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IMPORTANT NOTICE

At Heart of the Rockies Regional Medical Center (HRRMC), neither the employee nor HRRMC is committed to an employment relationship for a fixed period of time.  Employment with HRRMC is at-will.  Either the employee or management has the right to terminate the employment relationship at any time, for any reason.  The language used in this handbook and any verbal statements by management are not intended to constitute a contract of employment, either express or implied, nor is there a guarantee of employment for any specific duration.  No representative of HRRMC other than the CEO, has authority to enter into an agreement of employment for any specified period and such agreement must be in writing, signed by the CEO and the employee.
The contents of this handbook are summary guidelines for employees and therefore are not all inclusive.  This handbook supersedes all previously issued editions.  Except for the at-will nature of the employment, HRRMC reserves the right to suspend, terminate, interpret, or change any or all of the guidelines mentioned, along with any other procedures, practices, benefits, or other programs of HRRMC.  These changes may occur at any time, with or without notice.
From The CEO
This handbook was developed to describe some of the guidelines, programs, and benefits for employees.  All employees should familiarize themselves with the contents of the employee handbook as soon as possible, for it may answer many questions about employment with HRRMC. 
We believe that each employee contributes directly to HRRMC’s success, and we hope you will take pride in being a member of our team.

We hope that your experience here will be challenging and enjoyable.
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Robert Morasko
CEO HRRMC

EMPLOYMENT

Equal Employment Opportunity/Unlawful Harassment

HRRMC is dedicated to the principles of equal employment opportunity.  We prohibit unlawful discrimination against applicants or employees on the basis of age 40 and over, race, sex, color, religion, national origin, disability, military status, genetic information, or any other status protected by applicable state or local law.  This prohibition includes unlawful harassment based on any of these protected classes.  Unlawful harassment includes verbal or physical conduct which has the purpose or effect of substantially interfering with an individual’s work performance or creating an intimidating, hostile, or offensive work environment.  This policy applies to all employees, including managers, supervisors, co-workers, and non-employees such as customers, clients, vendors, consultants, etc.

ADA and Religious Accommodation

HRRMC will make reasonable accommodation for qualified individuals with known disabilities and employees whose work requirements interfere with a religious belief unless doing so would result in an undue hardship to HRRMC or cause a direct threat to health or safety.  Employees needing such accommodation are instructed to contact their supervisor or Human Resources immediately.

Sexual Harassment

HRRMC strongly opposes sexual harassment and inappropriate sexual conduct.  Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature, when:

· Submission to such conduct is made explicitly or implicitly a term or condition of employment.

· Submission to or rejection of such conduct is used as the basis for decisions affecting an individual’s employment.

· Such conduct has the purpose or effect of substantially interfering with an individual’s work performance or creating an intimidating, hostile, or offensive work environment.

All employees are expected to conduct themselves in a professional and businesslike manner at all times.  Conduct which may violate this policy includes, but is not limited to, sexually implicit or explicit communications whether in:

· Written form, such as cartoons, posters, calendars, notes, letters, e-mails.

· Verbal form, such as comments, jokes, foul or obscene language of a sexual nature, gossiping or questions about another’s sex life, or repeated unwanted requests for dates.
· Physical gestures and other nonverbal behavior, such as unwelcome touching, grabbing, fondling, kissing, massaging, and brushing up against another’s body.

Complaint Procedure

If you believe there has been a violation of the EEO policy or harassment based on the protected classes listed above, including sexual harassment, please use the following complaint procedure.  HRRMC expects employees to make a timely complaint to enable HRRMC to investigate and correct any behavior that may be in violation of this policy.

Report the incident to VP Human Resources or CEO, who will investigate the matter and take corrective action.  Your complaint will be kept as confidential as practicable.  If you prefer not to go to either of these individuals with your complaint, you should report the incident to your immediate supervisor.

HRRMC prohibits retaliation against any employee for filing a complaint under this policy or for assisting in a complaint investigation.  If you believe there has been a violation of our EEO or retaliation standard, please follow the complaint procedure outlined above.

If HRRMC determines that an employee’s behavior is in violation of this policy, disciplinary action will be taken, up to and including termination of employment.

Employee Status
Full-time Employee - an employee normally scheduled to work at least 32 hours per week.  Full-time employees are currently eligible for HRRMC benefits.

