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Welcome

On behalf of your colleagues, I welcome you to Anchor Health Systems also known throughout the handbook as “the Company” and wish you every success here.

We believe that each employee contributes directly to the Company’s growth and success, and we hope you will take pride in being a member of our team.

This handbook was developed to describe some of the expectations of our employees and to outline the policies, programs, and benefits available to eligible employees.  Employees should familiarize themselves with the contents of the employee handbook as soon as possible, for it will answer many questions about employment with Anchor Health Systems.

The Company reserves the right to alter, amend, or modify these policies with or without prior notice.  No statement by management may be interpreted as a change in policy, nor will it constitute an agreement with an employee.

We hope that your experience here will be challenging, enjoyable, and rewarding. 

Sincerely,

Shelly Wilson, MSM, BSN, RN
Owner, Board President, Administrator
ABOUT THIS HANDBOOK

Due to government regulations and changing demands of our operations, from time to time the company may modify, change, or delete these policies and benefits.  This handbook contains guidelines for Anchor’s use and brief summaries of the benefits that are currently provided.  Neither the policies nor the benefits in this handbook should be regarded as a contract of employment.  Anchor Health Systems shall have the full legal discretion to administer, interpret, modify, discontinue or enhance any benefit, policy, plan or program.  Anchor will attempt to keep employees up to date regarding these changes.

State or local laws may modify or alter various policies or procedures.  Employees should ask their supervisor if they have any questions about a particular problem or situation.

This handbook does not include many of the home care policies and procedures that are available through supervision, inservices, or other materials.

This handbook covers materials for all Anchor Health Systems’ Field Employees. All employees are responsible for making themselves familiar with its contents.  Any questions or concerns should be directed to the appropriate administrative staff.
Vision
We will create an empowered homecare company: mission focused and driven by a desire to provide homecare with a personalized touch.  We will use our gifts, talents, and training to reach individuals, who are in need of care in their homes, with medical intervention, care, and compassion.  Our empowered personnel will use cooperative energies and creativity to motivate those they work with and care for to reach their maximum functioning level.  Everyone involved with our organization will feel changed by the positive touch, challenge, and encouragement they receive through Anchor Health Systems.
Mission
Anchor’s mission is to be the leader in the provision of quality home health care services with uncompromising standards for excellence; to service the community with mission-outreach goals through home medical and support services.  Anchor seeks to provide these services in the most timely manner and with an ongoing comprehensive quality control program, aimed at achieving 100% client satisfaction.  Only the most qualified, professional personnel will be employed: ensuring the best of care is rendered.  A culture of relationships will be integrated throughout all of Anchor’s operations; viewing all involved as partners.  Anchor is committed to ensuring all clients’ rights are protected, providing the most qualified personnel, delivering cost-effective methods of service, designating resources for continuous learning and development, and being a financially ethical and profitable organization.
Philosophy
It is the policy of Anchor that the provision of home care services be guided by a philosophy that includes beliefs about the promotion and improvement of health care.

Anchor will:

· Adopt the appropriate philosophical approach in providing quality, holistic home health care services.

· Maintain the highest standards of quality while providing cost effective services.

· Ensure the delivery of comprehensive, quality coordinated services.

· Promote and improve health care through the provision of financial resources and management support to continuing education activities in nursing. 

Anchor employees will be oriented to Anchor’s philosophy.  Services will be delivered in a professional manner, consistent with Anchor Policies, Procedures and Guidelines.  Each patient’s/client’s unique individual physiological, psychological, and spiritual needs will be considered in the development of the plan of care.  Services will be available to every member of society regardless of race, creed, beliefs, color, national origin, gender, handicap or sexual preference. Services provided by Anchor are limited to the time and frequencies required for care and education of the patient/client and family.  Anchor is committed to employing the most qualified personnel available.  Anchor believes that the promotion and improvement of health care can be achieved by committing financial resources and management support for the provision of professional and paraprofessional continuing education activities.  Anchor will have an administrative structure that includes sound fiscal and operational policies.

Employee Role At Anchor
Anchor employees are our most valuable asset.  Anchor’s success has been, and will continue to be, the direct result of hardworking and dedicated individuals cooperating to achieve common goals.

Anchor’s purpose is to care for the elderly, sick and infirm population, enabling them to live with dignity in the privacy of their homes.  Anchor further pledges to provide care to our patients/clients with Courtesy, Service and above all, Quality.

To achieve this goal we must work cooperatively and maintain open communication.  The following information is presented to our employees to use in achieving Anchor’s goals and to help them understand their role as home health employees.  The handbook is also to inform employees of some (but not all) of the basic and “universal” work rules, benefits, entitlements and policies.
Anchor Organizational Charts
At the time of hire, employees are given copies of Anchor’s organizational charts.  The Human Resources Department will supply employees with new copies, upon request
AT WILL EMPLOYMENT
Employment with Anchor Health Systems is voluntarily entered into, and the employee is free to resign at will at any time, with or without cause. Similarly, Anchor Health Systems may terminate the employment relationship at will at any time, with or without notice or cause. 

This handbook has been prepared to inform you about the Anchor Health Systems’ employment practices and policies as well as the benefits provided to you and the conduct expected from you.  The policies in this handbook are guidelines, not a complete description of all standards of conduct or other principles applicable to your employment.  

This handbook is not a contract or guarantee.   Anchor Health Systems does not guarantee employment for any specific duration.  Anchor Health Systems may change, delete, suspend, add to, discontinue, apply, and interpret any part of this handbook or any other policies at any time without notice or consideration.  Exceptions to these policies may only be made by the Board of Directors, and only in writing.  

You are responsible for knowing the Company’s policies, which may change from time to time with or without notice.  The current version of this handbook will be maintained by the Human Resources Department and will be also located on the company’s intranet.  This handbook (and any copies thereof) is the property of the Company and is only authorized for access by current Anchor Health Systems employees.  Laws change from time to time and vary by jurisdiction.  If a policy in this handbook is inconsistent with applicable law, Anchor Health Systems will follow applicable law.

These provisions supersede all existing policies and practices and may not be amended or added to without the express written approval of the Board of Directors.
EQUAL EMPLOYMENT OPPORTUNITY
Anchor Health Systems is committed to having a workplace free of illegal discrimination and harassment on the basis of age, race, color, gender, national origin, religion, disability, genetic information, and any other status protected by federal, state, or local law. 

All employees are required to refrain from illegal discrimination and harassment, and to report any violation of the policy, whether against them or any other person.  Illegal discrimination and harassment against employees, patients/clients, vendors, and any other persons associated with our business is taken very seriously and will not be tolerated.

When our nondiscrimination policies apply

Our policies are applicable to any interaction between our employees that affects employees in their work.  This means, for instance, that inappropriate conduct, even when not during working hours, taking place outside of the workplace, and/or communicated over private channels (such as a mobile phone or home computer) can violate our policies if the effects of the conduct are felt by an employee at work.

Unlawful Harassment
Harassment on the basis of any protected status is prohibited; however, our strict prohibition of sexual harassment may require additional clarification.  Sexual harassment can include any unwelcome requests for sexual favors, touching, comments, gestures, telephone or computer communications, or other behavior of a sexual nature, when submitting to such conduct is either explicitly or implicitly a term or condition of employment, is used as the basis for employment decisions, interferes with someone’s job performance, or creates an intimidating, hostile, or offensive working environment. 

Reporting and resolving discrimination and harassment concerns

Illegal harassment and discrimination cannot be eliminated without the help of every employee; it is everyone’s responsibility.  If an employee believes they are being illegally discriminated against or harassed, the employee should tell the person who is harassing or discriminating against them what behavior they want to stop and why.  Also, if an employee believes that illegal discrimination or harassment has occurred or is occurring (whether the employee or anyone else is the victim); employees should immediately report it to their supervisor.  If an employee does not receive a satisfactory resolution, continue to report it up the chain of authority.  If an employee is not reasonably able to approach a particular person in the chain of authority (for instance, if the employee believes their supervisor is sexually harassing or discriminating against them), skip a level and go to the next person in the chain all the way to the Administrator, if necessary.  

Open door policy

All supervisors, managers, and directors maintain an “open door” policy to listen to employee concerns about potential illegal discrimination and harassment.  Employees may bring these concerns up at any time.

No retaliation

Employees have the right to complain of illegal discrimination and harassment without retaliation.  As long as employees act in good faith (for instance, by telling the whole truth to the best of the employee’s ability and cooperating with any investigations), no adverse employment action will be taken against the employee for complaining about illegal discrimination or harassment. If an employee feels they are being improperly retaliated against, report it following the same procedures he or she would follow to complain of illegal discrimination or harassment.  Remember, just as the employee has a right to bring these matters up, employees also have a responsibility to do so; if the employee does not bring them up they cannot be addressed.  Because we prohibit retaliation, there is never a good excuse for failing to report discrimination or harassment.

What happens when a complaint is made

If a complaint about potential illegal discrimination, harassment or retaliation is made, the Company will promptly investigate the complaint.  Investigations will be done with due respect for all involved.  All employees are required to cooperate in investigations including by telling the whole truth to the best of their knowledge, attending interviews with investigators appointed by the Company, providing all information (including any physical items such as documents or notes) they may have, and maintaining confidentiality.  The obligation to cooperate extends to both persons making a complaint and to anyone else the Company feels may have information relevant to an investigation.  If an investigation results in a finding that the Company’s policies forbidding illegal discrimination and harassment have been violated, the Company will take action intended to prevent any further violations.

Accommodation of Disabilities
If an employee has a disability that impacts their ability to perform their job, the employee should speak with the Director of Human Resources regarding whether a reasonable accommodation may be available to help the employee perform the essential functions of his or her job.  Providing information (which may include information from medical providers) and cooperating with attempts to find reasonable accommodation is essential.

Lactation Accommodation
Anchor will comply with applicable federal laws to provide non-exempt employees who are nursing mothers unpaid break time to express breast milk for their children for one year after each child’s birth (Lactation Breaks).  If applicable state or local law provides greater protections for Lactation Breaks, the Company will comply.  Questions about Lactation Breaks should be directed to the Human Resources Department.
Introductory Period
The Introductory Period is intended to give new employees the opportunity to demonstrate their ability to achieve a satisfactory level of performance and to determine whether the new position meets their expectations. Anchor Health Systems uses this period to evaluate employee capabilities, work habits, and overall performance. Either the employee or Anchor Health Systems may end the employment relationship at will at any time during or after the introductory period, with or without cause or advance notice.

All new and rehired employees work on an introductory basis for the first 90 calendar days after their date of hire. Any significant absence will automatically extend an introductory period by the length of the absence. If Anchor Health Systems determines that the designated introductory period does not allow sufficient time to thoroughly evaluate the employee's performance, the introductory period may be extended.

