ADVENTIST HEALTH EMPLOYEE HANDBOOK

ADVENTIST HEALTH EMPLOYEE HANDBOOK SERVES AS AN ESSENTIAL GUIDE FOR ALL EMPLOYEES WORKING WITHIN THE
ADVENTIST HEALTH SYSTEM. THIS HANDBOOK OUTLINES THE ORGANIZATION'S POLICIES, PROCEDURES, BENEFITS, AND
EXPECTATIONS, ENSURING THAT EVERY STAFF MEMBER IS INFORMED AND ALIGNED WITH THE MISSION AND VALUES OF ADVENTIST
HEALTH. AS A FAITH-BASED ORGANIZATION, ADVENTIST HEALTH EMPHASIZES A HOLISTIC APPROACH TO HEALTH CARE,
INTEGRATING PHYSICAL, MENTAL, AND SPIRITUAL WELL-BEING, WHICH IS REFLECTED IN THE GUIDELINES PROVIDED IN THE EMPLOYEE
HANDBOOK.

OVERVIEW OF ADVENTIST HEALTH

ADVENTIST HEALTH IS A NOT-FOR-PROFIT HEALTH CARE SYSTEM THAT OPERATES NUMEROUS HOSPITALS, CLINICS, AND
HEALTHCARE SERVICES ACROSS THE UNITED STATES. FOUNDED ON THE PRINCIPLES OF THE SEVENTH-DAY ADVENTIST CHURCH,
THE ORGANIZATION IS DEDICATED TO PROMOTING HEALTH AND HEALING IN BOTH THE PHYSICAL AND SPIRITUAL REALMS. THE
MISSION OF ADVENTIST HEALTH IS TO SHARE GOD’S LOVE BY PROMOTING HEALTH, WHOLENESS, AND HOPE. THIS MISSION
GUIDES ALL POLICIES, PRACTICES, AND INTERACTIONS WITHIN THE ORGANIZATION, MAKING THE EMPLOYEE HANDBOOK A CRUCIAL
RESOURCE FOR STAFF MEMBERS.

PUrRPOSE OF THE EMPLOYEE HANDBOOK

THE ADVENTIST HEALTH EMPLOYEE HANDBOOK SERVES SEVERAL KEY PURPOSES:

- COMMUNICATION OF POLICIES: IT PROVIDES A COMPREHENSIVE OVERVIEW OF THE ORGANIZATION'S POLICIES AND PROCEDURES,
ENSURING THAT ALL EMPLOYEES ARE AWARE OF WHAT IS EXPECTED OF THEM.

- GUIDANCE ON EMPLOYEE BENEFITS: THE HANDBOOK OUTLINES THE BENEFITS AVAILABLE TO EMPLOYEES, SUCH AS HEALTH
INSURANCE, RETIREMENT PLANS, AND PAID TIME OFF, HELPING STAFF TO UNDERSTAND THE RESOURCES AVAILABLE TO THEM.

- CLARIFICATION OF ROLES AND RESPONSIBILITIES: EMPLOYEES CAN REFER TO THE HANDBOOK TO CLARIFY THEIR ROLES AND
RESPONSIBILITIES WITHIN THE ORGANIZATION, FOSTERING A COLLABORATIVE AND EFFICIENT ¥ ORK ENVIRONMENT.

- SUPPORT FOR PROFESSIONAL DEVELOPMENT: THE HANDBOOK INCLUDES INFORMATION ON TRAINING AND DEVELOPMENT
OPPORTUNITIES, ENCOURAGING EMPLOYEES TO GROW IN THEIR CAREERS AND ENHANCE THEIR SKILLS.

Key PoLICIES AND PROCEDURES

EMPLOYMENT PoLICIES

ADVENTIST HEALTH EMPHASIZES A COMMITMENT TO DIVERSITY AND INCLUSION IN ITS WORKFORCE. KEY EMPLOYMENT POLICIES
INCLUDE!:

- EQuAL EMPLOYMENT OPPORTUNITY: THE ORGANIZATION PROHIBITS DISCRIMINATION BASED ON RACE, COLOR, RELIGION, SEX,
NATIONAL ORIGIN, AGE, DISABILITY, OR ANY OTHER PROTECTED STATUS. ADVENTIST HEALTH IS COMMITTED TO CREATING A
W ORKPLACE THAT EMBRACES DIVERSITY AND FOSTERS AN INCLUSIVE ENVIRONMENT.