Regular Part-time Employee - an employee normally scheduled to work at least 24 hours or less than a 32 hour workweek.  Regular part-time employees are currently eligible for HRRMC benefits.

Part-Time Employee - an employee normally scheduled to work less than a 24 hour workweek.  Part-time employees are currently ineligible for HRRMC benefits but will be eligible to contribute to the elective 457 Retirement Plan.
PRN Employee - an employee not regularly scheduled to work on a regular shift.  PRN employees are currently ineligible for HRRMC benefits but will be eligible to contribute to the elective 457 Retirement Plan.
Temporary Employee - an employee who is hired in a job established for a temporary period or for a specific assignment.  Temporary employees are currently ineligible for Company benefits.

Exempt Employee - an employee who is not eligible for overtime pay.

Nonexempt Employee - Nonexempt employees are eligible for paid overtime at one and one-half times their regular rate of pay for all hours worked in excess of 40 hours per workweek.

EMPLOYEE BENEFITS

Insurance Benefit Plans

HRRMC’s comprehensive benefits package includes a number of different plans for staff members.  HRRMC currently offers these plans:

· Medical Insurance Plan - helps pay covered medical expenses for you and your family.

· Life Insurance Plan - Regular Part-Time employees will be provided with a $10,000 life insurance policy on the life of the enrolled employee. Full-time employee will receive a term life insurance benefit in an amount equal to two times his/her annual compensation, rounded to the next one thousand dollars. The maximum coverage is $350,000 
· Long-term Disability (LTD) Plan - helps replace full-time employee’s salary if you suffer a covered disability for an indefinite period of time.

· Basic Accidental Death and Dismemberment Plan - provides payments in case of accidental death or dismemberment.  This coverage is available to all regular part and full time employees.
For more information about these Plans, please refer to the Summary Plan Description or contact the Human Resources Department.  In the event the above information conflicts with the actual terms and conditions of coverage, the latter governs.

Holidays

HRRMC currently observes the following holidays:

· New Year’s Day

· Easter Sunday

· Memorial Day

· Independence Day

· Labor Day

· Thanksgiving Day

· Christmas Day

Holiday time is not counted as hours worked in the computation of overtime.  Time and one half will be paid for all hours worked on a holiday.
Paid Time off
Full and regular part-time employees are currently granted paid time off after completing continuous service as described below:

	YEARS OF SERVICE
	PTO ACCRUAL PER HOUR WORKED

	Up to 5th Anniversary
	0.0879 hour/Reg. Worked hour

	At 5th Anniversary
	0.1111 hour/Reg. Worked hour

	At 10th Anniversary 
	0.1354 hour/Reg. Worked hour

	At 15th Anniversary 
	0.1607 hour/Reg. Worked hour

	At 20th Anniversary 
	0.1872 hour/Reg. Worked hour


Employees are responsible for scheduling their vacation, in advance, with their manager and must receive their manager’s approval.  Vacations are scheduled in a manner that minimizes interruptions to HRRMC operations.  
When unable to report to work due to illness, employees must give their manager at least one hour advance notice before the start of their shift.
All eligible employees who terminate employment or who change to part-time or PRN status, will be paid the balance of accrued PTO.

We encourage employees to use paid time off each year.  Employees may accrue PTO benefits over a period of time, but not to exceed one (1) times their annual PTO accrual cap. Based on years of service at HRRMC, eligible employees are subject to the following accrual caps:

	YEARS OF SERVICE
	PTO HOURS CAP

	1st-5th Anniversary 
	168 hours

	At 5th Anniversary 
	208 hours

	At 10th Anniversary 
	248 hours

	At 15th Anniversary 
	288 hours

	At 20th Anniversary 
	328 hours


LEAVES OF ABSENCE

Domestic Abuse Leave

Employees subject to domestic abuse may be eligible for a leave of absence.  Please see the Human Resources Department for more information.

Bereavement Leave

Regular full-time, regular part-time or part-time (regularly scheduled)  employees are currently eligible for paid leave of up to three days to attend the funeral of an immediate family member.  Immediate family is defined as the employee’s spouse, parents, children (including step-children), sisters, brothers, grandparents, grandchildren, mother-in-law and father-in-law.

If more time off is needed than provided above, other leave may be granted upon the approval of the supervisor/manager.

