	
	





[bookmark: _Toc496692035][bookmark: _Toc499046465][bookmark: _GoBack]Section 3 – Benefits Policies
Separate Summary Plan Descriptions (SPD) and Plan Documents|variable=Summary Plan Descriptions govern benefits. Please consult the appropriate SPD for a full explanation of these benefits. A copy may be obtained from Human Resources|variable=Human Resources.
[bookmark: _Toc496692036][bookmark: _Toc499046466]Health, Dental, Vision, and Prescription Drug Insurance Plan
Full-time employees are eligible to participate in the company’s health, dental, vision, and prescription drug insurance program after completing ninety (90) days of employment in a full-time classification. Participation in the company’s health, dental, vision, and prescription drug insurance program is conditioned on the eligible employee paying a percentage of the costs for the insurance coverage. Details of these benefits are provided in the Health Plan’s Summary Plan Description|variable=Summary Plan Descriptions. Current cost information may be obtained from your supervisor|variable=supervisor or the human resource|variable=Human Resources department. Employees on a leave of absence may also be subject to additional requirements for participation, subject to applicable federal and state laws. Please contact human resources|variable=Human Resources for additional information regarding benefits for employees on leave.
One of the many benefits of working in a medical office is access to medical care. Company|variable=Company will write-off 100% of employee medical expenses incurred in our office. The company will also write-off 100% of immediate family office visits. However, if we must send items to another facility, such as a reference lab, the employee is responsible for the charge incurred and should pay the company directly. Immediate family consists of spouse and children up to age 21 or until married. Employees are required to set an appointment so as to not disrupt the overall schedule of the office.
[bookmark: _Toc499046467][bookmark: _Toc496692037]COBRA
The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their qualified beneficiaries the opportunity to continue health insurance coverage under Company|variable=Company's health plan when a "qualifying event" would normally result in the loss of eligibility. Some common qualifying events are resignation, termination (for reasons other than gross misconduct), death of an employee, a reduction in an employee's hours or a leave of absence, an employee's divorce or legal separation, and a dependent child no longer meeting eligibility requirements.
The company provides each eligible employee with a written notice describing rights granted under COBRA when employees become eligible for coverage under the company's health insurance plan. The notice contains important information about employees’ rights and obligations. You will have 60 days from the date you lose coverage or 60 days from the date you receive such information, whichever is later, to elect continued coverage.
Under COBRA, the employee or beneficiary pays the full cost of coverage at the company's group rates plus an administration fee. Coverage will end if any of the following events should occur: the company no longer provides group health coverage to any of its employees; the premium for continued coverage is not paid; you become eligible as an employee or otherwise under another group health plan; or you become eligible for Medicare.
[bookmark: _Toc499046468]Life and Accidental Death and Dismemberment Insurance
Company|variable=Company provides basic life insurance and accidental death and dismemberment insurance to full-time employees. Details of this benefit can be obtained by contacting human resources|variable=human resources.
[bookmark: _Toc496692038][bookmark: _Toc499046469]Short-Term Disability Benefits
If you become disabled because of a non-occupational illness or injury and cannot work, you may be eligible for Short-Term Disability (STD). STD benefits help replace a portion of your lost income. Your STD benefits will be reduced by the amount of other income benefits you receive while disabled. Please consult the Summary of Benefits|variable=Summary Plan Descriptions, which can be obtained from human resources|variable=human resources.
[bookmark: _Toc496692039][bookmark: _Toc499046470]Long -Term Disability Benefits
Long-Term Disability (LTD) benefits extend your income protection if your period of non-occupational disability lasts more than one (1) year. If eligible, benefits begin after you have been totally or residually disabled for three hundred and sixty-five (365) days, known as the elimination period. Please consult the Summary of Benefits|variable=Summary Plan Descriptions, which can be obtained by contacting human resources.
[bookmark: _Toc496692040][bookmark: _Toc499046471]Optional Voluntary Life Insurance and Accidental Death and Dismemberment Insurance
Full-time employees have the option to purchase additional term life insurance at competitive group rates. Premiums are deducted from the employee’s paycheck. For additional information, please contact human resources.
[bookmark: _Toc496692041][bookmark: _Toc499046472]On-the-Job Injury/Workers’ Compensation Benefits
Any employee reporting an on-the-job injury or illness will receive immediate and appropriate medical treatment. All applicable federal, state, and local laws or regulations pertaining to occupational injuries or illnesses will be followed at all times.
It is the responsibility of all employees to report immediately to their supervisor|variable=Supervisor all on-the-job injuries or illnesses regardless of how insignificant or minor the injury or illness may appear at the time. The employee’s personal physician must be notified immediately. If it is necessary for the employee to be seen by the doctor or go to the hospital, a family member will be called to transport the employee to the appropriate facility. Company|variable=Company’s employees will not be responsible for transportation of another employee due to liabilities that may occur.
