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1 INTRODUCTION 

Every employee at MEnD Correctional Care has a personal stake in the success of the 
company. We understand that the only way to realize our full potential as a company is to 
do an outstanding job of helping our customers realize theirs. It is important that we 
provide helpful information to employees to ultimately provide a quality experience for all.  

1.1 Mission 

The mission of MEnD Correctional Care is to provide an exceptional level of correctional 
healthcare while performing our duties in a fiscally responsible manner and improving 
safety and security for all involved. 

1.2 Disclaimer 

This employee handbook is designed to provide each employee with a general 
understanding of MEnD Correctional Care’s employee policies and procedures.  It is not 
intended to address every problem or situation that might arise.  Questions about 
subjects not contained in this manual along with any need for clarification or interpretation 
of anything contained in this manual should be directed to MEnD Correctional Care 
management. 

Policies may change from time to time and we will try to notify you of those changes, 
although MEnD Correctional Care reserves the right to change, eliminate, or depart from 
these policies, with or without notice.  The policies in this handbook replace and 
supersede all previous policies and handbooks. 

This handbook is not a contract.  It does not guarantee any person continued 
employment.  All employees of MEnD Correctional Care are employed at-will.  That 
means that you have the right to terminate your employment whenever you choose, for 
any reason or no reason.  Similarly, MEnD Correctional Care has the same right to 
terminate your employment whenever it chooses, for any reason or no reason. MEnD 
Correctional Care has the right to depart from or change any policy contained in this 
handbook, except that changes to an employee’s at-will status may only be made in a 
separate writing, signed by the President of MEnD Correctional Care.  Oral promises will 
not be binding upon MEnD Correctional Care. 

Nothing in this handbook should be interpreted to apply to employee discussions 
regarding working conditions or terms of employment, or to otherwise interfere with 
employees’ rights under applicable law.  This handbook will be interpreted and applied in 
compliance with applicable law. 
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2 EMPLOYMENT STANDARDS 

2.1 Employment Status 

Full-time employees: Employees authorized and scheduled to work 32 or more hours 
per week on a regular basis.  Full-time employees are eligible for benefits per the terms 
of each benefit policy.   
 
Part-time employees: Employees authorized and scheduled to work more fewer than 32 
hours per week on a regular basis.  Part-time employees are not currently eligible for 
benefits, except as required by law.   
 
Temporary employees: Employees hired or placed on assignment for a specific project 
or period of time.  Temporary employees are not currently eligible for benefits, except as 
required by law. 

2.2 Fair Labor Standards Act Classifications 

Non-exempt employees.  Non-exempt employees are subject to the minimum wage and 
overtime compensation provisions of the Federal Fair Labor Standards Act (FLSA) and 
applicable state law.  These employees are generally paid on an hourly basis.  Non-
exempt employees must keep accurate records of all time worked. 

Exempt employees.  Certain employees are exempt from the minimum wage and 
overtime compensation provisions of the Federal Fair Labor Standards Act (FLSA) and 
applicable state law.  These employees may be paid on a salary or commission basis.  
Exempt employees are not eligible for overtime pay. 

2.3 Equal Employment Opportunity 

MEnD Correctional Care is an equal employment opportunity employer. It is the policy of 
MEnD Correctional Care to provide equal employment opportunity and to prohibit 
discrimination and harassment for everyone regardless of age, color, race, creed, 
gender, national origin, religion, sexual orientation, marital status, familial status, veteran 
status, physical or mental disability, genetic information, status with regard to public 
assistance, or any other consideration made unlawful by federal, state, or local laws.  

This policy applies to all MEnD Correctional Care actions including hiring, training, 
promotions, transfers, layoffs, rates of pay, and other forms of compensation. This policy 
applies to all persons involved with MEnD Correctional Care operations and prohibits the 
unlawful discrimination or harassment by or against any employee of MEnD Correctional 
Care. 

2.4 Open Door Policy 

Sometimes employees may encounter problems or difficulties at work.  Employees may 
sometimes disagree with how things are done or have suggestions to make things 
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operate more smoothly.  Recognizing that open communication can often solve problems 
and that we all have much to share with one another, MEnD Correctional Care supports 
an “Open Door” atmosphere where all employees can feel comfortable sharing their 
ideas and suggestions; discussing issues or concerns; seeking information; or resolving 
problems through open and honest communication with a Nursing Director or any 
member of the management team.  

If your concern relates to unlawful harassment, discrimination or retaliation, please refer 
to the reporting procedure described in the Sexual Harassment, Other Unlawful 
Harassment, Discrimination and Retaliation Policy. 

2.5 Reasonable Accommodation 

Any employee who believes that they require assistance to perform their job expectations 
because of limitations imposed by a physical or mental disability may request reasonable 
accommodation.  Requests for accommodation should be submitted to a Nursing 
Director.  Requests will be evaluated to determine the extent to which they may be 
granted.   

An employee who believes that they require reasonable accommodation for health 
conditions related to pregnancy or childbirth may request such a reasonable 
accommodation. Requests for accommodation should be submitted to a Nursing Director. 
Requests will be evaluated to determine the extent to which they may be granted. 

Employees whose sincerely held religious beliefs conflict with MEnD Correctional Care 
policies or practices may also request reasonable accommodation by submitting a 
request to a Nursing Director.  Requests will be evaluated to determine the extent to 
which they may be granted.  

2.6 New Employee Orientation & Probationary Period 

The formal welcoming process or “employee orientation” is conducted by a MEnD 
Correctional Care representative and includes an overview of the company. Orientation 
begins the first day of employment and concludes with a successful probationary period.  

MEnD Correctional Care monitors and evaluates every new employee’s performance for 
at least 90 days to determine whether further employment in a specific position or with 
MEnD Correctional Care is appropriate. During this time an employee will accrue any 
benefits that he or she is eligible for but will not be able to access these benefits until the 
successful completion of the probationary period.  

If MEnD Correctional Care determines that continued employment would be unsuccessful 
during an employee’s probationary period or at any time thereafter, MEnD Correctional 
Care reserves the right to terminate the employment relationship.  Nothing in this policy 
alters the at-will status of all employees.  The probationary period may be extended or re-
imposed if deemed appropriate at Management’s discretion.  
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2.7 Access to Personnel Records  

You have a right to review your personnel record once every six months while you are 
employed with MEnD Correctional Care.  If you choose to exercise this right, you must 
submit a good faith, written request to review your personnel record to the President of 
MEnD Correctional Care. 

Within seven working days of receiving your request, MEnD Correctional Care will make 
available for your review either your original personnel record or an accurate copy.  You 
will have access to your personnel record during normal operating hours either at your 
job site or at corporate HR.  MEnD Correctional Care may require that this review take 
place in the presence of a MEnD Correctional Care representative. 

After you have had an opportunity to review your personnel record, you may make a 
written request for a copy.  If you make such a request, MEnD Correctional Care will 
provide you with a copy of your file at no charge. 

After your separation from employment (for whatever reason), you may review your 
personnel record once annually for as long as MEnD Correctional Care maintains the 
record.  If you make a good faith written request to review your personnel record after 
your employment with MEnD Correctional Care has ended, MEnD Correctional Care will 
provide a copy at no cost. 

If, after reviewing your personnel record, you dispute specific information contained in the 
record, MEnD Correctional Care may agree to remove or revise the disputed information.  
If no such agreement is reached, you are entitled to submit a written statement of no 
more than five pages explaining your position.  This position statement will be included 
with the disputed information for as long as MEnD Correctional Care maintains the 
disputed information in the personnel record. 

MEnD Correctional Care will not retaliate against you for asserting your rights under the 
Minnesota Personnel Records Act.  If an employer violates the Personnel Records Act, 
the employee may bring a civil action to compel compliance and seek relief as provided 
for in Minn. Stat. § 181.965.   

2.8 Change of Personal Data 

Any change in an employee’s name, address, telephone number, marital status, 
dependents, or insurance beneficiaries, or a change in the number of tax withholding 
exemptions, needs to be reported in writing on the proper forms without delay to MEnD 
Correctional Care’s corporate office.  

2.9 Dress Code 

MEnD Correctional Care expects you to be clean and neat at all times and to use good 
judgment regarding your clothing, grooming and personal hygiene.  Employees are 
expected to be free of body odor and excessive fragrance (including but not limited to 
perfume, cologne and fragrant body spray).  Due to safety concerns, while working in the 
facilities, tattoos, body art, and body piercings which are visible to others, including nose, 
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eye, lips, tongue, etc., are not allowed and must either be removed or covered.  Similarly, 
while working in the secured facilities, one small pair of earrings is permitted and 
necklaces are permitted, but must be worn under the shirt. 

You are expected to wear a visible MEnD Correctional Care logo on your shirt, vest, or 
jacket during your daily work at the facilities and whenever you are representing the 
company at events and conferences.  MEnD Correctional Care typically will provide you 
with two MEnD Correctional Care polo shirts at the beginning of your employment, and 
you will have the opportunity to purchase more uniform shirts and other approved MEnD 
Correctional Care apparel.  Due to safety concerns, you may not wear uniform shirts or 
other clothing with the MEnD Correctional Care logo outside of work. 

