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Welcome to Fremont Area Medical Center!

It is a great pleasure to welcome you as a new member of our team.  We encourage you to strive to realize your career potential and professional success as an FAMC employee.  The success of this Medical Center is built on a firm foundation of common bond - respect to the patient/resident and to fellow employees.  Our foundation supports our ability to meet the challenges that each year brings.  Our continuing focus is to provide quality patient/resident care.

As our employee, we are committed to you.  We value your contribution and, through consistent communication, education and ongoing support, we will encourage your personal and professional development.  We want you to succeed – and through your success the mutual success of our patients and FAMC will also be realized.

You have joined a team with a commitment to patient/resident care.  Our mission is to optimize the health status of individuals by providing a wide range of accessible, customer-centered health care services in an efficient, cost-effective manner.

Again, Welcome aboard.
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Michael Leibert

President/Chief Executive Officer
-- Welcome --
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Acknowledgement of Receipt for Employee Handbook

Considerations of Employment
I have received a copy of Fremont Area Medical Center’s (FAMC) Employee Handbook, and I am responsible for becoming familiar with the following Considerations of Employment and all pertinent policies and procedures: 

· Neither this handbook nor any other FAMC document confers any contractual right of employment, either expressed or implied, and absolutely no guarantee or any fixed terms or conditions of employment are established.  My employment is not for any specific time and may be terminated “at will,” with or without cause and without prior notice by FAMC, or I may resign for any reason at any time.

· As an employee of FAMC, I am strongly encouraged to consistently act in compliance with all existing and future human resource and departmental policies.  I understand this Employee Handbook is not intended to address all possible policies that modifications to policies will be made, and policies are subject to change at any time, with or without notice, in whole or in part, at the discretion of FAMC.

· No statements, written policies, or documents can modify the at-will status of employment.  No person, other than the CEO, has the authority to create an employment agreement.  Any exception to the at-will status can only occur by written agreement signed by the CEO.

· I authorize FAMC to withhold from my compensation any amount due that I may owe FAMC, including the reasonable value of unreturned property.

 
· I will maintain a positive work atmosphere by acting and communicating in a manner so that I get along with customers, clients, co-workers and management.
· Questions about this Employee Handbook or any FAMC policy should be directed to my immediate supervisor or Human Resources.

Again, Welcome!  We wish you great success toward achieving your career objectives with FAMC and, equally important, helping FAMC to continue its consistent delivery of exceptional patient care!

Please sign and date this receipt and return to Human Resources.

Print Name 

Signature

Date

C: Employee File
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I.  INTRODUCTION

Whether you have just joined the staff or have been at FAMC for some time, we are confident you’ll find your employment dynamic and rewarding.  FAMC values its employees as its greatest resource.  This Employee Handbook serves as your guide for building mutually rewarding relationships with all employees, management, patients, vendors, and the community we serve – Fremont and surrounding areas. 

As an employee of FAMC, you should become familiar with all of the personnel policies set forth in the Employee Handbook.  Following your review, you are to sign and return an Acknowledgment sheet, which will be provided, to you.  This Handbook, of course, does not cover every policy or procedure adopted by FAMC--it simply summarizes some of the key points each employee should understand.  You will learn many more policies and procedures during your orientation, and on the job.  Likewise, detailed policies may be found on the FAMC Intranet in the Human Resources section.

As you review the personnel policies, you should keep in mind several basic concepts.  First, our relationship as employer and employee is based on mutual respect and consent, and therefore will continue only as long as both parties find the relationship to be satisfactory.  Accordingly, you are free to terminate your employment with proper notice whenever you feel it would be in your best interest to do so.  By the same token, FAMC reserves the right to terminate employment whenever, in the discretion of FAMC, it is felt necessary to do so.  This is known as employment "at-will," and all of the policies are subject to this overriding principle.  No employee of FAMC has the authority to change this basic principle except for written agreements signed by the CEO.

Second, the personnel policies cannot possibly describe every circumstance that might arise, and therefore should be considered sum​maries for your convenient reference.  They are not a contract, and FAMC reserves the right to exercise its discre​tion when inter​preting and applying these policies, and to modify the policies at any time. 

Finally, because these policies are summaries only, there will be other documents containing more complete rules and requirements to which you will need to refer from time to time.  This especially applies in the case of certain benefits, which are governed by insurance policies, or other written benefit plans.  Do not rely exclusively on the personnel policies with respect to any specific benefit, espe​cially benefits that are provided through outside insurance.  All benefit descriptions in these policies are subject to the terms of the benefit plan itself, and to the employee meeting whatever eligibility requirements, qualifica​tions, and condi​tions are set forth in the insurance policy or benefit plan, and you should be sure that you understand those provisions.
Medical Staff and Specialties - The Medical Staff consists of more than 100 physicians, holding active or courtesy staff privileges, representing a wide variety of medical specialties.


II.  MISSION, VISION, VALUES

Fremont Area Medical Center’s organizational values and philosophy are to guide the operation of the Hospital.  A key factor in determining managerial performance levels will be compatibility with organizational values and the effectiveness of steps taken to promote understanding and support of these values throughout the organization.

 

Mission Statement  - The mission of Fremont Area Medical Center is to optimize the health status of individuals by providing a wide range of accessible, customer-centered health care services in an efficient, cost-effective manner.

Vision Statement - Fremont Area Medical Center will be a healthcare provider that passionately pursues excellence in Quality, Service, and Safety while embracing its Stewardship responsibilities.  

Organizational Values and Philosophies - Fremont Area Medical Center’s organizational values and philosophy are to guide the operation of the Hospital.  A key factor in determining managerial performance levels will be compatibility with organizational values and the effectiveness of steps taken to promote understanding and support of these values throughout the organization.

1. Communication - We encourage direct and sincere communication throughout our organization in the belief that, through dissemination of pertinent information, our opportunities to meet the customer's needs are enhanced.

2. Flexibility - We acknowledge that change is the only status quo.  We recognize change as a growth process and are open to considering and offering new ideas and approaches to doing things.

3. Integrity - We aspire to the highest level of personal and professional ethics as demonstrated by a commitment to truth, to deliver what we promise and to maintain the dignity of persons with whom we work and serve.

4. Teamwork - We are mutually dependent upon one another for accomplishing personal and organizational goals, recognizing that customer expectations cannot be met without effective working relationships.

5. Efficiency - Our job is to optimize the utilization of the resources available to accomplish the desired results on time.

6. Compassion - We display a sincere, caring attitude towards everyone with whom we come in contact, respecting the individual dignity of each person.

7. Leadership - We take the responsibility for assuring quality and achieving the Hospital's objectives in an appropriate and efficient manner.

8. Commitment - We have a positive attitude towards our work, the people we serve, Fremont Area Medical Center and one another.

9. Creativity and Innovation - We encourage creative thinking and problem-solving, taking prudent risks and striving to go beyond our limits.

10. Service - We recognize that each interaction with a colleague, patient, resident, physician or member of the general public is an opportunity to provide outstanding service.  Throughout the Medical Center, we work together as a team achieving this quality of service through continuous improvement efforts.

III.  EMPLOYMENT POLICIES


Equal Employment Opportunity - FAMC is an Equal Opportunity Employer (EOE) and does not discriminate on the basis of age, race, sex, pregnancy, marital status, creed, national origin, veteran status, disability or any other protected status.  FAMC extends equal employment opportunity in consideration of all employment relationships including recruitment, hiring, position upgrading or downgrading, promotions, demotions, transfers, position eliminations, position recalls, disciplinary actions and terminations.  Any concerns this policy is not being followed or general questions regarding equal employment opportunity, disability and related subjects should be directed to:

Director, Human Resources

Fremont Area Medical Center

450 East 23rd Street - Fremont, Nebraska 68024
Immigration Law - In compliance with federal immigration laws, candidates and FAMC employees are required to provide satisfactory evidence of their identity and legal authority to work in the United States of America no later than three (3) business days after beginning work and, as requested or required, periodically thereafter.

Licensure, Certification and Registration - It is the employee’s on-going responsibility to maintain current and valid training and/or credentials for any position requiring a professional, state or federally mandated license, certification, or registration.  Additionally, it is the employee’s on-going responsibility to provide an electronic copy of their current and valid credential to their immediate supervisor and/or Human Resources.  Employees who fail to maintain licensure or certification as required, will be subject to immediate disciplinary action, which may include suspension or termination.

Harassment - Civility and respect for each individual's privacy and dignity is required of all employees of FAMC.  Any conduct that is incon​sistent with these principles is not accept​able and will not be tolerated.  Specific​ally, any form of harass​ment on the job or related to the job-​-including sexual harass​ment and also including racial, ethnic, dis​abil​ity, or other harassment--is prohibited and may result in severe corrective action, possibly including discharge from employment.

Definition - Harassment is broadly defined to include any conduct that may be perceived as personally demeaning or offensive, and tends to devalue a person’s gender, race, religion, age, marital status, national origin, disability status, or other personal traits, rather than their ability to perform their jobs and contribute to the success of FAMC.  Harassment specifically includes:

1.
Sexual harassment is defined by federal regulations as follows:


Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment when (1) submission to such conduct is made either explicitly or impli​citly a term or condition of an indi​vidual's employment, (2) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such in​dividual, or (3) such conduct has the purpose or effect of unreasonably interfering with an individual's work performance or creating an intimidating, hostile, or offen​sive working environment.


