safety 
or which constitutes health care fraud under Penal Law §177 (knowingly filing, with 
intent to defraud, a claim for payment that intentionally has false information or 
omissions). The employee’s disclosure is protected only if the
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employee first brought up the matter with a supervisor and gave the employer 
a reasonable opportunity to correct the alleged violation. If an employer takes a 
retaliatory action against the employee, the employee may sue in state court for 
reinstatement to the same, or an equivalent position, any lost back wages and 
benefits and attorneys’ fees. If the employer is a health provider and the court finds 
that the employer’s retaliatory action was in bad faith, it may impose a civil penalty 
of $10,000 on the employer.

New York Labor Law §741

A health care employer may not take any retaliatory action against an employee if 
the employee discloses certain information about the employer’s policies, practices 
or activities to a regulatory, law enforcement or other similar agency or public 
official. Protected disclosures are those that assert that, in good faith, the employee 
believes constitute improper quality of patient care. The employee’s disclosure is 
protected only if the employee first brought up the matter with a supervisor and 
gave the employer a reasonable opportunity to correct the alleged
violation, unless the danger is imminent to the public or patient and the employee 
believes in good faith that reporting to a supervisor would not result in corrective 
action. If an employer takes a retaliatory action against the employee, the 
employee may sue in state court for reinstatement to the same, or an equivalent 
position, any lost back wages and benefits and attorneys’ fees. If the employer is a 
health provider and the court finds that the employer’s retaliatory action was in bad 
faith, it may impose a civil penalty of $10,000 on the employer.
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APPENDIX D
HEARTSHARE ST. VINCENT’S SERVICES

CONFLICT OF INTEREST POLICY

Section 1   Statement of General Policy: These By-laws recognize that it is natural 
for either real and apparent conflicts or dualities of interest to sometimes occur in 
the course of conducting the daily affairs of the Corporation.  A conflict or duality of 
interest is defined as referring only to a personal, proprietary interest of the persons 
covered by this policy and their immediate families and not to philosophical or 
professional differences of opinion.  Service as a Member, Director or Officer of 
two or more organizations affiliated with this Corporation, while a duality, shall 
not in and of itself constitute a conflict of interest. Conflicts or dualities of interest 
will occur because the many persons associated with the Corporation should be 
expected to have and do in fact generally have multiple interests and affiliations 
and various positions of responsibility within the community.  Sometimes a person 
will owe identical duties to two or more organizations having similar activities, but 
this shall not be deemed necessarily to constitute a conflict of interest.

Conflicts of interest are to be avoided because they potentially or apparently 
place the interest of another ahead of the Corporation’s obligation to its corporate 
purposes and to the public interest.  Conflicts of interest are likewise undesirable 
because they often reflect adversely upon the persons involved and upon 
the institutions with which they are affiliated, regardless of the actual facts or 
motivations of the parties.  However, it is not in the long range best interests of the 
Corporation to terminate or cease all association with persons who may have real 
or apparent conflicts or dualities of interest if there is a prescribed and effective 
method of rendering such conflicts harmless to all concerned.

It shall be the policy of the Corporation, therefore, not to preclude all dealings 
with those having actual or the appearance of conflicts or dualities of interest but 
to require that they be disclosed promptly and fully and to all necessary parties 
whenever they occur and to prohibit specified involvement by such parties in the 
affairs of the Corporation.  All of the foregoing shall be in furtherance of and not in 
derogation of the Not-for-Profit Corporation Law and any other applicable law, rules 
or regulation.

Section 2   Coverage of this Policy: This policy shall apply to all Directors, 
Corporate Officers, and key employees of the Corporation. It shall also apply 
to agents and independent contractors who provide substantial services and/
or materials, or to those with a financial interest as defined below. Substantial 
services shall be those (or a cumulative value of all services provided within a 
calendar year by a single provider) with an annual value in excess of $25,000.00 
on a rolling calendar basis. A key employee shall be any person who is notified of
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such status by the corporation or whose total monetary compensation exceeds 
$100,000.00 per calendar year. It shall be the obligation of the Corporation’s 
management to publicize this policy to all such parties on a recurring basis.

