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WELCOME TO THE 
ECKERD CONNECTS FAMILY!

You have joined one of the nation’s largest nonprofit child and family 
service organizations. Since 1968, we have assisted nearly 200,000 
children. Due to our relentless pursuit of excellence and commitment 
to quality outcomes, we have become the First Name in Second 
Chances.  Our breadth and depth of services include prevention & 
early intervention, community-based programs such as family 
preservation & reunification, foster care & adoption support to 
transitional services, residential services, workforce development, 
and system of care management.  Regardless of the setting, Eckerd 
Connects always strives to provide & share solutions that promote the
well-being of children & families in need of a second chance. 

Congratulations! You are a member of a select group of people who 
have been asked to join us. In addition to the knowledge, skills, and 
abilities you bring to our organization, you share common values and a 
belief in the work we do.  Regardless of where you are in the 
organization, the work you do each day is critical to helping improve a 
child’s future; one day at a time. As each day brings new challenges, we 
hope you keep in mind that we are all here to support each other as 
we work together for our common cause of helping children.  We 
challenge you to strive for excellence, seek opportunities for growth 
and improvement, and to be a leader and role model. 

We truly believe you will find Eckerd Connects to be a
challenging and rewarding place to work. 

Again, welcome to the Eckerd Connects Family!
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ALL ABOUT US 
OUR MISSION 

Provide and share solutions that promote 
the well-being of children and families  
in need of a second chance.  

OUR VISION 

Ensure that each child has the 
opportunity to succeed. 

OUR VALUES 

To achieve our purpose of improving the future 
one child at a time, we focus on putting these 
core values into action: 

We base our concepts upon a belief in God and respect for all. 
Every person is uniquely special and has inherent worth. 

Youth always come first. 
The first question is always, “Is it good for kids?” No matter the situation, the child’s needs–mind, 
body and spirit–always come first. 

Services should focus on the family. 
When a child needs help, the family needs help. Children and families achieve greater long-term 
success when services and systems of care address the needs of the entire family. 

Local communities must be engaged and empowered. 
When a youth’s local community is engaged in their care, the chance for success goes up. The best 
and most efficient systems of care are those that ensure the local community is empowered with the 
responsibility and resources to meet, at a local level, the needs of their youth. 

We hold ourselves accountable for achieving superior outcomes. 
Our ultimate measure of success is how well children prosper after leaving our care. We embrace 
industry-leading tools, systems and processes for measuring success and improving our outcomes. 

We engage people from a strength-based perspective. 
We focus on strengths rather than weaknesses when helping people reach their fullest potential, 
including our staff and the children and families we serve. 

We are good financial stewards. 
Every penny given to us by agencies, corporations, parents, donors and foundations is precious. 
Consequently, overhead is kept reasonably low to maximize resources on providing quality services 
to children, families and communities. 

We build strong and lasting partnerships. 
We work in close partnership with the agencies and communities we serve to help them overcome 
their challenges. This means we are active listeners and problem solvers who build relationships 
based on trust, honesty and integrity. 

We have the courage to innovate and change. 
The one constant in life is change, and innovation is the key to producing life-changing solutions. We 
are committed to innovation and when necessary changing ourselves individually, our organization 
and entire systems of care in the pursuit of providing more families the second chance they deserve. 

ALL ABOUT US 
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THE ECKERD WHEELS™ 

The Eckerd Wheels™ are a set of interconnected processes divided between Organizational 
Performance, Organizational Culture, and Organizational Vision. As the wheels turn, they 
drive desired outcomes, thereby giving each child that Eckerd Connects serves the opportunity to
succeed. 

As is the case with the spokes of a bicycle wheel, if just one becomes bent, the entire bike can begin 
to wobble, becoming off-balance, even falling over. This holds true with The Eckerd Wheels™, 
as one spoke becoming off kilter could result in a single program—or an entire 
organization—performing below its potential. Hence, the need to constantly maintain spoke 
strength and balance through vigilant performance monitoring and active, collaborative spoken 
dialogue, the result of which is an organization that is continuously becoming more efficient and 
effective while evolving and expanding. 

THE ECKERD WHEELS™ 
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THE ECKERD WHEEL™: 
ORGANIZATIONAL PERFORMANCE 

Organizational Performance is divided into the five spokes of Quality, Staff, Finance, External 
Relations and Growth & Transformation with the “Hub” being the children, families and communities 
we serve. Having  children, families and communities in the Hub,  ensures every decision/action 
has at its center Eckerd Connects' three values of youth always come first, services should
focus on the family, and local communities must be engaged and empowered. As Mr. and Mrs. 
Eckerd said, “It’s the kids,” and by extension, this includes their families and communities. 

Each Spoke of the Organizational Performance Wheel can be mapped to one of the other 
remaining Eckerd Connects values. Each spoke/value is championed & protected by a member
of the Executive Leadership Team and monitored by their team in Eckerd Connects' Clearwater
Support Center. 

THE ECKERD WHEELS™ 
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THE ECKERD WHEEL™: 
ORGANIZATIONAL CULTURE 

The purpose of the Organizational Culture Wheel is to ensure each staff is focused on attending to 
their own and each other’s needs as human beings. This wheel ensures Eckerd Connects never
loses sight of the fact performance is only possible because of the people who wake up every 
day and with rolled up sleeves get elbow-deep in the work of providing second chances. 

At the hub of Organizational Culture is “Respect for All,” which aligns with Eckerd Connects' first
value, “We base our concepts upon a belief in God and respect for all.  Surrounding the hub are 
the five Organizational Culture spokes of Integrity, Responsibility, Empathy, Caring and Happy. 

THE ECKERD WHEELS™ 
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THE ECKERD WHEEL™: 
ORGANIZATIONAL VISION 

Eckerd Connects' Organizational Vision Wheel serves as our answer to the question, “How do you
ensure that every child has the opportunity to succeed?” It simply isn’t enough to say that our 
programs and services are effective. The need for a more exact answer to the question of 
effectiveness has become more critical in today’s performance-based landscape. 

