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[bookmark: welcome-about-our-home]1. Welcome & About Our Home
Welcome to [NAME OF YOUR AFH]. We provide 24‑hour care to vulnerable adults in a residential setting that is safe, respectful, and supportive. An adult family home is different from other workplaces. We work in a private home, in small teams, and we care for residents who depend on us every day.
Each employee plays an important role in supporting residents to live with dignity, comfort, and as much independence as possible. The quality of care we provide depends on teamwork, clear communication, and compassion.
Our Values in Action 
- Respect: Speak kindly, protect privacy, honor resident choices 
- Safety: Follow care plans, report concerns, use proper procedures 
- Compassion: Be patient, calm, and supportive 
- Teamwork: Help each other, communicate clearly, ask for help 
- Professionalism: Follow policies, arrive on time, act responsibly

[bookmark: purpose-of-this-handbook]2. Purpose of This Handbook
This handbook explains workplace expectations, employee rights, legal requirements, and safety rules. It is designed to help you succeed in your role and understand how to work safely and legally in an adult family home.
This handbook is not a contract. Employment is at‑will, meaning either the employee or the employer may end employment at any time, with or without cause, as allowed by law.
If you do not understand any policy in this handbook, ask your supervisor. We are committed to open communication and clarification.

[bookmark: X1956171e76109c9d76b58d6c655d3d1fb763715]3. At‑Will Employment & Employee Classification
Employment with this adult family home is at‑will. This means either the employee or the employer may end the employment relationship at any time, with or without notice, as permitted by law.
At‑will employment does not remove employee rights under Washington State or federal law. Employees are still protected from discrimination, retaliation, and unlawful practices.
Employees may be classified as: - Full‑time or Part‑time - Temporary or On‑Call - Non‑Exempt (hourly, overtime‑eligible) - Exempt (salaried, not eligible for overtime)
Most caregiving roles are non‑exempt and eligible for overtime pay.

[bookmark: required-employment-forms-documents]4. Required Employment Forms & Documents
All employees must complete and maintain required employment documentation. These documents must remain current throughout employment.
Required forms and documents include: 
- Form I‑9 (Employment Eligibility Verification) 
- W‑4 (Tax Withholding) 
- Washington State background check clearance 
- Fingerprinting (if required) 
- Emergency contact form
- Required certifications and training records (HCA, CNA, CPR/First Aid, CEUs, Food Handler Permit)
Employees are responsible for renewing certifications before expiration. Failure to maintain required credentials may result in removal from the schedule until resolved.

[bookmark: X49249072a943b45066daf76b7536ed370e0016d]5. Equal Employment Opportunity & Non‑Discrimination
We are an equal opportunity employer. Discrimination or harassment is not permitted based on any protected characteristic under Washington State or federal law.
This includes, but is not limited to, discrimination based on race, color, religion, sex, gender identity, sexual orientation, age, disability, national origin, marital status, veteran status, or immigration status.
Discrimination includes unfair treatment, offensive comments, jokes, or unequal scheduling or discipline. Employees may report concerns without fear of retaliation.

[bookmark: professional-conduct-workplace-behavior]6. Professional Conduct & Workplace Behavior
Employees are expected to behave professionally at all times.
Professional conduct includes: 
- Treating residents, families, and coworkers with dignity 
- Following the chain of command 
- Communicating respectfully 
- Following care plans and instructions 
- Avoiding gossip or arguments 
- Never discussing workplace conflicts in front of residents
Concerns about coworkers should be brought to the supervisor, not discussed with residents or families.

[bookmark: confidentiality-resident-rights-hipaa]7. Confidentiality & Resident Rights (HIPAA)
Employees must protect all resident medical, personal, and financial information.
Confidential information may only be shared with authorized individuals as required for care.
Examples of confidentiality violations include: 
- Discussing residents in public places 
- Sharing information with unauthorized family members 
- Posting or messaging about residents
Violations may result in discipline, up to and including termination.

[bookmark: X9d938e051d51258cb3033c84131b62fcc151f57]8. Training Requirements & Certification Responsibilities
Employees must complete required training and maintain certifications as required by Washington State and DSHS.
Training requirements include: 
- Orientation and safety training before working alone 
- HCA (75 hours) or CNA (108+ hours) training within 120 days of hire 
- Certification within 365 days of hire 
- Annual continuing education (12 CEUs, birthday to birthday) 
- CPR and First Aid 
- Food Handler Permit 
- Specialized training (Dementia, Mental Health, DDA, Diabetes) as required 
- RN Delegation training, when applicable
Required training time is paid according to Washington State law.

[bookmark: X4c038010d7459368cefe41436b65d223dbc02e5]9. Schedules, Attendance, Breaks & Overtime Rules
Employees are expected to arrive on time and work their scheduled shifts.
Breaks are provided as required by law: 
- One paid 10‑minute rest break for every 4 hours worked 
- One unpaid 30‑minute meal break when working more than 5 hours
If a break is missed due to resident care needs, employees must notify their supervisor.
Overtime is paid at 1.5 times the regular rate for hours worked over 40 in a workweek.

