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EMPLOYEE ACKNOWLEDGMENT FORM 

The employee handbook describes important information about WCHC and I understand that I should consult the Human Resources Director regarding any questions not answered in the handbook. 

Since the information, policies and benefits described here are necessarily subject to change, I acknowledge that revisions to the handbook may occur, except to WCHC's policy of employment‑at‑will.  I understand that revised information may supersede, modify, or eliminate existing policies.  Only the CEO of WCHC, with board approval, has the ability to adopt any revisions to the policies in this handbook. 

I have entered into my employment relationship with WCHC voluntarily and acknowledge that there is no specified length of employment. Accordingly, either WCHC or I can terminate the relationship at will with or without cause, at any time, so long as there is no violation of applicable federal or state law. 

Furthermore, I acknowledge that this handbook is neither a contract of employment nor a legal document.  I have received the handbook and I understand that it is my responsibility to read and comply with the policies contained in this handbook and any revisions made to it. 

The WCHC employee handbook is located in the General Hospital Guidelines Manual under section 2, and also on the Washington County Hospital’s website (www.wchc.org) under the employment section.  

___________________________________      
________________

EMPLOYEE'S SIGNATURE                           
DATE 

___________________________________ 

EMPLOYEE'S NAME (TYPED OR PRINTED) 

___________________________________    
________________

WITNESS'S SIGNATURE                               
DATE 

___________________________________ 

WITNESS’S (TYPED OR PRINTED) 

INTRODUCTION 
This employee handbook is designed to acquaint you with Washington County Hospital and Clinics and to provide you with information about working conditions, employee benefits and some of the policies affecting your employment.  You should read, understand and comply with all provisions of the handbook. It describes many of your responsibilities as an employee and outlines the programs developed by WCHC to benefit employees.  One of our objectives is to provide a work environment that is conducive to both personal and professional growth. 

No handbook can anticipate every circumstance or question about policy.  As WCHC continues to grow, the need may arise and WCHC reserves the right to revise, supplement, or rescind any policies or portion of the handbook from time to time as it deems appropriate, in its sole and absolute discretion. Employees will, of course, be notified of such changes to the handbook as they occur. The only exception to any changes is our employment‑at‑will policy permitting you or WCHC to end our relationship for any reason at any time. 

LETTER FROM THE BOARD 

Dear Employee, 

Welcome to Washington County Hospital and Clinics!  We’re glad you're interested in our organization.  We hired you because we feel you'll be a positive addition to our quality health care facility. 

As a representative of the WCHC Board of Trustees, we on the board respect the opinions of staff members very much. After all, you are the experts in the field. 

As such, we welcome your input.  If you have a suggestion for improvements in our services, or wish to offer technical advice to help us make a difficult decision, we want to hear it.  There are multiple avenues for your input: your department manager, the Chief Executive Officer (CEO), Human Resources, or various committees.
We encourage suggestions and the CEO is always available to hear from employees, such as you. 

We’re sure you'll enjoy working with our highly qualified and professional employees.  We hope you'll find your work to be rewarding and stimulating and that you make a career here with us at Washington County Hospital and Clinics. 

Sincerely, 

WCHC Board of Trustees

ADMINISTRATOR’S WELCOME MESSAGE
Welcome new associate! 

On behalf of your colleagues, I welcome you to WCHC and wish you every success here. 

We believe that each employee contributes directly to WCHC'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 handbook as soon as possible, for it will answer many questions about employment with WCHC. 

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

Sincerely, 

Chief Executive Officer

WASHINGTON COUNTY HOSPITAL AND CLINICS HISTORY 

In 1907, local physicians and a nurse established the five bed Washington County Hospital and Clinics in a private home on North Iowa Avenue in Washington.  By 1910, the need for an expanded facility was evident and Washington County availed itself of a bill, which was introduced by Elbert Ervin Munger MD, of Clay County, Iowa.  Signed into law in 1910, the Munger Bill, as it came to be known, allowed for taxation in support of a county hospital.  In November 1910, voters’ approved a tax levy that would yield $25,000 of tax funds for a hospital building. Eight other Iowa counties voted on similar hospital levies, but only Washington County voters approved the issue thereby becoming the first rural county public hospital in Iowa and/or perhaps the nation.  The original hospital was built in 1912 at a total cost of $41,000 with a capacity of 34-40 beds.  Throughout the history of WCHC the themes of need for expansion due to service demand, technological advances and regulatory pressures have been intertwined.  These needs present an ongoing challenge to the people of Washington County.

A portico and a south wing with 15 additional beds were added in 1942, at another tax levy cost of $75,000.  With this addition, the capacity of the hospital was 54 beds and 13 cribs.  By the 1960's, advances in medicine rendered the original hospital and its 1941 addition inadequate.  Plans were then made to build a new facility adjacent to the original structure and in 1968 a hospital licensed for 50 beds was constructed for $1,550,000.  The original hospital was then converted to a private long-term care facility until regulatory requirements necessitated the building of a new long-term care facility in 1988.  This facility was named the M.L. McCreedy Home, after one of Washington's most noted physicians and is a licensed 43 bed facility constructed with donated and hospital funds for $845,000. 

Two physician clinics are also located on WCHC campus. Washington Hospital Medical Clinic, built in 1976 at a cost of $400,000, is located at the East end of the facility.  The second addition is Mercy Family Practice of Washington, whose building was constructed south of the Hospital in 1990, at a cost of $278,700. 

In 1997 WCHC began a $6,700,000 construction and renovation project.  It was at this time that the medical office building which houses Mercy Family Practice of Washington, was expanded to include more space for Family Practice, offices for Orthopedics, and a six-station Dialysis unit in conjunction with the U of I Clinical Outreach program.  Hospital expansion included a new lobby, ER, PT area, Same Day Surgery and Board/Conference Room. Laboratory and Radiology Departments (which included adding an in-house CT scan unit) were renovated. The project was completed in June 1999.  

In 2008 WCHC completed a 22 million dollar new 25 bed critical access hospital and renovation.  For complete information on this project and a full account of our history, visit our website at www.wchc.org 
MISSION, VISION, & VALUE STATEMENTS 
What is our purpose . . .                                                                                  
MISSION
To be the central resource for improving health and promoting wellness of all our communities. 

What is our driving force . . .  






VISION
To provide quality health care that puts people first. 

BEHAVIORAL STANDARDS

ATTITUDE – We believe that each of us controls our own attitude and that what is important is not so much what happens to us, but how we choose to react to it. We believe we must recruit, retain and reward people who make a positive difference in people’s lives.

1. We will act in a professional manner while on stage. Our appearance and actions           reflect our competency and caring. We will not use profanity or profane gestures anywhere on the Hospital grounds. And we will follow the Hospital’s dress code.

2. We will make eye contact and acknowledge each person we pass in the hall, even if it is the 10th time today.

3. We will keep a sincerely good attitude by smiling, being friendly and courteous, and saying “please and thank you.”

4. We will not engage in or listen to negativity or gossip. We will recognize that listening without acting to stop it is the same as participating.

RESPECT – We believe we must always treat each other with dignity and respect. We must never compromise our integrity in order to command respect for our contributions within the community.

5. We will identify ourselves as employees for the benefit of our patients and visitors. We will always wear our name tags visible at all times. 

6. We will always knock before entering an office or patient room.

7. When we are with a customer, they will have our full attention. We will introduce ourselves to every patient. We will show respect by calling them Mr. or Mrs. unless we know them well and confirm with them that it is ok to call them by their first name. Other than when providing care dictates otherwise, we will be at eye level when speaking with a patient.

8. We will always display compassion and empathy for every patient, customer and team member, regardless of their social, economic or educational status for they come to us vulnerable – and in need of our help. We will never criticize or use negative body language toward patients or team members. We will keep personal conversations offstage, out of earshot of the patients and visitors.

9. When a patient is ambulating or in a wheelchair, we will respect their dignity by keeping their gowns closed. We will add a second gown or bathrobe if needed.

10. We will respect our environment by keeping all public areas clean and free of clutter. We will return equipment to the proper place promptly. If we see a piece of trash on the ground, we will always stop and pick it up.

TEAMWORK – We believe through teamwork we can produce better results than we would collectively produce as individuals. If we are to truly commit to excellence, we must help each other be accountable to our mission, vision and values.

11. We will not make negative comments about any customers and we will take every opportunity to speak well of each other.

12. We will never say, “It’s not my job” or “we’re short-staffed.”

13. If we make a mistake, we will admit it, learn from it so we don’t repeat it, and move on. We will remind each other of our Standards and accept corrections in a positive manner.

14. We will ask if we can help someone without being asked; and if we need help, we will not be afraid to ask for it.

15. We will go out of our way to make new team members feel welcome and to support our team members during tough times.

CUSTOMER SERVICE – We believe that our reputation is determined by our service and that our work must be done with the intent of delighting our customers by exceeding their expectations. In order to provide great service to patients and physicians, we must first provide great service to our co-workers.

16. We will greet every lost patient or visitor and escort them to their destination.

17. Telephone etiquette: We will answer every departmental phone call in three rings or less and with a smile in our voice. When answering the phone, we will identify our department, our name, and ask how we may help the caller.  We will ask callers before putting them on hold. We will keep our voice mail greetings short – less than 15 seconds.

18. We will apologize for and explain any delay in service and explain how long it is expected to take, and keep the customer updated within that timeframe.