Prohibited acts of sexual harassment can take a variety of forms ranging from sexually-oriented comments, to subtle pressure for sexual activity, to physical assault.  Examples of some of the kinds of conduct included in the definition of sexual harassment are:

a.
Sexual relations, sexual contact, or threats or intimation of sexual relations or sexual contact, which are not wel​come and freely and mutually agreeable to both par​ties;

b.
Continual or repeated remarks with sexual implications, placing sexually suggestive objects or pictures in the work area, or propositions of a sexual nature; or

c. 
Threats or insinuations that the person's employment, wages, promotional opportunities, job assignments, or other conditions of employment may be adversely affected by not submitting to sexual advances, or promises or insinuations that any conditions of employ​ment may be favorably affected by submitting to sexual advances.

What is or is not offensive must be viewed from the perspective of the victim, and the fact that no objec​tion is voiced or the other person seems to be "going along" does not mean the conduct is accept​able.  No employee – including directors, officers, managers, or customers – is authorized to engage in harassment.

2.
Harassment on the basis of any other improper factor, such as race, color, religion, age, national origin, or disabil​ity.  As with sexual harassment, any conduct, which could be offensive and create an intimi​dat​ing, hostile, or offensive working environ​ment on the basis of one of these fac​tors, is improper and is strict​ly prohib​ited.  This could include, for example, racial jokes or slurs, religious jokes or slurs, or the assignment of work known to be beyond an individual's disability limitations with the intent to harass or annoy.

a. An employee who feels they have been harassed by a supervisor, coworker, vendor, or any other person in the workplace, or who has witnessed harass​ment of another, has several options.  Whenever possi​ble, the person doing the harass​ing should be told, politely but firmly, that such conduct is not accept​able.  Alternatively, in any case, the com​plaint of harass​ment may be brought to the individual's department head.  If that is not the appropriate person or if the employee is dissatisfied with the response, the concern should be brought to the Director of Human Resources.  If the employee is still not satisfied or if the department head and the Director of Human Resources are not the appropriate people, the concern may be brought directly to the CEO.

b. All employees are strongly encouraged to take appro​priate action as soon as possi​ble if they feel they are being harassed or witness harass​ment of others.  All coordinators, supervisors and managers who become aware of harass​ment or receive a complaint of harassment must promptly notify the Manager of Human Resources.

c. All complaints of harassment will be promptly and thoroughly inves​ti​gated; if the complaint is found to be justified, corrective action appro​priate to the circum​stances will be taken.  All complaints and informa​tion given during an investigation will be treated as confidentially as possi​ble, subject to the need to conduct a full and fair investiga​tion, and to inform those individuals who will be involved in any correc​tive action.

Under no circumstances will any person who in good faith makes a complaint of harassment, or assists in its investi​gation, be subject to any form of retribu​tion or retaliation.  Any person who makes or partici​pates in such retribution or retaliation, directly or indirectly, will be subject to corrective action.
Violence in the Workplace - FAMC will not tolerate threatening behavior, physical mistreatment, stalking or the possession of weapons by employees or visitors.  FAMC will take immediate disciplinary action including termination, criminal prosecution and/or civil litigation if necessary.  Prohibited conduct includes but is not limited to:

1. Physically injuring another person;

2. Engaging in behavior that creates a reasonable fear of injury to another person;

3. Engaging in behavior that subjects another individual to extreme emotional distress including threats, harassment, bullying or stalking;

4. Possessing, brandishing, or using a weapon while on FAMC premises, including vehicles, or engaged in FAMC business.  Weapons include any object used to harass, intimidate or injure another individual;

5. Intentionally damaging property;

6. Threatening to injure an individual or damage property;

7. Committing a violent act motivated by, or related to, domestic violence or sexual harassment.

8. Employees in violation of this policy will be subject to immediate removal by FAMC security, local police and, if appropriate, subject to criminal prosecution and/or civil litigation;
9. Employees suspected of violating this policy will be subject to a personal and/or vehicular search.  


Suspected Patient Abuse and Neglect - Employees who suspect abuse or neglect of patients, residents or visitors must immediately inform their department supervisor or FAMC Social Services.  Nebraska law requires that any known or suspected cases of abuse be reported to the appropriate agency.  A Social Worker will assist in evaluating if the case is a valid concern of alleged abuse or neglect and assist in the reporting process.

Recruitment - The Human Resources Department recruits for all job openings and is an Equal Opportunity Employer.  This includes but is not limited to, advertising in newspapers and professional journals, listing on the job hotline, posting of job openings on the employee bulletin boards, the Internet, using employment agencies and referrals by employees.

Employee Referral Program – In order to recruit quality employees, an Employee Referral program was developed.  Only applicants who have not worked at FAMC in the past 6 months are considered a referral.  In order to  recommend an individual for employment, an employee must complete the Employee Recommendation Form prior to the applicant completing an application.  These forms are available in Human Resources and in various form racks throughout the Medical Center.  If the recommended individual is hired and successfully completes their six-month orientation period, the employee who recommended the individual will be awarded the equivalent of an additional paid eight-hour day off.  Additional incentives may be available for hard to recruit positions.  All current FAMC employees are eligible for the Employee Referral Program except:
· Any member of Human Resources.

· Family members of candidates.
· Management within the department of the position that is being filled. 

Job Postings - Position vacancies at the Medical Center will be posted on the employee job posting bulletin boards for a period of five consecutive calendar days.  Employees who have been employed for six months and meet the minimum job qualifications may submit a bid slip.  Employees who have been employed for less than six months may only apply if they have the specific training, skills and experience needed for the position available.  The position may be advertised outside FAMC at any time.  Management may choose not to post a position if:
· A job is department head level or above.

· A job is part of Departmental/Medical Center reorganization or redistribution of hours.

· The job has a single logical successor.

· A job can be filled by a qualified employee who is returning from leave of absence, reassigned due to an injury or disability or whose current job is being eliminated.



· 
· 
· 
· 


Employment of Relatives - FAMC employees may not directly or indirectly supervise a member of their family.  Preferential treatment will not be given to relatives.  Selection will be based on bona fide occupational job requirements.
Employee Orientation – Completion of the 90-day New Employee Orientation is mandatory for all new employees.  Employees are eligible for continuation of employment after satisfactory completion of the 90-day orientation period.  The department Director may extend the orientation period for an additional 90 days if needed.  Human Resources and your immediate supervisor will plan on-site, department-based orientations and on-going training specific to the performance of your essential job functions. 
Employee Classifications - FAMC’s has various employee classifications for its workforce in order to provide quality patient and resident care. 

1. Full-Time Employees: minimum of 64 hours per two-week pay period. 

2. Part-Time Employees: less than 64 hours per two-week period.  Part-time employees are eligible for selected benefits depending on the number of scheduled hours worked.               

3. Per Diem/Occasional Employees: Per Diem employees are categorized as and limited to individuals who have been validated as highly proficient and/or experienced in the performance of their assigned essential job functions and do not need extensive mentoring or orientation.  The following applies to both Per Diem and Occasional Employees:
· Employees who have a suspension on their record within the twelve (12) months will not be eligible to move to this status.
· Employees in these classifications are required to work enough hours as established by their department to maintain all necessary competencies. 
· Employees are eligible for shift differential and holiday pay. 

· Employees are not guaranteed a regular work schedule or hours. 

· Employees are not eligible for benefits. 

· 

· 
· 
· 
4.
Temporary Employees: Temporary employees may be hired to replace employees on leave, etc. for a specific number of hours and/or a limited period of time, typically not to exceed one year.  Temporary employees are not eligible for benefits with the exception of Medical Center discounts, employee counseling and holiday benefits.

5.
Weekender Plus Workforce: Weekender Plus Program is for departments engaged in bedside nursing care.  Employees agree to work a weekend schedule for a specific period of time, typically 13 to 26 weeks.  Employees who agree to this schedule do not quality for the weekend incentive.  Please contact your department supervisor for information regarding the Weekender Plus Program.  

Position Management /Work Week - Upon employment, employees are assigned to a position classification and a corresponding job grade, salary schedule and, in compliance with employment law, an hourly or salaried work schedule.  For example, the standard FAMC “work week” is 40 hours, five days a week, with a 30-minute to one (1) hour daily lunch period provided.  The FAMC workweek is defined as beginning at 11:00 p.m. on Saturday and ends at 11:00 p.m. Saturday one week from that day.  These hours may vary according to your department, or involvement in special work schedules.  

Hourly (Non-exempt) Employees - If you are in a non-exempt position (eligible for overtime), you will receive overtime compensation at a rate of one and one-half (1-1/2) times the regular rate of pay for all actual hours worked over 40 hours in a workweek.  Employees scheduled less than 40 hours in a workweek do not receive overtime pay unless they exceed 40 hours for that workweek.

· Overtime work is not optional.  When directed, an employee is required to work overtime based on organizational need and dire circumstances.

· Your immediate supervisor must approve all overtime hours in advance. 

· Compensatory time is not provided to any FAMC employee.
· Employees working overtime without authorization are subject to disciplinary action.

· Scheduling of overtime: The FLSA does not limit the number of hours in a day or days in a week an employee may be required or scheduled to work if the employee is at least 16 years of age.
Time NOT Considered for Overtime Pay - The following compensatory practices are NOT counted for overtime pay consideration: vacations, holidays, sick leave, personal leave, lunch or break periods, or severance pay, unless specifically authorized by FAMC.

Salaried (Exempt) Employees - Generally, salaried positions are not eligible for overtime because they are categorized as exempt under the Fair Labor Standards Act (FLSA) and compensated on a salary basis.  There are many exemptions, but generally these positions meet one (1) of the following three (3) briefly defined exemptions:

· Executive Exemption - Position involves management of a FAMC enterprise, department or division and supervises two (2) or more employees.