An introductory period also applies to current employees who transfer into new positions.  Since these regular employees have already served an initial introductory period of employment, progressive discipline and/or plans of improvement are to be applied, if it is determined that the transferred or promoted regular employee is not performing satisfactorily in the new position.

Introductory employees who are either new hires or transfers to new positions may not, without approval from their immediate supervisor, apply for open positions within the company until their introductory period is over.
EMPLOYMENT CATEGORIES
It is the intent of Anchor Health Systems to clarify the definitions of employment classifications so that employees understand their employment status and benefit eligibility. These classifications do not guarantee employment for any specified period of time. Accordingly, the right to terminate the employment relationship at will at any time is retained by both the employee and the Company.

Full-Time field employees are those who are in a full-time program.  Anchor determines the number and type of positions needed, at any given time, for the Full-Time field program.  Full-Time employment is not based on the number of hours a field employee works per week or per pay period.  

Per Diem field employees are employees who are utilized on a PRN, as needed, basis.  Most of Anchor’s field employees are in this employment category.  Anchor does not promise or guarantee a minimum amount of income or a minimum number of work hours per day or a minimum number of work days per week or pay period to Per Diem employees used on a PRN basis.
EMPLOYMENT POLICIES & PRACTICES

Hours of Operation

Anchor office hours are 8:30 am to 4:30 pm, local time, Monday through Friday.  During these hours all employees are welcome to come in to an Anchor office for any needs. 

EMERGENCY ON-CALL and ANSWERING SERVICE is available 24 hours a day, 7 days a week for employees and patients/clients.  If an emergency arises and an employee needs to speak with a nurse or coordinator, call one of the administrative office numbers and follow the prompts on the recording. 

· The nurse is to be called for non-life threatening emergencies.

· The coordinator is to be called for emergency call offs.  

When leaving a message for the on-call staff, employees need to leave their NAME, PATIENT(S)/CLIENT(S) NAME(S), TIME OF VISIT, REASON FOR THE CALL and RETURN NUMBER.  Wait for a return call. 

The ANSWERING SERVICE is to be used only if an employee or the patient/client does not receive a return call within a reasonable period of time.
Please refer to “Anchor Administrative Telephone Numbers” for the on-call and answering service telephone numbers.
Requesting Unpaid Time Off
All Per Diem field employees can request unpaid time off.  A minimum of a two-week notice must be given to come off any confirmed shift.  Request for Time Off forms are located in each office.  If employees are maintaining benefits and request time off, they are encouraged to review their hours with the Human Resources Department.  In order to participate in insurance plans, employees must maintain an average of 30 hours per week on an ongoing basis.  

(1)  The request must be submitted to the employee’s supervisor.  

(2)  Human Resources will notify the employee of the status of the request.  

(3)  No two employees working the same case or covering intermittent visits will be granted time off at the same time.  

(4)  Request for unpaid time off can be denied by the supervisor.

Requesting to End an Assignment
With the exception of an emergency situation, Per Diem field employees must give a minimum of a two-week notice to their supervisor to come off an assignment.  The request must be in writing.

Voluntary Termination
All field employees are required to give a two-week notice (prior to termination date) to remain in good standing and eligible for rehire. 
Per Diem employees who do not work for three consecutive months will be deemed to have voluntarily resigned.
Personnel Data Changes

It is the responsibility of each employee to promptly notify Anchor Health Systems of any changes in personnel data. Personal mailing addresses, telephone numbers, number and names of dependents, individuals to be contacted in the event of emergency, educational accomplishments, and other such status reports should be accurate and current at all times. If any personnel data has changed, an employee should notify their immediate supervisor or the Human Resources Department.
Timekeeping

Accurately recording time worked is the responsibility of every field employee. The time in and out worked at a patient/client residence must be the same on the employee’s written record and the computer record.

Field employees should report to work no more than five minutes prior to their scheduled starting time nor stay more than five minutes after their scheduled stop time without expressed, prior authorization from their supervisor. 

Altering, falsifying, tampering with time records, or recording time on another employee's time record is prohibited by this policy. If corrections or modifications are made to the time record, both the employee and the supervisor or designee must verify the accuracy of the changes by initialing the time record.  Please bring any discrepancies in your paycheck to the Payroll Department’s attention immediately.  When the discrepancy is verified, the adjustment will be reflected as soon as administratively possible.

Paydays

Field employees are paid Bi-Weekly on a Friday.  Each paycheck will include earnings for all work performed through the end of the previous payroll period, as long as all clinical notes for that time period confirming the hours worked are received and approved in the office prior to the payroll being finalized for payment processing.  

If a regular payday falls on a day when Anchor offices are closed, the paychecks of field employees who do not have direct deposit will be mailed.  Field employees with direct deposit will have their paycheck deposited on the first day banking is available following the closing.
Pay Advances

Anchor Health Systems does not provide pay advances on unearned wages to employees.

Administrative Pay Corrections

Anchor Health Systems takes all reasonable steps to ensure that employees receive the correct amount of pay in each paycheck and that employees are paid promptly on the scheduled payday. If there is an error on the paycheck (amount of pay, deductions, etc), the employee is responsible for immediately notifying the Payroll Department so that corrections can be made as quickly as possible.

Pay Deductions

The law requires that Anchor Health Systems make certain deductions from every employee's compensation. Among these are applicable federal, state, and local income taxes. The Company also must deduct Social Security taxes on each employee's earnings up to a specified limit that is called the Social Security "wage base." 

Performance Evaluation

Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal, day-to-day basis. Ongoing performance evaluations are conducted following the introductory period and annually to provide both the employee and the supervisor with the opportunity to discuss your job tasks, identify and correct weaknesses, encourage and recognize strengths, and discuss methods for improving your performance.  

A positive performance evaluation does not guarantee an increase in salary, a promotion, or even continued employment.  Compensation increases and the terms and conditions of employment, including job assignments, transfers, promotions, and demotions, are determined by and at the discretion of the Company.
Work Schedules and Assignments for Per Diem Field Employees
Full-Time field employees must follow work schedules as explained in the Full-Time Addendum.

Per Diem field employees who work PRN, as needed, who wish to pick up additional work assignments or make changes to their current work assignments, for whatever reason or reasons, are responsible to inquire about available work.  This may be done by contacting the appropriate Team Coordinator.  In addition, work openings are listed on the Anchor Website, anchorhealthsystems.com, posted in the office, listed in the Anchor’s Away newsletter, and provided with monthly work schedules.

Hourly and visit pay rates include consideration of travel time for all field employees.  In some cases, qualified employees may claim work mileage on their personal tax return.  Anchor does not provide any advice on such matters.  Employees should consult their personal tax advisor.
When a Per Diem field employee has no scheduled work assignments, failure to inquire about additional assignments with the appropriate Team Coordinator, will be viewed the same as refusal of additional work.
Per Diem employees who do not work for three consecutive months will be deemed to have voluntarily resigned.

All field employees who fail to keep required documents current will be deemed to have voluntarily resigned.
Overtime

Overtime compensation is paid to all qualified non-exempt employees in accordance with federal and state wage and hour laws.  Overtime pay is based on actual hours worked. Time off will not be considered hours worked for purposes calculating overtime.  Anchor’s work-week runs from Monday through Sunday.  
Absenteeism and Tardiness

Punctual and regular attendance is the responsibility of each employee.  Employees are expected to report to work as scheduled, on time, and prepared to work.  Unscheduled absence and tardiness is disruptive to patient/client care, and places an unfair burden on fellow employees and supervisors.  The purpose of this policy is to promote the efficient operation of Anchor Health Systems and to minimize unscheduled time away from work.  
Employees are expected to arrive on time to all assignments that they have accepted.  However, if an emergency or any situation should cause employees to be more than five minutes late, or be totally absent from the assignment, they must notify Anchor immediately.  ANCHOR WILL NOTIFY THE PATIENT/CLIENT DIRECTLY.  Employees may call Anchor 24 hours a day if they need to reschedule or cancel an assignment.  
If an emergency arises and an employee needs to speak with a nurse or coordinator, call one of the administrative office numbers and follow the prompts on the recording. 

· The nurse is to be called for non-life threatening emergencies.

· The coordinator is to be called for emergency call offs.  

When leaving a message for the on-call staff, employees need to leave their NAME, PATIENT(S)/CLIENT(S) NAME(S), TIME OF VISIT, REASON FOR THE CALL and RETURN NUMBER.  Wait for a return call. 

The ANSWERING SERVICE is to be used only if an employee or the patient/client does not receive a return call within a reasonable period of time.
Please refer to “Anchor Administrative Telephone Numbers” for the on-call and answering service telephone numbers.
Employees are expected to be at work on time and to work their full scheduled hours as part of the essential functions of their position. Employees who report late to work (more than 5 minutes) without permission will be considered tardy. 

Repeated absenteeism and/or tardiness will not be tolerated. An employee who will be absent from work for any reason must speak with their supervisor or designee at least two (2) hours prior the start time of their shift. If an employee is absent from work without prior authorization or without giving proper notice to their supervisor, the employee will be considered to have voluntarily resigned from the Company. 
Scheduled Absence
A scheduled absence is time away from work that has been requested at least two weeks in advance of a confirmed shift and approved by the appropriate supervisor.  For further details see the ‘Requesting Unpaid Time Off” policy.

Unscheduled Absence
An unscheduled absence is any scheduled work day missed without prior written notice and approval.  All absences are to be reported to the supervisor no less than two (2) hours prior to the beginning of the scheduled shift, unless other arrangements have been made with the immediate supervisor.

A physician’s return to work certificate will be required for unscheduled absences of three (3) days or more.

Attendance records will be monitored and recorded by each employee’s supervisor.  Unscheduled absences will be monitored in a “rolling” three month period.  
LEAVES OF ABSENCE

Leave of Absence

Anchor Health Systems provides leaves of absence without pay to eligible employees who need to take time off from work.  Field employees may request a leave of absence only after having completed their introductory period.  As soon as an eligible employee becomes aware of the need for a leave of absence, they should request a leave in writing from their supervisor. 

Requests for a leave of absence will be evaluated by management based on a number of factors, including anticipated workload requirements and staffing considerations during the proposed period of absence.  Subject to the terms, conditions, and limitations of the applicable plans, employees will become responsible for the full costs of insurance benefits if they wish coverage to continue during periods of leave of absence.  When the employee returns from leave, benefits will again be provided in accordance with the applicable plan provisions. 

Family Medical Leave Act (FMLA)

Pursuant to the federal Family and Medical Leave Act (FMLA), the Company provides leave to eligible employees.  While the Company reserves the right to grant leave on terms and conditions in excess of those required by law, nothing herein shall be construed to require the Company to do so and such leave will not be subject to the protections of the FMLA.

An FMLA-Eligible employee is an employee who meets the following criteria:

· The employee has accrued 12 months of service with the Company within the previous seven years;

· The employee has worked at least 1,250 hours for the Company during the 12-month period immediately prior to taking FMLA leave; and

· The employee works at a location where at least 50 employees are employed by the Company within a 75 mile radius.