Child Success is at the hub of Organizational Vision; representing Eckerd Connects' belief
that the prevention, intervention, and system of care practice models promoting resiliency offer 
the most effective pathways for success. This strength based approach represents a 
philosophical commitment that Eckerd Connects strives to maintain throughout all of its programs
and services. Each spoke of the organizational Vision Wheel includes supportive spokes that help 
to guide program and service design, implementation, and evaluation by suggesting desired 
outcomes for success.

THE ECKERD WHEELS™ 
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INTRODUCTION 

This Employee Handbook is designed to provide you important information about employment 
at Eckerd Connects.  There are a myriad of company-wide policies and procedures (“P&P’s”), 
applying to various programs, state requirements or employee work situations.  The 
Employee Handbook summarizes significant portions of important employee-related policies and 
procedures. The complete list of policies & procedures are available for review on ECKERDnet, our 
employee intranet site. We encourage you to review the P&P’s in order to identify those that will 
assist you in job performance and personal development. The Employee Handbook is designed as 
a general reference guide - a first place to look for answers to employment-related questions. 

If you have any questions about this Handbook or other employment related matters, please speak 
with your immediate supervisor.  You are also welcome to contact the Support Center and speak with 
a Human Resources Business Partner.  For easy reference there is a Contact List at the end of the 
Handbook. 

IMPORTANT NOTICE TO EMPLOYEES 

1. The relationship between you and Eckerd Connects is referred to as "employment at will." In 
receiving this handbook, you understand and agree that, if hired, your employment can be 
terminated at any time for any reason, with or without cause, and with or without notice by 
the Company. No representative of the Company has authority to enter into any agreement 
contrary to the foregoing "employment at will" relationship or to the rules and policies of Eckerd 
Connects. Nothing contained in this handbook creates an express or implied contract of 
employment.

2. This Employee Handbook is a summary of many Eckerd Connects P&P’s; if there is any 
inconsistency between this Handbook and the P&P’s; the P&P’s prevail.  Both this Handbook and 
the P&P’s may be changed at any time by Eckerd Connects.

3. All Eckerd Connects policies, procedures, work-product and related products are confidential 
and proprietary.

4. Some of the benefits discussed in this Handbook are subject to a federal law known as the 
Employee Retirement Income Security Act of 1974, as amended (“ERISA”).  Pursuant to that law, 
health insurance and similar employee welfare plans, and retirement and similar employee 
pension plans, are created by and administered according to certain initiating paperwork, called 
“plans”.  According to the terms of ERISA and the plan documents, for each plan in which the 
employee is enrolled or eligible, the employee is entitled to a copy of that plan’s summary plan 
description (“SPD”), which provides an overview of rights and responsibilities under that plan; the 
employee may also, upon reasonable notice and during normal business hours, inspect a copy of 
the actual plan documents.  In any event, any discrepancy between descriptions of plan benefits in 
this Handbook and the SPD/Plan Documents is to be resolved by reference to the Plan 
documents. 

INTRODUCTION 
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Jack and Ruth Eckerd founded our first outdoor 
therapeutic program in 1968 based on the 
overarching philosophy that youth must always 
come first.  For many years, Eckerd Connects was 
most widely recognized for our outdoor 
therapeutic programs.  Located in rural areas, 
these programs helped tens of thousands of 
youth succeed.  While outdoor therapeutic 
programs remain an important part of our 
service offerings, our continuum of care has 
grown significantly.  Today we are one of the 
nation’s leading nonprofit providers of services for 
youth and their families with over 90 
behavioral health, child welfare, and workforce 
development programs nationwide. 

While we have grown dramatically over the 
years, we have done so while remaining 
committed to the immortal words of our founders “It’s 
the kids”.  This is what drives us – what guides 
us- as we move toward the future. 

The Eckerd Connects Organization

In order to provide the highest level of care to the 
children, families and communities we serve, Eckerd 
Connects' works closely with community 
partners, stakeholders, and citizens in 
evaluating services to ensure they are family 
centered, outcome oriented, culturally 
competent, and accountable for results.  This 
intentional approach to bringing individuals, 
agencies, and the community together, ensures we 
operate as a unified decision-making entity, with the 
capacity to ensure that children in our communities 
are safe, well-adjusted, and equipped to be 
successful.  

Eckerd Connects provides a full continuum of care. 
The Eckerd Connects Internet Website: Eckerd.org 
and the Eckerd Connects Program and 
Services Booklet provides up-to-date descriptions of 
the various programs and locations. 

Eckerd Connects' administrative office is located in 
Clearwater, FL. Known as the Clearwater 
Support Center (CSC), the employees at that 
location provide ongoing support to all the 
employees in the field. They do so while keeping the 
mission of Eckerd Connects in the forefront of 
their minds.  

Jack and Ruth Eckerd, Founders 

THE HISTORY OF ECKERD CONNECTS 

THE HISTORY OF ECKERD CONNECTS 

SOME OF THE FUNCTIONS PERFORMED AT 
THE EMPLOYEE SUPPORT CENTER ARE: 

Executive Leadership for the Organization 

Performance & Quality Improvement 

 Quality Assurance

 Performance Improvement

 Contracts

 Education

Talent Management & Development 

 Talent Management (HR)

 Talent Development (Training)

Finance & Accounting 

 Accounting

 Payroll

 Benefits

 Facilities/Purchasing

 Information Technology

External Relations 

 Fund Development

 Marketing & Communications

 Government Relations

Growth & Transformation (Operations) 

 Program Oversight

 Program Development
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 Never doing anything that is illegal, would 
violate Eckerd Connects policy, or is 
immoral by the standards of the community 
in which the employee is working on 
behalf of Eckerd Connects.