Section 3   Financial Interest: A person has financial interest if the person has, 
directly or indirectly, through business, investment or family:

a) An ownership or investment interest in any entity with which the Corporation has 
a transaction or arrangement,

b)  A compensation arrangement with the Corporation or with any entity or 
individual with which the Corporation has a transaction or arrangement, or

c) A potential ownership or investment interest in, or compensation arrangement 
with, any entity or individual with which the Corporation is negotiating a transaction 
or arrangement.

Compensation includes direct and indirect remuneration as well as gifts or favors 
that are not insubstantial.

A financial interest is not necessarily a conflict of interest.  A person who has a 
financial interest may have a conflict of interest only if the appropriate governing 
board or committee decides that a conflict of interest exists.

Section 4 - (i) Disclosure of all Conflicts - Directors, Officers, agents and 
employees of the Corporation shall disclose all real or apparent conflicts or 
dualities of interest which they discover or which is brought to their attention in 
connection with the Corporation’s activities.  “Disclosure” as used in these By-laws 
shall mean providing promptly to the Corporation a written description of the fact 
comprising the real or apparent conflict or duality of interest. An annual disclosure 
statement shall be circulated to Directors and Officers, as well as certain identified 
agents, key employees and independent contractors, to assist them in considering 
such disclosures, but disclosure is nevertheless required as and whenever conflicts 
or dualities of interest do or may occur. All written notices of disclosure of conflicts 
or dualities of interest shall be filed with the Chairperson of the Corporation or 
any other person designated by him or her from time to time to receive such 
notifications.  All disclosures of real or apparent conflicts or dualities of interest 
received hereunder shall be noted for the record in the minutes of meeting of the 
Board of Directors.

 (ii) Determining Whether a Conflict of Interest Exists- After disclosure of the 
financial interest and all material facts, and after any discussion with the interested 
person, he/she shall leave the governing board or committee meeting while the 
determination of a conflict of interest is discussed and voted upon.  The remaining 
board or committee members shall decide if a conflict of interest exists.
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 (iii) Procedures for Addressing the Conflict of Interest: 

 a) An interested person may make a presentation at the governing board 
or committee meeting, but after the presentation, he/she shall leave the   meeting 
during the discussion of, and the vote on, the transaction or arrangement involving 
the possible conflict of interest.

 b) The Chairperson of the Board of Directors or Committee 
shall, if appropriate, appoint a disinterested person or committee to                              
investigate alternatives to the proposed transaction or arrangement.

 c) After exercising due diligence, the Board of   Directors or Committee 
shall determine whether the Corporation can obtain with reasonable efforts a more 
advantageous transaction or arrangement from a person or entity that would  not 
give rise to a conflict of interest.

 d) If a more advantageous transaction or arrangement is not reasonably 
possible under circumstances not producing a conflict of interest, the Board of 
Directors or Committee  shall determine by a majority vote of the disinterested 
Directors whether the transaction or arrangement is in the Organization’s best 
interest, for its own benefit, and whether it is fair and reasonable. In conformity with 
the above determination it shall make its decision as to whether to enter into the 
transaction or arrangement.

 (iv) Violations of the Conflicts of Interest Policy:

a) If the governing Board of Directors or Committee has reasonable cause to 
believe a member has failed to disclose actual or possible conflicts of interest, 
it shall inform the member of the basis of such belief and afford the member an 
opportunity to explain the alleged failure to disclose.

b) If, after hearing the member’s response and after making further investigation as 
warranted by the circumstances, the Board of Directors or Committee determines 
the individual has failed to disclose an actual or possible conflict of interest, it shall 
take appropriate disciplinary or corrective action.