Clothing should be “business casual.”  This includes pants, capris, skirts, dresses, shorts, 
shirts, blouses, and sweaters.  Skirts, shorts, and dresses must come at least to the knee 
when standing.  Tops must cover cleavage and midriffs at all times (including, for 
example, when you bend over or raise your arms).  Tank-tops, halter tops, undershirts, 
spaghetti straps, tie-dye, camouflage, “scrub” pants, yoga pants, sweat pants, leggings, 
jeans, and similar clothing are not acceptable.  Clothes should be neat, clean, and free of 
holes, rips and tears. 

We do celebrate “Dress Down Days” in which we allow our employees to wear their 
MEnD Correctional Care shirts and jeans. “Dress Down Days” are Fridays, Saturdays, 
Sundays, and all company recognized holidays. Jeans must be work appropriate and 
without holes, tears, or excessive wear/distressing. 

Clothing should not contain logos (other than MEnD Correctional Care logos), writing, or 
placement of logos/writing that could be considered vulgar, obscene, threatening, 
intimidating or offensive based on age, race, color, religion, national origin, sex, disability, 
or any other legally protected status 

To comply with OSHA regulations, MEnD Correctional Care employees must wear 
closed-toe shoes when working in the secured facilities. Tennis shoes, sandals, Crocs, 
and clogs are all acceptable as long as the employee’s toes are enclosed. Many facilities 
we serve have concrete floors, and as such, MEnD Correctional Care employees are 
encouraged to wear comfortable, non-slip/non-skid shoes. High-heeled shoes and/or 
high-heeled boots are not permitted in the secured facilities due to employee safety and 
security concerns.  

MEnD Correctional Care reserves the right to determine acceptable attire and grooming.  
If an employee reports to work improperly dressed or groomed, he/she may be instructed 
to return home to change or be directed to take other corrective action.  Any non-exempt 
employee will not be compensated during the time away from work.  Violation of this 
policy may result in disciplinary action, up to and including termination. 

2.10 Solicitations and Distributions 

Non-employees are prohibited from soliciting employees or distributing literature on 
MEnD Correctional Care premises.  Solicitation and distribution of literature by 
employees is prohibited on MEnD Correctional Care premises when the employees 
involved are supposed to be working or at any time in working areas of the building or in 
any location where the public is present.  Solicitation of employees by other employees is 
permitted during nonworking times in nonworking areas of the building (for example, in a 
break room during breaks or meals) to which the public is not admitted.  We encourage 
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employees who wish to solicit financial or other support from their fellow employees for 
any cause, charitable, political, or employment-related, to do so off MEnD Correctional 
Care or customer premises. 

2.11 Outside Employment 

Employees may not take an outside job, either for pay or as a donation of their personal 
time, with a competitor of MEnD Correctional Care. This is for the duration of the 
employee’s employment with MEnD Correctional Care.  

2.12 Employment References & Informational Requests 

A request for information about an employee may be received from another person or 
entity during or after an employee’s employment has ended. In general, MEnD 
Correctional Care will only furnish information regarding the employee’s dates of 
employment and last job title. 
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3 STANDARDS OF CONDUCT 

3.1 Confidential Information and Nondisclosure 

All MEnD Correctional Care employees must sign a Confidentiality Agreement upon hire 
outlining specific guidelines to protect inmates’ medical, mental health, personal and 
other non-public information.  MEnD Correctional Care employees assume an obligation 
to maintain this information confidentially even after leaving MEnD Correctional Care’s 
employ. 

3.2 Professional Conduct 

MEnD Correctional Care hires people because it believes that they want a job and want 
to work.  We expect our employees to be mature and reasonable and behave in a 
professional manner appropriate to the workplace.  We expect our employees to be 
present at work when scheduled and on time.  We expect our employees to perform their 
duties in a safe, competent and businesslike manner.  We expect our employees to be 
honest and to be careful of equipment and property.  In short, we expect our employees 
to give their best effort to their jobs and to treat their jobs as an important part of their 
lives. 

If an employee fails to meet or has difficulty meeting his or her obligations or if the 
employee violates MEnD Correctional Care policy, MEnD Correctional Care will respond 
to the situation on a case-by-case basis and take appropriate action at the sole discretion 
of Management.  If disciplinary action is appropriate, any form of disciplinary action may 
be taken, up to and including immediate termination. 

3.3 Sexual Harassment, Other Unlawful Harassment, Discrimination, and 
Retaliation 

Sexual Harassment 

Sexual harassment is against the law.  It is the policy of MEnD Correctional Care to abide 
by all applicable laws that prohibit sexual harassment and to maintain an employment 
atmosphere free of sexual harassment.  Sexual harassment of any employee will not be 
tolerated. 

“Sexual harassment” can include unwelcome sexual advances, requests for sexual 
favors, sexually motivated physical contact or other verbal or physical conduct or 
communication of a sexual nature when:  (a) submission to that conduct or 
communication is made a term or condition, either explicitly or implicitly, of obtaining 
employment; (b) submission to or rejection of that conduct or communication is used as a 
factor in decisions affecting that individual’s employment; or (c) that conduct or 
communication has the purpose or effect of substantially interfering with an individual’s 
employment. 

Here are some examples of conduct that is inappropriate: 

 Use of offensive or demeaning terms that have a sexual connotation. 
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 Objectionable physical closeness, behavior, actions, or contact. 

 Unwelcome suggestions regarding, or invitations to, social engagements or other 
social events. 

 Any indication, express or implied, that an employee’s job security, job assignment, 
conditions of employment, or opportunities for advancement may depend on the 
granting of sexual favors. 

 Any action relating to an employee’s job status which is in fact affected by 
consideration of the granting or refusal of social or sexual favors. 

 Deliberate or careless creation of an atmosphere of sexual harassment or 
intimidation. 

 Deliberate or careless jokes or remarks of a sexual nature to or in the presence of 
any employee who may find such jokes or remarks offensive. 

 Showing or sending materials that have a sexual content or are of a sexual nature 
(such as cartoons, articles, pictures, etc.), either by e-mail, interoffice mail, Internet or 
otherwise, to employees who may find such materials offensive. 

The above list of examples is not exhaustive.   

Other Unlawful Harassment and Discrimination 

Harassment or discrimination based on anyone’s protected class status is against the 
law.  This includes words or actions that are offensive to another based on race, color, 
sex, national origin, religion or creed, age, disability, marital status, familial status, public 
assistance status, sexual orientation, genetic information, activity in a local human rights 
commission, or any other legally protected status.  Unlawful harassment or discrimination 
of any employee will not be tolerated. 

Consequences 

MEnD Correctional Care reserves the right to determine whether particular conduct 
violates this policy or is otherwise inappropriate.  All employees are expected to treat 
their coworkers, supervisors, customers, and others they come into contact with in 
connection with their work with respect at all times.  If investigation of a complaint 
produces evidence of inappropriate behavior, appropriate disciplinary action will be taken, 
up to and including immediate termination.  

What You Should Do 

If you feel that you are being subjected to possible sexual harassment, other unlawful 
harassment or discrimination, inappropriate conduct or retaliation, you have the right to 
immediately demand that the person stop at once, if you feel comfortable doing so.  In all 
cases, you should promptly report the conduct to a Nursing Director or the President of 
MEnD Correctional Care.   
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Cooperation 

Everyone is expected to cooperate fully with any investigation of inappropriate conduct.  
Failure to cooperate may result in disciplinary action, up to and including immediate 
termination. 

Retaliation Prohibited 

MEnD Correctional Care will not tolerate retaliation of any kind because an employee 
has, in good faith, reported an incident of suspected sexual harassment, other unlawful 
harassment or discrimination, or retaliation.  Anyone who retaliates will be subject to 
disciplinary action, up to and including immediate termination.  If you feel you have been 
subjected to unlawful retaliation, please follow the reporting procedure outlined above 
(“What You Should Do”).   

3.4 Drugs and Alcohol  

MEnD Correctional Care believes that a work environment free of drugs and alcohol is 
healthier, safer, and more productive for all employees and the customers it serves.  

MEnD Correctional Care maintains a drug-free workplace. All employees are expected to 
come to work free from the presence or effects of any substances that may impair their 
ability to perform their work safely. Failure to comply with these requirements may result 
in disciplinary action up to and including termination.  

The use, possession, manufacture, distribution, dispensation, sale, or purchase of any 
illegal drug by an employee at any time is prohibited. For purposes of this policy, illegal 
drugs means: 

1. All forms of narcotics, depressants, stimulants, hallucinogens, or other drugs, 
including marijuana (with or without a prescription), whose use, possession or 
transfer is restricted or prohibited by federal, state, or local law. 

2. Prescription drugs or over-the-counter medications not used in accordance with 
product and/or medical provider instructions or pursuant to a valid prescription. 

3. Prescription drugs or over-the-counter medications that impair an employee’s 
ability to perform his/her work safely. 

4. Any other substance that impairs an employee’s ability to perform his/her work 
safely including but not limited to synthetic marijuana and/or herbal incense 
products. 

Employees are also prohibited from reporting for duty or remaining on duty while under 
the influence of alcohol. Employees are prohibited from consuming alcohol during work 
hours, including meal and break periods. This does not include the moderate 
consumption of alcohol at company sponsored functions or activities.  