Family/Medical Leave

Family/medical leave may be taken for the following reasons:

· The employee’s incapacity due to pregnancy, prenatal medical care, or child birth;

· To care for the employee’s child after birth, or placement of a child with the employee for adoption or foster care;

· To care for the employee’s spouse, child, or parent (each a “qualified family member”) who has a serious health condition; or 

· For a serious health condition of the employee that renders the employee unable to perform an essential function of his or her position.  A serious health condition is an illness, injury or 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 essential functions of the employee’s job or prevents the 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 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 also meet the definition of continuing treatment.

Child/Parent relationship:
For purposes of FMLA leave because of the birth of a son or daughter, in order to care for such son or daughter, because of the placement of a son or daughter with the employee for adoption or foster care, and to care for a son or daughter with a serious health condition, a child will be considered the employee’s if he or she is the biological, adopted, or foster child, stepchild, or legal ward of the employee, or if the employee stands in loco parentis, and the child is (A) under 18 years of age; or (B) 18 years of age or older and incapable of self-care because of a mental or physical disability.  There is no limit on the number of parents a son or daughter may have for purposes of such FMLA leave.

An employee may be in loco parentis even if the employee has no biological or legal relationship to the child, if the employee assumes (or, in the case of birth or other prospective relationships, intends to assume) obligations incident to the parental relation as a practical matter (note that temporary arrangements for convenience, such as babysitting while parents take a vacation, are not sufficient to be in loco parentis for FMLA purposes).  Factors that will be considered in determining whether an employee is in loco parentis include, but may not be limited to, the age of the child, the degree to which the child is dependent on the employee, the amount of support (if any) the employee provides, and the extent to which duties commonly associated with parenthood are exercised by the employee (for example, an employee who houses and cares for a grandchild because the child’s parents are unable to do so, or an employee who shares in the upbringing of a child in the employee’s household who is the son or daughter of the employee’s life partner, regardless of whether that partnership is legally recognized, may be in loco parentis).  Employees may be required to provide written statements or other reasonable information establishing that children for whom they seek FMLA leave are their sons or daughters as defined by this policy.

Amount of Family/Medical Leave available:
Eligible employees may take up to 12 weeks of family/medical leave within a rolling 12 month period. A 12 month period is measured backward from the date an employee last used family or medical leave.

Military Family Leave under the FMLA:
There are two types of Military Family Leave available under the FMLA; Qualifying Exigency leave and Military Caregiver leave. 
Qualifying Exigency Leave under the FMLA:
Eligible employees may take up to a total of 12 work weeks of unpaid leave for qualifying exigencies arising out of the fact that employee’s spouse, son, daughter, or parent is on covered active duty, or has been notified of an impending call or order to covered active duty, in support of a foreign country or contingency operation.  Qualifying exigency leave is available to a family member of a military member in the Armed Forces including the National Guard or Reserves. 

Covered Active Duty under the FMLA means:

In the case of a member of a regular component of the Armed Forces, duty during the deployment of the member with the Armed Forces to a foreign country; and

In the case of a member of a reserve component of the Armed Forces, duty during the deployment of the member with the Armed Forces to a foreign country under a call or order to active duty under a provision of law referred to in Section 101(a)(13)B) of Title 10, United States Code. 

Qualifying Exigencies include:

· Issues arising from a covered military member’s short notice deployment (i.e., deployment on seven or less days of notice) for a period of seven days from the date of notification.

· Military events and related activities, such as official ceremonies, programs, or events sponsored by the military or family support or assistance programs and informational briefings sponsored or promoted by the military, military service organizations, or the American Red Cross that are related to the covered active duty or call to covered active duty status of a covered military member.

· Certain childcare and related activities arising from the covered active duty or call to covered active duty status of a covered military member, such as arranging for alternative childcare, providing childcare on a non-routine, urgent, immediate need basis, enrolling or transferring a child in a new school or day care facility, and attending certain meetings at a school or a day care facility if they are necessary due to circumstances arising from the covered active duty or call to covered active duty of the covered military member.

· Making or updating financial and legal arrangements to address a covered military member’s absence.

· Attending counseling provided by someone other than a health care provider for oneself, the covered military member, or the child of the covered military member, the need for which arises from the covered active duty or call to covered active duty status of the covered military member.

· Taking up to five days of leave to spend time with a covered military member who is on short-term temporary rest and recuperation leave during deployment.

· Attending certain post-deployment activities, including attending arrival ceremonies, reintegration briefings and events, and other official ceremonies or programs sponsored by the military for a period of 90 days following the termination of the covered military member’s covered active duty status, and addressing issues arising from the death of a covered military member.

· Any other event that the employee and an owner or owner’s designee of the Company agree is a qualifying exigency. 

Military Caregiver Leave under the FMLA:
FMLA provides caregiver leave for wounded service members for eligible employees who are the spouse, son, daughter, parent, or next of kin of a covered service member with a serious injury or illness may take up to a total of 26 work weeks of unpaid leave during a single 12 month period to care for the service member.  

A Covered Service Member:

· Is a current member of the Armed Forces, including a member of the National Guard or Reserves; and

· 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.

· A serious injury or illness is one that was incurred by a service member in the line of duty on covered active duty that may render the service member medically unfit to perform the duties of his or her office, grade, rank or rating.

· Family members of veterans for up to five years after a veteran leaves service if he or she develops a service-related injury or illness that was incurred or aggravated while on active duty.

The single 12 month period begins on the first day the employee takes leave for this reason and ends 12 months later, regardless of the 12 month period applicable to any other leave under the FMLA.  An eligible employee is limited to a combined total of 26 work weeks of leave under the FMLA during the single 12 month period (not more than 12 of the 26 weeks total may be for an FMLA-qualifying reason other than to care for a covered service member).

If two employees who are married to each-other work for the Company, the aggregate amount of leave that can be taken by both of them under the FMLA for the birth of a child or placement for adoption or foster care of a child, or to care for parents with a serious health condition, under the FMLA is 12 weeks within a 12 month period.  Note, as the FMLA is a federal law and federal law does not recognize marriages between persons of the same sex, this provision is applicable only to marriages between a man and a woman regardless of whether a same sex marriage or domestic partnership may be recognized under state law.

General Provisions:
The provisions below are applicable to both family/medical and military family leave under the FMLA.

Measurement Method:
Except in the case of Military Caregiver Leave, an eligible employee’s FMLA leave entitlement is limited to a total of 12 work weeks of leave during any 12 month period as measured on a rolling basis, measuring backward from the date the employee uses any FMLA leave other than Military Caregiver leave.  The single 12 month period applicable to Military Caregiver leave is measured forward from the date the employee’s first leave to care for the covered service member begins. 

Intermittent Leave:
An eligible employee may take leave under the FMLA intermittently (including working a reduced schedule) when medically necessary with respect to qualifying leave for the condition of the employee, the employee’s spouse, the employee’s child, the employee’s parent, or for the care of a covered service member.  Intermittent leave is also available for Qualifying Exigency leave.  Employees are expected make reasonable efforts to schedule planned medical treatment so as not to unduly disrupt the employer’s operations if possible.  If intermittent leave is unpaid, the Company reserves the right to reduce the employee’s salary based on the amount of time actually worked, regardless of whether the employee is salaried/exempt.  In addition, while an employee is on an intermittent leave, the Company may temporarily transfer the employee to an available alternative position that better accommodates the recurring leave and that has equivalent pay and benefits.

An employee may request intermittent leave to care for the employee’s own child during the first year following birth, or to care for a child placed with the employee for foster care or adoption.  Unless the leave is due to the child’s serious health condition, the Company may decline to grant such leave on an intermittent basis and instead require that it be taken on a continuous basis. 

Pay, benefits, and protections during FMLA Leave:
Leave is unpaid. Family medical leave is unpaid leave, although employees on FMLA leave will receive any compensation they have earned that is payable while on leave.

Insurance Benefits: 

During an approved leave under the FMLA, the Company will maintain the employee’s insurance benefits, if any; as if the employee continued to be actively employed (this section does not apply if the employee does not participate in a company-sponsored group insurance benefit).  Both the Employee and the Company will continue to be responsible for their respective shares of premium on the same terms as if the employee were actively at work (if paid time is substituted, regular payroll deductions will be made for insurance coverage from applicable pay).  Because employees remain eligible for group benefits, taking FMLA leave does not constitute a COBRA-qualifying event, however, if an employee does not return to work at the end of FMLA leave COBRA continuation may apply.  If an employee fails to pay the employee portion (if any) of premium while on FMLA leave, coverage lapses, however, if the employee returns to work while protected by the FMLA, the employee may resume participation immediately.  If the employee does not return to work at the end of FMLA leave, the Company may recover from the employee any premium paid by it for the employee during FMLA leave.

Other Benefits: 

Use of FMLA leave will not result in the loss of any employment benefit given or accrued prior to the start of the employee’s leave, however, further accruals under any policy offered by the Company will cease during periods of leave.

Reinstatement at end of FMLA Leave:
Upon return from FMLA leave, eligible employees must be restored to their original or equivalent positions with equivalent pay, benefits, and other employment terms.  However, employees are subject to no greater right to employment than if they had not taken leave.  Also, if an employee does not return to work within the time prescribed by the FMLA, the employee has no right to reinstatement.
Other Legally-Protected Leaves
In some cases, leave under the FMLA will also be subject to other laws that provide legally-protected leave.  This often depends on applicable state law and will be determined on a case-by-case basis.  Where types of legally-protected leave are permitted to be used simultaneously, the presumption will be that they are being used simultaneously, unless the Company confirms otherwise in writing.
FMLA Leave Procedure

Notification by employees of need for leave:  

The Company cannot know that FMLA leave is needed, and cannot provide FMLA entitlements, unless employees first appropriately notify the Company of their need for leave in sufficient detail for the Company to understand that FMLA leave is appropriate.  If the need to use FMLA leave is foreseeable, employees must give the Company at least 30 days prior notice of the need to take leave. When 30 days’ notice is not possible, employees must give notice as far in advance as practicable under the circumstances. In an emergency where advance notice of need for leave cannot be given, employees (or their representatives if employees are medically unable to give notice themselves) are required to notify the Company as soon as reasonably practicable.  Failure or unreasonable delay in providing notice may be grounds for delaying the start of the FMLA leave and may have other adverse consequences. 

Requests for FMLA leave should be directed to the Director of Human Resources using the Request for Family/Medical Leave form available from the Human Resources Department. 

When submitting a request for leave, the employee must provide sufficient information for the Company to determine if the leave might qualify as FMLA leave, and also provide information on the anticipated date when the leave would start as well as the anticipated duration of the leave.  Employees also must inform the Company if the requested leave is for a reason for which FMLA leave was previously taken or certified.