Jury Duty

HRRMC recognizes jury duty as a civic responsibility of everyone.  When summoned for jury duty, an employee will be granted leave to perform his or her duty as a juror.  If the employee is excused from jury duty during his or her regular work hours, he or she is expected to report to work promptly.

Regular full-time and regular part-time employees will receive their regular pay, for scheduled days, for up to three days while serving on a jury. PRN employees will be re-scheduled around the jury service, and will not receive regular pay. In the event of extenuating jury duty longer than three days of service, CEO approval for pay beyond the three days is required. Any reimbursement the employee receives from the court will be offset against what HRRMC will pay the employee to provide their regular full salary.
Family and Medical Leave 

HRRMC provides up to 12 weeks of unpaid, job-protected leave to eligible employees for the following reasons:

· Incapacity due to pregnancy, prenatal medical care, or childbirth.

· To care for the employee’s child after birth, or placement for adoption or foster care.

· To care for the employee’s spouse, son or daughter, or parent, who has a serious health condition.

· Serious health condition that makes the employee unable to perform the employee’s job.
Military Family Leave Entitlements

Eligible employees with a spouse, son, daughter, or parent on active duty or called to active duty status in the Armed Forces, National Guard, or Reserves may use their 12-week leave entitlement to address certain qualifying exigencies.  Qualifying exigencies may include attending certain military events, arranging for alternative childcare, addressing certain financial and legal arrangements, attending certain counseling sessions, and attending post-deployment reintegration briefings.

FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 weeks of leave to care for a covered servicemember during a single 12-month period.  A covered service member is: (1) a current member of the Armed Forces, including a member of the National Guard or Reserves, who is undergoing medical treatment, recuperation or therapy, is otherwise in outpatient status, or is otherwise on the temporary disability retired list, for a serious injury or illness*; or (2) a veteran who was discharged or released under conditions other than dishonorable at any time during the five-year period prior to the first date the eligible employee takes FMLA leave to care for the covered veteran, and who is undergoing medical treatment, recuperation, or therapy for a serious injury or illness.*

*The FMLA definitions of “serious injury or illness” for current service members and veterans are distinct from the FMLA definition of “serious health condition.”

Benefits and Protections

During FMLA leave, HRRMC maintains the employee’s health coverage under any group health plan on the same terms as if the employee had continued to work.  Employees must continue to pay their portion of any insurance premium while on leave.  If the employee is able but does not return to work after the expiration of the leave, the employee will be required to reimburse HRRMC for payment of insurance premiums during leave.

Upon return from FMLA leave, most employees are restored to their original or equivalent positions with equivalent pay, benefits, and other employment terms.  Certain highly compensated employees (key employees) may have limited reinstatement rights.

Use of FMLA leave cannot result in the loss of any employment benefit that accrued prior to the start of an employee’s leave.  As with other types of unpaid leaves, PTO will not accrue during the unpaid leave.  Holidays, funeral leave, or employer’s jury duty pay are not granted on unpaid leave.  

Eligibility Requirements

Employees are eligible if they have worked for HRRMC for at least 12 months and for 1,250 hours over the previous 12 months.
Definition of Serious Health Condition

A serious health condition is an illness, injury, impairment, or physical or mental condition that involves either an overnight stay in a medical care facility, or continuing treatment by a health care provider for a condition that either prevents the employee from performing the functions of the employee’s job, or prevents a qualified family member from participating in school or other daily activities.

Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of more than three consecutive full calendar days combined with at least two visits to a health care provider or one visit and a regimen of continuing treatment, or incapacity due to pregnancy, or incapacity due to a chronic condition.  Other conditions may meet the definition of continuing treatment.

Use of Leave

The maximum time allowed for FMLA leave is either 12 weeks in the 12-month period as defined by HRRMC, or 26 weeks as explained above.  FMLA leave up to 12 weeks in a 12-month period is defined as leave during any ‘rolling” 12-month period (measured backward from the date the FMLA leave sought by the employee would begin).
An employee does not need to use this leave entitlement in one block.  Leave can be taken intermittently or on a reduced leave schedule when medically necessary.  Employees must make reasonable efforts to schedule leave for planned medical treatment so as not to unduly disrupt the HRRMC’s operations.  Leave due to qualifying exigencies may also be taken on an intermittent basis.