When authorized by MEnD Correctional Care, alcoholic beverages may be served at 
company sponsored functions or activities. Only those individuals legally permitted to 
consume alcoholic beverages may be served at such functions. However no employee is 
obligate or should feel pressure to consume alcohol at such events. If an employee 
chooses to drink alcohol during company sponsored events, the employee does so at 
his/her own risk. All employees are expected to maintain a high standard of professional 
and personal conduct at these events.  
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3.5 Workplace Violence   

MEnD Correctional Care is committed to providing its employees with a safe, non-violent 
workplace and atmosphere.  Employees have a responsibility to help keep MEnD 
Correctional Care safe and free of violence.   

The possession, carrying, or use of a firearm (including but not limited to handguns) or 
other weapon while at a facility or while engaged in company business off premises, is 
strictly prohibited.  This prohibition applies to all employees, including those who have a 
valid permit to carry a firearm.  Employees who violate this policy will be subject to 
discipline up to and including immediate termination of employment.  

If you receive a threat of violence or physical or other harm from a co-worker, an inmate 
or from others while at work, or if you become aware of such a threat to yourself or 
others, you should immediately report the threat to a Nursing Director, even if you think 
the threat is only a “joke.”  If the threat involves an inmate or correctional staff, you must 
immediately report the threat to the jail sergeant in addition to the Nursing Director. 

3.6 Tobacco Use 

In keeping with MEnD Correctional Care’s intent to provide a safe and healthful work 
environment, smoking and other tobacco use is prohibited at work, except during 
authorized break time and only in designated areas.  Violation of this policy may lead to 
disciplinary action, up to and including termination of employment. 

3.7 Work Place Injuries 

MEnD Correctional Care requires that every person in the organization assumes the 
responsibility of individual and organizational safety. Engaging in conduct that places the 
employee, inmates, co-workers, jail staff, or the company at risk can lead to employee 
disciplinary action.  

Employees should report all work-related injuries, exposures, diseases, and accidents 
immediately to a Nursing Director. Any injury at work—no matter how small—must be 
reported immediately. Serious conditions often arise from small injuries if they are not 
cared for appropriately. The following steps should be followed:  

1. Obtain immediate, emergency medical assistance if necessary (via 911). 
2. Alert Nursing Director. 
3. Complete a First Report of Injury Form. 
4. Complete an Employee Exposure Incident Report, if applicable.  
5. Contact Corporate Office to begin Work’s Compensation Claim. 
6. Obtain non-emergency medical assistance if necessary. 
7. Notify Nursing Director of results of appointment. 

3.8 Interactions/Relationships with Inmates 

Interactions between MEnD Correctional Care employees and inmates must only be of a 
professional nature. All inmates should be treated equally in a nondiscriminatory manner. 
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Employees will conduct themselves in a professional manner when interacting with 
inmates. The following guidelines will be followed when interacting with inmates: 

 Employees will exhibit a helpful, but professional, attitude and only try to solve 
problems and answer questions within the scope of their official position and 
duties. Matters that are outside of a specific employee's official duties will not be 
discussed, and inmate will be referred to the appropriate source of help for 
information. 

 Employees will not discuss any personal matters or other confidential matters 
with inmates.  

 Employees will not exchange written or verbal correspondence, including 
correspondence via social networking sites of any kind, for any other purpose 
other than related to official MEnD Correctional Care duties.  

 Employees will not form social relationships with inmates, including but not 
limited to emotional, sexual, or romantic attachments with inmates in the facility, 
inmates on parole or probation, or former inmates who have been released from 
custody or probation for less than one year.  

 Employees will not date, marry, or otherwise develop a personal relationship with 
an inmate. Sexual contact of any form between employees and inmates is 
prohibited.  

 Employees will not subject inmates to any form of sexual harassment or sexual 
abuse.  

 Employees will not subject an inmate to physical or verbal abuse.  

 Employees will not perform personal services for inmates which are not in 
keeping with authorized medical/mental health operations.  

 Employees will not enter into a business relationship with inmates, the inmate's 
family, or anyone representing on behalf of the inmate. 

 Employees will not barter, trade with, sell to, accept gifts from or give gifts to, or 
buy items from inmates, family members of inmates, or persons 
representing/acting in behalf of inmates, to include business associates of 
inmates, except as may be authorized by advanced written approval of MEnD 
Correctional Care. 

 Employees will not borrow or steal from inmates, nor will they loan money or 
goods to inmates.  

 Employees will not furnish or attempt to furnish an inmate any substance that has 
been declared contraband; or aid or assist in any manner the escape of an 
inmate; or aid or conspire with an inmate in the commission of any criminal 
activity.  

MEnD Correctional Care realizes the facilities it serves are in communities that 
employees may live in. MEnD Correctional Care understands that casual contact with 
former inmates in the community may occur; however, MEnD Correctional Care requires 
employees to maintain appropriate and professional boundaries.  

When an employee is friends with or related in any way to an inmate or an inmate’s 
relatives, the employee must immediately report this fact to a Nursing Director at that 
facility. MEnD Correctional Care will review and determine the appropriate actions that 
may need to be taken. 

Any employee who witnesses or knows of a violation of this policy must promptly report 
the violation to a Nursing Director.  
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3.9 Performance Review 

MEnD Correctional Care wants to help employees to succeed and grow in their positions. 
In an effort to support this, MEnD Correctional Care typically conducts a written 
performance review at least once per year, usually done within a month of an employee’s 
anniversary date, as well as ongoing reviews and audits throughout the year. New 
employees typically will receive a written performance review prior to being released from 
their probationary period. 

The purpose of the review is to evaluate the employee’s current level of performance and 
to examine the progress the employee has made since the last review. The performance 
review provides a formal opportunity to discuss past performance, competency, 
professional growth, and career and performance objectives for the coming year. Each 
employee has an opportunity to sign the performance review, indicating only that he/she 
has had the opportunity to review the document. Each employee is encouraged to add 
any written comments.  

3.10 On-Call Documentation & Communication 

Professional employees who rotate on-call duties must communicate back to MEnD 
Correctional Care employees in the facility any encounters that occurred while on-call. 
Documentation of any on-call encounters must be forwarded on to the facility by 9:00am 
the next business day. Any extreme or unique encounters should also be directly 
communicated to MEnD Correctional Care employees in the facility via telephone.  On-
call employees must ensure that patient information is handled in accordance with MEnD 
Correctional Care’s HIPAA policies. 

MEnD Correctional Care employees in the facility are responsible for communicating any 
urgent and emergent issues to the on-call person prior to on-call services beginning. This 
communication helps facilitate best practices within the facility and limits MEnD 
Correctional Care’s liability when dealing with complicated medical or mental health 
issues.  

3.11 Employment Resignation 

Employees are expected to notify the Nursing Director or immediate supervisor in writing 
if they intend to resign. Non-exempt (hourly) employees are expected to provide a 
minimum of two weeks’ notice. Exempt (salaried) employees are expected to provide a 
minimum of thirty (30) days’ notice.  

Under the federal Consolidated Omnibus Budget Reconciliation Act (COBRA), resigning 
employees and their insured dependents may continue group health insurance with 
certain provisions. Information regarding COBRA will be provided upon the receipt of a 
written resignation notice.  

3.12 Exit Interview 

During an employment resignation situation, MEnD Correctional Care management may 
conduct an exit interview to discuss the employee’s reasons for leaving and any other 
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impressions that the employee may have about MEnD Correctional Care. This may be 
done in person or over the phone. 

3.13 Employment Termination 

In accordance with the “at-will” status of all MEnD Correctional Care employees, MEnD 
Correctional Care retains the right to terminate an employee at any time, with or without 
cause, and with or without advance notice.   

3.14 Return of Property 

Any MEnD Correctional Care property issued to employees, such as cell phones, pagers, 
computer equipment, keys, parking passes or company credit card, must be returned to 
MEnD Correctional Care upon the employee’s last work day, or earlier if requested. 
Employees will be responsible for any lost or damaged items.  Failure to return these 
items may result in legal action. 
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4 BUILDING & EQUIPMENT STANDARDS 

4.1 Facility Security 

Each and every employee must follow the building security rules and regulations specific 
to each facility MEnD Correctional Care serves. When making arrangements for visitors, 
employees should request that visitors meet them at a location that is not on facility 
property unless cleared by the Nursing Director and facility administration. In most 
instances, a complete background check is needed prior to any outside visitor being 
allowed access to a secured facility. 

4.2 Visitors in the Workplace 

MEnD Correctional Care is interested in providing for the security of property, confidential 
information and employees’ personal possessions. For safety, insurance, and other 
business considerations, only authorized visitors are allowed in the workplace. Visitors 
include parents, relatives, friends, applicants, service personnel, independent 
contractors, vendors, and/or other individuals not directly employed by MEnD 
Correctional Care. All employees are directly responsible for the conduct and safety of 
their visitors. 

Employees are not allowed on MEnD Correctional Care property after hours or without 
prior authorization from a Nursing Director unless you are conducting MEnD Correctional 
Care business.  

If an unauthorized individual is observed in the MEnD Correctional Care offices, 
employees should immediately notify a Nursing Director or the President of MEnD 
Correctional Care, and, if necessary and without a risk to personal safety, should direct 
and/or escort the individual out of the office.  