 Never doing anything that, even away from 
clients or work, were it to become public 
knowledge or known to clients, would 
undermine, diminish or limit your relationship 
with the youth in our care, have the potential 
to negatively impact the behavior of youth, or 
be seen as contrary to the mission of Eckerd 
Connects. 

AVOID CONFLICTS OF INTEREST 
At all times, employees must disclose any 
financial interest they have in any 
businesses providing services or goods to 
Eckerd Connects. Employees are to have 
no involvement in transactions between 
Eckerd Connects and such businesses in 
order to avoid both actual conflicts of interest 
and perceived improprieties. 

GRATUITIES 
Eckerd Connects strongly discourages 
employees from accepting gratuities, gifts and 
any special favors from clients, clients' family 
members and friends, vendors, subcontractors 
or anyone else with whom they have a 
business relationship as a result of the 
employee’s position with Eckerd Connects 

 No gift, contribution, cash gratuity from 
suppliers, customers or any other person 
doing business with Eckerd Connects with a 
value of more than $25 will be accepted 
by any employee or any member of an 
employee’s immediate family.

 Under no circumstances will supervisors 
receive cash gifts from subordinates or 
accept collective gifts beyond a nominal 
value ($25.00). 

The following Eckerd Connects P&P’s provide 
further detail: 

 Code of Conduct (B2.09)

 Conflict of Interest & Duty of Loyalty (B3.05

 Role Model (B3.02)

ETHICS 

ETHICS At Eckerd Connects, a major 

component of our program is to provide the 

at-risk youth in our care with positive role 

models as our employees are often the first 

such positive influence these youths have ever 

had.  To this end, there are three important 

ethical principles to bear in mind, each of which 

is embodied in a separate Eckerd Connects 

Policy. 

ROLE MODELING 
At all times, employees must 
conduct themselves in such a manner as 
would provide a proper role model for the 
youth in our care. This includes, but is not 
limited to the following: 

IF YOU HAVE QUESTIONS 
ABOUT ETHICS AND  
ECKERD CONNECTS: 

 Ask your supervisor, manager
or director

 Call Talent Management
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EQUAL EMPLOYMENT 

OPPORTUNITY 

In employment related decisions or otherwise, 
Eckerd Connects does not discriminate against any 
person on the basis of  race, color, national 
origin (ethnicity), gender, age, religion, 
disability, military status, marital status, sexual 
orientation, or any other prohibited basis.  Nor 
will Eckerd Connects tolerate harassment of any 
person on any of these protected bases.  The 
organization will also make reasonable 
accommodations for known disabilities of all 
employees and applicants. 

Eckerd Connects encourage employees to report
all perceived incidents of discrimination, 
harassment, retaliation, or failure to 
accommodate. Individuals who believe that they 
have been the victim of such conduct should 
discuss their concerns with their immediate 
supervisor or the Talent Management 
Department.   

The following Eckerd Connects P&P’s provide 
further detail: 

 Equal Employment Opportunity (B1.01)
 Culturally Responsive Practices (A1.05)
 Disabilities: Nondiscrimination And

Reasonable Accommodation (A1.04)
 Anti-Discrimination & Anti-Harassment

(B3.04)
 Interpersonal Relationships (B3.01)
 Recruitment and Selection (B1.02)

EQUAL EMPLOYMENT OPPOTUNITY 

WORKING AT 
ECKERD CONNECTS 

There are several important aspects 
about working at Eckerd Connects that are 
addressed in this section: 

 Equal Employment Opportunity
(EEO)

 Employment Status; Attendance; and
related information

 Career Path
 Health and Safety
 Additional Information –

“Miscellaneous”

IF YOU HAVE QUESTIONS  
ABOUT THE EMPLOYMENT 

RELATED POLICIES:  

 Ask your supervisor, manager or
director

 Call Talent Management
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EMPLOYMENT STATUS 
 (1) 

There are different classes of employment at Eckerd Connects. The different classes are: 

Employment status affects certain benefit eligibility and accrual.  Refer to the chart below for more 
explanation. 

*NOTE: CARING for Children employees are not eligible for these benefits at this time(*).

(1) The relationship between you and Eckerd Connects is referred to as "employment at will." I understand and agree that, if hired, my employment can be terminated 
at any time for any reason, with or without cause, with or without notice by me or the Company. No representative of the Company has authority to enter into any 
agreement contrary to the foregoing "employment at will" relationship or to the rules and policies of Eckerd Connects. Nothing contained in this handbook 
creates an express or implied contract of employment. 

(2) Employees in all classifications may be deemed eligible if they have been employed with Eckerd Connects and CARING for Children at least one year and have 
worked 1,250 hours in the past 12 months. 

(3) Must work for Eckerd Connects at least one year and at least 1000 hours annually, and be employed on June 30 of that fiscal year to receive the contribution. 

Full-time Employee  An employee hired to work a full-time schedule (generally 30+ hours\week) for an 
 indefinite period.  

Part-time Employee  An employee hired to work a part-time schedule (generally less than 30 hours\week) 
for an indefinite period. 

Regular Employee  An employee hired to work a part-time or full-time schedule that has satisfactorily 
completed an initial probationary period. 

Probationary Employee An employee hired to work either a part-time or full-time schedule that has not yet 
satisfactorily completed the initial probationary/introductory period. 

BENEFIT

EMPLOYEE STATUS
FULL TIME PART TIME 

Regular 
Initial 
Prob. Regular 

Accidental Death & Dismemberment YES NO NO 

Attraction Discounts YES YES YES 

Cancer/Dread Disease YES* NO NO 

Credit Union YES* YES YES 

Dental Insurance YES NO NO 

Dependent Life Insurance YES NO NO 

Employee Assistance Plan (EAP) YES YES YES 

Family and Medical Leave(2) YES YES YES 

Flexible Spending Accounts YES* NO No 

Health Insurance YES NO NO 

Jury Duty Pay YES NO YES 

Life Insurance YES NO NO 

Long Term Disability YES NO NO 

Paid Time Off (PTO) YES NO NO 

Retirement(3) YES YES YES 

Short Term Disability Benefits YES NO NO 

Supplemental Life Insurance YES NO NO 

Vision Plan YES NO NO 

Worker's Compensation YES YES YES 

EMPLOYMENT STATUS 
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Work schedules are set at the local level by the 
supervisor or some other member of the 
leadership team and are generally not related to 
the Employment Status.  Please see your 
supervisor for your specific work schedule.  

