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Associates and/or members of their immediate family who come into contact with bed bugs/pests may encounter/experience one or more of the following types of evidence:  blood stains from crushed bugs; rusty/dark-colored spots of excrement on sheets and mattresses, bed clothes, and walls; bite marks (slightly swollen, possibly itchy, red areas) that appear on the face, neck, arms, hands, and other body parts; the existence of exoskeletons of bed bugs after molting; a sweet, musty odor which emanates from bed bug sweat glands.   
Upon the discovery of such evidence, or in cases where the associate believes he/she may have been exposed to bed bugs, or if the associate has recently visited a location in which there has been or could have been an occurrence of bed bugs, he/she must notify:  his/her supervisor or Department Head, a nurse, or a member of Human Resources.  Discovery may result from self-reporting by the associate, visual evidence observed on the associate, and/or witness reporting.  
Upon notification, the supervisor/Department Head, nurse, or Human Resources member shall provide the associate with information regarding bed bugs, as well as a list of names and phone numbers of pest management professionals who will carry out an inspection of the associate’s home to confirm or deny the presence of bed bugs/pests there.

The associate will be placed on a paid Administrative Leave of Absence for 3 days, pending the outcome of the professional inspection.   No such associate will be permitted back into the building for any reason until an inspection report from a pest management professional is submitted to Heinzerling, indicating that the associate’s home is free of bed bugs and/or related insects.  The associate must call his/her supervisor/Department Head on a daily basis in order to report the status of the professional inspection.
Should the associate require additional time off work beyond 3 days, he/she will remain on an Administrative Leave of Absence.  However, he/she will not be paid for such additional time unless he/she has accrued benefits under Heinzerling’s paid time off policies such as vacation, sickness, holiday, workers’ compensation, or other leave policies or practices.  The associate must continue to check in with his/her supervisor/Department Head throughout his/her time off work, to keep the Foundation apprised of the status of the inspection and/or treatment.
If the associate fails to submit proof of a professional inspection within 5 days, he/she will be terminated.
All copies of the inspection results received from the pest management professional will be maintained in the associate’s personnel file.  If the associate requests a copy of the results, he/she will be given one.  All results will remain confidential and only those staff with a legitimate need to know the circumstances of the situation will know them.
Questions regarding this procedure should be directed to the Administrator or to the Human Resources Director.
Associate’s Name: __________________________


Date: ____________

You are being placed on an Administrative Leave of Absence due to the following:

_____
Evidence of bed bugs on your person

_____
Evidence of bed bugs in your home

_____
Possible exposure to bed bugs in your own home/home of friend or relative/other location
_____
Other: ________________________________________________________
You must submit proof of an inspection completed by a pest management professional within 3-5 days.  Failure to do so may result in your termination.  You must continue to check in with your supervisor/Department Head during your time off work to report the status of your inspection and/or treatment, and in order to determine your return to work date.  If you should have any questions, please contact Human Resources at 614-272-8888 or 614-272-2000.
Local companies who will provide a bed bug inspection:
· Terminix

1-866-225-4943 or (614) 388-8139

Free inspection, usually within 1 day 
· Ohio Exterminating

(614) 294-6311

$45.00 + tax if preventative inspection, usually within 1 day

· Diamond Pest Control
(614) 443-0491

$45.00 base, usually within 1-2 days

For more information on bed bugs and other such insects, please visit the following websites:

· Centers for Disease Control and Prevention:

http://www.cdc.gov/nceh/ehs/Topics/bedbugs.htm
· U.S. Environmental Protection Agency:

http://epa.gov/pesticides/controlling/bedbugs.html
· Central Ohio Bed Bug Task Force Information:

http://www.centralohiobedbugs.org
· National Pest Management Association:

http://www.pestworld.org/for-consumers/pest-frequently-asked-questions/bedbug-faq