4.3 Workplace Safety 

Good health and safety practices are the responsibility of all MEnD Correctional Care 
employees. The participation and cooperation of each employee is essential to a safe 
and productive work environment. MEnD Correctional Care makes every effort to comply 
with all federal and state workplace safety requirements. MEnD Correctional Care 
employees are responsible to comply with all the following directives:  

 Following all health and safety rules and procedures; 

 Reporting all hazardous conditions to a Nursing Director; 

 Wearing and using prescribed personal protective equipment as necessary; 

 Reporting any job-related injury or illness to a Nursing Director and seeking 
treatment in a prompt manner; 

 Refraining from the operation of any equipment without both proper instruction 
and authorization.  
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4.4 Company Property & Equipment 

MEnD Correctional Care provides equipment and other items that are important tools and 
resources for employees to be productive in their work. MEnD Correctional Care property 
and equipment may not be removed from the workplace without prior authorization.  
Correctional facility property and equipment may not be removed from the facility. 

MEnD Correctional Care property and equipment must be used for MEnD Correctional 
Care-related business and must be maintained in good condition.  These items may not 
be used for personal work or activities. Company-issued property and equipment should 
only be accessible to authorized MEnD Correctional Care employees and not friends, 
family, or others not employed by MEnD Correctional Care. 

If MEnD Correctional Care-issued property, equipment or other items are damaged, worn 
out, lost, or stolen, employees must report this immediately to the Nursing Director so 
that appropriate steps may be taken, including arranging for repair or replacement, filing 
appropriate insurance claims, and/or filing police reports. 

Employees may be required to reimburse MEnD Correctional Care for any and all MEnD 
Correctional Care-issued property, equipment, or other items not returned upon leaves of 
absence, resignations, terminations, or request. Additionally, any items returned broken 
or damaged may also require reimbursement from the employee in accordance with 
applicable law.  

Unauthorized or inappropriate use of MEnD Correctional Care property, equipment, or 
other items may result in a withdrawal of the privileges for use and/or disciplinary action 
up to and including immediate termination.  

MEnD Correctional Care is not responsible for any personal property you bring to the 
workplace.  

4.5 Computer and Electronic Use Policy 

MEnD Correctional Care and the correctional facilities may provide employees with 
access to electronic resources such as computers, laptops, cell phones, smartphones, 
PDAs, tablets, voice-mail, fax machines, wireless services, e-mail, online services, 
network servers, and the Internet (collectively “Electronic Resources”).  MEnD Electronic 
Resources are MEnD Correctional Care’s property and must be used to facilitate and 
support MEnD Correctional Care’s business.  Similarly, correctional facility Electronic 
Resources are the property of the correctional facility and employees must comply with 
all applicable correctional facility policies governing their use. 

This policy applies to employee use of MEnD Correctional Care’s Electronic Resources. 

Employees have the responsibility to use MEnD Correctional Care’s Electronic 
Resources in a professional, ethical, and lawful manner.  To assist in seeing that MEnD 
Correctional Care’s Electronic Resources are used in a responsible fashion, MEnD 
Correctional Care has established the following guidelines.  No policy, however, can set 
forth rules to cover every possible situation.  Instead, this policy is designed to set forth 
general principles for the use of MEnD Correctional Care’s Electronic Resources.  All 
users are expected to use good judgment and common sense and to seek clarification 
from a Nursing Director before using Electronic Resources in any manner that may be 
prohibited by this policy.  
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Nothing in this policy is designed to interfere with, restrain, or prevent employee 
communications regarding wages, hours, or other terms and conditions of employment. 
MEnD Correctional Care employees have the right to engage in or refrain from such 
activities.  This policy and all other MEnD Correctional Care policies will be interpreted 
and applied in compliance with applicable law.   

Prohibited Activities 

Employees must not under any circumstances use MEnD Correctional Care’s Electronic 
Resources for knowingly transmitting, retrieving, or storing any communication that is: 

1. Discriminatory or harassing based on protected class; 

2. Derogatory to any individual or group based on protected class; 

3. Vulgar, obscene, sexually explicit or pornographic; 

4. Threatening or intimidating; 

5. In violation of any confidentiality, non-disclosure, or privacy obligations the 
employee owes to MEnD Correctional Care or any other person or entity; 

6. In violation of any license governing the use of software; 

7. Used intentionally or unintentionally for virus propagation or other interference 
with MEnD Correctional Care’s Electronic Resources; or 

8. Engaged in for any purpose that is illegal.  

Employees also must not send or receive by any manner trade secrets, confidential or 
proprietary business information, financial information, protected health information, or 
other such information relating to MEnD Correctional Care, the facilities or inmates, 
without prior authorization from a Nursing Director. 

MEnD Correctional Care specifically reserves the right to block any website or e-mail 
address that contains or transmits communications or data prohibited by this policy (e.g. 
pornographic websites, e-mail addresses sending spam or viruses, etc.). 

Limited Personal Use 

MEnD Correctional Care’s Electronic Resources should be used for business purposes.  
Personal use of MEnD Correctional Care’s Electronic Resources must be limited to 
authorized break times, and all personal use must be done in a manner that does not 
negatively affect the system’s use for business purposes, and must not impact or 
interfere with an employee’s performance of job responsibilities.  All personal use must 
also comply with all other requirements and prohibitions of this policy and other 
applicable MEnD Correctional Care policies.   

Additionally, remember that any personal use of MEnD Correctional Care’s Electronic 
Resources can and will be subject to monitoring, as set forth below, and that employees 
have no expectation of privacy in any personal communication or use of MEnD 
Correctional Care Electronic Resources.  Any personal or other use MEnD Correctional 
Care deems excessive or in violation of this policy may result in discipline, up to and 
including termination of employment. 

No Expectation of Privacy 

MEnD Correctional Care’s Electronic Resources and the information, files and data 
transmitted by or stored on them are not private or confidential and employees should 
have no expectation of privacy in their use.  MEnD Correctional Care reserves the right 
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to, and in fact does, inspect, monitor, track, review, retain, disclose, and/or use 
(collectively “access”) MEnD Correctional Care’s Electronic Resources and all 
documents, e-mail messages (both incoming and outgoing), telephone conversations and 
voice mail recordings, internet websites and internet history, instant messages, text 
messages, internet and social media postings and activities, files and other information 
accessed, sent, received, created on, transmitted to, received or printed from, cached, 
stored or recorded therein, in its sole discretion, notwithstanding the use of any password 
or other limitation on access.   

MEnD Correctional Care reserves the right to notify law enforcement officials of any 
illegal activity. Any e-mail, Internet history, text messages, information, files, data, or 
other material accessed by MEnD Correctional Care may be disclosed and/or used as 
MEnD Correctional Care deems appropriate.  

A Special Caution Regarding E-Mail, Text Messaging and Other Online 
Communication 

The nature of e-mail, text messaging and other online communication sometimes causes 
users to act as though they are engaged in a face-to-face conversation and, 
consequently, to be casual or careless in their communication.  E-mail, texting, and other 
online communication is not a face-to-face conversation and it is not private.  E-mail, 
texting, and online communication results in a documented record that can be printed, 
shared with others, and retrieved months or years later, even if it has been deleted.   

Accordingly, employees should use a professional tone in all communications, ensure 
that such communications are grammatically correct and have been proofread prior to 
sending.  Attention to such matters is particularly important when sending 
communications from mobile devices.   

In short, employees should use the same care and good judgment in their e-mail, text 
messaging and other online communication that they would use in any other written 
communication. 

Additionally, non-exempt employees should not check work email outside of work hours.  
If non-exempt employees have a business need to do so, they must track their time. 

Security 

The following activities, which present security risks, should be avoided. 

 Attempts should not be made to bypass, or render ineffective, security systems 
provided by MEnD Correctional Care or any of our clients. 

 Passwords should not be shared between users.  If written down, passwords 
should be kept in locked drawers or other places not easily accessible. 

 Downloading or opening e-mail attachments from sources outside MEnD 
Correctional Care risks the introduction of computer viruses and should be 
avoided whenever possible.   

 MEnD Correctional Care’s Electronic Resources should not be used to attempt 
unauthorized access to or use of other organizations’ computer systems and 
data. 

There are a number of practices that individual users should adopt that will foster a 
higher level of security.  Among them are the following: 
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 Turn off or log out from the computer you are using when you leave your work 
area. 

 Unless authorized by MEnD Correctional Care’s President, do not use flash 
drives or other removable storage devices to copy, download, or otherwise 
transfer any inmate information, protected health information, or any confidential 
or proprietary MEnD Correctional Care information, including but not limited to, 
customer information, trade secrets, financial information, or other business 
information. 

 Do not use personal e-mail accounts for work related purposes.  For example, do 
not e-mail MEnD Correctional Care information, including but not limited to, 
customer information, trade secrets, financial information, or other business 
information to or from your personal e-mail account, or to or from a family 
member or friend’s e-mail account. 

Consent 

By using or accessing MEnD Correctional Care’s Electronic Resources, you consent and 
agree to abide by the terms of this policy.  If an employee receives e-mail, text 
messages, Internet links, information, files, or data from non-employees on MEnD 
Correctional Care’s Electronic Resources, such e-mail, text messages, links, information, 
files, and/or data are subject to the terms of this policy.  Individuals who receive e-mails, 
text messages, links, information, files, and/or data that may violate the terms of this 
policy are expected to see that such behavior stops immediately. 