Employees taking intermittent or reduced schedule leave based on planned medical treatment and those taking intermittent or reduced schedule family leave with the HRRMC’s agreement may be required to temporarily transfer to another job with equivalent pay and benefits that better accommodates that type of leave.

Leave for care of or bonding with the employee’s child within 12 months of the birth or placement for adoption or foster care of a child (less than 18 years of age) must be taken concurrently, and not intermittently.
Substitution of Paid Leave for Unpaid Leave

HRRMC requires employees to use accrued paid leave while taking FMLA leave.  Paid leave used at the same time as FMLA leave must be taken in compliance with HRRMC’s normal paid leave policies.
Employee Responsibilities

Employees must provide 30 days advance notice of the need to take FMLA leave when the need is foreseeable.  When 30 days’ notice is not possible, the employee must provide notice as soon as practicable and generally must comply with HRRMC’s normal call-in procedures.

Employees must provide sufficient information for HRRMC to determine if the leave may qualify for FMLA protection and the anticipated timing and duration of the leave.  Sufficient information may include that the employee is unable to perform job functions; the family member is unable to perform daily activities; the need for hospitalization or continuing treatment by a health care provider; or circumstances supporting the need for military family leave.  Employees also must inform HRRMC if the requested leave is for a reason for which FMLA leave was previously taken or certified.

Employees returning from FMLA leave for his/her own serious health condition should notify his or her manager of availability to return to work immediately upon being released to return to work by his/her health care provider.  The employee should also provide to HRRMC a certification from the health care provider confirming the employee’s fitness to return to normal duties if the duration of the leave exceeded three working days.  Failure to provide a requested fitness for duty certification may result in denial of reinstatement until this certification is provided.  An employee desiring to return from FMLA leave for other than his/her own serious health condition prior to the date the leave was due to expire, should give written notice to the manager of the desire to return to work at least 14 days prior to the desired return date.

HRRMC may request re-certification every 30 days, or whenever the employee requests an extension of leave, when circumstances described in the original certification have changed significantly (such as the duration or nature of the illness or complications), or the hospital receives information which casts doubt on the continuing validity of the certification.

HRRMC may require second and third medical opinions at HRRMC’s expense.  Documentation confirming family relationship, adoption, or foster care may be required.  If notification and appropriate certification are not provided in a timely manner, approval for leave may be denied.  Continued absence after denial of leave may result in disciplinary action in accordance with HRRMC attendance guideline.  

HRRMC’s Responsibilities

HRRMC will inform employees requesting leave whether they are eligible under FMLA.  If they are, the notice will specify any additional information required as well as the employees’ rights and responsibilities.  If they are not eligible, HRRMC will provide a reason for the ineligibility.

HRRMC will inform employees if leave will be designated as FMLA-protected and the amount of leave counted against the employee’s leave entitlement.  If HRRMC  determines that the leave is not FMLA-protected, HRRMC will notify the employee.

Unlawful Acts

FMLA makes it unlawful for HRRMC to:

· Interfere with, restrain, or deny the exercise of any right provided under FMLA.

· Discharge or discriminate against any person for opposing any practice made unlawful by FMLA or for involvement in any proceeding under or relating to FMLA.

Enforcement

An employee may file a complaint with the U.S. Department of Labor or may bring a private lawsuit against HRRMC.

FMLA does not affect any federal or state law prohibiting discrimination, or supersede any state or local law or collective bargaining agreement which provides greater family or medical leave rights.

Medical Leave (for Employees Pre- and Post-FMLA)

A medical leave of absence may be granted to all employees for absences arising from the employee’s illness, injury, or pregnancy.  This leave may be approved under the following circumstances:

· The employee is not eligible for FMLA leave.
or
· Has exhausted all available FMLA leave.
The following conditions must be met for a medical leave to be granted:

· The employee notifies the immediate supervisor as soon as possible of the need for medical leave.

· All available sick leave and PTO are used at the beginning of the leave of absence.
· The employee submits to the supervisor a written statement from the attending medical provider outlining the reason for leave and the estimated time needed.
· The immediate supervisor and VP Human Resources approve the leave before the leave is taken.