19. We will anticipate the customer’s needs and questions by explaining what’s going to happen to the patient before it happens, how long it will take and what happens after we finish.

20. It is every employee’s responsibility to answer a (non-bathroom) call light that has been ringing longer than 15 seconds, determine the patient’s need, and either fulfill the need or report it to the patient’s nurse or care provider.

21. We will always ask, “Is there anything else I can do for you?” before we leave every patient.

22. If we fail to meet a customer’s expectations, we will immediately acknowledge it, apologize for it, and personally be sure we make amends for it.

CONTINUOUS IMPROVEMENT – We believe in continuous improvement and recognize that everything we do is a process that can be eliminated, simplified, or standardized. We must continue to grow and learn in order to provide better outcomes than our competition.

23. We will seek out opportunities to improve our personal and professional skills and to create and develop leaders throughout our organization. We will provide support to our team members so they can participate, learn and grow.

24. We will measure what’s important and recognize the value of teams to improve the results. We will consider it an honor to be asked to serve on a team, committee or task force and will commit to participate if chosen.  

25. We will work to create efficient and effective processes so that we do not spend our time repeatedly fixing problems.

26. We will seek out a blameless culture, yet not yield to excuses, mediocrity, and carelessness.

27.  Employee’s opinions and/or ideas are encouraged.  Therefore, employees will not be subject to retribution or repercussion for their input.    

FUN – We believe we can and should have fun at work.

28. We will recognize, reward and celebrate our successes.

29. We will reward and recognize team members who participate in Hospital activities that promote fun, involvement, and team building.

30. We will recognize that fun and laughter belong in the workplace; we will laugh out loud and not be afraid to laugh at ourselves.

The WCHC Difference

It’s a culture where average is unacceptable, where staff

look forward to coming to work because they have a

purpose, do worthwhile work and know others care about

them; where patients are not simply satisfied, but are

delighted with their care and brag about it to their

neighbors. We are the difference!

EQUAL EMPLOYMENT OPPORTUNITY 

In order to provide equal employment and advancement opportunities to all individuals, employment decisions at WCHC will be based on merit, qualifications and competence.  WCHC does not discriminate in employment opportunities or practices on the basis of race, color, religion, sex and genetic information (GINA), national origin, age, disability, military service, pregnancy or any other characteristic protected by state and federal law. 

This policy governs all aspects of employment, including selection, job assignment, compensation, discipline, termination and access to benefits and training.  Every employee is expected to comply with the spirit and intent of our Equal Employment Opportunity Policy. 

If you feel you have not been treated in accordance with this policy, contact your immediate supervisor, your manager or the Human Resources Director.  No form of retaliation will be taken against any employee who reports an incident of alleged discrimination.  
For the latest and most up to date information on this topic, please go to http://www.eeoc.gov 

NATURE OF EMPLOYMENT 

This handbook is intended to provide employees with a general understanding of our personnel policies.  It is not an employment contract and is not intended to create contractual obligations of any kind.  Neither the employee nor WCHC is bound to continue the relationship and either may choose to end the relationship at any time. 

In order to retain necessary flexibility in the administration of policies and procedures, WCHC reserves the right to change, revise, or eliminate any of the policies and/or benefits described in this handbook, except for its policy of employment-at‑will.  The only recognized deviations from the stated policies are those authorized and/ or signed by the CEO of WCHC.

Employees are encouraged to familiarize themselves with the contents, as many common questions concerning employment with WCHC will be answered.  However, this handbook cannot anticipate every situation or answer every question. It is your responsibility to review policies specific for the department in which you were hired.
SEXUAL & OTHER UNLAWFUL HARASSMENT 

Washington County Hospital and Clinics is committed to providing a work environment that is free of discrimination and unlawful harassment.  Actions, words, jokes, or comments based on an individual's sex, race, ethnicity, age, religion, disabled status or any other legally protected characteristic will not be tolerated.  Overt or subtle harassment are forms of employee misconduct that demeans another person, undermines the integrity of the employment relationship and is strictly prohibited.  Anyone engaging in sexual or other unlawful harassment will be subject to disciplinary action, up to and including termination of employment. 

Any employee who wants to report an incident of sexual or other unlawful harassment should promptly report the matter to their supervisor, Human Resources, or Compliance Officer. Employees can raise concerns and make reports without fear of reprisal.  After the investigation is completed, prompt disciplinary action will be taken when determined appropriate. 

Any supervisor or manager who becomes aware of possible sexual or other unlawful harassment should promptly advise the Human Resources Director, who will investigate the incident in a timely and complete manner.  Confidentially will be maintained on a strict need-to-know basis.  Supervisors or managers, who are aware or informed of possible sexual or other unlawful harassment and do not report it to the Human Resources Director, will be subject to disciplinary action up to and including immediate termination of employment. 
CONFLICTS OF INTEREST 
The purpose of these guidelines is to provide general direction so employees may seek clarification on issues related to acceptable standards of operation.  Employees have an obligation to conduct business within guidelines that prohibit actual or potential conflicts of interest.  Transactions with outside firms must be conducted within a framework established and controlled by the executive level of WCHC.  Business dealings should not result in unusual gains for outside firms such as: bribes, product bonuses, special fringe benefits, unusual price breaks or other windfalls designed to ultimately benefit either the employer, the employee or both.  Promotional plans that could be interpreted to involve unusual gain require specific executive level approval. 

An actual or potential conflict of interest occurs when an employee is in a position to influence a decision that may result in a personal gain for that employee or for a relative as a result of WCHC's business dealings.  For the purposes of this policy, a relative is defined to include spouse, parents, children, siblings, brother and sister‑in‑law, father and mother‑in‑law, stepparents, stepbrothers, stepsisters, stepchildren, grandchildren and grandparents or whose relationship with the employee is similar to that of a person who is related by blood or marriage. This policy also applies to individuals who are not legally related but who reside with another employee. 

No "presumption of guilt" is created by the mere existence of a relationship with outside firms.  However, if employees have any influence on transactions involving purchases, contracts or leases, it is imperative that they disclose to the CEO of WCHC, as soon as possible, the existence of any actual or potential conflict of interest so that safeguards can be established to protect all parties.  Personal gain may result not only in cases where an employee or relative has a significant ownership in a firm with which WCHC does business, but also when an employee or relative receives any kickback, bribe, gift or special consideration as a result of any transaction or business dealings involving WCHC.  The programs, services, designs, plans, ideas and data of the WCHC should never be given to an outside firm or individual, except through normal channels and with appropriate authorization.  Any improper transfer of material or disclosure of information, even though it is not apparent that an employee has personally gained by such action, constitutes unacceptable conduct and will be subject to disciplinary action, up to and including termination and possible legal action.  Contact the Human Resources Director for more information or questions about conflicts of interest.
ACCESS TO PERSONNEL FILES 
Personnel files are the property of WCHC and access to the information they contain is restricted. Generally, only officials and authorized representatives of WCHC who have a legitimate reason to review information in a file are allowed to do so.  With reasonable advance notice, an employee may review material in their file but only in the Human Resources Office and in the presence of the Human Resources Director.  Public access is restricted in accordance with Federal and State Laws. 

EMPLOYMENT APPLICATIONS 

WCHC relies upon the accuracy of information contained in the employment application and other data presented throughout the hiring process.  Any misrepresentations, falsifications or material omissions in any of this information or data may result in WCHC's exclusion of the individual from further consideration for employment or, if the person has been hired they may be subject to termination of employment. 
EMPLOYMENT CLASSIFICATION 

It is the policy of WCHC to abide by all regulations and interpretations of requirements for qualifying an employee as NONEXEMPT or EXEMPT from Federal and State Wage and Hour laws. Nonexempt employees are entitled to overtime pay under the specific provisions of federal and state laws. It is the intent of WCHC to clarify the definitions of employment classifications so those employees understand their employment status and benefit eligibility.  In addition to the above classifications, each employee will belong to one of these employment classification: 

REGULAR FULL‑TIME employees are those who are not in a temporary or per diem status and 
who are regularly scheduled to work a full‑time schedule of at least 32 hours per week.  
Generally, they are eligible for WCHC's benefit package, subject to the terms, conditions and 
limitations of each benefit program. 

REGULAR PART‑TIME employees are those who are not assigned to a temporary or per diem status and who are regularly scheduled to work less than the full‑time work schedule.  Regular part‑time employees are eligible for some benefits sponsored by WCHC, subject to the terms, conditions and limitations of each benefit program. 

TEMPORARY employees are hired as interim replacements, to supplement the work force or to assist in the completion of a specific project.  Employment assignments in this classification are of limited duration (one year). Employment beyond any initially stated period does not in any way imply a change in employment status.  Temporary employees retain that status unless and until notified of a change.  While temporary employees receive all legally mandated benefits they are ineligible for all other benefit programs. 

PER DIEM employees are those who have established an employment relationship with WCHC, 
but who are assigned to work on an intermittent and/or unpredictable basis, at the discretion of 
the facility.  While they receive all legally mandated benefits, they are ineligible for most other          benefit programs.
EMPLOYMENT REFERENCE CHECKS 

To ensure that individuals who join WCHC are well qualified and have a strong potential to be productive and successful, it is the policy of WCHC to check, if applicable, two pre-employment references for applicants.  Reference check inquiries from other employers are to be directly referred to the Human Resources Department.  The Human Resources Department will respond to all reference check inquiries by confirming dates of employment, status of position and position(s) held.
HIRING OF RELATIVES 
The employment of relatives in the same area of an organization may cause serious conflicts with favoritism and employee morale.  In addition to claims of partiality in treatment at work, personal conflicts from outside the work environment can be carried into day‑to‑day working relationships. A relative is defined to include spouse, parents, children, siblings, brother and sister‑in‑law, father and mother‑in‑law, stepparents, stepbrothers, stepsisters, stepchildren, grandchildren, grandparents or anyone whose relationship is similar to that of a person who is related by blood or marriage. This policy also applies to individuals who are not legally related but who reside with another employee.