· Administrative Exemption - Position involves non-routine/non-manual work directly related to FAMC management policies or general business operations.

· Professional Exemption - Position involves work requiring knowledge of an advanced field of learning customarily acquired by a prolonged course of specialized intellectual instruction and study (such as a Bachelor's degree or equivalent).

Position Management/ Job Design: FAMC uses various methods and strategies to manage positions (“jobs”), which includes evaluation and conducting salary surveys to price the value of position in the marketplace.

· 
· 
Identification Badge - FAMC patients, residents and visitors need to know who is providing them a service and/or direct care.  Identification badges are provided to employees for recognition and identification purposes and for clocking in and tracking work time in payroll.  Employees who fail to acquire and/or maintain a current and valid FAMC identification badge are subject to disciplinary action.
· Employees must display identification badges on the upper front body torso while on duty.

· Non-exempt employees are required to clock in and out on the time and attendance system.

· No humorous pictures, sketches or drawings are permissible on any identification badge.

· No items, such as pins and stickers, covering the employee picture or information.  

· In the event an ID badge is lost, the employee-on-record will pay a replacement.

· Employees are not allowed to give their badge to any other person to use, including swiping in on the time clock.  Unauthorized use of a FAMC identification badge may result in disciplinary action, which may include suspension or termination, and criminal and/or civil prosecution.
· Badges are to be turned into Human Resources or a supervisor when resigning from FAMC. 
Dress Code - All employees of FAMC have direct impact on the image of the healthcare facility.  FAMC has established an image of professionalism and expects its employees to reinforce this image.  Employees must consistently pay special attention to their personal appearance, grooming and personal hygiene.  

· The supervisor will inform the employee of the appropriate dress code, uniform and/or Personal Protective Equipment (PPE), including protective clothing required for their position. 

· FAMC management will direct improperly dressed employees as to proper dress and may require the employee to go home and change clothing. 

· Uniforms/protective clothing provided to an employee of FAMC normally must remain on company premises at all times.

· Offensive body odor, including a strong smell of cigarette smoke, excessive perfume or cologne, alcohol, and other odors is not acceptable.  

· Excessive jewelry, visible body modifications, including but not limited to scarification, tattoos and body piercing will not be allowed.  Tattoos, visible body modifications such as scarification and piercings must be covered while at work.  The only exception being ear piercing, however, that must be limited to the ear lobe and kept to a maximum of three per ear.

Promotion, Transfer and Demotion - It is the policy of FAMC to fill job vacancies from within by promotion, transfer or demotion.  Any employee qualified for a vacant position of a higher, equal or lesser level will be given preference over an outside applicant. 
Promotion – Form a lower to a higher pay grade.

Transfer – Lateral move within the same pay grade.  

Demotion – From a higher pay grade to a lower pay grade.

Employee Compensation - FAMC has a compensation program designed to attract, motivate, reward and retain qualified and productive employees.  Please see policy HR-40003 “Compensation Policy” for further details.  This policy can be accessed on the FAMC Intranet in the On-line Policy Manual or in the Human Resource Office.  
Payroll Deductions - Payroll deductions are available for FAMC accounts, voluntary contributions and benefits.  Contact Patient Accounts for payment of a hospital bill and Human Resources for all other deductions.  Payroll deductions may also be used for payment of various benefits such as insurance premiums, flexible spending accounts and uniform allowances.  Please contact Human Resources for current benefit information.


Performance Review/Competency Assessment - Performance Reviews and Competency Assessments are conducted to validate if employees are performing their essential job functions at, above, or below the established job standards for their position.  
· New employee communication appraisals are given at three months for staff level employees. 
· Both staff and management level employees will be appraised on their performance at six-months. 
· Annual Performance Reviews are every 12-months.  Staff annual performance appraisals will be completed on the anniversary date.  If an employee has transferred into a new position, it will be the employee’s transfer date.  Management annual performance appraisals will be prior to the commencement of each fiscal year.
· An employee who fails to meet standards will be given a Written Warning and an Action Plan for improvement. A supervisor has the right to give a Performance Review at any time. 
Payroll Information - Payday is by direct deposit every other Friday.  FAMC does not issue paychecks in advance of the regularly scheduled payday.  An employee’s pay stub will be available in the department.  Pay stubs are not mailed except in cases of termination.  The pay stub will remain in the employee’s department until the employee picks it up.

Pay Types:

· Court Ordered Garnishments - A garnishment is an order by a court to an employer to withhold a sum of money from an employee’s earnings for   payment of a debt.  FAMC must comply with such court orders and the employee will be notified. 











· On Call - If an employee is placed on call, the supervisor will explain responsibilities, pay scale and special provisions for the recording of call time.

· Shift Differential - Shift Differential will be paid for all hours worked during evening, and night shifts.  Shift differential will not be paid for Weekend Incentive hours or any situation where the employee is receiving double pay.  Weekend shift differential rates will begin at 11:00 P.M. on Friday night and end at 11:00 P.M. on Sunday night.  Eligible employees are required to work a minimum of 4 hours after 3:00 P.M. or before 7:00 A.M. to receive the shift differential rate.  Funeral leave, Jury Duty, and Military pay will be paid at regular weekday rates. 
· Holiday - FAMC recognizes the following holidays; New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day and Christmas Day.  Employees who work any hours between 11:00 p.m. on the eve of the holiday to 11:00 p.m. the day of the holiday will receive the premium pay in effect for that holiday.  Holiday premium is only available on the actual calendar day of the holiday and is taken from the employees PTO bank.

a. All employees required to work Thanksgiving and Christmas will receive a 50% premium. 

b. All employees regularly scheduled to work one of the four remaining holidays recognized by FAMC will receive a 10% premium. 

c. Employees not scheduled to work a holiday, will receive 100% premium for working one of FAMC’s recognized holidays.  This only applies if the employee was not scheduled to work and is asked to work beyond their scheduled shift.

· Weekend Incentive - To qualify for weekend incentive pay, employees must have already worked  two weekend shifts during the pay period, disregarding the length of the shift.  Weekend hours begin at 11:00 p.m. Friday and end at 11:00 p.m. Sunday.  Employees working additional weekend shifts during the same pay period and beyond those outlined above will receive a premium of one times their base rate for each hour worked. 

Employee Breaks and Lunch Periods - Employee breaks will be scheduled if it doesn’t interfere with work demands.  Breaks are not guaranteed and are based on business needs.  Scheduled breaks must be on campus and lunch periods in designated employee areas or off campus, but not in the presence of patients/residents.  When leaving FAMC campus for a lunch break, non-exempt employees must clock out.  


Employment Records - As an employee, you should maintain copies of documents related to your employment, performance, discipline, recognition, compensation, benefits or other human resource activities as all those documents are provided to you.  Employee personnel files are maintained in Human Resources on all employees and is property of FAMC.  This file is a document of an employee’s employment, training, education and benefits.  Information contained in the personnel file is confidential.  

· Current employees may review their file by contacting Human Resources.
· FAMC reserves the right to charge photocopying fees in response to requests for employee data from authorized third-party sources.  
· A supervisor/director may view a file of an employee who has bid on a job posting. 
· An employee is required to notify their supervisor and Human Resources of any changes in name, address, telephone number or marital status. 


Employer Information and Property - FAMC related information or property, including documents, files, records, computer files, equipment, office supplies or similar equipment may not be removed from the company premises, except in the performance of work related duties.  Violation will result in appropriate disciplinary action up to and including termination.  An employee who terminates must return all related FAMC information and property in their possession. 

· Employees cannot divulge FAMC records, plans, or other data without proper authorization from their immediate supervisor, manager, or administrator.

· All records, manual and electronic, must not be destroyed, except in accordance with prescribed procedures.

· Willful falsification of records not only violate FAMC policy, but may be a violation of local, State or Federal laws and may result in disciplinary action, including termination, and criminal prosecution or civil litigation. 

Employment References/Verification of Employment - It is the policy of FAMC to release only name, employment, dates and job title to employment verification requests in the absence of a signed authorization for release of information.  The Human Resources Department is responsible for all verifications of employment.   

Separation of Employment - Employees are expected to give adequate notice of their intention to resign, which, at managements discretion may include sufficient time for use of accrued but unused Paid Time Off.  Upon resigning, an employee will be paid on the normal payday.  A Resignation Form must be completed detailing the reasons for leaving and an effective date of termination.  An exit interview with HR will be completed prior to termination. 
· Voluntary Termination 
1. Recommended Notice of Voluntary Resignation for Professional and Management Staff: 


Three (3) regular workweeks excluding paid time off and unauthorized absence.

2. Recommended Notice of Voluntary Resignation for all other employees:


Two (2) regular workweeks excluding paid time off and unauthorized absence.