Section 5   Proscribed Activity by Persons Having Conflicts: Where an individual 
Director, Corporate Officer, agent, key employee or independent contractor 
believes that he or she or an immediate family member might have or does have 
a real or apparent conflict of interest, he or she shall, in addition to filing the notice 
of disclosure required hereunder, abstain from making motions, voting, executing 
agreements, or taking any other similar direct action on behalf of the Corporation 
where the conflict of interest might pertain by law, agreement or otherwise, unless 
and until said Conflict is waived by the Board of Directors of the Corporation.
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Section 6 - The minutes of the governing board and all committees with Board 
delegated powers shall contain:
 
a) The names of the persons who disclosed or otherwise were found to have a 
financial interest in connection with an actual or possible conflict of interest, the 
nature of the financial interest, any action taken to determine whether a conflict 
of interest was present and the Board’s or Committee’s decision as to whether a 
conflict of interest in fact existed.

b) The names of the persons who were present for discussions and votes relating 
to the transaction or arrangement, the content of the discussion, including any 
alternatives to the proposed transaction or arrangement, and a record of any votes 
taken in connection with the proceedings.
 
Section 7 - Compensation:

a) A voting member of the Board who receives compensation, directly or indirectly, 
from the Corporation for services is precluded from voting on matters pertaining to 
that individual’s compensation.

b) A voting member of any committee whose jurisdiction included compensation 
matters and who receives compensation, directly or indirectly, from the Corporation 
for services is precluded from voting on matters pertaining to that individual’s 
compensation. 
c) No voting member of the governing board or any committee whose jurisdiction 
includes compensation matters and who receives compensation, directly or 
indirectly, from the corporation, either individually or collectively, is prohibited from 
providing information to any committee regarding compensation.

Section 8 - Periodic Reviews: To ensure the Corporation operates in a manner 
consistent with charitable purposes and does not engage in activities that could 
jeopardize its tax-exempt status, periodic reviews shall be conducted.  The periodic 
reviews, shall at a minimum, include the following subjects:

a) Whether compensation arrangements and benefits are reasonable, based on 
competent survey information and the result of arm’s length bargaining.

b) Whether compensation partnerships, joint ventures, and arrangements with 
management organizations conform to the Corporation’s written policies, are 
properly recorded, reflect reasonable investment or payments for goods and 
services, further charitable purposes and do not result in inurement, impermissible 
private benefit or in an excess benefit transaction.
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APPENDIX E
WHISTLEBLOWER POLICY

General
HSVS requires its Directors, Officers, affiliates, subsidiaries and employees to 
observe high standards of business and personal ethics, as such personal ethics 
relate to the organization, in the conduct of their duties and responsibilities.  As 
employees and representatives of HSVS, those referenced above must practice 
honesty and integrity in fulfilling their responsibilities and comply with all applicable 
laws and regulations.

This policy is not a vehicle for reporting violations of HSVS’ applicable human 
resources policies, problems with co-workers or managers, or for reporting issues 
related to alleged employment discrimination or sexual or any other form of 
unlawful harassment, all of which should be dealt with in accordance with HSVS’ 
Employee Handbook, (the “Handbook”), as it is the policies of the Handbook that 
are applicable to such matters.

The matters which should be reported under this policy include suspected fraud, 
theft, embezzlement, accounting or auditing irregularities, bribery, kickbacks, 
misuse of HSVS assets or suspected regulatory, compliance or ethics-related 
issues, concerns or violations.

Reporting Responsibility

It is the responsibility of all Directors, Officers and employees to report in good 
faith violations or suspected violations of high business and personal ethical 
standards, as such personal ethics relate to the organization and/or applicable 
legal requirements (“Violations”) in accordance with this Whistleblower Policy.
No Retaliation

No Director, Officer or employee who in good faith reports a Violation shall suffer 
harassment, retaliation or adverse employment consequence because of such 
report. An employee who retaliates against someone who has reported a Violation 
in good faith is subject to discipline up to and including termination of employment. 
This Whistleblower Policy is intended to encourage and enable employees and 
others to raise serious concerns within the Organization prior to seeking resolution 
outside the Organization.  Notwithstanding anything contained herein to the 
contrary, this Whistleblower Policy is not an employment contract and does not 
modify the employment relationship between HSVS and its employees, nor does it 
change the fact that employees of HSVS are employees at will.  Nothing contained 
herein provides any Director, Officer or employee of HSVS with any additional
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rights or causes of action, other than those provided by Section 1107 of the 
Sarbanes-Oxley Act of 2002.

