TRI-CITY HEALTHCARE DISTRICT
AGENDA FOR A REGULAR MEETING
OF THE HUMAN RESOURCES COMMITTEE
OF THE BOARD OF DIRECTORS

Tuesday, September 22, 2016 ~ 12:30 p.m. — Assembly Room 1
Tri-City Medical Center, 4002 Vista Way, Oceanside, CA 92056

The Committee may make recommendations
to the Board on any of the items listed below,

unless the item is specifically iabeled “Informational Only”

Agenda Item

Time
Allotted

Requestor/
Presenter

—_

Call To Order/Opening Remarks

1 min.

Chair Kellett

Approval of Agenda

1 min.

Chair Kellett

Public Comments — Announcement

Comments may be made at this time by members of the public on any item
on the Agenda before the Committee’s consideration of the item or on any
matter within the jurisdiction of the Committee.

NOTE: During the Committee's consideration of any Agenda item,
members of the public also have the right to address the Committee at that
time regarding that item.

2 min.

Chair Kellett

Ratification of minutes

1 min.

Chair Kellett

Old Business

a. None

New Business

a. Review Employee Benefits— Discussion/Action

b. Review and Discussion of Administrative Policies —
Discussion/Action
415- Dress & Appearance Philosophy
424- Coaching & Counseling for Work Performance Improvement
430- Licensure- Monitoring Licenses, Registrations and Certificates-
TCMC
437- Flex/Float to Activity
474- Compensation for Education
478- Authorization to Hire New Employees & Engage Consultants
426- Performance Evaluations
485- Hiring and Employment; Screening Current Employees
486- Hiring and Employment; Pending Charges against Current
Employees
487- Hiring and Employment; Conviction/Exclusion/License
Revocation of Current Employees
488- Hiring and Employment; Employee Requirements to Report
Changes in Certification

30 min.

30 min.

Norma Braun

Norma Braun

2016 Work Plan

1 min.

Chair Kellett

Committee Communications

3 min.

Chair Kellett

Date of Next Meeting — October 11, 2016

1 min.

Chair Kellett

=l 54 5] P

Adjournment

1 min.

Chair Kellett

Total Time Budgeted for Meeting

2 hrs.

Note: Any writings or documents provided to a majority of the members of Tri-City Healthcare District regarding any
item on this Agenda will be made available for public inspection in the Administration Department located at
4002 Vista Way, Oceanside, CA 92056 during normal business hours.

Note: If you have a disability, please notify us at 760-940-3348 at least 48 hours prior to the meeting

so that we may provide reasonable accommodations.
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Tri-City Health Care District
Oceanside, California

Administrative Policy Manual

ISSUE DATE:

7171 SUBJECT: Dress and Appearance Philosophy

REVISION DATE: 5/88; 7/97; 4/00; 3/03; 2/05, 7/05, POLICY NUMBER: 8610-415

12/08, 7/09, 4/10, 9/10

Human Resources Committee Approval: 09/13
Board of Directors Approval: 09/13
A, POLICY:

1.

The Tri-City Healthcare District (“TCHD") is a professional organization, and patients, visitors,
vendors, and the general public frequently form their initial impressions of professional

credibility based solely on employee appearance. Through this policy, TCHD seeks to ensure
that every employee's appearance is in compliance with health and safety regulations, reflects
TCHD's commitment to its service excellence initiative, conveys a positive image of the
organization, and provides a comfortable environment for patients.

Employees shall exercise good judgment in personal dress, appearance and the use of fragrances
to present a professional appearance appropriate to their job classifications. Department Directors
or their designees shall ensure that employees are dressed appropriately, are groomed, and meet
the fragrance control guidelines.

This policy is intended to provide standards for dress and appearance and is not meant to address
all situations. The Chief Human Resources Officer retains authority to determine whether an
individual is meeting the professional appearance standards as set forth in this policy.

B. GUIDELINES:

1.

2.

Employee Attire
a. Employees will be required to wear the designated department uniform or appropriate
business attire. Clothing should be clean, neat, without tears, business-like/business
casual and of appropriate fit.
b. The following clothing is unacceptable and therefore prohibited:
i. Casual attire, including but not limited to, denim, athletic clothing, sweats, shorts,
logo T-shirts/tank tops and similar items;
ii. Revealing, low cut, see-through or tight clothing that presents an
unprofessional appearance;
iil. Pants shorter than calf-length, skirts more than 3 inches above the knee,
and midriff-revealing clothing
c. Undergarments must be worn& chosen appropriately regarding color of the

uniform/clothing worn so as not to be visible through the outer clothing.
Accessories and Jewelry

a. Photo identification badges must be worn above the waigt line by all employees and
the identification information must be visible in accordance with TCHD Policy # 436.
b. All employees must remove facial, tongue and other piercings during working hours.

Employees are limited to displaying two piercings per ear, unless wearing such
piercings pose a safety or health risk for the employee or the patients.

c. All jewelry must be appropriate, not detrad from a professional appearance, and not
constitute a potential safety hazard for the employee or others due to its characteristics or
the manner in which itis worn. Such a determination shall rest in the discretion of the
Department Director or Chief Human Resources Officer.

d. Pursuant to Center for Disease Control (CDC) guidelines, TCHD employees who deliver
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direct patient care cannot wear artificial fingernails or nail jewelry. Nails must be less
than one fourth inch in length, clean and trimmed.

