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Welcome 
 

Thank you for joining our Company!  As a member of our 
team, you are now part of an organization dedicated to 
offering the highest levels of service as America’s leading 
provider of emergency medical services.   
 
Our Company has established an outstanding reputation 
for quality, reliability and value throughout the nation.  
We recognize it is our employees who have made us the 
industry leader, and credit for this goes to each one of you.  We hope that 
you will find satisfaction and take pride in your work here.  As a member 
of our team, we look forward to the contributions your talents and energies 
will bring as we continue to improve the environment and quality of our 
Company. 
 
This Employee Handbook is a reference tool designed to provide answers 
to most of the questions you may have about the Company’s policies and 
procedures.  You are responsible for reading and understanding this 
Employee Handbook.  Please remember that this handbook is only one 
source of information.  Above all else, our Company is about people.  If 
you have questions or concerns about any of these policies or procedures, 
please ask your local leadership team or any member of Human Resources 
(HR) for clarification.   
 
Again, we are pleased to have you join our organization and we hope this 
will be the beginning of a long and satisfying career for you.   
 
Welcome to the team! 
 
 
Sincerely, 
  

William A. Sanger 
Chief Executive Officer 
Envision Healthcare 
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 Company Overview 
 
Throughout this Handbook, we will be using the term “Company” to refer to policies 
that are applicable in any ENVISION HEALTHCARE entity excluding EmCare.  
 
Operating under the recognized brands of EmCare, Reimbursement Technologies Inc. 
(RTI), Air Ambulance Specialists Inc. (AASI) and American Medical Response (AMR), 
we are the leading provider of emergency medical services in the United States, serving 
ten million patients each year. 
 
EmCare, Inc. and the physician groups operating under the EmCare® brand are the 
leading providers of outsourced emergency department and hospital-based physician 
services to healthcare facilities in the United States.  EmCare has more than 400 
exclusive contracts with hospitals and independent physician groups to provide 
emergency department, anesthesiology, hospitalist and radiology staffing, management 
and other administrative services.  More than 400 hospitals, including many of the Top 
100 hospitals in the U.S., depend on the Company's 4,500 affiliated physicians to 
provide excellent care for patients in emergency departments both large and small. 
 
American Medical Response (AMR), America’s leading provider of medical 
transportation, is locally operated in 38 states and the District of Columbia.  AMR’s 
18,500 paramedics, EMTs and other professionals transport more than four million 
patients nationwide each year in critical, emergency and non-emergency situations.  
Operating a fleet of approximately 4,500 vehicles, AMR is headquartered in 
Greenwood Village, Colorado. 
 
Reimbursement Technologies, Inc. (RTI), founded in 1991, provides comprehensive 
service-oriented billing and financial management services primarily to emergency 
department and hospitalist physicians.  RTI processes the billing for over five million 
emergency patients annually for physicians in 36 states and the District of Columbia. 
Through document imaging and paperless technologies, RTI has some of the most 
technologically advanced billing processes in the industry.  RTI has built a reputation 
for providing the highest quality services in the industry because of hands-on 
management experience, technical expertise, technology, and commitment to 
excellence. 
 
Air Ambulance Specialists, Inc.  (AASI) is a domestic and international air ambulance 
company.  Air Ambulance Specialists arranges fixed wing air ambulance transport 
services for individual patients or family members, managed care companies, health 
maintenance organizations, embassies and other providers of medical care.  Air 
Ambulance Specialists delivers a private air ambulance with "bed to bed" service, 
arranges ground transportation, specialized medical care during transport, as well as 
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any other incidentals necessary to a successful transport.  AASI arranges air transport 
services for any of the three levels of medical care:  Basic Life Support, Advanced Life 
Support and Critical Care on domestic and international flights. 
 
The evolution of the Company in the United States has maintained one common theme: 
“Teamwork is Success!” 
 
Our team is committed to providing high quality patient care and excellent customer 
service, and to providing that service at a reasonable cost.  Our success as a team 
depends on our deeper commitment to developing and maintaining a culture of 
teamwork, respect and trust with all employees. 
 
Employees represented by a collective bargaining agreement are not automatically 
eligible for any of the following policies and are subject to the terms, conditions and 
leaves outlined in their respective collective bargaining agreement.  In instances where 
the enclosed policies conflict with or are more generous than the employee’s respective 
collective bargaining agreement, the collective bargaining agreement shall prevail. 
 
ENVISION HEALTHCARE’s National Resource Center (Corporate Office) is in 
Greenwood Village, Colorado.  



 

 

Section 1 
 

General Employment Information 
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Employment at-Will 
 
The Company does not generally offer tenured or guaranteed employment.  Unless 
otherwise provided by applicable state law, either the Company or the employee can 
terminate the employment relationship at any time, with or without cause, and with or 
without notice. 
 
Unless otherwise provided by applicable state law, this at-will employment relationship 
exists regardless of any other written statements or policies contained in this Handbook, 
any other Company documents, or any verbal statement to the contrary. 
 
The power and legal authority to alter the at-will nature of the employment relationship 
resides solely with the ENVISION HEALTHCARE CEO.  To be enforceable, such 
alteration must be memorialized in a written agreement that is signed by the 
ENVISION HEALTHCARE CEO and the employee involved.  
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Equal Employment Opportunity / Affirmative Action 
  
It is the policy of the Company to prohibit discrimination and harassment in 
employment based on gender, race, color, religion, national origin, ancestry, age, 
physical or mental disability, medical condition, pregnancy, sexual orientation, marital 
status, retaliation and any other protected status in accordance with all applicable 
federal, state and local laws. 
 
Discrimination and harassment undermine the integrity of the employment 
relationship, compromise equal employment opportunity, and significantly interfere 
with the effective accomplishment of the goals of the Company.  The Company’s policy 
against discrimination and harassment is applicable to all employment practices, 
including recruitment, selection, hiring, promotions, detail assignments, transfers, 
terminations, career development and training, performance evaluations, awards, and 
working conditions. 
 

Every leader is responsible for ensuring that the spirit and intent of our collective goals, 
such as Affirmative Action Programs and Equal Employment Opportunity policies, are 
achieved.  Employees share the responsibility of treating co-workers and all other 
individuals with dignity and respect so that we may all achieve these very important 
goals. 
 
Local Human Resources (HR) Professionals have the responsibility for coordinating an 
Affirmative Action Program’s implementation and reporting requirements.  The 
Company’s HR Professionals are available to answer questions and provide further 
explanations about any Affirmative Action Program and other important Company 
programs. 
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Third Party Representation 
 
ENVISION HEALTHCARE believes employees are the Company’s greatest strength.  
Employees’ daily decisions are the foundation for success.  ENVISION HEALTHCARE 
takes the time to support all employees through a productive one-on-one relationship.  
When employees are able to freely express their concerns, suggest ideas and receive 
support and training from their direct leaders, ENVISION HEALTHCARE grows.  
When this relationship is limited, ENVISION HEALTHCARE’s growth is limited. 
 
Communication is a continuous process at ENVISION HEALTHCARE and it is the 
lifeblood of the organization.  ENVISION HEALTHCARE believes that free, open and 
honest communication with all employees is essential to the Company’s success as well 
as to employees’ satisfaction.  Because communication is so important, ENVISION 
HEALTHCARE encourages employees to come forward with their best ideas and 
concerns allowing the Company to resolve problems and share information about 
Company goals 
 
Because one-on-one communication is so important, ENVISION HEALTHCARE 
opposes the idea of third party representation.  ENVISION HEALTHCARE feels 
unionization prevents employees from freely talking to the Company directly.  It limits 
the freedom for an employee to come directly to leadership and it limits what the 
Company can directly do in return.  ENVISION HEALTHCARE is convinced that 
employees do not need to join a union to be heard, to be treated fairly or to be amply 
rewarded for their efforts. 
 
ENVISION HEALTHCARE takes great pride to take care of their employees and 
continually strives to strengthen the relationships built.  The goal is to ensure that each 
employee is a valued member of the team. 
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Americans with Disabilities Act (ADA) 
  
It is the policy of the Company to comply at all times with the Americans with 
Disabilities Act (ADA) and similar state and local laws.  The Company will not 
discriminate against any individual who demonstrates the qualifications necessary to 
perform the duties of a particular position in the organization.   
 
Employees with a mental or physical disability under the ADA may be eligible for a 
reasonable accommodation.  A reasonable accommodation is any change or adjustment 
to a job or work environment that does not cause an undue hardship on the department 
or unit and which permits a qualified applicant or employee with a disability to 
participate in the job application process, to perform the essential functions of a job, or 
to enjoy benefits and privileges of employment equal to those enjoyed by employees 
without disabilities.   
 
To request an accommodation, an employee must notify his or her immediate leader 
and HR professional.  Documentation may be required regarding the specific 
accommodation(s) being requested.  The Company may require medical evidence of a 
disability and/or a medical examination by its Occupational Health Provider, or other 
qualified physician or health provider, at the Company’s expense.  Before responding to 
any inquiry, leaders must contact an HR Professional to discuss the matter.   
 
Once all documentation has been received, the appropriate leadership level 
representative or HR Professional will then review the situation to determine if a 
suitable accommodation plan is feasible.  After this review, a meeting will be held with 
the employee, the leader and the HR Professional to discuss the results of the review. 
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COBRA and HIPAA Information 
 
The Consolidated Omnibus Budget Reconciliation Act (COBRA) of 1985 is a federal tax 
and benefit law administered by the Internal Revenue Service.  This Act requires 
employers to offer continuation of applicable health benefits to employees and covered 
dependents (Qualified Beneficiaries) whose coverage ends under the Company’s group 
health plan. 
 
An individual whose coverage ends under the employer group health plan may be 
entitled to elect continuation of coverage under COBRA.  Coverage for dependents may 
be continued if they are currently covered under the plan. 
 
The individual must elect continuation during the election period; full premium payments 
are required; and the individual’s coverage must have ended because of a Qualifying 
Event. 
 
The Health Insurance Portability and Accountability Act of 1996 (HIPAA) provides that 
group health plans must comply with all nondiscrimination, pre-existing condition and 
crediting of prior health coverage requirements that were applicable at the beginning of 
the first plan year, starting after June 30, 1997.  For example, if the plan starts a new plan 
year on January 1, HIPAA’s provisions are effective January 1, 1998.   This law includes 
important provisions for individuals who move from one job to another, who are self-
employed, or who have pre-existing medical conditions.   
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Preventing Fraud, Waste and Abuse 
 
The company is committed to detecting and preventing fraud, waste and abuse and has 
established detailed policies and procedures for doing so.  These include detailed 
Corporate Compliance Policies that guide us in carefully reviewing our billing 
processes on an ongoing basis to ensure that they satisfy applicable government 
program requirements, including the submission of accurate claims for reimbursement.  
The Company’s Corporate Compliance Policies and our Code of Business Conduct and 
Ethics are located on the ENVISION HEALTHCARE website under “Corporate 
Governance” at www.Envision Healthcare.net. 
 
The company’s Corporate Compliance Policies and Code of Business Conduct and 
Ethics provide guidance to employees who have compliance concerns. In most cases, 
these concerns should be reported to the employee’s leader.  If the matter cannot be 
candidly discussed with a leader, contact the Ethics and Compliance Department at 303-
495-1240 (AMR) or 214-712-2451 (EmCare).  To report any concerns anonymously, call 

the Ethics and Integrity Helpline at 877-835-5267.  No adverse action or retribution of 
any kind will be taken by the Company against an employee solely because he or she 
reports in good faith a suspected violation of the Code of Business Conduct and Ethics, 
our Corporate Compliance Policies or other irregularity by any person other than the 
reporting employee.  
 
THE FALSE CLAIMS ACT AND RELATED LAWS: 
The Company’s Corporate Compliance Policies also describe the laws that address 
fraud, waste and abuse.  These Compliance Policies can be found on the AMR and 
EmCare websites (www.amr.net and www.emcare.com).  These laws include, but are 
not limited to, the federal False Claims Act (“FCA”), which prohibits the knowing 
submission of false or fraudulent claims or the making of a false record or statement in 
order to secure reimbursement from a government-sponsored program, such as 
Medicare or Medicaid.  An individual, called a qui tam plaintiff or “relator,” may file a 
civil suit for him or herself and for the government under the FCA and, if such lawsuit 
is successful, receive a percentage of the total amount recovered (plus reasonable costs 
and attorney fees).  An individual cannot file a lawsuit based on public information, 
unless he or she is the original source of the information.  
 
Additionally, the FCA contains protections for employees who raise good faith legal 
concerns.  An employee is entitled to be made whole if he or she experiences any 
retaliation by his or her employer due to lawful acts in the furtherance of an FCA action, 
including two times back pay plus interest, reinstatement at the seniority level they 
would have had except for the discrimination, and compensation for any costs or 
damages they have incurred.   
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Federal law also provides for administrative remedies against providers for false claims 
and statements.  These administrative civil remedies are described  further in the 
Program Fraud Civil Remedies Act, 31 U.S.C. Sections 3801-3812. 
 
Many states in which ENVISION HEALTHCARE conducts business also have state 
false claims acts that prohibit anyone from knowingly presenting, or causing to be 
presented, a false or fraudulent claim in order to secure payment from local and/or 
state government.  Many of these state false claims acts are similar to the federal FCA 
and provide for lawsuits either by the government or a qui tam plaintiff (or “relator”).  
Many of these laws also include whistleblower protections similar to the federal FCA.  
A summary of the relevant provisions of the state FCAs in those states in which 
ENVISION HEALTHCARE’s subsidiaries operates can be found in the Corporate 
Compliance Policies located on AMR’s and EmCare’s websites. 



 

 

Section 2 
 

Working With Others 
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New Employee Orientation  
  
New employees may be required to participate in a formal orientation to the 
organization.  The orientation may cover topics such as Company history, benefits 
plans, Equal Employment Opportunities, Harassment Prevention, Payroll and more.   
 
This is a great opportunity for asking questions and finding out about the resources and 
opportunities available to all employees of the Company. 
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Employees and Leadership 
 
Leaders will provide employees with instructions on how to learn and perform their 
jobs, facilitate introductions to co-workers, and inform employees about their job 
progress and work performance.  Leader(s) plan work schedules and provide assistance 
and guidance when needed or when requested.  
 
Employees should get to know their leader(s) and give them every opportunity to help 
employees succeed in their job.  Feel free to discuss any matter, no matter how large or 
small, with leader(s).  Leaders are there to answer questions, to listen to work problems, 
and to take action when appropriate.  If they cannot answer a question or solve a 
problem immediately, he/she/they will know whom to contact to get the correct 
response. 
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Open Door Policy 
 
There may be times when employees have suggestions for improvement that will 
enhance the work environment – please do not hold back!   Some locations, business 
units, or functions may have a formal suggestion program to facilitate the process.  
Other areas may use a more informal process.  Employees are the greatest resource for 
improving operations.  All suggestions will be reviewed in light of existing policies and 
procedures and by concentrating on what is right rather than who is right. 
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Standards of Conduct  
 

Employees are required to act in a lawful, professional manner at all times while on 
duty or representing the Company in any capacity.  The Company’s standards of 
conduct and other policies, rules and regulations are essential to the efficient operation 
of the business.  Just as we have professional standards at the Company, we also have 
moral and ethical standards.  Although the Company prefers to take progressive 
measures when dealing with general performance or behavioral issues, it reserves the 
right to take whatever disciplinary actions deemed appropriate, and if an employee 
violates the Company’s standards of conduct or other policies or rules, his/her 
employment can be terminated without warning.   
 
If an employee commits a crime involving another employee or Company property, 
that person is subject to immediate termination.  The Company will press charges, if 
necessary, to protect employees and to protect Company property.  Although not 
intended to be an exhaustive list, the following are examples of other prohibited 
activities that may lead to immediate termination: 
 

 Theft or attempted theft of any property belonging to another person, the 
Company, or a facility 

 Dishonesty including but not limited to, false entries of any information, any 
signature, or any required data 

 Misappropriation of Company funds or Company property 

 Misuse of employee property 

 Destruction or unauthorized use of Company equipment or property 

 Use of language or action that is inappropriate in the workplace whether 
racial, sexual or of a similar offensive nature 

 Rude or discourteous behavior toward any other person, including but not 
limited to a client, coworker, or patient.  This does not restrict the right under 
Section 7 of the National Labor Relations Act to engage in protected activities 
with other employees concerning wages, hours and working conditions. 