Relatives of persons currently employed by WCHC may be hired only if they will not be working directly for or above a relative or directly for or above a relative’s immediate subordinate. WCHC employees cannot be transferred into such a reporting relationship.  If the relative relationship is established after employment, the individuals concerned should decide which individual is to be separated by reassignment through the internal posting program or terminated from employment.  If that decision is not made within 30 calendar days, management will decide.  In other cases where a conflict or potential conflict arises, even if there is no supervisory relationship or relative relationship involved, the parties may be separated by a reassignment through the internal posting program or terminated from employment as indicated above. 

IMMIGRATION LAW COMPLIANCE 

WCHC complies with the Immigration Reform and Control Act of 1986 and is committed to employing only United States citizens and aliens who are authorized to work in the United States. As a condition of employment, each new employee or former employee who is rehired must properly complete, sign and date the Employment Eligibility Verification Form I‑9 and present documentation establishing identity and employment eligibility. 

INTERNAL JOB POSTING PROGRAM
You are encouraged to take an active role in managing your own career progression.  To help facilitate your interests, WCHC gives employees the opportunity to be considered for openings within the Hospital through the internal job-posting program.   Jobs are posted on the bulletin board across from the time clock at the main employee entrance (ambulance entrance).  Internal applications are available at Human Resources Department.  Speak with your supervisor or HR to find out more about this program.

LICENSURE/REGISTRATION/CERTIFICATION 

If a position requires licensure, registration by the State or certification by a professional society; the employee must keep such credentials current and in effect at their expense.  Please keep supervisors and the Human Resources Department up-to-date on credentials at all times.  A copy of current license, registration or certification must be on file in the Human Resources Department and/or the Education Department. 
NON‑DISCLOSURE/CONFIDENTIALITY 
The protection of confidential patient and/or business information, as well as, strategic plans are vital to the interest and success of WCHC.  Such information includes, but is not limited to, the following examples: compensation data, patient information, pending projects and proposals.  Employees who improperly use or disclose confidential information will be subject to disciplinary action, up to and including termination of employment, even if they do not actually benefit from the disclosure. 
OUTSIDE EMPLOYMENT 

Outside employment that constitutes a conflict of interest is prohibited.  Employees may not receive any income or material gain from individuals outside WCHC for materials produced or services rendered while performing their jobs at WCHC.  Employees may hold outside jobs, as long as they meet the performance standards of their job with WCHC.  All employees will be judged by the same performance standards and will be subject to WCHC's scheduling demands, regardless of any existing outside work requirements.   If an employee's outside work interferes with performance or the ability to meet their WCHC job requirements, the employee may be asked to terminate the outside employment in order to remain with WCHC.

PERSONNEL DATA CHANGE 

Information regarding an employee’s name, mailing addresses, marital status, telephone number, number and names of dependents, emergency contacts, educational accomplishments and other such status reports should be accurate and current at all times. Employees must promptly notify their supervisor, the Human Resources Department and the payroll clerk of any changes in personnel data. 

PERFORMANCE EVALUATION 
Supervisors and employees are encouraged to discuss job performance/goals on day‑to‑day basis. Formal written performance evaluations are conducted to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths and discuss positive, purposeful approaches for achieving improvement.  Evaluations should be scheduled every 12 months generally coinciding with the anniversary of the employee's original hire date or change in position/responsibility. 

Pay adjustments may be awarded by WCHC at this time.  The decision to award such an adjustment is dependent upon numerous factors, where the employee currently ranks within their pay grade and any budgetary constraints.

WORK REASSIGNMENT

In cases where a conflict or potential conflict arises, even if there is no supervisory or relative relationship involved, the parties may be separated by a reassignment through the internal posting program or terminated from employment as indicated above.

EMPLOYEE BENEFITS 

Eligible employees are provided with a wide range of benefits. Programs such as social security, workers’ compensation, state disability and unemployment insurance cover all employees as prescribed by law.  Benefit eligibility is dependent upon employment classification.  Some Hospital benefit programs require contributions from the employee.  The following benefit programs are available to eligible employees: 

   
Accidental Death, Dismemberment & Loss of Sight
Hospital Service Discounts

 
Benefit Conversion at Termination (COBRA) 

Life Insurance

   
Bereavement Leave (PTO)



Meal Discounts
  
Employer Sponsored Drug Plan 



Medical Insurance 

  
Credit Union





Military/Personal Leave



Dental Coverage





PTO (Paid Time Off) 


Tuition Reimbursement




Short & Long Term Disability Ins. 
Employee Assistance Program



Recreational Activities

In-house Pharmacy Program 



Retirement Bonus
Extended Illness Leave




403(b) Retirement Plan

Family/Medical Leave




Retirement Savings Plan (IPERS)

Additional Benefits: These may include group discounts, events for professional recognition weeks and other events sponsored by the Hospital. 
BIRTHDAY GIFT
All employees will receive a $5.00 gift certificate to the WCH Foundation Gift Shop for the celebration of their birthday.  The gift certificate may be used at anytime and is distributed by the Human Resources Department. 

CAFETERIA DISCOUNT
Employee discounted meal tickets can be purchased through payroll deduction. 
CREDIT UNION 

During your employment at WCHC you may elect to join the Community First Credit Union through payroll deduction.  The hospital encourages eligible employees to take part in this form of financial management.  
DIRECT DEPOSIT

Employees must elect, at no charge, to have their paychecks directly deposited in the banking institution of their choice.  Forms are available from Payroll and Human Resources Department.  Your paycheck can be distributed to five different personal accounts.
TUITION REIMBURSEMENT
WCHC recognizes that the skills and knowledge of its employees are critical to the success of the organization.  The educational assistance program encourages personal development through formal education so those employees can maintain and improve job‑related skills or enhance their ability to compete for reasonably attainable jobs within WCHC.  Employees should contact Administration for more information or questions about educational assistance. 

EMPLOYEE ASSISTANCE PROGRAM (EAP)

It is the policy of this facility to offer referrals to appropriate counseling and/or rehabilitation programs to employees who suspect they may have an alcohol, drug, emotional, family or other personal problems.  Although employees are encouraged to use this referral system, participation in the program does not relieve employees of their obligation to perform their work in a satisfactory manner and to comply with the facilities rules and regulations.

Employees are responsible for paying any associated fees for ongoing treatment, although certain benefit plans may cover some or all of these costs.  Employees will make every effort to schedule appointments during non-working hours.  Appointments scheduled during work hours will be treated as medical appointments and may be charged against PTO.  For inpatient rehabilitation programs, a medical leave of absence may be granted.

All referrals are made through the Employee Assistance Program (EAP) at 1-800-327-4692.  All services and records will be treated confidentially. Go to www.efr.org/yourEAP and enter code: E964571for more information.  
EMPLOYEE RECOGNITION 
WCHC annually holds a recognition event at which time service awards are presented to employees for every five years of continuous service. There may also be a variety of activities organized by your department, Marketing and Human Resources.
EXTENDED ILLNESS LEAVE (EIL)
Part-time Employees:  The purpose of this policy is to provide part-time employees (employed before 9-1-05) with pay for time off work due to personal illness or injury.  Part-time employees hired after 9-1-05 are not eligible for EIL.  EIL is not intended to be used to care for a family member who is ill or disabled.  In addition to the sick leave included in the Paid Time Off accrual, part-time employees (employed before 9-1-05) accrue Extended Illness Leave (EIL) at the rate of .01925 per worked hour.  

If an eligible employee becomes sick or injured they will begin to use their EIL hours on the seventh calendar day.  EIL may be used to cover scheduled workdays after the waiting period has been fulfilled. Should the employee’s EIL Bank become exhausted prior to their return to work, benefits may revert to accrued PTO.  EIL will be administrated for time off due to pregnancy and related conditions in the same manner as any other temporary illness (disability).

Whenever an employee is sick, they must directly notify their supervisor or department manager and Human Resources immediately in accordance with the department policy.  The employee is required to notify their supervisor each day that they are sick.  Extended illnesses are to be reported to Human Resources. Any absence of three (3) or more consecutive days may be required to see the employee health nurse or note from physician in order to return to work.  A Department Manager or Supervisor has the right, at any time, to request that the employee health nurse review an employee’s health status.  Employees with a serious illness or injury, who anticipate a lengthy absence from work, may be eligible for Family and Medical Leave.  