3. Shoes

a. Pursuant to safety requirements and TCHD policy, closed-toe shoes may be required.
Open-toe shoes (including sandals) may be worn when approval is obtained from the
appropriate Director or Chief Human Resources Officer.

4, Grooming
a. All employees must maintain a clean, presentable appearance.

b. All employees should undertake to bathe regularly and to control body odor, including
using deodorant or other odor controlling products as necessary.

C. All employees must cover tattoos when possible, including wearing long
sleeves, turtlenecks or opaque hose.

d. Hair, beards, and moustaches must be trimmed, groomed and clean.

5. Hats/Head Coverings
a. Personal hats and other personal head coverings are deemed not to be acceptable

attire for TCHD employees.

b. Unless approved by management, only hats or head coverings that are a part of a
TCHD approved employee uniform, or that are worn for health or safety reasons may be
worn during working hours.

c. Management may approve head garb worn for religious reasons, so long as patient
and/or employee safety is not compromised by the wearing of such head garb.

6. Fragrances
a. When used, fragrances shall be applied in moderation. For purposes of this section,

fragrances shall include any products that produce a scent strong enough to be
perceived by others,
C. GENERAL:

1. Employees who are inappropriately dressed may be sent home and directed to return to work
promptly, once suitably attired. Such employees will not be paid for this time. Disciplinary
action, pursuant to Policy #424 will be taken with repeated violations of this policy.

2. TCHD-supplied uniforms or scrub attire for use in designated areas (Operating Room,
Angiography Lab, Lift Team, etc.) are not to be worn for general purposes or as a substitute
for personal attire.

3. TCHD employees shall not wear uniforms or scrub attire from other healthcare institutions
on TCHD premises.

4, Individual departments may, with the approval of the department Director, establish more
specific dress guidelines, which are appropriate to their unit.

5. The Chief Human Resources Officer or designee may grant exceptions to this policy for Special

Hospital Initiatives or upon request as required by law to accommodate an employee’s
protected status.



8. This policy shall be provided to all new hires for review prior to the completion of the
hiring process.7. TCHD will comply with all applicable laws relating to religious dress and grooming
practices, including California Government Code sections 12926 and 12940.



@)Trl-ﬁity Health Care District
Oceanside, California

Administrative Policy Manual

ISSUE DATE: 9/82 SUBJECT: Coaching and Counseling for Work
Performance
REVISION DATE: 9/90; 11/94; 12/00; 10/01; 3/03; POLICY NUMBER: 8610-424
7105, 2/09, 2/11; 09/13
Human Resources Committee Approval: 09/13
Board of Directors Approval: 09/13

A PURPOSE:

1. To provide supervisors with guidelines for implementing disciplinary and non-disciplinary
procedures and to facilitate discussions with employees regarding work performance and/or
work-related behavior and conduct. The objectives are:

a. To exchange information

b To give and receive feedback
c. To identify and resolve problems
d. To explore topics related to successful work performance
e To provide opportunities for the employee to modify his/her behavior in order to perform
effectively
f. To ensure that corrective action is taken when and as appropriate
B. POLICY:
1. Employee discipline is intended to be corrective in nature with the objective of obtaining

compliance with rules, orders, procedures, standards of conduct and competent job

performance. Disciplinary action will be commensurate with the facts surrounding the alleged

violation(s) and the past record of the employee. When coaching is not effective, then
supervisors must engage in more formal counseling which may be disciplinary in nature.

Examples of discipline are verbal counseling, written counseling, final written, or termination. Tri-

City Healthcare District (TCHD) reserves the right to impose any of these forms of discipline at

any time it deems appropriate at its discretion. Employees represented by a CBA must follow

the terms and conditions of that agreement.
2. The following are examples of behavior that may warrant disciplinary action, including
counseling, up to and including termination.

a. Criminal conduct, a violation of federal, state or local law that is related to the employee’s
job duties, employee and patient safety, or impinges on TCHD's reputation, including but
not limited to, fraud, theft, misrepresentation, and/or dishonesty including falsification of
time records and misrepresenting reasons for any absence from work. Where violations
of law are suspected, TCHD reserves the right to report such suspected violations to the
appropriate law enforcement agency and the licensing board.

b. Employees must report any criminal convictions under state or federal law, in writing to
the Human Resources Department within five (5) working days of such conviction.

c. Performing duties in an unsatisfactory or unacceptable manner.

d. Insubordination, including but not limited to improper conduct toward a supervisor or
refusal to perform a task assignment in an appropriate manner.

e. Failure to treat other TCHD employees, officials, patients, or the public with respect and
courtesy in accordance with the TCHD Service Standards, Mission and Values.

f. Violation of TCHD policies, including but not limited to, TCHD Alcohol and Drug Testing

for Employees (AP 429), Harassment policy (AP 403), Workplace Violence (AP 463), or
any other TCHD policy.

g. Failure to comply with all TCHD rules, standards, guidelines, and regulations including all
safety regulations.

h. Disruption of District Business.
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i. Misuse and/or unauthorized use of property, including but not limited to, equipment or
material owned by TCHD, employees, staff, physicians, patient or guests (AP 609
Disciplinary Action for Breach of Confidentiality, 257 Cellular Phone & Radio
Transmission and pay practice 475.12 Meal and Rest Breaks).