· Involuntary Termination-Employees may be discharged immediately for behaviors that are considered serious offenses.  Listed below are examples of instances that may result in immediate termination.  This list includes but is not limited to: 

1. Failure to Perform assigned essential functions;

2. Failure to maintain professional conduct and behavior;

3. Failure to act in compliance with FAMC policy;

4. Failure to comply with designated employment laws;

5. Job Abandonment;

6. Two occasions of No Call No Show (NCNS);

7. Intentional unsafe act or safety violation;

8. Violation of the drug-free workplace program including solicitation for purchase or sale of drugs;   

9. Theft;

10. Refusing to submit to any drug/alcohol test;

11. Falsification of employment records, work records or patient/resident records;

12. Criminal conviction or a plea of no contest or guilty of job-related offenses while employed at FAMC;

13. Divulging confidential information;

14. Reckless unsafe act or safety violation;

15. Violence in the workplace;

16. Any conduct or behavior that FAMC determines is not in alignment with the mission, vision, and values of FAMC.

· Reduction-In-Force - A reduction in the employee workforce may be initiated due to changes in healthcare regulations, reduction in reimbursements, decline in revenue, reorganization or restructuring of work, or other business factors.  FAMC management has exclusive right to decide which positions will be eliminated and, accordingly, to manage employee reductions in compliance with employment law and FAMC policy.  When more than one person in a position is being affected, the factors which may be considered, depending on the circumstances, are:

1. Recent performance evaluation(s), attendance, and disciplinary actions; 

2. Advanced or unique qualifications related to the work;

3. Demonstrated ability to perform the essential job functions;

4. Seniority in the job or work group;

5. Length of continuous service at FAMC; and

6. Employment status. 

During the first six (6) months when loss of work is due to a reduction in force, employees affected will be given preference over other applicants when skills and experience are comparable. 
· Voluntary Staff Reduction - During short-term periods of reduced workloads or low patient census staffing may be reduced, which includes adjusting the schedules of temporary, occasional, and per diem employees.  Staffing reductions may also involve regular full and part-time employees with regular schedules.  In the event of staff reductions, an employee’s immediate supervisor will discuss specific details.
· Exit Interview - Prior to termination, employees should complete a final interview conducted by a representative of the Human Resources Department.  The purpose of this interview is to validate the return of all FAMC property; financial obligations that occur in the course of employment, completion of all required paperwork and additional information about an employee’s reasons for termination.

If an employee terminates owing FAMC work related money, deductions equal to the amount owed may be withheld from their final paycheck unless alternative arrangements have been made, or as stipulated in a promissory note.





Conflict of Interest - It is a violation of policy for employees to engage in activities which conflict with the business interest of FAMC, patient/resident care, or impede an employee’s individual job performance.  
· No employee shall accept any favor, financial or professional transaction, investment or any other entity, which may compete or be in conflict with FAMC and its members.

· Employees may not witness wills or other documents for attorneys involving FAMC patients or A. J. Merrick Manor residents.  However, as pre-approved by FAMC management, authorized Social Workers may witness Advance Directive requests.

· Employees who violate FAMC’s Conflict of Interest policy are subject to immediate disciplinary action, which may include suspension or termination.

Compliance and Fraud Prevention - FAMC’s Corporate Compliance Program ensures compliance with statutory and regulatory requirements related to operations.  Employees, officers (including management), agents and contractors (as defined in the program) are subject at all times to FAMC’s Corporate Compliance Program. 

· A critical component of the Compliance Program is to ensure proper billing practices and the validity of all claims.  Any employee who knows or learns of any false claim or billing practice that violates applicable law or FAMC's Compliance Program must report the information in accordance with the established reporting requirements.

· Nebraska has enacted the False Medicaid Claims Act (the "Nebraska Act").  The Nebraska Act is substantively similar to the federal False Claims Act, but the Nebraska Act focuses on claims for state Medicaid payments.

· If an employee sees or otherwise learns of activity that appears to violate federal or state false claims laws, FAMC encourages the employee to report this information internally, in accordance with the reporting requirements in the FAMC Compliance Program.  Federal law prohibits retaliation, and FAMC will not retaliate against any employee who lawfully reports or assists in the investigation of a possible false claims violation.
Staff Rights and Conflict of Care - Medically related treatment and care will be provided to all persons in need without regard to illness, disability, race, creed, color, gender, national origin, lifestyle or ability to pay.
· If a conflict arises with the prescribed course of treatment or care for a patient/resident and the personal values or religious beliefs of an employee, the employee should notify their immediate supervisor orally and in writing of the reason(s) to be excused from participation in a particular aspect of treatment or care.

· The employee’s department manager will review all requests for such accommodations.  Employees should contact their immediate supervisor for department-specific information.  If immediate attention is required, the Department Manager or House Supervisor is authorized to respond.  If necessary the HR Director will also review.  

· An employee’s first responsibility is the patient/resident, and all requests for accommodations regarding care conflicts must be made in advance.  In no circumstances, will a request be granted if it negatively affects the care of the patient/resident.

· Refusal to provide care will result in disciplinary action up to and including termination and, if appropriate, criminal prosecution and/or civil litigation.

Patient Rights and Responsibilities - Patient/resident rights and responsibilities are reviewed with employees during general and department orientations.  The patient/resident has various rights, including but not limited to, advanced directives, informed participation, privacy and confidentiality, ethical discussions and considerate and respectful care.
Confidentiality - All medical records and information relating to patients, employees, doctors, and volunteers are confidential.  Records or information otherwise obtained in regard to business may not be disclosed to anyone, except as required by law or FAMC policy.
Photographs, Video and Interviews of Patients – Unauthorized photographs or audio recordings of patients/residents are prohibited.  Employees are not allowed to photograph, video, interview a patient/resident using any type of audio/video recording device or related technology, without the patient/resident specific permission on file with FAMC.  A parent’s permission is required when minor children are involved.  Forms may be obtained in the Public Relations office or on the nursing units.

Tobacco Free - FAMC is a tobacco free campus and no one is allowed to have or use tobacco products on FAMC property.  This policy applies to staff, physicians, volunteers, patients, residents, contract employees, students and visitors.  This includes all buildings or property of FAMC, as well as any property leased by FAMC for its exclusive use.
Internal Investigation and Searches - FAMC reserves the right to inspect and/or search all work areas, including offices, desks, files, computer files, e-mails, telephone voice mails, and lockers, on a need to know basis.  FAMC does not conduct random searches.  
 

IV.  EMPLOYEE SERVICES 


Cafeteria - The Sunset Market Cafe offers meals to employees at below retail cost.  Discounted meals are sold to employees on a cash or credit/debit card only basis.  This discount does not apply to meals purchased for family members, visitors or when an employee is not working.    

Vending Machines - Vending machines for beverages and snacks are located throughout the building and are open for service 24 hours a day.  Problems with vending machines or lost money should be reported to Communications.

ATM - An ATM is accessible to all employees in the east lobby area.  The ATM accepts debit and/or credit cards from most financial institutions.  All questions regarding the acceptance of debit and/or credit cards should be directed to the employee’s personal bank or financial institution.  FAMC does not cash personal checks.

Chapel - The FAMC Chapel, located in the southwest corner of A. J. Merrick Manor, is available for the spiritual needs of residents, patients, employees and visitors.  Non-denominational religious services are scheduled at designated times and for special occasions.  You may call Communications to contact the Chaplain for additional information.

FAMCare Pharmacy - Prescription discounts are available through the FAMC pharmacy.  If an employee participates in FAMC’s health insurance program, the employee may purchase prescription drugs based on a three-tier formulary.  Employees who do not have FAMC health insurance may also have their prescriptions filled at a discount price.

Employee Counseling - All employees and their family members may use the Employee Counseling Service free of charge.  Counselors trained in marital, substance abuse, financial and behavioral counseling are available by contacting the Social Services Department.

Daycare for Sick Children - Bounce Back is open to all employees and the public for mildly ill children from ages six weeks through 14 years of age.  For more information contact 727-3631.  Employees receive a reduced rate.

Lockers - Employees must check with their supervisors for assignment of a locker.  If a locker is not available, the supervisor will make other arrangements.  FAMC reserves the right to inspect lockers at any time.

Lost and Found - An employee should notify their supervisor if an item is found on FAMC’s premises.  Lost and found items should be turned into Facilities Management.  Inquiries about a lost item should be directed to this office.  FAMC does not accept responsibility for any item lost or found.  Items not claimed within 90 days will be discarded.

Parking - Employees are required to park in designated staff areas only, unless the employee or a member of their family is using services of FAMC in a customer capacity.  No parking is allowed in visitors, physicians, ED/OP or handicapped areas.  FAMC accepts no responsibility for any damage or loss to an employee’s car while parked in an employee parking area.  Parking lots and driveways must be kept clear for emergency vehicles.  These areas are marked with red and/or yellow striping.  An employee should not park in any “no parking” zone.  Vehicles found in unauthorized areas will have a boot placed on the vehicle or towed at the owner’s expense. 

Library (Health Sciences) - FAMC maintains a library of health related books and periodicals for all employees, Medical Staff, students and volunteers.  Materials may be checked out for a maximum period of two (2) weeks.  Computer access to the Internet is available for the purpose of searching for information related to Medical Center business.  Staff development videotapes are available on a variety of topics.  Students affiliated with FAMC may not check out materials but may research materials using the library facility.  Please see the Human Resources if you have questions regarding the Library. 
Communications - It is an employee’s responsibility to maintain an active awareness of FAMC news and events by regularly monitoring bulletin boards, Intranet, departmental/employee meetings, paycheck stuffers and  the Lighter Vein employee newsletter. 
1. FAMC Bulletin Boards:  Bulletin Boards contain information relating to FAMC safety, employment, memos and job postings and are located near the:

a.  
elevators next to main lobby; and

b.
Time and Attendance badge reader across from Food and Nutrition
  

2. Employee Bulletin Board:  Employees who would like to post information on the Employee Bulletin board (located by the Time and Attendance badge reader across from Food and Nutrition).  Only personal items for sale, public events or fundraising activities may by posted.  Prepare a copy of the item to be posted on a 3” x 5” index card for up to two (2) weeks.  Please direct any questions to HR. Note: The Employee Bulletin Board will not promote supplemental income activities for employees or non-employees, and no material can be illegal, defamatory, obscene, or offensive in any way.
 