Regular attendance is crucial at a 
24/7/365 operation like Eckerd Connects.  
So, please try to limit any unscheduled 
absences or tardiness.  If sick, stay home to 
take care of yourself or a dependent; avoid 
coming to work where others can be infected.  
Employees are requested to provide as 
much notice as possible to the supervisor 
about an absence, tardy arrival or early 
departure.  A call in with little notice, late 
arrival, or “no show” for work, is an 
extreme burden on the fellow employee 
who is not relieved until a replacement can be 
found. 

For certain “nonexempt” positions, overtime may 
be authorized by a supervisor and 
employees serving in those nonexempt 
positions will be eligible for overtime pay for 
all hours worked in excess of 40 hours, 
except where state law dictates otherwise, in 
any given work week. 

ECKERD CONNECTS OBSERVED HOLIDAYS 
New Year's Day, Martin Luther King Jr. 

Day(1), Memorial Day, Independence Day, 
Labor Day, Thanksgiving Day, Friday following 
Thanksgiving Day, Christmas Eve and 
Christmas Day. 

Residential programs are a bit different due to 
the nature of their program schedule. 
Employees at residential programs who are 
required to work on an observed holiday must 
take the holiday time either 30 days prior to or 
30 days after the scheduled holiday. 
(NOTE: CARING for children residential programs do not have 
company holidays; rather, they have a higher PTO accrual rate. 
See CARING for Children PTO policy for more details).

OUTSIDE EMPLOYMENT 
Some employees find time to engage in outside 
employment, in addition to working at 
Eckerd Connects.  Outside work is permissible 
if disclosed to the supervisor and does not 
conflict or interfere with attendance or 
performance on the job with Eckerd Connects. 

For further information refer to Eckerd 
Connects P&Ps: 

 Attendance (B2.03)
 Bereavement Leave (C4.07)
 Employee Assistance Program (C4.11)
 Employment Status (B2.01)
 Family & Medical Leave (C4.08)
 Holidays (C4.04.01)
 Jury Duty (C4.09)
 Leave of Absence (C4.06)
 Overtime Pay (B4.10)
 Paid Time Off &

Paid Time Off Donations (C4.04)
(NOTE: CARING for Children does not have PTO Donation)

 Payroll & Time Cards (C4.02)
 Remote Working Locations (“Workshifting”)

(B3.13)
 Retirement Plan (C4.10)
 Work Schedules (B2.04)

EMPLOYMENT STATUS 

IF YOU HAVE QUESTIONS ABOUT 
EMPLOYMENT STATUS, TIME OFF 

OR BENEFIT ELIGIBILITY: 

 Ask your supervisor, manager or
director

 Call Talent Management
 Call Benefits

(1) Martin Luther King, Jr. holiday only applies to CARING for Children employees. 
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any merit-based raises or bonuses for which you may 
be considered. Please note that eligibility for a 
bonus would have been outlined in your offer 

letter.  

PROMOTIONS AND TRANSFERS 
Current vacancies can be found on ECKERDnet by 
clicking on Career Search.  Also, a weekly email 
containing all newly added positions for the week 
is sent out by the Talent Management Department.  
Current employees can apply for any position for 
which they are qualified.  An employee can 
request a transfer to another facility to fill a listed 
vacancy (this can be helpful for advancement 
purposes by gaining experience in more 
than one program or department).  Eckerd 
Connects may also transfer employees on a 
temporary or permanent basis to address 
staffing shortages or other management 
needs. 

For further information refer to the following 
Eckerd Connects P&P's: 

 Probationary Employment Status “New
Employee Orientation” (B6.01)

 Promotions & Transfers (B6.02)

 Recruitment & Selection (B1.02)

 Staff Appraisals & Evaluation of
Performance (B2.02)

CAREER PATH 

Orientation is the first order of business as a 
new employee with Eckerd Connects. Orientation is a 
combined effort between leadership at the local 
work location and the Talent Management and 
Development Team. Orientation takes many 
forms including but not limited to reading 
materials, online learning, and instructor led 
sessions (both virtual & in-person).   Jobs 
involving direct care of youth have a required 
specific training program held at a designated 
location. Your supervisor is responsible for 
ensuring you receive an orientation plan. 

Your first 90 days of employment with Eckerd 
Connects constitutes the initial 
Probationary/Introductory Period. It is designed to 
provide you and us with an opportunity to 
determine if Eckerd Connects is a good fit for 
you. During the Probationary/Introductory Period, 
which is synonymous with “the evaluation 
period,” your supervisor will provide intensive 
training, extra evaluation of skills, and guidance 
through the “learning curve”.  During this initial 
probationary (evaluation) period, should you 
or your supervisors reach the conclusion that 
even with coaching you probably will not succeed 
as an Eckerd Connects employee, your 
supervisor will choose to end the employment 
relationship or extend the probation for a maximum 
of 90 days.   

After completing the initial Probationary Period, 
your supervisor will attempt to provide 
continuous feedback on your performance.  At a 
minimum, you will receive an annual 
performance appraisal, which will reflect an 
assessment of your job performance during the 
previous twelve months.  The appraisal also 
provides you and the supervisor with an 
opportunity to outline development and 
performance goals for the next year.  It also 
serves as the primary tool for determination of 

CAREER PATH 

IF YOU HAVE QUESTIONS ABOUT  
TRAINING, APPRAISALS, PROMOTIONS 

TRANSFERS OR THE LIKE: 
 Ask your supervisor, manager or director

 Call Talent Management
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HEALTH AND SAFETY 

Eckerd Connects desires all employees to 
be at their best. And as such, are always 
concerned about health and safety. 