- EMPLOYMENT CLASSIFICATION: EMPLOYEES ARE CATEGORIZED INTO DIFFERENT CLASSIFICATIONS, SUCH AS FULL-TIME, PART-
TIME, TEMPORARY, AND PER DIEM. (UNDERSTANDING THESE CLASSIFICATIONS IS ESSENTIAL FOR DETERMINING ELIGIBILITY FOR
BENEFITS AND OTHER EMPLOYMENT RIGHTS.



- AT-WILL EMPLOYMENT: MOST EMPLOYEES ARE CONSIDERED ”AT‘\X/ILL,” MEANING THAT EITHER THE EMPLOYEE OR THE
ORGANIZATION MAY TERMINATE EMPLOYMENT AT ANY TIME, WITH OR WITHOUT CAUSE OR NOTICE.

\¥ orkPLACE CONDUCT AND EXPECTATIONS

THE ADVENTIST HEALTH EMPLOYEE HANDBOOK OUTLINES EXPECTATIONS REGARDING WORKPLACE CONDUCT, WHICH INCLUDE:

- PROFESSIONAL BEHAVIOR: EMPLOYEES ARE EXPECTED TO MAINTAIN A HIGH LEVEL OF PROFESSIONALISM IN THEIR INTERACTIONS
WITH COLLEAGUES, PATIENTS, AND VISITORS. THIS INCLUDES ADHERING TO THE ORGANIZATION'S VALUES AND DEMONSTRATING
RESPECT AND COMPASSION.

- CONFIDENTIALITY: PROTECTING PATIENT AND ORGANIZATIONAL INFORMATION IS PARAMOUNT. EMPLOYEES MUST ADHERE TO
STRICT CONFIDENTIALITY GUIDELINES, INCLUDING COMPLIANCE WITH THE HEALTH INSURANCE PORTABILITY AND

AccounTABILITY AcT (HIPAA).

- CONFLICT RESOLUTION: THE HANDBOOK PROVIDES A FRAMEWORK FOR RESOLVING \WORKPLACE CONFLICTS, ENCOURAGING OPEN
COMMUNICATION AND THE USE OF AV AILABLE RESOURCES, SUCH AS THE HUMAN RESOURCES DEPARTMENT.

ATTENDANCE AND LEAVE POLICIES

UNDERSTANDING ATTENDANCE AND LEAVE POLICIES IS CRUCIAL FOR MAINTAINING A PRODUCTIVE WORK ENVIRONMENT. KEY
POLICIES INCLUDE:

- ATTENDANCE EXPECTATIONS: EMPLOYEES ARE EXPECTED TO REPORT TO WORK ON TIME AND ADHERE TO THEIR ASSIGNED
SCHEDULES. CONSISTENT ATTENDANCE CONTRIBUTES TO TEAM EFFECTIVENESS AND PATIENT CARE QUALITY.

- Paip TiMe Orr (PTO): ADVENTIST HEALTH PROVIDES A PTO POLICY THAT ALLOWS EMPLOYEES TO TAKE TIME OFF FOR
PERSONAL REASONS, ILLNESS, OR FAMILY EMERGENCIES. THE HANDBOOK OUTLINES HOW PTO IS ACCRUED AND THE PROCESS FOR

REQUESTING TIME OFF.

- FAMILY AND MEeDICAL LEAVE: EMPLOYEES MAY BE ELIGIBLE FOR LEAVE UNDER THE FAMILY AND MepicaL Leave AcT (FMLA)
FOR SPECIFIC FAMILY OR MEDICAL REASONS. THE HANDBOOK DETAILS THE ELIGIBILITY REQUIREMENTS AND APPLICATION PROCESS.