Medical leaves, and any extension of leaves, generally will be limited to no longer than six months.  An employee ready to return to work from leave must present a medical provider’s statement indicating ability to return to work.  If an employee is unable to return to work at the end of FMLA/extended leave, the employee may be entitled to additional accommodation under the Americans with Disabilities Act (ADA) or other law.  The employee must supply sufficient information from their medical provider indicating that they are unable to return due to a disability and the likely date the employee will be able to return to work with or without reasonable accommodation.  The employee must qualify for coverage under the Act and any accommodation provided must be reasonable and not result in any undue hardship to the employer.  The scope and duration of the potential accommodation will be determined after an interactive dialogue between the employee and HRRMC.
HRRMC may reinstate an employee ready to return from a medical leave of absence, when in the opinion of HRRMC, it is practical to do so or as a reasonable accommodation under the ADA.

HRRMC currently continues medical and life insurance benefits for an employee on FMLA leave for a maximum of twelve weeks (or twenty six weeks due to qualifying military exigencies) as long as the employee continues to pay the employee’s portion of the premium if paid time off is exhausted.  Paid time off will not accrue during any leave of absence.  Bereavement or employer’s jury duty pay will not be granted during the leave.  Part-time (scheduled less than 24hrs/wk) and PRN employees are not eligible for a leave of absence under these guidelines except as may be required by the ADA.  
Military Leave

Employees granted a military leave of absence are reinstated and paid in accordance with the laws governing veterans’ re-employment rights.

Personal Leave

Normally, personal leaves of absence are not granted.  If, on rare occasions, management deems the circumstances warrant approval, an unpaid leave for non-medical reasons would be granted for not more than six months.
HRRMC recognizes that, under extenuating circumstances, an employee may present cause that warrants the approval of a Personal Leave of Absence (LOA) for a period of time. Personal LOA is required for all time off without pay that is not FMLA Leave. Benefits do not continue under a Personal LOA, except for a brief (no more than three regularly-scheduled work days) LOA. COBRA will be offered to the employee effective on the fourth day of absence. The employee will be responsible for full payment of the COBRA premium for the fourth through remaining days of the LOA in order to maintain continuous coverage under the health plan, as determined by current COBRA regulations. If the employee on LOA returns to work coverage will be automatically reinstated on the first of the month following the return to duty. 

All HRRMC managers are responsible for notification to HR regarding any unpaid absence requests. A Personal LOA will not generally be approved beyond six months. Employees will continue to be enrolled in the HRRMC Retirement 401(a), and if enrolled, the 457 Plan during a Personal LOA.

A request for a Personal LOA must be in writing, and must be approved by the Department Manager and the Division Vice President or CEO. A Personal Leave will not be granted when the request is so that the employee may accept another job, except at the direction or request by HRRMC to attain additional or specific work experience that will benefit the employment relationship with HRRMC. Employees who do not return to active employment at the expiration of the LOA will be considered to have abandoned their position, and will be terminated as of the last day worked.

HRRMC cannot guarantee return to a position for an employee who is on a Personal Leave of Absence. An employee seeking reinstatement from such leave may be offered his/her former position if it is available. If the employee's prior position is unavailable, the employee may apply for any available position for which he or she may be qualified, at the rate of pay for the new position. If no such position is available, the employee will be terminated.

In the event an employee declines an offer of reinstatement to any full- or part-time position, whether to his/her prior position or to another position, the employee will be terminated.
Voting

Voting is an important responsibility we all assume as citizens.  We encourage employees to exercise their voting rights in all municipal, state, and federal elections.

Under most circumstances, it is possible for employees to vote either before or after work.  If it is necessary for employees to arrive late or leave work early to vote in any election, employees should arrange with their supervisor/manager no later than the day prior to Election Day.

PAY

Overtime  
From time to time, employees may be required to work overtime.  In these instances, employees are given as much advance notice as practical.  Nonexempt (hourly) employees are paid at the rate of one and one-half times their regular hourly rate of pay.  
Non-exempt employees are eligible for overtime premium, calculated for each employee utilizing one of two methods, according to the Fair Labor Standards Act. The two methods used at HRRMC for determining overtime premium are described briefly as follows:

A. 40-hour Method: All hours worked in excess of 40 in any one seven-day workweek (12:00 Midnight Saturday to 11:59 P.M. the following Saturday) are paid at the rate of one-and-one-half the regular rate of pay.