An employee who can return to work on a reduced schedule for a limited time, with approval, may use EIL hours to combine with actual hours worked so that the employee may continue to receive a paycheck equivalent to their pre-illness/injury amount.  EIL hours for an employee’s illness or injury are not payable at termination.  An exception would be when termination is a result of total and permanent disability. Contact Human Resources if you have any questions.
Full-time Employees:  Effective September 1, 2005 full time employees stopped accruing EIL and were given short and long term disability insurance at no cost.  Accrued EIL hours were frozen for current employees.  These hours can be used in conjunction with a STD or LTD claim at 40% of its original value.  Contact Human Resources in regards to this benefit.  
HOLIDAYS
The following is a list of hospital recognized holidays:

New Year's Day 



Memorial Day 

Independence Day



Labor Day 

Thanksgiving Day



Christmas Day 

Holiday pay is not counted as hours worked for the purposes of overtime calculations.  Employees working a Hospital recognized holiday will receive the appropriate shift premium pay if applicable.  
HOSPITAL DISCOUNTS
WCHC employees are eligible for a discount of 50% of remaining balances owed for outpatient lab and x-ray services rendered here at the hospital. This is for all employees, their spouses and dependent children. Discounts will occur in the cases where charges are applied to the deductible or co pay, or for those employees without insurance coverage. To receive the discounts on eligible accounts the employee now has two options: Call the business office at ext. 3911 or a Discount Request Form must accompany the payment. These forms are available by contacting your supervisor, registration or the business office. Discount will not be adjusted until the employee portion is paid in full. Any accounts that go on to collections are not eligible.  Emergency Room, Ambulatory Care, Surgical and Observation services are excluded.  
JURY DUTY
WCHC continues to pay the regular salary of a regular full-time employee if they are required to serve on a jury or testify in court.  Employees must notify their department manager or supervisor by presenting their court notice to serve on jury duty or subpoena to testify.  Employees must turn over to the Payroll Clerk any compensation (except mileage) received from the court if the employee is to receive compensation from the Hospital.

The time limit for leave with pay for regular full-time employees is 20 working days beginning with the first day absent due to jury duty service.  Jury duty pay will be calculated on the employee's base pay rate times the number of hours the employee would otherwise have worked on the day of absence.  Benefit accrual continues and is not reduced as a result of service on the jury during the compensation time period. 

Employees are expected to report for work, if needed, whenever the court schedule permits i.e. before or after testimony.  Either WCHC or the employee may request an excuse from jury duty if, in WCHC's judgment, the employee's absence would create serious operational difficulties. 

Full-time and Part-time employees may request an unpaid Leave of Absence or use any available PTO for jury duty extended beyond the compensated time period.  If leave is taken for this purpose, the employee’s job will be held.  Benefit accruals, such as Paid Time Off (PTO) and Extended Illness Leave (EIL) will be suspended during unpaid jury duty leave and will resume upon return to active employment.

WCHC continues to provide health insurance benefits until the end of the first full month of unpaid jury duty leave.  At that time, employees will become responsible for the full costs of these benefits if they wish coverage to continue.  When the employee returns from jury duty, benefits will again be provided by WCHC according to the applicable plans.
LEAVES of ABSENCE 
Bereavement Leave
If someone close to you dies, see your supervisor for time off.  PTO must be used if available.

Educational Leave 
This leave applies to all regular full and part‑time employees who have completed one year of service and is granted upon the sole discretion of WCHC.  Written notification of requested leave must be presented to the employee's department head no later than 60 days prior to leave.  The respective department head, Human Resources Department and Administration grant this leave. If leave is approved, and the employee has expressed in writing the intention to return to work, the employee's longevity and benefits already accrued will be protected up to six (6) months. 

The employee will be responsible for the full premium of health insurance if participating in WCHC's insurance plan.  This premium will be based on current COBRA rates. Every effort will be made to return the employee to their prior position.  However, this leave, if granted, does not entitle the employee to be returned to their position or any other. 

Family Medical Leave
This leave applies to all regular full‑time and part‑time employees who have worked at least twelve months at the time the leave is requested.  In addition, the employee must have completed at least 1250 hours of service during the previous twelve-month period.  All eligible employees will be granted up to twelve weeks of unpaid leave during any rolling 12-month period due to the following: 

1.   Serious health condition of employee or an employee’s parent spouse or child, that makes 
him/her unable to perform essential functions of the employee's position.

     
     A. 
Serious health condition is defined as an illness, injury, impairment or physical/mental 

condition involving either inpatient treatment or continuing treatment by a health care 

provider, which requires a medical certification with details of illness or treatment and 

estimate of its duration. 

     B.
Requires thirty-day notice, in writing, when leave is foreseeable or, as such notice is 


practical. 

     2.   The birth or adoption of a son or daughter. 

       
A.
Entitlement expires twelve months after the birth or adoption of a son or daughter. 

    
B.
Son/daughter definitions include biological, adopted, foster and stepchildren. 

Employees currently participating in the WCHC health insurance plan are entitled to receive the same health insurance coverage during the leave of absence and on the same basis and conditions as existed prior to the commencement of the leave. 

The employee's portion of health premium is to be paid prior to leave if possible.  If not, employee's portion must be paid prior to the 1st of each month the employee is on leave.  In the event the twelve-week leave expires and the employee does not return to work, the full amount of the health premium (based on COBRA rates) will be due for the twelve weeks the leave occurred.  In addition, health insurance may continue after the twelve weeks based on COBRA regulations and will commence the first day the leave of absence commenced. 

An employee is entitled to be returned to the same position held before leave commenced or to an equivalent position with equivalent wages and benefits, provided the employee returns to work within the proscribed twelve weeks. 

  EIL (Part-time employees) & PTO Pay during Family Medical Leave:
1. 
Any EIL and PTO pay available to the employee must be used for a serious health condition of the employee during the twelve week leave in accordance with their respective policy prior to taking non-paid leave.

2.
PTO pay available to the employee must be used for adoption of a child, placement of a 


foster child within the employee's home or for care of spouse, son, daughter or parent.  

 

 
3.
EIL pay available to the employee must be used for the birth of a child by the employee up 

to six weeks.  To continue EIL pay after the six weeks a doctor's statement must be obtained 

and presented to the Human Resources Department detailing the condition of the employee 

and/or child and would follow the definition of a serious health condition as defined prior. 

Married employees who both work for WCHC are entitled to a combined leave of twelve weeks for the birth or adoption of a child.  However, if the leave is on behalf of the illness of a child, the other spouse, for themselves or a parent each employee is entitled to the full twelve weeks. 

This leave policy is in accordance with the Family Medical Leave Act of 1993 and is subject to its stipulations.  Employees who do not meet the qualifying requirements must apply for a leave under the Personal Leave of Absence policy. For the most up to date FMLA information visit http://www.dol.gov/whd/fmla/index.htm 
Military Leave 
This leave of absence applies to all regular full‑time and part‑time employees.  Written notification of time needed to be absent due to annual camp or weekend duty must be presented to employee's department head as early as possible, preferably within thirty days prior to the start date of absence. 

This leave is unpaid however; an employee may use available PTO time if so desired. 

If called to active duty, WCHC will continue to provide health insurance benefits until the end of the month in which the military leave begins.  At that time, employees who elect to continue coverage will be responsible for the full costs of such benefits.  Every reasonable effort will be made to return eligible employees to their previous or comparable position.
Personal Leave 
This leave of absence applies to all regular full‑time and part‑time employees who have completed their initial employment period.  Written notification of requested leave must be presented to the employee's department head 30 days prior to leave or as soon as practical.  Granting of leave will 

be done by the respective department head, Human Resources Department and Administration. 

The employee will be responsible for the full premium of health insurance if participating in WCHC's insurance plan.  This premium will be based on current COBRA rates.  Every effort will be made to return the employee to their position when the leave is over.  However, this leave, if granted does not entitle the employee to be returned to their position or any other.  If the employee has expressed, in writing, the intention to return to work at WCHC and the leave is approved, the employee's accrued benefits and tenure will be protected up to six (6) months.  This leave is to be used when the employee does not meet the requirements of any other leave of absence and is granted upon the sole discretion of Washington County Hospital and Clinics.  All accrued PTO must be exhausted prior to taking non-paid leave. 

Pregnancy-Related Absences 
WCHC does not discriminate against any employee who requests an excused absence for medical disabilities associated with a pregnancy.  Such leave requests will be made and evaluated in accordance with the medical leave policy provisions outlined in this handbook and in accordance with all applicable federal and state laws.   Requests for time off associated with pregnancy and/or childbirth (apart from medical disabilities associated with these conditions) will be considered in the same manner as any other request for an unpaid personal or family leave.
LIFE INSURANCE

WCHC offers eligible employees group term life insurance. Employees may also purchase additional coverage for their spouse or children.   Coverage is effective on the first day of the month following 90 days of employment or the first of the month following a change of status. Eligible employees may request coverage or change coverage at any time during their employment.  Employees enrolled in group term life insurance will automatically be insured with Accidental Death, Dismemberment and Loss of Sight Insurance.  For more information, contact Human Resources.     
PAID TIME OFF (PTO)
This policy provides full and part-time employees a flexible procedure by which time off may be taken.  Paid Time Off (PTO) is used for illnesses, vacation, holiday and personal days. 
All PTO hours, except for illnesses, must be approved in advance by the Department Manager/Supervisor and can be denied and/or changed due to staffing needs.  Departmental policies must be followed in requesting PTO.  All PTO hours will be charged to the employee’s home cost center.  Employees requesting PTO must use all available hours.  Employees are unable to keep accrued hours for later use. PTO will not be paid in advance, but will be paid on the regularly scheduled payday that covers the pay period during which the PTO was used.  If an employee becomes totally and permanently disabled, the Hospital may elect to distribute all PTO and sick bank accrual at once, rather than continuing a regular biweekly paycheck.  PTO hours may be requested in minimum increments of fifteen minutes.  PTO hours are accrued from the first day of employment and may be requested after the employee’s 90th day of employment.  PTO hours are accrued based upon the length of time WCHC employs an individual and the number of hours paid as straight working hours, overtime hours, low census and approved PTO (maximum biweekly accrual will be based on 80 hours).  In cases of rehire, previous employment time is not considered toward the accrual rate of benefits with the exception of employees rehired after a staff adjustment. 