Notification to employees of leave availability:  

Once the Company is aware of a request for FMLA leave under the procedures outlined in this policy and has received the information it needs, it will inform the requesting employee of the availability of FMLA leave.  Assuming leave is available under the FMLA, employees will be given a written notice that includes details of the leave that is being granted.  If FMLA leave is not available the Company will so notify the employee.
Medical Certification and Recertification

Employees who request leave because of their own or a covered relation’s serious health condition must supply substantiating medical certification. Employees may obtain medical certification forms from the Human Resources Department. The Company will inform requesting employees of when medical certifications must be provided (in any event no more than 15 days after leave is requested).  Employees should plan on providing medical certification prior to taking leave where the need for leave is foreseeable.  The Company may require subsequent medical recertification. Failure to provide requested recertification within 15 days, except in extraordinary circumstances, may result in the delay of further FMLA leave (meaning that interim leave may not be protected by the FMLA).  Employees taking FMLA leave for their own serious health condition may also be required to provide a fitness-for-duty certification upon return to work, including during intermittent leave. 

Exception for Highly Compensated Employees

The Company may deny FMLA leave to highly compensated employees if it determines that granting FMLA leave would result in substantial economic injury to the Company.  This determination is made on a case-by-case basis.  For purposes of the FMLA, highly compensated employees are the most highly paid 10% of employees within a 75 mile radius of a covered worksite.  The Company will notify employees if FMLA leave is denied on this basis.

Staying in Touch While on Leave

Employees who take leave because of their own serious health condition or to care for a covered relation must contact the Director of Human Resources on a weekly basis regarding the status of the need for leave and intention to return to work.  Employees who unequivocally indicate that they do not intend to return to work while protected by the FMLA may no longer be considered on FMLA leave.
Requesting Additional Leave  

Employees who need to extend FMLA leave beyond what was originally granted must contact the Director of Human Resources as soon as practicable upon becoming aware of the need for additional leave personally or if that is not possible, through their representatives.  The Company may request appropriate substantiation (such as medical certification if applicable) of the need for additional leave in reviewing requests.  If a request is granted, the Company will notify the employee of the new terms of leave.  The Company may, but is not required to, grant leave beyond that required by the FMLA.  Any leave beyond that required by the FMLA will not be subject to the protections of the FMLA.

Returning to Work  

Employees wishing to return to work from FMLA leave must give notice to Director of Human Resources as soon as practicable (note, a return to work date may be agreed upon at any point during FMLA leave).  If a date is not previously agreed, the Company generally requires at least two business days’ notice to restore an employee to work from FMLA leave.

* Note: Employees who are not eligible for FMLA, but who are taking other approved unpaid leave and who are enrolled in health insurance, will be offered employee paid COBRA while on leave.

COBRA

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their qualified beneficiaries the opportunity to continue health insurance coverage under the Company's health plan when a "qualifying event" would normally result in the loss of eligibility. Some common qualifying events are resignation, termination of employment, or death of an employee; a reduction in an employee's hours or a leave of absence; an employee's divorce or legal separation; and a dependent child no longer meeting eligibility requirements.

Under COBRA, the employee or beneficiary pays the full cost of coverage at the Company's group rate plus an administration fee. The Company provides each eligible employee with a written notice describing rights granted under COBRA when the employee becomes eligible for coverage under the Company’s health insurance plan. The notice contains important information about the employee's rights and obligations.

Employees should please refer to the Summary Plan Description or contact the Director of Human Resources for additional information.
Unpaid Bereavement Leave

All Per Diem field employees who wish to take time off due to the death of an immediate family member should notify their supervisor immediately.  Unpaid Bereavement Leave will normally be granted unless there are unusual business needs or staffing requirements. 
The Company defines "immediate family" as the employee's spouse, parent, child, sibling, grandparent, grandchild or comparable step or in-law relation.  Employees may be required to provide a death or funeral notice.

Jury Duty

Anchor Health Systems encourages employees to fulfill their civic responsibilities by serving jury duty when required. Per Diem field employees may request unpaid jury duty leave for the length of absence. 

Per Diem field employees must submit a copy of the jury duty summons to the Human Resources Department as soon as possible so that arrangements may be made to accommodate their unpaid absence.  
Either the Company or the employee may request an excuse from jury duty if, in the Company's judgment, the employee's absence would create serious operational difficulties. 

Military Leave

A military leave of absence will be granted to employees who are absent from work because of service in the U.S. uniformed services  in accordance with the Uniformed Services Employment and Reemployment Rights Act (USERRA). Advance notice of military service is required, unless military necessity prevents such notice or it is otherwise impossible or unreasonable.

Military leave is unpaid. 

Continuation of health insurance benefits is available as required by USERRA based on the length of the leave and subject to the terms, conditions and limitations of the applicable plans for which the employee is otherwise eligible. 

Employees on military leave for up to 30 days are required to return to work for the first regularly scheduled shift after the end of service, allowing reasonable travel time. Employees on longer military leave must apply for reinstatement in accordance with USERRA and all applicable state laws.

Employees returning from military leave will be placed in the position they would have attained had they remained continuously employed or a comparable one depending on the length of military service in accordance with USERRA. They will be treated as though they were continuously employed for purposes of determining benefits based on length of service.

Employees should contact the Human Resources Director for more information or questions about military leave.

Family Military Leave

Employees who have a family member in the military and have worked for 12 months and at least 1500 hours during those 12 months may be granted up to 10 days of unpaid leave per calendar year.

Spouses, parents, grandparents, children, or siblings of a soldier who is ordered to active duty that exceeds 89 consecutive calendar days may take this leave only during the 30 days before or after the soldier is on active duty and while the soldier is on leave during active duty. 

Employees will be required to use any paid vacation benefits available during this time without extending the leave period.  Verification of the need for leave, as well as 30 days' written notice of the requested leave, when possible, is required.  Please contact your supervisor as soon as the need for this leave is known.  

Covered "parents" include biological fathers or mothers, adoptive fathers or mothers, court-appointed guardians or custodians, foster parents, and stepparents. Covered "siblings" include biological brothers or sisters, adoptive brothers or sisters, foster brothers or sisters, and stepbrothers or stepsisters.

Time off for this leave may also fall under the FMLA which has additional leave options.  Please contact Human Resources to request this leave or to coordinate this leave with FMLA.

HEALTH AND SAFETY

To assist in providing a safe and healthful work environment for employees and visitors, Anchor Health Systems has established a workplace safety program. This program is a top priority for the Company. The Director of Operations has the responsibility for implementing, administering, monitoring, and evaluating the safety program. Its success depends on the alertness and personal commitment of all.

The Company provides information to field employees about workplace safety and health issues through regularly scheduled inservices and other channels such as employee meetings, Anchor’s website, postings, the newsletter, or memos.

Each employee is expected to obey safety rules and to exercise caution in all work activities. Employees must immediately report any unsafe condition to their supervisor. Employees who violate safety standards, who cause hazardous or dangerous situations, or who fail to report or, where appropriate, remedy such situations, are in clear violation of this policy.

In the case of accidents that result in injury, regardless of how insignificant the injury may appear, employees should immediately notify their supervisor or the Director of Human Resources. Such reports are necessary to comply with laws and initiate insurance and workers' compensation benefits procedures.

The following are examples of safety rules; common sense should always be used around equipment.  These rules will be enforced and are for the protection of all of us.  Please follow them and ask fellow employees to do the same. Employees should report any unsafe actions to their supervisor.  Discipline for safety violations will depend on the severity of the individual violation.
· No running or horseplay.

· Proper safety equipment must be worn.
· Universal precautions must be implemented.
· No unauthorized person is allowed in a patient/client residence with a field employee.

· Care should be used when engaged in lifting, moving or repositioning activities.  
Drug and Alcohol Policy
Anchor Health Systems is committed to providing a safe, efficient, and productive work environment for all employees. Using or being under the influence of drugs or alcohol on the job may pose serious safety and health risks.  While in a patient/client residence, on the Company’s premises and while conducting business-related activities off premises, no employee may use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs.  The legal use of prescribed drugs is permitted on the job only if it does not impair an employee’s ability to perform the essential functions of the job effectively and in a safe manner that does not endanger other individuals in the workplace.  Employees may not work while under the influence of medications that impair the employee’s cognitive or motor abilities, even when that medication is prescribed. 
To help ensure a safe and healthful working environment, job applicants and employees may be asked to submit to a pre-employment, random, reasonable suspicion and/or post accident drug screen to determine the illicit or illegal use of drugs. Refusal to submit to drug testing or yielding a positive result is a clear violation of Company policy.

Visitors                  
Family and friends of field employees are prohibited from visiting the employee’s worksite as a condition of HIPAA.  Restricting unauthorized individuals from visiting field employees while working helps maintain safety standards, ensures compliance with HIPAA, protects against theft, ensures security of equipment, protects confidential information, safeguards employee welfare, and avoids potential distractions and disturbances. 

All visitors to an Anchor office should enter the Company at the main entrance. Authorized visitors will receive directions or be escorted to their destination. Employees are responsible for the conduct and safety of their visitors.

If an unauthorized individual is observed on company or assigned worksite premises, employees should immediately notify their supervisor.

Workplace Violence
Anchor Health Systems is committed to preventing workplace violence and to maintaining a safe work environment.  The Company has adopted the following guidelines to deal with threats of (or actual) violence that may occur.

All employees, visitors, vendors, patients/clients, etc. should be treated with courtesy and respect at all times. Employees are expected to refrain from fighting, "horseplay," or other conduct that may be dangerous to others. Employees may not possess firearms, weapons, or explosives, concealed or otherwise.  In states that require by law that employers permit employees to store weapons in locked vehicles employees may lawfully do so; however, employees may not remove such weapons from the locked vehicle, carry them, brandish them, use them, or threaten or otherwise indicate that the employee will do any of the foregoing.

All threats of (or actual) violence, both direct and indirect, should be reported as soon as possible to an employee’s supervisor.  This includes threats by employees, as well as threats by patients/clients, patient/client family members or friends, vendors, solicitors, or other members of the public. When reporting a threat of violence, employees should be specific and provide as much detail as possible.

All suspicious individuals or activities should also be reported as soon as possible to the Director of Operations or, if the Director of Operations is not available, to any other Director or supervisor. Employees should not place themselves in peril. 

The Company will promptly and thoroughly investigate all reports of threats of (or actual) violence and of suspicious individuals or activities. If deemed appropriate, appropriate law enforcement and/or other agencies will be informed.  In order to maintain workplace safety and the integrity of its investigation, the Company may suspend employees, either with or without pay, pending investigation.