j Any unauthorized disclosure or use of TCHD's records, including but not limited to
administrative files, documents, or data bases, patient information files or records, or
employee information files or records. (AP 455-Confidentiality and AP 479 Social Media).

k. Possession of weapons while on TCHD property or while conducting TCHD, related
business or TCHD sponsored events, including off-site (AP 463 Workplace Violence).

l Failure to adhere to TCHD's procedure for safeguarding and preventing the waste of
controlled drugs or an inappropriate or unauthorized use of TCHD’s Pyxis Pharmacy
override system (AP 429 Alcohol and Drug Testing of Employees).

m. Disclosure of any information deemed as confidential included but not limited to
information received during an investigation, passwords and other secure codes and
employee information (AP 455, Confidentiality).

3. TCHD's policy is not a progressive discipline policy. Certain types of unsatisfactory employee
performance or misconduct may result in disciplinary action up to and including termination
without other informal or formal disciplinary action.

C. DEFINITIONS:
1. Coaching:

a. Informal discussions with employees to identify areas of employees’ work performance
that do not meet performance expectations and to provide guidance in developing skills,
modifying behaviors and addressing undesirable conduct.

2. Counseling:

a. Formal discussions implemented by supervisors when coaching is not successful at
motivating an employee to change his/her work performance or when employee conduct
or behavior violates TCHD policy or service standards, presents an immediate danger or
threat of danger to other employees or to patients.

b. Counseling will result in written documentation to the employee’s file, and may result in
termination of employment. Counseling sessions will be documented on a Work
Performance Improvement Form (WPIF).

3. Administrative Leave:

a. When an employee appears to have been involved in misconduct or performance
deficiency, he/she may be placed on Administrative Leave in order to aliow TCHD to
conduct a comprehensive investigation. Human Resources must be notified when
placing an employee on Administrative Leave.

b. Human Resources will notify Information Technology and Security.
4, Supervisor:
a. Supervisor refers to any level of leadership from supervisor to Chief level.

D. COACHING AND COUNSELING PROCESS - WORK PERFORMANCE IMPROVEMENT FORM:

1. Coaching consists of a documented verbal discussion between the manager or supervisor and
the employee. Coaching is informal in nature and should be used when matters do not require
formal counseling of an employee’s performance. If coaching is unsuccessful in resolving an
employee’s identified deficiencies or if the nature of the deficiency warrants more than informal
action, then supervisors should engage in the counseling process.

2. Counseling consists of a meeting involving the supervisor and employee to discuss deficiencies
in the employee’s conduct and/or performance expectations. Counseling should be documented
on the WPIF and should include the following:

a. A written description of the incident/event/deficiency including observable behaviors and
comments as well as the date, time, place and the policy/policies violated or conduct to
be improved.

b. A copy of the policy, standard, practice, rule, or regulation that has been violated, if any.

c. An action plan for improvement.

d. A concise description of the consequence if the action plan is not followed and/or

expectation is not met.
3. The employee will be given the opportunity to write a response to the work performance
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improvement action during or after the meeting.

4. The supervisor will sign and date the WPIF.

5. The employee will sign and date the WPIF indicating that the supervisor has reviewed the
incident with the employee.

a.

An employee’s signature or initial does not signify admission or agreement with the work
performance improvement action, but only that he/she has received a copy of the WPIF
and has been counseled on the subject matter referenced therein. If an employee
refuses to sign or initial the WPIF, the supervisor will state the same on the form to verify
that the counseling occurred and that the employee refused to sign the form A completed
copy of the WPIF is to be given to the employee at the time of the counseling and the
original sent to HR.

6. Administrative Leave:

a.

f.

g.

When an employee appears to have engaged in misconduct or performance deficiency,
he or she may be placed on Administrative Leave in order to allow a full and
comprehensive investigation.

TCHD employees may be placed on Administrative Leave.

Administrative Leave requires the approval of a Human Resources Representative.
Before an employee is placed on administrative leave, the supervisor will review his/her
intended course of action with the Human Resources Representative, unless emergency
conditions warrant otherwise.

If an employee is on Administrative Leave, his/her badge, hospital keys, and any
equipment (computer, pager), as deemed necessary, will be held by the supervisor.
When an employee is placed on Administrative Leave, the Administrative Leave Form
shall be completed including the beginning date of the leave.

The supervisor updates the employees’ Kronos record with the administrative leave
paycode for the scheduled days.

The employee is not allowed on TCHD property, unless for medical treatment, until the
conclusion of the investigation.

7. Notice of Intent to Terminate Employment (Involuntary):

a.

Before an employee is terminated, the supervisor will review his/her intended course of
action with the Human Resources Representative. In some circumstances the employee
may be placed on administrative leave in order to investigate. The supervisor updates
the employees’ Kronos record with the administrative leave pay code for the scheduled
days.

The letter of intent to terminate defines the reason for the termination. This includes a
statement of any policy, standard, practice, rule, or regulation that the employee has
been found to have violated and a description of the evidence upon which the proposed
action is based. The letter will state the effective date of termination. The letter will
include information regarding the Fair Treatment/SKELLY Process policies AP 427 or
428, including any of TCHD's policies on which the termination is based. The intent to
terminate letter must be reviewed by the Human Resources Representative before
sending or giving the letter to the employee.