When PTO accrual reaches maximum accrual, no more time will be accrued until the employee takes PTO.  Any time lost as a result of maximum accrual is not considered owed to the employee and thus will not be paid or added to the employee’s accrual later.  Employees are urged to administer their own accrued PTO so that they do not reach the maximum accrual.
In cases where an employee is suspended for disciplinary purposes without pay, the employee will not be paid any PTO or Extended Illness Leave (EIL) Bank hours.  

In case of an employee's death, the remaining PTO balance will be paid out in a lump sum payment. Unless otherwise designated by the employee in writing, the lump sum will be paid as follows: for IPERS employees it shall be paid to the same beneficiary designated as the beneficiary under IPERS; for all non IPERS employees, it shall be paid to the surviving spouse, but if no surviving spouse, then to the living children in equal shares, and if there are no living children, then to the surviving parents in equal shares, and if there are no surviving parents, then to the estate of the employee.

When leaving employment, all remaining PTO will be paid out in a lump sum payment, in the following pay period. When transferring from full-time to part-time status, an employee’s accrued PTO will be paid in part, if necessary, in order to reduce the employee’s maximum accrual below the maximum allowable accrual. Employees may not receive their full PTO in cash except at termination or transfer to temporary or per diem classification.

During the annual redemption period (the fourth quarter of each year), full-time employees may cash out up to 80 hours (at 75% of their current hourly rate), providing they maintain a minimum of 80 hours.  Part-time employees may cash out up to 40 hours (at 75% of their current hourly rate), but must maintain a minimum of 40 hours.  In both cases, the lump sum cash payment will not be subject to IPERS withholding.

The following chart displays the PTO accrual rate and maximum accruals for all permanent employees:  The accrual rate increases after the fifth year of service is completed and steps up a final time after the tenth year of service is completed.  
	Length of 

Service

(in years)
	Accrual Rate

 Per Hour
	PTO
	Full-time

Maximum Accrual--PTO
	Part-time

Maximum

Accrual--PTO
	EIL

Employees hired

prior to 

9-05
	Maximum 

Accrual—EIL

Part time

	0-5
	.09235
	24 Days
	384 hours
	192 hours
	5 Days
	75 Days

	6-10
	.11155
	29 Days
	464 hours
	232 hours
	5 Days
	75 Days

	11+
	.13080
	34 Days
	544 hours
	272 hours
	5 Days
	75 Days


RETIREMENT BONUS 
WCHC will pay Employees who retire at age 55 or older a retirement bonus in the amount of one day’s pay for each completed year of continuous full‑time service. 
RETIREMENT PLANS

403(b) 
As an employee of a nonprofit organization, you may be eligible to participate in a tax deferment plan.  If you choose to sign up for a 403(b) retirement plan, your monthly contributions and annual investments are not reported as taxable income.  You pay taxes only on the accumulation when you retire or when you withdraw from the program.  After thee months of employment regular full and part-time employees are eligible to participate.  After that time, there is continuous open enrollment.  Additional information is available from the Human Resources Department.
IPERS
All qualified employees are covered by Iowa Public Employees’ Retirement System (IPERS).  Eligible employees contribute a portion of earning to the fund, in addition to the generous benefit contributed by WCHC.  For more information go to http://www.ipers.org or contact the Human Resources Department. 

VOTING TIME 

WCHC encourages employees to fulfill their civic responsibilities by participating in elections.  Generally, employees are able to find time to vote either before or after their regular work schedule.  If employees are unable to vote in an election due to their work schedule, WCHC will grant up to one hour of unpaid time off to vote. 

Employees should request time off to vote from their supervisor at least two working days in advance.  Notice is required so that the necessary time off can be scheduled at the beginning or end of the work shift; whichever provides the least disruption to the normal work schedule.
WORKERS' COMPENSATION INSURANCE 

WCHC provides a comprehensive workers' compensation insurance program to its employees.  This program covers work-related injury or illness sustained in the course of employment.  All work-related injuries or illnesses, no matter how minor, must be reported. Employees who sustain work‑related injuries or illnesses should complete an Employee Report of Injury form.  Reports should be filed as soon as possible to ensure timely processing, within 24 hours. The Employee Report of Injury form is to be routed to the department manager for review and then to the Human Resources Department to be processed.  Neither WCHC nor the insurance carrier will be liable for the payment of workers' compensation benefits for injuries that occur during an employee's voluntary participation in any off‑duty recreational, social or athletic activity sponsored by WCHC.

Authorization for the employee to return to work must be in writing from a physician chosen by the hospital. The work comp physician must note any restrictions from normal work activity.  Refer to the Workers’ Compensation Policy for further questions. 

WORK WEEK/WORK SCHEDULES 

To balance staffing needs and operational demands, WCHC retains the right to determine/change starting/quitting times, shifts, schedules and special pay practices relating to scheduling.  Supervisors will advise employees of their individual work schedule.  The official Hospital workweek is from 12:01 a.m. Sunday until midnight Saturday. The normal workweek for a full‑time employee is forty hours, excluding meal periods.   The hours of work assigned to a part‑time employee may vary due to the needs of the Hospital.  There may be exceptions, which occur on a departmental basis. 

ADMINISTRATIVE PAY CORRECTIONS 
WCHC 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.  In the unlikely event that there is an error in the amount of pay, the employee should promptly bring the discrepancy to the attention of their Department Manager so that corrections can be made. 

Incorrect payments as a result of an employee error will be corrected in the next regularly scheduled paycheck.  Incorrect payments as a result of a Payroll error (over 8 hours) will be corrected as quickly as possible. 

BREAK PERIODS 

Whenever possible you are provided a fifteen (15) minute rest period for every four hours of worked time.  Since this time is counted and paid as time worked, employees must not be absent from their duties beyond the allotted fifteen minute break period.  Break periods are not cumulative and cannot be used to extend meal periods or other leave work early.  Such use would be contrary to the purpose of a break and abuse may result in disciplinary action. 

BUSINESS TRAVEL EXPENSES 
WCHC will reimburse employees for business travel expenses incurred while on assignments away from the normal work location.  All business travel must be approved in advance by the immediate supervisor and the CEO.  Employees whose travel plans have been approved should make all travel arrangements through the CEO’s Executive Secretary.  When approved, the actual costs of travel, meals, lodging and other expenses directly related to accomplishing business travel objectives will be reimbursed by WCHC.  Employees are expected to limit expenses to reasonable amounts. 

Employees who are involved in an accident while traveling on business must promptly report the incident to their immediate supervisor.  Vehicles owned, leased or rented by WCHC may not be used for personal use without prior approval. 

With prior approval, a family member or friend may accompany employees on business travel, when the presence of a companion will not interfere with successful completion of business objectives.  Generally, employees are also permitted to combine personal travel with business travel, as long as time away from work is approved.  Additional expenses arising from such non-business travel are the responsibility of the employee. 

When travel is completed, employees should submit completed travel expense reports within 30 days. Receipts for all individual expenses should accompany your expense report.  Expenses will not be approved for reimbursement unless supported by a receipt.  Employees should contact their supervisor for guidance and assistance on procedures related to travel arrangements, travel advances, expense reports, reimbursement for specific expenses or any other business travel issues

CENSUS MANAGEMENT 

Efficient hospital management requires a careful balance between employees and the number of patients under care. The Hospital cannot always guarantee that you will be able to work your regularly scheduled hours and may require flexibility in scheduling work assignments.  If the work load assignments become too low, your hours may be reduced or you may be temporarily assigned to another area within the hospital.  If assignment to another work area does not occur, you may elect to utilize available PTO hours, rather than accept leave without pay.  Reduction of hours will be distributed on a fair and equitable basis, according to the workload in your area or department. 

DAYLIGHT-SAVING TIME 

Work schedules for night shift employees must be adjusted to accommodate the change from Central Standard Time to Daylight Savings Time each spring and the change back each fall.  Employees may lose an hour’s pay each spring by working seven hours in an eight-hour shift. The additional hour an employee works each fall by working nine hours in an eight‑hour shift must be paid to the employee within the guidelines for overtime provisions under the Fair Labor Standards Act. 
MEAL PERIODS 
Employees working a minimum of five hours are provided one unpaid 30-minute meal period.  Employees working a sixteen-hour shift are provided two separate unpaid meal periods of 30 minutes in length.  Supervisors will schedule meal periods to accommodate operational requirements.  Employees will be relieved of all active responsibilities during meal periods and will not be compensated for that time. Employees unable to take a complete meal period, for a valid reason, must notify their supervisor to receive approval for possible reimbursement at the employee base wage.  If an employee leaves the hospital during a meal period, the employee’s supervisor must approve it and that employee must clock in and out. 
PAY POLICIES 

Overtime 
Employees need to balance their time between work, leisure and family, therefore overtime is discouraged.  However, because of the round‑the‑clock nature of hospital work, it may be necessary for you to work overtime.  Overtime assignments will be distributed as equitably as practical to all employees qualified to perform the required work. 