Smoking
Smoking is not allowed inside any of the Company locations or in patient/client residences, Company vehicles, or in restrooms.  Please be especially attentive to the sensitivities of patients/clients who may object to smoking.  Any employee who is aware of violations of this policy should contact the Director of Operations or their supervisor. 
Workers Compensation Insurance
Anchor Health Systems provides a comprehensive workers' compensation insurance program at no cost to employees. This program covers any injury or illness sustained in the course of employment that requires medical, surgical, or hospital treatment.  Employees who sustain work-related injuries or illnesses must inform their supervisor or the Director of Human Resources immediately. No matter how minor an on-the-job injury may appear, it is important that it be reported immediately.
Liability Insurance
Anchor carries liability insurance on all current employees.
COMMUNICATION POLICIES

Anchor Health Systems maintains its information and communications systems (collectively for convenience “systems”), including, without limitation, computers, laptops, networks, internet facilities, email, voice mail, and telephones, as well as connectivity with devices that may be owned by employees (such as mobile phones), at great expense to facilitate the Company’s business.  The following policies are applicable to the systems.

Use of the systems is a privilege, not a right, and the Company reserves the right to govern, monitor, and restrict use in any way it deems appropriate.  The equipment, services, and technology provided to employees remain at all times the property of the Company.  

The systems are provided for business purposes only.  While nominal personal use is inevitable (for instance, to call home in an emergency), such use must be kept to a reasonable (and in most cases, a minimal) level, and employees must exercise good judgment in not using the systems excessively or for inappropriate purposes (for example, socializing, promoting personal business, proselytizing, sending chain messages, or accessing information which employees do not have a legitimate job-related need to know).  Long distance personal calls are not allowed.  The Company reserves the right to determine whether use is reasonable or appropriate.  Under no circumstances may an employee use the systems for a purpose that is or is intended to be harmful or disruptive, that interferes with their work or someone else’s work, or that violates the Company’s policies.  Use of the systems for any illegal purpose is prohibited, as is using information or other property belonging to another in violation of trademarks, patents, or copyrights, or software license agreements.  

The Company’s systems are not private, and employees have no expectation of privacy when using them.  Use can be tracked, monitored, recorded, intercepted, and otherwise seen or heard by others without their knowledge or permission, and the Company reserves the right to do so at any time.  For instance, employee phone calls may be monitored and recorded and phone usage can be tracked.  If employees access the Internet, the sites visited can be tracked.  The Company may view employee emails.  Even erasing a file from voice mail or a computer may not delete it fully.  

Use of the systems to view, receive, download, store, create, display, or transmit obscene, pornographic, or offensive material (whether written, verbal, graphic, or otherwise), or to illegally discriminate against or harass others (see the equal employment opportunity policies) is prohibited.  For example the display or transmission of sexually explicit images, messages, and cartoons is not allowed. Other such misuse includes, but is not limited to, ethnic slurs, racial comments, off-color jokes, or anything that may be construed as harassment or showing disrespect for others.

Personal Cell Phone Use

Unless used for a legitimate business need, personal cell phone use is not allowed during work time, without permission from the Administrator or designee.  
Cell phone features, such as cameras, may not be used to obtain confidential company or patient information.

Due to the nature of our business, some employees may be provided with cell phones as part of their daily responsibilities. Employees who are provided with cell phones are to utilize Company cell phones for business purposes only. 

Employees should refrain from using any mobile device while operating a motor vehicle unless utilizing appropriate safety measures (such as hands free technology) in accordance with state guidelines.  
Public Statements and Conduct off the Job

Even when not on the job, employees have a duty to be loyal to Anchor Health Systems.  This means, among other things, not doing things that are detrimental to the Company or contrary to the Company’s interests.  

Employees should be careful about any statements that employees make, in any form (i.e. written, over the internet, blogging, email, text, spoken, etc.), and any conduct that employees engage in, and an employee should not make any statements or engage in other conduct that could reflect on the Company or the suitability to work for the Company, or that could harm the Company’s interests, whether an employee is on or off the job.  This includes, among other things:

· Saying negative things about the Company, our patients/clients, coworkers, or the people and companies that do business with us.

· Disclosing information about the Company, our patients/clients, coworkers, or the people and companies that do business with us that is not normally shared with the general public, whether or not employees understand it to be technically confidential (employees should generally assume any such information is confidential unless authorized to make a specific disclosure).

· Making statements as if an employee were speaking on the Company’s behalf (unless the employee has been specifically authorized to do so); if there is a possibility of confusion the employee should make clear that they are speaking on their own behalf, not the Company’s.

· Speaking to the press about the Company or matters relating to the Company.

· Endorsing or promoting the Company’s services without making proper disclosures (for instance, pretending to be a patient/client writing a positive review online); check with management for guidance on promotional activities before undertaking them.

· Engaging in harassing, insulting, criminal, or other harmful or offensive speech or conduct in a way that could be attributed to, reflect on, or negatively impact the Company.

Be aware that, once a statement is made, an employee may not be able to predict or control where it goes, nonetheless, the employee will be held responsible for it.  For example, an employee may say something to a friend in an email and assume that it will go no further, but it could from there be spread through the internet without their knowledge and consent, and if the statement is found to have been a breach of their duty to the Company, the employee may be disciplined for it.  As another example, the employee may make a statement in a blog that he or she believes is anonymous or not relatable to the Company, but their affiliation with the Company might be discovered through information about the employee readily available on the internet (such as profiles on social networking sites) and their connection with the Company will be known, even though the employee had not intended it to be in connection with their statement.  Their statement remains their responsibility even though he or she may have intended to make it anonymously.

Of course, nothing in the Company’s policies is intended to prevent the employee from exercising their legal rights.  For example, if the employee wishes to contact a government agency with a concern about matters such as (but not limited) discrimination, harassment, safety, or wages, or if he or she is asked to participate in a government investigation, our policies do not prohibit the employee from doing so.  Employees are also encouraged to raise any such concerns through appropriate channels within the Company as provided in our policies.

OPERATIONAL CONSIDERATIONS

Customer Relations

Patients/clients are among Anchor Health Systems’ most valuable assets. Every employee represents the Company to our patients/clients and the public. Patients/clients judge all of us by how they are treated with each employee contact. Therefore, one of our first business priorities is to assist any patient/client or potential patient/client. Nothing is more important than being courteous, friendly, helpful, and prompt in the attention employees give to patients/clients.

The Company will provide training to all employees with extensive patient/client contact. Patients/clients who wish to lodge specific comments or complaints should be directed to their immediate supervisor for appropriate action. Our personal contact with the public, our manners on the telephone, and the communications we send are a reflection not only of ourselves, but also of the professionalism of the Company.  Positive customer relations not only enhance the public's perception or image of the Company, but also pay off in greater loyalty and increased sales and profit.

Emergency Closings
At times, emergencies such as severe weather can disrupt company operations.  In extreme cases, these circumstances may require the closing of an Anchor office.  To find out if an office is closed, please check Anchor’s website at www.anchorhealthsystems.com.

Field employees are expected to follow their work schedule, if possible.  Employees should not put themselves at risk to get to a patient/client residence.  If an employee is not able to get to a patient/client’s residence, the employee should follow the directions given for calling-off work.  If an office is closed, call the office and follow the prompts to the On-Call Coordinator. 
Employee Parking
Anchor Health Systems’ corporate office provides employees with parking; however, some parking areas may be reserved for disabled drivers, owners, customers of other companies with which Anchor shares the building, vehicles belonging to the Company, and others.  
At all Anchor offices, the Company will not be responsible for any damage to an employee’s vehicle or the contents of the employee’s vehicle while parked on Company property.  Also, Anchor will not be responsible for any damage to an employee’s vehicle or the contents of the employee’s vehicle while parked at any other location while conducting Anchor business.
Company Property 
All documents and materials produced by Anchor Health Systems are the sole property of the company.  There is no condition or situation that will allow an employee to take company property for personal use.  The repercussions of such actions can cause irrefutable damage. 

DRIVING FOR WORK

Company Vehicles
Use of an Anchor vehicle is a privilege and not required by any regulatory agency or body.  Abuse of this privilege may result in its removal.
An employee who drives a company-owned vehicle is required to have a valid driver’s license issued in the employee’s state of residency, be approved by Anchor’s insurance carrier, and authorized by the Company to use the vehicle.  Company owned vehicles are to be used only by employees who have met all requirements.  Vehicles owned, leased, or rented by the Company may not be used for personal use. 

All employees who are provided or use a company vehicle are covered under the Company’s automobile insurance program while operating that vehicle.  This coverage does not apply whenever you are operating any other vehicle or are a passenger in another vehicle.  Allowing unauthorized passengers in company owned vehicles is a direct violation of the Company’s insurance policy as well as company policy. 
NOTE:
The vehicle insurance carried by Anchor is only a rider and does not cover 


all liability for the driver.  Anchor employees who drive company owned 


vehicles must have their own insurance.

Should an employee have his/her driver’s license suspended, limited, or revoked, the employee must notify the Director of Operations immediately.  Failure to do so is a direct violation of Company policy.
Employees are provided a clean, well-maintained Anchor vehicle.  Employees are expected to return the Anchor vehicle in the same condition in which it was received.  Employees may not eat or smoke in an Anchor vehicle.  

Detailed mileage and receipt logs must be kept for all vehicles. 
Anyone aware of any violation of this policy is required to report this infraction to the Director of Operations immediately.

Personal Vehicles

Employees who are required to use personal vehicles to drive to patient/client residences and/or between assignments must provide valid insurance and driver’s license information.  Employees who use their personal vehicle for official Company business must have proof of insurance and be able to meet the requirements as set forth by the Company and relevant insurance carriers.
STANDARDS OF CONDUCT 

Business Ethics and Conduct

The successful business operation and reputation of Anchor Health Systems is built upon the principles of fair dealing and ethical conduct of our employees.  Our reputation for integrity and excellence requires careful observance of the spirit and letter of all applicable laws and regulations, as well as a scrupulous regard for the highest standards of conduct and personal integrity.

The continued success of the Company is dependent upon our patients’/clients’ trust and we are dedicated to preserving that trust.  Employees owe a duty to the Company, and its patients/clients, to act in a way that will merit the continued trust and confidence of the public.

In general, the use of good judgment, based on high ethical principles, will guide employees with respect to lines of acceptable conduct.  If a situation arises where it is difficult to determine the proper course of action, the matter should be discussed openly with an employee’s immediate supervisor for advice and consultation.

Compliance with this policy of business ethics and conduct is the responsibility of every Company employee.
Corporate Compliance Policy

All Employees of Anchor Health Systems must comply with the laws, rules and regulations of all federal, state and regulatory bodies that govern the home health care industry.  To achieve the purpose of this policy, and to guarantee that any activities which violate that law are identified and eliminated, Anchor has established rules and procedures contained in a Corporate Compliance Policy for all employees.  The Corporate Compliance Policy outlines the legal and ethical standards for all employees and the consequences for failure to comply.