E. FORMS REFERENCED WHICH CAN BE LOCATED ON THE INTRANET:
1. Administrative Leave form
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Oceanside, California

Administrative Policy Manual
Human Resources

ISSUE DATE: 8/85 SUBJECT: Monitoring Licenses, Professional

Registrations, and Certificates

REVISION DATE: 9/24/91; 11/94; 10/97; 10/02; 2/03, POLICY NUMBER: 8610-430

2/05; 2/06; 1/08, 4/09, 07/11, 9/13

Human Resources Committee Approval: 09/13
Board of Directors Approval: 09/13
PURPOSE:
1. To ensure that all licensed, professional, registered and certified personnel have and maintain their

licensure, registrations or certifications and the appropriate documentation of the same is provided
to Tri-City Healthcare District (TCHD).

APPLICATION OF POLICY:

1. The policy applies to all staff required to be licensed, or who have technical registrations or
certifications, whether from a state agency, a state licensing board or from any other source.
2. Primary Source Verification — The Human Resources Department (HRD) must be able to verify

licensure/certification/registration directly with the source providing the credential such as the State
Licensing Board or agency designated by the State Licensing Board to provide verification.
Secondary sources, such as letters, copies of letters, documents or copies of documents will not
suffice for verification of licensure.

3. Employees and contractors are required to maintain all licenses required for their position and to
provide proper notification as outlined below in the event of the suspension or revocation of a
license.

4. Any employee or contractor found to be working with an expired license or required certification will
be terminated.

5. Licensed staff employed by TCHD must notify the HRD if they have sanctions in California or any

other states in which they are licensed within 5 days. Failure to notify the HRD constitutes grounds
for disciplinary action up to and including termination.

PROCESS FOR VERIFICATION OF LICENSURE:

1. initial Verification
a. The Human Resources (HR) Representative is responsible for verifying the candidate’s
Primary Source for professional license/certification/registration as applicable prior to the
start date.
b. If HR is unable to verify licensure/certification/registration prior to the first day of

employment, the candidate will not be able to commence employment until HRD is able to
verify via Primary Source that a candidate’s credentials are valid and current. If required pre-
employment documents are not submitted timely, thereby delaying the start date, TCHD
reserves the right to rescind the offer of employment.

2, Maintaining Current License After Hire

a. Supervisors are responsible for ensuring that employees do not work without a valid
license/certification/registration. Failure of the supervisor to comply with the preceding
constitutes grounds for disciplinary action up to and including termination.

b. All licensed personnel are responsible to maintain a current
licensure/certification/registration for their position. Upon renewal, the supervisor will print,
date and initial the online licensure/certification/registration and forward the original initialed
documents to HR. The supervisor will retain a copy for the department file. Employees are
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required to renew his/her license10 calendar days before it expires. If an employee does
not renew his/her license in the appropriate timeframe, the employee may be terminated. If
this is a 2" violation of this policy, additional disciplinary action may be taken upon renewal.

C. In the event that any action is taken by any licensing agency or any credentialing body which
might result in the accusation, sanction, revocation or suspension of a
license/certification/registration then it is the employee’s responsibility to notify his/her
supervisor immediately following notice of any such activity by credentialing boards. Failure
to comply may result in disciplinary action, up to and including termination of employment.

d. The HRD will notify the appropriate Department Supervisors of expiring
licenses/certifications/registrations through email and reports.

D. CONTRACT EMPLOYEES:

1.

2.

3.

Each nursing contract employee (i.e. traveler) will have Primary Source Verification of his/her
license maintained in Staffing Resources.

The individual Departments and Staffing Resources track travelers or other contract employees in
the same manner as all licensed personnel.

Registry personnel, utilized on a shift-by-shift basis, will have their license/certification verified by
their agency prior to their first shift and this information will be noted on each Registry employees
Letter of Competency (LOC). Copies of the LOC are maintained and filed in Staffing Resources for
nursing.
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ISSUE DATE: 12/87 SUBJECT: Flex/Float To Activity
REVISION DATE: 10/12; 02/13; 09/13 POLICY NUMBER: 8610-437
Human Resoureces Gommitise: 99143
Board of Directors Approval: 09/13

A INTRODUCTION:

1.

The District reserves the unrestricted right to engage in Flex/Float to Activity. No District
employee, representative or agent has the authority to limit this right, and any attempt to do so
shall be void.

B. PURPOSE:

1.

Management is responsible for the daily monitoring activities to ensure adequate staffing. Once
it has been determined scheduled staffing levels exceed anticipated activity, this procedure is to
be implemented. In interpreting this procedure it should be reinforced that the principal criteria
for any flex/float activity will be to retain those personnel necessary to meet the requirements of
patient care. All other criteria for a flex/float activity are subject to, and limited by, that overriding
consideration.

C. DEFINITIONS

1.

2.

3.

Job Classification - The position an employee holds, i.e., secretary, food service worker,
registered nurse, etc.

Unit Seniority - Employee with the longest length of District service in the specific
department/unit.

Period of Service - The amount of time an employee spends in a particular job classification
department. This date is specific to Reassignment flex-to-activity situation only.