Overtime is considered time worked in excess of forty hours per week for nonexempt employees and is paid at the rate of one and one‑half times the regular rate of pay, as provided by the Fair Labor Standards Act.  PTO or EIL hours are not considered hours worked for purposes of calculating overtime. Shift premium pay is included in the overtime calculation for eligible employees.  Failure to work scheduled overtime or overtime worked without prior authorization from the supervisor may result in disciplinary action, up to and including termination of employment. 

Shift Premium
Employees working the evening (3:00 p.m. to 11 p.m.) or night shift (11:00 p. m. to 7 a.m.) will receive additional compensation.  
Weekend Premium

Employees working between 11:00 pm Friday 11:00 pm Sunday will receive a weekend differential for all hours worked.
On‑Call 
Hospital operations require that some employees be available for return to the Hospital should circumstance deem necessary.  Employees within these departments that are scheduled to be On‑Call will receive On‑Call Pay for each hour in which the employee is On‑Call.  On‑Call Pay is considered non‑productive time and is not counted as hours worked for overtime or accrual calculations, nor is it eligible to receive Shift Premium Pay. 

An employee scheduled for On‑Call does not have to remain on Hospital premises and may engage in personal pursuits during any portion of the On‑Call shift that they are not required to work.  The employee is responsible for maintaining contact with the Hospital via a pager unit or telephone number at which they may be reached.  The employee is required to maintain a state of readiness, which will permit return to the Hospital within the time limits required for appropriate service provision. 

Call‑In/Call‑Back 
Employees in departments that are "on call,” and are called in to work, will receive Call‑In Pay for a minimum of one hour.  Call-in pay is calculated at one and one‑half times their regular rate of pay for each time they are called. 

Unplanned Call‑In 
Due to various reasons, unplanned call‑ins may occur for personnel not previously placed on an "on call" schedule.  Employees, who are called in to work on the same date as the call/request is made, will receive time and a half pay starting from the time the employee clocks in, plus any applicable shift or weekend differentials. Employees who are called in to work are expected to report in a time manner. 

Meetings
Time attending meetings, seminars, inservices, etc., that WCHC requires its employees to attend is paid as actual hours worked at the employees regular rate of pay.  Therefore, if meeting time contributes to a workweek more than forty hours, the overtime rate will then be applied at that point. Shift Premium Pay will not be paid for hours spent in meetings, seminars, in services, etc. if during an employee’s unscheduled workday. 

PAYDAYS & PAYCHECKS 

Paychecks are issued from the Payroll Office to Department Managers every other week, during designated hours.  Paychecks will not be issued early to any employee or manager as a general rule. In the event that a regularly scheduled payday falls on a holiday, employees will receive pay prior to the holiday. 

Department managers are responsible for the distribution of paychecks. Employees should consult their manager to learn their department’s distribution procedure.  Questions about paychecks should also be discussed with your department manager, so the Payroll Clerk can make corrections as quickly as possible.   

An employee wishing to have another person pick up their paycheck may do so by giving the person a signed, dated note indicating the their wishes.  The paycheck will be released when the person picking up the paycheck from the employee’s department manager signs the note.  The department manager must then forward the signed note to Payroll.

PAY DEDUCTIONS & GARNISHMENTS 

The law requires that WCHC make certain deductions from every employee's compensation.  Among these are applicable federal, state and local income taxes and IPERS.  WCHC offers programs and benefits beyond those required by law. Eligible employees may voluntarily authorize deductions from their paychecks to cover the costs of participation in these programs. 

Garnishments are pay deductions taken by WCHC, usually to help pay off a debt or obligation to WCHC or others in accordance with State and Federal laws.  If you have concerns regarding why deductions were made from your paycheck or how they were calculated, your supervisor can assist in answering your questions.

TIMEKEEPING 

Employees are required, as a condition of employment, to report hours worked using the electronic time terminals. Accurate reporting of time is absolutely necessary by Hospital policy and State and Federal Law. Employees are paid according to the employee clocking in and out.  Altering, falsifying and tampering with time records, which includes recording time on another employee's time record or permitting another employee to record time on your time record may result in disciplinary action up to and including immediate dismissal. 

Nonexempt employees should report to work no more than seven minutes prior to their scheduled shift, or stay more than seven minutes after their scheduled shift, without prior authorization from their supervisor.  Employees who clock in after their shift start time will be considered tardy and will be reflected in the employee’s personal time journal.   Employees who are subject to being called into the Hospital must appropriately clock in and out.  This will assist in the accurate calculation of earnings due the employee as a result of being called in. 

Exempt employees need not clock in.  They must, however, note PTO or unpaid absence/leave, in their personal time records. Exempt employees must notify their supervisors in advance of any absences for approval.  

A 30-minute meal period will automatically be deducted for meal periods taken on hospital premises. Therefore, employees will not need to clock in and out.  With prior supervisory approval employees leaving the hospital for or during a meal period are to clock in and out.  If the employee leaves for the meal period, the greater of the time out or 30 minutes, will be deducted.  If an employee should miss a meal period, for a valid reason, the employee must leave a note in their time record and notify the supervisor for proper reimbursement.  Employees who leave the Hospital premises for any reason not directly connected with duty assignments must have supervisory approval and must always clock out when leaving and clock in upon return. 

Employees attending meetings out of town must complete the Out-of-Town Meeting and Travel Form, have their supervisor approve the time and turn the form into payroll prior to the end of the pay period.  If employees are working part of the day and also attending a meeting out of town, they must clock out when leaving and clock back in when returning, if they are returning to work.  They must also complete the Out-of-Town Meeting and Travel Form to document their meeting time.  They must also leave a note in their personal time record that they attended a meeting that day.  

Employees who fail to clock in or out must notify their supervisor as soon as possible and must leave a note in the system for payroll.  Employees must also note PTO, unpaid absence/leaves (LOA), low census, jury duty and bereavement leave, in their personal time records.  Overtime work must be approved by the employee's supervisor before it is performed.  Employees who notice a malfunction of the time clock terminal should notify the Payroll Department immediately of the problem.  Repairs will be made as quickly as possible.  Employees routinely failing to clock in or out or failing to receive supervisory approval for variances in their scheduled shift, including habitually clocking in and out early or late, may be subject to disciplinary action.

ATTENDANCE & PUNCTUALITY 
Due to the urgent nature of hospital work, regular attendance by each employee is mandatory.  If unable to report for work as assigned the employee must personally notify their Supervisor or Department Manager.  Such notice must be given as far in advance as possible, prior to the start of the shift assigned.  Excessive absenteeism and/or tardiness or failure to appropriately notify the supervisor/manager as indicated, may result in disciplinary action up to and including termination of employment.
DRUG & ALCOHOL USE 

It is WCHC's intent to provide a healthy and safe working environment free from the use of illegal drugs or alcohol.  Employees are required to report to work in appropriate mental and physical condition to perform their jobs in a satisfactory manner. Violations of this policy may lead to disciplinary action, up to and including immediate termination and/or required participation in a substance abuse rehabilitation or treatment program and may also have legal consequences.  While on WCHC premises or while conducting business‑related activities, no employee may manufacture, use, possess, distribute, sell, illegal drugs or related paraphernalia or be under the influence of alcohol. The legal use of prescribed drugs is permitted only if it does not impair an employee's ability to perform the essential functions of the job effectively and does not endanger others in the workplace. 

Employees with drug or alcohol problems that have not resulted in and are not the immediate subject of, disciplinary action may request unpaid time off to participate in a rehabilitation or treatment program.  Leave may be granted if the employee agrees to abstain from use of the problem substance; abides by all WCHC policies, rules and prohibitions relating to conduct in the workplace; and if granting the leave will not cause WCHC any undue hardship.  The Hospital recognizes that employees may wish to seek professional assistance in overcoming drug or alcohol problems.  Please contact your supervisor or the Human Resources Director for more information about any potential benefits available under the employee medical benefit plan, the Employee Assistance Program (EAP) http://www.efr.org and any other possible referral sources. 
EMPLOYEE CONDUCT & WORK RULES 

To ensure orderly operations and provide the best possible work environment, WCHC expects employees to follow rules of conduct that will protect the interests and safety of all employees and the organization.  It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. Employment with WCHC is at the mutual consent of WCHC and the employee and either party may terminate that relationship at any time, with or without cause and with or without advance notice.  The following are examples of infractions of rules of conduct that may result in disciplinary action, up to and including termination of employment: 

1.  Theft or inappropriate removal or possession of property. 

2.   Falsification, misrepresentation of timekeeping records or application/resume for employment. 

3. Clocking in or out for another employee and/or allowing another employee to clock in or out for you.

4. Working under the influence of alcohol or non-prescribed (illegal) drugs. Manufacture, possession, distribution, sale, transfer or use of alcohol or illegal drugs or paraphernalia in the workplace, while on duty or while operating employer‑owned vehicles or equipment. 

5. Fighting, boisterous or disruptive activity in the workplace. 

6. Any threat or act of violence towards an individual or the organization.

 
7.
Negligence or improper conduct leading to damage of employer‑owned or customer‑owned 

property. 


8.
Insubordination or other disrespectful conduct. 

9. Violation of safety or health rules. 

10.  Smoking in prohibited areas.

11. Sexual or other unlawful or unwelcome harassment.

12. Possession of dangerous or unauthorized materials, i.e. explosives or firearms in the workplace.

   13. Excessive absenteeism, absence without notice or false reasoning.

   14. Unauthorized absence from workstation during the workday.
   15. Unauthorized use of telephones, mail system or other employer‑owned equipment.