Violation 

MEnD Correctional Care reserves the right to determine whether particular conduct 
violates this policy.  Violation of this policy may result in disciplinary action, up to and 
including termination of employment and/or legal action. 

Should you have any questions about any of the above policy guidelines, please contact 
MEnD Correctional Care’s President. 

4.6 Social Media & Blogging 

MEnD Correctional Care recognizes that many of its employees use social media sites 
(e.g., Facebook, LinkedIn, YouTube, Twitter, etc.) and other forms of online publishing, 
communication or discussion, such as blogging, chatrooms or personal webpages 
(collectively “social media”).   

This policy is intended to provide some general guidelines that apply to employees’ 
personal and business use of social media.  Because no policy can address every 
possible situation, employees are encouraged and expected to use good judgment at all 
times.  For questions regarding use of social media, please contact MEnD Correctional 
Care’s President. 

Use of social media while at work must be limited to authorized break times and 
employees are encouraged to use their own devices (e.g. personal cell phones, 
smartphones, etc.), not MEnD Correctional Care’s Electronic Resources.  Additionally, 
such limited personal use must not interfere with an employee’s job responsibilities and 
must comply with all other requirements and prohibitions of this policy.  Any personal or 
other use that MEnD Correctional Care deems excessive or in violation of this policy or 
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other applicable MEnD Correctional Care policies may result in discipline, up to and 
including termination of employment. 

Employees using social media while at work or using MEnD Correctional Care’s 
Electronic Resources have no expectation of privacy in their social media activities.  
MEnD Correctional Care reserves the right to, and in fact does, inspect, monitor, track, 
review, retain, disclose, and/or use (collectively “access”) employee social media 
communications in its sole discretion.  When using social media, employees are 
expected to follow the guidelines set forth in this Social Media, Blogging and Online 
Communication Policy, MEnD Correctional Care’s Computer and Electronic Use Policy, 
and other applicable MEnD Correctional Care policies. 

Guidelines 

Employees who use social media must adhere to the following guidelines: 

1. Do not post or display comments about co-workers, supervisors, correctional 
facility staff, or MEnD Correctional Care that are vulgar, obscene, threatening, 
intimidating, harassing, or a violation of MEnD Correctional Care’s workplace 
policies prohibiting discrimination, harassment, and retaliation based on age, 
race, color, creed, religion, national origin, sex, sexual orientation, pregnancy, 
familial status, marital status, status with regard to public assistance, disability, 
military or veteran status, genetic information, or any other legally protected 
status. 

2. Do not create social media sites that purport to be those of MEnD Correctional 
Care or make statements purporting to speak on behalf of MEnD Correctional 
Care, unless it is within the scope of your assigned job duties to do so.  If you 
discuss MEnD Correctional Care on your own or someone else’s social media 
site, you should identify yourself as a MEnD Correctional Care employee and use 
a disclaimer that the views expressed are exclusively your own.  Your disclaimer 
should say something like the following:  “The views I express on this site are my 
own and do not represent those of MEnD Correctional Care.” 

3. Respect all copyright, fair use, and financial disclosure laws.  Follow the Terms of 
Use, rules and policies of the website or forum you are on.  When using 
someone else’s work, give proper credit to the author. 

4. Remember that what you write is public and will be for a long time. 

5. Do not use or disclose MEnD Correctional Care’s confidential or proprietary 
information, including but not limited to, customer information, trade secrets, 
financial information, and strategic business plans.  Remember that information 
may be confidential or proprietary even if it is not labeled as such.   

6. Do not share any information about any inmate on any social media forum.  In 
general, this means that you may not use an inmate’s name, provide any 
information which would personally identify the inmate, blog or post about any 
inmate, or post pictures of any inmate.   

7. Think carefully about who you “friend” or connect with on social media.  Do not 
“friend” or otherwise connect with any inmate on any social media forum.  
Consider adjusting privacy settings on your social media accounts to control who 
can see the information you share online. 

8. Do not engage in any social media activity that would violate any confidentiality 
or non-disclosure obligations you owe to MEnD Correctional Care. 
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9. Disclose any real or perceived conflicts of interest. 

10. Issue corrections where needed. 

Any questions regarding this policy and your compliance with it should be directed to 
MEnD Correctional Care’s President.  MEnD Correctional Care reserves the right to 
determine whether particular conduct violates this policy, and violation may result in 
discipline, up to and including termination of employment and/or legal action.  However, 
nothing in this policy is designed to interfere with, restrain, or prevent employee 
communications regarding wages, hours, or other terms and conditions of employment. 
MEnD Correctional Care employees have the right to engage in or refrain from such 
activities.  This policy and all other MEnD Correctional Care policies will be interpreted 
and applied in compliance with applicable law. 

4.7 Use of Personal Cell Phones 

MEnD Correctional Care employees must abide by all facility restrictions regarding the 
use of cell phones within the facilities we serve.  In general, this means that employees 
may not have their cell phone in any area where inmates are allowed (including in patient 
care areas).  Additionally, employees should make every effort to keep the use of 
personal cell phones to a reasonable minimum and limit use to authorized break times.  

4.8 Use of Recording Devices and Cameras 

Due to patient privacy and inmate security concerns, the use of cell phone cameras, tape 
recorders, or other electronic devices for recording purposes is prohibited with the 
exception of standard medical dictation and telemedicine equipment or unless otherwise 
authorized.  If an employee is authorized to take a photo of an inmate’s injury or other 
medical condition, the photo must not include any patient-identifying information and 
must be promptly deleted after its use. 
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5 COMPENSATION & SCHEDULE 

5.1 Compensation 

MEnD Correctional Care is committed to having compensation programs that will attract, 
reward, and retain the qualified employees it needs to be a competitive organization. 
MEnD Correctional Care is also committed to administering such programs in a fair and 
equitable manner for all employees. MEnD Correctional Care generally reviews its 
compensation practices and ranges on a regular basis to ensure that these goals are 
being met.  

Notice Regarding Compensation: Under Minnesota law, employees have the right to 
disclose their own wages to others if they choose to do so. MEnD Correctional Care does 
not, and will not, require employees to sign a waiver or any other document purporting to 
deny that right. MEnD Correctional Care also will not take any adverse employment 
action against employees for disclosing their own wages or discussing other employees’ 
wages that have been disclosed voluntarily. However, there is no obligation for any 
employee to disclose their wages and employees are not permitted to disclose wage 
information of other employees to a competitor. 

Nothing in this policy is intended to diminish any existing employee rights under the 
National Labor Relations Act or other applicable law. An employee may bring a civil 
action against an employer for violation of the rights set forth in Minn. Stat. § 181.172. 
MEnD Correctional Care will not retaliate against any employee for asserting their rights 
or remedies under Minn. Stat. § 181.172. 

5.2 Overtime Pay 

MEnD Correctional Care complies with all federal and state overtime regulations. 
Overtime is paid to non-exempt employees for any hours actually worked in excess of 
forty (40) hours per work week.  The work week at the MEnD Correctional Care is from 
7:00 a.m. Monday through 6:59:59 pm Monday. Time paid but not worked does not count 
towards hours worked for purposes of overtime (e.g., holiday pay and other paid time off).  
Overtime is paid at the rate of time and one-half the employee’s regular hourly rate of 
pay.  Either the Nursing Director or MEnD Correctional Care’s President must approve all 
overtime in advance.  Failure to obtain advance approval may result in disciplinary action 
up to and including termination of employment.   

When operating requirements or other needs cannot be met during regular working hours 
MEnD Correctional Care reserves the right to require overtime with little or no notice. In 
most cases MEnD Correctional Care will ask for volunteer employees to work overtime 
hours. Should no volunteers become available MEnD Correctional Care will schedule 
mandatory overtime. Whenever possible, advanced notification of mandatory overtime 
will be provided.  



 

 

 

 

 

 
 

Copyright © 2015 MEnD Correctional Care, PLLC Version 8 Page 25 of 38 
 

5.3 Deductions from Salary for Exempt Employees 

MEnD Correctional Care complies with the federal Fair Labor Standards Act with respect 
to all payroll policies and procedures.  MEnD Correctional Care prohibits any improper 
deductions, as specified in the applicable regulations, from the salary of employees who 
are exempt from the minimum wage and overtime requirements of the Fair Labor 
Standards Act.  Any exempt employee who believes that an improper deduction has 
been made to his/her salary should submit a written complaint to the President.  The 
employee should provide as much detail as possible regarding the nature of the 
deduction made and why he/she believes the deduction was improper.  MEnD 
Correctional Care will evaluate the complaint and promptly reimburse the employee for 
any improper deduction. 

5.4 Paydays 

Payday for all MEnD Correctional Care employees is the 1st and 16th of each month. Due 
to numerous factors including to but not limited to weekends, federal holidays, and third-
party payroll company guidelines, MEnD Correctional Care reserves the right to directly 
deposit all employees’ wages up to three business days after the 1st and the 16th of each 
month.   

5.5 Anniversary Date 

An employee’s initial date of employment with MEnD Correctional Care is considered 
his/her anniversary date with regard to job benefits and continuous service. Should an 
employee terminate his/her employment with MEnD Correctional Care and be rehired at 
a later date, the month and year that the employee once again commenced employment 
with MEnD Correctional Care becomes his/her new anniversary date.  