Reporting Violations
Questions, concerns, suggestions or complaints regarding the ethical and legal 
standards noted above should be addressed directly to the Corporate Compliance 
Officer (the “Compliance Officer”).

Compliance Officer
The Compliance Officer is responsible for investigating and resolving all reported 
Violations and shall advise the Audit Committee of the Board of Directors and, if 
the Compliance Officer deems it appropriate, the President/CEO, of all reported 
complaints and allegations of Violations.  The Compliance Officer is required to 
report to the full Board of Directors at each regularly scheduled board meeting on 
compliance activity.

Accounting and Auditing Matters
The Audit Committee of the Board of Directors shall address all reported concerns 
or complaints regarding corporate accounting practices, internal controls or 
auditing. The Compliance Officer shall immediately notify the Audit Committee 
of any such complaint and work with the committee until the matter is resolved.  
Promptly upon receipt, the Audit Committee shall evaluate whether a complaint 
constitutes an accounting complaint and if so shall promptly determine what 
professional assistance, if any, it needs in order to conduct an investigation.  The 
Audit Committee will be free in its sole discretion to engage outside auditors, 
counsel or other experts to assist in the investigation and in the analysis of results.  

Investigations
The Compliance Officer may delegate the responsibility to investigate a reported 
Violation, whether relating to accounting and auditing matters or otherwise, to 
one or more employees of HSVS or to any other individual, including persons 
not employed by HSVS, selected by the Compliance Officer; provided that the 
Compliance Officer may not delegate such responsibility to an employee or 
other individual who is the subject of the reported Violation or in a manner that 
would compromise either the identity of an employee who reported the Violation 
anonymously or the confidentiality of the complaint or resulting investigation.  
Notwithstanding anything herein to the contrary, the scope, manner and 
parameters of any investigation of a reported Violation shall be determined by the 
Audit Committee in its sole discretion and HSVS and its employees will cooperate 
as necessary in connection with any such investigation.
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Acting in Good Faith
Anyone filing a complaint concerning a Violation must act in good faith and have 
reasonable grounds for believing the information disclosed may indicate a violation 
of such standards.  Any allegations that prove not to be substantiated and which 
prove to have been made maliciously or knowingly to be false will be viewed as a 
serious disciplinary offense.

Confidentiality
In making a complaint or submission, an employee of the Organization may 
request that such complainant be treated in a confidential manner (including that 
HSVS take reasonable steps to ensure that the identity of the employee making the 
complaint remains anonymous).  HSVS takes seriously its responsibility to enforce 
this Whistleblower Policy and therefore encourages any employee reporting a 
Violation to identify him or herself so as to facilitate any resulting investigation.  
Employees may, however, submit complaints on an anonymous basis.  Reports of 
Violations will be kept confidential to the extent possible, consistent with the need 
to conduct an adequate investigation.
 
Handling of Reported Violations
The Compliance Officer will notify the sender and acknowledge receipt of the 
reported violation or suspected violation within five business days, but only to the 
extent the sender’s identity is disclosed or a return address is provided.  All reports 
will be investigated promptly, the scope of any such investigation being within the 
sole discretion of the Audit Committee, and appropriate corrective action will be 
taken if warranted by the investigation.
 
Records
The Audit Committee will retain on a strictly confidential basis for a period of seven 
years (or otherwise as required under HSVS’ record retention policies in effect 
from time to time) all records relating to any complaint and to the investigation and 
resolution thereof.  All such records are confidential to the Organization and such 
records will be considered privileged and confidential.
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APPENDIX F
CODE OF CONDUCT FOR CUSTODIANS OF PEOPLE WITH SPECIAL NEEDS
June 10, 2013

Introduction

The Protection of People with Special Needs Act (“the Act”) establishes the 
Justice Center for the Protection of People with Special Needs (“Justice Center”) 
and requires that this Code of Conduct be read and signed by anyone who will 
have regular and substantial contact with any person who is receiving services or 
supports from facilities or providers covered by the Act.