3.  Newsletters:  The Lighter Vein newsletter contains information on current FAMC activities, policies, benefits, and is distributed with employee paychecks.
4. Daily Digest:  The Daily Digest is available on the FAMC Intranet.  The Digest contains daily information on the cafeteria menu, Medical Staff news, scheduled meetings, on-call listings, Medical Center birthdays and other miscellaneous items.

5. Intranet: The FAMC Intranet has various information such as policies, telephone extension, Sunset Market Café menus, daily class schedules, etc. 

Electronic Communications - FAMC employees have access to one or more forms of electronic media and services including but not limited to, computers, e-mail, telephone, voice mail, on-line services and the Internet (generally described as “systems”).  These systems are FAMC property and are intended for FAMC business use only. 

1. All communication and information transmitted or stored in this system are Medical Center records and is the property of FAMC and may be viewed or monitored by FAMC at any time.  

2. All systems are to be used for FAMC purposes only.

3. The systems are not to be used for illegal purposes or any other purpose, which is against FAMC policy.  

4. All communications should be made in a serious and professional manner.  

5. Communication of harassing, obscene, discriminatory or sexual material or language through the systems is     prohibited. 

6. Communications should never disclose confidential or proprietary information.  

7. Improper use of systems is grounds for disciplinary action up to and including termination.   

8. FAMC reserves and may exercise the right to monitor, access, retrieve and delete any matter stored in, created, received or sent over the systems for any reason without permission of the employee and without notice.

9. Use of a password by an employee does not assure confidentiality.

Computer Software Code of Ethics - All software used within FAMC must be licensed.  FAMC does not own the copyright to software or its related documentation and, unless authorized by the software developer, does not have the right to reproduce it for use on more than one computer.  No unauthorized software shall be brought into FAMC and loaded onto a computer or network.  The purchase of all software requires the advanced approval of the IS Department.  Installation and registrations of all software is the responsibility of IS.

Telephone, Text Messaging and Cell Phone Use - Personal phone usage and other communication devices including text messaging while working must be kept to a minimum.  Personal calls should not occur in the presence of patients/residents or at any time while an employee is delivering patient care.  
Solicitation and Distribution - Except for activities related to approved FAMC programs, employees may not engage in any type of solicitations or distribution of materials, such as selling tickets or memberships, buying, selling or trading products such as cosmetics, house wares, candies, cookies, etc., in working areas (including patient care areas) or during working time by either the employee or the individual solicited.  Solicitation or distribution of materials is prohibited by non-employees on FAMC premises at all times. 


· 
· 
FAMC Foundation - The FAMC  Foundation is a non-profit organization, founded in 1976 and governed by a Board of Directors of volunteer citizens from the greater Fremont area.  The Foundation accepts financial gifts to meet the needs for expanded facilities, new equipment and support of programs.  An employee’s donation may be made through honor gifts, annual or other outright gifts, planned gifts, endowment, walk of honor, memorials or an employee may designate their gift to a specific department, area, or function.  Employees may contribute through payroll deduction.  For more information, call the Foundation office at (402) 727-3566.

United Way and Community Health Charities (CHC)) - Each year FAMC raises monies for various local community charities.  Employees can contribute a one-time cash donation; check donation or a specific amount each pay period by payroll deduction.  Information regarding these events will be posted on employee bulletin boards, and in the Lighter Vein. 

Gift Shop (Look Nook) - The Auxiliary operates a Gift Shop located adjacent to the east lobby on the first floor.  Proceeds from the Gift Shop are used for worthwhile purposes to benefit FAMC.

Volunteers - FAMC is very fortunate to have a large group of volunteers who help to provide many excellent services.  Volunteers help support the mission and vision by donating thousands of hours annually in many departments at FAMC.  The Medical Center is grateful for all contributions and services provided by this large group of dedicated volunteers. 
 

V.  EMPLOYEE HEALTH AND SAFETY
Post-Offer Health Assessments - In compliance with certain Federal and State health standards, and FAMC policy, employees are required to undergo a post offer health assessment to validate the existence of no communicable disease, immunization status, and to confirm the employee can safely perform the essential job functions of the position for which hired.  This includes but is not limited to:

· Tuberculin Skin Test (TB) – All newly hired employees must have a tuberculin skin test (TB) before starting employment and a second test after hire unless contraindicated, or special arrangements are made.  If an employee has not completed the entire process within 30 days from start date, they will be suspended from work and given a two-week time frame to complete.  If the process is not completed within the 2-week timeframe, they will be terminated unless special arrangements are made in advance.  Exceptions would include approved leaves of absences.  

· Post Offer Testing - After a prospective employee has accepted an offer, but before they begin work at FAMC, an employee may be required to undergo an assessment of their ability to perform the job for which they are hired.  Failure to perform the essential job functions may result in retraction of job offer.
· Alcohol and Drug Screening - After a prospective employee has accepted an offer, but before they begin work at FAMC, employees are required to undergo a drug and alcohol screen.  If a prospective employee refuses testing or tests positive, the employee will not be allowed to start work at FAMC.  FAMC adheres to a zero tolerance policy on drug and alcohol abuse.

· Personal Protective Devices - After a prospective employee has accepted an offer, but before they begin work at FAMC, they may need to be fit tested for Personal Protective Devices.  This testing is based on the employee’s job duties.
Substance Abuse - FAMC is committed to maintaining a work environment free from any form of substance abuse, including drug and alcohol abuse.  

· New hires at FAMC are expected to complete a drug and alcohol drug screen after being offered a position but before beginning employment.  Refusing to complete a drug and alcohol screening is considered a positive test and the job offer will be retracted.  A positive drug screen the first 6 months of employment will result in termination. 
· Current employees are randomly chosen each month for a drug/alcohol testing.  Employees who test positive and are not termed will be suspended and are required to be evaluated by a certified drug/alcohol counselor.  The first evaluation by the certified drug/alcohol counselor will be at FAMC cost.  Employees are expected to follow the course of action recommended by the counselor at their own expense.  These employees will be periodically tested for an undetermined period of time.  

· Employees displaying “reasonable suspicion” will be subject to immediate testing.  FAMC has the right to drug/alcohol test employee’s who are involved in a situation, which threatens or causes injuries.   

Annual Tuberculosis Screen - In compliance with certain Federal and State health standards, and FAMC policy, employees are required to have an annual tuberculin skin test (TB) each fall unless contraindicated, or special arrangements are made.  A Registered Nurse will administer the test.  Two to 3 days following the administration of the test, a trained individual must read the results.    

· Employees who do not complete the TB screen during FAMC annual fall Education/Health Blitz will be placed on suspension and given a two-week time frame to complete the process.  If not completed within this time frame, the employee will be terminated.  Exceptions are made for employees on an approved leave of absence or who have a physician’s statement.  Employees returning from a leave of absence will be expected to complete the annual screen within two-weeks of returning to work or corrective action will commence.

· FAMC will accept a valid, completed tuberculin skin test (TST) from an authorized health care provider two (2) months prior to the FAMC annual fall Education/Health Blitz .  The same corrective action guidelines will apply for non-compliance.  New hires tested two (2) months prior to the start of the FAMC annual fall Education/Health Blitz may be excluded.
Employees, who have previously tested positive and those with medical conditions and medication concerns, must report at one of the designated times for a consultation.  If it is deemed necessary to have a chest x-ray, FAMC will pay the expense.



· 
· 
Wellness Program - FAMC regards the health and welfare of all employees as critical to its success.  Announcements regarding  wellness related activities and programs are announced each month to employees and are distributed via email and may be posted in departments.  Employees and their dependents may come to a designated area for health testing.  No appointments are necessary.  Participation is voluntary and results are confidential.

Wellness Center - Membership in the Wellness Center is available to employees.  The Wellness Center offers a variety of cardiac and weight training equipment.  Employees should contact the Wellness Center directly for details on membership enrollment or cancellation.  
There is a minimal payroll deduction made each pay period for membership.    











Medical Evaluations - An employee returning to work after a medical leave of absence, excluding FMLA, must submit medical authorization, at the employee’s expense, to return to work.  FAMC reserves the right to request a second medical opinion at FAMC’s expense.  The Director of Human Resources and the department director will review the physician’s recommendations as well as the employee’s overall job performance and determine if the employee can continue to meet the essential requirements.

Fit for Duty Assessment - After three or more scheduled workdays absent, excluding FMLA absences, FAMC requires a statement from the employee’s personal health care provider, consistent with applicable data management requirements for HIPPA and workers compensation, authorizing the employee to return to work.  

Illness on the Job/Infection Control - If an employee becomes ill while working; they are expected to report the illness to the department supervisor or house supervisor.  FAMC reserves the right to send an employee home that is apparently ill, at risk of spreading illness, or unable to satisfactorily and safely carry out job duties.  An employee illness will be evaluated according to the level of patient contact or type of duties described in the job description, whether the infection can be contained, and how it affects job performance.  Standing Orders for all supervisors are used when assessing an employee’s illness or injury to determine if they will continue working.  The Employee Health or House Supervisor is available to assist with the assessment.  The following signs and symptoms should be considered when evaluating if the employee should not work:

· Temperature of 100 degrees or over.

· Boils, infected wounds, sores.

· Acute respiratory illness.

· Acute diarrhea illness.

· Conditions related to communicable diseases or a carrier of such.

· Hand washing ability.

Infections acquired in or brought into Fremont Area Medical Center from the community are potential hazards for all patients, visitors and employees.  Guidelines have been established by the infection control program to prevent, identify and control such infections.