   16. Unauthorized disclosure of business "secrets" or confidential information.

   17.
Violation of written or known personnel policies.

   18.
Unsatisfactory performance or conduct.

   19.
Failure to maintain required credentials or attend mandatory in services. 

20. Failure to satisfy a debt owed to the hospital. 

   21.
Failure to complete an I‑9 Form, as required by Federal Immigration Law and Nationality Act.

   22.
Posting, removing or defacing notices on hospital bulletin board or hospital property.

EMPLOYMENT TERMINATION 

Since employment with WCHC is based on mutual consent, both the employee and the employer have the right to terminate employment at will, with or without cause, at any time.  Below are examples of some of the most common circumstances under which employment is terminated: 

RESIGNATION ‑ Resignation is a voluntary act initiated by the employee to terminate employment with WCHC.  Although advance notice is not required, WCHC requests at least four weeks' written notice of resignation from all employees. WCHC reserves the right to pay an employee in lieu of worked notice at anytime.  WCHC may discharge an employee without notice or payment in lieu of notice.  Written notices are to be given to the immediate supervisor or manager and are to include; the date of the last day to be worked, reason for termination, the employees signature and the date at the time of the signature.  If an employee does not provide advance notice as requested, the employee maybe considered ineligible for rehire. 

Resignation also includes absence from work for three consecutive working days without notifying the employee’s supervisor or failure to return from an approved leave of absence.

DISCHARGE ‑ employment termination initiated by WCHC. 

LAYOFF ‑ involuntary employment termination initiated by WCHC for non-disciplinary reasons. 

RETIREMENT ‑ voluntary retirement from active employment status initiated by the employee. 

The Human Resources Department will generally schedule exit interviews for terminating employees. The exit interview will afford an opportunity to discuss such issues as the reasons for resignation, employee benefits, conversion privileges, repayment of outstanding debts to the hospital or return of WCHC owned property. Suggestions, complaints and questions can also be voiced. 

BENEFITS CONTINUATION (COBRA)
The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and/or their qualified dependents the opportunity to continue health insurance coverage under WCHC’s health plan when a “qualifying event” would normally result in the loss of eligibility.  Some common qualifying events are: resignation, termination of employment, death of an employee, leave of absence, divorce or legal separation, reduction in hours or a dependent child no longer meeting eligibility requirements.  Under COBRA, the employee or dependent pays the full cost of coverage at WCHC’s group rate, plus an administration fee.  Please contact the Human Resource Department for additional information.  You are also encouraged to go to http://www.dol.gov/dol/topic/health-plans/cobra.htm for the most up to date information about COBRA insurance. 
PROGRESSIVE DISCIPLINE

Although employment with WCHC is based on mutual consent and both the employee and WCHC have the right to terminate employment-at-will, with or without cause or advance notice, WCHC may use progressive discipline at its discretion. Progressive discipline means that, with respect to most disciplinary problems, these steps will normally be followed: a first offense may call for a verbal warning; a next offense may be followed by a written warning; and, still another offense may lead to termination of employment.  WCHC recognizes that there are certain types of employee problems that are serious enough to justify a suspension or termination of employment, either with or without going through the usual progressive discipline steps.  The Human Resources Director is to be consulted prior to all disciplinary actions. 

While it is impossible to list every type of behavior that may be deemed a serious offense, the EMPLOYEE CONDUCT AND WORK RULES policy includes examples of problems that are not all necessarily serious offenses, but may be examples of unsatisfactory conduct that will trigger progressive discipline or may result in immediate suspension or termination of employment.  
RETURN OF PROPERTY 

Employees are responsible for all property, materials or written information issued to them or in their possession or control. Employees must return all WCHC property on or before their last day of work. Where permitted by applicable laws, WCHC may withhold from the employee's check or final paycheck the cost of any items that are not returned when required.  WCHC may also take all action deemed appropriate to recover or protect its property.

UNEMPLOYMENT COMPENSATION 

All hospital employees are covered by Unemployment Compensation insurance.  The cost of this program is paid by the hospital and any eligible employee may file a claim for benefits at the nearest State Employment Office. This policy states WCHC's position on administering prompt, equitable and consistent discipline for unsatisfactory conduct in the workplace. The major purpose of any disciplinary action is to correct the problem, prevent recurrence and prepare the employee for satisfactory service in the future. For more information go to http://www.iowaworkforce.org/ui 
DISASTER PLAN
One of the major responsibilities of WCHC in serving the community is to provide emergency care in case of a disaster.  All employees are expected to be available, if needed, should a disaster occur.  

In case of a fire, emergency, drill or catastrophe on hospital premises, remember to avoid panic.  The greatest danger in hospital emergencies is panic caused by fear.  If you see or smell smoke, report it in the proper manner for investigation.  Know the location of fire extinguishers in your working area.

In addition, each employee should be familiar with the hospital’s disaster plan.  Administration authorizes the activation of the hospital disaster plan, in which case all departments are to initiate specially assigned duties.  The plan is available in the General Guidelines Manual.
EMPLOYEE RELATIONS 

WCHC believes that the work conditions, wages and benefits it offers to its employees are competitive with those offered by other employers in this area and in this industry.  If employees have concerns about work conditions or compensation, they are strongly encouraged to voice these concerns openly and directly to their supervisor/manager. 

Our experience has shown that when employees deal openly and directly with supervisors it creates an excellent work environment, clear communications and positive attitudes.  We believe that WCHC fully demonstrates its commitment to employees by responding effectively to employee concerns. 

GIFTS, TIPS & GRATUITIES 
Hospital policy and the Iowa Gift Law prohibit employees from accepting gifts, tips, or gratuities from patients, patient’s families, firms or anyone doing business with the Hospital.  Employees who are offered a personal gift or gratuity should graciously thank the person for their kind gesture but firmly decline to accept the gift.  Any questions related to gifts may be directed to the Compliance Officer or the CEO.

Persons wishing to make contributions to the Hospital should be directed to the Foundation Director.

GUEST RELATIONS 

WCHC employees have occasion to interact with many people including:  co‑workers, employees from other departments, vendors, physicians and, most important, our patients and visitors.  In interactions with others, it is anticipated that you will assume the attitude and behavior of a cordial host welcoming a guest into your home. 

As you introduce yourself, a smile can be warm and welcoming and can even be communicated over the phone.  Whenever possible, address our guests by name, maintain eye contact and let your empathy and concern show in your facial expressions.
HIPAA-Privacy and Security
The Privacy Rule created national standards to protect individuals' personal health information and to give patients increased access to their medical records. The Standards for Privacy of Individually Identifiable Health Information (the Privacy Rule) took effect on April 14, 2003. No employee is permitted access to the medical record of any patient without a legitimate hospital-related reason for doing so.  Employees should not discuss patients outside the Hospital or with their families.  A violation of this policy can subject an employee to discipline, including termination.  Medical records should not be physically removed form the Hospital, altered, or destroyed.  

The final Security Rule provides for a uniform level of protection of all health information that is housed or transmitted electronically and that pertains to an individual. The Security Rule requires covered entities, including hospitals, to ensure the confidentiality, integrity, and availability of all electronic protected health information (ePHI) the covered entity creates, receives, maintains, or transmits. It also requires entities to protect against any reasonably anticipated threats or hazards to the security or integrity of ePHI, protect against any reasonably anticipated uses or disclosures of such information that are not permitted or required by the Privacy Rule, and ensure compliance by their workforce. Required safeguards include application of appropriate policies and procedures, safeguarding physical access to ePHI, and ensuring that technical security measures are in place to protect networks, computers and other electronic devices. The Security Rule took effect on April 20, 2005.

In the hospital setting, patients and visitors may be anxious, fearful and sometimes angry.  As a host, you take time to show interest and caring by what you do, what you say and how you say it. Be a good listener and do not take such behavior personally.  Taking a few minutes to be a good host makes all our interactions more pleasant, insures a caring attitude, keeps things running smoothly and  may be one of the most important contributions you can make at WCHC.

If you receive a complaint from a patient or guest, you have the option of resolving the problem or presenting it to your supervisor.  Problems that require resolution by administration should be handled through the Patient/Guest Satisfaction Action Plan (PSAP) format.
HAZARDOUS MATERIAL COMMUNICATION

Employees will be provided with information and training on hazardous materials, in their work areas, at the time of the initial departmental orientation and/or whenever any new hazardous material is introduced into their work area. 

JOINT COMMISION

WCHC is currently striving to meet the standards of the Joint Commission of Accreditation of Health Care Organizations (JCAHO).  JCAHO is designed to provide guidelines that promote quality care to the public.  By doing this we hope to realize the goals of providing optimal care for our patients and promoting cohesiveness among fellow employees in working for a common cause.

