
 
 
 

 
To all UCP Employees, 
  
Last week, Beth sent an email confirming our intention to implement an agency-wide COVID19 Vaccine and 
Education policy. The policy (attached) outlines UCP’s plan to comply with the CMS (Centers for Medicare & 
Medicaid Services) mandate. As you may know, this mandate was originally delayed but has now been upheld by 
the US Supreme Court and is currently in effect. Please review the policy carefully. Later this week, all employees 
will be assigned a new Relias Training Course requiring that they acknowledge this policy.  
  
We are currently in the process of collecting vaccination cards for vaccinated staff and have already begun requiring 
proof of vaccination for all new hires. For our employees who are currently unvaccinated, please know that we will 
be contacting you individually and plan to work closely with you over the next few weeks to ensure that you 
understand the policy, the timeline, and your options and to allow you the opportunity to ask any questions you 
may have.   
  
I would like to reiterate what Beth wrote in her email last week that we care greatly about all of our employees, our 
clients and the overall well-being of our agency. We want nothing more than for you all to be healthy and safe and 
for this pandemic to come to an end. Please don’t hesitate to contact me with any questions. 
 
Policy on next page 
  
Best Wishes, 
  
Bob Taylor 
Director of Human Resources 
UCP of Greater Cleveland 
216-791-8363, ext. 1327, Office 
216-453-4954, Direct 
419-699-2535, Cell 
btaylor@ucpcleveland.org 
www.ucpcleveland.org 
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http://www.ucpcleveland.org/


 
 

COVID-19 VACCINATION AND EDUCATION POLICY  
 

POLICY:   
UCP of Greater Cleveland is committed to providing a work environment that is free from known hazards. 
With this commitment in mind, UCP of Greater Cleveland is adopting this policy to help further safeguard 
the health of our employees, the individuals we serve, their families, visitors, and the community at large 
from COVID-19. 
 
All employees covered by this policy are required to be fully vaccinated against COVID-19 as a term and 
condition of employment at UCP of Greater Cleveland. Employees are considered fully vaccinated as 
outlined below, based on guidelines from the Centers for Medicare and Medicaid Services (CMS). 
Employees not in compliance with this policy will be subject to disciplinary action up to and including 
termination of employment.  
 
UCP of Greater Cleveland will provide education, training, and information updates to employees related 
to the COVID-19 pandemic, applicable vaccination mandates, the benefits of vaccination, and the health 
and safety risks of COVID-19. 
 
This policy is intended to comply with all applicable laws and is based on guidance from CMS, the 
Centers for Disease Control and Prevention (CDC) and state and local authorities.  
 
SCOPE: 
Adherence to this COVID-19 Vaccination and Education Policy is mandatory and applies to all 
employees of UCP of Greater Cleveland. This policy will remain in place indefinitely based on the status 
of the ongoing COVID-19 pandemic and guidance from CMS, CDC and state and local authorities. Other 
related agency policies and procedures will be updated to reflect this new policy. 
 
The vaccine requirement portion of this policy also applies to contracted employees and on-going 
contracted services providers (ad hoc providers notwithstanding). 
 
PROCEDURE: 
A. Overview and General Information  

1. All UCP of Greater Cleveland employees must be fully vaccinated no later than March 15, 2022.  
2. To be fully vaccinated by March 15, 2022, an employee must: 
• Obtain the first dose of a two-dose COVID-19 vaccine (approved or authorized for emergency 

use by the Food and Drug Administration) no later than February 14, 2022; and the second dose 
no later than March 15, 2022; or 

• Obtain one dose of a single dose COVID-19 vaccine (approved or authorized for emergency use 
by the Food and Drug Administration) no later than March 15, 2022. 

3. An employee will be considered partially vaccinated if they received only one dose of a two-dose 
vaccine. 
4. At the time of the writing of this policy, booster shots for fully vaccinated employees are considered 
optional. UCP of Greater Cleveland will continue to monitor guidance from the CMS and CDC 
regarding booster shots and will update this policy if/when booster shots become mandatory.  
5. Employees may schedule their vaccine with their medical provider, local pharmacy, health 
department or local vaccine clinic. 

• Employees may contact HR or the Nursing Department for assistance in scheduling a 
vaccine 

 



 
 

 
B. Vaccination Status and Acceptable Forms of Proof of Vaccination 

UCP of Greater Cleveland will maintain records documenting employee vaccination status. These 
records will be kept confidential. 
 

1. All vaccinated employees are required to provide proof of COVID-19 vaccination, regardless of 
where they received vaccination. Proof of vaccination status can be submitted via email, fax or in-
person to the human resources department. 

2. Acceptable proof of vaccination status is:    
a. Record of immunization from a healthcare provider or pharmacy;  
b. copy of the COVID-19 Vaccination Record Card;  
c. copy of medical records documenting the vaccination; 
d. copy of immunization records from a public health, state, or tribal immunization information 

system; or  
e. copy of any other official documentation that contains the type of vaccine administered, date(s) 

of administration, and the name of the healthcare professional(s) or clinic site(s) administering 
the vaccine(s).  