Activity - Unique to each department, activity may be defined in areas as census, units,
procedures, employees, etc., by which levels of staffing are detemined.

Alternative Work Assignment - Work available in a department other than an employee's
primary work area in which an employee holds credentials and experience.

PTO Payment Eligibility Requirement - As defined in the "Paid Time Off Program" (PTO).
Flex-to-Activity - The daily review of activities versus scheduled staffing, which may result in
Hospital Requested Time Off (HRTO).

PTO-Flex Time - Time an employee is normally scheduled to work, which a manager
determines, is not necessary due to a decrease in activities.

D. FLEX-TO-ACTIVITY:

1.

2.
3.

Management is responsible to ensure the adequate provision of staffing. Once it is determined
that planned levels are in excess of anticipated activity, this procedure is to be implemented.
Appropriate staffing needs are determined by job classification.

Once a job classification has been identified as being over staffed relative to activity, the

management must investigate the staffing needs of other areas of the facility for alternative work

options appropriate for the employee's skills and knowledge. In determining the priority of

offering alternative work, the process below will prevail:

a. There will be no seniority recognition in alternative work assignments.

b. An employee accepting appropriate work assignment will be paid at their regular rate of
pay.
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4, If there is not appropriate alternative work available the following may occur:
a. The hours the employee voluntarily takes off will be designated as PTO Flex Time
(formerly) "Hospital Requested Time Off' on an employee's time record.
b. Non-Exempt Employees on PTO Flex Time may choose to use PTO, PTO Flex zero

pay, or go into the negative (up to 40 hours max). Non-exempt employees who choose
to go into the negative must pay back the negative hours balance through future
accruals before utilizing any further negative hours.

c. If exempt employees are required to take a flex day they must use PTO or go into
negative PTO.. Exempt employees may not use zero pay unless it is for a full week
increment in which they did not do any work during that week.

5. If attempts to reduce extra staff by placing staff in alternate available positions or voluntary PTO
Flex Time are not completely successful, then extra staff will be placed on non-voluntary PTO
Flex Time based on the following criteria;

a. The principal criteria for any reduction in force will be to retain those personnel
necessary to meet the requirements of patient care. All other criteria for flex to activity is
subject to, and limited by, that overriding consideration. The following priority of criteria,
therefore, may be altered or modified consistent with that need and requirement or
approved department specific criteria.

i. The following is an example of status priority:

1. 1st - Temporary, from least senior to most senior
2. 2nd - Per Diem, from least senior to most senior
3. 3rd - Benefited, from least senior to most senior
4, 4th - Employee training period
6. Management will attempt to call employees at least two hours prior to the beginning of their shift
to notify them of PTO Flex Time.
7. It is each employee’s responsibility to provide his or her supervisor with a telephone number

where he/she can be reached. This telephone number will be used to contact the employee
when being placed on PTO Flex Time.

8. Employees who report to work after being called not to report within the appropriate time frame
are not eligible for report-in pay but may use PTO.

All employees that are a member of a union must follow the terms of the collective bargaining agreement.
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REVISION DATE: 6/04; 10/05; 01/09; 09/13 POLICY NUMBER: 8610-474

Human Resources Committee Approval: 09/13

Board of Directors Approval: 09/13

A. PURPOSE:

1.

To establish a compensation plan to support training and education programs for Tri-City
Healthcare District (TCHD) employees.

B. POLICY:

1.

TCHD is committed to maintaining a work environment that encourages self-development and
learning for all employees. As part of that commitment, TCHD has established a compensation
plan to support opportunities for self-development through internal and external training and
education programs. The compensation plan encompasses three major types of educational
programming in order to accomplish these goals.

Mandatory Training and Continuing Education Programs — TCHD requires that each employee
continue his/her own education to maintain a high level of job related competence and to ensure
compliance with required education/certification. Attendance by employees at lectures, meetings,
training programs, required skill certifications (e.g. ACLS, BCLS, PALS, and NRP) and similar
activities will be paid as hours worked if the following apply:

a. Attendance is mandatory.

b. Management approval is received in advance for the class itself and the time commitment
expected.

C. Skills and knowledge are directly related to essential job functions.

Professional/Personal Growth — TCHD encourages employees to pursue professional and
personal growth through attendance at workshops, seminars, and conferences. If job-related and
management approval is received in advance, TCHD may, at the discretion of the department
director, pay related fees and the attendance time as hours worked. If non-job-related, attendance
time will not be paid and related fees may be eligible for reimbursement under the programs
outlined in 4 below.

Tuition Reimbursement Loan Program — This program is established by TCHD to increase the

applicant pool for certain critical positions and to provide opportunities for current employee career

development. Bachelors, Masters and Doctoral programs are also supported if approved by the

Department Director.

a. All employees who have completed six months of employment may be eligible to receive
education reimbursement loans. The employee must be actively employed at TCHD at the
time of enroliment in the course of study. The employee will be eligible for loan forgiveness
if he/she continues to work for TCHD one year for each year of benefit received. Eligible
employees must be enrolled in an accredited program that will lead to licensure or
certification in a position that TCHD has identified as requiring special recruitment efforts.

b. Targeted positions and their specific eligibility requirements, maximum funds, and
employment commitment required for loan forgiveness are established by the Vice
President of Human Resources, with approval by the Chief Executive Officer, based upon
organizational staffing needs and budget considerations.