 Falsification of Company documents or employment application, regardless 
of discovery date 

 Any conflict of interest between the Company and personal business 
relationships or activities 

 Fighting, threatening, assaulting or abusing another individual 

 Illegal activities such as fraud, kickbacks, or falsifying expense accounts 

 Carrying, possessing, or using a firearm or any dangerous weapon while on 
duty or on Company premises, unless specifically permitted by an applicable 
state or local law 

 Failure or refusal to follow Company policies or procedures, including but 
not limited to refusal to carry out a work assignment 
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 Use, sale, possession, or functioning under the influence of unlawful drugs 
while on duty or on Company premises 

 Excessive absenteeism or tardiness 

 Sleeping on the job 

 Gambling on Company premises and/or while on duty 

 Insubordination, including refusal to follow work directions or instructions 

 Violation of Company safety rules/regulations 

 Failure to assist in, or providing of false or misleading information pertaining    
to an investigation, legal action or work related incident    

 Violation of HIPAA or other patient privacy laws, regulations and policies    
 

 Leaving work without authorization or without providing notice to the 
Company                    

 
It is impossible to provide an exhaustive list of all types and kinds of impermissible 
conduct, and the preceding list is merely intended to provide some illustrative 
examples.  The Company reserves the right to engage in corrective action up to and 
including discharge, in its sole and absolute discretion, without prior notice to the 
employee.  In all instances, the Company, in its sole and absolute discretion, may take 
into consideration the employee’s overall record of employment when determining 
appropriate corrective action. The Company reserves the right to amend, modify or 
deviate from any and all rules at its discretion.  Additionally, the Company and each 
employee must fully comply with federal, state and local laws, rules and regulations, 
and the Company’s Code of Business Conduct and Ethics and all other Company 
policies. 

 
The intent of this Policy is not to restrict protected concerted activities or other legally 
protected conduct.   
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Workplace Etiquette  
 
The workplace for most employees becomes a home away from home.  To ensure that 
the work home is as pleasant as possible please follow these guidelines: 

 
 When walking through the hallways or while in a common area (lunchroom, 

kitchenette area, restrooms, etc.), be considerate of other employees in not only the 
content of conversations but also the noise level as well.  Any use of profanity or 
public conversations of a sexual nature is prohibited and could result in corrective 
action. 

 
 All employees should make sure their designated work area is organized in a 

professional manner that allows the ease of finding necessary papers and supplies 
that they need to complete their job duties. 

 
 When choosing to have a beverage at a workstation, take the necessary precautions 

to ensure that it will not spill on any computer equipment and paperwork that are 
on the desk by using a container with a spill proof lid.  Please make sure all cups 
have a cover on them in case they are accidentally knocked over. 

 
 Do not use the trashcan at a desk for disposing of any leftover food or beverage.  

Please throw these items away in the lunchroom or one of the kitchenette areas.  
Any food stored at a workstation should be stored in a plastic or glass airtight 
container.   

 
 In departments that allow employees to listen to music while working, headphones 

must be used so other employees are not distracted by the music.    
  
 When cleaning a desk, please do so with just soap and water.  Chemical cleaners 

may affect some employees who are sensitive to certain cleaning agents.  If there is a 
need to use any chemical cleaners, please notify the leader ahead of time and only 
use them after normal working hours.  If employees are sensitive to these chemical 
cleaners, please notify the leader so they may plan ahead in the event that these 
cleaners need to be used.     

 
 The Company has the right to ask employees to remove items that may cause 

sensitivity to others, or which may present a health or safety issue in the workplace. 
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Harassment Prevention 
 
Sexual harassment in the workplace is a form of employment discrimination, and is 
prohibited by law.  It has been and continues to be the Company’s policy that sexual 
harassment in any form to employees or applicants, vendors, clients, and affiliated 
agencies is unacceptable conduct that will not be tolerated by the Company.  Under this 
policy, all employees share responsibility for assuring that the workplace is free from all 
forms of sexual harassment.  HR is responsible for monitoring of and investigating the 
allegations and determining the appropriate action. 
 
Under Federal law, unwelcome sexual advances, requests for sexual favors, and other 
verbal, visual or physical conduct of a sexual nature constitutes sexual harassment 
when: (1) submission to such conduct is made either explicitly or implicitly a term or 
condition of an individual’s employment, (2) submission to or rejection of such conduct 
by an individual is used as the basis for employment decisions affecting such 
individual, or (3) such conduct has the purpose or effect of unreasonably interfering 
with an individual’s work performance or creating an intimidating, hostile or offensive 
work environment.  Such conduct is usually one-sided and coercive, may be overt or 
implicit, and may include (but is not limited to) the following examples: 
 
Sexual innuendo; touching or patting; sexually suggestive remarks or other verbal 
abuse about gender; demands for sexual favors; sexual assault; implicit or actual threats 
to the recipient or his or her job; offensive material or language whether written or 
visual such as graffiti or degrading pictures; placing a condition of a sexual nature on 
employment, rewards, avoidance of corrective action, or opportunities for training, 
transfers, or promotion. 

This means that it is prohibited for any leader or other employee to threaten or suggest, 
either explicitly or implicitly, that another employee or applicant's refusal to submit to 
sexual advances in any form will adversely affect that person's employment, 
performance evaluation rating, wages, compensation, advancement, assigned duties, or 
any other form or condition of employment.  Furthermore, all employees are prohibited 
from offering, promising, or granting preferential treatment to any employee or 
applicant for employment based on that individual engaging in or agreeing to engage 
in sexual conduct.   

Any individual who feels that he or she has been a victim of sexual harassment in any 
form by any leader, coworker, customer, client or other visitor should bring the 
problem to the immediate attention of his or her leader, or a local or National Human 
Resources Professional.  
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OTHER FORMS OF HARASSMENT: 
Company policy also strictly prohibits harassment of any kind based upon race, color, 
religion, ethnicity, national origin, citizenship, marital status, gender, age, veteran 
status, qualified disability, and any other protected status.  Under Federal law and 
applicable state and local laws, the principles described above regarding sexual 
harassment also apply to harassment based on race, color, religion, and other protected 
status.   
 
RESPONSIBILITIES AND INVESTIGATION: 
All employees must immediately report to their leader, and/or to a local or National 
Human Resources professional, the facts of any real or perceived harassment by a co-
worker, leader, customer or agent of the Company. 

The Company will investigate all allegations of harassment in as prompt and 
confidential a manner as possible and will take appropriate corrective action when 
warranted.  Any employee who is found, as a result of such an investigation, to have 
engaged in harassment in violation of this policy will be subject to appropriate 
corrective action, up to and including termination of employment.  Furthermore, 
retaliation in any form against an employee or applicant who exercises his or her right 
to make a complaint under this policy is strictly prohibited, and will itself be cause for 
appropriate corrective action. 
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Self-Disclosure 
 
Employees must disclose any criminal conviction, deferral judgment, or plea bargain 
involving a felony or misdemeanor to a Human Resources Professional and their direct 
leader no later than five (5) calendar days of any of the aforementioned action(s).  In 
states where traffic citations may result in loss of driver’s license, employees operating 
Company vehicles must disclose such citations.   All actions resulting in an arrest must 
be reported unless prohibited by state or local law. 
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Employment of Relatives 
 
The Company desires to give any qualified relative of a current employee the 
opportunity for employment, so long as employment does not, in the opinion of the 
Company, create actual or potential conflicts of interest.   
 
For the purposes of this guideline, a “relative” is defined as a spouse, child, parent, 
sibling, grandparent, grandchild, aunt, uncle, domestic partner, or first cousin as well as 
any corresponding in-law or “step” relation. 
 
Qualified applicants who are relatives of current employees may be hired subject to the 
following guidelines: 
 
 No employee should be supervised within the span of control of a relative; 
 No employee should be in a position that audits, verifies, receives or is entrusted 

with monies received or handled by a relative (for example: an employee in the 
Accounts Payable Department cannot have a relative in the Patient Billing 
Department);  

 No employee should work in a position in a department that handles confidential 
information or critical data of a relative. These departments include but are not 
limited to Clinical Education (CES), Safety and Risk Management, HR, Benefits, 
Payroll, IT, Finance and administrative support to a VP or above; 

 No employee should be regularly scheduled to work on the same vehicle as his or 
her relative. 

 
In most cases, the Company discourages employment of relatives unless these 
guidelines are followed.  However, if approved by the Senior Vice President HR, the 
Company reserves the right to hire or employ any employee it desires. 
 
In no case shall any employee or dependent have double coverage under the 
Company’s plans. 
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Employee Relationships 
 
The Company maintains policies regarding relationships among employees that are 
designed to protect the best interests of our employees, our organization and our 
customers. 
 
This policy does not attempt to prevent the development of romantic relationships 
between coworkers.  However, it does establish a few guidelines and boundaries as to 
how these relationships should be handled during working hours and within the 
working environment.  Any relationship must not interfere or cause an adverse impact 
to the operation of the Company, nor with the image of the Company with our 
customers.  Employees are strictly prohibited from engaging in physical contact that is 
inappropriate while anywhere on Company premises, whether during working hours 
or not. 
 
Any management employee or any one who has employees reporting to him/her is 
prohibited from dating a subordinate and may be subject to corrective action for such 
actions, up to and including termination.  
 
EMPLOYEE DATING: 
When a conflict or potential for conflict arises because of a personal relationship 
between employees, even if there is not a direct line of reporting involved, one of the 
employees involved may be transferred to another department.  This decision will be 
made in the best interest of the Company.  Refusal to accept transfer may result in 
termination of employment.  Management or anyone else in sensitive or influential 
positions must disclose the existence of any relationship with a coworker that has 
progressed beyond a platonic friendship.  This disclosure should be made to the 
Human Resources Professional for the respective region or department.  This will 
enable the Company to determine whether any conflict of interest exists. 
 
Additionally, the following relationships and transactions are forbidden: 

 
1. External business relationships between management and subordinate 

employees are strictly forbidden. 
 
2. Members of management are forbidden from living with subordinates (unless 

persons are formally married or have a civil union as recognized by the 
applicable jurisdiction). 

 
The Company reserves the right to issue corrective action, up to and including 
termination of employment, for employees who engage in the aforementioned actions. 
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Use of Electronic Communication Devices  
 
The Company provides electronic communication devices, equipment and technology, 
including but not limited to telephones, e-mail, voice mailboxes, computers, the 
Internet, facsimile machines, pagers and cellular telephones.  The electronic 
communication devices, equipment, and technology are provided to employees to assist 
in the conduct of Company business. 
 
All electronic communication devices, equipment, technology, and all data stored on 
any of the aforementioned, remain at all times the property of the Company.  The 
Company reserves the right to monitor, retrieve, or read any data composed, sent or 
received to or from Company equipment. 
 
The electronic communication devices, equipment, and technology are provided for 
business use.  Limited, incidental personal use is permitted, but such use must not 
negatively impact service levels or productivity and must comply with all Company 
policies and all local, state and federal laws and regulations.  Abuse of these services 
may result in corrective action up to and including termination of employment. 
 
It is also a violation of the Company’s policy for any data composed, sent or received 
via the communication devices, equipment and technology, to contain inappropriate 
content or other content that violates the Harassment Prevention policy or any other 
Company policy.  Failure to comply with this policy may result in corrective action up 
to and including termination.  
 
Offensive content includes, but is not be limited to, sexual comments or images, racial 
slurs, gender-specific comments or any comments that would offend someone based on 
his or her age, sexual orientation, religious beliefs, national origin or disability.  
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Blogging and Social Networking Policy 
 
 
The Company recognizes that social networking (such as personal websites, blogs, 
Facebook, Myspace, Twitter, online group discussions, text messaging, message boards, 
chat rooms, etc.) are used by many of our employees.  The Company respects the right 
of our employees to maintain a blog or post a comment on social networking sites.  
However, the Company is also committed to ensuring that the use of such 
communications serves the needs of our business by maintaining the Company identity, 
integrity and reputation in a manner consistent with our values and policies.  In 
addition, in light of the nature of our business, there are also risks for HIPAA violations 
whenever anyone posts any information, which may be prohibited by law.  Further, the 
Company has a business interest in protecting its intellectual property and in making 
sure that its employees do not violate criminal or civil law, patient privacy rights, or 
company policy.  An employee should be aware of his or her obligations in this regard. 
 
To protect these interests, employees must adhere to the following rules:   
 

1.  If an employee identifies himself or herself as an employee of the Company on 
any social networking site, the employee should not represent himself or herself 
as a spokesperson for the Company.  If the Company is a subject of the content 
the employee is creating, the employee should be clear and open about the fact 
that he or she is an employee and should make it clear that his or her views do 
not represent those of the Company, fellow employees, patients, customers, 
suppliers or people working on behalf of the Company.  If an employee 
publishes a blog or post online related to the work the employee does or subjects 
associated with the Company, make it clear that you are not speaking on behalf 
of the Company.  It is best to include a disclaimer such as 'The postings on this 
site are my own and do not necessarily reflect the view of the Company.' 

 
2.  All rules regarding confidential business information apply in full to blogs and 

social networking sites.  Any information that cannot be disclosed through a 
conversation, a note or an e-mail also cannot be disclosed on a blog or social 
networking site.  The transmission of confidential patient material or other 
confidential or proprietary information, without the permission of the patient or 
the Company, is prohibited.  Confidential information is defined as the 
Company’s trade secrets and proprietary information, as well as any information 
regarding the Company’s customers or patients to whom the Company or its 
employees provide care. 
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3.  Any conduct which is impermissible under the law if expressed in any other form 
or forum is impermissible if expressed through a social networking site.  For 
example, posted material that is discriminatory, defamatory or malicious is 
forbidden.   

 
Company policies, including but not limited to the Equal Employment Opportunity 
policy, Standards of Conduct, Harassment Prevention policy, and Workplace Violence 
policy, apply equally to employee comments on social networking sites even if done on 
nonworking time.  Employees are encouraged to review those sections of the Employee 
Handbook for further guidance. 
 
Employees are prohibited from using the Company’s corporate logo on a social 
networking site or other online forum for any commercial purpose, or in relation to the 
use of alcohol, drugs or firearms, or for or in relation to any malicious, threatening, 
unlawfully harassing or violent conduct.  Employees are similarly prohibited from 
using the Company’s intellectual property for any purpose.  Employees are reminded 
that there are civil and criminal penalties for posting copyrighted material without 
authorization. 
 
Any employee who violates this policy may be subject to corrective action, up to and 
including termination.  The Company reserves the right to monitor all public blogs and 
social networking forums for the purpose of protecting its interest and maintaining 
compliance with policies.   
 
If any questions at all regarding this policy, contact the appropriate Human Resources 
Professional. 
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Personal Electronic Equipment 
 

PHONE POLICY: 
The Company must maintain numerous telephone lines in order to conduct 
business. If an employee uses a Company phone for personal calls, he or she 
might delay a business call. When incoming calls cannot get through, the 
Company loses credibility and with losing credibility, the Company damages 
its reputation for providing excellent customer service. 

 
Personal phone calls must be brief. This applies to personal cellular phones 
as well. Non-exempt hourly employees should limit all personal phone calls 
to breaks or during meal breaks.  The Company prohibits the use of Company 
phones for personal long-distance calls. Speak with a leader regarding 
appropriate phone lines for personal use. 

 
PHOTOGRAPHIC EQUIPMENT: 
The use of any photographic device, still or video cameras to copy trade secrets, 
proprietary information or protected health information without express prior 
authorization from an appropriate Company leader, is strictly prohibited. Also, 
the unauthorized copying of protected health information may be in violation of 
HIPAA regulations. Under Section 164.502(a)(1) of HIPAA regulations, a  
covered entity may not use or disclose protected health information except when 
required by law, to the individual, or for purposes of treatment, payment or 
health care operations.  HIPAA Policy 102(a) through 102(l) states the 
Company’s policy and procedures regarding the use and disclosure of protected 
health information in accordance with federal HIPAA regulations. 
 
The workplace includes but is not limited to hospitals, client sites, or any 
other areas where an employee is engaged in work-related duties. 
 
 



 

 

Section 3 
 

Work Environment 
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Personnel Records 

 
The Company attempts to maintain accurate and current information for each 
employee.  We strive to ensure privacy of information contained in employee records.  
In some limited circumstances, employee information may be shared with the 
Company or its third party administrators as necessary for business purposes.  
Information may also be shared if the Company is required to do so by law or by the 
rules of any securities exchange or commission. 
 
Personnel records are usually maintained in the local respective HR Department. 
Personnel records are the property of the Company. Employees are not allowed to 
access another employee’s personnel records unless the Company has expressly 
authorized them to do so. 

 
Information from employee records may be made available as follows: 
 
1. An employee’s leader and all leaders in his or her direct reporting structure are 
authorized to view an employee’s file as necessary for business purposes. 
 
2. Leaders who are interviewing internal candidates for transfer are permitted to view 
the candidate’s personnel file.  Disclosed contents of the file will be limited to 
performance history. 
 
3. Employees may review their own file(s) by requesting an appointment in advance 
with HR and in accordance with state law.  The copying of information contained in 
personnel file is not permitted, unless legally mandated. 
 
4. Duplicate copies of a document that would have been provided originally to an 
employee during the normal course of business (e.g., a performance review) may be 
provided on written request by the employee.  A nominal copying fee may be charged. 
 