Consequently, Eckerd Connects is Drug-Free. 
Pre-employment drug screening is required 
of all candidates for employment. For-cause 
drug/alcohol screenings also help maintain the 
drug -free work environment.  Eckerd 
Connects may require post-incident/
accident, random or follow-up drug/alcohol 
screenings.

Eckerd Connects provides employees 
with professional consultation guidance 
through its Employee Assistance 
Program (EAP), administered by an 
outside vendor. This program is available at 
little or no cost to the employee.  In 
addition, some services are extended to the 
employee’s family members. Information 
about the program is available on 
ECKERDnet or by contacting the Benefits 
Department. Information discussed with the 
EAP provider is confidential. 

Workplace Safety is No Accident.  Eckerd 
Connects endeavors to maintain the 
workplace as safe as possible by striving to 
eliminate all known risks of harm and to train 
employees on how to cope with the situation 
that can or have caused injury or illness.  
Employees may receive specialized training 
such as blood borne pathogen procedures, if 
needed, as well as training for weather 
concerns and other exposure issues. 

SMOKING & TOBACCO USAGE 
Eckerd Connects is smoke and tobacco 
free workplace. Smoking or using tobacco 
products on Eckerd Connects property is 
strictly prohibited. 

It is Eckerd Connects goal to avoid any work 
related injury or illness. However, if injury or 
illness does occur, Eckerd Connects 
provides Workers’ Compensation Insurance for 
injury and illness that occurs in the course and 
scope of employment. 

For further information refer to the following 
Eckerd Connects P&Ps: 

 Employee Assistance Program (C4.11)
 Inclement Weather (D2.06)
 Program Health & Safety (D1.14)
 Staff Injury Reporting Instructions (OG B5.04)
 Substance Abuse and Drug-Free Workplace

(B2.07)
 Tobacco Free Workplace (C4.03)
 Workers’ Compensation (C4.05)

HEALTH AND SAFETY 

IF YOU HAVE QUESTIONS ABOUT 
HEALTH & SAFETY: 

 Ask your supervisor, manager or di-
rector

 Call Talent Management
 Call Benefits
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(1) These lists of Major and Serious violations, as well as the Progressive Discipline system, should not be and are not considered all-inclusive, nor do they vary the at-will 
nature of employment with ECKERD CONNECTS.  As detailed more fully above, ECKERD CONNECTS reserves the right to discharge any employee at any time, 
with or without cause, with or without notice. 

Like most employers, Eckerd Connects 
has a performance management system 
designed to enforce basic guidelines for 
expected behavior and job performance.  
Employees may be subject to discipline for 
poor performance or for violation of Eckerd 
Connects policies, procedures, or standards.  
The type of disciplinary action that may be 
imposed may vary depending on the facts and 
circumstances surrounding each case.  

The performance management system is a three 
-tiered approach to positive discipline: Major 
Violations of the Code of Conduct; Serious 
Violations of the Code of Conduct; and 
Progressive Discipline.(1)

MAJOR VIOLATIONS (almost always results in 
discharge from employment for the first 
occurrence): 

 Falsification of Eckerd Connects records
 Insubordination
 Criminal conviction
 Child abuse or neglect
 Poor role modeling
 Harassment, discrimination or retaliation
 Alcohol or illegal drugs usage
 Theft or conversion (destruction) of property
 Confidentiality violations
 Gratuity acceptance
 Gambling
 Violence or fighting
 Weapons
 Wanton or gross violation of any Eckerd 

Connects policy not listed above 

SERIOUS VIOLATIONS (almost always results 
in a final written warning or discharge for the first 
occurrence): 

 Violation of Eckerd Connects' 
Interpersonal Relations Policy

 Unauthorized Computer Usage
 Solicitation, etc.
 Unsafe Practices or Activities
 Sleeping While on Duty 

PERFORMANCE MANAGEMENT 

 Disorderly conduct
 Absence without leave
 Failure to report (injury or damage)
 Failure to attend work without notice
 Critical, willful violation of any Eckerd 

Connects policy not listed above 

PROGRESSIVE DISCIPLINE Typically all other 
forms of misconduct will be handled by 
progressive discipline. The type/level of 
disciplinary action may vary depending on the 
facts and circumstances surrounding 
each situation.  Eckerd Connects reserves 
the right to combine or skip steps depending 
on the facts of each situation and the nature of 
the offense. 

First Time:  Oral Counseling 
 (with documentation) 

 Second Time: Written Warning 

Third Time:  Final Written Warning 

Fourth Time:  Discharge From Employment 

For further information refer to the 
following Eckerd Connects P&Ps: 

 Staff Appraisals & Evaluation of
Performance (B2.02)

PERFORMANCE MANAGEMENT 

IF YOU HAVE QUESTIONS ABOUT 
DISCIPLINARY PROCEDURES: 

 Ask your supervisor, manager
or director

 Call Talent Management
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Eckerd Connects maintains a personnel file 
on all employees.  It is important that each 
employee ensure that the file reflects their 
current home address and emergency 
contact information. Additionally, employees 
are required to submit any changes to any 
required licensure (renewal, suspensions, 
revocation, etc.) or immigration status (if 
not a U.S. citizen or permanent resident).  
Employees can update their information by 
contacting the Talent Management Department 
or logging into Eckerd Connects' computerized 
employee data collection and management 
system.

APPEARANCE 
Being a role model starts with looking the 
part. Each work location has different rules 
about dress and appearance that follow the  
guidelines outlined in the Personal Appearance 
policy, but generally they boil down to 
good personal hygiene and grooming. 
Appropriate dress is defined by each 
facility as well as overall organizational 
guidelines in the P&P. 

CRIMINAL BACKGROUND SCREENING 
Eckerd Connects completes a criminal 
background check on employees at hire and 
thereafter, as required.   Should an 
employee become arrested, the program 
supervisor is to be notified within 1 business 
day of the arrest.  Though there are a 
myriad of offenses, there are situations 
where a particular offense prohibits continued 
employment at Eckerd Connects. 

