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This Manual provides leaders and supervisory staff of Wesley Woods retirement communities with policies and procedures that will assist them in managing employees on a day to day basis. This manual is not a contract of employment and may be revised or revoked by Wesley Woods Senior Living, Inc. at any time. Each Department Director and Administrator will be assigned Leaders Access to online access to the Personnel Policy Manual that is their responsibility to access for the latest versions of human resources policies.  The Department Directors and Administrators are also responsible to make the content of this manual available to all employees under their supervision, to be current on the policies in the book and to use them as a standard in the management of their employees.

Occasionally it will become necessary to make exceptions to the policies under which the organization operates. The Director of Human Resources, Wesley Woods, Senior Living, Inc. should be consulted prior to implementing any exceptions.

GUIDELINES: The Human Resources Department is responsible for all policies of the company that refer to employee relations. These policies are reviewed at least every two years to ensure they accurately represent the manner in which we operate. The outline of the manual is summarized below: 


1. Introduction:

This section contains an updated table of contents for easy reference, statement about the book and the Human Resources Department and the official statement of Wesley Woods Senior Living, Inc. Philosophy, Mission and Goal.

2. Employment:

Policies regarding employment, transfer and promotion are included in this section. We emphasize the commitment to Equal Opportunity and Affirmative Action.
3. Compensation:

This section includes the general policies that relate to wages and salary. The details concerning these policies can be found in the Wage and Salary Administration Manual. Because benefits are also part of the total compensation package the policies that refer to the benefit package are also in this section.
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4.  Leaves:

The policies in this section refer to employee time off, whether planned, such as comprehensive leave, or unplanned, such as extended illness leave, medical leave, and all other leaves.

5. Employee Relations:

This section will outline the company expectations of the employees in regard to work behavior. The Corrective Action process and the Employee Grievance procedure are found in this section.

6. Employee Health:

This section refers to those policies related to the employee's use of the Employee Health Service. This is where you will look for what to do in case of an on the job injury, as well as the regulations related to pre‑employment physical assessments and the Substance Abuse policy.

7. Education:

This section will give you the policies regarding programs that are provided for employees to assist them in their work and relationships at Wesley Woods, as well as the inservice education policies, and corporate educational policies.

8. Miscellaneous:

This section contains any remaining policies that are not easily included in other sections of the manual.
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