When employees sustain an injury or illness that requires outside medical treatment or is involved in an accident that results in significant property damage, the employees may also be subject to a screening for the presence of drugs and/or alcohol in their system, provided state law permits these tests. Any employee who refuses screening for the presence of drugs and/or alcohol will be subject to immediate termination.
Company|variable=Company provides either on-the-job injury benefits or worker’s compensation coverage for employees who have been injured on the job or who have sustained an occupational illness. Every employee who is injured on the job should report the injury immediately to his or her supervisor|variable=supervisor and submit to a drug and alcohol test. The supervisor|variable=supervisor will complete an Employee Incident Investigation Report, arrange an alcohol and substance abuse test, and coordinate with the Safety Department to complete necessary paperwork to apply for either on-the-job injury or worker’s compensation benefits.
A physician’s “return to work” notice may be required.
[bookmark: _Toc499046473][bookmark: _Toc496692042]Employee Assistance Program
At some time, most of us experience problems in our lives such as family or marital diﬃculties, problems with alcohol or drug abuse, emotional illness, ﬁnancial or legal worries, or diﬃculties with stress on the job. Company|variable=Company oﬀers a free, conﬁdential Employee Assistance Program (EAP) to help employees deal with personal problems before they result in deterioration of health, family life, or job performance.
The EAP covers all employees and extends to spouses and other dependents in the immediate household. It oﬀers assessment, short-term counseling, and referral for personal problems of employees or family members. EAP also oﬀers work/life referral services for child care, adoption, elder care resources, college planning and private school resources, health and wellness resources, preventive medicine, pet services, and other convenience services.
Individuals who access EAP services will have the opportunity to speak openly and conﬁdentially with an EAP counselor who will help to assess and deﬁne the problem, oﬀer support and understanding, and give professional guidance and referral.
Appointments can be made with EAP counselors who have regular oﬃce hours during the work week. Employees may see a counselor during their lunch hour or before or after work. However, if the appointment is made during working hours, the employee must use personal leave.
You can contact EAP by telephone at 1-555-555-555, TTY 555-555-5TDD, or via e-mail at xyz@mail.com.
[bookmark: _Toc499046474]401(K) Retirement Savings Plan
Company|variable=Company has established a 401(k) Savings Plan to provide employees a means of saving for retirement. Participation in the plan is voluntary, and employee contributions are made by payroll deduction. Contributions are pretax with an option for after-tax contributions.
Full-time employees, who are at least twenty-one (21) years of age, are eligible to enroll in the Plan to make individual contributions after ninety (90) days of full-time employment. A participating employee vests twenty percent (20%) per year, with the employee vesting fully in five (5) years.
The company provides a matching contribution on employee savings, up to a maximum of 5% of an employee’s annual salary. The matching contribution ranges from 50% to 100% of eligible savings, depending on the quarterly Operating Ratio, which is a measure of the profitability of the company. The matching contribution begins after an employee has been employed for one (1) year. The matching contributions are made quarterly and only apply to employee contributions made after one year of employment, provided the employee is actively employed as of the last date of the quarter.
The 401(k) Savings Plan offers features including self-direction in a number of funds ranging from conservative to aggressive, loan provisions, and rollover options.
[bookmark: _Toc499046475][bookmark: _Toc496692043]Stock Options
Full-time employees are given an opportunity for equity ownership. Upon hire, full-time employees are granted a non-statutory stock option to purchase shares of stock. Grants are issued on a four year vesting schedule.
[bookmark: _Toc499046476]Holidays
The following holidays will be observed as paid holidays: New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, Friday after Thanksgiving Day, Christmas Eve, and Christmas Day|variable=Paid Company Holidays
Each holiday will be compensated using the employee’s hourly pay rate at eight (8) hours for full-time employees plus holiday pay. Part-time, temporary, and supplemental employees and employees on leave of absence or suspension are not eligible for holiday pay.
To receive holiday pay, you must work both the scheduled workday prior to and the scheduled workday following the holiday, unless you have your supervisor|variable=supervisor permission not to work.
Holidays are not included as “hours worked” for purposes of calculating overtime pay. If a holiday falls during your scheduled vacation period, the day will be counted as a holiday, rather than a vacation day. Holidays falling on a Saturday or Sunday may be celebrated on Friday or Monday, at the company’s discretion.
The company recognizes that some employees may wish to observe certain days, as periods of worship or commemoration, that are not included in the company’s holiday schedule. Employees who would like to take a day off for such reasons may be permitted to do so if the employee’s absence from work will not result is an undue hardship in the operation of the company’s business and if prior approval has been obtained from the employee’s supervisor|variable=Supervisor. Employees may use their paid vacation on such occasions, or they may take such time off as an unpaid, excused absence.
[bookmark: _Toc496692044][bookmark: _Toc499046477]Vacation
Paid vacation is provided to full-time employees to allow a reasonable period of time to be free of job responsibilities and to enjoy rest and relaxation. Vacation will be compensated using the employee’s hourly pay rate at eight (8) hours per day.
Vacation is accrued and earned on the anniversary date of each employee’s most recent date of hire and is based on an employee’s length of full-time services:
	1st year anniversary
	(5 days per year)