An employee who becomes ill during a scheduled shift should report to his/her supervisor or the House Supervisor.  A decision will be made as to whether or not the employee should remain at work.

All employees who have been off duty due to illness must report to his/her supervisor prior to returning to work.  An Employee Health-Return to Work form (Green Sheet) must be filled out by the employee and supervisor and forwarded to the Employee Health Nurse.

An employee off three or more scheduled work days must provide a written work release from a licensed health care provider.

An employee may require follow-up medical tests/exams due to certain infection  exposures or concerns.  The employee may be required to take a leave of absence or be reassigned to different job duties if the safety of others is in question.

An employee who refuses to take additional tests and/or physicals or who is not able to demonstrate that he/she is free from communicable diseases will be placed on a leave of absence, reassigned or terminated as appropriate.

Safe and Secure Workplace Environment - FAMC strives to provide a safe and secure environment for patients, residents, visitors, employees and Medical Staff to reduce risks and hazards and to prevent accidents and injuries.  Safety and security in the workplace is every employee’s responsibility.

· Safety and Emergency Preparedness manuals are located in the Emergency Preparedness manual on the Intranet.

· During Orientation an employee is informed of the FAMC Safety and Emergency Preparedness Policies.  The employee’s supervisor discusses additional department specific policies/procedures. 
· Announcements on Safety and Emergency Preparedness are communicated by the public address system, pagers, walkie-talkies, cell phones, runners, email, or other communication methods.  These are known as J-Mail updates.  

Emergency Codes:

	
	Code
	Code Description

	1.
	Code Red
	A fire in some part of FAMC campus/ building

	2.
	Code Triage
	An internal or external disaster

	3.
	Code Blue
	Cardiac arrest within FAMC (dial ext. 2)

	4.
	Code 99
	A cardiac arrest victim is en route to emergency department

	5.
	Code Yellow
	A bomb threat

	6.
	Code Adam
	A pediatric patient is missing

	7.
	Code Pink 
	A newborn is missing

	8.
	Code Grey
	A Merrick Manor resident is missing

	9.
	Code Alert
	An acute care adult patient is missing


Hazardous Materials - All chemicals are treated as potential hazards and need to be reported to the supervisor immediately.  When a spill occurs all employees in the immediate area should be notified.

Material Safety Data Sheets (MSDS) - Chemical manufacturers and distributors are required to label, tag or mark each container with information containing the identity of the chemical, appropriate hazard warnings, name and address of the manufacturer.  Read all labels before using a chemical.  MSDS for each hazardous material is available in the Emergency Department.  MSDS includes information on the ingredients, health hazards, handling and the use of Personal Protective Equipment (PPE), and disposal of each material.  It is every employee’s responsibility to observe information contained in these sheets.

Environment of Care Committee - The FAMC Environment of Care Committee meets bi-monthly to develop and recommend policies and procedures, which comply with safety and health standards, regulations and internal standards for safe working conditions. 

Employee Injury Prevention Committee (EIPC) - The EIPC is designed to promote employee safety activities and events, safety awareness and suggest ways to reduce or eliminate potential hazards to employees in accordance with LB 757.  This advisory group studies and offers solutions to employee safety problems, promotes safety and acts as a medium for safety communications between employees and managers.  

Worker’s Compensation - In accordance with the law of the State of Nebraska, FAMC provides benefits under the Worker’s Compensation Act for injuries or deaths occurring while engaged in the performance of work duties.  If the employee qualifies, FMLA will run concurrently with time off for a work related injury.    

· Safety is everyone’s responsibility.  All employees must be alert, use good judgment, common sense, and perform their work in a safe manner.  

· Any employee injury or exposure occurring at work, no matter how minor it may appear, must be reported to the employee’s immediate supervisor or available house supervisor during the shift the injury occurred.  The injured employee and their supervisor must immediately complete an on-line injury occurrence report and Choice of Doctor form.  Any delay or exclusion in reporting a workplace injury is a violation of FAMC policy.  Until such report is filed, a claim cannot be filed for Worker’s Compensation benefits, and may result in a loss of pay.  

Visitor Safety and Accidents - An employee who is involved in, a witness to, or discovers an accident or injury involving a patient or visitor must immediately notify a supervisor or someone in authority.  An on-line Safety Event report must be completed.  With regard to all accidents or injuries involving a patient/resident or visitor, employees shall not engage in any oral or written communications (including but not limited to photographs, videos, film, audio, interviews, etc.) regarding these incidents unless authorized. 

Return-to-Work Program - This program is designed to assist an employee with recovery from an occupational injury and/or illness that results in lost time from work.  With written physician approval, it is in the best interest of both the employee and FAMC to return an employee to work as soon as possible.  In order to accommodate a work related injury, employees may need to work a different schedule while on restrictions.  Priority of work assignments is as follows:

1. To return the employee to their original duties as quickly as possible.

2. To return the employee to their original department with temporary modified duty.  

3. To place the employee in an alternate department with temporary modified duty.  

4. To place the employee in a position which accommodates any permanent restrictions if possible.

5. The duration of the Return-to-Work Program will be evaluated on a regular basis by Human Resources and should typically not exceed twelve weeks.  

6. The entire time an employee is on restrictions they will be compensated at 70% of their base hourly wage.  Shift differential will be paid if working during hours that qualify for the premium.  Worker’s Compensation will supplement an employee’s income if their earnings while on restrictions are less than the Worker’s Compensation pre-determined earnings.  

7. Being on restrictions will not affect the employee’s rights or privileges with regard to benefits, length of services or regular pay once they return to full duty.

8. Employees, who fail to comply with the physician’s ordered treatment plan, including the Return-to-Work Program, will be subject to termination of Worker’s Compensation benefits as outlined in the Nebraska statutes.

VI.  EMPLOYEE BENEFITS

The following information is only a brief summary of available benefits.  Detailed information is given in new hire orientation, and a full updated summary description is available in Human Resources. 

Health Insurance - Medical coverage is provided to eligible employees.  

· Coverage is effective the first of the month following 30 days of employment in an eligible classification. 

· Employees must be scheduled to work at least 40 hours in a two-week pay period to be eligible for insurance benefits. 

· A prescription drug program is a part of the health plan. 

· If an employee terminates employment, the employee’s coverage will cease at the end of the month in which they terminate.  However, continuous coverage is available through the COBRA (Consolidated Omnibus Budget Reconciliation Act) described in the summary plan description.

· Medical Center Benefit  - FAMC employees and their immediate family members (spouse and dependent children) are granted a discount on normal inpatient or outpatient acute care billed services.  Discounts for inpatient/outpatient services are applied to the balance remaining after payment from the third party payer has been deducted.  If an employee is a participant in FAMC’s health insurance program, the first day room and board deductible will be credited to the employee’s account.

Dental Insurance - Dental coverage is provided to eligible employees.  

· Coverage is effective the first of the month following 30 days of employment in an eligible classification.  

· If an employee terminates employment, the employee’s coverage will cease at the end of the month in which the employee terminates.  However, continued coverage is available through the COBRA described in the summary plan description.

Flexible Spending Account - Flexible Spending allows employees to deduct from their paycheck, on a pre-tax basis, an amount to cover health/dental premiums, un-reimbursed medical expenses or dependent care expenses.  Take home income will increase by the amount of money saved on tax deductions.   

COBRA - If an employee terminates employment, the employee’s coverage will cease at the end of the month in which they terminate.  However, continuous coverage is available through the COBRA (Consolidated Omnibus Budget Reconciliation Act) which to enables employees and dependents to elect to temporarily continue group health coverage (generally for an 18 to 36 month period) at group rates plus 2% when they otherwise would have lost coverage (as a result of a voluntary employee termination, divorce, death or other changes in benefit status).

Group Term Life Insurance - Life insurance and accidental death and dismemberment insurance (AD&D) are provided at no cost to all eligible employees.  Employees regularly scheduled to work at least 40 hours in a two-week pay period are eligible for these benefits.  Any claims for life insurance should be made in Human Resources. 

In-service Education, Training and Development - Departments may offer specific in-service programs at various times to accommodate all employees on all work shifts.  An employee will be paid for attendance at all in-service programs, which are required or recommended by their department director.  An employee should attend in-service education programs during their normal work schedule.  If it is necessary for an employee to attend a session when not scheduled to work, the employee will be paid accordingly.  Off-shift attendance needs to be approved in advance by the employee’s department director.  Employees may voluntarily attend in-services that are not recommended by their department.  Employees are usually not paid for attendance at voluntary in-service programs.

Continuing Education Programs - Tuition Reimbursement and loan repayments are provided to both full and part time employees working a minimum of 40 hours per pay period.  Only those classes that offer college credit through formal educational study will be reimbursable.  Only the cost of tuition is reimbursable.  Books and additional college fees are not reimbursable.  Staff must properly complete an Educational Assistance form to begin the reimbursement process.
1. In-services and continuing education programs (CEU) are offered to improve staff skills and knowledge.  Employees will be compensated to attend mandatory training, in-services, and CEU programs and are usually not paid for voluntary programs.

2. Programs conducted internally will be documented.  External CEU and Contact Hour Courses should be paid for by the individual or by the department using a Travel and Education Form.
3. Programs conducted externally will not be documented and tracking of these programs are the responsibility of the individual.  Staff is required to maintain their own certificates for auditing purposes. 

Pension Plans – The following tax-deferred retirement plans are available for eligible employees:

· 457 Plan  - Eligible participants: Hired before January 1, 2007; Plus, must be scheduled to work 20 hours or more in a two-week pay-period and have a least six months of service.