NAME BADGES 
The Human Resources Department will make name badges for new employees during the new hire orientation. The badges will include the employee's name, title, department name and picture. Employees are required to display their badges above their waist in a manner that patients, visitors and other employees so that they can easily see their first name and photo.  This badge is also used to gain access in and throughout the facility.  Therefore, employees must wear their badges at all times when on duty.  If an employee should change their name, the old badge must be turned in and a new badge will be made without cost to the employee. In the occurrence an employee should loose their badge they need to contact Human Resources as soon as possible for a replacement.  This urgency is due to the potential security issues of a misplaced badge. 
Employees, who leave the employment of WCHC, either voluntarily or involuntarily, are required to return their badge to the Human Resources Department prior to leaving the hospital.
PARKING
Parking is provided for employees of WCHC free of charge.  Employees should park in areas designated as employee parking.  Contact Human Resources or talk with your manager to learn where those areas are located.  Please do not park in patient, visitor, emergency, handicapped or doctor parking areas.  WCHC cannot be held responsible for any damage or loss to your car while parked in employee parking areas, although every precaution will be taken to protect your vehicle. 
PATIENT & VISITOR INCIDENTS 

If you are involved in, witness, or discover an accident or injury of patient or visitor, notify your supervisor or someone in authority at once.  Do this regardless of how minor the incident may seem. Any visitors involved in an accident or injured while on WCHC property should be directed to the Emergency Room and then notify the Quality/Risk Management or the Administrative Staff member on call.  You should not assume the Hospital is automatically responsible for accidents, so please do not make statements to anyone about fault.  You may be asked to assist in completing an occurrence report to provide the Hospital with a written record for proper follow‑up.
PERSONAL APPEARANCE 

Having a dress, grooming and personal cleanliness standard contributes to the morale of all employees and affects the business image we present to patients and visitors.   Employees are expected to present a clean and neat appearance and to dress according to the requirements of their positions. Consult your supervisor or department director if you have questions as to what constitutes appropriate attire for your area. 

PROBLEM RESOLUTION 
WCHC is committed to providing the best possible working conditions and strives to ensure fair and equitable treatment of all employees.  Part of this commitment is encouraging an open and frank atmosphere in which any problem, complaint, suggestion or question receives a timely response from WCHC supervisors and management. 

WCHC Supervisors, managers and employees are expected to treat each other with mutual respect. Employees are encouraged to offer positive and constructive criticism.  If employees disagree with established rules of conduct, policies or practices, they can express their concern through the problem resolution procedure.  No employee will be penalized, formally or informally, for voicing a complaint with WCHC in a reasonable, business‑like manner or for using the problem resolution procedure. 

The employee’s first resource for any job‑related problem is your supervisor.  On most matters, they are in the best position to respond to your concerns.  However, if you wish to discuss an issue with someone outside your department or if you have a question about a WCHC policy, the Human Resources Director is available. Employees are encouraged and welcome to visit or call the Human Resources Department at any time, for any reason.  If a situation occurs when employees believe that a condition of employment or a decision affecting them is unjust or inequitable, they are encouraged to make use of the following steps.  The employee may discontinue the procedure at any step. 

1.
Employee presents problem to immediate supervisor within five calendar days after incident

occurs.  If supervisor is unavailable or employee believes it would be inappropriate to contact 

that person, employee may present problem to Human Resources Director or another 


member of Administration.   

2.  
Supervisor responds to problem during discussion or within five calendar days, after consulting 

with appropriate management, when necessary.  Supervisor documents discussion. 

3.
Employee presents problem to Human Resources Director within five calendar days, if 


problem is unresolved.  The Human Resources Director counsels and advises employee, assists 

in putting problem in writing, visits with employee's manager(s), if necessary and directs 


employee to Chief Executive Officer for review of problem. 

4.
Employee presents problem to Chief Executive Officer in writing for review and consideration. 

Within five calendar days Chief Executive Officer informs employee of decision and forwards 

copy of written response to Human Resources Director for employee's file.  The Chief 


Executive Officer has full authority to make any adjustment deemed appropriate to resolve the 

problem. 

Not every problem can be resolved to everyone's total satisfaction, but only through understanding and discussion of mutual problems can employees and management develop confidence in each other. This confidence is important to the operation of an efficient and harmonious work environment.

SAFETY 
To assist in providing a safe and healthy work environment for employees, customers and visitors, WCHC has established a top priority workplace safety program.  The Safety Committee has responsibility for implementing, administering, monitoring and evaluating this program.  Its success depends on the alertness and personal commitment of all.  WCHC provides information to employees about workplace safety and health issues through regular internal communication channels such as supervisor‑employee meetings, bulletin board postings, memos or other written communications.  Employees and supervisors receive periodic workplace safety training.  The training covers potential safety and health hazards and safe work practices and procedures to eliminate or minimize hazards. 

Some of the best safety improvement ideas come from employees. Those with ideas, concerns or suggestions for improved safety in the workplace are encouraged to raise them with their supervisor/ manager or bring them to the attention of the Employee Safety Committee.  Reports and concerns about workplace safety issues may be made anonymously if the employee wishes.  All reports can be made without fear of reprisal. 

Each employee is expected to obey safety rules and to exercise caution in all work activities.  Employees must immediately report any unsafe condition of equipment, furnishings or the facility to the appropriate supervisor. Employees who violate safety standards, who cause hazardous or dangerous situations or who fail to report or, where appropriate, remedy such situations, may be subject to disciplinary action, up to and including termination of employment. 

In the case of accidents that result in injury, regardless of how insignificant, employees should immediately notify the department manager or the appropriate supervisor.  Such reports are necessary to comply with laws and initiate insurance and workers' compensation benefits procedures.
SMOKING 
All of Washington County Hospital and Clinic’s campus is a tobacco‑free environment.  In keeping with WCHC's intent to provide a safe and healthful work environment all tobacco products are prohibited to employees, vendors, visitors, tenants, patients, etc.  The hospital enforces all city and state laws in regards to this topic. 
SOLICITATION/DISTRIBUTION 
WCHC recognizes that employees may have interests in events and organizations outside the workplace.  However, employees may not solicit or distribute literature concerning these activities. In an effort to assure a productive and harmonious work environment, persons not employed by WCHC may not solicit or distribute literature in the workplace at any time for any purpose. 

In addition, the posting of written solicitations on company bulletin boards is restricted.  If employees have a message of interest to the workplace, they may submit it to the Human Resources Director or the CEO.   All approved messages will be posted.  These bulletin boards display important information and employees should consult them frequently for: 

   
Internal Memorandums    



Payday Notice

     
Policies and Procedures 



Position Openings 

Organization Announcements 

USE OF EQUIPMENT AND VEHICLES 

Equipment and vehicles essential in accomplishing job duties are expensive and may be difficult to replace.  When using property, employees are expected to exercise care, perform required maintenance and follow all operating instructions, safety standards and guidelines.  Seat belts must always be worn when vehicles are in motion. 

All new equipment, whether purchased, rented or leased must be checked by the Maintenance Department before it is put into use. This must be done as a safety measure for our personnel and patients.  Hospital equipment will not be used for personal use and will not be taken from WCHC without the Chief Executive Officer's approval. 

Please notify the supervisor if any equipment, machines, tools or vehicles appear to be damaged, defective or in need of repair.  Prompt reporting of damages, defects and the need for repairs could prevent deterioration of equipment and possible injury to employees or others.  The supervisor can answer any questions about an employee's responsibility for maintenance and care of equipment or vehicles used on the job. 

The improper, careless, negligent, destructive or unsafe use or operation of equipment or vehicles, as well as excessive or avoidable traffic and parking violations, can result in disciplinary action, up to and including termination of employment.  Abuse of the business travel expenses policy, including falsifying expense reports to reflect costs not incurred by the employee, can be grounds for disciplinary action, up to and including termination of employment.
USE OF TELEPHONE & MAIL SYSTEMS 

Hospital telephone equipment is limited and intended for business use only.  All employees must follow section 10 of the hospital Guidelines Manual.  The use of hospital‑paid postage for personal correspondence is not permitted.  Employees should practice discretion in using company telephones when making local personal calls and may be required to reimburse WCHC for any charges resulting from their personal use of the telephone.  Personal long distance calls use must be charged to the employee’s home number or calling card. 

To ensure effective telephone communications, employees should always use the approved greeting and speak in a courteous and professional manner.  Please confirm information received from the caller and hang up only after the caller has done so.  Internal paging must be kept to a minimum out of respect to our patients. 

VISITORS
Employees must recognize that WCHC may have an insurance liability for persons visiting our facility.  Therefore, it becomes necessary for the hospital to establish this policy, the intent of which restricts work location visitation, excluding suppliers, vendors, applicants, business associates, patients and their families.  

Friends, relatives or other unauthorized persons will not be permitted to visit an employee during working hours or at work locations without the express permission of supervisory personnel.  If warranted by the nature of an unforeseen visit, the employee may request taking an authorized, unscheduled break away from the work area, acknowledging that the time may be considered noncompensable.

Children are not allowed to be in the hospital unsupervised (i.e., while their parent or guardian is on-duty).  The only exception may be to attend meetings on scheduled days off, providing the child’s behavior is not disruptive.

IN CONCLUSION 
Washington County Hospital and Clinics is dedicated to providing the best medical services available to our community.  To accomplish this, we have the obligation to manage the hospital in a manner that guarantees that this goal is met.  Therefore, WCHC reserves the right to change practices, modify job classifications or institute any other changes deemed necessary.  Our primary mission is providing quality care to our patients through continuous improvement of our services.  Your understanding and cooperation will be greatly appreciated.  We ask that you remember that the patient, our customer, is most important in our organization.

This handbook is not intended to outline specific actions but provide general guidelines for conduct and answer the major questions you may have about our employment policies and benefits.  It does not and is not intended to cover these matters in detail or serve as a contract between you and Washington County Hospital and Clinics.  All statements in this handbook are subject to change without notice.  Should there be any conflicts between this handbook and the terms and conditions of applicable plans, insurance policies and WCHC policies; the official text of the plan or policy will govern.  If there are any questions regarding the interpretation of this policy, please contact your Department Manager or Human Resources.
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