MORE THAN MEDICINE. LIFE.

//\ Kaweah Health

Kaweah Delta Health Care District

Board Of Directors Committee Meeting

Health js our Passion. Excellence is our Focus. Compassion is our
Promise.

NOTICE

The Human Resource Board Committee of the Kaweah Delta Health Care District will meet at the Executive
Office Conference Room {305 W Acequia Avenue, Visalia, CA} on Wednesday, March 11, 2025:

. 4:00PM Open meeting.

In compliance with the Americans with Disabilities Act, if you need special assistance to participate at this
meeting, please contact the Board Clerk (559) 624-2330. Notification 48 hours prior to the meeting will enable
the District to make reasonable arrangements to ensure accessibility to the Kaweah Delta Health Care District
Board of Directors meeting.

All Kaweah Delta Health Care District regular board meeting and committee meeting notices and agendas are
posted 72 hours prior to meetings (special meetings are posted 24 hours prior to meetings) in the Kaweah
Health Medical Center, Mineral King Wing near the Mineral King entrance.

The disclosable public records related to agendas can be obtained by contacting the Board Clerk at Kaweah
Health Medical Center - Acequia Wing, Executive Offices (Administration Department/Executive Offices) {1st
floor}, 400 West Mineral King Avenue, Visalia, CA via phone 559-624-2330 or email: kedavis@kaweahhealth.org,
or on the Kaweah Delta Health Care District web page http://www.kaweahhealth.org.

KAWEAH DELTA HEALTH CARE DISTRICT

David Francis, Secretary/Treasurer
/f ' ‘L;’@"A\“”

Kelsie Davis

Board Clerk / Executive Assistant to CEO

DISTRIBUTION:

Governing Board, Legal Counsel, Executive Team, Chief of Staff, www.kaweahhealth.org

Mike Olmos < Zone1 Lynn Havard Mirviss«Zone2 DeanlLevitan,MD+Zone3 David Francis-Zone4 Amando Murrieta«Zone5
President Vice President Board Member Secretary/Treasurer Board Member
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KAWEAH DELTA HEALTH CARE DISTRICT BOARD OF DIRECTORS
HUMAN RESOURCES COMMITTEE

Tuesday, March 11, 2025
Kaweah Health Medical Center
305 W. Acequia Avenue, Executive Office Conference Room (1 Floor)

ATTENDING: Directors: Lynn Havard Mirviss (chair) & Armando Murrieta; Gary Herbst, CEO; Dianne Cox,
Chief Human Resources Officer; Brittany Taylor, Director of Human Resources; Raleen Larez, Director of
Employee Relations; Hannah Mitchell, Director of Organizational Development; Jaime Morales, Director
of Talent Acquisition; JC Palermo, Director of Physician Recruitment; Dr. Paul Stefanacci, Chief Medical
Officer/Chief Quality Officer

OPEN MEETING - 4:00 PM

CALL TO ORDER - Lynn Havard Mirviss

PUBLIC PARTICIPATION — Members of the public may comment on agenda items before
action is taken and after it is discussed by the Board. Each speaker will be allowed five minutes.
Members of the public wishing to address the Board concerning items not on the agenda and
within the jurisdiction of the Board are requested to identify themselves at this time.

1. MINUTES- Review of December 11, 2024, meeting minutes.

2. MEDICAL STAFF RECRUITMENT- Overview and discussion of the monthly physician recruitment
report. - JC Palermo, Director of Physician Recruitment/Relations

3. HUMAN RESOURCES/ORG DEV INITIATIVES 2025 - Overview and discussion. - Dianne Cox, Chief
Human Resources Officer

4. KAWEAH CARE STEERING COMMITTEE- Presentation and Physician Engagement Update. - Dianne
Cox, Chief Human Resources Officer

5. HUMAN RESOURCES POLICIES — Review of the following Human Resources policies as reviewed and
recommended to be presented to the Board for approval:
a. HR.49 Education Assistance - Revised
b. HR.145 Family Medical Leave Act (FMLA)/Ca Family Rights Act (CFRA) Leave of Absence - Revised
¢. HR.149 Bereavement Leave - Revised

Mike Olmos «Zonel Lynn Havard MirvisseZone2 Dean Levitan,MD.Zone3 David Francis.Zone4 Armando Murrietae+Zone5
President Vice President Board Member Secretary/Treasurer Board Member
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d. HR.184 Attendance and Punctuality — Revised

R.216 Progressive Discipline — Revised

R.233 Non-Employees - Revised

g. HR.234 Paid Time Off (PTO), Extended Iliness Bank (EIB) and Healthy Workplace, Healthy Families
Act of 2014 — Revised

®
T

e
T

ADJOURN - Lynn Havard Mirviss, Committee Chair

In compliance with the Americans with Disabilities Act, if you need special assistance to participate at this meeting, please
contact the Board Clerk (559) 624-2330. Notification 48 hours prior to the meeting will enable the District to make it reasonable.
arrangements to ensure accessibility to the Kaweah Delta Health Care District Board of Directors meeting.

Mike Olmos «Zonel Lynn Havard MirvisseZone2 Dean Levitan,MD.Zone3 David Francis.Zone4 Armando Murrietae+Zone5
President Vice President Board Member Secretary/Treasurer Board Member
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KAWEAH DELTA HEALTH CARE DISTRICT BOARD OF DIRECTORS
HUMAN RESOURCES COMMITTEE MINUTES

Wednesday, December 11, 2024
Kaweah Health Medical Center
305 Acequia Avenue, Executive Office Conference Room (1° Floor)

PRESENT: Directors: Lynn Havard Mirviss (chair) & Armando Murrieta; Gary Herbst, CEO;
Dianne Cox, Chief Human Resources Officer; Brittany Taylor, Director of Human
Resources; Raleen Larez, Director of Employee Relations; Hannah Mitchell,
Director of Organizational Development; JC Palermo, Director of Physician
Recruitment; Paul Stefanacci, M.D., Chief Medical & Quality Officer; Kelsie Davis,
recording

CALLED TO ORDER - at 4:01pm by Director Havard Mirviss
PUBLIC PARTICIPATION —None.
MINUTES- Reviewed.

PHYSICIAN RECRUITMENT - JC gave an updated overview and discussion of the monthly
physician recruitment report.

IDEAL ENVIRONMENT STRATEGIC PLAN - Dianne, Hannah and Paul Stefanacci, MD, reviewed
and discuss Kaweah Care Ideal Work Environment, Ideal Practices Environment, Physician
Engagement and updates relative to current and proposed Initiatives which is attached hereto
the minutes.

RETIREMENT PLAN AMENDMENTS — Dianne and Brittany Taylor reviewed and discuss the
calendar year 2025
401(K) and 457b retirement plan amendments which are attached hereto the minutes.

HUMAN RESOURCES POLICIES — Dianne and her team reviewed the following Human

Resources policies as reviewed and recommended to be presented to the Board for approval:

HR.13 Anti-Harassment and Abusive Conduct

HR.80 Docking Staff

HR.12 Equal Employment Opportunity

HR.70 Meal Periods, Rest Breaks and Breastfeeding and/or Lactation

Accommodation

e. HR.14 Non-English/Limited English Speaking and/or Hearing Impaired
Individuals — Non Discrimination (three-year renewal; no update) — No
Changes

go P
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f. HR.46 Orientation of Kaweah Health Personnel — Revised

g. HR.234 Paid Time Off (PTO), Extended lliness Bank (EIB) and Healthy
Workforce, Health Families Act of 2014

h. HR.47 Professional Licensure and Certification

i. HR.216 Progressive Discipline

HR.72 Standby and Callback

k. EH.06 Work Related Injury and Illness and Workers’” Compensation

Qo o
.

ADJOURN — at 5:09pm by Director Havard Mirviss

In compliance with the Americans with Disabilities Act, if you need special assistance to participate at this meeting, please
contact the Board Clerk (559) 624-2330. Notification 48 hours prior to the meeting will enable the District to make
reasonable arrangements to ensure accessibility to the Kaweah Delta Health Care District Board of Directors meeting.

Wednesday April 10, 2024 — Human Resources Committee Page 2 of 2

Mike Olmos — Zone 1 Lynn Havard Mirviss — Zone 2 Dean Levitan — Zone 3 David Francis —Zone 4  Ambar Rodriguez — Zone 5
President Vice President Board Member Secretary-Treasurer Board Member
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Board Report - Physician Recruitment
- Feb 2025
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TBD

Occ Med Site Visit
Neurology 1099 - KH Direct Site Visit

ENT Valley ENT Site Visit
PM&R TBD Site Visit

Hand Surgeon Orthopedic Assoc Site Visit
Family Medicine NP TBD Screening
OBGYN 1099 - KH Direct Screening
OBGYN 1099 - KH Direct Screening
Family Medicine TBD Screening
Cardiothoracic Surgery TBD Screening
Cardiothoracic Surgery TBD Screening
Psychiatry TBD Screening
Dermatology TBD Screening
Cardiothoracic Surgery TBD Screening
Family Medicine TBD Screening
OBGYN TBD Screening
Cardiothoracic Surgery TBD Screening
Anesthesia (Regional) Oak Creek Screening
Family Medicine TBD Resident
Family Medicine TBD Resident
Family Medicine TBD Offer Extended
Anesthesia (Regional) Oak Creek Offer Extended
Psychiatry Precision Psych Offer Extended
Psychiatry Precision Psych Offer Extended
Internal Medicine TBD Offer Extended
Family Medicine KH Faculty MG Offer Extended
Rheumatology TBD Offer Extended
Family Medicine NP CFC Offer Extended
General Surgery TBD Offer Accepted
Anesthesia (CRNA) Oak Creek Offer Accepted
Anesthesia (CRNA) Oak Creek Offer Accepted
Cardiothoracic Surgery 1099 - KH Direct Offer Accepted
Dermatology 1099 - KH Direct Offer Accepted
General Surgery TBD Offer Accepted
Ped Hospitalist Valley Childrens Offer Accepted
Pulmonology 1099 - KH Direct Offer Accepted
Urology 1099 - KH Direct Offer Accepted
Neonatology Valley Childrens Offer Accepted
Endocrinology 1099 - KH Direct Offer Accepted

Pulmonology

Internal Medicine
Neurology

Neurology

Family Medicine
Pulmonology
Cardiothoracic Surgery
Cardiothoracic Surgery
Cardiothoracic Surgery

TBD
TBD
TBD
TBD
TBD
TBD
TBD
TBD
TBD

Exported on February 12, 2025 11:56:21 AM PST

Leadership Call
Leadership Call
Leadership Call
Leadership Call
Leadership Call
Leadership Call
Applied
Applied
Applied

//é Kaweah Health

04/01/25

08/01/25
04/01/25
04/01/25
01/05/25
02/01/25
10/20/25
10/14/24
05/01/25
03/01/25

Page 1 of 2
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49
50
51
52
53
54
55
56
57
58
59

Cardiothoracic Surgery
Rheumatology
Rheumatology
Cardiothoracic Surgery
Cardiothoracic Surgery
Cardiothoracic Surgery
Cardiothoracic Surgery
Cardiothoracic Surgery
Cardiothoracic Surgery
Anesthesia General
Gastroenterology

TBD
TBD
TBD
TBD
TBD
TBD
TBD
TBD
Oak Creek
TBD

Exported on February 12, 2025 11:56:21 AM PST

Applied
Applied
Applied
Applied
Applied
Applied
Applied
Applied
Applied
Applied
Applied

Page 2 of 2
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Human Resources
// Kaweah Health
A\

MORE THAN MEDICINE. LIFE

[ Policy Number:  HR.49 Date Created: 06/01/2007

Document Owner: Dianne Cox (Chief Date Approved: 6/26/2024
Human Resources Officer)

Approvers: Board of Directors (Administration)

Education Assistance
- Tuition, Books and Fees Reimbursement or Loan Repayment
- Educational Programs and Compensation
- Continuing Education and Conferences
- Professional Certification Fee Reimbursement and Awards

Printed copies are for Reference only. Please refer to the electronic copy for the latest version.
POLICY:

Kaweah Health recognizes the importance of growth and development of all employees to
improve work performance and increase job knowledge and skill. As an employee benefit and
in support of the recruitment and retention of qualified employees, Kaweah Health offers a
number of programs and opportunities as described in this policy.