· 401(a) - Eligible participants: All employees who began working for or rehired by FAMC on or after January 1, 2007, and have completed one (1) Year of Service.  You will become a participant on the first day of the month coinciding with or next following the date you satisfy the eligibility requirements.

Detailed information can be obtained in the Human Resources department.  

Professional Liability Insurance - FAMC provides liability insurance coverage for employees, volunteers and students while performing their duties.  FAMC suggests professional patient care employees continue to maintain personal professional liability coverage.  Any questions or concerns about the adequacy or inadequacy of individual liability coverage should be reviewed with the employee’s personal insurance representative.

Paid Time Off (PTO) - PTO time allows an employee to be absent from work with pay.  Vacations, holidays and personal days are included in the PTO bank of hours Employees are encouraged to take sufficient PTO as necessary to have seven consecutive calendar days off each year.  PTO is applied to any and all unapproved absences as outlined in the attendance and tardy policy. 

Full-time and Part-time Employees

· 0-4 years - Accrual is based on 21 days per year: ten vacation days, six holidays and five personal days.  

· 5-14 years - Accrual is based on 26 days per year: fifteen vacation days, six holidays and five personal days.  

· 15+ years - Accrual is based on 31 days per year: twenty vacation days, six holidays and five personal days. 
PTO Guidelines
1. Paid Time Off must be approved and scheduled by the employee’s supervisor.  PTO must be requested according to the departmental procedures.  Supervisors and managers are encouraged to reasonably work with employees to allow time off.  

2. PTO accrual is based on years of service at FAMC.  If an employee moves from an ineligible class into an eligible class they will begin to accrue PTO at the accrual rate that is commensurate with their years of service.

3. PTO is a benefit that allows employees to be absent from work with pay.  PTO should be used to compensate employees for regularly scheduled workdays that they have made arrangements with their supervisor to be away from work.  PTO is also applied when calling in for an unapproved absence, however an occurrence will be assessed to the employee’s attendance calendar. 

4. Employees may not receive PTO pay and regular pay for the same day.  If an employee is scheduled to take a PTO day, but gets called in to work on that day, the employee should only receive regular pay and should make arrangements with their supervisor to take their PTO day at another time.

5. If an employee takes a PTO day during the pay period and gets called in to work on a day off during that same pay period, they will receive regular pay for the day they were called in to work.
6. Employees may utilize PTO as soon as it accrues.  
7. The maximum PTO taken at one time may not exceed the total accumulated Paid Time Off for the employee.  

9. 
PTO cannot be accumulated above the maximum accrual rate of 250 hours for any reason.

10. 
Non-compensable leaves will not be granted until PTO is exhausted.

11. 
Exempt employees submit PTO hours on a PO-1 form.  The PO-1 must be approved by the immediate supervisor and forwarded to Human Resources.

12. 
Jury Duty and Bereavement pay are separate policies and shall not be considered as PTO.

PTO Sellback - PTO sellback is held during the months of May and November and is paid at 100% of the employee’s wage/salary.  Employees must retain a minimum amount of hours equal to their scheduled hours for one week in their PTO bank.  Sellback will not be accepted for employees who have given their Resignation Notice.  The employee must be actively on the payroll at the time of payout.
Holidays - FAMC recognizes six holidays:  New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving, and Christmas.  All employees are required to follow their department’s holiday request procedures.  Employees who have the day off in recognition of the holiday will automatically be paid for the holiday if they have PTO available, provided it was a normally scheduled work day, and all eligibility requirements have been met.

Disability Payments and PTO Supplement - FAMC will allow employees receiving Short-Term Medical Disability Insurance or Workers’ Compensation disability payments the option to also receive PTO pay at the same time.  Employees may be able to supplement with PTO the amount necessary to equal 100% of pay.   
Short-Term Medical Disability Income - Eligible employees are covered under FAMC’s short-term medical disability income insurance.  Weekly income benefits for eligible employees will pay 70% of base earnings (excluding overtime or any other of the other additional compensation) commencing on the eighth day of accident disability, hospital confinement, sickness or maternity disability.  Benefits will be payable every day of continued disability thereafter for the maximum length of benefit payment during any one continuous period of disability.  Coverage is effective the first of the month following six months from hire in an eligible classification.  Maximum length of benefit payments will continue according to the following schedule:

Service


Maximum Length of Benefit Payment


6 months - 1 year



4 weeks


1 year and over




26 weeks

· Employees are responsible for obtaining the necessary forms from Human Resources and seeing that the forms are completed by the appropriate people and returned to Human Resources.

· It is the policy of FAMC to require a return to work notice from all employees returning from an absence of three or more days due to medical reasons.  In addition, all employees must fill out an Employee Health Request Form (green sheet) and submit it to the employee’s supervisor.

· The supervisor will then determine whether a visit to Employee Health is necessary before the employee may assume normal job duties.

Termination Benefits - Employees who resign or are terminated from FAMC will be paid all of their accrued but unused vacation balance at 100% of their base rate.  In accordance with Nebraska State Law, this amount will be paid on the employee’s final check on the next regularly scheduled payday.  In the unfortunate event that an employee has passed away during employment at FAMC, they will have their vacation balance paid out to their beneficiary designated on their life insurance policy at 100%.  
Unemployment Compensation - Unemployment Compensation is provided in the event of loss of employment.  In compliance with Nebraska law, FAMC pays the full cost of this benefit.  However, benefits may be denied due to resignation or termination due to misconduct.  

Discounts - As a benefit of employment, each employee is eligible for discounts on purchases made in the cafeteria, pharmacy and inpatient or outpatient billed services provided in the acute care section of FAMC.

Medical Center - FAMC employees and their immediate family members (spouse and dependent children) are granted a 25% discount on normal inpatient or outpatient acute care billed services.  Discounts for inpatient/outpatient services are applied to the balance remaining after payment from the third party payer has been deducted.  If an employee is a participant in FAMC’s health insurance program, the first day room and board deductible will be credited to the employee’s account.

Pharmacy - Prescription discounts are available through the FAMC pharmacy.  If an employee is a participant in FAMC’s health insurance program, the employee may utilize their pharmaceutical card to purchase prescription drugs for a co-payment amount based on a three-tier formulary.  Employees who do not have FAMC’s health insurance may also have prescriptions filled at a discount price.  

 








This is only intended to be a brief summary of the benefit.  For a full description, please see the Summary Plan Description available in Human Resources. 

LEAVES OF ABSENCES

Funeral Leave  - In the event of a death in an employee’s immediate family, the employee’s department supervisor has the authority to grant up to three consecutive scheduled workdays with a maximum of 24 hours of paid time.  To be eligible for paid time off an employee must have six months of continuous service.  Eligible employees are those regularly scheduled to work at least 64 hours in a two-week pay period.  Wages will be paid at the employee’s regular base rate.  Employees who work less than 64 hours in a two-week pay period may take the time off, but do not receive paid funeral time.  

· Immediate family members includes spouse, mother, father, sister, brother, children, grandchildren, mother-in-law, father-in-law, brother-in-law, sister-in-law, both employee and spouse’s grandparents.  Step-family members are included for the employee and current spouse.  

· The employee must attend the funeral/memorial service to receive funeral pay.  

· Funeral pay will not be considered as hours worked in computing overtime for the pay period in which it is used.  

· Regular days off will not be considered for pay.

Jury Duty Leave - If a regular full or part-time employee is summoned to court as a juror, FAMC will pay the employee for their scheduled working hours at their regular base rate.  Court fees, not to include expenses, paid for this time must be signed over to FAMC in order to receive regular compensation.

Family and Medical Leave (FMLA) –Pursuant to the Family and Medical Leave Act, eligible employees may request and receive up to twelve (12) weeks leave of absence in any 12-month period upon the birth of the employee's child; upon the placement of a child with the employee for adoption or foster care; when the employee is needed to care for a child, spouse, or parent who has a serious health condition; or when the employee is unable to perform the functions of his or her position because of a serious health condition.  In addition, FAMC may automatically place an employee on medical leave of absence if the employee is absent from work for more than a week due to illness or medical condition, including work related injuries.  The following guidelines will apply:

1.
Leave under this policy is available only to employees who have been employed for at least 12 months, and worked at least 1,250 hours during the 12 months preceding the commencement of the leave.

2.
An employee on leave under this policy will be required to use any accrued but unused PTO.  Short-term disability may apply if the leave is because of a serious health condition of the employee.  For reasons other than the employee’s own illness, the leave will be without pay.

3.
FAMC may in its discretion require medical certification to support a claim for leave for an employee's own serious health condition or to care for a seriously ill child, spouse or parent.  For the employee's own medical leave, the certification must include a statement that the employee is unable to perform the functions of his or her position.  For leave to care for a seriously ill child, spouse or parent, the certification must include an estimate of the amount of time the employee is needed to provide care.  In its discretion, FAMC may require a second medical opinion and periodic recertification at its own expense.  If the first and second opinions differ, FAMC, at its own expense, may require the binding opinion of a third health care provider, approved jointly by FAMC and the employee.

4.
If medically necessary for a serious health condition of the employee or his or her spouse, child or parent, leave may be taken on an intermittent basis or on a reduced leave schedule.  If leave is requested on this basis, however, FAMC may require the employee to transfer temporarily to an alternative position which better accommodates the recurring periods of absence or a part-time schedule, provided that the position has equivalent pay and benefits.

5.     Spouses who are both employed by FAMC are limited to a total of 12 weeks of leave (rather than 12 weeks each) for the birth or adoption of a child or for the care of a sick parent.