5.6 Timekeeping Procedures 

In order for MEnD Correctional Care to comply with federal and state wage and hour 
laws, and its county contracts, all employees must accurately record their hours worked 
on the appropriate MEnD Correctional Care timesheet.  Timesheets must be submitted 
on designated timesheet collection dates. Altering, falsifying, tampering with timesheets, 
or recording time on another employee’s timesheet is strictly prohibited and may result in 
disciplinary action up to immediate termination.  

If corrections or modifications are needed to be made to the timesheet, both the 
employee and the Nursing Director or Lead/Supervising Nurse must approve of the 
accuracy of these changes to the timesheet.  

5.7 Attendance and Punctuality 

MEnD Correctional Care expects employees to be on time and ready to work at the 
beginning of assigned daily work hours and to reasonably complete their tasks by the end 
of assigned work hours.  All unscheduled absences, late arrivals, or early departures 
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must be reported to the Nursing Director. Repeated absences or lateness may result in 
disciplinary action up to and including termination.  

Unscheduled absences from work for three (3) consecutive days without notifying the 
Nursing Director will be considered a voluntary resignation. 

5.8 Meal and Break Periods 

MEnD Correctional Care complies with all state and federal laws regarding meal and 
break periods.  

Non-exempt employees may, depending on business needs, be able to take a fifteen (15) 
minute paid rest period for every four (4) consecutive hours worked.  Rest breaks are not 
guaranteed, and employees may not be able to take rest breaks depending on business 
needs.   

MEnD Correctional Care also provides non-exempt employees working eight (8) or more 
consecutive hours an unpaid 30 minute lunch break.  If you are required to work during 
your lunch break, you will be paid for that time. 

Employees are expected to respond to medical emergencies if needed while on break. 

Employees are not allowed to combine breaks or use breaks or lunch periods to make up 
missed time, to vary their regular workday hours (i.e. skip breaks and leave early), or to 
carry breaks or lunch periods over from one day to the next.  

5.9 Emergency Absence and Lateness 

From time to time, it may be necessary for an employee to be late or absent from work. 
MEnD Correctional Care is aware that emergencies, illnesses, or pressing personal 
business that cannot be scheduled outside work hours may arise. It is the responsibility 
of the employee to contact all affected parties if they will be absent or late. This includes 
the facility where the employee works, an employee’s supervisor and the Nursing 
Director. Upon return to work an employee must fill out the proper forms and forward 
those on for approval.  

MEnD Correctional Care depends on employees to report to work regularly and on time. 
Employees must be punctual and maintain satisfactory attendance. Frequent or 
unscheduled absences and repeated lateness may result in disciplinary action. 
Employees who are absent from work for three or more consecutive days without calling 
to report the absence will be considered to have voluntarily resigned. 

5.10 Inclement Weather 

In cases of severe weather, the Lead/Supervising Nurse should contact their assigned 
correctional facility to determine if the facility is in emergency mode.  All employees who 
are scheduled to work that day should contact the Lead/Supervising Nurse to find out if 
the facility is in emergency mode.  If the facility is in emergency mode, employees who 
are already at the facility will be required to stay onsite, but all other employees should 
not report to the facility until emergency mode is cancelled.   
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In other instances of severe weather, where the facility is not in emergency mode, 
employees are expected to make every reasonable effort to report to work as scheduled. 
If employees must be absent from or late for work due to a weather-related emergency, 
employees must contact the Nursing Director and the facility where they are scheduled. 
Facilities will be directed to use the on-call services if no one can make it into the facility.  

Non-exempt employees will not be paid for hours they do not work due to severe 
weather.  Exempt employees who do not make it into work due to severe weather will be 
expected to use their PTO for their absence if their assigned facility is not in emergency 
mode. 
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HOLIDAYS/PTO/LEAVES OF ABSENCE 

5.11 Holidays 

It is the policy of MEnD Correctional Care to provide six (6) designated holidays to 
eligible employees each calendar year. The scheduled holidays are as follows:  
 

• New Year’s Day 
• Memorial Day 
• Independence Day 
• Labor Day 
• Thanksgiving Day 
• Christmas Day 

 
All full-time employees (0.8 FTE and above) are eligible for paid holidays once they have 
completed their orientation period. To be eligible for holiday pay, the employee must be 
an active employee or on a paid leave at the time the scheduled holiday is observed. 
 
Full-time, exempt employees who do not work on a holiday will receive their regular 
straight-time base pay rate for each holiday. Full-time, exempt employees who work on a 
holiday will be granted another day off with pay in lieu of the holiday worked within the 
next pay period.  
 
Holiday days off may not be saved up to use at a later date. 
 
Part-time, non-exempt employees will be eligible for time-and-a-half pay for all hours 
worked during a scheduled holiday.  
 
Terminated employees will not be paid for any holidays that were not taken prior to the 
date of termination. 

5.12 Paid Time Off (PTO) 

MEnD will grant paid time off (PTO) to eligible 0.8-1.0 FTE employees to provide 
opportunities for rest, relaxation, and personal pursuits. Employees are eligible for 
specific paid time off accruals per pay period based on their length of continuous service 
with MEnD Correctional Care and their position. An employee’s anniversary date is used 
to calculate length of service.  

For eligible employees, PTO begins to accrue upon hire, but cannot be used until the 
successful completion of new employee orientation and the probationary period, unless 
otherwise negotiated at hire.  PTO may be used in increments as short as half an hour 
(0.5). 

An extended leave of absence or other unpaid time away from work will likely interrupt 
active employment and suspend PTO accrual.   

MEnD Correctional Care makes every effort to be flexible, but MEnD Correctional Care 
requires a 30 day notice for any PTO requests that are more than two days in length. 
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Requests made with a notice of less than 30 days may be considered per the discretion 
of the Nursing Director. 

PTO pay will be paid at the employee’s regular rate of pay. MEnD Correctional Care will 
not pay out PTO in lieu of taking time off.  The maximum number of hours any employee 
can carry over from one calendar year to the next is the employee’s current annual 
accrual amount.  (For example, if the employee is eligible to accrue 120 hours of PTO per 
year, the maximum amount the employee may carry over to the next calendar year is 120 
hours.)  Any accrued and unused PTO in excess of the employee’s annual accrual 
amount will be forfeited as of January 1st.  

Upon termination of employment, MEnD Correctional care will pay out accrued and 
unused PTO up to a maximum of the employee’s current annual accrual amount.  
However, if an employee resigns without giving appropriate notice, MEnD Correctional 
Care will not pay out accrued and unused PTO.  For purposes of this policy, appropriate 
notice for non-exempt (hourly) employees is a minimum of two weeks’ notice, and for 
exempt (salaried) employees is a minimum of thirty (30) days’ notice. 

5.13 Family and Medical Leave Act Policy 

MEnD Correctional Care provides eligible employees job-protected leave under the 
Family and Medical Leave Act of 1993 (FMLA), for certain qualifying family, medical and 
other reasons. 
 
Eligibility Requirements 
To be eligible for FMLA leave, you must:  

 Have worked for MEnD Correctional Care for at least 12 cumulative months;  

 Worked at least 1,250 hours in the previous 12 months; and  

 Be employed at a work site that has 50 or more employees within 75 miles.  

If you have any questions about your eligibility for FMLA leave, please contact Human 
Resources. 

Basic Leave Entitlement 
If you meet the eligibility requirements described above, you may take up to 12 
workweeks of unpaid FMLA leave in the 12-month period measured forward from the 
date your first FMLA leave begins for any of the following reasons: 
 

 For the birth or placement of a child with you for adoption or foster care (leave to 
be completed within one year of the child's birth and/or placement);  

 To care for your spouse, child or parent with a serious health condition; 

 For your own serious health condition that makes you unable to perform the 
functions of your job; or 

 For any “qualifying exigency” as defined by the applicable regulations arising out 
of the fact that your spouse, child, or parent is on covered active duty or has 
received a call to covered active duty in the Armed Forces (including the National 
Guard or Reserves).  Qualifying exigencies may include attending certain military 
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events, arranging for alternative childcare (or care for the parent of the military 
member, depending on the circumstances), addressing certain financial and legal 
arrangements, attending certain counseling sessions, attending post-deployment 
reintegration briefings, rest and recuperation periods, and other covered reasons.  

A serious health condition is an illness, injury, impairment, or physical or mental condition 
that involves either an overnight stay in a medical care facility, or continuing treatment by 
a health care provider for a condition that either prevents the employee from performing 
the functions of the employee’s job, or prevents the qualified family member from 
participating in school or other daily activities.   

Subject to certain conditions, the continuing treatment requirement may be met by a 
period of incapacity of more than three consecutive full calendar days combined with at 
least two visits to a health care provider within the required period or one visit within the 
required period and a regimen of continuing treatment, or incapacity due to pregnancy, or 
incapacity due to a chronic condition.  Other conditions may meet the definition of serious 
health condition. 

Military Caregiver Leave 
If you meet the eligibility requirements described above, you may take up to a total of 26 
workweeks of leave in a 12-month period measured forward from the date you first are 
absent to care for a covered service member (called “military caregiver leave”).  To 
qualify for military caregiver leave, the covered service member must be your spouse, 
child, parent, or you must be the covered service member’s “next of kin.” 
 