5. If an employment verification check from a financial institution is submitted in 
writing with the employee’s authorizing signature, the Company’s third party 
administrator will provide the employee’s name, address, title, base salary and hire 
date.  In most circumstances, employees should refer all requests for references or 
verification of employment to the Company’s third party administrator for response.  
Please see a Human Resources Professional for more information.  Leaders and 
corporate officers should not respond directly to these requests.  The Company 
generally only provides limited, factual information on current and former employees. 
 
6.  Other circumstances in which information on employees may be provided to other 
parties are: (a) to comply with judicial orders, subpoenas or other law enforcement 
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documents, in accordance with applicable law; (b) as required by Worker’s 
Compensation carriers to verify claims; or (c) if explicitly authorized by the employee.  

 
7.  Should a Human Resources Professional receive a request to conduct an employment 
verification check from a government entity, the HR Professional will meet with the 
Investigator provided that the following occurs: 
 

 The Investigator and HR Professional schedule a mutually agreeable time to 
review the personnel file; 

 The Investigator provides the HR Professional with a written release from the 
employee to review his or her personnel; 

 The Investigator provides the HR Professional with proof of identification of 
the agency and purpose for the file review.  
 

Employees should notify HR in writing within five (5) calendar days of any changes to 
the following: 

1. Name, address, telephone number 
2. Tax withholding status 
3. Persons to be notified in case of an emergency  
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Employment Classifications 
 
FULL-TIME EMPLOYEE:  
A Full-time classified employee is regularly scheduled to work at least forty (40) hours 
per week averaged over a ninety (90) day consecutive period.  An employee may apply 
for part-time status by submitting a written request to his or her immediate leader.  The 
request must be made at least two (2) weeks prior to the desired status change date.  
The decision to grant or deny such request for a change in status is at the sole discretion 
of Company management. 
 
PART-TIME EMPLOYEE:  
A part-time classified employee is regularly scheduled to work less than forty (40) 
hours per week averaged over a ninety (90) day consecutive period.   
 
TEMPORARY EMPLOYEE:  
A temporary employee is an employee who is hired directly by the Company (not an 
employment agency) on a temporary basis, usually for up to one hundred-eighty (180) 
days, or for completion of a specific task or project.   
 
A temporary employee will not automatically change from temporary status merely by 
working in excess of the period originally expected and designated.  Temporary 
employees will change from temporary to regular status only if advised of such a 
change, in writing, by Human Resources and the appropriate leader(s).  Such 
notification will indicate the effective date on which the temporary employee became or 
will become a regular employee.   
 
Temporary employees are not eligible for Company sponsored health and welfare 
benefits.  If such a change in classification occurs, no portion of the service as a 
temporary employee shall be credited or considered in any way for purposes of 
determining eligibility nor the amount of any benefits to which they become entitled 
subsequent to the change in status. 
 
Temporary employees that become an employee of the Company after providing 
services to the Company while an employee of an employment agency, will not receive 
credit for time worked with the employment agency under the Company 401(k) Plan. 
 
PER DIEM EMPLOYEE: 
A per diem classified employee works when available or on an as-needed basis.  At 
management’s discretion, a minimum criterion of work hours may be established in 
order for a per diem employee to maintain active employment status with the 
Company. 
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REHIRED EMPLOYEE:  
If rehired following a break in service in excess of six (6) continuous months, the 
employee must serve a new introduction/training period whether or not such a period 
was previously completed.  Rehired employees are considered new employees from the 
effective date of reemployment for all purposes.   
 
However, special rules apply under the Company 401(k) Plans to rehired employees.  
Refer to the applicable Summary Plan Description. 
 
Full-Time employees who are rehired following a break in service that is less than six 
(6) continuous months will receive credit for prior service for all purposes including 
benefits eligibility, etc.   
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Absence from Work 
 
When an employee is unable to come to work, he or she is expected to notify only the 
immediate leader no later than 2 hours before the scheduled starting time and to give 
the reason for the absence and the date and time when he or she expects to return to 
work. If the employee’s leader is not available, he or she should leave a voicemail for 
the leader.   
 
If the initial call is left in voicemail, it is the employee’s responsibility to personally 
speak with the leader no later than 1 hour after his or her scheduled starting time.  If at 
that time the leader is unavailable, the employee must speak with another department 
leader or speak with someone in Human Resources.  
 
If the employee does not show up for work or call into the leader for two consecutive 
days, it will be considered job abandonment and the employee will be terminated. 
 
Any two “no-call no–show” days in any twelve-month rolling period will result in 
termination of employment. 
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Attendance and Punctuality 
 
Employees must report for work punctually as scheduled and must work all scheduled 
hours and any required overtime.  Excessive tardiness and poor attendance disrupts 
workflow and increases the workload of fellow employees. 
 
Excessive absences or tardiness may result in corrective action, up to and including 
termination. 
 
EXCESSIVE ABSENCES: 

 Employees will face corrective action if there is more than one (1) occurrence in a 
thirty (30) day period, more than two (2) occurrences in a sixty (60) day period 
and more than three (3) occurrences in a ninety (90) day period. 

 
 
EXCESSIVE TARDINESS: 
Tardy is defined as being more than five (5) minutes late for the start of a shift or 
returning from meal or rest breaks. 
 

 Employees will face corrective action if there are more than three (3) tardiness 
occurrences in a thirty (30) day period, five (5) in a sixty (60) day period, and 
seven (7) in a ninety (90) day period. 

 
To avoid any confusion or potential attendance issues, employees must advise their 
leadership when they will be leaving the designated work area for more than ten (10) 
minutes at a time (e.g. meetings, breaks, etc.). 
 
If corrective action begins for violation of this policy, and the employee corrects the 
problem so that he or she experiences no absences or incidents of tardiness for six (6) 
consecutive months, the previous documentation will not be considered towards future 
violations. 
 
 
TIME OFF: 
Typically, no more than one (1) employee per department will be permitted to take 
time-off at the same time.  In certain circumstances, the Department Leader may waive 
this policy. 
 
Employees requesting time-off must submit the appropriate form to their leader at least 
thirty (30) days prior to the requested time-off or as soon as possible.  Approvals for 
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time-off are subject to the Department Leader’s authorization and based upon business 
needs. 
 
For purposes of this Attendance and Punctuality Policy, unexcused absences do not 
include: 
 
 Regularly scheduled days off; 
 Approved time-off; 
 Bereavement leaves; 
 Emergencies;  
 FMLA-qualifying absences; or 
 Other authorized or legally-protected absences. 
 
Absences will be considered unauthorized and unexcused if the employee has not 
followed proper notification procedures or the absence has not been prearranged and 
properly approved. 
 
Employees who do not properly notify their leader of any absence  may be subject to 
corrective action.  Exceptions will be made when an employee is unable to make the 
proper notification due to incapacitation from an illness or injury or other extenuating 
circumstances. 

 
Flexibility may be provided for employees who travel or exempt employees who may 
occasionally have to work in excess of eight (8) hours per day or forty (40) hours per 
week. 
 
Employees must notify their leader no later than two (2) hours before the start of their 
assigned shift whenever they are unable to report to work or must leave early.  Such 
notification should include a reason for the absence and an indication of when the 
employee can be expected to report to work. 
 
“No Call – No Show” is considered a serious violation of this attendance and 
punctuality policy.  Any two (2) “no call – no show” days in any twelve (12) month 
rolling period will result in termination. 
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Meals and Rest Periods  
 
NON EXEMPT, NON-FIELD PERSONNEL: 
The Company provides meal and rest periods as required by applicable federal, state 
and local law.  The start and end time is generally scheduled with each employee to 
accommodate the needs of each department.  The Company believes that taking breaks 
from computer screens and servicing patients is important for productivity.  Employees 
do a better job when they take regular breaks. 
 
The lunch break is one half hour unpaid break per day.  In addition, there are paid 
morning and afternoon breaks of up to 10 minutes each for full-time employees and a 
single 15-minute break for part-time employees who work in excess of four hours.   
 
All non-exempt employees are required to log off/on to the Company’s timekeeping 
and other applicable systems when leaving for and returning from a break or lunch.  
Under no circumstances should an employee be on break without logging off the 
Company’s billing software or other application software. 
 
The department leader is responsible for staggering the scheduling of all breaks in order 
to accommodate the Company’s needs.  Any requests for changes in any schedules 
must be given to the leader in advance.  A request for any schedule change is 
considered an exception and may not be granted.  
 
When taking a meal break, non-exempt administrative employees should punch out at 
the time a meal break is actually taken and punch back in when they return to work.   
 
NON-EXEMPT, FIELD PERSONNEL:  
Due to the nature of medical transportation there are no scheduled “rest periods” for 
field personnel.  Meals and rest periods will be given by the dispatch/communications 
center as call volume and system demands allow. 
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Lactation Accommodation  
 
To assist the transition of women from maternity leave back to work following the birth 
of a child, and in accordance with Federal law and applicable state and local laws, the 
Company provides lactation accommodation to all mothers who choose to continue 
breastfeeding after returning to work. 
 
The Company provides reasonable break times for an employee to express breast milk 
for her nursing child each time such employee has need to express the milk, for up to 1 
year after the child’s birth.   
 
For non-field employees, a private and sanitary employee lactation room (not a 
bathroom), or other non-bathroom suitable space that is shielded from view and free 
from any intrusion by coworkers or the public, will be provided for lactating employees 
to express their milk during work hours.  Employees who have private offices may, of 
course, use their office area for milk expression, if they prefer. 
 
Employees may use their own cooler packs to store expressed milk, or may store milk in 
a designated refrigerator/freezer.  Employees should provide their own containers, 
clearly labeled with name and date.  
 
Field employees should work closely with their leader and HR Professional to arrange 
for reasonable break times and proper facilities for expressing milk.  This may include 
working with various customer facilities to insure that a proper location is made 
available according to the federal guidelines.  
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Tobacco and Smoke Free Workplace    
 
In keeping with our intent to provide a safe and healthful work environment, tobacco, 
in any form, and electronic cigarettes are  not permitted in any space and/or vehicle 
leased or owned by the Company or while in any customer facilities, including offices, 
hallways, waiting rooms, restrooms, lunchrooms, meeting rooms, and all community 
areas.  This policy applies to all employees, clients, contractors and visitors. 
 
The term “smoking” shall refer to the burning of all forms of tobacco, including 
cigarettes, cigars and pipes.  
 
The term “smokeless tobacco” shall refer to non-burning forms of tobacco, including 
chewing tobacco, synthetic tobacco and electronic cigarettes. 
 
As long as the primary objective of a tobacco free environment is maintained, an area 
outdoors may be designated for use of tobacco. 
 
Smoking is permitted only in designated outdoor areas, and only during regularly 
scheduled breaks and lunch periods.  The duration or number of breaks from work 
cannot be extended or increased to accommodate smoking. 
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Use of Company Property  
  
Employees may not use any Company business address for receiving personal mail, 
and all personal outgoing mail should be pre-stamped and placed in the outgoing 
mailbox. 
 
Personal use of business equipment such as copiers or fax machines must be approved 
in advance by the appropriate leader and should occur at times other than normal 
working hours. 
 
The use of personal equipment at the work site should only be done with the prior 
approval of the leader. 
 
Though not inclusive, the following are examples of abusing Company property:  

 Marking, defacing, damaging, writing or drawing on or upon Company 
property, including equipment, vehicles and facilities. 

 Using Company time, materials or facilities for purposes not directly related to 
Company business, including neglect, misuse or waste of Company materials, 
property, tools or equipment, inflicting damage to, or failure to properly 
safeguard or protect Company property or other property (including, but not 
limited to, other employees' and customers' property) for which the Company is 
responsible and/or liable. 
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Dual Employment 

 
The Company operates in various markets, through either ground transportation (inter 
facility transports or 9-1-1 contracts), fixed wing operations, emergency medicine, 
inpatient services, and the associated billing entities affiliated with these lines of 
business. 
 
Employees are expected to devote their full attention and effort to their position with 
the Company.  However, some employees may want to work another job.  This is 
acceptable as long as it does not create a conflict of interest, interfere with his or her 
work for the Company, or require the use of Company resources (including supplies, 
phones, people and information).  Keep in mind that if the employee’s department 
needs overtime, he or she will be asked and expected to work.  
 
If non-management employees wish to be employed by another private provider of 
emergency or non-emergency ground or air medical transportation services or their 
affiliated billing entities (for example, a ground transportation ambulance Company in 
a market in which AMR operates, or a fixed wing/helicopter service in a market in 
which AASI operates), the employee must notify the Company and obtain prior 
approval.   
 
All questions regarding any potential conflict of interest pertaining to any of the above 
should be addressed to the appropriate leader and Human Resources Professional.  
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Employee Appearance 
 
The personal appearance of our employees is an important concern for the Company, 
especially from the standpoint of public and client image.  It is essential that each 
employee, regardless of the department in which he or she works, project a neat and 
professional appearance, creating a favorable business image, whether dealing with 
clients or the public in a direct or indirect manner. 
 
The following guidelines are provided to assist every employee with an understanding 
of what the Company considers acceptable and unacceptable grooming and business 
attire.  A direct leader may send an employee home if he or she reports to work not 
groomed or in unacceptable attire.  This time will not be compensated. 
 
For Director level positions and above, business professional is the required attire.  For 
other employees, business casual is acceptable; however, it is still necessary to maintain 
a professional business image. 
 
Friday is a relaxed dress day for all employees not in uniform.  It is still necessary to 
maintain a professional business image; however, denim pants or skirts may be for 
worn.  Jeans must be suitable for the workplace and may not be low cut, or be 
excessively worn, have holes, tears or patches.  Consider the daily schedule if 
employees are meeting with visitors, traditional business dress may be more suitable.  If 
in doubt whether attire is appropriate, wear something known to be appropriate and 
seek guidance from area leadership. 
 
 Given the importance that a professional appearance, an offense may result in 
corrective action.   
 

Attire that is appropriate for women Attire that is appropriate for men 

 Blouses  

 Sweaters 

 Dress pants or slacks 

 Dress shoes and dress sandals 
(including open toed, see below for 
some examples) 

 Skirts and dresses (must not be 
shorter than three inches above the 
knee.)  

 Capri or crop pants up to six (6) 
inches above the ankle (see 
below for examples) 

 Dress or knit shirts (with collar) 

 Dress pants or casual slacks.  

 Dress shoes (see below for some 
examples) 

 Ties (required for Directors and 
above, although always a good 
choice for all male employees)  

 Company approved uniform 
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 Company approved uniform 

 
Examples of acceptable forms of shoes for women: 

 
 
Examples of acceptable forms of shoes for men: 

 

  
 

Capri or crop pants that are appropriate are only those that are up to six (6) inches 
above the ankle.  

 or  
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The following attire is inappropriate for the workplace during the business week at any 
time including but not limited to: 

Attire that is inappropriate for both men and women 

 Hiking boots 

 Jogging suits 

 
 Leggings or stirrup pants 

  
 Shorts, pedal pushers, Capri/crop pants or gaucho pants over six (6) 

inches above the ankle 

 
 Slippers/House shoes 

  
 Flip Flops/”thong” sandals  
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 Athletic style shoes 

 
 Beachwear 

 Team Jerseys 

 Casual T-shirts  

  
 “Crocs” /jellies shoes  

 
 Birkenstocks 
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 Halter and tank tops 

 Visible piercing other than earrings 

 Athletic sweatshirts, sweat pants, yoga pants 

   
 Bare shoulder dresses or shirts 

  
 Visible tattoos (any tattoo(s) must be covered) 

 Hats 

 Denim of any color in any apparel, including Company logo shirts (jeans 
and denim skirts may be worn on relaxed dress Fridays) 

 
 
GROOMING: 
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The following hygiene principles must be taken in order to present a professional image 
to all: 
 

 Grooming and personal cleanliness standards contribute to the morale of 
employees and to presenting a clean, neat and businesslike image.  Employees 
are expected to maintain standard personal hygiene practices. 

 Hair should be clean, neatly arranged, and color should be one that replicates a 
natural hair tone. 

 Employees must be cleanly shaven when reporting to work.  Sideburns, 
mustaches should be neatly trimmed and comply with all safety regulations.  
Beards are not permitted for field positions. 

 Jewelry may be worn provided it is professional in appearance.  One earring on 
each ear on the bottom lobe is appropriate.  Jewelry related to any other body 
piercings is not acceptable. 
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Corrective Action 

 
The Company has established a process to be used when employees are in violation of 
Company policies.  This process designed to make every reasonable effort to create an 
opportunity for our employees to succeed.  
  
Corrective Action refers to all actions taken to assist in correcting substandard job 
performance and/or unacceptable behaviors.  Corrective actions may vary in degree 
from informal coaching and/or counseling, verbal warnings, personal improvement 
plans, written warnings, final written warnings, or unpaid administrative leave 
pending investigation of circumstances.  
 
The Company may place an employee on unpaid administrative leave pending the 
outcome of an internal or external investigation into allegations of serious misconduct, 
including but not limited to arrests for charges of serious criminal misconduct. 
 