6.     When the need for leave is foreseeable, such as the birth or adoption of a child, or planned medical treatment, the employee must provide reasonable prior notice, and make efforts to schedule leave so as not to disrupt FAMC operations.  In cases of illness, the employee will be required to report periodically on his or her leave status and intention to return to work.

7.
An employee who does not return to work upon expiration of the leave will be deemed to have resigned from employment.

8.
Upon return form leave, the employee will be reinstated to his or her prior position, or an equivalent position with equivalent pay, benefits and job conditions.  The employee's seniority level will pick up where it left off at the commencement of the leave.

9.
FAMC will continue to pay the same portion of the employee's health insurance premium during the leave, which it paid prior to the leave, if applicable, and the employee must arrange to pay the balance to FAMC at least monthly, in advance.

10.
Any issues regarding family and medical leave which are not specifically addressed above, will be resolved in accordance with the Family and Medical Leave Act and regulations issued under that Act
Medical Leave - FAMC recognizes that occasions may arise when employees who do not qualify for FMLA may require a leave of absence for their own medical condition or that of an immediate family member.  A Physicians Medical Report, with the approximate dates of the anticipated leave, must accompany an employee’s request for a leave. 

· A Medical Leave of Absences is for a period up to six (6) weeks and is handled on a case-by-case basis.  Major determinants in approving the leave will be business necessity and ability to meet 24/7 patient/resident care needs. 
· PTO must be used while on a Medical Leave.  
· The Department Director and Human Resources must grant approval jointly for a specific amount of time.  All other terms and conditions of this policy will apply to an approved non-qualified medical leave of absence.  Intermittent/Reduced Schedule leaves are not provided and detailed information may be required by the employee including a physician statement.
Non-Compensable Leave - FAMC recognizes that occasions may arise when it is necessary to request a leave for personal reasons.  Non-compensable leaves are not for extending vacations, holidays or time off for recreational purposes.  When granting non-compensable leaves, PTO hours must be exhausted.  PTO will count toward the maximum leave entitlement.

· A department head may verbally grant leaves to an employee for up to ten days.

· Requests for over ten days are generally granted only for employees who have completed their initial six-month period and such leaves must have the approval of the employee’s department head.


· 
· 
· 
· 
· 
Military Leave - Military leave of absence will be granted to regularly scheduled employees who enter active duty in a recognized military service of the United States.  All re-employment rights will be reinstated according to the provisions of the Uniformed Services Employment and Reemployment Rights Act (USERRA). 

VII.  EMPLOYEE RELATIONS

Complaint Procedure - The Complaint Procedure is available to all employees who have completed their six-month orientation period.  To file a Complaint eligible employees must contact the Human Resources Coordinator or HR representative within five (5) days following the disciplinary action or when they became aware of an issue within the workplace.  A written statement explaining the nature of the complaint must be submitted at that time.

· It is the employee’s right and responsibility to pursue their complaint to the full extent of the procedure.  The CEO has final authority on all complaints at a suspension or termination level. 

· There will be no retaliation of any kind for filing a complaint and any perceived retaliation must be reported to Human Resources. 











Progressive Corrective Action - In order to maintain an orderly, safe, and efficient work environment, FAMC Administration and Management may need to correct inappropriate employee behavior or conduct.  The Corrective Action Process is composed of two phases: Verbal Coaching and Progressive Discipline.  In Verbal Coaching, supervisors review a particular incident and reinforce correct application of policy.  In Progressive Discipline, formal corrective action, including written warning, suspension and termination, is utilized to address multiple infractions, and/or serious violations of policy.


· 

· 
· 
· 

Multiple Incidents - Multiple occurrences of any type of incidents that accumulate may be counted when considering corrective actions.  If an employee has received multiple disciplinary actions due to overall performance and attendance, disciplinary action, up to and including termination will result.

Professionally Licensed Employees - All professionally licensed employees have a duty to self-report instances of conduct as required by the state licensing board.  FAMC will report disciplinary action for certain instances of conduct to the state licensing board as required by law.  












Attendance - It is the responsibility of FAMC employees to manage their work schedules and maintain consistent patterns of attendance.  Attendance is reviewed with all employees during performance appraisals and included in each formal evaluation.

Definitions

Tardy - Employees are expected to arrive at work on time and to report to their work unit in accordance with their regularly assigned shifts.  Employees required to clock in are considered tardy when clocking in any time after the start of their shift.

· Repeated incidents of tardiness will be discussed with the employee and are counted as occurrences that lead to employee counseling or corrective actions if necessary.

· An incident of tardiness that results in an employee working less than half of the their scheduled shift will be considered an occurrence of absence.

Absence - Any unplanned, unscheduled lost time of a full or partial shift resulting in working less than one half of a scheduled shift.  

Absences will generally be classified into those for medical reasons or those resulting from any other reasons.  Absence does not include time off scheduled in advance, leaves of absence, approved Family Medical Leave, bereavement, jury duty, and Workers’ Compensation time.  Also excluded is time designated as administrative leave or when an employee is sent home at the request of FAMC management.  Examples include periods of low patient census or precautionary patient / employee protection due to a suspected infectious disease, e.g., chicken pox, conjunctivitis.

· Unplanned, unscheduled absences or tardiness are disruptive to department operations and jeopardize the continuity of patient care. 
· Employees are expected to report to work on time and to complete their scheduled shifts as assigned.  Continued patterns of tardiness and/or unplanned absences may result in employee counseling, loss of paid time off privileges, or corrective actions up to and including termination of employment if necessary.

· Employees are provided with paid time off (PTO) benefits, which may be used to their best advantage when planning personal time away from work.  In accordance with the PTO policy, employees must prearrange time off and obtain approval through their immediate supervisor so that appropriate coverage and replacement staff can be arranged. 

· In the event of severe weather conditions or other natural disasters, Administration may decide to waive provisions of this policy. 
Absence for employees Medical Reasons:

1. Employees absent for three (3) or more consecutive scheduled shifts are required to provide a doctor’s note releasing them to return back to work.  It is the employee’s responsibility to obtain and cover any costs associated with obtaining such documentation.

2. Absence due to illness, for any duration for the same illness, will be considered one occurrence of unplanned absence.

3. Employees who are absent for more than seven (7) days may be eligible for Family Medical Leave or other leave of absence and should contact their supervisor or Human Resources to determine eligibility for such leave.  Employees may refer to the FMLA policy for more information on these leaves and eligibility criteria.

4. Any accrued PTO balance will be applied to unplanned absences for medical reasons.

Absence for Other Reasons:

1. Unplanned absences for different reasons will be considered separate occurrences.

2. Any accrued PTO balance will be applied to unplanned absences for other reasons.

3.  
Without prior management approval, it is considered job abandonment to leave your job prior to the end of your scheduled shift.
No Call No Show (NCNS):

Employees who fail to report to work and fail to provide appropriate notification are considered “No Call No Show” (NCNS) for a full scheduled shift.  Upon first occurrence, the employee will receive a Written Warning.  A licensed professional who is a No Call No Show to a scheduled shift will be reported to the state licensing board as required by law.  

An employee who has two occurrences of NCNS may have their employment with FAMC terminated.  These occurrences do not have to be consecutive and remain in an employees file for the duration of their employment at FAMC.

NOTIFICATION PROCEDURES:

1. In order to provide quality patient / resident care and services, employees who are not able to report to work should notify their immediate supervisor, manager or designated coordinator as outlined by the departments notification procedures.  Based on business and department needs, notification requirements may vary.  Your supervisor, manager or designated coordinator will advise you of notification requirements for your department. 
2. Employees should call in each day they are absent, unless otherwise on pre-arranged PTO, an approved Leave of Absence or Family Medical Leave (FMLA).

3. Employees should not have friends, relatives or co-workers report absences unless it is a bona-fide emergency situation and the employee is not physically able to call.

When a consistent pattern of tardiness or absence becomes apparent, it will be necessary for management to initiate formal corrective action with an employee.  All attendance is tracked on a 12-month rolling calendar.  The following criteria are used to define a pattern of excessive absence or tardiness:

· Unplanned absence 



=
(1) Occurrence

· Tardy, reporting late for work

=
(1/2) Occurrence (Works at least ½ shift)

Employees working 40 to 80 hours in a two week pay period:

	Verbal Coaching
	Four (4) Occurrences

	Written Warning
	Six (6) Occurrences

	Suspension
	Eight (8) Occurrences

	Termination
	Ten (10) Occurrences


Employees working less than 40 hours in a two week pay period, including per diem:

	Verbal Coaching
	 Two (2) Occurrences

	Written Warning
	 Four (4) Occurrences

	Suspension
	 Six (6) Occurrences

	Termination
	 Eight (8)  Occurrences


Attendance Recognition Program - FAMC recognizes employees with outstanding attendance for 12 consecutive months between January 1st and December 31st.  Employees with outstanding attendance will be invited to attend a recognition event that is held at FAMC.  Pre-approved PTO and FMLA will not count against an employee from being recognized.  

Awards Banquet - FAMC has an annual Awards Banquet to formally recognize employees with years of service.  Employees are recognized for their longevity in 5-year increments and receive a gift for their service.  Employees will be sent an invitation announcing the Banquet. 


You have joined a team with a commitment to patient care.  Our mission is to optimize the health status of individuals by providing a wide range of accessible, customer-centered health care services in an efficient, cost-effective manner!

Again, Welcome to Fremont Area Medical Center!
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Your guide to support the mission, vision, values and commitment to excellence in patient/resident care.
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