[bookmark: payroll-wages-deductions-paid-sick-leave]10. Payroll, Wages, Deductions & Paid Sick Leave
Employees are paid according to agreed wage rates and pay schedules.
Washington State Paid Sick Leave: 
- Accrues at 1 hour per 40 hours worked 
- May be used for personal illness, mental health, family care, or qualifying reasons
Pay stubs will show hours worked, pay rate, deductions, and leave balances.

[bookmark: safety-emergencies-mandatory-reporting]11. Safety, Emergencies & Mandatory Reporting
Employees must work safely and report hazards immediately.
In emergencies, call 911 first, then notify the supervisor.
Employees are mandatory reporters and must report suspected abuse, neglect, or exploitation. Good‑faith reporting is protected by law, and retaliation is prohibited.

[bookmark: infection-control-ppe-requirements]12. Infection Control & PPE Requirements
Employees must follow infection control procedures at all times.
This includes:
- Handwashing 
- Proper use of PPE 
- Cleaning and disinfecting surfaces 
- Staying home when ill with contagious symptoms
PPE will be provided by the home.

[bookmark: X3d6f7ee22ad5ecd19340a6a753f7785a80746c3]13. Medication Assistance & RN Delegation Rules
Employees may only assist with medications as allowed by law.
Medication assistance may occur only: 
- Under RN Delegation, or 
- When assisting with resident self‑administration
Never give medications without authorization. When unsure, ask before acting.

[bookmark: use-of-technology-phones-social-media]14. Use of Technology, Phones & Social Media
Personal phones must be silent and used only during breaks.
Employees may not: 
- Take photos or videos in the home 
- Post resident‑related information online 
- Share workplace information on social media
Violations may result in discipline.

[bookmark: X4fda0fa5a4c92d6e62bf0280465f441c2bed983]15. Harassment, Workplace Violence & Drug‑Free Workplace
Harassment, bullying, threats, violence, drugs, and alcohol are prohibited.
Harassment may be verbal, physical, or visual. Concerns should be reported immediately.

[bookmark: leaves-of-absence]16. Leaves of Absence
Employees may qualify for legally protected leave, including: 
- Washington Paid Family & Medical Leave (PFML) 
- Family and Medical Leave Act (FMLA) 
- Pregnancy Disability Leave - Workers’ Compensation (L&I)
PFML is administered by the State of Washington. The employer will assist with required documentation.

[bookmark: employee-benefits]17. Employee Benefits
Benefits vary by adult family home and may include: 
- Paid training 
- Continuing education support 
- Consistent schedules 
- Bonuses or stipends
Benefits are not guaranteed unless specified in writing.

[bookmark: X71f2b195025232f58f0184896d47edb37f1470e]18. House Policies & Resident‑Centered Care Expectations
Employees must: 
- Follow individualized care plans 
- Document care accurately and on time 
- Maintain cleanliness and safety
 - Respect cultural, personal, and emotional needs 
- Report changes in resident condition promptly

[bookmark: disciplinary-process]19. Disciplinary Process
Discipline is intended to correct behavior and support improvement.
Discipline may include: 
- Coaching and verbal warnings 
- Written warnings 
- Suspension 
- Termination
Serious violations may result in immediate termination.

[bookmark: separation-of-employment]20. Separation of Employment
Employees are encouraged to provide notice when resigning.
Final pay will be provided according to Washington State law. Employees must return all property and documentation.

[bookmark: employee-acknowledgment-form]21. Employee Acknowledgment Form
Employees must sign an acknowledgment confirming receipt and understanding of this handbook. Signing does not indicate agreement with all policies. Acknowledgement form is included at the end of this handbook.
Language assistance is available upon request.

[bookmark: X78632fafc7621a864f8bbb34875e59b8e5d243e]Appendix: Required WA State Forms & Helpful Links
· Form I‑9: Completing Form I-9 | USCIS
· W‑4: fw4.pdf (SECURED)
· Background Check: Background Check Central Unit | DSHS
· Home Care Aide Certification: Home Care Aide | Washington State Department of Health
· Training Requirements: Training Requirements for Adult Family Homes | DSHS
· Paid Sick Leave: Paid Sick Leave
· Paid Family & Medical Leave: Individuals and Families – Washington State's Paid Family and Medical Leave
· Mandatory Reporting: Reporting Abuse as a Mandatory Reporter | DSHS
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Acknowledgement 

By signing below, I acknowledge that I have read, understood, and agree to comply with [NAME OF YOUR AFH] Employee Handbook.





Employee Name (Printed) ___________________________________________

Employee Signature ________________________________________________

Date _________________



Supervisor Name (Printed) __________________________________________

Supervisor Signature _______________________________________________

Date _________________
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