The level of corrective action applied will depend on the facts and circumstances 
surrounding each situation.  However, in accordance with the “Employment At-Will” 
policy, unless otherwise provided by applicable state law,  termination can, in certain 
circumstances, result without prior corrective action.  It is important to note that 
decisions regarding the type of corrective action applied to an employee, as well as any 
prior notice of corrective action, are made in the sole discretion of the Company. 
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Grievance Process 
 
The Company encourages an open atmosphere in which any problem, complaint, or 
question can be discussed with leadership personnel.  The Grievance Process is designed 
to help bring problems or complaints to leadership's attention in order to be addressed. 
 
The Company has an internal resolution process, as follows: 
 
Step 1: An employee must describe the issue in writing and give a copy to his/her direct leader 
and local HR Professional. The employee must present the issue in writing within seven (7) 
business days from the effective date of the issue.   Upon receiving the issue notice, the direct 
leader must meet with the employee, and render a decision within fourteen (14) business days 
following the meeting. 
 
Step 2: If an employee is not satisfied with the decision, he/she must appeal the decision in 
writing to the next level of leadership within seven (7) business days of the decision rendered in 
Step 1.  The leader must meet with the employee and render a decision within fourteen (14) 
business days following the meeting. 
 
Step 3: If the employee is still not satisfied with the decision, he/she may appeal the decision in 
writing to his/her respective Regional Chief Executive Officer or Department Head as well as the 
Region’s Human Resources executive within seven (7) business days of the decision rendered in 
Step 2.  This senior level executive will meet with the employee individually and those 
determined to have critical information related to the grievance and render a final decision 
within fourteen (14) business days following the meeting. 
 
The grievance process does not allow employees to bring witnesses or counsel to any of 
the meetings described in the previously mentioned steps.  Moreover, the process is not 
an opportunity for mediation or to construct a negotiated settlement.  Rather, it is an 
opportunity for employees to explain why they believe the termination or corrective 
action should not be applied and to offer any mitigating circumstances or exculpatory 
information.   
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Separation of Employment 
 
A separation of employment may occur because of an employee’s resignation, 
discharge, or retirement.  Discharge of an employee may be with or without cause or 
due to a reduction in the work force.  Discharge for cause may result from violation of 
Company policy or other misconduct, or from unsatisfactory job performance.   
 
The Company reserves the right to terminate an employee’s employment for any reason 
and at its own discretion, with or without advance notice. 
 
NOTICE OF RESIGNATION: 
If an employee wishes to resign his or her employment with the Company, he or she is 
asked to give written notice to the immediate leader at least two (2) weeks before the 
effective date of the resignation.  In cases where less than two weeks notice is provided, 
the employee may not be eligible for re-hire. 
 
While working out their notice, employees may not count as part of their notice any 

PTO sick or vacation time taken unless specifically approved by the Company in 
advance.  If sick or vacation time is taken, employees will be expected to make up 

those days in order to be considered ”leaving in good standing.” 

Solicitation/Distribution 
It is the policy of the Company to prohibit solicitation and distribution by non-
employees on Company premises and through Company mail and e-mail systems. The 
Company limits solicitation and distribution on its premises because, when left 
unrestricted, such activities can interfere with the normal and orderly operations of the 
Company, can be detrimental to efficiency, and can pose a threat to safety and security.  
Solicitation and distribution by any person who is not employed by the Company are 
prohibited at all times on Company property and throughout all Company operated 
facilities. 
 
Solicitation by employees on Company premises regarding the sale of material goods, 
contests and donations is to be limited to approved announcements posted on 
designated break room bulletin boards. Use of the electronic mail system for these 
solicitations is strictly prohibited.  
 
The Company on occasion may approve certain charitable or informational campaigns 
(e.g. related to employee benefits). At no time, however, will an employee  be required 
to donate or participate as a condition of employment. 
 
This does not restrict an employee’s right under Section 7 of the National Labor 
Relations Act to engage in protected activities with other employee concerning wages, 
hours and working conditions. 
  



 

 

Section 4 
 

Career Development 
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Performance Management  
 

The common Performance Evaluation Program provides an opportunity for frank 
discussion about an employee’s job performance.  It is also the time to develop clear 
standards of performance for the work being completed.  The value of these reviews is 
directly related to the understanding between an employee and his or her leader about 
the job. 
 
Key elements of the common Performance Evaluation Program include setting goals, 
providing regular feedback, ongoing performance management that monitors results 
and ending with a review.   
 
Continued development as an employee is dependent on a number of factors, including 
effective performance in his or her current job. 
 
Employees and management share the responsibility for setting expectations and 
performance standards for monitoring progress.  An employee’s performance feedback 
from his or her leader during the review as well as throughout the year is important to 
improve job performance. 
 
An employee will have reviews with his or her leader to monitor progress and discuss 
performance.  This process is an important part of an employee’s success. 
 
CAREER OPPORTUNITIES: 
The Company’s desire is to promote from within the Company whenever qualified 
candidates are available.  Internal candidates are usually considered before any outside 
offer is extended.  Approved openings are posted for a minimum of five (5) consecutive 
workdays.  Please refer to the Job Posting Policy for more information.  The Company 
reserves the right to not post all job openings.   
 
LOCATION TRANSFERS: 
It is the policy of the Company to provide an environment that will develop employees 
for promotion to higher-level positions.  Current employees will be considered for 
promotions and transfers based upon new work responsibilities, increased skill levels, 
and, where applicable, educational achievements and the operational needs of the 
Company.  Other criteria that will be considered are previous performance review 
ratings, attendance record, corrective action and time on the job.  If an employee is 
interested in transferring from one Company location to another, he or she is 
encouraged to discuss it with his or her immediate leader.  Following the discussion 
with the immediate leader, the employee should contact a Human Resources 
Professional for the location where he or she is seeking to apply. 
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When transferring from one location to another within the Company, the seniority from 
the transferred employee’s first day of employment with any Company location is 
recognized for the purposes of Paid Time Off (PTO) accruals and holiday pay (if 
applicable); health insurance eligibility; and vesting in the 401(k) plan.  For the purposes 
of shift bids and salary, the location transferred to will determine if seniority is 
recognized from previous Company locations. 
 
After transferring to a new location, employees will be eligible for those benefits 
applicable for that location, provided eligibility requirements are met. 
 
Employee-initiated transfers to new locations are generally limited to once in any 12-
month period. 
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Job Posting Procedures 
 
For employees to feel that there is an opportunity for growth and professional 
development in a challenging and satisfying environment, the Company has made a 
commitment to promote from within whenever possible.   
 
Current open positions will be advertised internally; however, the Company reserves 
the right to not post all job openings.   
 
The following are required when posting for a job:  

 Employees should be in their current position for a minimum of six (6) months 
prior to posting for a new position. 

 The Company reserves the right to waive the six-month requirement if it is in the 
best interest of the Company as determined by management. 

 Formal written corrective action received within three months of the posting date 
may disqualify an employee from consideration.   

 The following is the internal job posting and hiring procedure: 

1. Complete the internal job application via the online recruiting program, 
which must have approval from the immediate leader and submitted to 
HR.  The online recruiting program can be found on the Employee Portal 
(https://portal.Envision Healthcare.net). 

2. HR will consult with the immediate leader to determine if current job 
performance has been, at a minimum, average in all categories, as 
evaluated on the Company's performance evaluation form.  If job 
performance is below standard in any category, the leader may not 
recommend the internal applicant for promotion or transfer. 

3. HR will screen all applicants to assess if the applicant has satisfied the 
minimum time, testing and performance requirements of the position.  
Those applicants who have not met the minimum requirements will then 
be notified by HR. 

4. After all the appropriate candidates have been interviewed, a decision will 
be made and all applicants will be notified by HR. 
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Training and Introductory Period 
 
All employees serve in a provisional training capacity at the beginning of their 
employment and assignment to a new position.  This is a particularly important time 
for both the new hire and the Company because it provides the opportunity for both to 
evaluate whether the Company fits into the new employee’s career goals, and it also 
provides the Company with an opportunity to assess the new employee’s performance. 
 
For more information, please contact the respective HR Professional regarding the 
length of time of the introductory period.   
 
In most cases, this training/introductory period will last for 6 months from your date of 
hire (Full Time) or 12 months (Part Time), and/or placement in a new assignment.  
However, it may be shortened or extended at the discretion of management.    
 
During this period, a leader may discuss  performance expectations.  A decision will be 
made, at the Company’s discretion, about granting regular employee status, extending 
the training/introduction period or terminating the employment relationship.  A 
successful completion of this training/introductory period does not result in any 
change in the at-will employment relationship with the Company.  
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Career Development and Opportunities  
 
Each member of the team plays a vital role in making sure every patient and customer 
contact is a positive one.  To help ensure this superior care, the Company provides 
employee training and education.  This training is an integral part of the success of the 
Company.  
 
The Company’s investment in grooming the future leaders of the company is evident in 
national training efforts, such as the Accelerated Development Program and LEAD 
University.  The Accelerated Development Program prepares high potential employees 
for future leadership roles through individualized growth planning and mentoring.  
LEAD University is a required curriculum for all leaders with skill and competency 
development in core leadership areas, such as team building, valuing diversity and 
establishing trust.  
 
Passport to Success, the Company’s national career development program, assists 
employees with their career development within ENVISION HEALTHCARE.  The 
Passport documents list the tasks that an eligible employee needs to complete and skills 
he or she needs to  learn in preparation for the chosen career path.  A mentor, someone 
accomplished in the career path, is provided to assist the employee in his or her efforts. 
 



 

 

 

Section 5 
 

Compensation and Benefits 
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Compensation Administration 
 
The Company recognizes that employees are the most valuable asset and important 
resource.  The Company wants to attract, develop and retain individuals whose 
contribution both on an individual and team basis will help the organization exceed its 
goals.  The salaries and benefits provided offer the opportunity to attract and retain 
talented people in addition to reinforcing desired performance.  Employees are the most 
important asset and their salaries and benefits represent a substantial portion of the 
Company’s expenses.  Effective management of the compensation program is critical to 
success and an important responsibility of each leader.   
 
 While there are national ranges established, compensation decisions will be driven by 
the local market and operating needs of the specific business unit or location.  At no 
time will an employee be paid above an established range without the approval of the 
ENVISION HEALTHCARE CEO. 
 
All proposed salary increases must be in accordance with the Company’s Salary 
Administration Guidelines and approved using the “one over one” methodology, 
which includes approval from the direct leader of the employee, one level of leadership 
above that leader, and the respective HR Professional.  At no time should any leader 
communicate salary increases until all levels of approval have been secured.  Increases 
at or above the range maximum may require additional approvals as outlined in the 
Company’s Salary Administration Guidelines. 

 
SALARY PROGRAM OBJECTIVES: 
The Company’s salary program is designed to provide leaders with tools to: 
 

 Attract, retain and motivate the high-quality employees needed to accomplish 
and exceed objectives. 

 Ensure the salary range for each position is competitive in the relevant labor 
market. 

 Facilitate internal equity while recognizing differences in position scope, 
complexity, accountability and other relevant factors. 

 Link each employee’s pay to his or her experience, education, performance, and 
contributions in the position. 

 Ensure employees are paid fairly and in a non-discriminatory manner. 
 Manage salary costs effectively. 
 Comply with applicable local, state and federal laws and regulations. 
 Effectively communicate salary information to employees. 
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The salary program is designed to promote consistency across the organization.  To 
accomplish this, all leaders will be responsible for the support and compliance of this 
program and all components of salary administration. 
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Paydays 
 
Employees are paid either weekly or once every two weeks, depending on work 
location.  If a regular payday occurs on a holiday, employees will be paid on the last 
working day prior to the regular payday. 
 
On each payday, a statement will be accessible to all employees on the ENVISION 
HEALTHCARE Employee Portal showing gross pay, deductions and net pay.  The 
statement is only accessible through the employee’s individual access under “My 
Portal”. 
 
Deductions, such as contributions for the health and welfare benefits, retirement plans, 
voluntary benefit plans and any other related benefits that may require a payroll 
deduction may be arranged through HR.  All other types of deductions should be 
coordinated through the Payroll Department. 
 
For convenience, direct deposit is offered for up to three (3) personal bank accounts.  
Direct deposit is both reliable and convenient and employees are encouraged to sign up 
for this service during the New Hire Orientation or anytime thereafter. 
 
If a paycheck is in error, or if there are any questions regarding pay rates or tax 
withholdings, advise a direct leader, who will contact the Payroll Department for 
clarifications.  Where possible errors will be corrected on the next regular pay check. 
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Time Records for Non-Exempt Employees 
 
Non-exempt employees may only work scheduled hours.  Any time worked outside of 
scheduled hours requires approval by a leader using a Time Exception Form or an 
approved Schedule Change Form.   
 
Employees are required to punch in at the start of each shift and punch out at the end of 
each shift using the IVR or time clock.  Employees are strictly prohibited from punching 
in or punching out for anyone other than themselves.  Employees are also required to 
punch in and out for all meal breaks taken where applicable (see Meals and Rest 
Periods policy).   
 
Falsification of time records is considered theft and will be grounds for immediate 
termination of employment. 
 
All overtime hours must be approved by the leader in charge in advance.   
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Overtime 
 
Overtime will be assigned in those situations where the leader in charge deems that the 
work is essential in order to meet established business needs, schedules or deadlines. 
Advance notice will be given to employees whenever possible; however, situations may 
arise that do not permit advance notification.  In such situations, the leader in charge 
will make every effort to notify the employees who need to work overtime as soon as 
possible.  Employees are expected to work out their overtime schedule with their 
immediate leaders.  The immediate leader must approve all employee requests for 
overtime in the department.   
 
Any time worked outside scheduled hours will need approval by the leader using a 
Time Exception Form or an approved Schedule Change Form by the end of the shift.  
Paid or unpaid absences are not considered as time actually worked for purposes of 
computing overtime compensation 

 
 
 
Any employee with extenuating circumstances who is unable to work the required 
hours of mandatory overtime must get a waiver of this requirement from the 
departmental leader.   
 
Exempt employees are not eligible to receive overtime compensation. 
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Wage Garnishments 
 
A garnishment is a court-ordered legal claim against the wages of an employee, made 
by a creditor for non-payment of debt.  The Company may be legally obligated to 
comply with such court orders by deducting the specified sum from an employee’s 
wage. 
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Health and Welfare Benefits 
 
The health and welfare of our employees is of paramount importance to the Company.   
 
As such the Company offers comprehensive health insurance packages to employees 
who satisfy the eligibility requirements.   
 
Employees will receive a personalized enrollment kit, which will outline plans, costs, 
effective dates and enrollment windows.  Most enrollments are handled via the online 
website at www.onlinebenefits4u.com.  It is employee’s responsibility to enroll online 
for all benefits. 

 
ELIGIBILITY:   
Full-time employees may be eligible to participate in the benefit plans the Company offers.   
 

Health benefits that may be offered include: 
 Medical insurance 
 Dental insurance 
 Life insurance  
 Accidental death and dismemberment insurance 
 Vision insurance  
 Long-term disability insurance 
 Short-term disability insurance 
 Employee Assistance Program (EAP) 
 Health and Dependent Care Flexible Spending Accounts (FSAs) 
 Other voluntary insurance 
 
The Company may also offer voluntary Insurance Plans (for example pet, legal, auto, 
home) in some locations.  
 
This brief description of the benefit plans is not meant to be a substitute for the plan 
documents, contracts, summary plan descriptions, etc.  Assistance is available from the 
Benefits Service Center at (888) 216-0899. 
 
The Company will not provide double coverage under any of the benefit plans to 
Company employees who are married to one another.  An employee may cover 
themselves or his or her spouse as an employee – the decision would be the employee’s.  
In addition, children may be covered under only one parent’s coverage.  In no case shall 
any employee or dependent have double coverage under the Company’s plans.  The 
aforementioned benefits are subject to termination or change at the Company’s sole 
discretion, with or without notice.  
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Qualified Life Event Change  
 
Normally, employees may only make changes to benefit elections during the annual open 
enrollment period.  This occurs once a year.  
 
Changes between enrollment periods may be allowed if employees experience a change in 
family status.  A qualifying life event is one that affects access to benefits for an employee 
and/or the employee’s dependents.  Federal law considers the following events to be 
examples of a qualified life event: 
 

 Marriage, divorce, or legal separation 

 Birth, adoption, or the start of legal guardianship of a child 

 A child marries, loses student status, or reaches the age limit  

 Death of a spouse or child 

 A court order to provide health coverage for employee’s child 

 Gain or loss of coverage due to a change in the employment or employment 
status of the employee, the spouse or the dependent(s) 

 A change in employee’s place of residence or work that impacts the choice of 
benefit plans 

 
Any change in coverage must be consistent with the reason that the change was permitted. 
An employee must supply documentation of the change within thirty-one (31) calendar 
days of the event.  The following are examples of documentation needed: 

 

 Marriage or divorce:  court certified marriage certificate or divorce decree 

 Employee or the spouse’s employment status changes:  Letter from previous or 
current employer reflecting date on which coverage will terminate 

 Employee acquire a new dependent: birth certificate or adoption papers issued 
by the state 

 
The above documentation must be presented to the Benefits Service Team after employee 
has completed the online enrollment.  The supporting documentation must be received 
within thirty-one (31) calendar days of the qualifying event date.  Coverage will be made 
effective on the first day of the month following the change except for addition of 
newborns, which will be effective on the date of birth provided proper documentation has 
been received. 
 