The Code of Conduct is not intended to provide a detailed list of what to do in every 
aspect of employment. Instead it represents a framework that will help custodians 
determine how to help people with special needs live self-directed, meaningful lives 
in their communities, free from abuse and neglect, and protected from harm.

Employees, volunteers, vendors and/or anyone who will have regular and 
substantial contact with any person who is receiving services or supports from 
HSVS must abide by the following Code of Conduct provisions:

1. Person-Centered Approach

My primary duty is to the people who receive supports and services from this
organization. I acknowledge that each person of suitable age must have the
opportunity to direct his or her own life, honoring, where appropriate, their right to
assume risk in a safe manner, and recognizing each person’s potential for lifelong 
learning and growth. I understand that my job will require flexibility, creativity 
and commitment. Whenever appropriate, I will work to support the individual’s 
preferences and interests.

2. Physical, Emotional and Personal Well-being

I will promote the physical, emotional and personal well-being of any person who
receives services and supports from this organization, including their protection 
from abuse and neglect and reducing their risk of harm. I will immediately report 
any situation in which any person receiving services or supports is experiencing, or 
is at risk of experiencing abuse or neglect.

3. Respect, Dignity and Choice

I will respect the dignity and individuality of any person who receives services and 
supports from this organization and honor their choices and preferences
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whenever possible and appropriate. I will help people receiving supports and 
services use the opportunities and resources available to all in the community, 
whenever possible and appropriate.

4. Self-Determination

I will help people receiving supports and services realize their rights and 
responsibilities, and, as appropriate, make informed decisions and understand their 
options related to their physical health and emotional well-being.

5. Relationships

I will help people who receive services and supports from this organization 
maintain or develop healthy relationships with family and friends. I will support 
them in making informed choices about safely expressing their sexuality and other 
preferences, whenever possible and appropriate.

6. Advocacy

I will advocate for justice, inclusion and community participation with, or on behalf 
of, any person who receives services and supports from this organization, as 
appropriate. I will promote justice, fairness and equality, and respect their human, 
civil and legal rights.

7. Personal Health Information and Confidentiality

I understand that persons served by my organization have the right to privacy and 
confidentiality with respect to their personal health information and I will protect this 
information from unauthorized use or disclosure, except as required or permitted 
by law.

8. Non-Discrimination

I will not discriminate against people receiving services and supports or colleagues 
based on race, religion, national origin, gender, gender identity, age, sexual 
orientation, economic condition or disability.

9. Integrity, Responsibility and Professional Competency

I will reinforce the values of this organization when it does not compromise the 
wellbeing of any person who receives services and supports. I will maintain my 
skills and competency through continued learning, including all training provided 
by this organization. I will actively seek advice and guidance of others whenever 
I am uncertain about an appropriate course of action. I will not misrepresent my 
professional qualifications or affiliations. I will demonstrate model behavior to all, 
including persons receiving services and supports.
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10. Reporting Requirement

As a mandated reporter, I acknowledge my legal obligation to report all allegations 
of reportable incidents immediately upon discovery to the Justice Center’s 
Vulnerable Persons’ Central Register by calling 1-855-373-2122.

__________________________
PLEDGE TO ABIDE BY THE CODE OF CONDUCT FOR CUSTODIANS OF 
PEOPLE WITH SPECIAL NEEDS

I pledge to prevent abuse, neglect or harm toward any person with special needs. 
If I learn of, or witness, any incident of abuse, neglect or harm toward any person 
with special needs, I will offer immediate assistance and then notify emergency 
personnel, including 9-1-1 where appropriate, and inform the management of 
this organization. I pledge also to report the incident to the Justice Center for the 
Protection of People with Special Needs. I acknowledge that I have read and that I 
understand the Code of Conduct. I agree to abide by this Code of Conduct.
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APPENDIX G
HIPAA PRIVACY POLICIES & PROCEDURES

These policies delineate HSVS’ process for implementing the Health Insurance 
Portability and Accountability Act (HIPAA) of 1996 and for protecting the privacy 
rights of those individuals who receive any type of health care or clinical services 
from HSVS.  All HSVS employees are required to abide by these policies in fulfilling 
their employment responsibilities with HSVS.