EMPLOYEE BENEFITS

ADVENTIST HEALTH IS COMMITTED TO SUPPORTING THE WELL-BEING OF ITS EMPLOYEES THROUGH A COMPREHENSIVE BENEFITS
PACKAGE. KEY BENEFITS INCLUDE:

HeALTH INSURANCE

- MebicaL COVERAGE: EMPLOYEES CAN SELECT FROM VARIOUS MEDICAL PLANS, INCLUDING OPTIONS FOR INDIVIDUAL OR FAMILY
COVERAGE.

- DENTAL AND VISION INSURANCE: ADVENTIST HEALTH OFFERS ADDITIONAL INSURANCE OPTIONS FOR DENTAL AND VISION CARE,
PROMOTING OVERALL HEALTH AND WELLNESS.

RETIREMENT PLANS



- 401(k) ReTIREMENT SAVINGS PLAN: EMPLOYEES ARE ENCOURAGED TO PARTICIPATE IN THE 40 1(k) PLAN, WHICH OFFERS TAX
ADVANTAGES AND EMPLOYER MATCHING CONTRIBUTIONS.

- PensioN PLAN: IN ApDITION To THE 401 (K), SOME EMPLOYEES MAY BE ELIGIBLE FOR A PENSION PLAN THAT PROVIDES
RETIREMENT INCOME BASED ON YEARS OF SERVICE.

ProFessIONAL DEVELOPMENT OPPORTUNITIES

ADVENTIST HEALTH PROMOTES CONTINUOUS LEARNING AND GROWTH AMONG ITS EMPLOYEES:

- TUITION REIMBURSEMENT: THE ORGANIZATION OFFERS TUITION REIMBURSEMENT FOR EMPLOYEES SEEKING TO FURTHER THEIR
EDUCATION IN RELEVANT FIELDS.

- TRAINING AND \W ORKSHOPS: REGULAR TRAINING SESSIONS AND WORKSHOPS ARE AVAILABLE TO HELP EMPLOYEES ENHANCE
THEIR SKILLS AND STAY CURRENT WITH INDUSTRY TRENDS.

PERFORMANCE EVALUATION AND RECOGNITION

REGULAR PERFORMANCE EVALUATIONS ARE A VITAL COMPONENT OF EMPLOYEE DEVELOPMENT AT ADVENTIST HEALTH:

- PERFORMANCE REVIEWS: EMPLOYEES RECEIVE ANNUAL PERFORMANCE REVIEWS TO ASSESS THEIR CONTRIBUTIONS AND SET
GOALS FOR THE UPCOMING YEAR.

- RECOGNITION PROGRAMS: ADVENTIST HEALTH RECOGNIZES OUTSTANDING EMPLOYEE PERFORMANCE THROUGH VARIOUS
PROGRAMS AND AW ARDS, FOSTERING A CULTURE OF APPRECIATION AND MOTIVATION.

CoNCLUSION

THE ADVENTIST HEALTH EMPLOYEE HANDBOOK IS A VITAL RESOURCE THAT EMPOWERS EMPLOYEES BY PROVIDING CLEAR
GUIDELINES AND INFORMATION ABOUT THE ORGANIZATION'S POLICIES, BENEFITS, AND EXPECTATIONS. BY ADHERING TO THESE
PRINCIPLES, EMPLOYEES CAN CONTRIBUTE TO THE MISSION OF ADVENTIST HEALTH IN PROMOTING HEALTH, WHOLENESS, AND
HOPE. UNDERSTANDING THE CONTENTS OF THE HANDBOOK NOT ONLY FACILITATES A SUPPORTIVE WORK ENVIRONMENT BUT ALSO
ENHANCES THE QUALITY OF CARE PROVIDED TO PATIENTS AND COMMUNITIES SERVED BY ADVENTIST HEALTH. FOr EMPLOYEES,
REGULARLY REVIEWING THE HANDBOOK CAN HELP ENSURE COMPLIANCE WITH POLICIES AND ENCOURAGE PROFESSIONAL GROW TH
WITHIN THE ORGANIZATION.

FREQUENTLY AskeD QUESTIONS

W/HAT IS THE PURPOSE OF THE ADVENTIST HEALTH EMPLOYEE HANDBOOK?