Should an employee experience a qualified life event change and would like to 
understand the potential impact to benefits, he/she should contact the Benefit Service 
Center for a complete review.
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Reinstatement of Benefits 
 
Employees who separate from the Company’s employment and are rehired within six (6) 
months after their separation date, and  full time employees who transfer to part time status 
and return to full-time status within a six (6) month period of the same plan year, may come 
back to the same or comparable health and welfare benefit elections, coverage and covered 
dependents as previously enrolled (within the same plan year only).  The reinstatement of 
benefits will occur on the first of the month following the return to full time status.  If an 
employee is rehired after more than six months of separation from the Company, he or she is 
treated as a new hire for purposes of benefits. 
 
Any Health Care Flexible Spending Account (FSA) election must be re-instated, making up 
for lost contributions, or it may not be resumed. 
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401(k) Plan 
 
The Company makes available a tax qualified retirement plan commonly referred to as a 
401(k) Plan.  Under this type of plan, employee contributions are made on a pre-tax basis. 
The contributions are payroll deductible and, since they are made on a pre-tax basis, 
reduce the employee’s taxable income. 
 
The purpose of the Plan is to provide employees with retirement income.  When an 
employee retires, he or she will be eligible to receive the value of all contributions and the 
vested employer match, plus accumulative investment growth on both. 
 
Employees who are full-time and eligible to participate in the Plan, will receive an 
enrollment kit that will be mailed directly to their home.  Part-time employees can confirm 
eligibility and/or request a packet by calling the Benefits Service Center at (888) 216-0899.  
Employees may contribute 1% - 40% of their salary on a pre-tax basis per pay period up to 
the annual dollar limit amount as defined by the Internal Revenue Service (IRS) for that 
tax year.  
Newly hired, full time non-represented employees eligible to participate in the plan will 
automatically be enrolled, after approximately 60 days, in the ENVISION HEALTHCARE 
401(k) Plan.  Employees must notify the 401(k) vendor if they would not like this 
automatic enrollment to occur. 
 
Pursuant to the Plan document, for each payroll period, for each eligible employee, the 
Company will make a matching contribution for the payroll period.  In all cases, please 
refer to the summary plan description or if represented by a union, refer to the applicable 
collective bargaining agreement for specific match details. 
 
Pursuant to the terms of the Plan document, the Company does not match Elective 
Contributions that are catch-up contributions (contributions in excess of the annual 401(k) 
annual limits that can be made by participants who are at least age 50). 

 
While an active employee of the Company, an employee may take in-service withdrawals 
if he or she has reached the age of 59 ½, have a qualifying financial hardship, or take a loan 
on his or her 401(k) account.  Employees cannot take an in-service distribution due to a 
change in status (such as becoming a part-time employee).  All eligible employees are able 
to make a rollover contribution from other eligible, qualified plans or IRA’s into the 401(k) 
plan.  Please refer to the Summary Plan Description for more details.  In all cases, the 
terms of the Plan document shall control. 
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Employee Referral Program 
 
The Company works hard to recruit and hire the best-qualified individuals for job 
openings.  For this reason, the company may establish an Employee Referral Program to 
encourage employees to refer qualified applicants for employment. 
 
Part of a leader’s role is to actively help recruit new employees to the Company, 
therefore, leaders and above are not eligible to participate in any Employee Referral 
Program. 
 
Please refer to the respective HR Professional for more information.  
 
The company may pay an incentive for each successfully referred regular full-time 
employee.  On occasion, special programs may be developed for critical recruitment 
situations. 
 
The Senior Vice President of HR approves such programs and makes any 
determinations. 
 

 



 

Employee Handbook   5.11 Employee Assistance Program   

Revised/Effective: October 2011 

Employee Assistance Program (EAP) 
 
An employee’s health and sense of well being directly affect personal and professional 
development.  It is for precisely this reason that the Company takes a special interest in 
each of our employees. 
  
Occasionally, personal problems arise or incidents occur which can interfere with one’s 
ability to perform his or her job.  The Employee Assistance Program (EAP) is a resource 
to help employees and their eligible dependents deal with personal problems that may 
be affecting their lives.  EAP provides confidential counseling through outside 
professionals to assist in resolving personal problems. 
 
The issues below are a brief representation of the problems EAP can provide help in 
resolving: 
 
 Alcohol abuse 
 Prescription drug abuse 
 Behavioral problems 
 Illegal substance abuse 
 Marital problems 
 Mourning and grieving 
 Crises – assault, rape, etc. 
 Traumatic incident 
 Stress 
 Financial problems 
 Legal problems 

 
MANAGEMENT REFERRAL: 
If work performance declines or if on-the-job incidents indicate a personal problem, a 
leader may require accessing the EAP on a management referral. 
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Exempt Paid Time Off (PTO) 
 
The PTO policy is designed to allow, depending on years of service, multiple days of 
paid time off for vacation, illness, personal days and other short-term absences in line 
with other Company policies. 
 
As a healthcare provider, the Company values and recognizes the importance of the 
health and well-being of all employees.  As such, employees are encouraged to use PTO 
to help maintain a balanced life. 
 
ELIGIBILITY: 
A full-time, exempt employee will accrue PTO on a per-pay-period basis per the matrix 
listed below.  Part time employees will not accrue PTO or other leave time, unless 
required by applicable state or local law.  PTO starts accruing with the first paycheck.  
The matrix is based on an eight (8) hour workday. 

 
EXEMPT BIWEEKLY PTO ACCRUAL TABLE: 

 
Tenure Biweekly PTO 

Accrual 
Days Off Annualiz

ed PTO 
Hours 

PTO Accrual Maximum 
When Bank Stops 

Accruing  

Start date to 4 
Years 

4.93 Hours 16 128 288 

More than 4 to 10 
Years 

6.47 Hours 21 168 288 

More than 10 
Years 

8.00 Hours 26 208 288 

 
USAGE: 
To request PTO a Paid Time Off form must be used.  Requests for PTO should be 
submitted to the immediate leader at least 30 days prior to the date requested or as soon 
as possible.  The direct leader must approve all PTO requests in advance.  The 
Company will attempt to accommodate requests; however, consideration will be given 
based on the operational needs, open positions, etc.  
 
PTO must be taken and will be paid in whole shift (day) increments.  For example, an 8-
hour exempt employee must use PTO in eight (8) hour increments, a 12-hour shift 
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exempt employee must use PTO in twelve (12) hour increments and a 24-hour shift 
exempt employee must use PTO in twenty four (24) hour increments.  
 
PTO may be taken in 1/2 shift (day) increments with the approval of the respective 
department leader.  
 
Exempt professionals are not permitted to go into a negative balance.  Respective 
processors of PTO requests must validate the availability of a positive PTO balance and 
have an approved PTO Request form. 
 
CASHING OUT PTO: 
Cash outs for exempt professionals are generally not permitted.  Only in very rare and 
extreme circumstances will cash-outs be considered by the Company SVP/HR. 
 

CHANGING STATUS: 
Part-time employees who change status to full-time exempt status will begin to accrue 
PTO on a per-pay-period basis commencing on the effective date of the status change.  
Full-time employees who change status to part-time may continue to use any 
previously accrued PTO, even though they will not continue to accrue PTO.  PTO hours 
will be converted based on the current dollar value of the PTO bank. 
   
Exempt employees who change department or to full-time non-exempt status will be 
paid their PTO balance, less eighty (80) hours at the time of conversion, then will begin 
to accrue at the applicable plan rate. 
 
LOCATION TRANSFER: 
In the event of a transfer to another Company location, the employee may carry over up 
to ten (10) shifts of PTO.  Any accrued PTO above ten (10) shifts will be cashed out and 
paid by the residing location prior to the transfer.  The PTO balance will be recorded on 
the PTO form indicating the cashed out amount and the transferred balance. 
 
ACCRUAL MAXIMUMS: 
Once the PTO bank reaches the maximum as indicated on the previous accrual tables, 
no further PTO will accrue until the bank falls within the prescribed limits. 
 
REHIRED EMPLOYEES: 
If rehired by the Company within six (6) months of the date of termination, the rehired 
employee will accrue PTO at the same tenure as if he or she never left.  If rehired after 
six (6) months, all PTO tenure will be lost. 
 
LEAVES OF ABSENCE: 
Employees who are away from work on an approved leave of absence will continue to 
add service time, but will not accrue any PTO hours while they are on leave.   
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TERMINATION: 
Once an employee terminates from the Company, the balance of accrued, unused PTO 
will be paid out on the final paycheck. 
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Non-Exempt Paid Time-Off (PTO) 

 
The PTO policy is designed to allow, depending upon years of service, multiple weeks 
of paid time off for vacation, off-the-job injury, personal leave days, illnesses, and other 
short-term absences in line with other Company policies.  
 
As a healthcare provider, the Company values and recognizes the importance of the 
health and well-being of all employees.  The organization urges employees to utilize 
their PTO in the year it is earned.  
 
For additional information, contact the HR Department. 
 
ELIGIBILITY:  
A full-time, non-exempt employee will accrue PTO on a per pay period basis per the 
matrix below.  Part time employees will not accrue PTO or other leave time, unless 
required by applicable state or local law.  The below table is based on an eight (8) hour 
workday and “days off” is the denominator.  
 

NON-EXEMPT BIWEEKLY PTO ACCRUAL TABLE: 
 

Tenure Biweekly 
PTO Accrual 

Days 
Off 

Annualized 
PTO Hours 

PTO Accrual 
Maximum When 

Bank Stops Accruing  

Start date to 5 Years 4.93 Hours 16 128 208 

More than 5 to 10 
Years 

6.47 Hours 21 168 248 

More than 10 Years 8.00 Hours 26 208 288 

  
USAGE:   
Employees must request PTO using the Paid Time Off form and submit the request to 
their immediate leader at least thirty (30) days in advance or as soon as possible.  The 
company will attempt to accommodate the employee’s request; however, consideration 
will be given based on operational needs, open positions, etc.  PTO may not be taken if 
it has not been accrued.  If the PTO request is to cover a “call in sick” day, the request 
must be submitted immediately upon the employees return. 
 
Available PTO must be used before time off without pay is used.  The exception is with 
formal leaves of absence (see Leaves of Absence Policy) where PTO will not be 
required. 
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CASHING OUT PTO/CARRYING OVER/ACCRUAL MAXIMUMS:  
Hourly and non-exempt employees may cash out two times annually per calendar year 
up to a combined total of ten (10) shifts of unused, accrued PTO.  Unused PTO not 
cashed out may be carried over to the next calendar year up to the maximum accrual 
amount on table.  
 
A PTO cash-out must be requested on a Paid Time Off Request form at least thirty (30) 
days in advance and approved by the appropriate management personnel.  PTO cash-
outs will be paid at the employee's current straight time rate of pay and will be received 
in the following pay period. 
 
The maximum accrual that the PTO bank may reach is the combination of the current 
annual PTO accrual plus ten (10) shifts.  Once the PTO bank reaches the maximum 
allowed, no further PTO will accrue until the bank falls within the prescribed limits.  
 
LOCATION TRANSFERS:  
In the event an employee transfers to another company location, the employee may 
carry over up to eighty (80) hours of PTO (based on residing location prior to the 
transfer).  Any additional hours above eighty (80) will be cashed out and paid by the 
residing location prior to the transfer (based on most recent rate of pay at residing 
location prior to the transfer).  The PTO bank will be recorded on the Paid Time Off 
form indicating the cashed out amount and the transferred balance. 
 
CHANGING STATUS/SHIFTS:  
Part-time employees who change status to full-time non-exempt will begin to accrue 
PTO on a per-pay-period basis.  Full-time employees who change status to part-time, 
may continue to use any previously accrued PTO, even though they will not continue to 
accrue PTO.  The PTO conversion will be calculated in dollars.  For the part-time or 
non-exempt employees changing status to exempt, the employee will be paid their PTO 
balance, less eighty (80) hours at the time of conversion, then will begin to accrue at the 
Exempt Plan rate. 
 
REHIRED EMPLOYEES:  
For computing PTO eligibility, employees who have been rehired within six (6) months 
of their termination date will be allowed to retain their length of service excluding their 
period of unemployment.  Employees who are rehired after six (6) months following 
their termination date will have forfeited any previous length of service and will begin 
accruing length of service time as any newly hired employee. 
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Inclement Weather Policy 
 
The  success of the Company’s business depends upon delivering high quality service 
to the customers.  To meet these high standards, the Company’s objective is to have our 
offices open for service for all hours normally worked, even when there are difficult 
weather conditions. 
 
Senior management will be responsible for monitoring conditions and deciding on 
work schedule changes with respect to late arrivals, departures, and/or office closures.  

Departmental leaders will communicate any change of opening or closing hours.  Any 
messages regarding a weather-related change in work hours will be recorded in the 
Company voice mailbox.   

In the event of inclement weather when the office remains open, an employee who 
cannot be present for his or her work schedule is encouraged to make up any missed 
time within the same pay week.  If this is not possible, an employee may take 
accumulated PTO time.  During school closures, it is not acceptable to bring children to 
work.   
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Voting 
 
Voting is both an important responsibility and a privilege that citizens all share.  The 
Company strongly encourages our employees to exercise their voting rights in all local, 
state and federal elections. 
 
Under most circumstances, it is possible for employees to vote either before or after 
work. Employees are encouraged to use the time before work or after work for voting.   
If it is necessary for an employee to arrive late or leave work to vote in any election, 
arrangements must be made with the respective leader no later than two (2) days prior 
to Election Day.   
 
Some states and localities have laws regarding time off for voting and the Company 
will comply with any such state or local laws.  Please see the local HR Professional for 
more information.
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Embracing Diversity Day 

 
An organization – and a profession – committed to the preservation and betterment of 
human life, can only be truly effective when the philosophies that have led it to this 
path are those which guide it through each day. 
 
The Company will maintain its unequivocal commitment to and support of equal 
employment opportunity for all individuals that is free in all aspects from 
discrimination based on gender, race, color, religion, national origin, ancestry, age, 
physical or mental disability, medical condition, pregnancy, sexual orientation, marital 
status, retaliation and any other protected status in accordance with all applicable 
federal, state and local laws. 
 
The Company’s commitment to the highest quality of service must parallel its 
commitment to the communities it serves.  Dedication to patient care must be mirrored 
by dedication to people care.  The Company must stand for what is right and for what it 
believes in it.  
 
Together, the team must all grasp the importance of accepting those who are different 
from themselves.  The Company is proud to demonstrate a strong commitment to the 
simple belief of all sharing the world. 
 
The Company’s commitment to equality, understanding and acceptance will be the 
foundation and philosophy of Embracing Diversity Day.  Embracing Diversity Day will 
be observed by the Company as a paid holiday, to be celebrated on the third Monday of 
every February.  
 
This holiday, which is specific to the Company, will serve as a memorial to Dr. Martin 
Luther King Jr., U.S. Presidents, and all who have fought to make the world more 
sensitive and open to diversity and equality. 
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Holidays 
 
This holiday schedule acknowledges and supports the need to take time off work to 
celebrate traditional and significant events with friends and family.   
 
Please contact the respective HR Professional for more information regarding the 
specific holidays for other locations.   
 
The Company proudly provides the following paid holidays each year:   

 
New Years Day 
Embracing Diversity Day (3rd Monday in February) 
Memorial Day 
Independence Day 
Labor Day 
Thanksgiving Day 
Day after Thanksgiving  
Christmas Day 

 
ENVISION HEALTHCARE Employees functioning in AMR or EmCare locations other then 
the NRC will follow the holiday schedule and policy of that location. 
 
For the purposes of determining policy applicability, field employees are defined as 
those employees performing clinical, patient contact duties.  All other employees are 
considered non-field employees including office, communications, billing, fleet services, 
support, and maintenance staff. 

 
Full-time and part-time field employees are eligible for holiday pay from the first day of 
part-time or full-time employment.  Field employees must work the holiday in order to 
be eligible for holiday pay.  Temporary field employees are not eligible for holiday pay. 
 