REIMBURSEMENTS 
Eckerd Connects provides reimbursement for 
certain types of expenses such as 
approved work-related travel expense. With 
approval Eckerd Connects also pays for certain 
relocation expenses. 

REFERENCES 
Eckerd Connects' reference policy is to provide 
dates of employment, last position held and last 
rate of pay.  For release of additional 
information, a release form must be completed. 

ADDITIONAL INFORMATION – “MISCELLANEOUS” 

ADDITIONAL INFORMATION—”MISCELLANEOUS” 

IF YOU HAVE QUESTIONS  
ABOUT THESE PROCEDURES AND 

PROCESSES: 
 Ask your supervisor, manager

or director
 Call Talent Management
 Call Finance

For further information refer to the 
following Eckerd Connects P&Ps: 

 Credentialing (B1.03)
 Employment Eligibility

(IRCA of 1986) (B1.04)
 Personal Appearance (B3.03)
 Personnel Records & Data;

Confidentiality (F3.01)
 Purchasing Card (P-Card) (C1.09)
 Relocation Expense (B2.06)
 Travel Reimbursement (C1.04)
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PAY 
 Components
 Payroll

BENEFITS 
 PTO and Leaves of Absence
 Insurance; Retirement; and more

PAY COMPONENTS 
Base pay is determined by the position.  (In 
some cases, certain positions may also receive 
a premium for working certain shifts or within 
certain geographical locations). 

Base pay may increase as a result of 
performance reviews.  Such increases are 
awarded on the basis of employee 
performance and Eckerd Connects' ability to 
provide the increase. The appraisal should 
reflect accomplishments, completion of special 
projects, any disciplinary action or 
performance counseling; and/or any 
excessive periods of absence. 

Overtime 
Nonexempt employees are eligible to 
receive overtime pay for all hours worked over 
a total of 40 hours per workweek, except 
where a state law dictates otherwise. Any 
hours paid, but not actually worked (such as 
PTO or jury leave) are not included in the 
total hours for overtime calculation purposes.  
Overtime is governed by the Fair Labor 
Standards Act (FLSA). 

Jury Duty 
Eckerd Connects provide regular base pay up to 
8 hours per day for a maximum of five days or 
what is required by law for Jury Duty. If jury 
duty attendance is required for fewer than eight 
hours on a scheduled workday, the employee is 
paid for all regularly scheduled hours provided 
the employee works the hours not required by 
jury duty, at the difference between what is 
received from the court for service and eight 
hours’ pay, if the jury duty occurred on a 
regularly scheduled workday.  Upon return to 
work, proof of time served and proof of jury duty 
compensation should be submitted to your 
manager and to Payroll.  

TOTAL COMPENSATION 

Military Reserve Pay 
Employees called up to serve our country will 
receive time off and pay in accordance with 
applicable requirements of state and federal law, 
including the federal Uniformed Services 
Employment and Reemployment Rights Act 
(USERRA). Such employees are expected to 
notify their supervisor of upcoming military duty by 
providing a copy of Orders as soon as possible. 

Paydays 
Paydays are scheduled semi-monthly; with pay 
being a week behind.  Employees will receive pay 
via debit card or direct deposit into their bank 

account.  

All employees will receive a pay stub listing 
standard deductions for withholding taxes, social 
security tax, insurance, etc., and any other 
deductions, such as garnishments.   The pay stub 
also provides a record of year-to-date earnings, as 
well as available PTO. 

For further information refer to the 
following Eckerd Connects P&Ps: 

 Compensation (C4.01)
 Garnishments (B4.02)
 Jury Duty (C4.09)
 Military Reserve Training/Active Duty Pay

(B4.09)
 Overtime Pay (B4.10)
 Payroll and Timecards (C4.02)

TOTAL COMPENSATION 

IF YOU HAVE QUESTIONS ABOUT 
TOTAL COMPENSATION: 

 Ask your supervisor, manager,
or director

 Call Payroll or Talent Management
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BENEFITS 

Paid Time Off 
One of the most important benefits accrued as 
a full-time employee of Eckerd Connects is 
Paid Time Off (PTO).  PTO provides for 
pay when an employee does not work 
their regularly scheduled hours due to, 
illness, vacation, or personal time. 

Employees are expected and encouraged to 
take at least one week of vacation annually. 
Nonetheless, generally the "management" of 
paid time off is an employee responsibility. 

Full-time employees accrue PTO(1) at a rate of a 
certain number of hours of PTO per semi-
monthly pay period.  The rate increases with 
length of service.  New employees start accruing 

PTO at the rate of 19 days(1) per year (see PTO 
policy, C4.04, for complete accrual schedule). 
PTO stops accruing when there are 30 days 
(240 hours) available to use. Accrual will begin 
again when the PTO availability drops below the 
indicated maximum level. 

The following days have been designated as 
holidays, or non-operations days, for all 
programs, offices and facilities other than 
Residential:  New Year's Day, Martin Luther 

King Jr. Day(2), Memorial Day, Independence 
Day, Labor Day, Thanksgiving Day, Friday 
following Thanksgiving Day, Christmas Eve and 
Christmas Day. 

Scheduling of PTO 
Generally, supervisor’s prior approval is required 
to use PTO.  When a personal or family 
emergency or illness requires an unscheduled 
absence/use of PTO, notify the appropriate 
supervisor as soon as possible, but no later than 
two hours before the start of the normal work 
shift. Some locations require more notice time. 
Employees assigned to those locations will be 
required to comply with the location notice time. 

Redemption of PTO 
Upon separation from Eckerd Connects, PTO 
will be paid out at the employee's base pay 
rate as of the last day worked. 

Employees who have not been employed with 
Eckerd Connects for 3 consecutive years 
as a regular, full-time employee at the time 
of their last active day of employment will not be 
eligible for PTO payout, except where state law 
dictates otherwise. 