Failure to successfully complete required educational programs may result in an employee’s

termination of employment in accordance with Policy # 424, Coaching and Counseling for Work

Performance Improvement.

The Chief Operating Officer, with approval from the Chief Executive Officer, has authority and

responsibility for administration of this policy. Practices, procedures, and budget to support the
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administration of this policy will be developed by the Vice President of Human Resources in
concert with the Director of Education, and Clinical Informatics.
C. Compensation for Education:
1. Compensation for Mandatory Education, Pay Practice 474.01.
2. Compensation for Education Activities Related to Professional/Personal Educational Activities,

Pay Practice 474.03.
3. Tuition Reimbursement Loan Program, Pay Practice 474.04.
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REVISION DATE: 09/10; 09/13 POLICY NUMBER: 8610-478

Human Resources Committee Approval: 09/13

Board of Directors Approval: 09/13

A PURPOSE:

To define the approva process for hiring new employees and engaging consultants at Tri-City Healthcare District (TCHD)
and ensure that TCHD complies with all applicable laws and regulations regarding the classification of employees and
independent contractors.

B DEFINITIONS;

1. A consultant Is an independent contractor retained to provide professional or technical services or advice or other
consulting services to TCHD.

2. An employee is hired to render services to TCHD on a regular basis, is integrated into the operations of TCHD
and works under the direction and control of TCHD.

3. An independent contractor is generally defined by the IRS by using a multi-factor common law test. An

independent contractor generally is distinguished from an employee because the contractor retains the right to
control the manner and means by which the work is accomplished. While it is impossible to describe every single
independent contractor relationship, the IRS may recognize such a relationship where the contractor:

a. offers services to the public on a consistent basis;
b. provides specific services defined in a written agreement in retum for a specified amount of
compensation for a specified result;
C. performs services in a manner that is not subject to TCHD direction and control as o the methods used

to obtain the results;

d. has the risk of profit or loss from operations;
e. maintains insurance policies (professional liability, workers’ compensation, general liability etc.)
f. obtains and maintains appropriate business and/or professional licenses;
g. is not entitled to TCHD employee health and welfare benefits, and is not subject to withholding of
employment or other applicable taxes.
C POLICY AND PROCEDURE:
1 Employees and independent contractors must be properly classified to ensure that TCHD is in compliance with all

applicable state and federal laws, regulations and requirements, including law and regulations regarding the
issuance of 1099 forms and W-2 statements, the withholding of income, employment, Medicare, Social Security,
state disability and other applicable taxes, and entitlement to TCHD health and welfare benefits.

2 Employee hiring.
a. No position may be filled, and no position may be created, posted, or advertised until approved by the
CEO.
b. Employee hiring must comply with this Administrative Policy No. 8610-478.
3 Consultants/Independent Contractors.
a. All proposed consultant and independent contractor engagements must be submitted to the responsible

Director, Vice President,, or Chief (COO, CFO, CMO, CHRO, CNE, CCO ) and then submitted to the
CEO for his/her written approval.

b. The engagement of a consuitant or independent contractor also must comply with the legal and contract
review process set forth in Policy Number 8610-278.
c. Itis the engaging manager or director's responsibility to obtain necessary approvals under 3.a. and 3.b.
above, monitor the consultants performance and approve all hours worked.
4 No offers of employment are valid unless they emanate from Human Resources.

a5 Employees violating this policy are subject to discipline up to and including the termination of employment.



Tri-City Medical Center
Oceanside, California

Administrative Policy Manual
Human Resources

ISSUE DATE: 07/88 SUBJECT: Performance Evaluations
REVISION DATE(S): 10/12 POLICY NUMBER: 426

Human Resources Department Approval Date(s): 11/15

Administrative Policy and Procedure Committee Approval Date(s): 09/16

Human Resources Committee Approval Date(s): 11/15

Board of Directors Approval Date(s): 12/15

A PURPOSE:

1. To ensure that all employees receive a periodic performance evaluation and competency
assessment.
B. POLICY:
1. Department Managers will complete an annual performance evaluation for ali employees.
2. All managers must have ongoing communication with the employee to discuss performance
relative to specific competencies and manager’s expectations.
3. The evaluation tool consists of pre-determined standards against which the employee’s

performance is measured based on essential functions and behaviors, adherence to the
Compliance Program’s Code of Conduct and Policies.

4. Employees covered under a recognized bargaining unit will be subject to the terms and
conditions of their respective contract.
5. For individuals with clinical responsibility for the assessment, treatment, or care of patients, the

job description and annual performance appraisals must address competencies appropriate to
ages of the patients served. Employees must also have evidence of satisfactorily completing the
minimal annual competency assessment.

6. Non-clinical employees must meet the annual competency assessment based upon the job
description and performance appraisal.
7. Strict adherence to this policy is a management performance expectation. Noncompliance will be

addressed in accordance with Administrative Human ResourcesPolicy: Coaching and Counseling
for Work Performance - 424.

C. DOCUMENTATION:

1. Written performance evaluation reports shall reflect that the factors set forth in Section B. above
were considered in evaluating the performance of employees. These reports shall be maintained in
each employee’s personnel file consistent with the District's document retention policies.