Certain amounts reimbursed up to $5,250 in a calendar year received under this Educational
Assistance program are excluded from wages and other compensation. Monies are
reimbursed without being subject to taxes. These programs include reimbursement for tuition,
books and fees and for fees related to obtaining certifications. Loan Repayment is currently
excluded from wages through 12/31/2025 due to the CARES Act. Employees are responsible
to ensure their annual tax withholdings and disclosures are appropriate.

Education Assistance - Tuition, Books and Fees Reimbursement or Loan Repayment

Full-time and part-time employees may apply for reimbursement of tuition, books and fees or
loan repayment for educational programs applicable to positions at Kaweah Health. An
employee must have completed 2080 hours (1872 hours for 12-hour shift employees) of
active employment and have received at least one performance evaluation before submitting
a request for Tuition, Books, and Fees or Loan Repayment. Employees who have received a
performance evaluation below an overall “Successful” rating or a Level Il or Ill Performance
Correction Notice within the prior 12 months are not eligible for that year, even if they had
been previously eligible. If performance in a subsequent year meets expectations and there
are no Performance Correction Notices, the employee is eligible again for reimbursement or
loan repayment. No retroactive payments will be made; the lifetime amounts remain the same
as long as eligibility and all requirements are met.

Lifetime maximum amounts for reimbursement or outstanding student loan repayments
combined for each degree:

21/63



o Up to $2,500 for Associates Degree or educational programs leading to a
certification required for a position at Kaweah Health.

° Up to $10,000 for a Baccalaureate Degrees, limited to $2,500 per calendar
year. Payments are made over four or more years if employee remains
employed in an active full-time or part-time-benefitted status.

o Up to $15,000 for a Masters’ Degree, limited to $5,000 per calendar year.
Payments are made over three or more years if employee remains employed in
an active full-time or part-time-benefited status. If receiving reimbursement for a
Baccalaureate Degree, reimbursable monies for a Master’s Degree will begin
once the Baccalaureate Degree reimbursement is completed.

o Up to $20,000 for Doctoral Degree (Pharmacy, Physical Therapy and Nursing
Director or Manager, DNP or PhD in Nursing, or RN with BSN in a program for
Nurse Practitioner that requires DNP), limited to $5,000 per calendar year.
Payments are made over four years if employee remains employed in an active
full-time or part-time-benefited status.

If receiving reimbursement for a Bachelors’ or Masters’ Degree, reimbursable monies for a
Doctoral Degree will begin once the Masters’ Degree reimbursement is completed.

For all reimbursements or loan repayments, employees are required to exhaust all school,
program, federal or state grant, scholarship and loan repayment opportunities offered prior to
submitting a Reimbursement Form or Loan Repayment Form to Kaweah Health. These
include, but are not limited to:

- Nurse Corps

- Health Professions Education Foundation

- CSLRP Loan Repayment Program only applicable to certain

approved specialties and must be Primary Care
- Public Service Loan Forgiveness

In no case will an employee receive more than $5,000 in a calendar year.

An employee may request pre-approval for the Tuition Reimbursement portion of this policy. If
so, the employee must submit the form two weeks prior to the beginning of class or the
program. A letter of approval/disapproval will be sent to the employee. If pre-approval is
granted, all conditions of successful completion of the class or program must still be achieved
to remain eligible for reimbursement.

Reimbursement or Loan Repayment Forms are due upon course completion or annually each
year following the successful completion of the performance evaluation.

The Reimbursement Form and original receipts as well as grades verifying course completion
must be submitted to Human Resources. A grade of C or better in graded courses and/or a
grade of “Credit” in a Credit/No Credit course indicates successful completion. For loan
repayment, a current outstanding educational loan statement must be attached to the
application. If prior loan repayments have been issued, at least 2/3 of the monies received
from Kaweah Health must show as a credit on the statement for the prior period. If not, there
is no payment for the current year. The employee may reapply in future years providing

evidence of loan payments.
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All signatures on applications are required to be obtained prior to submitting the application to
Human Resources, including the employee’s Director or Chief Officer for Directors submitting
for reimbursement, and the designated Human Resources Director.

Kaweah Health Sponsored Programs
Kaweah Health has partnership agreements in place with several school programs for difficult
to fill positions. Kaweah Health employees selected for sponsorship are subject to the details
of the applicable program agreement.

Terms and Conditions
Nothing in this policy shall be construed to bind either Kaweah Health or the employee to any
period of employment with the other. Each party recognizes that employment is terminable at
the will of either party.

Class attendance and completion of study assignments will be accomplished outside of the
employee’s regularly scheduled working hours. It is expected that educational activities will not
interfere with the employee’s work.

EDUCATIONAL PROGRAMS AND COMPENSATION

Kaweah Health provides various educational programs and opportunities for employees
including but not limited to formal hospital/departmental/unit specific orientation, annual
requirements, in-services related to new equipment or procedures, maintenance of
certifications as required for identified positions, and staff meetings. Appropriate
compensation will be provided in accordance with regulatory and Kaweah Health established
guidelines.

Mandatory Education
e Programs may be designed as mandatory by Kaweah Health, a Chief Officer,
a Director or a Manager. These programs may be offered during scheduled
working hours or outside of scheduled working hours.

e Mandatory programs such as meetings, courses, and orientations will be
compensated by Kaweah Health. Education hours will be considered
productive time and as such will be paid in compliance with applicable wage
and labor regulations and policy and are subject to adherence to the
policies and procedures that govern productive time, i.e. — dress code,
attendance, etc. (Refer to Policies HR.184—Attendance and Punctuality,
HR.197 Dress Code - Professional Appearance Guidelines.)

e Courses may consist of instructor led training, computer based
learning/testing, or blended learning defined as computer based learning
followed by instructor led discussion or skills testing.
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COMPENSATION FOR KAWEAH HEALTH ASSIGNED JOB REQUIREMENTS

With the exception of iliness, approved absence or
scheduled vacation, all employees must attend
mandatory meetings. Reasonable notice is to be
provided to employees of upcoming mandatory
meetings. If the employee is unable to attend, he/she
should request an absence. An employee who is
unable to attend may be required to read and initial
the meeting minutes or attend an additional meeting
or program.

Employees are to give advanced notice for
cancellation of any class or program in which they
are enrolled, whether voluntary or mandatory.
Advanced notice for cancellation is defined as the
following:

1. If class is on Tuesday through Friday, cancel
the day before by 8:00am. EXAMPLE: Class is
Wednesday at noon- must cancel before
Tuesday 8:00 am.

2. If class is on Monday, cancel prior to 23:59
on Saturday Attendance & Punctuality

3. Classes need to be cancelled through
our Learning Management System
(LMS)

4. If the employee cannot cancel in our LMS or

they are past the defined time for advanced

notice, the employee must contact their
manager via phone or email letting them know
they cannot attend.

Employees must be on time.

Failure to give advance notice may count as an

occurrence under the Attendance Policy

HR.184. Refer to Progressive Discipline policy

HR 216.

I

Assignment to attend during regular work hours will
be made at the discretion of the department
leader. Any deviations from mandatory attendance
will be made at the discretion of the department
leader.

Employees who participate in courses will be paid for such time if the course is

required for their position or they have obtained manager approval prior to
participating in the course.

Courses should be scheduled on non-work days
and overtime should be avoided to the extent
possible.
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Education Assistance 5

e If the course is offered at Kaweah Health, no
reimbursement will be provided for programs taken
elsewhere unless manager approval is obtained prior to
attending an outside course.

e Instructor led training will be paid for actual time spent in the
classroom. Staff who arrive late or unprepared will not be
allowed to participate in the course and will not be paid for
the attempt to participate.

e Computer based courses/testing completed-onsite-
will be paid for actual time spent completing the

course/test. Whenever possible, it should be
completed onsite and during scheduled hours. Any
training completed offsite must be approved in
advance by their manager, and staff must submit a
time card correction. Staff are expected to remain
focused on the training and complete it within the
expected time frame to the extent possible. If it
takes longer, staff are expected to report this to
their manager along with any extenuating

circumstances. Gomputer-based-coursesttesting-
lotod off.cito will " |
predetermined amount of time. Fees charged to

access online courses will not be reimbursed unless
management approval is obtained prior to
purchasing the course.

e Time spent by employees attending training
programs, lectures and meetings are not counted as
hours worked if attendance is voluntary on the part
of the employee or the course is not related to the
employee’s job.

Employees must use the current time keeping system to record actual time for
training in order to receive compensation for education hours.

Established hours expected eempensatien-for successful completion of
online training includes but is not limited to the following:

Online Training Hours Expected (Record Actual Time)
HeartCode BLS 3
ACLS/PALS required pre-course self- 2
assessment
NRP 4
STABLE 2
NDNQI Pressure Ulcer Training 1 (per module/max 4 modules)
NIHSS Stroke Certification 4
Off Duty completion of performance 4
luati If ovaluat
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Education Assistance

6

Other Online Modules/Testing

Variable based on module length, TBD
prior to module release

e = e

Lleoiaioles e e depe oo duly
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Education Assistance

CONTINUING EDUCATION AND CONFERENCES

With the assistance of Human Resources and Clinical Education, department
leaders plan, develop, and present educational offerings to Kaweah Health
employees on a continuous and on-going basis. Continuing education
includes all forms of job-related training, whether offered by Kaweah Health or
by an outside organization.