Where state law allows, PTO will not be paid out 
regardless of length of service to employees 
who are terminated for cause or do not give an 
appropriate 2 weeks’ notice when resigning their 
position at Eckerd Connects. 

Bereavement Leave 
If an employee should suffer the death of a 
close family member, the employee may take off 
up to three scheduled workdays (or the 
equivalent, in parts) commencing within thirty 
(30) days following the death.  This time is not 
considered PTO (not charged against the 
employee’s PTO balance); nor does it count as 
hours actually worked for employees subject to 
overtime payment.

For further information refer to the following 
Eckerd Connects P&Ps: 

 Rest Periods/Meal Breaks (B5.02)
 Paid Time Off &

Paid Time Off Donations (C4.04)
 Bereavement Leave  (C4.07)

IF YOU HAVE QUESTIONS 
ABOUT BENEFITS: 

 Ask your supervisor, manager,
or director

 Call Benefits
 Call  Payroll

(1) CARING for Children employees start accruing PTO at the rate of 15 days per year. 
(2) Martin Luther King, Jr. holiday only applies to CARING for Children employees. 
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LEAVES OF ABSENCE 

Leave of Absence is not a common occurrence, 
but is available for those with a qualified 
need for extended time off.  Eckerd 
Connects provides several types of leaves of 
absence: Family and Medical Leave Act 
Leave; Workers’ Compensation; Military 
Leave; Family & Medical Leave of Absence 
and leaves for personal and educational 
reasons. Written application is required 
and continuation of benefits is 
dependent upon the length and nature of 
the leave. Employee-paid premiums/
deductions for benefits such as dependent 
group insurance, dental insurance, 
enhanced Long Term Disability, 
Supplemental Life Insurance, etc., must be 
paid to Eckerd Connects on a timely basis if 
continued coverage is desired. 

For further information refer to the 
following Eckerd Connects P&Ps: 

 Bereavement Leave (C4.07)
 Military Reserve Training/Active Duty Pay 

(B4.09)
 Family & Medical Leave (C4.08)
 Leaves of Absence (C4.06) 

INSURANCE, RETIREMENT, 
AND MORE 

Eckerd Connects employees have available 
several different types of insurance and 
related programs: Health Insurance, 
Dental Insurance; Life Insurance, 
Supplemental Life Insurance; Dependent 
Life Insurance, Short and Long Term 
Disability; Vision Insurance; Legal Services 
Plan/Insurance; Medical and Dependent 
Flexible Spending Accounts; and other 
benefits.  The actual coverage and 
programs vary from year to year, with 
benefits being added or discontinued at 
Eckerd Connects discretion.  Enrollment is 
available during the new employee’s initial 
eligibility period following employment, and 
annually thereafter during the Open 
Enrollment period.  In defined 
circumstances, those with a qualifying change of 
status (such as marriage, divorce, birth, loss 
of coverage under spouse’s plan) may be 
eligible to make change to their plan 
selection by providing required documentation 
within 30 days of the qualifying change in status. 

Eckerd Connects makes available federally-
required COBRA continuation coverage, for 
qualifying events (such as moving from full-
time to part-time, or separation from 
employment). Premiums for such continuation 
coverage will not exceed 102% of the 
total premium (employee’s share and Eckerd 
Connects' share of the premium).  Eckerd 
Connects and our benefits providers 
comply with HIPAA, the federal insurance 
law principally having to do with pre-existing 
conditions. 

IF YOU HAVE QUESTIONS ABOUT 
LEAVES OF ABSENCE: 

 Ask your supervisor, manager,
or director

 Call Benefits
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Retirement (1) 
For eligible employees, Eckerd Connects will 
make a fixed contribution of 2% of your 
annual compensation to your 403(b) 
pension plan account. Eckerd Connects will 
also match 50% up to 6% of annual salary 
that you as an employee contributes (the 
following table illustrates how this will work). 
To be eligible, the employee must be employed 
for one year, work at least 1000 hours each 
year and be employed on the last day of the 
plan year (June 30). The employer 
contribution will be made annually after the year 
ends.  

Credit is given for plan years (July 1 to June 30) 
during which at least 1000 hours have 
been worked by the employee.  Employees 
must be employed on June 30 of the plan 
year to be eligible for the contribution. 

Eckerd Connects continues to make its 
defined contributions to your account as 
long as employed by Eckerd Connects.  
These funds are employee directed 
investments. 

Funds can be drawn out of the account as 
a retirement pension when the individual 
reaches 65 years of age or becomes 
disabled. Occasionally, an early retirement 

option is offered.(2) 

Employee Assistance Program 
An Employee Assistance Program is offered 
to employees to assist them and their families 
with a variety of issue that may affect quality 
of life and performance.  This confidential 
program extends beyond drug or alcohol 
concerns.

(1) Retirement plan applicable to Eckerd Connects employees; CARING for Children has a separate Retirement Plan. 

(2) Refer to the Eckerd Connects Retirement Plan’s Summary Plan Description and Plan Documents, which controls rights under the pension 

plan.  

TOTAL COMPENSATION 

Our EAP provider has many people and 
resources available to help cope with stressful 
situations. The program costs the employee 
nothing unless extensive treatment is needed. 
In some cases, health insurance assists 
with coverage of related expenses.  
Contact the Benefits team for additional 
information on these services, including the 
EAP’s toll-free number. 

Employee Discounts 
Eckerd Connects employees can receive 
discounts to many attractions throughout 
Florida and other states. 

Credit Union 
Eckerd Connects employees are 
eligible to participate in the Eckerd Credit 
Union, to save or to borrow. 

Entitlement to participate in these plans 
or benefits may depend on employment 
status: refer to the chart on page 14. 