Full-time non-field employees are eligible for holiday pay from the first day of full-time 
employment.  Non-field employees must work their entire shift on the last scheduled 
day before a holiday and the first scheduled working day following the holiday in order 
to be eligible for holiday pay, unless time off on these days has been approved with 
pay.  When a recognized holiday falls on a Saturday, it will be observed on the Friday 
before the holiday.  Recognized holidays that fall on a Sunday will be observed on the 
following Monday.  Part-time and temporary non-field employees are not eligible for 
holiday pay. 
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Non-exempt employees who work holidays will be paid a holiday premium rate equal 
to one-half the employee’s base hourly rate in addition to his or her regular 
compensation.  Holiday compensation will be paid to all non-exempt employees who 
work on a holiday between 0000.00 and 2359.59 hours for any hours worked on the 
holiday.  No non-exempt employee will be paid greater than two times (2x) his or her 
regular base hourly wage under any circumstances. 
 
Employees are not permitted to accumulate holiday pay and, therefore, are expected to 
take the holiday when it occurs. 
 
Employees may take religious holidays that are not designated as Company holidays 
either through accumulated PTO or without pay if PTO is not available.   Approval in 
advance must be obtained from the employee’s leader. 
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Leaves of Absence 
 
In emergencies and under certain other conditions, provisions are made to protect the 
continuous service rights of eligible employees who have successfully completed their 
training and introduction period, and who must, for some period, stop working.  Each 
situation is evaluated on an individual basis and on its merits.  Further, all eligible 
leaves will run concurrently rather than taken one after the other (for example, if 
qualified for a FMLA LOA, the Company will also run DLOA and PLOA at same time).  
Authorized leaves of absences (LOAs) include: Family and Medical Leave, Disability 
Leave, Workers’ Compensation Leave, Military Leave, Jury Duty Leave, and Personal 
Leave. 
 
Employees represented by a collective bargaining agreement are not automatically 
eligible for the following leaves and are subject to the terms, conditions and leaves 
outlined in their respective collective bargaining agreement. 
 
The following leaves of absences do not supersede any provision of an applicable 
federal, state or local law regarding leave time or absence from work.   Employers are 
required to apply provisions of state leave laws if they are more generous to the 
employee requesting the leave.  Some states have additional leaves covering employees 
(ie. California CFRA/PDL/KinCare) and the Company will comply with all such state 
or local laws.  For more information on this important benefit, contact the HR 
Department. 
 
If an employee has been on an extended non FMLA leave of absence (LOA) during the 
performance period (generally, in excess of thirty days), the employee’s merit increase should be 
pro-rated to reflect only time actively at work.  No pro-ration will occur for employees 
on an approved FMLA. 
 

Medical Leaves of Absence 
 

Family and Medical Leave of Absence (FMLA)  
 
The Family and Medical Leave Act of 1993, as amended (FMLA), entitles eligible 
employees to take up to 12 weeks of unpaid, job-protected leave in any rolling 12-
month period for specified family and medical reasons, or up to 26 weeks for certain 
military-related medical reasons.  The Company calculates FMLA leave on a rolling 
backward method, which means that an employee’s 12-month period is measured 
backward from the date any FMLA leave is used.  
 
There are four types of leaves covered under FMLA including for general leave 
conditions, military caregivers, exigency, and intermittent.  Each is described below. 
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Employee Eligibility 
 
Employees are eligible if they have: 

1. Worked for a covered employer;  
2. Worked for the employer for a total of 12 months in the past 7 years (longer if the 

break was the result of certain military service);  
3. Worked at least 1,250 hours during the 12 months immediately preceding the 

leave (provided the employee meets all eligibility requirements, he or she may 
qualify for FMLA if they worked 1,250 hours in less then 12 months); and; 

4. Work at a Company location in the United States (or in any territory or 
possession of the Unites States) where at least 50 employees are employed by the 
Company within 75 miles. 

 
Part-time employees are also eligible for FMLA leave; however, they must meet the 
1,250-hour requirement (approximately 24 hours per week, on average).  An eligible 
part-time employee is entitled to 12 workweeks of leave based on his or her normally-
scheduled hours, with intermittent leave determined on a proportional basis by 
comparing the adjusted schedule pursuant to FMLA to the normal work schedule.  
 
General Leave Entitlement 
 
Pursuant to the FMLA, the Company will grant an eligible employee up to a total of 12 
workweeks of unpaid leave during the rolling 12-month period for one or more of the 
following reasons: 
 

 For the birth and care of a newborn child of the employee; 

 For placement with the employee of a son or daughter for adoption or foster 
care; 

 To care for an immediate family member (spouse, child or parent) with a serious 
health condition;  

 To take medical leave when the employee is unable to work because of his or her 
own serious health condition. 
 

Military Caregiver Leave Entitlement 
 
Pursuant to the FMLA, the Company will grant up to a total of 26 workweeks of unpaid 
leave in a single 12-month period to care for a family member with serious injuries or 
illnesses incurred in military duty.   During any 12-month period, however, an 
employee is entitled to a maximum of 26 weeks’ leave, even if he or she is eligible for 
both Military Caregiver Leave and the General Leave entitlement under FMLA. 
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The "serious injury or illness" definition is different for Military Caregiver Leave and is 
defined as any of the following: 
 

 An injury or illness incurred by the covered service member in the line of duty on 
active duty in the Armed Forces, that may render the member medically unfit to 
perform the duties of the member's office, grade, rank or rating.   

 

 To care for a covered service member with a serious injury or illness incurred in the 
line of duty on active duty for which the service member is:  

(1) undergoing medical treatment, recuperation or therapy,  

(2) otherwise in outpatient status; or (3) otherwise on the temporary 
disability retired list. 

 
Military Caregiver Leave is available to immediate family members of the military 
service member and to “next of kin” of the military service member.  “Next of kin” 
means the nearest blood relative to the military service member and can include 
siblings, grandparents, aunts, uncles and cousins.  “Immediate family members” 
include parents, parental in-laws, children and step children. 
 
The "single 12-month period" for Military Caregiver Leave begins on the first day an 
employee takes Military Caregiver Leave and ends 12 months after that date.  Once an 
employee begins taking leave to care for a covered service member with a particular 
serious injury or illness, he or she may take up to 26 workweeks of leave during the 12 
consecutive months following the first date leave is taken.  If an employee does not use 
his or her entire entitlement during this "single 12-month period,” the remaining 
workweeks of leave are forfeited. 
  
For Military Caregiver Leave that also qualifies as leave taken to care for a family 
member with a serious health condition, employers are required to designate such leave 
as Military Caregiver Leave first.   
 
As with other types of FMLA leave, the Company will require that a health care 
provider completes an appropriate certification of the need for Military Caregiver 
Leave.   
 
Qualifying Exigency Leave Entitlement 
 
Pursuant to the FMLA, the Company will grant an employee up to 12 workweeks of 
unpaid leave during the rolling 12-month period to handle various non-medical 
exigencies arising out of the fact that an employee’s  spouse, son, daughter or parent is 
on active military duty, or is on call to active duty status (including stepchildren and 
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parental in-laws).  There are eight (8) types of “qualifying exigencies” which may 
qualify for this type of FMLA leave: 
 

 Short-notice deployment: leave to address any issue that arises from an impending 
call or order to active duty in support of a contingency operation seven days or 
less prior to the date of deployment (available only for a 7-day period after the 
date of notice of deployment); 

 Military events and related activities: leave to attend any military ceremony, 
program, or event related to the active duty or call to active duty status or to 
attend certain family support or assistance programs and informational briefings; 

 Childcare and school activities: leave to arrange or provide for childcare or school-
related activities; 

 Financial and legal arrangements: leave to make or update various financial or legal 
arrangements relating to the call to active duty; 

 Counseling: leave to attend counseling (by someone other than a health care 
provider) when necessary as a result of the active duty or call to active duty 
status; 

 Rest and recuperation: leave to spend time with a covered military member who is 
on short-term, temporary, rest-and-recuperation leave during the period of 
deployment (up to five days); 

 Post-deployment activities: leave to attend arrival ceremonies (including funeral or 
memorial services), reintegration briefings and events, and any other official 
ceremony or program sponsored by the military for a period of 90 days 
following active duty status; and 

 Additional activities: leave to address other events arising from military duty 
agreed upon between employer and employee. 

 
The Company will require that when requesting this type of FMLA leave an employee 
provides a copy of the covered military member’s active duty orders or other military 
documentation to support the qualifying exigency.  As with other types of FMLA leave, 
the Company will also require an appropriate certification setting forth the various 
details of such leave.   
 
Intermittent FMLA Leave 
 
Intermittent FMLA Leave is leave taken in increments due to an illness or injury, rather 
than in one continuous period of time.  This may include FMLA leave taken on a 
reduced leave schedule, which means a leave schedule that reduces the hours an 
employee works in a workweek or work day.  
 
To qualify for intermittent leave, the need must be medically necessary because of a 
serious health condition.  For intermittent FMLA, after the time period in an employee’s 
original certification has expired and in certain other circumstances, the Company will 
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require that recertification is provided from the health care provider every 30 days, 
certifying that the employee still needs to take leave on an intermittent basis 
 
Intermittent FMLA Leave can be used to attend appointments with a healthcare 
provider for necessary treatment of the employee’s own serious health condition or that 
of a qualifying family member. 
 
If intermittent leave is foreseeable, based upon planned medical treatment, an employee 
must provide their immediate direct leader and their local HR Professional with at least 
30 days’ prior notice. If the intermittent leave is not foreseeable, an employee must give 
notice of the need for leave as soon as possible. 
 
When using this type of leave, employees are required to attempt to schedule their 
leave so as not to disrupt the normal business of their respective operations or 
department.   
 
Definition of “Serious Health Condition” 
 
A serious health condition for purposes of FMLA leave means an illness, injury, 
impairment, or physical or mental condition that involves either: 
 

 Any period of incapacity or treatment connected with inpatient care (i.e., an 
overnight stay) in a hospital, hospice, or residential medical care facility, and any 
period of incapacity or subsequent treatment in connection with such inpatient 
care;  

 Continuing treatment by a health care provider that includes any period of 
incapacity (i.e., inability to work, attend school or perform other regular daily 
activities) due to any of the following: 

 
(1) A health condition (including treatment for, or recovery from, the 

health condition) lasting more than three consecutive days, and any 
subsequent treatment or period of incapacity relating to the same 
condition, that also includes: 

 

 Treatment two or more times within 30 days of the incapacity 
by or under the supervision of a health care provider; or 

 One treatment by a health care provider with a continuing 
regimen of treatment. 

 
(2) Pregnancy or prenatal care.  A visit to the health care provider is not 

necessary for each absence.   
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(3) A chronic serious health condition that continues over an extended 
period of time, requires periodic visits to a health care provider, and 
may involve occasional episodes of incapacity (e.g., asthma, diabetes).  
A visit to the health care provider is not necessary for each absence.   

 
(4) A permanent or long-term health condition for which treatment may 

not be effective (e.g., Alzheimer’s, terminal cancer, a severe stroke).  
Only supervision by a health care provider is required, not active 
treatment. 

 
(5) Any absences to receive multiple treatments for restorative surgery or 

for a condition that would likely result in a period of incapacity of 
more than three consecutive days if not treated (e.g. chemotherapy, 
radiation, dialysis, etc.) 

 
Notice and Certification Requirements 

 
If the need for FMLA is foreseeable, then the Company requires a 30-day advance 
written notice to the direct leader and the HR Professional  assigned to an employee’s 
area, requesting FMLA leave.  If leave is unforeseeable, an employee  must give notice 
of the need “as soon as practicable” (meaning within such reasonable time frame as is 
established in an employer’s usual and customary leave and absence notification 
policies).  Failure to provide timely notice allows the Company to count any absences 
during the delay as non-FMLA absences and apply the Company’s attendance policy to 
those absences.  The notice form can be obtained from the local HR Professional.  The 
request must include the following: 
 

 The reason for the leave; 
 The anticipated start date of the leave; and 
 The expected length of time of the leave.  
 

An employee should also schedule a meeting with his or her local HR Professional to 
discuss the details of his or her leave, including benefits during the leave.   

 
1. If the need for leave is due to an employee’s own serious health condition or that 

of an immediate family member, then the Company requires that the employee 
provide a medical certification completed by their health care provider.  Medical 
certification forms can be obtained from the local HR Professional.  For non-
Military Caregiver Leave, the Company may also require obtaining a second or 
third medical opinion (at the Company’s expense) and that periodic 
recertification is provided.  The Company may also require an employee to 
provide periodic reports during their FMLA leave regarding their status and 
intent to return to work.   
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2. If an employee has taken FMLA leave for his or her serious health condition, the 

Company may require that, upon return from leave, a fitness-for-duty report is 
provided from the primary care physician or treating physician, stating that  the 
employee is able to return to work.  The Company may also require that an 
employee submits to a Physical Agility Test, where applicable. 

 
The Company will delay or deny FMLA leave if an employee fails to comply with any 
aspect of the Company’s notice and procedural requirements absent unusual 
circumstances.  

 
Return from FMLA Leave 
  
Upon return from FMLA leave, the employee will be reinstated in either his or her 
former position or an equivalent position with equivalent pay, benefits, and other terms 
and conditions of employment.   
 
In addition, any use of FMLA leave will not result in the loss of any employment benefit 
that an employee earned or were entitled to before using FMLA leave.  In addition, 
FMLA leave will not be counted against an employee for purposes of the Company’s 
attendance and punctuality policies.   

 
Disability Leave of Absence (DLOA) 

 
An eligible employee is one who is classified as a Full Time Employee and has 
completed ninety (90) consecutive days of full-time employment with the Company.   
 
This leave is for disability arising from an employee’s own serious health condition.  A 
DLOA runs concurrent to a qualified FMLA LOA, PLOA, and/or any other qualified 
LOA.  An employee must submit a written request for a DLOA along with written 
certification of the leave by his or her treating physician to their immediate leader prior 
to their leave.  After approval of DLOA, an employee must provide physician 
certification every thirty (30) days during the DLOA to their direct leader and to HR.    
 
If granted DLOA, the Company will make efforts to hold an employee’s position open 
for the period of the approved leave.  If all FMLA leave time has been exhausted, the 
Company cannot guarantee that an employee will be returned to his or her position 
upon the expiration of their DLOA.  If the former position is unavailable,  employment 
will terminate as of the last day of the DLOA, subject to the provisions of applicable 
state or federal law.   
 
Length of Leave 
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The maximum time period for a DLOA, which is unpaid, will be no more than any 
twelve (12) calendar months in any rolling eighteen (18) month period from the onset of 
the leave.  If an employee fails to return to work at the expiration of the authorized 
leave, they may be terminated, subject to any applicable federal or state law. 

 
Workers’ Compensation Leave of Absence (WCLOA) 

 
If an employee suffers a workplace injury or illness, they may be eligible for a Workers’ 
Compensation Leave of Absence (WCLOA).  A WCLOA will run concurrent with any 
other qualified LOA.   
 
Length of Leave: The maximum time period for an unpaid WCLOA will be no more 
than twelve consecutive (12) months from the onset of the leave, subject to applicable 
state and federal law.  If an employee fails to return to work at the expiration of the 
authorized leave, he or she may be terminated. 
 
If an employee has been terminated due to expiration of a WCLOA, they are welcome 
to apply for the next advertised opening in their original job classification.  The 
Company does not guarantee re- employment to any individual. 
 
Because of this certification, an employee may no longer qualify for payments from the 
workers’ compensation benefit plan.  Transitional duty (also known as “modified duty” 
or “light duty”) is only available to those employees who have suffered a covered 
workers’ compensation injury or illness and will not be offered to any other employee, 
subject to any applicable federal, state or local law.  Employees should refer to 
Transitional Work Assignment Policy in the Health, Safety and Risk Management 
Program Manual for more details.   
 
If an employee has taken a WCLOA, upon his or her return from leave they may be 
asked to provide a fitness-for-duty report from their healthcare provider stating that 
they are able to return to work and submit to a Physical Agility Test where applicable. 



 

Employee Handbook   6.7 Leaves of Absence   

Revised/Effective: October 2011 

Additional Leaves of Absence 
 

Military Leave of Absence (MLOA) 
 

The Uniformed Services Employment and Reemployment Rights Act (USERRA), 
prohibits discrimination against persons because of their service in the Armed Forces 
Reserve, the National Guard, or other uniformed services.  USERRA prohibits an 
employer from denying any benefit of employment based on an individual’s 
membership, application for membership, performance of service, application for 
service, or obligation for service in the uniformed services.  USERRA also protects the 
right of veterans, reservists, National Guard members, and certain other members of the 
uniformed services to reclaim their civilian employment after being absent due to 
military service or training. 
 
Eligible military service includes performance of a duty on a voluntary or involuntary 
basis in a uniformed service, including active duty, active duty for training, initial active 
duty for training, inactive duty training, full-time National Guard duty, and a period of 
time for which an employee is absent to determine fitness for duty. 
 