Many different methods are utilized for staff education such as formal
continuing education classes, in-services, web-based education, one-on-one
instruction, teleconferences, self- learning modules, and conferences.

Reference materials for staff education are available within their respective
departments, Kaweah Health Library, Kaweah Health intranet KBCentral-and/or
KDNet-and-resources online.

Types of educational offerings are determined as a result of Performance
Improvement and Risk Management activities, new and changing technology,
therapeutic and pharmacological intervention, regulatory and accreditation
bodies, and identified or stated learning needs of employees.

Continuing education events may be required by Kaweah Health and if
mandatory, the costs and time for attendance will be paid. If a program is
voluntary, any payment or reimbursement of expenses and time for
attendance will be determined by the department leader.

Conferences

A department may budget for short-term conference or seminar-type trainings
for employees. It is the responsibility of the employee to complete the Travel
Reimbursement Form and secure approval in advance of the training for all
anticipated expenses, including approval for the hours to attend and whether
hours in attendance will be paid. Conferences may be required by Kaweah
Health and if mandatory, the costs and time for attendance will be paid.

Refer to AP19 Travel, Per Diem and Other Employee Reimbursements

PROFESSIONAL CERTIFICATION FEE REIMBURSEMENT AND AWARDS

As determined by the area Chief Officer, pre-approved professional
certification fees are available to full-time and part-time employees attaining
and/or maintaining professional certification(s) in their vocational area.

Employees must have successfully completed six months of employment to be
eligible for this reimbursement or awards.

Professional Certification Criteria: To be reimbursed for examination fees
and to qualify for the monetary award, the professional certification attained
by the employee must:
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Education Assistance

Not be a requirement for the staff members job code;
e Be sponsored by a national professional organization
¢ Involve an initial written examination that is
available nationally and tests a professional body
of knowledge (i.e., not technical such as ACLS,
BCLS, etc.);
e Specify a defined recertification interval

Professional Certification Exclusions: Certification necessary as a condition of
employment or as a minimum requirement for the position in which the
employee is employed with Kaweah Health is not eligible under this program.

Employees may request reimbursement for exam and renewal fees
associated with the examination up to a maximum of $250; the maximum an
employee may receive for all exam and renewal fees under this program is
$250 per calendar year. These fees are not taxable as long as the annual
maximum received in reimbursement for tuition, books, and fees and Loan
Repayment is under $5,250. Expenses that are not eligible for
reimbursement, include but are not limited to travel, food, and lodging. The
continuing education costs themselves and renewal fees without an exam or
continuing education requirement are not eligible. Reimbursements must be
submitted to Human Resources within 30 days of obtaining certification.
Reimbursement monies will be included in the employee’s next paycheck.

Employees receiving an initial certification or renewal are eligible for a
monetary award in recognition of their accomplishment. Full-time and part-
time employees will receive an award of $500. The maximum amount of
award per calendar year is $500. Award monies are taxable in accordance
with employee exemptions on file.

Employees requesting reimbursement for examination or renewal fees and/or a
monetary award may request the appropriate form through Human Resources.

All signatures on applications are required to be obtained prior to submitting
the application to Human Resources, including the employee’s Director or
Chief Officer for Directors submitting for reimbursement and the Director of
Human Resources.

Any exceptions to this policy must be approved by the Chief Human Resources
Officer.
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“Responsibility for the review and revision of this Policy is assigned to the Chief
Human Resources Officer. In some cases, such as Employee Benefits Policies,
Summary Plan Descriptions and Plan Documents prevail over a policy. In all cases,
Kaweah Health will follow Federal and State Law, as applicable, as well as Regulatory
requirements. Policies are subject to change as approved by the Governing Board
and will be communicated as approved after each Board Meeting. It is the employee’s
responsibility to review and understand all Kaweah Health Policies and Procedures.”
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// Kaweah Health

\ MORE THAN MEDICINE. LIFE.

Human Resources

Policy Number: HR.145

Date Created: 06/01/2007

Document Owner: Kelsie Davis (Board
Clerk/Executive Assistant to CEO)

Date Approved: 08/23/2023

Approvers: Board of Directors (Administration)

Family Medical Leave Act (FMLA) / California Family Rights Act (CFRA) Leave
of Absence

Printed copies are for reference only. Please refer to the electronic copy for the latest version.

POLICY:

To allow time off to eligible employees. To establish a system to continue to receive
compensation through accessible benefits, such as Extended lliness Bank (EIB), Paid
Time Off (PTO), State Disability Insurance, and Workers’ Compensation. To advise
employees of their rights and responsibilities.

To comply with applicable laws ensuring equal employment opportunities to qualified
individuals with a disability, Kaweah Health will make reasonable accommodations for
known physical or mental limitations of an otherwise qualified individual with a disability
who is an applicant or an employee, unless undue hardship would result. A leave of
absence may be considered as a type of reasonable accommodation. Any applicant or
employee who requires an accommodation in order to perform the essential functions of
the job should contact their supervisor, department head, or Human Resources and make
a request to participate in a timely interactive process to explore reasonable
accommodations. The individual with the disability is invited to identify what
accommodation he or she needs to perform the job. Kaweah Health will take steps to
identify the barriers that make it difficult for the applicant or employee to perform his or her
job, and will identify possible accommodations, if any, that will enable the individual to
perform the essential functions of his or her job. If the accommodation is reasonable and
will not impose an undue hardship, Kaweah Health will meet the request.

NOTE: Due to coordination of information between departments and outside agencies, and
the requirement that certain records be maintained to demonstrate compliance with State
and Federal law, it is important that paperwork and documentation be completed and
submitted to Human Resources in a timely manner by department heads and employees.

PROCEDURE:

This policy is based on the California Family Rights Act, as amended in 1993 (CFRA), and
the Federal Family and Medical Leave Act of 1993 (FMLA), and is intended to provide
eligible employees with all of the benefits mandated by these laws. However, in the event
that these laws or the regulations implementing these laws are hereafter amended or
modified, this policy may be amended or modified to conform with any change or
clarification in the law.
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1. Reason for Leave

Family leaves are subject to the eligibility requirements and rules set forth in this
policy statement, and as provided by State and Federal regulations.

a. FMLA requires covered employers to provide up to 12 weeks of
unpaid, job- protected leave to eligible employees for the
following reasons:

i. Forincapacity due to pregnancy, prenatal medical care or childbirth;

ii. Leave taken for the birth, adoption or placement of a child for foster
care must be concluded within 12 months immediately following the
birth, adoption or placement. The minimum duration for such leave is
two (2) weeks. However, leave for less than two (2) weeks can be
taken on two occasions only. Kaweah Health has the right to approve
intermittent leave. Under CFRA, bonding leave may be taken at the end
of Pregnancy Disability Leave for up to 12 weeks, and concluded within
12 months immediately following the birth.

iii. To care for the employee’s spouse, registered domestic partner, son or
daughter, step son or daughter, or parent, step parent, grandparent,
foster parent, adoptive parent, who has a serious health condition,
including a son or daughter 18 years of age or older if the adult son or
daughter has a disability as defined by the Americans with Disability Act
(ADA); or

iv. For a serious health condition that makes the employee unable to
perform the employee’s job.

v. Eligible employees with a spouse, son, daughter, or parent on active
duty or call to active duty status deployed to a foreign country may use
Leave to prepare for short-notice deployment, attend military events,
arrange for childcare, address financial and legal arrangements,
attend counseling sessions, and allow for rest, recuperation and post-
deployment activities, among other events.

vi. A special leave entitlement is available that permits eligible employees
to take up to 26 weeks of leave to care for a covered service member
who is the spouse, son, daughter, parent, or next of kin. Certain
conditions apply.

CFRA: In addition to the protections listed above, CFRA allows an
employee to take up to 12 workweeks of unpaid protected leave during
any 12-month period to bond with a new child of the employee or to take
care for a designated person (any individual related by blood or whose
association with the employee is the equivalent of a family member (one
per 12-month period)), grandparent, grandchild, sibling, spouse, or
domestic partner. If Kaweah Health employs both of the parents of a child,
both are covered by this policy if eligibility requirements are met. Kaweah
Health will grant a request by an eligible employee to take up to 12
workweeks of unpaid protected leave during any 12-month period due to a
qualifying exigency related to the covered active duty or call to covered
active duty of an employee’s spouse, domestic partner, child, or parent in
the Armed Forces of the United States. Leaves for this reason are, for the
most part, covered under the FMLA, so these leaves may run concurrently
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with leave under the FMLA if the leave qualifies for protection under both
laws.

A “serious health condition” is an iliness, injury, impairment or
physical or mental condition which involves:

i. inpatient care (i.e., an overnight stay) in a medical care facility; or

ii. continuing treatment by a health care provider for a condition that
either prevents the employee from performing the functions of the
employee’s job, or prevents the qualified family member from
participating in school or other daily activities.

iii. The continuing treatment may be met by a period of incapacity
of more than 3 consecutive calendar days combined with at least
two visits to a health care provider or one visit and a regimen of
continuing treatment, or incapacity due to pregnancy, or
incapacity due to a chronic condition. Other conditions may
qualify.

2. Employee Eligibility

Family leave is available to employees who have worked at least 12 months
for Kaweah Health and have worked more than 1,250 hours during the
previous 12 months.

Leave Available

An employee may take up to twelve (12) weeks of leave during a 12-month
period. A 12- month period begins on the date of an employee’s first use of
FMLA/CFRA leave. Successive 12- month periods commence on the date of
an employee’s first use of such leave after the preceding 12-month period has
ended. FMLA and CFRA counts against the amount of Medical Leave
available and vice versa.

a.

If certified to be medically necessary, leave to care for a family
member’s serious health condition may be taken intermittently or the
employee may request a reduced work schedule. See below for more
information.

Leave taken for the birth, adoption or placement of a child for foster
care must be concluded within 12 months immediately following the
birth, adoption or placement. The minimum duration for such leave is
two (2) weeks. However, leave for less than two (2) weeks can be taken
on two occasions only. Kaweah Health has the right to approve
intermittent leave. Under CFRA, bonding leave may be taken at the end
of Pregnancy Disability Leave for up to 12 weeks, and concluded within
12 months immediately following the birth.

Employees with pregnancy-related disabilities may have the right

to take a Pregnancy Disability Leave in addition to a Family
Leave.

3. Intermittent or Reduced Leave Schedule:
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a. If certified to be medically necessary, for self or leave to care for a
family member’s serious health condition may be taken intermittently
or the employee may request a reduced work schedule. Increments of
time may not be less than one hour.

b. Employees requesting intermittent leave or a reduced work schedule
may be requested to transfer to an alternate job position. Such a
transfer will be to a job position better able to accommodate recurring
periods of absence but which provides equivalent compensation and
benefits.

c. In any case, employees must make reasonable efforts to schedule
leave for planned medical treatment so as not to unduly disrupt the
employer’s operations.

d. Leaves to care for a newborn child or a child placed for adoption of
foster care may not be taken intermittently or on a reduced leave
schedule under FMLA/CFRA.

e. Exempt employees taking an intermittent or reduced leave will be paid
for all hours actually worked. For example: An exempt employee is
restricted to working three hours a day. The employee will be paid for
three hours of productive time and five hours of PTO without
impacting their exempt status. If the employee doesn’t have PTO, the
five hours will be unpaid.

f.  Accrued PTO hours are required to be used for intermittent leaves.