B. 8 & 80 Method: One-and-one-half the regular rate of pay is paid for all hours worked in excess of eight in any one day or eighty hours in a pay period, whichever is greater.

The established workweek begins at 12:01 a.m. on Sunday and ends at 12:00 p.m. midnight on Saturday.

For purposes of calculating overtime payments, only hours actually worked are counted. If overtimes hours are worked on a designated holiday, all hours worked on the holiday are paid at one-and-one half times the regular rate of pay.  The overtime rate is not calculated on the holiday rate of pay.
Paydays

Employees are paid on a bi-weekly basis.  Payday is Friday of alternating weeks with 26 pay periods each year.  If the regular payday occurs on a holiday, the payday is the last working day prior to the holiday.

On each payday, employees can access a statement in Kronos showing gross pay, deductions, and net pay.

Automatic deductions such as additional tax withholding, contributions to voluntary benefit plans, and individual savings plans may be arranged through HRRMC Payroll Specialist.
Employees will have their paycheck automatically deposited to their bank account.

Pay for Exempt Employees
Exempt employees must be paid on a salary basis.  This means exempt employees will regularly receive a predetermined amount of compensation each pay period on a weekly basis.  HRRMC is committed to complying with salary basis requirements which allows properly authorized deductions.

If you believe an improper deduction has been made to your salary, you should immediately report this information to Payroll.  Reports of improper deductions will be promptly investigated.  If it is determined that an improper deduction has occurred, you will be promptly reimbursed.

Time Reporting

Employees are responsible for recording all worked non-worked time through the computerized time clocks or a computer work station.  Employees enter all non-working hours to be paid in the computerized time clocks or computer work station (i.e. on call, low census, PTO, etc.)

Nonexempt employees must take a full 30-minute lunch period.  Notify your supervisor immediately if your lunch is shorter than 30 minutes or if your lunch is interrupted by work.

Exempt employees are required to enter time off from their regular work schedule in Kronos.

These records are the only ones used by HRRMC to calculate employee pay and paid time off balances.  It is very important that they are accurate and complete.  Nonexempt employees are expected to submit accurate and complete time records reflecting all hours worked.  Employees should contact their manager with any questions about how their pay is calculated.  Employees must promptly notify their manager of any mistakes in their time records or pay.  Employees also must notify their manager if they perceive that anyone is interfering with their ability to record their time accurately and completely.  All reports will be investigated and appropriate corrective action will be taken.  HRRMC will not tolerate retaliation against employees for making a report or participating in an investigation.

WORK ENVIRONMENT

Alcohol and Drugs
Alert and rational behavior is required for the safe and adequate performance of job duties. Therefore, working after the apparent use of alcohol, a controlled substance or abuse of any other substance is prohibited.  This includes working after the apparent use of marijuana, whether or not you are a lawfully registered user.  Furthermore, the possession, purchase, or consumption (use), or sale of a controlled substance or alcohol on HRRMC premises or while conducting HRRMC business is prohibited.

Anti-Violence

Employees must not engage in intimidation, threats or hostile behaviors, physical abuse, vandalism, arson, sabotage, use of weapons, carrying weapons on to HRRMC property, or any other act, which in management’s opinion is inappropriate to the workplace.  In addition, employees must refrain from making bizarre or offensive comments regarding violent events and/or behavior.  Employees are expected to report any prohibited conduct to management.
Employees should directly contact proper law enforcement authorities if they believe there is a serious threat to the safety and health of themselves or others.

Appearance, Attire, and Hygiene

HRRMC believes an employee’s dress and grooming should be appropriate to the work situation.  Radical departures from what HRRMC considers conventional dress or personal grooming are not permitted regardless of the nature of the job performed.

General guidelines are as follows:

· Employees are expected to dress in a manner normally acceptable in professional business establishments.  
· Hair should be clean, combed, and neatly trimmed.  Unnatural colors are not tolerated.

· Sideburns, moustaches, and beards should be neatly trimmed.  Eccentric styles of facial hair are not permitted.

· Jewelry requiring body piercing is prohibited, except for simple earrings.  Tattoos that are visible may be subject to restrictions based upon content, e.g. any sexually explicit, discriminatory, or socially offensive tattoos must be covered during all work times.

