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A. INTRODUCTION
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WELCOME MESSAGE FROM THE PRESIDENT & CHIEF 
EXECUTIVE OFFICER OF ARCHCARE 

Dear Care Member: 

Welcome to ArchCare, the Continuing Care Community of the Archdiocese of New York. 

ArchCare is a non-profit healthcare organization, comprised of several residential care 
facilities and managed care and community programs, helping to carry out the Roman 
Catholic mission of serving the sick and the frail in New York. We are dedicated to 
providing personalized and comprehensive care to individuals who are too ill or 
vulnerable to fully care for themselves. 

Having devoted my professional life in service to people confronting the challenges of 
disability and frailty, I continue to be touched every day by the level of care, commitment 
and compassion we see in our specially trained care members here at ArchCare. Our goal 
is to bring daily purpose, everlasting peace and spiritual harmony to the people for whom 
we are privileged to care. 

Working at ArchCare is an opportunity to give back to your community in a 
compassionate and nurturing environment where you will enjoy the satisfaction of 
making a difference in someone's life. 

Again, welcome to ArchCare. I hope you will find it a fulfilling, rewarding experience. 

Sincerely, 

Scott LaRue 
President & Chief Executive Officer 
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FOREWARD 
Welcome to ArchCare. 
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Whether you have just joined our team or have been at Arch Care for a while, we are confident 
that you will find ArchCare a dynamic and rewarding place in which to work and we look forward 
to a productive and successful relationship. We consider the care members of ArchCare to be 
one of its most valuable resources. This Care Member Handbook ("Handbook") has been 
written to serve as the guide for the employer/care member relationship. 

There are several things that are important to keep in mind about this Handbook. If you are 
a unionized care member please be aware that the provisions of the collective bargaining 
agreement take precedence over applicable policies and procedures of this Handbook and 
govern your employment relationship with ArchCare. 

The Handbook contains only general information and guidelines. It is not intended to be 
comprehensive or to address all the possible applications of, or exceptions to, the general 
policies and procedures described. For that reason, if you have any questions concerning 
eligibility for a particular benefit, or the applicability of a policy or practice to you, you 
should address your specific questions to your supervisor or your local Human Resources office. 
Neither this Handbook, nor any other ArchCare document, confers any contractual 
right, either express or implied, including, but not limited to, rights to remain employed. Nor 
does it guarantee any fixed terms and conditions of your employment. Your employment is 
not for any specific time and may be terminated at will by ArchCare or you may resign for 
any reason at any time. 

The procedures, practices, policies and benefits described here may be modified or 
discontinued from time to time. All revisions and additions to the Care Member Handbook 
will be approved by the Vice President of Human Resources, the Vice President of 
Compliance and the President and CEO. We will make every effort to inform you of any 
changes as they occur. 

We hope that all care members have a long-term relationship with us. 

Respectf u I ly, 

VSP, Chief Human Resources Officer Revised 2024 
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Overtime must be approved in advance by the supervisor and if necessary 
with the approval of the Department Head or Executive Director. Failure to 
obtain this approval will subject a care member to disciplinary action. 
There is no "pyramiding" or compounding of overtime payments. The 
maximum overtime rate is one and one-half times the regular hourly rate. 

Paid sick time will not be considered hours worked for the purposes of 
calculating overtime. Exempt care members are not eligible for overtime 
payments. 

A part-time or per diem care member will not be entitled to overtime until 
he/she exceeds 40 hours in the work week. 

Overtime assignments shall be distributed to qualified care members on an 
equitable basis. All care members shall be required to work overtime when 
necessary for the proper operation of any facility. 

PAYROLL 

At most facilities and programs, paydays usually are every other Thursday. 
Checks are issued biweekly or weekly for all time due for the two week or 
one week pay period beginning on Sunday and ending on the Saturday 
before paychecks are distributed. 

Care members should carefully review each of their paychecks and 
paystubs to ensure that they are accurate. Any errors regarding pay, 
missed meal breaks, deductions, or any other errors should be promptly 
reported to the Payroll Department. If care members have any questions 
or problems regarding their payroll checks, they should contact their 
supervisor, then the Payroll Department and then the Human Resources 
Department. 

HUMAN RESOURCES RECORDS 

In order to maintain a complete and accurate historical and current record 
of each care member's status, it is extremely important that care members 
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notify their local Human Resources office of any changes in their employment 

status or personal data, such as: 

 Name and marital status (for benefit purposes)

 Address and telephone number

 Number of eligible dependents

 W-4 and IT-2104 deductions

 person to contact in case of emergency

Care members may review their files by request under the supervision of a 

Human Resources representative. Care members may not alter or remove 

documents from their files. However, care members may submit a written 

rebuttal or challenge to any information that they believe to be erroneous. 

E. ON-THE-JOB

SUBSTANCE ABUSE 

ArchCare strictly prohibits the selling, purchasing, using, possessing, or being 

under the influence of any drug, alcohol or controlled substance while on 

ArchCare premises. This includes even the appearance of being under the 

influence, e.g., the smell of alcohol on a care member's breath. 

Any care member who is a witness to any violation of this policy is required to 

report this to their supervisor, their local Human Resources office or the 

Corporate Compliance Office. 

These activities constitute serious violations of ArchCare rules, and care members 

in violation of the policy are subject to appropriate disciplinary action, up to and 

including dismissal. Additionally, ArchCare reserves the right to require a care 

member to undergo a medical evaluation under appropriate circumstances. 
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Care members leaving due to voluntary resignation, retirement or 
dismissal may be eligible to receive payment for vacation and personal 
days that have been accrued but not used. Holidays worked but unpaid are 
paid out at the time of termination if the resignation is within 60 days of 
the holiday. Accrued but unused sick days are not paid out at the time of 
termination. Remaining sick accruals will not be transferred when 
changing to a per diem status.

POST RESIGNATION/TERMINATION PROCEDURES 
Exit Interviews 
The local Human Resources office is responsible for scheduling and 
conducting an exit interview with a terminating care member on or about 
the care member's last day of employment. 

Supervisors are responsible for arranging the return of ArchCare property 
including: 

• Photo Identification Card
• Office keys
• System manuals
• Laptop computers, Blackberry devices
• Any additional ArchCare-owned or issued property
• Notifying the IT Department to disable system access

Benefits (Life, Medical and Dental) end on the care member's last day of 
employment. A care member, unless dismissed for gross misconduct, has 
the option to convert to individual life insurance, and/or to continue 
Medical/Dental Benefits at their own cost. 

Final Paychecks 
Care members leaving the organization are expected to return office keys, 
their photo identification card, etc., before their final paycheck is issued. 
This final paycheck will normally be mailed during the next pay period after 
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