4. Notice, Certification and Reporting Requirements

a. Timing:

If the need for the leave is foreseeable, an employee must
provide 30 days written notice prior to the requested start of
the leave. When 30 days is not possible, the employee must
provide notice as soon as practicable and generally must
comply with Kaweah Health’s normal call-in procedures.

If the need for the leave is foreseeable due to a planned

medical treatment or supervision, the employee must make a
reasonable effort to schedule the treatment or supervision in
order to avoid disruption to the operations of Kaweah Health.

b. Certification:
i. An employee requesting leave to care for a family member with
a serious health condition must provide a health-care provider’'s
certification that it is medically necessary for the employee to

assist in caring for the family member with the serious health
condition. The certification must include the following:

1. The date on which the serious health condition commenced;
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2. The probable duration of the condition;

3. An estimate of the amount of time that the health care
provider believes the employee needs to care for the
individual requiring the care; and

4. A statement that the serious health condition warrants
the participation of a family member to provide care
during a period of the treatment or supervision of the
individual requiring care.

ii. Upon expiration of the time estimated by the health-care
provider needed for the leave, Kaweah Health may require the
employee to obtain recertification in accordance with the above
requirements as certifications expire.

iii. In addition, an employee requesting an Intermittent Leave or
reduced work schedule must provide a health-care provider’s
certification stating the following:

1. The date on which the treatment is expected to be
given and the duration of the treatment.

2. That the employee’s Intermittent Leave or reduced work
schedule is necessary for the care of a spouse, child or
parent with a serious health condition or that such leave
will assist in the individual’'s recovery; and

3. The expected duration of the need for an
Intermittent Leave or reduced work schedule.

iv. Department heads may not contact the employee’s health
care provider to obtain information on a leave. They are to
refer any questions to Human Resources or Employee Health
Services who may contact the provider.

c. Employee Periodic Reports:

During a leave, an employee must provide periodic reports regarding the
employee’s status to the department head and Human Resources,
including any change in the employee’s plans to return to work. Failure to
provide updates may cause Kaweah Health to apply a voluntary
resignation from employment.

During an approved Intermittent Leave, the employee must call their
department head or designee ard-Human-Resources-each day or
partial day that is requested as Intermittent Leave time.

5. Compensation During Leave:

Refer to the pamphlet from the Employment Development Department (EDD)
entitled “For Your Benefit: California’s Program for the Unemployed” for more
information. Also refer to the Paid Family Leave policy in the manual.
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a. For a medical leave of absence longer than seven days which is to be
coordinated with State Disability Insurance (SDI), or a Workers’
Compensation leave of absence, accrued EIB hours are paid after 24
hours off. The initial three-24 hours are paid through accrued PTO, if
available, at the employee’s discretion. In the circumstance of an
immediate hospitalization or surgery, an employee may be paid from
accrued EIB from their first full day off. EIB must be used for
coordination with SDI or Workers’ Compensation Temporary Disability
Payments; PTO time may be used only after all Extended lliness Bank
(EIB) has been exhausted. Coordinated amounts will not exceed the
regular amount of pay normally earned by the employee.

b. Itis the employee’s responsibility to notify Payroll of the amount they
receive from SDI or Workers’ Compensation to ensure the correct
amount of EIB coordination.

c. Applying the EIB utilization guidelines, EIB may be used for Kin Care
for the same eligible members noted on page one. Up to 50% of the
annual EIB accrual can be used if the employee has worked a full 12
months; otherwise the utilization will be limited to 50% of the
employee’s accrued EIB. A maximum of 50% of accrued hours in a 12-
month period may be utilized.

6. Benefit Accrual:

The employee will continue to accrue PTO as long as they are being paid by
Kaweah Health (receiving a paycheck) during integration of benefits on
continuous leave of absence.

7. Merit Review Date:

The merit review date will not change during a leave of absence.

8. Benefits During Leave:

a. An employee taking leave will continue to receive coverage under
Kaweah Health ’s employee benefit plans for up to a maximum of four
(4) months per 12-month period at the level and under the conditions of
coverage as if the employee had continued in employment continuously
for the duration of such leave. Kaweah Health will continue to make the
same premium contribution as if the employee had continued working.

b. Insurance premiums (health, vision, dental, life, etc.) are to be paid by
the employee and Kaweah Health, under the same conditions as
existed prior to the leave, for a maximum period of four (4) months in a
12-month period.

c. Ifon paid status (utilizing PTO/EIB), an employee may continue his/her
normal premiums through payroll deduction. If on unpaid status, he/she
is required to pay Kaweah Health his/her portion of the premiums while
on a leave of absence for a total of four months. After four months,
employees will be offered COBRA Continuation Coverage for
applicable benefits.
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d. Inthe case where Pregnancy Disability Leave (FMLA) combined with
CFRA bonding leave applies, if an employee is on paid status (utilizing
PTO/EIB), the employee may continue her normal premiums through
payroll deduction. If on unpaid status, she is required to pay Kaweah
Health her portion of the premiums monthly while on a leave of absence
for a total of up to seven months; COBRA rules then apply.

e. An employee whose insurance is canceled due to nonpayment of
premiums will have to satisfy a new waiting period after returning to
work and will be considered a “new employee” for insurance purposes
and as such, the employee may have to provide proof of insurability
and will be subject to the pre-existing rules which apply at the time of
the leave.

f.  An employee may cancel his/her insurance(s) within 30 days of the end
of his/her paid leave and will be re-enrolled upon return without a
waiting period. Cancellation must be done in writing to the Human
Resources Department. The employee must reinstate coverage within
30 days of his/her return from work.

g. Group medical, dental, vision insurance coverage and the medical
spending account will cease on the last day of the month in which an
employee reaches four months of leave or employment ends except
that continuation is allowed under COBRA regulations if applicable to
the plan.

h. If the employee fails to return to work at the expiration of the leave,
he/she must repay any health insurance premiums paid by Kaweah
Health while on leave, unless failure to return to work is due to a
continuation of his/her own serious health condition or other
reasons beyond his/her control.

9. Reinstatement:

a. Adoctor’s release and a clearance with Employee Health Services will
be required when an employee is returning from a medical leave of
absence. The employee must complete all outstanding job
requirements and documentation (licensure, CPR, ACLS, NRP, PALS,
and TB testing, as applicable) prior to a return to work.
Competency-related documentation must be completed within 2 weeks of
the employee’s return. Requesting or receiving a leave of absence in no
way relieves an employee of his or her obligation while on the job to
perform his or her job responsibilities and to observe all District policies,
rules and procedures.

b. Under most circumstances, upon return from Family or Medical Leave,
an employee will be reinstated to his or her previous position, or to an
equivalent job with equivalent pay, benefits, and other employment
terms and conditions. However, an employee returning from a Family
or Medical Leave has no greater right to reinstatement that if the
employee had been continuously employed rather than on leave. For
example, if an employee on Family and Medical Leave would have
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been laid off had he/she not gone on leave, or if and employee’s
position is eliminated during the leave, then the employee would not be
entitled to reinstatement.

c. An employee’s use of Family and Medical Leave will not result in the
loss of any employment benefit that the employee earned or was
entitled to before using Family or Medical Leave.

d. The employee must complete all outstanding job requirements and
documentation (licensure, CPR, ACLS, NRP, PALS, and TB testing, as
applicable) prior to a return to work. Competency-related documentation
must be completed within 2 weeks of the employee’s return. Requesting
or receiving a leave of absence in no way relieves an employee of his or
her obligation while on the job to perform his or her job responsibilities
and to observe all District policies, rules and procedures.

“Responsibility for the review and revision of this Policy is assigned to the Chief Human Resources Officer. In
some cases, such as Employee Benefits Policies, Summary Plan Descriptions and Plan Documents prevail
over a policy. In all cases, Kaweah Health will follow Federal and State Law, as applicable, as well as
Regulatory requirements. Policies are subject to change as approved by the Governing Board and will be
communicated as approved after each Board Meeting. It is the employee’s responsibility to review and
understand all Kaweah Health Policies and Procedures.”
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Policy Number: HR.149 Date Created: 06/01/2007

Document Owner: Kelsie Davis (Board Date Approved: 08/23/2023
Clerk/Executive Assistant to CEO)

Approvers: Board of Directors (Administration)

Bereavement Leave

Printed copies are for reference only. Please refer to the electronic copy for the latest version.

PURPOSE:
To allow employees who have experienced a death in the immediate family to take the time
to make necessary arrangements and to observe a period of grieving.

POLICY:

All Full-Time and Part-Time Benefitted employees shall be granted paid bereavement time
in the event of a death in their immediate family. As of January 1, 2023, an employee may
take up to five shifts of bereavement leave upon the death of a qualifying family member, 24
hours of which will be paid under prior Kaweah Health Policy for employees who receive
benefits (the remaining shifts would be unpaid or paid through accrued PTO).

An employee is eligible for bereavement leave once they have been employed for at least
30 days prior to the commencement of leave. A qualifying family member includes spouse,
child, parent, sibling, grandparent, grandchild, domestic partner, or parent-in-law. The five
shifts of bereavement leave do not need to be taken consecutively; they can be intermittent.

The employee must complete the bereavement leave within three months of the family
member’s date of death. The employer may require that the employee provide
documentation of the death of the family member including a death certificate, published
obituary, funeral home, burial society, crematorium, religious institution, or governmental
agency. The documentation, if requested by the employer, must be provided within 30 days
of the first day of bereavement leave.

PROCEDURE:

1. Immediate family can be defined with the list below; however, the California Family
Rights Act (CFRA) defines there may be instances where a loss of a significant
other, designated person, and/or close relative would be considered. This
classification may be considered as one event for bereavement leave every 12
months and will be left up to the discretion of each Director or Executive.

Immediate Family Members:

Mother Reg. Domestic Mother-in-law Daughter-in-law
Partner

Father Child Father-in-law Step Child

Sister Grandchild Sister-in-law Step Parent

Brother Grandparent Brother-in-law Step Brother

Spouse Legal Guardian  Son-in-law Step Sister

Miscarriage
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2. The employee must notify the department head of the need for time off.

3. Full-time and part-time benefitted employees will be granted up to three censecutive-
scheduled workdays off (up to 24 hours) with pay with the approval of management.
Bereavement time may be delayed for a future date with a reasonable explanation
for the delay and with the approval of management.