The Corporate Compliance Policy requires all employees to:

1. Uphold all Anchor policies and procedures.

2. Adhere to all federal and state laws, rules and regulations concerning the home health care industry.

3. Adhere to professional ethical laws and standards relating to an employee’s professional license.
4. Keep patient/client names, personal and medical information confidential, not to be relayed verbally or in writing to anyone who is not directly involved in the patient’s/client’s plan of care.

5. Notify the Administrator if an employee or any member of the employee’s family owns, operates, invests in (unless less than 5%) or has an interest in a competing company, or in a company that does business in the health care industry.

6. No patient/client information or confidential Company documents may be kept off Anchor premises without written authorization.

7. Field health care providers will not take assignments to care for relatives unless authorized to do so by the Administrator.

8. The Chairman of the Ethics Committee, must be notified immediately of any known or suspected unethical or illegal activity, either by telephone or in writing (anonymously, if desired). All such reports are kept confidential.

The most important part of Anchor’s Corporate Compliance Policy is number eight (8) above.  Every employee accepts responsibility of notification to the Ethics Committee Chairman if they have any questions about practices or activities that are going on that might violate Anchor’s policy or the law.  To report or discuss any suspected misconduct, Anchor has set up the following telephone number, 219-263-0486.  Please be assured that this is a confidential number, answered only by the Ethics Committee Chairman.

Adherence to the Corporate Compliance Policy will be enforced through disciplinary mechanisms, including disciplinary action for failure to report perceived violations.  An employee who reports instances of what he or she reasonably believes to be an act of wrongdoing by another party will not be disciplined for reporting.  All names will be confidential.

Full-Time & Per Diem Field Employee Conduct
Anchor Health Systems requires adherence to the following Standards and Procedures:

1. All employees are expected to dress in a manner appropriate to the health care environment, or as directed by the patient/client family.  This includes personal hygiene, jewelry, hair and makeup.

2. Do not smoke in the presence of a patient/client.

3. Always wear the Anchor ID badge.  Licensed personnel must always carry their current license while on assignment. 

4. If employees have any problem, incident or accident on the job, they are not to discuss it with the patient/client, but call their supervisor immediately.

5. If employees are to be relieved by another Anchor employee, they are not to leave until the relief person has arrived.

6. If the patient/client asks an employee to stay longer or leave earlier than the scheduled assignment, the employee must call Anchor.

7. Paraprofessional personnel (HHA/CNA) hereby acknowledge that they WILL NOT, UNDER ANY CONDITIONS, DISPENSE OR ADMINISTER ANY MEDICATION.

8. UNDER NO CIRCUMSTANCES are employees to ask for or accept any compensation from a patient/client, or take home property that belongs to the patient/client.

9. There shall not be any involvement with the patient’s/client’s financial affairs (paying bills, check writing) unless included on the Care Plan. 

10. Employees are expected to honor the confidentiality of any patient/client information that is obtained in the regular course of employment. 

11. No personal telephone calls should be made or received by employees while on assignment.

12. Do not discuss pay or any other personal information with the patient/client/.

13. Anchor employees are not authorized to accept any direct employment that may be offered to them by patients/clients.  Employees requested to do so, must have the requesting party contact Anchor. 

14. All clinical notes, time slips and documentation need to be filled out properly and turned into the office within 72 hours of providing the service (24 hours, if the service is a SOC, ROC, Recert, or DC).  If the patient/client is unable to sign a clinical note and/or time slip, a family member or responsible party may sign.

15. During the course of employment, Anchor proprietary materials (i.e. forms, medical records) will be used only in connection with employment and will not be disclosed to anyone without authorization.

16. Never leave a patient/client unattended. 
17. All field employees are expected to carry their own pens.  Professional field employees are expected to carry their own stethoscopes.

Submission of Field Notes

Anchor has established time requirements for the submission of patient/client clinical notes by field employees.  All field employees are required to complete and submit into the office all clinical notes, time slips and documentation properly within 72 hours of providing the service (24 hours, if the service is a SOC, ROC, Recert, of DC).  This is required because some payers must be billed within ten days of service.  Annual performance evaluations include a review of your compliance with this policy.

Employee Conduct and Work Rules

To ensure orderly operations and provide the best possible work environment, Anchor Health Systems expects employees to follow rules of conduct that will protect the interests and safety of all employees, and ensure that employee and Company rights are respected.
Generally, no conduct which is disruptive, unproductive, immoral, unethical or illegal will be tolerated.  
It is not possible to list all the forms of behavior that are considered unacceptable.  The following are examples of infractions of rules of conduct that are strictly prohibited:
1. Theft
2. Dishonesty
3. Failure to adhere to Anchor’s Standards and Procedures 

4. Revealing patient/client protected information to anyone who is not authorized to have such information

5. Inappropriate use, removal or possession of property not belonging to the employee
6. Negligence or improper conduct leading to damage of employer-owned or patient/client-owned property
7. Unauthorized use of personal or patient/client telephones or other property 

8. Receiving any goods belonging to a patient/client

9. Soliciting a patient/client for goods or services

10. Taking children, family members, or friends to a patient/client residence at any time

11. Staying at a patient’s/client’s residence when off-duty

12. Refusing to provide services listed in the job description

13. Performing activities outside the scope of the job description, such as, if a Home Health Aide were to dispense medications to a patient
14. Failing to perform the essential functions of the Job Description satisfactorily

15. Modifying assigned work times without prior approval of the supervisor or designee

16. Unauthorized absence from a patient/client residence during work time  
17. Leaving a patient’s/client’s residence before the end of a shift or before relief has arrived without authorization from the Company, when patients/clients cannot be left alone
18. Excessive absenteeism or tardiness

19. Failing to inform the supervisor when planning an extended absence
20. Being a no call/no show for an assignment or any absence without notice
21. Engaging in personal tasks or activities while on assignment or conducting activities not related to the job during assignments
22. Providing services to patients/clients in the employee’s residence

23. Providing services to an Anchor patient/client who is a relative of the employee without prior disclosure of the relationship and authorization to provide services
24. Sleeping on the job 
25. Physical abuse of any kind while on duty

26. Fighting or threatening violence in the workplace
27. Unprofessional or unethical behavior or conduct

28. Loaning a vehicle to a patient/client and/or patient/client family members
29. Falsification of employment application, timekeeping, attendance, clinical and/or other records required by the Company
30. Failing to submit clinical notes and/or timesheets within prescribed time frames

31. Failing to keep licensing/certification or other required documentation current in order to remain active 

32. Working under the influence of alcohol, illegal drugs, or legal drugs used illegally 

33. Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace, while on duty, or while operating employer-owned vehicles or equipment
34. Gambling while engaged in any assignment 

35. Insubordination or other disrespectful conduct
36. Violation of safety, health, or operating rules 
37. Sexual or other unlawful or unwelcome harassment 

38. Possession of dangerous or unauthorized materials, such as explosives or firearms, while conducting Company business 

39. Unauthorized disclosure of patient/client information protected by HIPAA, business "secrets," and/or other confidential information 

40. Interrupting, disrupting or jeopardizing the Company’s personnel or services
41. Unsatisfactory performance, conduct, and/or failure to provide appropriate standards of care
42. Failure to attend required meetings

43. Failure to complete annual inservices required by the position
44. Refusal to participate in a Company sponsored investigation

Disciplinary Action

From time to time it is necessary to take disciplinary action, which may include written or verbal counseling, suspension, or other discipline up to and including discharge.  Employment with Anchor Health Systems is at will, therefore employees are not guaranteed that they will receive advance warning prior to any disciplinary action, or that discipline will be applied progressively (i.e. employees are not guaranteed verbal or written warnings prior to more severe discipline including discharge being applied).

Requirements to Participate in Federal and State Funded Health Care Programs

Based on a provision of the 1997 Balanced Budget Act, health care providers are prohibited from doing business with companies or individuals who have been excluded from participating in a federal or state funded health care program.

Specifically, Anchor is prohibited from employing anyone who has been excluded from participation in these programs by a federal or state agency due to fraud or abuse violations. 

Non-Disclosure

The protection of confidential patient/client information and business information is vital to the interests and the success of Anchor Health Systems.  Such confidential information includes, but is not limited to, the following examples: 

· Patient/client lists and information protected under HIPAA regulations 

· Anchor Health Systems manuals, forms, and all other documents used by the Company to conduct its business 

· Marketing strategies 

· Financial records

Employees who improperly use or disclose “secrets” or confidential business information will be in violation of Company policy and may be subject to legal action, even if they do not actually benefit from the disclosed information.  Employees are required to sign and comply with Anchor’s “Restrictive Covenant and Confidentiality Agreement” as a condition of employment.
Outside Employment

Per Diem field employees may hold outside jobs as long as they meet the performance standards of their job with Anchor Health Systems.  All employees will be judged by the same performance standards and will be subject to Anchor Health Systems scheduling demands, regardless of any outside work requirements.

Employees must inform their supervisor of any outside employment to ensure no operational conflicts exist and scheduling demands are met.  If the Company determines that an employee's outside work interferes with performance or the ability to meet the requirements of Anchor Health Systems as they are modified from time to time, the employee may be asked to terminate the outside employment if he or she wishes to remain with Anchor Health Systems
Outside employment that constitutes a conflict of interest is prohibited.  Employees may not receive any income or material gain from individuals outside Anchor Health Systems for materials produced or services rendered while performing their jobs.

Personal Appearance

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect the business image Anchor Health Systems presents to patients/clients, families, vendors, and  others.  When representing the Company, field employees are expected to present a clean, neat, and appropriate appearance.  Employees should dress and groom themselves according to the requirements of their position.  
If the employee’s supervisor feels the employee’s personal appearance is inappropriate, the employee will be asked to make corrections so that he or she is properly dressed or groomed.  

Reasonable accommodation may be made to a person with a disability or religious/moral beliefs.

Gifts and Favors

No employee shall solicit or accept for personal use, or for the use of others, a gift, favor or loan, gratuity, reward, promise of future employment, or any other thing of monetary value that might influence, or appear to influence, the judgment or conduct of the employee in the performance of their job. 

Employees are not to give, offer, or promise directly or indirectly anything of value to any patient/client, patient/client family member, representative of a patient/client, a potential patient/client, a vendor or potential vendor, financial institution or potential financial institution with whom the Company has or may have a business relationship.

Solving Problems: Anchor’s Employee Relations Philosophy
At Anchor, every member of the management team is committed to the Company’s philosophy of fair and impartial treatment of our employees at all times.  Employees are always free to speak to their supervisor or any member of the management team, raise questions, and get answers.  Every employee is treated as an individual and as an important participant in the operation of our Company.  Anchor hopes to maintain this open relationship.