Any employee who enters the uniformed services of the United States will be granted a 
MLOA.  To qualify for return from the MLOA, the employee  must have: 
 

 Given the Company’s respective HR Professional written or verbal notice in 
advance of service, unless the giving of notice is precluded by military necessity;  

 

 A cumulative length of absence, including any previous military absence while 
employed by the Company, which does not exceed five years; and 

 

 Applied for the return from MLOA with the Company’s respective HR 
Professional according to these guidelines and submitted to the Company’s 
respective HR Professional the required Company documentation: 

 

Length of Period of Military Service Reapply No Later Than 

Less than 31 days Next regular work day after completion of 
service and time to travel from place of 
service to residence, plus eight hours. 

More than 30 days, but less than 181 days Fourteen days after completion of service. 

More than 180 days Ninety days after completion of service. 

 
Upon return from MLOA and in consultation with the Company HR Professional and a 
member of the Company’s Legal Department, he or she will be placed in the position 
the employee would have attained were it not for the break in employment, unless the 
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employee is  not qualified to perform that job and cannot be trained through reasonable 
efforts of the Company.  If not so qualified, the employee will be placed in the position 
he or she held when the military leave commenced, or a position of like seniority, status 
and pay.  If a disability incurred during or aggravated by military service prevents the 
employee from performing the job he or she would have held were it not for the break 
in service, despite the Company’s efforts at reasonable accommodation of the disability, 
the employee will be placed in a position of like seniority, status and pay, if one is 
available.  If no such position is available, the employee will be placed in a job that is 
the nearest approximation of like seniority, status and pay. 
 
In the event of a dishonorable discharge from military service and in accordance with 
the Company’s Self Disclosure Policy, the reasons for such discharge will be evaluated 
to determine the employee’s employment status with the Company.  
 
Military leaves are unpaid, but an employee may use accrued PTO/vacation pay 
during the absence.  Upon return from the MLOA, any break in employment due to 
military service will not be treated as a break in service for purposes of determining 
forfeiture of accrued benefits and accrual of benefits under any retirement plan. 

 
 Jury and Civic Duty Leave of Absence 

 
In the event an employee is called for jury duty or other civic duty (such as to appear in 
court in response to a valid subpoena), he or she must notify their direct leader 
immediately upon receipt of such notice.  For those days that an employee must serve 
on jury duty, which were regularly scheduled work days, he or she will be paid their 
regular base pay, on an hour-for-hour basis, for each hour spent on jury duty.  
Employees will be required to submit proof of service to their respective HR 
Professional.  Employees shall be required to work when they are not required to be in 
court. 
 
The Company will pay for up to ten (10) days of jury duty per calendar year less any 
jury duty pay.  Jury duty beyond this time is without pay from the Company.  Overtime 
pay is not compensable during this type of leave.  Temporary personnel are excluded 
from receiving any paid time off for a jury leave. 
 
Some states and localities have laws regarding time off for jury duty and other civic 
duty, and the Company will comply with any such state or local laws.  Please see a HR 
Professional for more information.
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Personal Leave of Absence (PLOA) 

 
If ineligible for any of the leaves described in this handbook, an employee may request 
an unpaid Personal Leave of Absence (PLOA).  A PLOA cannot exceed 90 days in a 
rolling 12-month period.  An eligible employee is one who is classified as a Full Time 

Employee and has completed ninety (90) consecutive days of full-time employment 
with the Company.   
 
Personal leave may be granted due to special circumstances as determined on an 
individual basis by the employee’s department head and their HR Professional.  
Personal leave may be granted at the sole discretion of the Company.  If an employee is 
granted PLOA, efforts will be made to hold his or her position open for the period of 
the approved leave.  However, the Company cannot guarantee that an employee will be 
returned to their position either before or upon the expiration of the leave.  If an 
employee’s former position is unavailable, their employment will terminate as of the 
last day of their PLOA, subject to the provisions of applicable state and Federal law. 
 
The Miscellaneous Leave of Absence form can be obtained from a HR Professional, the 
immediate direct leader, or from the ENVISION HEALTHCARE Employee Portal.  
 

 

Organ Donor Leave of Absence (ODLOA) 
 
California lawmakers have created a new leave entitlement for employees who 
volunteer to donate an organ or bone marrow. This law is in effect for all California 
employers with fifteen (15) or more employees.  Consistent with this law, ENVISION 
HEALTHCARE has created an Organ Donor Leave of Absence (ODLOA) applicable 
only to California employees. 
 
Employee Eligibility 
 
ODLOA is available to all eligible full-time and part-time employees who have 
completed ninety (90) days of employment prior to the commencement of ODLOA and 
provide written verification that they are organ or bone marrow donors and there is a 
medical necessity for the donation. 
 
General Leave Entitlement 
 

 An employee may request  a paid leave of absence not exceeding a combined 
total of thirty (30) calendar days in a rolling twelve (12) month period when 
donating an organ to another person (See Coordination of PTO/Vacation/Sick Time 
section below for more information).   
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 An employee may request a paid leave of absence not exceeding a combined 
total of five (5) calendar days in a rolling twelve (12) month period when 
donating bone marrow to another person (See Coordination of PTO/Vacation/Sick 
Time section below for more information).   

 
Notice and Certification Requirements 
 
If the donation is foreseeable, the Company requires a 30-day advance written notice to 
an employee’s respective leader or Human Resources (HR) professional.  The employee 
must complete the Organ or Bone Marrow Donor Leave Request Form prior to the leave 
commencing.  The employee must also provide written verification by having their 
health care provider complete the: Organ or Bone Marrow Leave Physician Certification 
Form within seven (7) days of requesting ODLOA. 
 
ODLOA may not be used for any preliminary tests conducted for “potential” donors.  
Leave may be used only when the employee has been identified as a viable donor.  
 
Limits on Frequency of Use of Organ Donor Leave of Absence 
 
ODLOA is limited to a maximum of thirty (30) days in a rolling twelve (12) month 
period for organ donation and a maximum of five (5) days in a rolling twelve (12) 
month period for bone marrow donation.  The Company utilizes the rolling backward 
method, which means that the 12-month period is measured backward from the date an 
employee uses ODLOA leave for organ and/or bone marrow donation. 
 
Return from ODLOA  
 
Prior to returning to work, an employee must provide a health care provider release in 
order to return to work. 
 
Upon return from ODLOA leave, the employee will be reinstated in either his or her 
former position or a comparable position with equivalent pay, benefits, and other terms 
and conditions of employment.   
 
In addition, use of ODLOA leave will not result in the loss of any employment benefit 
that the employee would have earned or were entitled to before using ODLOA leave.  
ODLOA leave will not be counted against an employee for purposes of the Company’s 
attendance and punctuality policies.  However, if the employee do not secure advance 
written approval from his or her direct leader and HR using company required forms, 
the absence will be counted as unexcused for purposes of the applicable policies, which 
may include corrective action up to and including termination. 
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Coordination with PTO/Vacation/Sick Time 
 
For all bone marrow donations, employees are required to use the first five (5) days of 
accrued PTO/vacation/sick hours. For all organ donations, employees are required to 
first use two (2) weeks of accrued PTO/vacation/sick hours.  If the employee has 
accrued sick hours, they will be deducted first and then vacation hours will be 
deducted.   If PTO/vacation/sick hours are not enough of meet the minimum days 
outlined above, the employee’s balances will be reduced up to the amount that is 
available.  
 
ODLOA may not be used for preliminary tests conducted for “potential” donors.  Leave 
may be used only when an employee has been confirmed and scheduled as a viable 
donor. 
 
Employee Status and Continuation of Benefits 
 
Time during which an employee is required to be absent from his or her position by 
reason of being an organ or bone marrow donor will not be considered a break in 
continuous service for purposes of eligibility to salary adjustments, benefits, 
PTO/vacation/sick accruals or seniority. 
 

Benefits During a Leave of Absence  
 

Non-Military LOAs 
 
For the duration of a qualified leave of absence and excluding a MLOA, an employee’s 
health insurance coverage under any Company group health plan will continue up to 
the maximum length of the leave permitted (e.g. 90 days maximum for benefit 
continuation during a PLOA) or the employee returns from their LOA, whichever is 
sooner.  
 
MLOAs 
 
If an employee chooses to continue health benefits while on military leave, the 
Company will continue to pay the Company-portion of insurance premiums for up to 
twelve (12) months, so long as the employee remains on active duty and pays the 
employee-portion of premiums during that time.  The employee will then be offered 
continuation of benefits under COBRA for up to an additional twelve (12) months or as 
otherwise required by applicable federal or state law. 
 
All LOAs 
 
While on a LOA, all employees are still required to pay their portion of their health 
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benefits.  Non-payment of premiums will result in the cancellation of coverage and the 
employee will be offered COBRA.  The employee should contact the Benefits Service 
Team to discuss payment of premiums. 
 
PTO or vacation is not accrued during the pay period(s) for which an employee is on 
leave without pay.  PTO or vacation time will not be required to be taken prior to or 
during a leave of absence.   
 



 

 

 

Bereavement Time Off 
 

Regular full-time employees  are entitled to take paid time off up to three (3) 
consecutive calendar days for bereavement, funeral arrangements, and/or attendance at 
the funeral in the event of a death in an employee’s immediate family.  If the employee 
needs or desires to take additional leave time, he/she may, with the approval of his or 
her direct leader, use accrued PTO or take unpaid time off.  For purposes of this article, 
“immediate family” is defined as a spouse, child, parent, sibling, grandparent, 
grandchild, aunt, uncle, domestic partner, and niece/nephew, as well as any 
corresponding in-law or “step” relation.  
 

Employees must be in active status and not on any approved leave in order to be 
eligible for Bereavement Time Off. 
 
Some states extend bereavement leave to other individuals not included in the 
Company’s definition of “immediate family.”  In those states the Company will comply 
with any such state or local laws.  For more information on this important benefit, 
contact a HR Professional. 
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Paid Sick Leave Policy 

     (Part-Time Employees) 
This policy is designed to allow for paid time off for employees in accordance with 
the California Healthy Workplaces/Healthy Families Act of 2014. As a healthcare 
provider, the Company values and recognizes the importance of maintaining the 
health and well-being of all employees. 
 
This policy applies to individuals who are classified as part-time employees.  Full-
time employees should consult the applicable Paid Time Off policy in their 
Employee Handbook or CBA for more information about paid time off benefits.  For 
additional information, please contact the HR Department.   

 
ELIGIBILITY: 

Any part-time employee who on or after July 1, 2015, works in California for 30 or more 
days within a year from the beginning of employment is entitled to paid sick leave as 
set forth in this policy.  
 
Paid sick leave accrues at the rate of one hour per every 30 hours worked, paid at the 
employee's regular rate of pay. Accrual will begin on the first day of employment or 
July 1, 2015, whichever is later. 
 
Accrued paid sick leave will carry over to the following year of employment and will be 
capped 6 days.  
 
An employee who accrues paid sick leave time under this policy will not have any 
accrued unused sick leave time cashed out at the time of separation. 
 

USAGE: 
An employee may use accrued paid sick days beginning on the 90th day of 

employment.  An employee may use a maximum of three (3) days of paid sick 

time in each year of employment.   

 

Employees are required to use a minimum of 2 hours of accrued sick leave for each 

use of paid sick leave. 

 

An employee may use accrued paid sick leave upon reasonable oral or written 

request for themselves or a family member for the diagnosis, care or treatment of 

an existing health condition or preventive care, or for specified purposes for an 

employee who is a victim of domestic violence, sexual assault, or stalking.  If the 

need for sick leave is foreseeable, then employees must notify their supervisor no 

later than two (2) hours prior to the start of their shift.  If the need for sick leave is 
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unforeseeable, then employees must provide their supervisor with notice of the 

need to use sick time as soon as practicable.  

 

Retaliation or discrimination against any employee who requests paid sick days, or 

who uses paid sick days is strictly prohibited.   

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Part-Time Paid Sick Leave 
Revised/Effective: June 2015  
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Section 7 
 

Workplace Safety 
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Workplace Safety 
 
The Company strives to provide a safe working environment for all employees.  The 
Company realizes that the health, safety and welfare of its employees are of primary 
importance.  As such, the Company observes the safety laws of the governments within 
whose jurisdictions the Company operates.  The Company will seek to ensure a safe 
working environment including safe work practices and injury prevention.  Safety is 
every employee's responsibility, and all employees are expected to do everything 
reasonable and necessary to keep the Company a safe place to work.   
 
Safety rules are posted on the bulletin board in each employee break area, and 
employees are responsible to become familiar with and observe them at all times. 

 
Emergency Action Policy 

 

IN CASE OF EMERGENCY DIAL 9-1-1. 
 
The Company facilities have emergency procedures to follow in the event of fire or 
disaster.  Exits, fire extinguishers and first-aid kits are located throughout the facility.  
Exits and areas around fire extinguishers must be kept clear at all times.  In addition, 
designated employees will provide instructions and directions for specific emergencies 
arising from fire, medical, or weather related issues.  These instructions may be given 
using the office public address or intercom system, bulletin boards and telephones. 
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Substance Abuse Prevention Policy  
 
The Company recognizes that alcohol and substance abuse can create a hazard both for 
the user and for those persons who come in contact with the user.  While each 
employee is ultimately responsible for his or her own safety and health, the Company 
recognizes its parallel responsibilities to provide as a safe a workplace as possible and 
to comply with all applicable laws and regulations.    
 
The purpose of the Substance Abuse Prevention Policy is to outline a comprehensive 
prevention and response system that will reduce the likelihood of substance abuse by 
employees.   
 
Violation of any element of this policy will result in corrective action will result in 
corrective action, up to and including termination.   
 
It is the policy of the Company to: 
 Expressly prohibit the unlawful use, possession, manufacture, distribution, 

dispensation, purchase or sale of alcohol and controlled substances or illicit drug 
paraphernalia by its employees at all times while on duty.  In addition to 
termination, the Company may report these activities to local law enforcement or 
other regulating agencies.   

 Require Company employees to be fit for duty while performing services on behalf 
of the Company and to perform all assigned duties without being under the 
influence of illegal drugs, alcohol, or inappropriate legal drugs in their systems.  

 Test any employee for alcohol and controlled substances as outlined in this policy. 
 Whenever necessary, search Company premises for evidence of potential substance 

abuse.  “Company premises” includes but is not limited to: all facilities and areas 
in which the Company operates, Company owned / leased property, any property 
where services on behalf of the Company are being performed, Company owned 
or leased equipment, privately owned vehicles while on Company owned or leased 
property, parking lots, lockers, desks, equipment, work spaces, and storage 
facilities. 

 

PROCEDURES AND POLICIES 
 
STANDARDS OF EMPLOYEE CONDUCT: 
Employees should refrain from alcohol consumption for at least 8 hours prior to the 
start of any work shift. 
 
Employees shall not consume alcohol under any of the following circumstances:  
(a)  On-duty 
(b) On-call 



 

Employee Handbook   7.2 Substance Abuse Prevention   

Revised/Effective: October 2011 

(c)  In Company uniform, even if “off-duty” 
 
Company employees may be exempt from the alcohol related provisions of this policy 
for a specific meeting or Company function where alcohol consumption is permitted by 
management.   
 
Alcohol related exemptions shall not apply to any employee that: 
(1)  Is expected to remain ready to respond to emergency calls, provide patient care, 

or provide clinical guidance to on-duty employees [e.g. field employees or field 
leaders who are on-duty or on-call].  

(2)  Drives a Company vehicle to or from the meeting / Company function. 
(3)  Is in Company uniform, regardless of duty status. 
 
Employees are prohibited from unlawful use, possession, manufacture, distribution, 
dispensation, or sale of controlled substances or illicit drug paraphernalia. 
  
If taking a prescribed or over-the-counter drug, employees must immediately report to 
their supervisor if the use of the drug may alter the employee’s behavioral alertness or 
mental ability and/or may interfere with the employee’s ability to perform their normal 
job duties in a safe and competent manner. 
 
The company may require the employee to provide a written letter of explanation from 
their physician that indicates knowledge of the employee’s work, sufficient awareness 
of the hazards associated with the work, and professionally reasoned confidence that 
the prescribed medication will not create unreasonable risk for the employee, 
coworkers, patients, or the community. 
 
Employees are not to take prescription drugs unless they are issued to them by a 
physician.  Therefore, any prescribed drugs taken while on duty must be in the original 
container and be clearly marked with the employee’s name on the prescription label. 
Employees are not to knowingly misuse or abuse over-the-counter or prescription 
medications.  
 
Employees must notify their leader immediately if they are convicted under any 
criminal statute associated with drugs or alcohol.    
 
DRUG AND ALCOHOL SCREENING: 
Where available, saliva-based drug and alcohol screening may be used to “rule-out” the 
presence of alcohol or controlled substances in an employee’s system.  In such cases, an 
HR-approved procedure or checklist should be used to govern the key steps of the 
screening process, including but not limited to: 

a) Ensuring appropriate steps are taken to document the reason for administering 
the screen 
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b) Providing for a witness while the screen is administered 
c) What to do if the saliva-based screen indicates “non-conclusive” or similar 

findings that suggest the need to utilize a drug and alcohol test.   
 