A covered service member is: 

 A current member of the Armed Forces, including a member of the National 
Guard or Reserves, who is undergoing medical treatment, recuperation or 
therapy, is otherwise in outpatient status, or is otherwise on the temporary 
disability retired list, for a serious injury or illness (as defined in the applicable 
regulations); or  

 A veteran who was discharged or released under conditions other than 
dishonorable at any time during the five-year period prior to the first date the 
eligible employee takes FMLA leave to care for the covered veteran, and who is 
undergoing medical treatment, recuperation, or therapy for a serious injury or 
illness (as defined in the applicable regulations). 

If military caregiver leave is taken, you will be entitled only to a combined total of 26 
workweeks of FMLA Leave to care for a covered service member and for any other 
FMLA purpose in the applicable 12-month period. 

Notice and Certification of Leave 
You are required to provide 30 days’ advance notice of your need to take FMLA leave 
when the need is foreseeable.  When 30 days’ notice is not possible, you must provide 
notice within one to two business days of learning of your need for leave, except in 
extraordinary circumstances.  If your need for serious health condition leave and/or 
military caregiver leave is foreseeable, you must make a reasonable effort to schedule 
medical treatment so as not to unduly disrupt operations. 
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In notifying MEnD Correctional Care of your need to take FMLA leave, you must provide 
sufficient information for MEnD Correctional Care to determine if the leave may qualify for 
FMLA protection and the anticipated timing and duration of the leave.  MEnD Correctional 
Care has Family and Medical Leave Act request forms available from Human Resources. 
Please submit a written request, using this form, when requesting leave.  You also will be 
asked to submit appropriate medical certifications which Human Resources will provide 
to you.   

If MEnD Correctional Care has reason to doubt the validity of the certification, it may 
require, at its expense, that you obtain the opinion of a second healthcare provider 
designated by MEnD Correctional Care.  If the second opinion differs from the opinion in 
the original certification, MEnD Correctional Care may require, at its expense, that you 
obtain the opinion of a third, mutually agreeable, healthcare provider.  The opinion of the 
third health care provider will be final and binding. MEnD Correctional Care may require 
re-certification in accordance with the applicable regulations. 

Failure to provide required notice and/or certification may be grounds for delaying or 
denying FMLA-protected leave, depending on the particular facts and circumstances.  

Pay During Leave 
FMLA leave is unpaid, except that you must use accrued PTO during your FMLA leave. 
Your FMLA leave will begin on the same date as the PTO and will run concurrently with 
your use of PTO. In addition, you may qualify for short-term or long-term disability 
benefits, workers’ compensation benefits, or other paid leave.  Such benefits, if 
applicable, run concurrently with FMLA leave.  For information regarding availability of 
such benefits, please contact Human Resources.  
 
Benefits During Leave 
During the period of your FMLA leave, MEnD Correctional Care will maintain your 
coverage under its group health plans (e.g., health and dental) on the same terms as if 
you had continued in employment for the duration of your leave.  You will be required to 
pay the employee contribution for your coverage during leave and should make 
arrangements to do so with Human Resources.  If, after returning from leave, you do not 
work for a period of at least 30 calendar days because of your own serious health 
condition, as certified by a health care provider, or for other reasons beyond your control, 
then MEnD Correctional Care will not require you to repay group health insurance 
premiums it paid to maintain your coverage during any unpaid portion of your leave.  If, 
after returning from FMLA leave, you do not work for a period of at least 30 calendar days 
based on any other reason, then you will be required to repay MEnD Correctional Care 
for the premiums it paid during any unpaid portion of your leave. 

During any unpaid portion of your FMLA leave (including any portion of your FMLA leave 
during which you receive short-term or long-term disability or workers’ compensation 
benefits), you will not accrue any benefits such as PTO, but you will retain all benefits 
accrued before, and not used during, your FMLA leave. 

Intermittent and Reduced Schedule Leave 
You must receive prior approval from your Manager and Human Resources to take leave 
for the birth, adoption or placement of a child on an intermittent or reduced leave 
schedule.  “Intermittent leave” is leave taken in separate blocks of time due to a single 
qualifying reason.  “Reduced leave schedule” is a leave schedule that reduces your usual 
number of working hours per workweek, or hours per workday.   
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If the health care provider certifies that it is medically necessary, you may take serious 
health condition FMLA leave and/or military caregiver leave on an intermittent or reduced 
leave schedule.  If you request serious health condition and/or military caregiver leave on 
an intermittent or reduced leave schedule for planned medical treatment, MEnD 
Correctional Care may temporarily transfer you to an alternate position with equivalent 
pay and benefits.  

Returning From Leave 
At the end of your FMLA leave, MEnD Correctional Care will restore you to the position 
you held before your leave started or to an equivalent position, except as provided under 
applicable law.  If you are not able or do not wish to return to work at the end of your 
FMLA leave, then you may apply for a personal leave of absence.  If personal leave is 
granted, then your rights will be governed by MEnD Correctional Care’s personal leave 
policy.  If personal leave is not granted, then you must return to work.  Failure to return to 
work will be considered a voluntary resignation. 

MEnD Correctional Care reserves the right to require a fitness-for-duty certificate prior to 
restoring you to employment from FMLA leave for your own serious health condition.  If 
such certification is required but not received, your return to work may be delayed until 
the certification is provided or your employment may be terminated. 

State or Local Family and Medical Leave Laws 
Where state or local family and medical leave laws offer more protections or benefits to 
employees, the protections or benefits that are more favorable to the employee, as 
provided by such laws, will apply. 

Interpretation and Application of Policy 
MEnD Correctional Care complies with applicable state, federal, and local law and 
interprets this policy in accordance with all applicable laws.  Employees who have 
questions about the meaning of this policy or how it applies to their circumstances should 
contact Human Resources. 

5.14 Parental Leave 

This policy provides parenting leave to eligible employees in conjunction with the birth or 
adoption of a child, or, if the employee is the birth mother, leave in conjunction with prenatal 
care or incapacity due to pregnancy, childbirth, or related health conditions pursuant to the 
Minnesota Parenting Leave Act.   

If you are eligible for FMLA, the 12 workweeks of leave under the Minnesota Parenting 
Leave Act will normally run concurrently with any FMLA leave you have available.  If you are 
not eligible for FMLA leave, or have fewer than 12 workweeks of FMLA leave remaining, you 
may be entitled to up to 12 workweeks of leave under the Minnesota Parenting Leave 
Act.  Please contact Human Resources with any questions. 
 
You are eligible for parenting leave of up to twelve weeks under this policy if:  (1) you have 
been employed by MEnD Correctional Care for at least twelve cumulative months prior to your 
leave and (2) during those 12 months you worked an average of sixteen hours or more per 
week. 
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Under this policy, you will be entitled to an unpaid leave of absence for up to a total of twelve 
weeks in conjunction with the birth or adoption of a child, or, if you are the birth mother, for 
prenatal care or your incapacity due to pregnancy, childbirth, or related health conditions. A 
total of twelve weeks is available for such purposes each time an employee becomes a 
biological or adoptive parent to a child, except if more than one child is born or adopted at the 
same time (e.g., twins), leave is provided as if only one child was born adopted.  

Your leave may begin at any time chosen by you up to twelve months following the birth or 
adoption; except that, in the case where the child must remain in the hospital longer than the 
mother, the leave may not begin more than twelve months after the child leaves the hospital.  
Leave following the birth or adoption of the child must be taken in a block of consecutive 
weeks (intermittent or reduced schedule leave is not allowed unless you receive prior approval 
from your Manager and Human Resources). 

You must use accrued PTO during your parenting leave.  Your parenting leave will begin on 
the same date as the PTO and will run concurrently with your use of PTO. 

You will not accrue any benefits such as PTO during any unpaid portion of your parenting 
leave, but you will retain all benefits accrued before, and not used during, your leave. 

While on parenting leave you are eligible to continue your health, disability, and/or other group 
insurance benefits (if such benefits are offered and you have such benefits through MEnD 
Correctional Care at the time your leave begins). You will be required to pay the employee 
contribution for your coverage during leave and should make arrangements to do so with 
Human Resources. MEnD Correctional Care will provide information about the cost and 
procedure for continuing insurance during unpaid leave. 

At the end of your parenting leave, you will be reinstated to your same position or, if that 
position is unavailable, to a comparable position. 

If you are not able or do not wish to return to work at the end of your parenting leave, you may 
seek to extend your time away by requesting a personal leave of absence. MEnD Correctional 
Care retains the sole discretion to grant or deny personal leave. If personal leave is granted, 
your rights will then be governed by MEnD Correctional Care’s personal leave policy. If 
personal leave is not granted, then you must return to work. Failure to return to work will be 
considered voluntary resignation.  

While you are on parenting leave, you may not engage in other work or employment, unless 
authorized by MEnD Correctional Care.  If you do so, you will be considered to have violated 
the terms of your leave and to have voluntarily terminated your employment. 

5.15 Bereavement Leave 

All exempt employees are eligible for bereavement leave. Bereavement leave pay will be 
paid at the employee’s regular pay rate at the time of the leave. Bereavement leave is 
leave granted in addition to an employee’s PTO.  

Employees must notify the Nursing Director to be granted bereavement leave. 
Employees may use PTO for additional time off if approved by the Nursing Director.  