1. Privacy Notice Dissemination and Written Acknowledgement
a. HSVS “Notice of Privacy Practices” became effective on April 14, 2003.  This 
Notice is available in print form and will also be available electronically on HSVS’s 
website at www.hsvsnyc.org.

b. For new persons served by HSVS after April 14, 2003, the individual and/
or his or her personal representative will be given a copy of HSVS’ “Notice of 
Privacy Practices” prior to receiving services and will be requested to sign the 
acknowledgement of receipt at that time.  In the event that an individual enters 
HSVS’ care or begins receiving services on an emergency basis, the program will 
have 10 business days to provide the person served and/or his or her personal 
representative with a copy of the Notice of Privacy Practices. 

c. If the person served is a minor (under the age of 18), the personal representative 
of the person served will be asked to sign the “Acknowledgement of Receipt of 
Privacy Notice” to verify receipt. 

d. If the person served is an adult (18 years of age or older) who is determined 
to have informed consent, he or she will be given a copy of the Notice of Privacy 
Practices and be asked to sign the acknowledgement of Receipt of Privacy Notice.  
In the event that the individual cannot read the Notice of Privacy Practices, the 
Notice will be read and discussed with the individual by a HSVS staff member 
before a signature is requested. 

e. If the person served is an adult (18 years of age or older) who does not have 
the capacity for informed consent, the individual’s personal representative will be 
asked to read the Notice of Privacy Practices and sign the Acknowledgement of 
Receipt of Privacy Notice on behalf of the person served. 

f. In the event that a person served does not sign the Acknowledgement of 
Receipt of Privacy Notice, good faith efforts must be made to obtain a signature 
acknowledging receipt.  These good faith efforts to obtain a signature must be 
documented repeatedly in the individual’s clinical record with an explanation as to 
why the signature was not obtained.  In the event that a person served or his/her 
personal representative continually refuse to provide written acknowledgement
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of receipt, the appropriate Director of Programs should be contacted to assist in 
developing additional outreach strategies. 

g. HSVS reserves the right to make changes to the Privacy Notice at any time.  If 
changes are made, the agency will post the new notice with the effective date on 
HSVS’s website at www.hsvsnyc.org and at its facilities.  In addition, HSVS will 
notify all persons served that the Privacy Notice has been modified and will provide 
a copy at the next regularly scheduled appointment or planning meeting for each 
individual.

2. Right of Person Served to Review Clinical Records

a. All persons receiving clinical services from HSVS, HeartShare Human Services 
of New York, HeartShare Wellness, Ltd. and/or HeartShare Education Center have 
the right to inspect and obtain a copy of any clinical information that may be used 
to make decision about them, including their treatment and service plans, for as 
long as the information is maintained in HSVS’ records.

b. To request a copy of this information, the person served or his/her personal 
representative should contact the Privacy Officer at HSVS’ Privacy Compliance 
Department. Before responding to the request, verification will be made that the 
information can be given to the individual requesting it.  Note: HSVS may require 
the person served to make his or her request for clinical information in writing. 

c. HSVS will respond to any request for inspection of records within 10 days.  
HSVS ordinarily will respond to requests for copies of records within 30 days if the 
information is located at a HSVS’ facility and within 60 days if the information is 
located off-site at HSVS’ storage facility.  If additional time is required, HSVS will 
notify the requesting individual in writing within the above timeframes to explain the 
reason for the delay and when to expect a final response.

3. Right of Person Served to Review Denial

a. Under certain limited circumstances, HSVS may deny an individual’s request 
to inspect or obtain a copy of his or her clinical information.  In those instances, a 
written summary of the information will be provided instead.

b. HSVS also will provide a written notice that explains HSVS’ reasons for 
providing only a summary, as well as a complete description of the individual’s 
rights to have that decision reviewed.  The notice will include information on how 
to file a complaint about those issues with either HSVS’ Privacy Compliance 
Department, the Secretary of the U.S. Department of Health and Human Services 
or the federal Office of Civil Rights.