RELATED DOCUMENTS:
1. Administrative Human Resources Policy: Coaching and Counseling for Work Performance - 424



&) . This policy is being split into a
( ) T"'C'ty_ MEd“Eal C_enter Compliance policy 539 and a new
Oceanside, California Human Resources policy 485.

Administrative Policy Manual
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ISSUE DATE: 05/12 SUBJECT: Hiring and Employment; Screening
Current Employees/Covered
Contrastors

| REVISION DATE(S): POLICY NUMBER: 8750-539- 485

Human Resources Department Approval Date(s): 05/16

Administrative Policies and Procedures Approval Date(s): 09/16

Human Resources Committee Approval Date(s):

Board of Directors Approval Date(s): 05/12

A PURPOSE:

1.

Policy-8750-530-provides{HTo provide a-statementguidance of the Tri-City Healthcare District’'s

(TCHD'S) policy regarding screening current employees-and-GCovered-Gontrastors.
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SCREENING CURRENT EMPLOYEES/COVERED CONTRACTORS:

1.

Periodically, but at least on an-annuala monthly basis, the-BistristTCHD shall screen current

employees/Covered-Contrasctors against the;

a. Office of Inspector General List of Excluded Individuals/Entities (OIG LEIE), and

b. United States General Services Administration Excluded Parties List System (GSA
EPLS).

Periodically, but at least on an annual basis, the District shall require each employee to certify in

writing that the employee:

a. Has not been charged with or convicted of committing any criminal offense;

b. Does not have any charges pending for violating any criminal law;

C. Has not been debarred, excluded or otherwise deemed ineligible for participation in
Federal health care programs;

d. Is not the subject of or otherwise part of any ongoing federal or state investigation; and

e. Possesses a current professional license, registration, or certification, as applicable, and

is in good standing with, and has had no Adverse Action taken by, any and all authorities
granting such license, registration or certification, as applicable.
In the event that the employee cannot provide the certification set forth in Section I11.B above, the
employee shall provide complete and accurate information with respect to the matters at issue.
In addition, as specified in 8750-542, employees and-Covered-Contractors-are required to report
any criminal convictions under state or federal law, in writing to the Bistrist Human Resources
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RETENTION:
1. Subject to legal constraints, the-BistrictT CHD shall not knowingly retain any employee er Covered
Contractor-if the employee/Cevered-Contrastor:
a. Has been convicted of a criminal offense that has a bearing on the (a) trustworthiness of
the employee/Cevered-Contrastor, or (b) ability of the employee/Covered Contractor to
perform relevant job responsibilities; or

b. Has been convicted of committing a health care fraud-related criminal offense; or

c. Is currently debarred, excluded or otherwise ineligible for participation in Federal health
care programs; or

d. Does not have a current professional license, registration or certification as applicable,

and/or is not in good standing with, and/or has had Adverse Action taken by, the relevant
state authorities that grant such license, registration or certification, as applicable.

DOCUMENTATION:

1. i Gity Healthcare DistrictTCHD-shall- document compliance with-8750-539. For employees,
such documentation shall be mal maintained in the employee’s personnel file consistent with the
Bistrist's-TCHD’s document retention policies-—For-Covered Contractors—such-dosumentation
shall-be-maintained-in-the relevant Covered Contractor file consistent with- the District's TCHD's

document retention pelicies,
RELATED DOCUMENT(S):
1, Administrative Policy 8750-542 — Hiring and Employment: Employee/Covered Contractor

Requirements to Report Changes in Certification
Administrative Human Resource Policy: Coaching and Counseling for Work Performance 424
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ISSUE DATE: 05/12 SUBJECT: Hiring and Employment; Pending

Charges against Current
Employees/Covered Contractors

REVISION DATE: POLICY NUMBER: 8750-540 486
Human Resources Department Approval Date(s): 05/16
Administrative Policies and Procedures Approval Date(s): 09/16
Human Resources Committee Approval Date(s):
Board of Directors Approval Date(s): 05/12
A. PURPOSE:

To provide uidance

B-C.

(TCHD’s) policy regarding pending charges against its employees-erGovered-Contractors.

DEFINITIONS:

1. Adverse Action — Adverse action means with respect to a professional license, registration, or
certification, any negative finding, unfavorable decision or action, or any decision or action that
could have a negative or unfavorable implication. It includes, but is not limited to: revocation,
denial, fine, monitoring, probation, suspension, letter of concern, guidance, censure, reprimand,
disciplinary action, restriction, required counseling, loss, voluntary or involuntary surrender, and
initiation of inquiry, investigation or other proceeding that could lead to any of the actions listed.
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program:

2. Federal health care program — The phrase “Federal health care program” shall have the same
meaning as set forth at 42 U.S.C. 1320a-7b(f) and includes, by way of example, Medicare and
Medicaid.