No Company location or department is obligated to make saliva-based screening 
available to employees.   Company locations that do not have a saliva-based screening 
process available should proceed directly to drug and alcohol testing if indicated via the 
reasonable suspicion criteria.  Saliva-based screening is not to be used as the basis for 
taking corrective action.  Rather, it may be used only to determine whether to proceed 
with a drug and alcohol test.   
 
Screening results that indicate “non-conclusive” [or equivalent] shall trigger quantified 
drug and alcohol testing as described elsewhere in this policy.   
 
Regardless of saliva-based screening results or an employee’s refusal to participate in a 
drug or alcohol screen, the Company reserves the right to require an employee to 
undergo a drug or alcohol test.    
   
PRE-EMPLOYMENT DRUG TESTING:  
Individuals that receive a job offer from the Company must complete a post-offer / pre-
placement drug test that is administered by a Company-designated provider.  The HR 
Department should provide guidance to employment candidates regarding HR-
designated test locations, documentation and process requirements.  
Saliva-based screening is not permitted for use in lieu of the drug test required by this 
section.  Employment candidates that refuse to undergo a drug test, or who fail the test, 
are not eligible for hire. 
 
DRUG AND ALCOHOL SCREENING/TESTING-CURRENT EMPLOYEES:  
Reasonable suspicion criteria 

(a) Management may initiate a reasonable suspicion drug and alcohol screen 
or test for any employee who exhibits physical, behavioral, or 
performance indicators of possible drug or alcohol use.   

(b) Prior to initiating a reasonable suspicion drug and alcohol screen or test, 
Leaders should consult with HR and other appropriate resources as 
necessary. 

(c) The investigating Leader should clearly document the physical, 
behavioral or performance indicators of possible drug or alcohol use that 
formed the basis of reasonable suspicion.  This information, along with 
any other investigation work products, should be forwarded to HR for 
review. 

 
For cause criteria 

(a)  Post-incident 
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(1) All collisions involving a Company vehicle where one or more 
persons are transported by ambulance or any vehicle must be 
towed from the scene, and other collisions involving a Company 
vehicle in the discretion of local management.   

(2) More than two workers’ compensation claims that involve 
treatment in a 12 month period 

(3)  Discovery of an open container of alcohol, controlled substances or 
drug paraphernalia in an employee’s possession while at work, in 
the employee’s work area, or in any area the employee had access 
to 

(4) Missing or altered controlled substances to which the employee 
had access 

(5)  More than one customer complaint of missing medications in a 36 
month period  

(6)  Arrest or conviction of violating a criminal drug statute 
(7)       Alleged felony while on duty 

 
 
Return to duty testing criteria 

(a)   Employees that have been determined to be in violation of the above 
policies are required to successfully pass a return to duty alcohol test 
before resuming duty. 

(b)   Employees that proactively self-disclose a drug or alcohol problem to the 
Company are required to take a return to duty drug and alcohol test 
before returning to duty.   

 
Follow-up testing criteria 

(a)  Employees that proactively self-disclose a drug or alcohol problem to the 
Company or who have been determined to be in violation of the above 
policies may be required to participate in a follow-up [unannounced / 
random] testing regimen that is designed or approved by the Company.    

 
Random testing criteria 

(a)  Excepting those covered by a last-chance agreement, as outlined in these 
policies, random drug and alcohol testing may not be done unless it is 
under a separate written program that is established by HR and approved 
by the Senior Vice President of HR. 

 
DRUG AND ALCOHOL TEST PROCESS: 
Given the inability to determine the presence or type of substance(s) that might be in an 
employee’s system without conducting an appropriate test, alcohol testing must be 
done in conjunction with controlled substance testing and vice versa.  Using only one or 
the other test is not permitted—both must be used.  
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If the employee refuses to submit to a drug and alcohol test or refuses to sign a chain of 
custody form or any other documentation associated with this policy or the drug or 
alcohol testing process, he/she may be disciplined up to and including termination.    
Employees shall not take any deliberate action to mask the signs of alcohol or controlled 
substance use or to elude detection of having alcohol or controlled substances in their 
system.  Employees shall not switch or adulterate a drug or alcohol test specimen.  This 
action will result in termination.   
 
 Upon being notified by the Company of the need to submit to a drug and alcohol test, 
employees must immediately report to the test collection site as directed by the 
investigating leader.  Failure to do so may result in termination.   
 
Company management should provide or arrange safe transportation for the employee 
upon request, or upon management suspicion that an employee may be unable to safely 
operate a vehicle. 
 
An employee required to undergo an alcohol and drug test may be placed on 
administrative leave until the test results are received.     
 
All documentation associated with the administration of this policy will be 
maintained by HR and will be treated as confidential. 
 
CONFIRMATION OF TEST RESULTS: 
The Company will designate a Medical Review Officer (“MRO”) who shall be a licensed 
physician with knowledge of drug and alcohol abuse disorders.  The MRO shall 
perform the following functions: 

(a) Review and interpret each confirmed positive test result to determine if there is 
an alternative medical explanation for the result.  The MRO should: 
1) Conduct a medical interview with the individual tested. 
2) Review the individual’s medical history and any relevant biomedical 

factors. 
3) Review all medical records made available by the individual tested to 

determine if a confirmed positive test resulted from a legally prescribed 
medication. 

4) If necessary, require that the original specimen be reanalyzed to determine 
the accuracy of the reported test result. 

5) Verify that the laboratory report and assessment are correct. 
 
The MRO review of confirmed positive test results shall conclude with one of the 
following determinations: 

a) There is a legitimate medical explanation for the confirmed positive test result 
other than unauthorized use of a controlled substance.  This shall be reported to 
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the Company as a negative test and shall be recorded in the employee’s medical 
file. 

b) Based on a review of laboratory inspection reports, quality assurance and quality 
control data, and other drug test results, the MRO may conclude that a particular 
drug test result is scientifically insufficient for further action.  This shall be 
reported to the Company as a negative test and shall be recorded in the 
employee’s medical file. 

c) The MRO determines, after appropriate review, that there is no legitimate 
medical explanation for the confirmed positive test result other than the 
unauthorized use of a controlled substance or alcohol.  This shall be reported to 
the Company as a positive test and shall be recorded in the employee’s medical 
file. 

    
ALCOHOL TEST FAILURE CRITERIA AND CONSEQUENCES: 
 < 0.02:  No action based on alcohol concentration.   
 > 0.02 and < 0.039:  Removal from duty, mandatory EAP referral, mandatory 
final written warning, at least a one (1) shift unpaid suspension, mandatory return to 
work test, mandatory / signed last chance agreement that includes [but is not limited 
to] mandatory participation in a follow-up testing program designed or approved by 
the Company.  This option may be used only once during an employee’s work 
experience(s) with the Company.    
 > 0.04:   Termination. 
 
DRUG TEST FAILURE CRITERIA AND CONSEQUENCES: 
Any detectable presence of illegal or unprescribed controlled substances, controlled 
substance metabolites, or controlled substance test adulterants may result in 
termination. 
 
EMPLOYEE ASSISTANCE PROGRAM:  
The Company supports early intervention and treatment for employees faced with 
alcohol or controlled substance related problems by providing an Employee Assistance 
Program (EAP).  Employees with alcohol and /or substance abuse problems are 
strongly encouraged to voluntarily and proactively utilize the EAP service.  For current 
information about this service, employees should contact their leader or to HR. 
 
SELF-DISCLOSURE OR A DRUG OR ALCOHOL PROBLEM: 
Employees are strongly encouraged to proactively inform their leader or a HR 
representative if they have an alcohol or a controlled substance abuse problem.  If 
notified, the Company should carry out an investigation into the matter.  The 
investigation may include requiring the employee to take an alcohol and / or controlled 
substances test. 
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If the investigation shows the employee’s disclosure was made proactively [i.e. before 
being requested by the Company to submit to drug or alcohol testing and before an 
incident occurs that could reasonably lead to such request], the employee may be 
permitted, in lieu of termination, to enter into a written “Last-chance agreement” 
between the employee and the Company.   

(a)  As part of the last-chance agreement, the employee may be required to 
take an unpaid leave of absence in order to complete appropriate 
treatment for alcohol and / or controlled substance abuse. 

(b) Before becoming eligible to return to duty, employees participating in a 
last-chance agreement must agree to and fully comply with all 
requirements established by the Company, the local EMS Agency, and the 
EMS Agency Medical Director.   

(c)  Failure to sign the last-chance agreement or failure to fully comply with 
the terms therein shall be grounds for termination.  

 
Self-disclosure of an alcohol or substance abuse problem that is deemed to be reactive in 
nature [i.e. after being requested by the Company to submit to drug or alcohol testing 
or after an incident occurs that could reasonably lead to such request] will have no 
effect.  If a drug or alcohol test reveals a failed result, the employee will be subject to the 
corrective actions as specified previously in the above policy.   
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Workplace Violence Prevention 
 
The Company will not tolerate acts of workplace violence or abusive behavior from 
either internal or external persons including customers, vendors or citizens. 
 
Workplace violence and abusive behavior is defined as any attempted, threatened or 
actual conduct, against an employee or member of the public, that endangers or is likely 
to endanger the health or safety of that employee or member of the public, or any 
threatening statement, harassment, or behavior that would give a reasonable person 
cause to believe that his or her health or safety is at risk. 
 
Employees should refer to the Health, Safety and Risk Management program for a 
complete review of the Company's Workplace Violence Prevention Program. 
 
Employees who believe they have been victims of workplace violence or abusive 
behavior should notify their leaders and/or HR immediately.  Submission of formal 
complaints will prompt a thorough, objective investigation and appropriate action.  
Employees who come forward with such complaints will not be subject to retaliation 
that threatens their employment status. 
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Prevention of Sexual Abuse Policy 
 
PURPOSE AND APPLICABILITY 
Emergency Medical Services Corporation (“ENVISION HEALTHCARE”) is committed 
to make every reasonable effort to prevent occurrence of sexual abuse by any employee 
or independent contractor associated with ENVISION HEALTHCARE (“ENVISION 
HEALTHCARE Personnel”) and to deal promptly and effectively with allegations that 
may arise.  Sexual abuse is any form of sexual nonconsensual physical contact including 
but not limited to rape, molestation, or any sexual conduct with a person who lacks the 
mental capacity or ability to exercise consent.  All allegations of sexual abuse by any 
ENVISION HEALTHCARE Personnel will be treated as a serious matter and 
investigated thoroughly.  In addition, ENVISION HEALTHCARE and its subsidiaries 
and affiliates will cooperate fully with any public authorities that may be investigating 
such matters and will take care not to interfere with any public investigation.   In order 
to effectively address such complaints, ENVISION HEALTHCARE has created a 
Committee on the Prevention of Sexual Abuse (“PSA Committee”) to ensure that 
ENVISION HEALTHCARE’s policies are followed.   
 
The procedures set forth below represent policies that ENVISION HEALTHCARE, its 
subsidiaries, and its affiliated companies will follow in addressing a report or 
accusation of sexual abuse by ENVISION HEALTHCARE Personnel.  All of the 
procedures may not apply to a given situation; likewise, they may require modification 
or supplementation to meet the needs of a particular case.  No two situations are alike.  
Therefore, the PSA Committee reserves the right to modify these procedures at its 
discretion.   
 
For purposes of this policy, “employee” shall be taken to include any person who either 
works for or represents ENVISION HEALTHCARE, American Medical Response, Inc., 
EmCare, Inc., or any of their majority owned subsidiaries, affiliated companies, or 
managed companies, regardless of whether or not such person is compensated 
monetarily for such work.  The conditions and obligations stated within the policy will 
be applicable to non-employed personnel, consultants, interns, employees of affiliated 
companies or organizations.   
 
COMPLAINTS  
All employees must immediately report to the HR Department any and all concerns, 
regarding possible sexual abuse committed by other ENVISION HEALTHCARE 
Personnel.  If uncomfortable reporting to the HR Department, please contact the 
ENVISION HEALTHCARE National Director of HR or the Compliance Hotline.  Due to 
the potential harm to individuals, failure to report information relating to sexual abuse 
or misconduct may result in corrective action.  Complaints should be reported even 
when the perpetrator is unknown.   This policy encourages a climate of open 
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communication, which enables employees to voice concerns at the earliest opportunity 
and therefore avert a larger issue in the future.  In some instances, employees will make 
a specific allegation that is clear.  In other instances, there may be an allegation that is 
“in the air” such as observing or hearing something, which might indicate sexual, abuse 
or misconduct but it is not in itself conclusive.  Employees are encouraged to report “in 
the air” concerns as well as more specific complaints as the former might cumulatively 
enable an investigation to be instigated.   No action will be taken against any employee 
who reports in good faith information indicating a violation of these Policies and 
Procedures and which, following investigation, proves unfounded.  However, if 
employees knowingly and willfully report false or malicious information regarding any 
other employee(s), such false report may lead to corrective action.   
 
It is not the employee’s responsibility to ascertain whether or not the complaint is 
true.  It is the employee’s responsibility to report the concern.   
 
Concerns that must be reported include but are not limited to: 
 

 Any report by a patient or patient’s family that he/she has been touched in a sexual 
manner, regardless of whether the employee believes such report; 

 A practice or behavior suggesting that any ENVISION HEALTHCARE Personnel 
has abused the power invested in him/her, by virtue of his or her post, to sexually 
touch or abuse a patient; 

 An allegation that any ENVISION HEALTHCARE Personnel has committed sexual 
abuse outside the work environment; 

 Concerns regarding current or past sexual abuse of any ENVISION HEALTHCARE 
Personnel in the workplace; 

 Concerns expressed by a patient, client, hospital, health care provider, police officer 
or any other person about sexual or sexually inappropriate behavior exhibited by 
any ENVISION HEALTHCARE Personnel. 

 
In the event an employees receives a complaint directly from a patient alleging 
sexual abuse, they should take the following steps:  
 

 Reassure the complainant that he or she was right to raise the concern; 

 Address issues of confidentiality, explaining that there are limits to ensuring 
confidentiality to the extent that ENVISION HEALTHCARE Personnel are obliged 
to report complaints, while reassuring the complainant that information will only be 
shared on a need to know basis; 

 Inform him/her that the complaint will be provided to the appropriate HR 
professional who will conduct a full investigation; 

 Make a written record of what has been said via the Complaint Referral Form or 
contact HR for assistance;  

 Provide the Complaint Referral Form to HR immediately; 
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It is important to react calmly and listen carefully to what is being said when a report is 
being taken from a patient or complainant.  Do not make assumptions on whether the 
person has been abused.   It is best to ask only the number of questions required to gain 
a clear understanding of the complaint.  The intake of the complaint is not the time to 
try to determine the validity of the complaint.  Therefore, it is important to not argue or 
“cross-examine” the complainant when they are making a report.   
 
For all complaints of sexual abuse, the main point of contact should be the Vice 
President of HR-EmCare for complaints relating to EmCare, The Vice President of HR-
RTI for complaints relating to RTI and PBS, the Regional Director of HR for complaints 
relating to AMR and the ENVISION HEALTHCARE National Director of HR for 
complaints relating to ENVISION HEALTHCARE, AASI, NCTI, AMR OHQ, and 
Access2Care.  If the complainant believes that he or she would be victimized for making 
the complaint locally or if the complainant has no confidence in the local management 
structure to respond appropriately to the complaint, then the complaint should be 
raised directly with either the ENVISION HEALTHCARE National Director of HR or 
through the Compliance Hotline.  It is important to use the standard Complaint Referral 
Form so that all of the necessary information is recorded.   These forms can be found on 
the Employee Portal or get assistance from the local HR professional.  If the Complaint 
Form can not be accessed, it is necessary to provide at least the following information if 
at all possible: 

 

 Name of Complainant; 

 Name of alleged Victim if different from Complainant; 

 Contact information for Complainant and/or alleged Victim; 

 Date of Incident; 

 Location of Incident; 

 Description of Incident; 

 Name of Accused (if known); 

 Witnesses 

 Other pertinent information provided in interview 
 
Once a complaint has been referred to HR, the appropriate HR personnel shall 
assume primary responsibility for the complaint 

 
All claims of sexual abuse will be thoroughly investigated.  The aim of these guidelines 
are to clarify steps to be taken when sexual abuse is suspected and when that abuse is 
allegedly perpetrated by any ENVISION HEALTHCARE Personnel.  The focus of the 
investigation is to: 
 

 Determine if sexual abuse has occurred and/or there is a policy violation 

 Recommend appropriate and proportionate corrective action 
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 Protect individuals from being abused 

 Highlight issues relating to poor practice/performance 

 Identify practices that increase risks of abuse 
 
The investigations of complaints will be conducted with due regard to a number of key 
principles including, but not limited to: confidentiality, safety, impartiality, objectivity, 
thoroughness, timeliness and accuracy as well as safeguarding the rights of the accused 
employee or independent contractor.  All individuals concerned, including the subject 
of the complaint, have the right to be treated with respect and dignity.     
 
 