c. If HSVS has reason to deny only part of the individual’s request, HSVS will 
provide complete access to the remaining parts.
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4. Right of Person Served to Request Amendment of Records

a. Persons served or their personal representatives may request that HSVS amend 
the clinical information that we have about them for as long as the information is 
kept in our records. 

b. To request an amendment, the person served or their personal representatives 
should write to the Privacy Officer.  The request should include the reason(s) why 
the amendment is requested.  HSVS generally will respond to the request within 
60 days of receipt.  If additional time is needed, HSVS will notify the requesting 
individual in writing within 60 days to explain the reason for the delay and to alert 
him or her as to when a final answer can be expected.

c. In the event that HSVS denies part or all of a request for an amendment, HSVS 
will provide written notice to the individual that explains the agency’s reasons 
for doing so.  If the individual disagrees with HSVS’ decision, he or she will have 
an opportunity to submit a statement explaining the disagreement, which will be 
included in their clinical record.  HSVS also will provide information on how to file 
a complaint with either HSVS’ Privacy Compliance Department, the Secretary of 
the U.S. Department of Health and Human Services or the federal Office of Civil 
Rights. 

5. Right of Person Served to Request an Accounting of Disclosures

a. After April 14, 2013, persons served or their personal representatives will have 
the right to request a list of the disclosures HSVS has made of the individual’s 
clinical information, except as specified in (c) below.  That list will contain 
information concerning with whom and in what capacity HSVS has shared its 
clinical information with others.

b. The clinical record of each person served will contain a “Disclosures List” to be 
recorded by the members of HSVS’ treatment team as required by these policies.

c. The Disclosures List will not include:

 ●  Disclosures made for treatment, payment and health care operations;
 ●  Disclosures made to the person served or others with his/her permission;
 ●  Disclosures made to friends and family members involved in the 
 individual’s care or payment for his/her care;
 ●  Disclosures that were incidental to permissible uses of the individual’s 
 clinical information;
 ●  Disclosures for research, public health or health oversight purposes, or 
 for normal business operations, which include only limited portions of
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 the individual’s clinical information that do not directly identify the person;
 ●  Disclosures to government agencies that administer public benefits;
 ●  Disclosures to lessen a serious or imminent threat to the person’s safety  
 or someone else’s;
 ●  Disclosures to report domestic violence and adult abuse or neglect;
 ●  Disclosures made to federal officials for national security and intelligence  
 activities;
 ●  Disclosure about inmates to correctional institutions or law enforcement  
 officials; 
 ●  Disclosures for judicial and administrative proceedings or law 
   enforcement purposes;
 ●  Disclosures to coroners, medical examiners, organ procurement    
 organizations and funeral directors upon an individual’s death;
 ●  Disclosures that will allow HSVS to contact an individual to request  
 their assistance in raising money on the organization’s behalf; and
 ●  Disclosures made before April 14, 2003. 

d. An individual requesting a Disclosures List should write to the Privacy Officer 
at HSVS’ Privacy Compliance Department.  The request must state a time period 
within the past six years, but after April 14, 2003.  The person served will be 
entitled to one accounting list within every 12-month period for free.  However, 
HSVS reserves the right to charge for the cost of providing any additional 
accounting list(s) within the same 12-month period.  The individual will be notified 
of any cost involved prior to fulfilling the request.

e. Responses to a request for a Disclosures List generally will be made within 60 
days.  If additional time is needed, HSVS will notify the requesting individual in 
writing about the reason for the delay and the date when he or she can expect 
to receive the list.  In rare cases, HSVS may delay providing the disclosures list 
within notifying the requesting individual because a law enforcement official or 
government agency has requested the agency to do so. 