Exempt employees will be allowed up to three (3) days of bereavement leave for the 
death of a spouse (including a de facto spouse), son, daughter, stepson, stepdaughter, 
parent, stepmother, stepfather, brother, sister, stepbrother, stepsister, grandson, 
granddaughter, grandparent, mother-in-law, father-in-law, brother-in-law, or sister-in-law,.  
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Employees are not eligible for bereavement leave for any other family members not listed 
above. Employees wishing to attend funeral services for any other family members not 
listed above must use PTO and must have their leave of absence approved by their 
Nursing Director.  

Bereavement leave does not have to be taken on consecutive dates; however one (1) of 
the bereavement dates must be used for the day of the funeral. MEnD Correctional Care 
reserves the right to request that the employee provide a copy of the memorial notice for 
the bereavement leave to be paid.  

5.16 Jury and Witness Duty 

Employees will be granted time off from work when summoned to serve on jury duty or 
when subpoenaed to be a witness in court.  Time off for jury duty will be unpaid, except 
that employees may use accrued PTO.  Please contact a Nursing Director if you are 
summoned for jury duty. 

Employees must provide a copy of the summons or subpoena to their Nursing Director in 
order to be eligible for time off. Employees are required to report to work whenever they 
are excused from jury duty or they are not otherwise required to report for jury duty.  

5.17 Military Leaves of Absence 

MEnD Correctional Care complies with applicable state and federal law concerning 
leaves for military service.  For more information contact MEnD Correctional Care’s 
President. 

5.18 Unpaid Leave of Absence (Personal or Medical) 

MEnD Correctional Care recognizes that employees occasionally need time away from 
work for compelling reasons that are not otherwise covered by other leave policies.  In 
these cases, employees may apply for a personal leave of absence.  Notwithstanding 
anything herein to the contrary, MEnD Correctional Care has sole discretion whether to 
grant or deny requests for personal leave.   

You may be eligible for a personal leave if, at the time of your request you have 
exhausted or are not eligible for any other paid or unpaid leave and need additional time 
off for a compelling reason.  Personal leave will be without pay, and benefits will not 
continue to accrue during the leave.  The length of any personal leave granted by MEnD 
Correctional Care will be determined by MEnD Correctional Care’s Management Team 
on a case-by-case basis. 

If you wish to take a personal leave of absence, you must apply in writing to MEnD 
Correctional Care’s President.  Your application should be submitted at least one month 
before the intended start date for your requested leave, or as soon as practicable.  Your 
application should state:  (1) the intended starting date for leave, (2) the intended ending 
date for leave and (3) the reason for requesting leave.  If you are requesting leave for 
medical reasons, MEnD Correctional Care may require that you provide satisfactory 
medical certification. 
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You must give written notification to MEnD Correctional Care’s President of your intent to 
return to work at least two weeks before the ending date of your personal leave.  If you 
take leave for your own medical condition, MEnD Correctional Care reserves the right to 
require a fitness-for-duty certificate prior to restoring you to employment.  If such 
certification is required but not received, your return to work may be delayed until the 
certification is provided or employment may be terminated. 

Upon completion of your personal leave, MEnD Correctional Care will place you in your 
previous position if it is still available.  If your previous position is no longer available, 
MEnD Correctional Care will attempt to place you in a position for which you are qualified 
and able to perform, with or without reasonable accommodation, at the regular rate of 
pay for that position.  If no such position is available, MEnD Correctional Care will 
consider other options as appropriate, including termination of your employment.  If (1) 
you are not able to return to work at the end of your personal leave, (2) you do not return 
to work after your leave has ended or (3) there is no position available for which you are 
qualified and able to perform, with or without reasonable accommodation, at the end of 
your personal leave, you will be considered to have voluntarily terminated your 
employment.   

While you are on personal leave, you may not engage in other work or employment.  If 
you do so, you will be considered to have violated the terms of your leave and to have 
voluntarily terminated your employment with MEnD Correctional Care. 
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6 EMPLOYEE BENEFITS 

MEnD Correctional Care currently provides eligible employees with a wide range of benefits.  
Benefits are offered in MEnD Correctional Care’s sole discretion to eligible employees.  MEnD 
Correctional Care reserves the right to change, delete, modify or otherwise review employee 
benefits, premiums amounts, eligibility requirements and/or administrative procedures regarding 
benefits at any time and in its sole discretion with or without prior notice to employees, in 
compliance with applicable law. 
 
This section summarizes current benefit levels only.  It is not intended as a substitute for the 
Summary Plan Descriptions or Plan Documents.  If a conflict exists between the plan documents 
and this section, the plan document will control.  If you have questions about any of the benefits, 
contact the plan administrator or the President of MEnD Correctional Care. 

6.1 Health & Dental Insurance 

MEnD Correctional Care strives to ensure its employees have the most affordable health 
and dental care coverage available to meet the needs of both families and individuals. 
We will continually look at available plans for the best value for employees. Eligible 
employees’ effective date of coverage will be the first of the month following the 
successful completion of their orientation/probationary period.   

A detailed explanation of benefits and how to use the health and dental insurance is 
available is provided by the insurance company. These explanation booklets along with 
insurance cards are issued directly by the insurance company and will be mailed directly 
to the employee.  

6.2 Life, Accidental Death, and Dismemberment Insurance 

MEnD Correctional Care currently covers all eligible employees with life, accidental 
death, and dismemberment insurance. This insurance is payable in the event of the 
employee’s death, in accordance with the policy, while the employee is insured. The 
summary plan booklet provided by our insurance company includes details on employee 
life insurance and accidental death and dismemberment coverage. 

6.3 Retirement Plans  

MEnD Correctional Care supports employee retirement investment by providing 
employees the opportunity to participate in a Simple IRA plan. Full-time employees 
become eligible after twelve months of continuous employment. 

MEnD Correctional Care currently will make a matching contribution of the amount an 
employee defers into the plan, up to 3% of an employee’s pay, subject to annual 
compensation limits. 
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6.4 COBRA Notification 

According to the federal Consolidated Omnibus Budget Reconciliation Act (COBRA) of 
1985, in the event of your termination or resignation of employment with MEnD 
Correctional Care or loss of eligibility to remain covered under MEnD Correctional Care’s 
group health, dental, and life insurance programs, employees and their eligible 
dependents may have the right to continued coverage under MEnD Correctional Care’s 
insurance programs for a limited period of time at their own expense.  

6.5 Company Supplies & Other Expenditures 

Only authorized persons may purchase company supplies in the name of MEnD 
Correctional Care. No unauthorized employee may incur any supply expense on behalf of 
MEnD Correctional Care without prior approval. Without prior approval for company 
supplies or other expenditures, MEnD Correctional Care is not obligated to reimburse the 
unauthorized employee. 

6.6 Mileage Reimbursement 

Employees will be reimbursed mileage for travel to and from the MEnD Correctional Care 
Corporate office for business related meetings and trainings, as well as mileage if the 
employee travels between MEnD Correctional Care facilities during a shift.  Mileage to 
the MEnD Correctional Care Corporate office will be calculated based on the facility the 
employee normally works at. MEnD will not pay for an employee’s mileage from the 
employee’s home to a facility or from a facility to the employee’s home.  

MEnD Correctional Care employees will be required to note submit a mileage 
reimbursement form in order to receive reimbursement.  The official mileage between 
facilities has been determined by MEnD Correctional Care and is available as a separate 
document for employees. If an employee takes an alternate route that changes his/her 
mileage that is his/her choice; however, MEnD Correctional Care will only pay for mileage 
based off the official predetermined amount. Any mileage not submitted will not be paid. 
Mileage will be paid at a predetermined rate per mile. This rate is typically lower than the 
IRS standard mileage rate and employees are eligible to deduct the difference on their 
individual taxes.  

6.7 Training and Professional Development 

MEnD Correctional Care’s mission is to provide the highest quality of correctional 
healthcare possible. MEnD Correctional Care provides mandatory training content as 
outlined by the Department of Corrections as well as CPR training for all employees.  
MEnD Correctional care covers all costs associated with this training.  
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7 ACKNOWLEDGMENT 

I have received a copy of the MEnD Correctional Care Employee Handbook dated 
February 2015.  I understand that this Employee Handbook replaces and supersedes any 
previous employee handbook or manual, and any previous communications, whether 
written or oral, on employment policies or procedures.  I understand that it is my 
responsibility to read the handbook and to ask a Nursing Director for clarification of any 
policy that I do not understand.  I acknowledge that it is also my responsibility to follow 
the policies contained in the handbook. 

With the exception of the rule of at-will employment, I understand that these policies do 
not form a contract or an offer of a contract, either expressed or implied, and that the 
policies are only guidelines.  With the exception of the rule of at-will employment, I 
understand that MEnD Correctional Care can interpret, change, eliminate, or depart from 
these polices, or any other policies and procedures, without notice to me.  I understand 
that my relationship with MEnD Correctional Care is at will, meaning that I can terminate 
my employment at any time, with or without cause and with or without prior notice, and 
that MEnD Correctional Care has the same right and that my at-will status can only be 
altered in writing signed by the President. 

 
 

________________________________  ___________________________ 
Employee’s Printed Name   Position 
 

 

________________________________  ___________________________ 
Employee’s Signature    Date 

 
 
 
 

 
 
 