	2nd anniversary
	(5 days per year)

	3rd – 8th anniversaries
	(10 days per year)

	9th – 15th anniversaries
	(15 days per year)

	16th anniversary and beyond
	(20 days per year)



Employees do not accrue and are not entitled to vacation time during the first year of employment. Beginning in the second year of employment, employees may take vacation earned on the previous anniversary date. Employees may not take vacation time that has not been earned, without approval of the Vice President of Human Resources.
Vacation not used within one year of the date on which it is earned cannot be carried forward and will result in forfeiture, unless state law requires otherwise.
Paid vacations normally must be taken in the vacation year in which it accrues, except that an employee may carry over up to forty (40) hours of unused paid vacation for six (6) months into the next vacation year. Employees will not be paid for any unused vacation, except as required by law.
All requests for vacation must be submitted no later than January 31 of each year, and such vacations will be granted based upon work schedules and Length of Service date. Employees returning from a leave of absence must wait at least four (4) weeks before taking vacation time unless staffing and scheduling needs allow earlier vacation to be taken.
All employees are to take vacation time in weekly increments, unless other increments are approved by human resources|variable=human resources. However, vacation time taken may not exceed two consecutive weeks at any one time. Employees that accrue more than two (2) weeks vacation may schedule the balance of their vacation in discretionary increments as approved by their supervisor|variable=supervisor. Accrued vacation will be applied to any unpaid leave of absence, unless otherwise prohibited by applicable state or federal law. However, any vacation pay used while on a leave of absence, regardless of the reason for the leave, cannot exceed the amount of vacation time the employee has actually accrued, but not used, at the beginning of the leave period. If you are absent from work due to an on-the job injury, you will continue to accrue vacation during the leave of absence, subject to applicable federal and state laws.
Vacation is a time for employees to rest, relax, and pursue special interests. Therefore, pay will not be given in lieu of taking a vacation.
When you leave your employment at Company|variable=Company, you will be paid for any unused vacation earned through the last anniversary date. Any vacation time taken in excess of the amount earned will be treated as an advance of wages. If the employee leaves his or her employment, voluntarily or involuntarily, prior to earning the vacation time on his or her anniversary date, an amount equal to the hours taken in excess of those earned at the employee’s current hourly rate will be withheld from the employee’s final paycheck.
[bookmark: _Toc499046478]Flexible Time Off (FTO)
Full time employees are eligible to accrue FTO during the first full pay period. The FTO accrual rate is based on your length of employment, as follows:
	Years of Continuous Employment
	FTO Accrual Rate Per Month

	Less than five (5) years
	10.00 hours (1.25 days per month) (3 weeks per year)

	Five (5) years or more
	13.34 hours (1.67 days per month) (4 weeks per year)