4. Additional leave utilizing Paid Time Off (PTO) or unpaid time off may be arranged
upon request and with approval of management.

5. Bereavement time is to be recorded in Workday.

6. Where a pattern of use is established, documentation of death may be required.
Failure to provide such documentation upon return to work may result in the leave
being considered as an unauthorized absence without pay.

“Responsibility for the review and revision of this Policy is assigned to the Chief Human
Resources Officer. In some cases, such as Employee Benefits Policies, Summary Plan
Descriptions and Plan Documents prevail over a policy. In all cases, Kaweah Health will
follow Federal and State Law, as applicable, as well as Regulatory requirements. Policies are
subject to change as approved by the Governing Board and will be communicated as
approved after each Board Meeting. It is the employee’s responsibility to review and
understand all Kaweah Health Policies and Procedures.”
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Attendance & Punctuality

Printed copies are for reference only. Please refer to the electronic copy for the latest version.
POLICY:

Attendance and punctuality is important to Kaweah Health’s mission to deliver high quality
service to our patients and the community. It is each employee’s responsibility to maintain a
good attendance record. Regular attendance and promptness are considered part of an
employee's essential job functions. Employees with excessive absenteeism may be subject
to Progressive Discipline.

Employees with disabilities may be granted reasonable accommodation to assist them in
meeting essential functions under any provision in this policy. In cases of disability,
appropriate documentation from a healthcare provider is required. A Leave of Absence may
be considered as a reasonable accommodation. Please refer to Leave of Absence and the
Reasonable Accommodation Policy for more information.

All absences will be recorded on an attendance record (utilizing specific comments in the
timekeeping system), which will be used to identify acceptable or unacceptable attendance
patterns. The focus of this policy is on the frequency of absences and is to ensure reliability
of employees to their work schedule and/or work requirements.

Employees are also expected to report to work punctually at the beginning of the scheduled
shift and when returning from meals and breaks.

An employee who misrepresents any reason for taking time off may be subject to disciplinary
action up to and including termination of employment. See HR.216 Progressive Discipline.

PROCEDURE:

Absenteeism is not being at work or failing to attend a Kaweah Health paid workshop when
scheduled unless the absence is protected by law.

The following number of occurrences, including full shift absences, tardies and leaving early,
will be considered excessive and will be grounds for counseling and disciplinary action up to
and including termination. During the new hire introductory period (see HR.37 Introductory
Period), unacceptable attendance may result in the employee being placed in an advanced
step of disciplinary action up to and including termination of employment.
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Occurrence (full days, consecutive days, tardies, and leaving work early):
» An occurrence is defined as time off that was not pre-approved. This could include
a full day or three (3) consecutive calendar days of unapproved, unprotected time
off. Beyond the 3™ day, employee may file for a Leave of Absence. If makeup time
is authorized on the same day or within the week of the occurrence, the absence is
still counted as an occurrence. Any sick days not covered by PSL will be considered

an occurrence. (For information regarding Paid Sick Leave, please see policy
HR.234 Paid Time Off PTO, Extended lliness Bank (EIB) and Healthy Workplace,
Healthy Families Act of 2014.

For the purpose of this policy, a "tardy" results when an employee fails to report to their work
area ready for work at the start of their shift or fails to return from lunch or break at the
appropriate time. Two tardies or leaving early that have not been pre-approved count as one
occurrence. One tardy and one time leaving early can also count as one occurrence, as well
as two unscheduled events of leaving early will count as one occurrence.

» An employee is expected to call in absences two hours prior to the start of
their scheduled shift.

> Please note that attendance and punctuality is considered an important factor of
overall performance and employees will be subject to Progressive Discipline. As
such, if an employee has or is to receive disciplinary actions other than attendance,
the Levels as noted below will escalate. The entire performance of an employee is
considered when establishing Levels and Kaweah Health may apply any Level or
immediate termination if warranted due to the circumstance as determined by
Kaweah Health Leadership.

Number of Occurrences in a Rolling 12-Month Period

Counseling Occurrences Introductory Period
Verbal Warning 2 2

Level | Written Warning 3 NA

Level Il Written Warning 4

Level Il Written Warning 5

Termination 6 3

Pattern Absenteeism:

Employees will be considered to have a pattern of unscheduled absences if absences
tend to occur immediately before or after scheduled days off, before or after holidays or
weekends, occur at regular intervals or on consistent days, occur immediately following
disciplinary action, or occur on days that the employee requested off but were denied such
request. Patterned absences will be considered misconduct and will be grounds for
Progressive Discipline.

Absences not to be considered under this policy are noted below. Reasonable notice of
these absences is requested and in some cases required. Progressive Discipline may
apply where reasonable notice or requested proof of time off documentation is not
provided.
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a.

b.

Work-related accident/iliness.
Pre-scheduled Paid Time Off (PTO).

Pre-scheduled personal time.

. Time off to vote or for duty as an election official. This provision will be limited

to federal and statewide elections exclusively and shall not be extended to
include local, city or county elections. Employees requesting time off to vote will
submit the request in writing. The request should state specifically why the
employee is not able to vote during non-working hours. Unless otherwise
agreed, this time must be taken at the beginning or ending of the employee’s
shift to minimize the time away from work.

Time off for adult literacy programs.

Time off if a victim of a crime, or if a family member is the victim of a crime,
when they take time off following the crime. Protections are for an employee
who is a victim of domestic violence, sexual assault, or stalking for taking time
off from work for any specified purpose, including seeking medical attention, for
injuries caused by the domestic violence, assault, or stalking and appearing in
court pursuant to a subpoena. In addition, protections include taking time off
from work to obtain or attempt to obtain any relief. Relief includes, but is not
limited to, a temporary restraining order, restraining order, obtaining
psychological counseling, engaging in safety planning, seeking other injunctive
relief, and to help ensure the health, safety or welfare of the victim or their
child. Furthermore, protections include if the employee provides certification
that they were receiving services for injuries relating to the crime or abuse or if
the employee was a victim advocate.

. Time off to attend judicial proceedings as a victim of a crime, the family

member, registered domestic partner or child of a registered domestic partner
who is a victim of a crime. Victim means any person who suffers direct or
threatened physical, psychological, or financial harm as a result of the
commission or attempted commission of specified crime or their spouse,
parent, child, sibling, or guardian.

. Employees who enter uniformed military service of the Armed Forces of

the United States for active duty or training.

Eligible employees with a spouse, son, daughter, or parent on active duty or
call to active duty status in the National Guard or Reserves in support of a
contingency operation.

Time off of up to fourteen (14) days per calendar year for volunteer

firefighter, reserve peace officer, or emergency rescue personnel training or
duties.

Time off to attend school or child care activities for their children,
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grandchildren or guardians (limited to 40 hours per year not exceeding eight
hours in any calendar month). Applies to children in grades 1 through 12 orin
a licensed child care facility. Additional protections apply for required
appearances after suspension of a child from school. Effective January 1,
2016, employees may take time off from work to find a school or a licensed
child care provider and to enroll or re-enroll a child, and time off to address
child care provider or school emergencies.

|. Bereavement time related to Policy.

m. Jury Duty or Witness Duty.

n. Leaves pursuant to legislative requirements Family and Medical Leave Act of
1993 (FMLA); California Family Rights Act of 1991 (CFRA); Pregnancy
Disability Leave (PDL); Organ and Bone Marrow Donation Leave; and
Workers’ Compensation (WC).

o. Kin Care: Kin Care authorizes eligible employees to use up to one-half (’%) of
the Extended lliness Bank (EIB) that they accrue annually, in a calendar year,
to take time off to care for a sick family member. Employees who accrue EIB
are eligible for Kin Care. Employees who are not eligible for EIB are not eligible
for Kin Care. No more than one-half of an employee’s EIB accrual in a calendar
year period can be counted as Kin Care. For example, for full-time employees
this would mean no more than 24 hours can be utilized as Kin Care in a
calendar year period. An employee must have EIB available to use on the day
of the absence for that absence to be covered under Kin Care. An employee
who has exhausted his/her EIB and then is absent to care for a sick family
member cannot claim that absence under Kin Care. Kin Care can be used to
care for a sick family member, to include a spouse or registered domestic
partner, child of an employee, parents, parents-in-law, siblings, grandchildren
and grandparents. A Leave of Absence form does not need to be submitted
unless the employee will be absent and use sick leave for more than three
continuous workdays. In addition, an employee taking Kin Care does not need
to submit a doctor’s note or medical certification. However, in instances when
an employee has been issued Disciplinary Action and directed to provide a
doctor’s note for all sick days, then an employee may need to submit a doctor’s
note.

Absence for Religious Observation

Kaweah Health will attempt to accommodate employees requesting absence for religious
observation, however, in certain circumstances accommodation may not be possible or
reasonable.

Notification of Late Arrival

An employee is required to call in absences two hours prior to the start of their scheduled
shift.

Workers’ Rights in Emergencies
Kaweah Health is compliant with California SB1044 and prohibits taking adverse action
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against an employee for refusing to report to or leave work during an emergency
condition. Prohibits preventing an employee from accessing a mobile device during that
time. This is specified as:

. Conditions of disaster or extreme peril to the safety of persons or property
at the workplace or worksite caused by natural forces or a criminal act.

. An order to evacuate a workplace, a worksite, a worker’'s home, or the
school of a worker’s child due to a natural disaster or a criminal act.

This paragraph does not apply to the following:

An employee or contractor of a health care facility who provides direct patient care, provides
services supporting patient care operations during an emergency, or is required by law or
policy to participate in emergency response or evacuation.

When feasible, an employee shall notify the employer of the emergency condition requiring
the employee to leave or refuse to report to the workplace or worksite prior to leaving or
refusing to report.

Schedules

a. Employees are scheduled to work during specified hours. Unless approved by
management, those hours may not be adjusted to accommodate early or late
arrival or departure.

b. Employees who arrive for work early may not leave before the end of their
scheduled work period unless authorized to do so by their management.
Employees may be subject to discipline for incurring unauthorized overtime by
reporting to work before their scheduled start time. Employees who arrive for work
late may not remain on duty beyond the regular scheduled work time to make up
for the lost time unless authorized to do so by their management. Employees who
are absent without approval but are allowed to make up time will continue to be
subject to disciplinary action for lack of reliability.

c. Employees may not shorten the normal workday by not taking or by combining full
meal periods and rest break periods and may not leave before the end of their
scheduled shift without the authorization of a supervisor.

d. Any employee who leaves Kaweah Health premises during work hours must
notify and obtain approval from management and/or their designee prior to
departure. Employees must clock out and in for their absence.

e. Employees are to give advanced notice for cancellation of any class or program
in which they are enrolled, whether voluntary or mandatory. Advanced notice for
cancellation is defined as the following:

1. If class is on Tuesday through Friday, cancel the day before by
8:00am. EXAMPLE: Class is Wednesday at noon- must cancel
before Tuesday 8:00 am.