Anchor strongly believes that individual consideration in employee-supervisory relationships provides the best climate for maximum development, team work and attaining goals.  Anchor enthusiastically accepts our responsibility to provide employees with good working conditions, fair treatment and personal respect.  It is Anchor’s objective to provide employees with the opportunity to express their concerns, suggestions and comments to management directly in an effort to have clear and effective communication.

The following is Anchor’s problem resolution procedure:

1. Supervisor:
Work-related concerns are to be discussed with the supervisor as soon as possible.  The supervisor, after listening and investigating the problem will provide an answer in a timely manner. If the problem is of such a nature that an employee feels uncomfortable discussing it with his/her supervisor, the issue should be taken to the Administrator.

2. Administrator:
If an employee is not satisfied with the answer or resolution provided by the supervisor, the problem should be forwarded to the Administrator.  The Administrator or his/her designee will discuss the issue with the employee, investigate the problem, and respond to the employee in a timely manner.  The decision of the Administrator is final.

Personal Business and Solicitation

Soliciting during working hours and/or in working areas (including email) or at a time or place or in a manner that interferes with the work of another employee is not allowed.  This includes, but is not limited to selling merchandise, tickets, or services, collecting funds, obtaining signatures, or any other private solicitation of any kind. 

Employees may place small flyers and order taking forms for not-for-profit activities in which they are personally involved on the table in the employee break room customarily used for such purposes.  Any such materials may be removed or barred by management in its discretion.

TRANSITION FROM ANCHOR HEALTH SYSTEMS
Return of Property

Employees are responsible for all Anchor Health Systems property, materials, or written information issued to them or in their possession or control. 

Employees, on or before their last day of work must return all company property. The Company reserves the right to seek legal remedies if such property is not returned in working order to the Company.

Resignation

Resignation is a voluntary act initiated by the employee to terminate employment with Anchor Health Systems.  Anchor requires at least 2 weeks' written resignation notice from all employees who may wish to be considered for rehire with Anchor in the future.

Final Pay

Final paychecks will be distributed on the next regular payday following termination or in accordance with state law.  
The final paycheck must be picked up by the employee at the Anchor office.  

ADDENDUM FOR PER DIEM FIELD EMPLOYEES

Benefits

Eligible employees at Anchor Health Systems are provided a wide range of benefits. A number of the programs (such as Social Security, workers' compensation, including lost time wages, and unemployment insurance) cover all employees in the manner prescribed by law.

Benefits eligibility is dependent upon a variety of factors, including the average number of hours per week that an employee works. The Director of Human Resources can identify the programs for which employees are eligible. Details of many of these programs can be found in the plan documentation or elsewhere in this handbook.

The following benefit programs are available to eligible employees:

· Health Insurance, (Including Medical, Dental, and Vision Insurance)
· Life Insurance

· Short Term Disability Insurance

· 401 (k)

· EAP 

· Holiday Pay Differential
· Pay Plus Program

In addition, the Company has partnered with SOI to offer additional discount benefit programs.  For more information on any of the additional discounted benefits, please visit www.soi.com and refer to the employee resources section found under resources.

Health Insurance

The Health insurance plan the Company offers provides eligible employees and their dependents access to medical, dental and vision insurance benefits. 

Eligible employees may participate in the health insurance plan subject to all terms and conditions of the agreement between the Company and the insurance carrier.

Details of the health insurance plan are described in the Health Plan Options Booklet.  The Health Plan Options Booklet and information on cost of coverage will be provided in advance of enrollment to eligible employees.  Contact the Human Resources Department for more information about health insurance benefits.

Life Insurance

Eligible employees may participate in the life insurance plan subject to all terms and conditions of the agreement between the Company and the insurance carrier.  Contact the Human Resources Department for more information about life insurance benefits.  This is a $25,000 life insurance policy on the employee.  The premiums are paid for by the Company.
Short Term Disability Insurance

Eligible employees may participate in the short term disability insurance subject to all terms and conditions of the agreement between the Company and the insurance carrier. Contact the Human Resources Department for more information about short term disability insurance benefits.  The premiums for the short term disability insurance are paid for by the Company. COBRA is available to employees on short term disability who participate in the Company’s health insurance.
401(K)

Anchor Health Systems has established a 401(k) savings plan to provide employees the potential for future financial security for retirement. The plan is available to any employee who is 21 years of age and has worked at Anchor for six months.  The 401 (k) is employee contribution only.  Enrollment will be in the quarter following application. If employees have questions regarding the 401(k) benefit, please contact the Human Resources Department.
EAP

Anchor Health Systems cares about the health and well being of its employees and recognizes that a variety of personal problems can disrupt their personal and work lives.  While many employees solve their problems either on their own or with the help of family and friends, sometimes employees need professional assistance and advice.

Through the Employee Assistance Program (EAP), Anchor Health Systems provides confidential access to professional counseling services for help in confronting such personal problems as alcohol and other substance abuse, marital and family difficulties, financial or legal troubles, and emotional distress.  The EAP is available to employees who average 30 hours per week of work on an ongoing basis and their immediate family members offering problem assessment, short-term counseling, and referral to appropriate community and private services.

The EAP is strictly confidential and is designed to safeguard your privacy and rights. Information given to the EAP counselor may be released only if requested by you in writing.  A Professional Code of Ethics guides all counselors.

Personal information concerning employee participation in the EAP is maintained in a confidential manner.  No information related to an employee's participation in the program is entered into the personnel file.

There is no cost for employees to consult with an EAP counselor.  If further counseling is necessary, the EAP counselor will outline community and private services available.  The counselor will also let employees know whether any costs associated with private services may be covered by their health insurance plan.  Costs that are not covered are the responsibility of the employee.

Minor concerns can become major problems if you ignore them.  No issue is too small or too large, and a professional counselor is available to help you when you need it. Call the EAP at 800-869-0276 to contact an EAP counselor.

Holiday Pay Differential
Hourly Per Diem field employees who work on a holiday will receive the holiday pay differential as stated on the Pay Rate Form.     

For purposes of this policy, Holidays are defined as:

· New Year’s Day 

· Easter Sunday 

· Memorial Day 

· Independence Day 

· Labor Day 

· Thanksgiving Day 

· Christmas Day  

This policy does not apply to Per Diem field employees who are paid per visit.  Per Diem visit employees will be paid the regular visit rate for services performed on a holiday. 

Pay Plus Program

Definition

Pay Plus is a program that gives eligible field employees 35 hours of their average pay for every 1500 hours worked within a maximum 12 month period.

Requirements

· Employees must work 1500 hours within twelve (12) consecutive months to be eligible for Pay Plus.

· Employees must average a minimum of 375 hours in each rolling quarter of the 12 month period. Eligibility begins on the date of hire and continues for the next 12 consecutive months.

· A new Pay Plus period begins immediately after the employee completes 1500 hours with a minimum 375 hours per quarter in a 12 month period.

· Employees will have three months from the end of Pay Plus eligibility to get Pay Plus organized and submitted to Payroll.

· The Pay Plus form must be completed and copies of all pay stubs used to accumulate the 1500 hours per 12 month period/375 hours per quarter, must be attached.  

· Pay Plus is to be submitted to Payroll.

· Qualifying Pay Plus is paid out as soon as financially possible.  If there are any corrections that need to be made, the Pay Plus forms will be returned to the employee for correction.  After corrected, Pay Plus forms can be resubmitted.

Pay Plus Forms are available at all Anchor offices with other forms for clinical employees.

ADDENDUM FOR EMPLOYEES IN THE FULL-TIME FIELD PROGRAM

Work and Travel Time

Employees in the full-time field program are required to work, on average, 35 visits per week.  The specific hours per day may be determined by the employee, according to the visit needs of the patients.  Work schedules must be established in conjunction with appropriate office staff.

Employees who fail to average 35 visits per week as reviewed every six months, may be removed from the full-time program.   

Travel time is, generally speaking, part of the visit rate.  If excessive drive time is required beyond reasonable and customary, travel time may be negotiated on a case-by-case basis.  
An employee may refuse to take a case if:

· The employee’s patient load is too great at the time of referral;

· The employee feels unsafe providing care to the patient; or

· The employee is unable to appropriately meet the clinical needs of the patient, based on the employee’s skill level.

The refusal to take a patient must be made in writing and approved by the Associate Director of Clinical Services or Administrator.

On-Call

Every nurse who participates in the full-time field program is required to work on-call for a week, in a rotation with other nurses in the full-time field program.  This rotation will include weekends.  The nurse will be paid per visit, as visits are done.  If the weekend is slow, the nurse may work on a private duty case to make up hours and will be paid at the hourly rate, determined by Anchor’s reimbursement from the payer source.

Also, every nurse who participates in the full-time program is required to work on-call for holidays, in a rotation with other nurses in the full-time field program. 

Use of an Anchor or Personal Vehicle 
Use of an Anchor vehicle is a privilege and not required by any regulatory agency or body.  Abuse of this privilege may result in its removal.  
When using an Anchor vehicle, an employee must submit mileage logs.  Failure to submit required logs may result in the loss of use of an Anchor vehicle.
For more information regarding employees driving an Anchor vehicle or their own personal vehicle for work purposes, please refer to an earlier section in the Field Employee Handbook entitled “Driving for Work.”  For employees in the full-time field program, please also refer to the “Full-Time Field Staff Agreement.”  

In all cases, whether an employee uses an Anchor vehicle or use his or her own personal vehicle for work purposes, employees must maintain insurance on their own personal vehicle and comply with all state laws, statutes, and regulations regarding owning/leasing and/or operating a vehicle.

Benefits

Eligible employees at Anchor Health Systems are provided a wide range of benefits. A number of the programs (such as Social Security, workers' compensation, including lost time wages, and unemployment insurance) cover all employees in the manner prescribed by law.

Benefits eligibility is dependent upon a variety of factors, including the average number of hours per week that an employee works. The Director of Human Resources can identify the programs for which employees are eligible. Details of many of these programs can be found in the plan documentation or elsewhere in this handbook.

The following benefit programs are available to eligible employees:

· Health Insurance, (Including Medical, Dental, and Vision Insurance)
· Life Insurance

· Short Term Disability Insurance

· 401 (k)

· EAP

· Holidays 

· Vacation, Sick, and Personal Time (Applies only to employees participating in the full-time field program beginning on or before August 31, 2012.)

· Pay Plus (Applies only to employees participating in the full-time field program beginning on or after September 1, 2012.)

· Scheduled Unpaid Time Off (Applies only to employees participating in the full-time field program beginning on or after September 1, 2012.)

In addition, the Company has partnered with SOI to offer additional discount benefit programs.  For more information on any of the additional discounted benefits, please visit www.soi.com and refer to the employee resources section found under resources.

Health Insurance

The health insurance plan the Company offers provides eligible employees and their dependents access to medical, dental and vision insurance benefits. 

Eligible employees may participate in the health insurance plan subject to all terms and conditions of the agreement between the Company and the insurance carrier.