For further information refer to the 
following Eckerd Connects P&Ps: 

 Employee Assistance Program (C4.11)

IF YOU HAVE QUESTIONS ABOUT 
INSURANCE OR RETIREMENT: 

 Ask your supervisor, manager, or
director

 Call Benefits
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concerns about employment issues can be 
raised through supervisors, managers, and 
Talent Management.

More information on the world of Eckerd 
Connects, can be found on our 
internet website, www.eckerd.org. 

For further information refer to the 
following Eckerd Connects P&Ps: 

 Complaint Procedure (B3.04b)
 Electronic Communications (A3.04)
 Problem Solving Procedure (B3.06)
 Staff Communications Program (A2.02)

COMMUNICATIONS 

COMMUNICATIONS 

Someone once said, “To listen well is as 
powerful a means of communication 
and influence as to talk well” and at Eckerd 
Connects, listening to our employees is the 
hallmark of our success. Whether through 
email, the employee suggestion program, or 
a phone call, all employees are 
encouraged to share their ideas with others 
throughout the organization. Please take a 
moment to look at the many channels of 
communication within Eckerd Connects as 
our success is dependent upon your 
participation. 

Eckerd Connects' email system and 
Intranet (http://Eckerdnet) are excellent ways 
to stay informed. 

The latest news on Eckerd Connects can be 
found on ECKERDnet.  Employees are 
encouraged to review this electronic 
communication which is updated bi-weekly. 
At ECKERDnet, you can learn about 
activities, successes, recognitions, view 
photos, plus find resource communication 
template tools, branding online store, and more. 

Employees can call the Talent 
Management Department to get answers to 
questions about employment with Eckerd 
Connects.  Questions or concerns can be 
called or emailed. The toll-free number is listed 
on the Contact List on the last page of the 
handbook. 

Each facility has Contact! Forms that can 
be used to put in writing questions or 
comments. The Contact! Forms go directly to 
the office of the President and CEO. 

Eckerd Connects encourages all 
employees to attempt to work out 
differences with their supervisor as it is 
our belief that the best solutions come from 
the person who is best able to implement the 
change. Sometimes; however, problems 
cannot be resolved without some 
intervention.  The Problem-Solving 
Procedure provides a means by which 

IF YOU HAVE QUESTIONS ABOUT 
ECKERD CONNECTS 
COMMUNICATIONS: 

 Ask your supervisor, manager
or director

 Call the External Relations Dept.
 Call Talent Management
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Do you have questions or  
need additional information? 

If you have any questions about this Employee Handbook or other 
employment-related matters, please speak with your immediate 
supervisor.  You are also welcome to contact the Clearwater Support 
Center and speak with a Human Resources Business Partner in the 
Talent Management Department.  

CONTACT LIST 
Talent Management— (888) 981-2285 

Talent Management Fax— (727) 461-4387 

Eckerd Connects IT Help Desk 
(844) 241-0074  |  Email: ITSupport@Eckerd.org

Paxen IT Help Desk  (until 7/1/17) 
(321) 308-3000  |  Email: support@paxen.com

Benefits / Leaves of Absences— (800) 222-1473 Ext. 3217 

Payroll — (800) 222-1473 Ext. 3275 

Workers’ Compensation Claims— (800) 222-1473 Ext. 3241 

CONTACT LIST 

NOTES: 
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ECKERD CONNECTS EMPLOYEE HANDBOOK & 
POLICIES ACKNOWLEDGEMENT 

Employee’s Printed Name:   ___________________________________________________________ 

Program/Dept.: _____________________________  Supervisor:______________________________ 

It has been explained to me that Eckerd Connects' Employee Handbook and all Eckerd Connects policies and procedures 
contain important information about my employment with Eckerd Connects.  I am aware that should I have 
questions about these policies that I should consult with Eckerd Connects Management or the Talent Management 
Department.  I understand the Employee Handbook and Eckerd Connects policies and procedures are meant as an 
overview of expectations of my employment with Eckerd Connects and are not designed to be all-inclusive.   

I acknowledge and understand that the policies, information, and benefits described within the Employee 
Handbook and Eckerd Connects' policies and procedures are subject to change and that any revisions will supersede, 
modify, or eliminate existing policies.  I understand that only Eckerd Connects has the ability to adopt any revisions to 
Eckerd Connects policies and the Employee Handbook and that any revisions that may occur will not alter my 
employment-at-will status.  No representative of the Company has authority to enter into any agreement contrary 
to the foregoing "employment at will" relationship or to the rules and policies of Eckerd Connects.  

I understand that due to ongoing changes and/or revisions to Eckerd Connects policies and the Employee Handbook that I 
will not receive a hard copy of these policies or the Employee Handbook, but rather I will be expected to refer to Eckerd 
Connects' on-line, web-based portal, ECKERDnet, to read and reference these policies and to ensure that I access the most 
recent version of these policies.   

Furthermore, I acknowledge that Eckerd Connects' Employee Handbook and Eckerd Connects policies and procedures do 
not constitute an express or implied contract of employment and that I have voluntarily entered into my 
employment relationship with Eckerd Connects with no specified length of employment.  Accordingly, I understand that 
either Eckerd Connects or I may terminate the employment relationship at will, with or without cause, at any time, so 
long as there is no violation of applicable local, state, or federal laws. 

I acknowledge that I am aware that it is my responsibility to refer to ECKERDnet in reading, being 
knowledgeable of and compliant with Eckerd Connects' Employee Handbook, policies and procedures and any 
revisions made to these policies and standards as a condition of employment with Eckerd Connects. 

_______________________________________ _________________________ 
Employee Signature  Date 

________________________________________ _________________________ 
Talent Management Signature  Date 

Signed acknowledgement forms must be returned to Talent Management Department. 

HANDBOOK ACKNOWLEDGEMENT RECEIPT 
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Eckerd Connects strictly adheres to a policy of nondiscrimination 
in the admission of students without regard to race, color, religion, sex, handicap or 

national origin.  

Eckerd Connects is an equal opportunity employer. 

Revised date: March 02, 2017 