2. If class is on Monday, cancel prior to 23:59 on Saturday
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3. Classes need to be cancelled through our Learning Management
System (LMS)

4. If the employee cannot cancel in our LMS or they are past the
defined time for advanced notice, the employee must contact their
manager via phone or email letting them know they cannot attend.

5. Employees must be on time.

6. Failure to give advance notice may count as an occurrence under the

Attendance Policy HR.184. Refer to Progressive Discipline policy HR
216.

f. Employees who are absent from work for three days and have not contacted
their department manager or supervisor will be assumed to have voluntarily
terminated their employment. Employees who are absent from work without
authorization and without providing proper notification to management may be
considered to have abandoned their job and will be terminated from employment.

g. Weekend Makeup Policy — Employees who call in on weekends may be required
to make up weekend shifts missed. Weekend shift starts Fridays at 1800 and
end Mondays at 0600 Weekend shifts will be scheduled for makeup on a
successive schedule at the discretion of the scheduling coordinator/supervisor
per staffing needs.

h. Holiday Makeup Policy — Employees who call in on a holiday, which is from
1800 the day before the holiday and ends 0600 the morning after the holiday, will
be required to work another holiday or an extra weekend shift at the discretion of
the scheduling coordinator/supervisor per staffing needs.

Holidays

Kaweah Health observes 72 holiday hours each year. Eligible employees may be scheduled
a day off and will be paid provided adequate accrual exists within their PTO bank account for

each observed holiday. Time off for the observance of holidays will always be in accordance
Kaweah Health needs.

New Year’'s Day (January 13!)

President’s Day (Third Monday in February)

Memorial Day (Last Monday in May)

Independence Day (July 4t")

Labor Day (First Monday in September)

Thanksgiving Day (Fourth Thursday in November)

Day after Thanksgiving Day (Friday following Thanksgiving)
Christmas Day (December 25t")

Personal Day

©CRNOORWN =

Loitering

Kaweah Health employees may not arrive to work greater than thirty (30) minutes prior to
the start of their shift and may not remain within Kaweah Health facilities greater than thirty
(30) minutes beyond the end of their shift without specific purpose and/or authorization to
do so.
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Clocking

Employees may not clock in, may not begin work before the start of their scheduled shift,
and must discontinue work and clock out at the conclusion of their scheduled shift unless
instructed otherwise by their management. Employees may not work off-the-clock,
including the use of electronic communication.

Further information regarding this policy is available through your department manager or
the Human Resources Department.

“Responsibility for the review and revision of this Policy is assigned to the Chief Human Resources Officer. In
some cases, such as Employee Benefits Policies, Summary Plan Descriptions and Plan Documents prevail over
a policy. In all cases, Kaweah Health will follow Federal and State Law, as applicable, as well as Regulatory
requirements. Policies are subject to change as approved by the Governing Board and will be communicated as
approved after each Board Meeting. It is the employee’s responsibility to review and understand all Kaweah
Health Policies and Procedures.”
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Progressive Discipline

Printed copies are for reference only. Please refer to the electronic copy for the latest version.

POLICY:

Kaweah Health uses positive measures and a process of progressive discipline to
address employee performance and/or behavioral problems. Kaweah Health
recognizes that the circumstances of each situation must be evaluated individually
to determine whether to discipline progressively or to impose more advanced
discipline immediately. This policy applies to all Kaweah Health employees, except
residents enrolled in Kaweah Health’s Graduate Medical Education (GME) program.
Disciplinary actions related to residents in the GME program are handled by the
Office of the GME as described in the Resident Handbook.

The primary purpose of Disciplinary Action is to assure compliance with policies,
procedures and/or Behavioral Standards of Performance of Kaweah Health. Orderly
and efficient operation of Kaweah Health requires that employees maintain
appropriate standards of conduct and service excellence. Maintaining proper
standards of conduct is necessary to protect the health and safety of all patients,
employees, and visitors, to maintain uninterrupted operations, and to protect
Kaweah Health’s goodwill and property. Because the purpose of disciplinary action
is to address performance issues, it should be administered as soon after the
incident(s) as possible. Therefore, depending on the seriousness of the offense and
all pertinent facts and circumstances, disciplinary action will be administered
promptly.

Certain violations are considered major and require more immediate and severe
action such as suspension and/or termination. Lesser violations will generally be
subject to Progressive Discipline.

Any employee who is in Progressive Discipline is eligible for transfer or promotion
within Kaweah Health with review and approval by the hiring manager and Human
Resources.

Progressive Discipline shall be the application of corrective measures by increasing
degrees, designed to assist the employee to understand and comply with the
required expectations of performance. All performance of an employee will be
considered when applying Progressive Discipline.



In its sole discretion, Kaweah Health reserves the right to deviate from Progressive
Discipline or act without Progressive Discipline whenever it determines that the
circumstances warrant.

PROCEDURE:

The process of Progressive Discipline may include the following, depending
on the seriousness of the offense and all pertinent facts and
circumstances:

Warnings

1. Verbal Warning:
A Verbal Warning explains why the employee’s
conduct/performance is unacceptable and what is necessary to
correct the conduct/performance.

Written Warning:

A Written Warning provides the nature of the issue and outlines the
expectations of performance/conduct or what is necessary to correct the
situation. This Warning becomes part of the employee’s personnel file,
along with any pertinent backup documentation available, and will inform
the employee that failure to meet the job standards/requirements of the
Warning will necessitate further disciplinary action, up to and including
termination.

The department management, in concert with Human Resources,
determines the level of corrective disciplinary action that will take place
based upon the seriousness of the offense, the existence of any prior
disciplinary actions and the entirety of the employee’s work record.

1. Level |
Any employee who receives a Level | is subject to further
Written Warnings as stated in this policy.

2. Level Il
Any employee who receives a Level Il is subject to further
Written Warnings as stated in this policy.

3. Levellll
A Level lll is considered Final Written Warning to the employee
involved, and includes a written explanation of what is
necessary to meet the expectation of performance. A Level lll
Warning may be accompanied by a suspension. A suspension
may be without pay and is generally up to five days or forty
hours.
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Administrative Leave

In the discretion of Kaweah Health, an employee may be placed on
Administrative Leave at any time to give Kaweah Health time to
conduct an investigation or for other circumstances considered
appropriate. Management may impose an Administrative Leave at
any time for an employee(s) if they believe there is a risk to employee
or patient safety. Management will notify Human Resources
immediately if an Administrative Leave is enforced. When an
employee is placed on Administrative Leave, Kaweah Health will make
every effort to complete the investigation of the matter within five
business days. If Kaweah Health is unable to complete an
investigation of the matter within five days the Administrative Leave
may be extended.

After the investigation has been completed, the employee may be
returned to work and, in the discretion of Kaweah Health and
depending on the circumstances, may be reimbursed for all or part of
the period of the leave. If it is determined that the employee should
be terminated, compensation may, in the discretion of Kaweah Health,
be paid until the Post Determination Review process has been
completed. (See policy HR.218).

Dismissal Without Prior Disciplinary History

As noted, Kaweah Health may determine, in its sole discretion, that the
employee’s conduct or performance may warrant dismissal without
prior Progressive Discipline. Examples of conduct that may warrant
immediate dismissal, suspension or demotion include acts that
endanger others, job abandonment, and misappropriation of Kaweah
Health resources. This is not an exclusive list and other types of
misconduct/poor performance, may also result in immediate dismissal,
suspension or demotion. See Employee Conduct below.

Employee Conduct

This list of prohibited conduct is illustrative only; other types of conduct
injurious to security, personal safety, employee welfare or Kaweah
Health’s operations may also be prohibited. This includes behavior or
behaviors that undermine a culture of safety. Employee conduct that
will be subject to Progressive Discipline up to and including immediate
involuntary termination of employment includes but is not limited to:.

1. Falsifying or altering of any record (e.g., employment
application, medical history form, work records, time cards,
business or patient records and/or charts).

2. Giving false or misleading information during a Human
Resources investigation;
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10.

11.

12.

13.

14.

15.

Theft of property or inappropriate removal from premises
or unauthorized possession of property that belongs to
Kaweah Health, employees, patients, or their families or
visitors;

Damaging or defacing materials or property of the
Kaweah Health, employees, patients, or their families
or visitors;

Possession, distribution, sale, diversion, or use of alcohol
or any unlawful drug while on duty or while on Kaweah
Health premises, or reporting to work or operating a
company vehicle under the influence of alcohol or any
unlawful drug;

Fighting, initiating a fight, threats, abusive or vulgar
language, intimidation or coercion or attempting bodily
injury to another person on Kaweah Health property or
while on duty. Reference policy AP161 Workplace
Violence Prevention Program;

Workplace bullying which can adversely affect an
employee’s work or work environment, Reference policy
HR.13 Anti- Harassment and Abusive Conduct.

Bringing or possessing firearms, weapons, or any other
hazardous or dangerous devices on Kaweah Health
property without proper authorization;

Endangering the life, safety, or health of others;

Intentional violation of patients’ rights (e.g., as stated in
Title XXI);

Insubordination and/or refusal to carry out a
reasonable directive issued by an employee’s
manager (inappropriate communication as to
content, tone, and/or language)

Communicating confidential Kaweah Health or Medical
Staff information, except as required to fulfill job duties;

Sleeping or giving the appearance of sleeping while on duty;

An act of sexual harassment as defined in the policy
entitled Anti-Harassment and Abusive Conduct HR.13;

Improper or unauthorized use of Kaweah Health property or
facilities;
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16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

Improper access to or use of the computer system or
breach of password security;

Improper access, communication, disclosure, or other use
of patient information. Accessing medical records with no
business need is a violation of state and federal law and as
such is considered a terminable offense by Kaweah Health.

Unreliable attendance (See Attendance and
Punctuality HR.184)

Violations of Kaweah Health Behavioral
Standards of Performance.

Unintentional breaches and/or disclosures of patient
information may be a violation of patient privacy laws.
Unintentional breaches and/or disclosures include
misdirecting patient information to the wrong intended party
via fax transmission, mailing or by face-to-face interactions.

Access to personal or family PHI is prohibited.

Refusing to care for patients in the event mandated
staffing ratios are exceeded due to a healthcare
emergency.

Working off the clock at any time. However, employees
are not permitted to work until their scheduled start time.

Use of personal cell phones while on duty if, unrelated
to job duties anywhere in Kaweah Health. This
includes wearing earbuds for the purpose of listening to
music from your personal cell phone, unless authorized
by department leadership.