Details of the health insurance plan are described in the Health Plan Options Booklet.  The Health Plan Options Booklet and information on cost of coverage will be provided in advance of enrollment to eligible employees.  Contact the Human Resources Department for more information about health insurance benefits.

Life Insurance

Eligible employees may participate in the life insurance plan subject to all terms and conditions of the agreement between the Company and the insurance carrier.  Contact the Human Resources Department for more information about life insurance benefits.  This is a $25,000 life insurance policy on the employee.  The premiums are paid for by the Company.

Short Term Disability Insurance

Eligible employees may participate in the short term disability insurance subject to all terms and conditions of the agreement between the Company and the insurance carrier. Contact the Human Resources Department for more information about short term disability insurance benefits.  The premiums for the short term disability insurance are paid for by the Company.  COBRA is available to employees on short term disability who participate in the Company’s health insurance.

401(K)

Anchor Health Systems has established a 401(k) savings plan to provide employees the potential for future financial security for retirement. The plan is available to any employee who is 21 years of age and has worked at Anchor for six months.  The 401 (k) is employee contribution only.  Enrollment will be in the quarter following application. If employees have questions regarding the 401(k) benefit, please contact the Human Resources Department.
EAP

Anchor Health Systems cares about the health and well being of its employees and recognizes that a variety of personal problems can disrupt their personal and work lives.  While many employees solve their problems either on their own or with the help of family and friends, sometimes employees need professional assistance and advice.

Through the Employee Assistance Program (EAP), Anchor Health Systems provides confidential access to professional counseling services for help in confronting such personal problems as alcohol and other substance abuse, marital and family difficulties, financial or legal troubles, and emotional distress.  The EAP is available to employees who average 30 hours per week of work on an ongoing basis and their immediate family members offering problem assessment, short-term counseling, and referral to appropriate community and private services.

The EAP is strictly confidential and is designed to safeguard your privacy and rights. Information given to the EAP counselor may be released only if requested by you in writing.  A Professional Code of Ethics guides all counselors.

Personal information concerning employee participation in the EAP is maintained in a confidential manner.  No information related to an employee's participation in the program is entered into the personnel file.

There is no cost for employees to consult with an EAP counselor.  If further counseling is necessary, the EAP counselor will outline community and private services available.  The counselor will also let employees know whether any costs associated with private services may be covered by their health insurance plan.  Costs that are not covered are the responsibility of the employee.

Minor concerns can become major problems if you ignore them.  No issue is too small or too large, and a professional counselor is available to help you when you need it. Call the EAP at 800-869-0276 to contact an EAP counselor.

Holiday Policies for Employees Participating in the Full-Time Field Program Beginning On or Before August 31, 2012 
If an employee is required by the Company to work on a holiday (for example, a nurse who is working a holiday as required by the on-call rotation), the employee will be paid for visits made and is entitled to another work day off with pay.  The request for another work day off must be made in writing by the employee in advance of the holiday being worked and approved by the employee’s supervisor.

If an employee is required by the Company to take the holiday off, the employee is paid the default hourly rate for eight hours.

If an employee chooses to make visits on a holiday, the employee is paid for the visits made and forfeits holiday pay.

For purposes of this policy, the following days are defined as holidays:

· New Year’s Day

· Easter Sunday

· Memorial Day

· Independence Day

· Labor Day

· Thanksgiving Day

· Christmas Day

Holiday Policies for Employees Participating in the Full-Time Field Program Beginning On or After September 1, 2012 
If an employee makes visits on a holiday, the employee is paid for the visits made.  Time worked will apply to Pay Plus.
For purposes of this policy, the following days are defined as holidays:

· New Year’s Day

· Easter Sunday

· Memorial Day

· Independence Day

· Labor Day

· Thanksgiving Day

· Christmas Day

Vacation Time

This policy applies only to employees participating in the full-time field program beginning on or before August 31, 2012.

Employees are given paid vacation time during each six-month period worked starting with the second six months of employment.  Vacation days may be taken during the six-month period in which it is given, as shown below, (as long as the employee maintains the number of visits and/or work hours required to remain in the full-time program):

Length of Service

No. of Paid Days to Take During Each Six-Month Period Listed
0 – 6 months


0 days

6 mos., but less than 1 year
5 days 

1 year, but less than 5 years
5 days every six months

5 yrs., but less than 10 yrs.
7.5 days every six months

10 years or more

10 days every six months

For each vacation day taken, the employee is paid the default hourly rate for eight hours.

Vacations are scheduled with the understanding that efficient operation of the Company’s business must be the first and controlling situation and management has the right to assign or deny vacation time on that basis.  Business needs and heavy work cycles/periods, or conflicts with others requesting similar vacations, may take precedence when considering a request for vacation.

Vacation time requested for the period of 01/16 through 11/14 of any calendar year must be requested at least 2 weeks in advance, by submitting the request in writing on the appropriate form following the appropriate procedure.  Employees should see their supervisor or the Human Resources Department for procedural information.

No more than 2 weeks of vacation time may be taken together, unless written approval has been secured from the Administrator or designee in advance.

Generally, vacation time is prohibited from 11/15 until 01/15 of every calendar year.  Exceptions, however, may be made by the Administrator.  Requests for vacation time for this period must be submitted no later than 08/30 using the appropriate procedure.  Employees should see their supervisor or the Human Resources department for procedural information.  Please note that there is a separate and distinct procedure for requesting vacation time for the period of time from 11/15 until 01/15 of every calendar year.

The Company feels strongly that employees should take leisure time away from work and use their vacation.  Vacation time not used by an employee’s anniversary date will be forfeited.  Unused vacation time does not “roll over” into the employee’s next anniversary year of employment.

Vacation time may be taken in one-day increments.

No two full-time employees in the same discipline will be granted time off at the same time.  

Unused vacation time is not paid out upon termination of employment or a transfer to a Per Diem position. 

Sick Time

This policy applies only to employees participating in the full-time field program beginning on or before August 31, 2012.

Employees are given sick time as follows, (as long as the employee maintains the number of visits and/or work hours required to remain in the full-time program):

Length of Service

Number of Paid Days Available to Take Per Anniversary Year

0 – 3 months


0 days

3 mo., but less than 1 year
3 days 

1 year or more


5 days 

Sick time is to be used for absences due to an employee’s own illness.

Employees are required to call off every day they are sick.

A physician’s return to work certificate is required when more than 3 work days are missed for sickness.

Sick days must be taken in not less than 1 day increments.

A sick day may not be paid merely because it is available.

Anchor reserves the right to request medical proof of illness before payment of sick time, particularly if a sick day is taken in conjunction with any other type of paid day off or if the reason for the sick day is suspect.

Sick time that is unused is carried forward from anniversary year to anniversary year, as long as an employee maintains the number of visits and/or work hours required to remain in the full-time program, and accumulates up to a maximum of 20 work days.  The purpose of allowing employees to “bank” or “carry over” sick time is to be able to pay employees for extraordinary or unanticipated illness or unavoidable hospitalizations.

Anchor requires regular attendance in order to continue to provide consistent service to patients.

Unused sick time is not paid out upon termination of employment or a transfer to a Per Diem position.

Personal Time

This policy applies only to employees participating in the full-time field program beginning on or before August 31, 2012.
Employees are given personal time as follows, (as long as the employee maintains the number of visits and/or work hours required to remain in the full-time program):

Length of Service

Number of Paid Days Available to Take Per Anniversary Year

Less than 1 year

0 days

1 year or more


2 days

Personal time may not be used to extend a vacation or sick time.

Employees are asked, whenever possible, to follow the same requirements and procedures to request personal time as they would to request vacation time.

Anchor recognizes, however, that an emergency may arise that could result in the immediate need to use a personal day. In that case, employees should follow the same procedures required when using sick time.

Personal time may be taken in increments of no less than 1 day by employees.

Unused personal time does not “roll over” into the employee’s next anniversary year.

Unused personal time is not paid out upon termination of employment or a transfer to a Per Diem position.

Pay Plus Program 
This policy applies only to employees participating in the full-time field program beginning on or after September 1, 2012.
Definition

Pay Plus is a program that gives eligible field employees a bonus for time worked.

Pay Plus Pay Out Information
· Employees must average 35 visits per week for every 6 months worked.

· Each Pay Plus day is paid at the default hourly rate for eight hours.

· Qualifying Pay Plus is paid out as soon as financially possible.  
Length of Service

Number of Paid Pay Plus Days Able to Earn Per Anniversary Year

Less than 1 year

0 days

On 1st anniversary

5 days 

On every anniversary

10 days

thereafter 

The Pay Plus Bonus will be paid out as quickly as possible, but in no event, will it be paid out any longer than 3 months after an employee’s anniversary date.  Employees must be employed on the date of the pay out in order to receive the bonus.
Scheduled Unpaid Time Off 

This policy applies only to employees participating in the full-time field program beginning on or after September 1, 2012.
Requests for scheduled unpaid time off are reviewed with the understanding that efficient operation of the Company’s business must be the first and controlling situation and management has the right to assign or deny vacation time on that basis.  Business needs and heavy work cycles/periods, or conflicts with others requesting similar scheduled time off, may take precedence when considering a request for scheduled unpaid time off.

Scheduled unpaid time off for the period of 01/16 through 11/14 of any calendar year must be requested at least 2 weeks in advance, by submitting the request in writing on the appropriate form following the appropriate procedure.  Employees should see their supervisor or the Human Resources Department for procedural information.

No more than 2 weeks of scheduled unpaid time off time may be taken together, unless written approval has been secured from the Administrator or designee in advance.

Generally, scheduled unpaid time off is prohibited from 11/15 until 01/15 of every calendar year.  Exceptions, however, may be made by the Administrator.  Requests for scheduled unpaid time off for this period must be submitted no later than 08/30 using the appropriate procedure.  Employees should see their supervisor or the Human Resources department for procedural information.  Please note that there is a separate and distinct procedure for requesting vacation time for the period of time from 11/15 until 01/15 of every calendar year.

Scheduled unpaid time off may be taken in one-day increments.

If employees are maintaining benefits and request time off, they must ensure insurance premiums will be paid if they will not be receiving a pay check.

No two full-time employees in the same discipline will be granted time off at the same time.  

Employees may take scheduled unpaid time off not to exceed the amount of days that can be earned by employees who receive paid vacation days instead of Pay Plus.  The maximum amount of scheduled unpaid time available follows:

Length of Service


Number of Scheduled Unpaid Days in a Six-Month Period

0 – 6 months



0 days

6 mos., but less than 1 year

5 days 

1 year, but less than 5 years

5 days every six months

5 years, but less than 10 years

7.5 days every six months

10 years or more


10 days every six months

It is the policy of Anchor Health Systems to employ all persons without regard to age, race, color, creed, national origin, religion, gender, sexual preference, disability, genetic information, and any other status protected by federal, state, or local law. 


disease or disability.
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