· Clothing that reveals too much cleavage, your back, your chest, your stomach, or your underwear is not appropriate.
· Perfume, cologne, or after shave should be used sparingly.  If employees report for work improperly dressed or groomed in the Company’s opinion, their supervisor may instruct them to return home to change clothes.

· Certain days may be designated as "Dressy Denim" or "dress-up" days (sport team celebrations/holidays) as appropriate. Administration will advise of such days in advance. Even on "Dressy Denim" days, employees will be expected to maintain a professional, although more casual, appearance. Dressy Denim Day is every Friday for approved departments.  
Attendance and Punctuality

All employees are expected to be on time and punctual for showing up to work.  In addition, regular attendance is considered an essential function and is necessary for the efficient operation of the business.

Employees who are going to be absent or late must contact their manager as soon as possible prior to the start of their shift.  Leaving messages with other employees or on voice mail is not acceptable.

Failure to call in when absent may result in termination.

Communication Systems

HRRMC’s computer network, access to Internet, e-mail and voicemail systems are business tools intended for employees to use in performing their job duties.  These systems are intended for employees to use in performing their jobs.  Therefore, all documents and files are the property of the HRRMC.  All information regarding access to the HRRMC’s computer resources, such as user identifications, modem phone numbers, access codes, and passwords are confidential HRRMC information and may not be disclosed to non-HRRMC personnel.

All computer files, documents, and software created or stored on the HRRMC’s computer systems are subject to review and inspection at any time.  Employees should not assume that any such information is confidential, including e-mail either sent or received.

HRRMC equipment should not be removed from HRRMC premises without written approval from a department head.  Upon separation of employment, all communication tools should be returned to HRRMC.

Personal Use of the Internet

Some employees need to access information through the Internet in order to do their job.  Use of the Internet is for business purposes during the time employees are working.  Personal use of the Internet should not be on business time, but rather before or after work or during breaks or lunch period.  Regardless, HRRMC prohibits the display, transmittal, or downloading of material that is in violation of HRRMC guidelines or otherwise is offensive, pornographic, obscene, profane, discriminatory, harassing, insulting, derogatory, or otherwise unlawful at any time.

Software and Copyright

HRRMC fully supports copyright laws.  Employees may not copy or use any software, images, music, or other intellectual property (such as books or videos) unless the employee has the legal right to do so.  Employees must comply with all licenses regulating the use of any software and may not disseminate or copy any such software without authorization.  Employees may not use unauthorized copies of software on personal computers housed in HRRMC facilities.

Unauthorized Use

Employees may not attempt to gain access to another employee’s personal file of e-mail messages or send a message under someone else’s name without the latter’s express permission.  Employees are strictly prohibited from using the HRRMC communication systems in ways that management deems to be inappropriate.  If you have any question whether your behavior would constitute unauthorized use, contact your manager before engaging in such conduct.

E-mail

E-mail is to be used for business purposes.  While personal e-mail is permitted, it is to be kept to a minimum.  Personal e-mail should be brief and sent or received as seldom as possible.  HRRMC prohibits the display, transmittal, or downloading of material that is offensive, pornographic, obscene, profane, discriminatory, harassing, insulting, derogatory, or otherwise unlawful at any time.  No one may solicit, promote, or advertise any outside organization, product, or service through the use of e-mail or anywhere else on HRRMC premises at any time.  Management may monitor e-mail from time to time.

Employees are prohibited from unauthorized use of encryption keys or the passwords of other employees to gain access to another employee’s e-mail messages.

Voicemail

HRRMC voicemail system is intended for transmitting business-related information. Although HRRMC does not monitor voice messages as a routine matter, HRRMC reserves the right to access and disclose all messages sent over the voicemail system for any purpose.  Employees must use judgment and discretion in their personal use of voicemail and must keep such use to a minimum.

Telephones/Cell Phones/Mobile Devices

Employee work hours are valuable and should be used for business.  Excessive personal phone calls can significantly disrupt business operations.  Employees should use their break or lunch period for personal phone calls.

Confidential information should not be discussed on a cell phone or mobile device.  Phones and mobile devices with cameras should not be used in a way that violates other HRRMC guidelines such as, but not limited to, EEO/Sexual Harassment and Confidential Information.