Cell phones should not be used while driving unless
hands-free capability is utilized, if the cell phone user
does not have cell phone hands-free capability, staff
need to pull safely to the side of the road to place a
call. This applies to using the staff member’s personal
vehicle and/or using Kaweah Health vehicles while on
Kaweah Health business.}

Taking a video or recording of any kind of at any time
for personal use in a Kaweah Health facility is
prohibiteprohibited. This applies to work time breaks, or
meal periods. This restriction does not apply to
employer sponsored events inititated by Leadership
Marketing or Employee
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27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

Connection Team. For further clarification refer to HR
236 Computer and Communication Devices and Social
Media Code of Conduct.

Excessive or inappropriate use of the telephone, cell
phones, computer systems, email, internet or intranet.

Any criminal conduct off the job that reflects adversely
on Kaweah Health.

Making entries on another employee’s time record or
allowing someone else to misuse Kaweah Health’s
timekeeping system.

Bringing children to work, or leaving children
unattended on Kaweah Health premises during the
work time of the employee.

Immoral or inappropriate conduct on Kaweah Health property.

Unprofessional, rude, intimidating, condescending, or
abrupt verbal communication or body language.

Unsatisfactory job performance.
Horseplay or any other action that disrupts work,

Smoking within Kaweah Health and/or in violation of the
policy.

Failure to report an accident involving a patient,
visitor or employee.

Absence from work without proper notification or adequate
explanation, leaving the assigned work area without
permission from the supervisor, or absence of three or
more days without notice or authorization.

Unauthorized gambling on Kaweah Health premises.
Failure to detect or report to Kaweah Health conduct by an
employee that a reasonable person should know is
improper or criminal.

Providing materially false information to Kaweah

Health or a government agency, patient, insurer or

the like.

Spreading gossip or rumors which cause a hostile
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42.

43.

44.

45.

46.

47.

48.

49.

49:50.

work environment for the target of the rumor.
Impersonating a licensed provider.

Obtaining employment based on false or misleading
information, falsifying information or making material
omissions on documents or records.

Violation of Professional Appearance Guidelines
Being in areas not open to the general public during
non- working hours without the permission of the
supervisor or interfering with the work of employees.
Failure to complete all job related mandatory
requirements as noted on the job description and as
issued throughout a year (i.e. Mandatory Annual
Training, TB/Flu, etc.).

Failure to use BioVigil.

Failure to use two (2) patient identifiers in the course of
patient care.

Parking in unauthorized locations, such as for physicians,
patients, and visitors.

Consuming food, beverages, or applying cosmetics in patient

care areas or where food can become contaminated with
pathogenic organisms in the Hospital inpatient and outpatient
areas. (Beverages, food and cosmetics are not permitted
in/on housekeeping carts, maintenance carts, supply carts,
medication carts, isolation carts, supply storage areas,
Procedure rooms, Pharmacy, Clinical Laboratory, Diagnostic

Imaging).

Further information regarding this policy is available through your department
manager or the Human Resources Department.
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“Responsibility for the review and revision of this Policy is assigned to the Chief of Human
Resources. In some cases, such as Employee Benefits Policies, Summary Plan Descriptions
and Plan Documents prevail over a policy. In all cases, Kaweah Health will follow Federal and
State Law, as applicable, as well as Regulatory requirements. Policies are subject to change as
approved by the Governing Board and will be communicated as approved after each Board
Meeting. It is the employee’s responsibility to review and understand all Kaweah Health Policies

and Procedures.”
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Non-Employees

Printed copies are for reference only. Please refer to the electronic copy for the latest version.

POLICY:

PROCEDURE:

Kaweah Health uses both employees and non-employees in the course of normal
operations. Non-employee categories include but are not limited to Volunteers,
Students, Independent Contractors, Contractors who have direct patient care or
access, Temporary Staff, and Travelers. Non-employees are not on the payroll and
do not receive benefits. Department Leaders of non-employees must coordinate their
usage of non-employees through Human Resources. Certain contractors may utilize
the Vendor Mate process as instructed.

l. Coordination of Non-Employees

Human Resources clears all non-employees covered by this policy.

All non-employees must complete third-party background checks as well as a
drug screening, two-step-Quantiferon Gold or TB skin testing, and Flu
vaccine (during flu season).

Once Human Resources has processed and cleared the background check,
an identification badge will be issued. Human Resources and Clinical
Education (when required) will provide orientation materials. Additional
Clinical Orientation requirements are determined by the non-employee
position, location of work and level of involvement with staff, patients and the
public. Leaders or their designees are responsible for department specific
orientation. (See HR.46 Orientation of Kaweah Health Personnel)

Il.  Department Leaders Responsibilities
The Department Leader is responsible for all required processing, including
orientation using information provided by Human Resources. All non-
employees must complete orientation materials before they may begin
working at Kaweah Health.

As determined by the leader, all non-employees must have an initial
competency assessment that is documented in the department and/or
Human Resources file.

The department leader is responsible for the training duties and documented
performance of non-employees.

[ll.  Worker's Compensation and Employee Benefits
Non-Employees are not covered under any Kaweah Health Self-Insurance
nor health-related employee Insurance programs.

Kaweah Health provides Workers’ Compensation coverage for volunteers
within the scope of the volunteer’s duties.

V. Ending the Non-Employee Relationship
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Non-Employees

VI.

VII.

2

he relationship between Kaweah Health and the non- employee can
be ended without notice by either the non- employee or Kaweah
Health. Non-employees who leave Kaweah Health must return all
Kaweah Health property. Department Leaders must notify Human
Resources when a non-employee ends their service.

Volunteers

Volunteer opportunities are available through the Guild, Pet Therapy,
Hospice (see policy H02-009), Clergy, General Volunteer Program,
Kaweah Helps, and Community Engagement Initiatives.

Volunteers will not be used to replace paid staff members but will
perform extra duties that will contribute to the well-being and comfort
of patients and visitors or support the services of Kaweah Health.

Students
The Human Resources Department maintains all Student Affiliation
Agreement contracts.

Student placements are tracked by Clinical Education, Graduate
Medical Education, Human Resources and may only occur when
Affiliation Agreements are valid.

Duties of Students

Students will perform duties based on learning needs determined by
their school and as defined in the Affiliation Agreement.
Students/schools must show proof of compliance with Student
Affiliation Agreements.

Supervision of Students

Supervision is provided by the clinical instructor of record, Physician,
the department leader or designee following the Affiliation
Agreement.

Supplemental Staffing
As a general rule, an individual employed by Kaweah Health cannot
also contract to provide services to Kaweah Health.

Outside resources will be utilized when a need is determined for
specialized services and/or to fulfill a shortage of qualified staff.
Management must present all requests for contracting services to
their Director and Vice President for submission to Human
Resources.

Per AP.69, Human Resources must approve all contracted staffing
and independent contractor agreements. Human Resources has
sole authority and responsibility for communication and negotiation
with contracted staffing agencies and independent contractors.

Human Resources will be responsible for procuring and maintaining
the contractors for contracted personnel, including Independent
Contractors, Temporary Staff, and Travelers.

Leaders wishing to utilize temporary labor through an agency or
registry are required to contact Human Resources. Human
Resources will select the appropriate agencies for provision of
personnel.

56/63



Non-Employees

VIII.

XI.

Departments which utilize contact or agency staff members are
responsible for assuring compliance with regulatory standards and
Kaweah Health standards for performance. Management is also
responsible for assuring proper orientation, competency assessment,
privacy and safety training for all contract and agency staff.

Individuals and companies who contract to provide staffing services
with Kaweah Health must provide proof that they meet all applicable
state, national, local, Kaweah Health and Joint Commission
requirements.

Medical Exams and Health Requirements

Non-employees who provide services to patients will be contractually
required to comply with Employee Health Services guidelines, i.e.
Fwo-StepQuantiferon Gold or TB skin testing, drug screening and
flu vaccine (during flu season). Remote workers are exempt from
vaccination requirements. Non-employees must meet all essential
functions for their position as noted in the job description. (See
EHS.11 Immunization Requirements for Health Care Workers)

Non-Employee Files

A file on each non-employee must be kept with the Department
Leader and/or Human Resources. The file should contain the non-
employee’s initial competency assessment, documentation of
competency assessment if applicable, and documentation of training
and in-services. During surveys by the State or Joint Commission,
Human Resources, leaders and the Director of Volunteer Services
will be responsible for providing all required documentation.

Kaweah Health Policies and Procedures

All non-employees will conduct themselves in a manner which
reflects positively upon Kaweah Health. Non-employees will
familiarize themselves with the Mission of Kaweah Health.

Non-employees must abide by the same policies as Kaweah Health
employees during their assignment. This includes dress code,
identification badges, personal visits, use of phones for personal use,
confidentiality of Kaweah Health and patient information, solicitation
etc. between the District

Harassment

Non-employees, who believe that they have been harassed by an
employee, patient, or member of the medical staff, are encouraged to
report the incident to their leader or to the Human Resources
Department.

RELATED POLICIES: AP.69 Requirements for Contracting with Outside Service Provider; HR.35

Supplemental Staffing

“Responsibility for the review and revision of this Policy is assigned to the Chief of Human Resources Officer. In
some cases, such as Employee Benefits Policies, Summary Plan Descriptions and Plan Documents prevail over
a policy. In all cases. Kaweah Health will follow Federal and State Law, as applicable, as well as Regulatory
requirements. Policies are subject to change as approved by the Governing Board and will be communicated
as approved after each Board Meeting. It is the employee’s responsibility to review and understand all Kaweah

Health Policies and Procedures.”
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Approvers: Board of Directors (Administration)

Paid Time Off (PTO), Extended lliness Bank (EIB) and Healthy Workplace,
Healthy Families Act of 2014

Printed copies are for reference only. Please refer to the electronic copy for the latest version.
POLICY:

Paid Time Off (PTO), Extended lliness Bank (EIB) and Healthy Workplace, Healthy
Families Workplace Act of 2014 — Paid Sick Leave (PSL) benefits are offered to all
employees as defined in this policy. PTO is offered to full-time and part-time benefit
eligible employees for leisure, celebration of holidays, short-term iliness and other
personal needs. EIB is offered to full-time and part-time benéefit eligible employees for
extended illness and Kin Care. Private Home Care staff, temporary staff/interims and
Per Diem staff are not eligible for PTO or EIB but are eligible for Paid Sick Leave
(PSL) as defined in this policy. Excessive occurrences of unapproved time off may
result in disciplinary action. See Policy HR.184 Attendance and Punctuality.

This policy does not apply to Graduate Medical Education

PROCEDURE:
Eligibility and Accrual for PTO and EIB

Full-time and part-time benefited employees are eligible to receive PTO and EIB as
of the first pay period of eligibility (date of hire or transfer). If an eligible employee is
changed to a non-eligible status, the PTO and EIB time accrual will cease. The
employee will receive a lump-sum payment for all accrued PTO paid at 100% of
their hourly rate of pay prior to the status change. During the non-eligible status, the
employee will accrue PSL.