THE ADVENTIST HEALTH EMPLOYEE HANDBOOK SERVES AS A COMPREHENSIVE GUIDE FOR EMPLOYEES, OUTLINING THE
ORGANIZATION'S POLICIES, PROCEDURES, AND EXPECTATIONS TO ENSURE A SAFE AND SUPPORTIVE WORK ENVIRONMENT.

How OFTEN IS THE ADVENTIST HEALTH EMPLOYEE HANDBOOK UPDATED?

THE ADVENTIST HEALTH EMPLOYEE HANDBOOK IS TYPICALLY REVIEWED AND UPDATED ANNUALLY OR AS NEEDED TO REFLECT
CHANGES IN POLICIES, REGULATIONS, OR ORGANIZATIONAL PRIORITIES.



\WHERE CAN | ACCESS THE ADVENTIST HEALTH EMPLOYEE HANDBOOK?

EMPLOYEES CAN ACCESS THE ADVENTIST HEALTH EMPLOYEE HANDBOOK ONLINE THROUGH THE EMPLOYEE PORTAL OR BY
REQUESTING A PHYSICAL COPY FROM THEIR HR DEPARTMENT.

\WHAT SHoULD | DO IF | HAVE QUESTIONS ABOUT THE POLICIES IN THE EMPLOYEE
HANDBOOK?

IF YOU HAVE QUESTIONS ABOUT THE POLICIES IN THE EMPLOYEE HANDBOOK, YOU SHOULD REACH OUT TO YOUR SUPERVISOR OR
THE HR DEPARTMENT FOR CLARIFICATION AND GUIDANCE.

ARE THERE SPECIFIC SECTIONS IN THE ADVENTIST HEALTH EMPLOYEE HANDBOOK
RELATED TO EMPLOYEE BENEFITS?

YES, THE ADVENTIST HEALTH EMPLOYEE HANDBOOK INCLUDES SPECIFIC SECTIONS THAT DETAIL EMPLOYEE BENEFITS SUCH AS
HEALTH INSURANCE, RETIREMENT PLANS, PAID TIME OFF, AND OTHER AVAILABLE RESOURCES.

\WHAT ARE THE DISCIPLINARY PROCEDURES OUTLINED IN THE ADVENTIST HEALTH
EMPLOYEE HANDBOOK?

THE DISCIPLINARY PROCEDURES IN THE ADVENTIST HEALTH EMPLOYEE HANDBOOK OUTLINE THE STEPS TAKEN FOR ADDRESSING
PERFORMANCE ISSUES OR POLICY VIOLATIONS, WHICH MAY INCLUDE VERBAL WARNINGS, WRITTEN WARNINGS, AND POTENTIAL
TERMINATION.

DoEes THE ADVENTIST HEALTH EMPLOYEE HANDBOOK ADDRESS \WORKPLACE
HARASSMENT?

YES/ THE ADVENTIST HEALTH EMPLOYEE HANDBOOK INCLUDES A SECTION ON WORKPLACE HARASSMENT, OUTLINING THE
ORGANIZATION'S ZERO-TOLERANCE POLICY AND THE PROCEDURES FOR REPORTING AND ADDRESSING HARASSMENT.

CAN THE POLICIES IN THE ADVENTIST HEALTH EMPLOYEE HANDBOOK CHANGE BASED ON
LOCATION?

YES/ SOME POLICIES IN THE ADVENTIST HEALTH EMPLOYEE HANDBOOK MAY VARY BY LOCATION TO COMPLY WITH STATE LAWS
OR REGIONAL PRACTICES, SO EMPLOYEES SHOULD REFER TO THE HANDBOOK SPECIFIC TO THEIR LOCATION.

IS IT MANDATORY FOR ALL EMPLOYEES TO READ THE ADVENTIST HEALTH EMPLOYEE
HANDBOOK?

YES/ IT IS MANDATORY FOR ALL EMPLOYEES TO READ THE ADVENTIST HEALTH EMPLOYEE HANDBOOK AND ACKNOWLEDGE THEIR
UNDERSTANDING OF ITS CONTENTS, AS IT ENSURES COMPLIANCE WITH THE ORGANIZATION'S POLICIES.
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