For safety reasons, employees should avoid the use of cell phones and mobile devices to make calls while driving.  Employees must park whenever they need to use a cell phone.  Generally, stopping on the shoulder of the road is not acceptable.  Employees are prohibited from using a cell phone or other device to text while operating a motor vehicle.  Texting is permitted only where the vehicle is at rest in a shoulder lane or lawfully parked.

HRRMC telephone lines should not be used for personal long distance calls.

Confidential Information

Employees of HRRMC will have access to confidential information of the HRRMC and our clients.  Confidential information includes, but is not limited to, information concerning
PHI, policies, procedures and similar subjects.

Disclosure of confidential information might seriously damage HRRMC or client’s competitive position and therefore such action will not be tolerated.  This non-disclosure prohibition applies both during and after an employee’s employment.  Any copying, reproducing, or distributing of confidential information in any manner must be authorized by management.  Confidential information remains the property of the employer and must be returned to HRRMC upon separation or at any time upon demand.

In addition, employees are prohibited from purchasing or selling securities based on information not generally available to the public.
Conflict of Interest

HRRMC requires that employees protect HRRMC information and avoid outside activities or relationships, which do or could adversely influence their decisions or actions on the job.

Conflict of interest situations, which could arise while moonlighting for a competitor of ours, should also be avoided.

Other examples of conflict of interest could be: Serving as a board member or director of a competing firm, holding financial interest in a competing company, or being self-employed in an occupation which competes with HRRMC, or ownership, partnership, or personal involvement in supplier companies or distribution outlets related to HRRMC business.

If employees have any question whether a situation is a conflict of interest, employees should discuss the matter with their manager.  If it remains unresolved, refer the matter to VP Human Resources for a final determination.

Discipline/Discharge

Occasionally performance or other behavior falls short of our standards and/or expectations. When this occurs, management takes action, which in its opinion, seems appropriate.

Disciplinary actions can range from a formal discussion with the employee about the matter to immediate discharge.  Action taken by management in an individual case does not establish a precedent in other circumstances.

Inspections
HRRMC may conduct searches and inspections of any employee or HRRMC-owned property without notice.  Any employee who refuses to submit to a search will be subject to disciplinary action up to and including termination.
Job Related Problems

Employees who disagree or are dissatisfied with a HRRMC practice should promptly discuss the matter with their manager, where appropriate.  Normally, this discussion should be held within three to five days of the incident, or in a timely manner.  Discussions held in a timely manner will enhance our ability to resolve concerns while they are fresh in everyone’s mind.  The majority of misunderstandings can be resolved at this level.

If the solution offered is not satisfactory, or if it is inappropriate to go to the manager, then employees are encouraged to take the problem to division VP.  
References

HRRMC does not furnish open letters of recommendation addressed “To Whom It May Concern.”

If employees receive a call inquiring about a former employee, please refer the caller to Human Resources.  Only Human Resources has the authority to respond to such inquiries.  This restriction includes recommendations on social media sites.

Safety/Reporting of Injury

HRRMC is committed to a safe work environment for employees.  Employees should report any unsafe practices or conditions to their manager.

If employees are injured on the job, no matter how minor, they must immediately report this by calling the Employee Injury Call Center at 1-877-764-3574.  After the initial call to the Employee Injury Call Center, any employee injured on duty must immediately report the accident or occupational illness to his/her supervisor/manager or nurse supervisor if supervisor/manager is not available.  The employee must complete an Employee Incident Report and forward to HR department.
If medical treatment for an on-the-job injury is needed, it must be obtained from one of the HRRMC designated physicians.  If not, the employee may be responsible for the cost of medical treatment.

Tobacco
It is our objective to provide a tobacco-free environment within HRRMC.  Tobacco product use or smoking is prohibited on HRRMC premises including all HRRMC owned and leased buildings, campus grounds of HRRMC hospital, clinic, learning center, parking lots, bank, including inside personal and HRRMC owned vehicles.  This restriction applies to all employees and visitors, at all times, including non-business hours.

Separation of Employment

HRRMC requests that employees who wish to resign their positions notify HRRMC of their anticipated departure date and go over the “check out” procedures at separation (conversion of insurance, return of property, delivery of final paycheck, etc.) with the Human Resources Department.

Employees may be considered for re-employment provided they qualify for the position of interest and while they were employed with the HRRMC maintained satisfactory performance and attendance.
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