3. Proof of vaccination generally should include the employee’s name, lot number (if applicable), the 
type of vaccine administered, the date(s) of administration, and the name of the healthcare 
professional(s) or clinic site(s) that administered the vaccine. In some cases, state immunization 
records may not include one or more of these data fields, such as clinic site; in those circumstances 
UCP of Greater Cleveland may still accept the state immunization record as acceptable proof of 
vaccination. 

4. If an employee is unable to produce one of these acceptable forms of proof of vaccination, despite 
attempts to do so (e.g., by trying to contact the vaccine administrator or state health department), 
the employee can provide a signed and dated statement attesting to their vaccination status (fully 
vaccinated or partially vaccinated) attesting that they have lost and are otherwise unable to produce 
one of the above or equivalent  forms of acceptable proof; and including the following language:  

“I declare (or certify, verify, or state) that this statement 
about my vaccination status is true and accurate. I 
understand that knowingly providing false information 
regarding my vaccination status on this form may 
subject me to loss of employment and/or criminal 
penalties.” 

5. An employee who attests to their vaccination status in this way should, to the best of their 
recollection, include in their attestation the type of vaccine administered, the date(s) of 
administration, and the name of the healthcare professional(s) or clinic site(s) administering the 
vaccine. Falsification or misrepresentation of any vaccination record/information will result in 
disciplinary action up to and including termination of employment. 

 
C. Exemptions 

UCP of Greater Cleveland will consider requests for reasonable accommodation related to this policy 
based on a medical condition for which vaccines are contraindicated or a sincerely held religious 
belief, observance, or practice. Any such exemption/accommodation, will be granted only if doing so 
does not prevent UCP from meeting our obligation to protect the health and safety of our clients-
served/employees and our ability to ensure that the risk of transmission of COVID-19 within our 
service locations/worksites is minimized. 

1. To be considered for a medical or religious accommodation, employees must contact human 
resources and request the agency’s “Request for Accommodation Under the ADA form” or 



 
 

“Religious Accommodation Request form” as applicable.  
2. In order to be considered, the appropriate forms/procedures must be completed entirely and turned 

into human resources for review by the prescribed deadline.  
3. Consideration for reasonable accommodation will take into account the employee’s position, job 

duties, and work location. 
4. Employees approved for a reasonable accommodation exempting them from the vaccination 

requirement will be subject to additional precautions to mitigate the transmission and spread of 
COVID-19. These may include but are not limited to continued/additional masking requirements 
(including the use of N95 or higher-level respirator), additional COVID-19 testing requirements, 
re-assignment of work duties/location/hours, additional training/education, and/or maintaining 
physical distancing from clients served, co-workers, guests, etc. 

5. Temporary delay of the COVID-19 vaccine for an individual employee due to a recent COVID-19 
infection or for other temporary medical conditions may be considered with input/recommendation 
from a qualified medical professional. 

6. If an employee is denied their request for accommodation, they may appeal the decision through 
the agency specified appeal process. 

 
D. New Hires 

All new employees are required to comply with the requirements outlined in this policy as soon as 
practicable and as a condition of employment.  
1. Employees hired after the above vaccine deadline dates must be vaccinated at time of hire. 
2. Potential candidates for employment will be notified of this policy prior to the start of employment 

and advised of the appropriate accommodation processes if applicable. 
 

E. Continuing Education  
UCP of Greater Cleveland will continue to monitor the state of the COVID-19 pandemic, information 
related to the available vaccines and guidance from federal, state and local authorities. UCP will share 
important information as it becomes available with staff through announcements via email and/or 
training.  
 
As part of the policy rollout, all employees will be required to review information related to the 
current state of the pandemic, the effectiveness of available vaccines, risks associated with COVID-
19 infection and the benefits and risks of the COVID-19 vaccines. 

1. Employees will be offered information in a manner they can understand in accordance with the 
CDC and/or FDA. Information may be disseminated in written form, via email or during 
trainings/meetings. 

2. Employees will be given the opportunity to ask questions about the risks/benefits of the vaccine. 
3. Updated information is available about the COVID-19 pandemic and the available vaccines: 

• https://www.cdc.gov/coronavirus/ 
• https://www.cdc.gov/coronavirus/2019-ncov/vaccines/ 
• https://www.fda.gov/ 
• https://www.cms.gov/About-CMS/Agency-Information/Emergency/EPRO/EPRO-Home 

 
 

POLICY COMPLIANCE: 
Employees who have been fully vaccinated, submitted documentation of their full vaccination status (as 
outlined above) and completed all required COVID-19 training and education assignments will be 
considered in compliance with this policy.  
 

https://www.cdc.gov/coronavirus/2019-ncov/vaccines/
https://www.fda.gov/


 
 

Any employee who has been approved for a reasonable accommodation exempting them from the vaccine 
requirement and who follows all additional precautions to mitigate the transmission and spread of 
COVID-19, and has completed all required COVID-19 training and education assignments will be 
considered in compliance with this policy. 
 
Any employee who has not been fully vaccinated by March 15, 2022, and submitted documentation of 
their full vaccination status or received approval for a reasonable accommodation exempting them from 
the vaccine requirement and/or who has not completed all required COVID-19 training and education 
assignments will be considered out of compliance with this policy. 
 
Employees who fail to comply with this policy will be subject to additional training requirements and/or 
disciplinary action (up to and including termination of employment). 
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