FTO cannot interfere with your department’s operation and, therefore, must be approved by your supervisor|variable=supervisor at least two (2) weeks in advance, when possible. If FTO is used for employee illness, employees should notify their supervisor|variable=supervisor as soon as possible. Exempt employees must use FTO in full day increments. Non-exempt hourly employees must use FTO in four-hour increments.
You may not receive advance FTO pay (for FTO time taken in excess of your FTO accrual balance). If non-exempt employees request and receive FTO leave in excess of their FTO balance, they will be docked for any excess hours or days taken in excess of their accrued FTO. Exempt employees shall not be docked pay for any partial day absences in the event that they exhaust their FTO leave.
If you are on an approved leave of absence (such as a medical leave of absence) for less than thirty (30) days, your FTO accrual will not be affected; should the leave extend beyond thirty (30) days, FTO time will not continue to accrue.
If a company paid holiday falls during your scheduled FTO period, you will be paid for the holiday and the holiday will not be counted as a FTO day.
[bookmark: _Toc499046479][bookmark: _Toc496692045]Sick Leave
Sick leave benefits provide income protection in the event you become ill or disabled. Full-time employees will begin accruing 5 days sick leave after one year of employment. Sick leave payment is calculated based on your base hourly rate, exclusive of overtime and bonuses. Employees are eligible to use sick leave as it is accrued. If all sick leave is not used at the end of the year, up to 3 days will be carried over to the next year up to a maximum of 10 days.
Accrued sick leave is to be used in the event of illness, disability, and medical appointments, and in conjunction with applicable federal or state leave provisions. To receive sick pay, you must notify your supervisor|variable=supervisor on the first day of absence and each subsequent day.
Company|variable=Company reserves the right to require written certification as to the bona fide nature of an illness or injury from an attending physician, and/or a release from the physician to return to your normal duties. Unused sick leave will not be paid upon termination.
[bookmark: _Toc499046480]Service Awards
Company|variable=Company values its employees and strives to recognize those who achieve established milestones. As an example, milestones in years of service are recognized.
[bookmark: _Toc499046481][bookmark: _Toc496692046]Child Care Services
Company|variable=Company operates a child care center for the children of its employees and oﬀers a variety of other child care services for local residents.
The School Age Child Care program oﬀers before school, after school, winter, spring, and summer camp programs for children at elementary schools. Professional child care is provided for kindergarten through 6th grade, as well as children and youth, ages ﬁve to twenty-one with multiple disabilities at two centers. For enrollment information, call 555-555-5555. Information is also available at www.website.com.
[bookmark: _Toc499046482]Educational Assistance
Company|variable=Company recognizes that the skills and knowledge of its employees are critical to the success of the company. The company offers educational assistance programs, the GED Program and tuition reimbursement. The company offers educational assistance programs to encourage personal development, improve job-related skills, and enhance an employee’s ability to compete for reasonably attainable jobs in the company.
The company also encourages its employees who are interested in continuing education and job specific training to research these further and get approval before signing up for the seminars or courses.
[bookmark: _Toc499046483]Employee Discounts
Company|variable=Company allows full-time employees the benefit of shipping freight with the company for personal use or consumption at a discounted rate of 65% of the published tariff rates.
[bookmark: _Toc499046484]Credit Union
The company Credit Union is a cooperative association established to promote savings and provide a source of loans for its members. Persons who live, work, worship, attend school, or volunteer in the county can join by depositing a minimum of $25 in a share savings account. Company retirees and family members of these groups are also eligible to become members.
As a member, you can take advantage of services such as direct deposit, online bill payer, ATM service, checking accounts, money market accounts, savings accounts, vacation and holiday clubs, certiﬁcates of deposit, living trust accounts, VISA cards, Roth and traditional Individual Retirement Account certiﬁcates, car loans, mortgages, home equity loans, notary service, wire transfers, and travelers checks.
The Credit Union is run by a volunteer board of directors and a supervisory committee. There are several branches locally and Credit Union aﬃliates nationwide. For more information, call 555-555-5555 ext. 5555, or visit www.website.com
[bookmark: _Toc499046485]Transportation Beneﬁts- Parking and Ridesharing
Free employee parking is provided at all sites. Spaces are limited at some facilities. Company|variable=Company strongly encourages employees to vanpool or carpool. Reserved spaces are available at some work areas for vehicles with two or more riders. The Department of Transportation assists interested employees in coordinating vanpools and carpools. For free ride-matching assistance or for information about reserved parking for carpools and vanpools, call 555-555-5555.
The company oﬀers a transportation subsidy to all employees who commute by bus, rail, or vanpool at least three times a week. This subsidy of up to $105 per month may be used to purchase bus, rail, and vanpool fares. For more information about the SmartBeneﬁts Transportation Program, see your department payroll contact or call the Department of Transportation at 555-555-5555. For information about bus or rail transit service, call the Information Center at 555-555-5555.
[bookmark: _Toc499046486]Employee Fitness Center
The Employee Fitness and Wellness Center is located at: 5555 Address Road, Your Town, CA 92037. Current company employees and retirees are eligible to use the facility. Membership is available for a small fee and includes use of the shower, locker rooms, classes, and cardiovascular and strength training equipment. For additional information, call 555-555-5555, or send an e-mail to email@email.com.
[bookmark: _Toc499046487]Cafeterias
There are cafeterias in Building A, Building B, and Building C. All serve breakfast, lunch, and snacks. You can see daily menus and prices, a catering menu, and hours of operation on the Cafeterias web page.