If a non-eligible employee is changed to an eligible status, the employee begins
accruing PTO and EIB as of the first pay period in which the status change became
effective; PSL accrual will cease. At no time will an employee accrue PTO and EIB
as well as PSL. An employee accrues either PTO and EIB or PSL.

EIB accrual will be reinstated for employees who leave Kaweah Health and are
rehired as follows:

a. If left as non-benefited and rehired as a non-benefited, we will reinstate the
ending available EIB balance into a reserve bucket. These hours are
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available for use.
If terminated as a benefited and rehired as benefited, we will reinstate the

ending EIB balance.

If terminated as non-benefited and rehired as benefited, we will reinstate the

ending available EIB balance from the reserved EIB balance (if any).

If terminated as a benefited and rehired as non-benefited, we will reinstate
the ending available EIB balance up to the 80-hour maximum, placing the

excess EIB balance into a reserve bucket. These hours are not available for

use.

The rate of PTO and EIB accrual received is based on years of service. Employees
receive accruals on up to 80 eligible hours, per pay period. The bi-weekly pay period
starts at 12 AM on a Sunday, and ends at 11:59 PM on the last Saturday of the pay
period. Qualified service hours which count towards a year of service for the accrual rate
include the following: regular hours worked (non-overtime), Flex Time Off, PTO FMLA,
PTO unscheduled, PTO/PSL, PTO Sick/Pregnancy, PTO/Workers Compensation, Sitter
Pay, Sleep Pay, PTO hours, bereavement hours, jury duty hours, training/workshop
hours, orientation hours, and mandatory dock hours. Neither EIB nor PTO accruals will be
earned while employees are being paid EIB hours.

All Other Employees Directors Chiefs
PTO Max PTO Max PTO Max
Hrly Accrual | Max Hours Hrly Accrual | Max Hours Hrly Accrual| Max Hours
Beg End Rate (Up to | accrued per |PTO Days| Beg End | Rate (Up to |accrued per| PTO Days Beg End | Rate (Upto | Accrued per |PTO Days
__ Years Years | 80elghrs) | payperiod | peryear| Years | Years | 80elghrs) | payperiod | peryear Years | Years | 80elghrs) | payperiod [ peryear
0.0 4.9 0.084625 6.77 22 0.0 4.9 0.103875 8.3 27 0.0 1.0 0.103875 8.3 27
5.0 2.9 0.103875 8.31 27 5.0 2.9 0.123000 9.8 32 1.1 4.0 0.123000 9.8 32
10.0 14.9 0.123000 9.84 32 10.0 14.9 0.142250 11.4 37 41 9.0 0.142250 11.4 37
15 19.9 0.126875 10.15 33 15 19.9 0.146125 11.7 38 9.1 13.5 0.146125 11.7 38
20 24.9 0.130750 10.46 34 20 24.9 0.150000 12.0 39 13.6 18.0 0.150000 12.0 39

25

26.9

0.134625

10.77

35

26.9

0.153875

12.3

40

18.1

22.5

0.153875

12.3

40

27

28.9

0.138500

11.08

36

27

28.9

0.157750

12.6

41

22.6

27.0

0.157750

12.6

41

29+

0.142375

11.39

37

29+

0.161625

12.9

42

27.1

0.161625

12.9

42

Eligibility and Accrual for PSL

PSL eligible employees include Per-Diem, Private Home Care, and Part-Time non-
benefit eligible employees. PSL eligible employees will accrue at the rate of one
hour per every 30 hours worked (.033333 per hour); accrual begins as of the first
pay period.

To qualify for sick leave (PSL), an employee must:

Must be employed for 30-days;
May use beginning at 90-days of employment;

Will be paid to the extent of an employee’s accrued hours only.

Employees are limited to use up to 40 hours or five (5) days which ever is
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greater of accrued time in each calendar year. PSL will carry over to the
following calendar year not to exceed 60 hours of accrual in any calendar year.

Maximum Accruals

The maximum PTO accrual allowed is 400 hours. The accrual will cease once the
maximum accrual is reached until PTO hours are used or cashed out. The maximum
EIB accrual is 2000 hours; the maximum PSL accrual is 120 hours in a calendar
year. No payment is made for accrued EIB or PSL time when employment with
Kaweah Health ends for any reason.

Requesting, Scheduling, and Access to PTO, EIB and PSL

Employees are required to use accrued PTO for time off for illness or unexpected
absence occurrences.

Routine unpaid time off is not allowed. Any requests for unpaid time should be
considered only on a case-by-case basis taking into consideration the need for
additional staffing to replace the employee and other departmental impacts. It is the
responsibility of management to monitor compliance. Employees should be aware
that unpaid time off could potentially affect their eligibility for benefits.

Any planned request for PTO time, whether for traditional holiday, for vacation time or
otherwise must be approved in advance by management. Management will consider
the employee’s request as well as the needs of the department. In unusual
circumstances, management may need to change the PTO requests of employees
based upon the business and operational needs of Kaweah Health. In such
situations, Kaweah Health is not responsible for costs employees may incur as a
result of a change in their scheduled PTO time.

AB 1522 Healthy Workplace Healthy Families Act of 2014

An employee may utilize up to five (5) days or 40 hours 40 hours, whichever is
greater, of PTO or PSL in a calendar year (January-December). For example:

o For employees who work 12-hour shifts, the employee will be entitled to use
up to 60 hours of paid sick leave (5 days x 12 hours).

o An employee who works 10-hour shifts will be entitled to use up to 50 hours (5
days x 10 hours).

o An employee who works 8-hour shifts will be entitled to use up to 40 hours (5
days x 8 hours).

o Alternatively, if an employee works only 6 hours a day and takes five days of
paid sick leave, for a total of 30 hours, the employee will still have 10 hours
remaining.

Employee may use PTO or PSL for the following purposes:
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a) Diagnosis, care, or treatment of an existing health condition, or preventative
care for an employee or an employee’s designated person, family member, as
defined as employee’s parent, child, spouse, registered domestic partner,
grandparent, grandchild, and siblings.

b) “Family Member” means any of the following:

i. A child, which for purposes of this policy means a biological, adopted
or foster child, stepchild, legal ward, or a child to whom the employee
stands in loco parentis; this definition of child is applicable regardless of
age or dependency status.

i. A biological, adoptive, or foster parent, stepparent, or legal
guardian of an employee or the employee’s spouse or registered
domestic partner, or a person who stood in loco parentis when the
employee was a minor child.

ii. Spouse

iv. Registered domestic partner

v. Grandparent

vi. Grandchild

vii. Sibling

c) Designated Person means the following:
i. Under the California Family Rights Act (CFRA) and California Healthy Workplaces
Health Families Act (HWHFA) an employee will be able to identify a designated
person for whom they want to use leave when they request unpaid CFRA or paid
HWHFA.

d) Foran employee who is a victim of domestic violence, sexual assault
or stalking, as specified.

There is no cash out provision for the PSL accrual, including upon termination of
employment or with a status change to a benefit eligible position. However, if an

employee separates from Kaweah Health and is rehired within one year, previously
accrued and unused PSL will be reinstated.

PSL and PTO time shall be utilized at a minimum of 1-hour increments and no more
than the length of the employee’s shift.

PTO and PSL time taken under this section is not subject to the Progressive Discipline
Policy HR.216.

Time Off Due To Extended lliness

Employees who are absent due to illness for more than three (3) consecutive
work days should notify their manager and contact the Human Resources
Department to determine if they are eligible for a leave of absence. Accrued EIB
can be utilized for an approved continuous leave of absence beyond three (3)
days and if admitted to a hospital or have a medical procedure under anesthesia.
However, in instances when an employee has been issued Disciplinary Action
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and directed to provide a doctor’s note for all sick days, then an employee may
need to submit a doctor’s note. If applying for a continuous leave of absence,
accrued PTO may be applied for the first three-ecalendar-daystwenty four (24)
hours at the employee’s regular shift length, if leave is for your own medical
condition.

Employees who are absent due to illness for more than seven (7) consecutive
days should file a claim for California State Disability Insurance. Claim forms
are available in Human Resources. State Disability payments will be
supplemented with any accrued EIB time by the Payroll Department and PTO at
the employee’s request.

Employees who are absent with an Intermittent Leave under FMLA/CFRA are
required to use accrued PTO for their absences, at no less than one hour and no
more than the regular length of the shift.

Time Off Due to Kin Care

Kin Care allows eligible employees to use up to one-half (1/2) of the Extended
lliness Bank (EIB) that they accrue annually in a calendar year to take time off to
care for a sick family member. Only employees who accrue EIB are eligible for
Kin Care. No more than one-half of an employee’s EIB accrual in a calendar
year period can be counted as Kin Care. An employee who has exhausted their
EIB and then is absent to care for a sick family member cannot claim that
absence under Kin Care.

Kin Care can be used to care for a sick family member, to include a spouse or
registered domestic partner, child of an employee, “child” means a biological,
foster, or adopted child, a stepchild, a legal ward, a child of a domestic partner,
or a child or a person standing in loco parentis, parents, parents- in-law, siblings,
grandchildren and grandparents.

EIB time taken under this section to care for an immediate family member is not
subject to the Progressive Discipline Policy HR.216.

Holidays

Kaweah Health observes 72 holiday hours each year. Eligible employees
may be scheduled a day off and will be paid provided adequate accrual
exists within their PTO bank account for each observed holiday. Time off
for the observance of holidays will always be in accordance Kaweah Health
needs.

New Year's Day (January 1%

President’s Day (Third Monday in February)

Memorial Day (Last Monday in May)

Independence Day (July 4%")

Labor Day (First Monday in September)

Thanksgiving Day (Fourth Thursday in November)

Day after Thanksgiving Day (Friday following Thanksgiving)

Nooakrowh-~
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8. Christmas Day (December 25")
9. Personal Day

Business departments and/or non-patient care areas will typically be closed in
observance of the noted holidays. Where this is the case, employees assigned to
and working in these departments will be scheduled for a day off on the day the
department is closed. Employees affected by department closures for holidays
should maintain an adequate number of hours within their PTO banks to ensure
that time off is with pay.

In business departments and/or non-patient care areas, holidays, which fall on
Saturday, will typically be observed on the Friday preceding the actual holiday
and holidays, which fall on Sunday, will be observed on the Monday following

the actual holiday.

Employees who work hours on some of these holidays may be eligible for
holiday differential. For more information of eligibility, see policy HR.75
Differential Pay- Shift, Holiday, and Weekend.

“Responsibility for the review and revision of this Policy is assigned to the Chief of Human Resources. In
some cases, such as Employee Benefits Policies, Summary Plan Descriptions and Plan Documents

prevail over a policy. In all cases. Kaweah Health will follow Federal and State Law, as applicable, as well
as Regulatory requirements. Policies are subject to change as approved by the Governing Board and wiill
be communicated as approved after each Board Meeting. It is the staff member’s responsibility to review

and understand all Kaweah Health Policies and Procedures.”
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