6. Right of Person Served to Request Additional Privacy Protections

a. Persons served by HSVS have the right to request that the agency further 
restrict the way that it uses and discloses their clinical information to treat their 
condition, collect payment for that treatment or run the agency’s normal business 
operations.  Such requests may ask that HSVS limit how it discloses specific 
information about them to family or friends involved in their care.

b. To request a restriction, the person served should write to the Privacy Officer 
at HSVS’ Privacy Compliance Department.  The request should include: 1) what 
information he or she wants to limit; 2) whether he or she wants to limit use of the 
information, how the information is shared with others, or both; and 3) to whom the 
individual wants the limits applied.  
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c. HSVS is not required to agree to the request for a restriction and, in some cases, 
the requested restriction may not be permitted under law.  However, if HSVS does 
agree, the agency will be bound by HSVS’ agreement unless the information is 
needed for emergency treatment or to comply with the law.

d. An individual has the right to revoke his/her restriction at any time.  Under some 
circumstances, HSVS also has the right to revoke the restriction as long as the 
individual is notified in advance.  In other cases, HSVS will need the individual’s 
permission before revoking the restriction.

7. Right of Person Served to Request Confidential Communications

a. A person served or his/her personal representative has the right to request 
that HSVS communicate with them by an alternative means or at an alternative 
location.  For example, by fax instead of mail or at work instead of home.

b. To request more confidential communications, the individual should write to the 
Privacy Officer at HSVS’ Privacy Compliance Department specifying how or where 
he or she wishes to be contacted and how payment for health care will be handled 
through this alternative location or method of communication.  HSVS will not ask 
the reason for the request and will try to accommodate all reasonable requests. 

8. Authorization Required for all Other Uses and Disclosures

a. For all other types of uses and disclosures not described in the Notice of Privacy 
Practices, HSVS will use or disclose clinical information only with a written consent 
signed by the person served or his/her personal representative that states who 
may receive the information, what information is to be shared, the purpose of the 
use or disclosure and an expiration for the authorization.  Written authorizations 
always are required for use and disclosure of psychotherapy notes. 

b. If the person served cannot give permission due to an emergency, HSVS may 
release clinical information if the agency deems that release of such information is 
in the individual’s best interest.  However, HSVS must inform the individual as soon 
as possible after releasing such information. 

c. The person served has the right to revoke a prior authorization at any time.  
Such revocation must be in writing and indicate the specific authorization(s) no 
longer permitted.  HSVS cannot, however, take back disclosures the agency 
already had made before the authorization was revoked.  In addition, the agency 
must retain clinical information that indicates the services that have been provided 
to the person served.
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9. HSVS Privacy Review Committee for Compliant Resolution Process

a. HSVS will establish a Privacy Review Committee composed of individuals from 
throughout the agency to review HIPAA policy questions that might arise internally 
and to handle all written complaints filed by persons served or their personal 
representatives.  The Committee will be overseen by HSVS’ Senior Privacy Officer.  
Committee composition will include:

 ●  A representative of Developmental Disabilities Services;
 ●  A representative of HeartShare St. Vincent’s Services;
 ●  A representative of HeartShare Wellness, Ltd.;
 ●  A representative of HeartShare Education Center;
 ●  A representative of Quality Improvement Department; and 
 ●  HeartShare’s Special Assistant to the President.

If any committee member is directly involved in any of the complaints received, 
he or she will be excluded from any discussions and deliberations concerning that 
case.

b. The Privacy Review Committee will meet on an ad hoc basis as needed, but no 
less than two weeks (10 business days) from the date that a complaint or request 
for policy review is received.

c. Records will be kept of Committee proceedings, and decisions are to be 
rendered within 45 days of receipt of a complaint or request for assistance. 
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APPENDIX H
KEY CONTACT INFORMATION

Dawn Saffayeh
Executive Director
(718) 422-2302
Dawn.saffayeh@heartshare.org 

Michael Cutrona
Vice President for Human Resources
(718) 422-3302
Michael.cutrona@heartshare.org 

Stan Capela
Corporate Compliance Officer
(718) 422-4248
Stan.capela@heartshare.org 

HeartShare’s Complaint Hotline/Whistleblower
(718) 422-3344

Communications Department
(718) 422-3208

Privacy Officers
12 Metro Tech Center, 29th Floor, Brooklyn, NY 11201 
(718) 422-4248
Stan.capela@heartshare.org
(718) 422-4203
Joseph.guarinello@heartshare.org

Human Resources Department
(718) 422-3350

HeartShare University
(718) 422-3239
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