ACTION PENDING RESOLUTION OF CHARGES:

de If the DistrictTCHD learns that;

a. A current employee or Covered-Contractor-has been charged with a criminal offense

bearing on trustworthiness, or the ability of the employee/Covered-Contrastor to perform
relevant job responsibilities,

b. A current employee er-Covered-Contrastor-has been charged with a criminal offense
related to health care fraud,

C. A federal agency has issued a notice proposing to debar, exclude, or otherwise deem the
current employee er-Govered-Conirastor-ineligible to participate in any Federal health care
program, or;

d. A state agency or authority has proposed to take an Adverse Action (as-defired-ir-8750-

537)-against a professional license, certification or registration of a current employee. or
Covered-Contractor
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12 Then, pending resolution of the charges:
i hecormployaeiSuverad i cn SaStor 13, i SO0 that invek os dissd it egonisibiity for, -
or involvement in, patient care or billing any federal, state or private payer, then the
employee shall be placed on Administrative Leave-and the Covered Contractor shallbe

If the employee/Covered-Contractor is not in a position that involves direct responsibility
for or involvement in, patient care or billing any federal, state or private payer, then the
| employee/Covered-Contractor shall not be appointed to such a position.

C:D. DOCUMENTATION:

1. TA-GilyTCHD shall document-compliance-with-8750-540. For employees, such-documentation
shall be maintained in the employee S personnel file consistent W|th the Datnet—s—TCHD s
document retention policies.
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peolicies.

RELATED DOCUMENTS:
1. 42 U.S. Code § 1320a—7b — Criminal penalties for acts involving Federal health care programs.
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ISSUE DATE: 05/12 SUBJECT: Hiring and Employment;

Conviction/Exclusion/License
Revocation of Current
| Employees/Covered Contractors

| REVISION DATE(S): POLICY NUMBER: 8750-541 487
Human Resources Department Approval Date(s): 05/16
Administrative Policies and Procedures Approval Date(s): 09/16
Human Resources Committee Approval Date(s):

Board of Directors Approval Date(s): 05/12

A. PURPOSE:

1. Policy-8750-541-provides{1HTo provide a-statementguidance of the Distriet's-TCHD’s policy
regarding the criminal conviction, debarment or exclusion of employees-or Covered Contractors,
or the-revocation of the professional license, certification or registration of an employee-or
Covered Contractor.

——Govered-GConirastor—A-Covered Contraciorisan-individual-orentity that has-a-contractual

ACTION FOLLOWING CONVICTION/PROHIBITION/LICENSE REVOCATION:

1. if a District TCHD employee-or-Covered-Contractor:
a. Has been convicted of a criminal offense that bears on trustworthiness, or the ability to
perform relevant job functions or is related to health care fraud, or
b. Has been debarred, excluded or otherwise deemed ineligible to participate in Federal

health care programs, then, subject to legal constraints, the-BistristT CHD shall terminate
the employee-erthe Covered-Gontraster.

2. If a Bistrist TCHD employee or Covered-Contrastor-has had his or her professional license,
registration, or certification revoked, cancelled or otherwise removed or nullified, then (assuming
that such license, registration or certification is needed to fulfill the duties and obligations of the
emponeeer—Gevered@en#ae%e;) subject to Iegal constraints, theglstne%TCHD shaII termlnate
the employee & - : S

DOCUMENTATION:
1. Fhe DistnctTCHD shall documeant comphanos with §/60-541, For employees, sush

documentation shall be maintained in the employee’s personnel file consistent with the Distriet's
TCHD s document retentlon pohc:Ies EQFQG%F&Q—CGH%FGG@GFS—SHG‘%—GGGH%H&B&QH—S—*@&H—Q&
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ISSUE DATE: 5/12 SUBJECT: Hiring and Employment;
Employee/Covered Contractor
Requirements to Report Changes in
Certification
| REVISION DATE(S): POLICY NUMBER:-8750-542 488
| Human Resources Department Approval Date(s): 05/16
Administrative Policies and Procedures Approval Date(s): 09/16
| Human Resources Committee Approval Date(s):
Board of Directors Approval Date(s): 05/12
A PURPOSE:

1.

Policy-8750-842-provides{1)To provide a-statementguidance of the Districts-Tri-City Healthcare

‘District’s policy regarding the requirement that employees/Covered-Contrasctors report changes to

their last certification regarding criminal acts, Adverse Action, and other events, to the
BistrictTCHD.

GENERAL POLICY:

1.

Bistrict-TCHD employees and-Covered-Contractors-are required to report any changes to their

most recent certification made-per Administrative Policy 4858750-538-and/or8750-539 to the
District TCHD immediately.

SPECIFIC POLICY:

1. As provided in Administrative Policies 8750-537538, and -485 through 487-8750-541, the
PistristTCHD screens prospective employees and Covered Contractors-and requires current
employees and-Covered-Contrastors-to certify to the absence of criminal activity, exclusion, or
Adverse Action, etc.

2. In addition, each Bistrict TCHD employee/Covered-Contrastor must report any criminal
convictions under state or federal law, in writing to the Human Resources Department within five
(5) worklnq days of such conviction as per Admlnlstratlve Human Resource Policy: Coachlnq and

RELATED DOCUMENT(S):

1. Administrative Policy 8750-538 — Hiring and Employment; Screening for Eligibility of Prospective
Employees

2. Administrative Policy 485 — Hiring and Employment; Screening Current Employees

3. Administrative Policy 486 — Hiring and Employment; Pending Charges Aqainst Current
Employees

4. Administrative Policy 487 — Hiring and Employment; Conviction/Exclusion/License Revocation of

Current Employees

__Administrative Policy. Coaching and Counseling for Work Performance 424
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