UNC REX EMPLOYEE HANDBOOK

UNC REX EMPLOYEE HANDBOOK SERVES AS A VITAL RESOURCE FOR EMPLOYEES AT UNC REX HEALTHCARE, OUTLINING
ESSENTIAL POLICIES, PROCEDURES, AND WORKPLACE EXPECTATIONS. THIS COMPREHENSIVE GUIDE ENSURES THAT ALL STAFF
MEMBERS UNDERSTAND THEIR ROLES, RIGHTS, AND RESPONSIBILITIES WITHIN THE ORGANIZATION. THE HANDBOOK COVERS A W/IDE
ARRAY OF TOPICS, INCLUDING EMPLOYMENT POLICIES, WORKPLACE CONDUCT, BENEFITS, SAFETY PROTOCOLS, AND COMPLIANCE
\WITH FEDERAL AND STATE REGULATIONS. BY PROVIDING CLEAR AND ACCESSIBLE INFORMATION, THE UNC REX EMPLOYEE
HANDBOOK PROMOTES A POSITIVE WORK ENVIRONMENT AND SUPPORTS ORGANIZATIONAL EFFICIENCY. THIS ARTICLE DELVES INTO
THE KEY COMPONENTS OF THE HANDBOOK, HIGHLIGHTING ITS SIGNIFICANCE AND PRACTICAL APPLICATIONS FOR BOTH NEW HIRES
AND SEASONED EMPLOYEES. FOLLOWING THE OVERVIEW, A DETAILED TABLE OF CONTENTS WILL OUTLINE THE MAIN AREAS
COVERED IN THIS DISCUSSION.

EMPLOYMENT POLICIES AND PROCEDURES

o X/ orkPLACE CONDUCT AND ETHICS

EMPLOYEE BENEFITS AND COMPENSATION

HEALTH, SAFETY, AND SECURITY
o COMPLIANCE AND LEGAL OBLIGATIONS

® TRAINING AND PROFESSIONAL DEVELOPMENT

EMPLOYMENT PoLICIES AND PROCEDURES

THe UNC REX EMPLOYEE HANDBOOK BEGINS BY ESTABLISHING THE FOUNDATIONAL EMPLOYMENT POLICIES AND PROCEDURES
THAT GOVERN THE WORKPLACE. THESE GUIDELINES ENSURE CLARITY REGARDING HIRING PRACTICES, EMPLOYMENT
CLASSIFICATIONS, ATTENDANCE, AND TERMINATION PROCESSES. UNDERSTANDING THESE POLICIES HELPS EMPLOYEES ALIGN THEIR
WORK HABITS WITH ORGANIZATIONAL STANDARDS AND EXPECTATIONS.

EMPLOYMENT CLASSIFICATIONS

EMPLOYEES AT UNC REX ARE CLASSIFIED BASED ON THEIR JOB STATUS, SUCH AS FULL-TIME, PART-TIME, TEMPORARY, OR
CONTRACT WORKERS. THIS CLASSIFICATION AFFECTS ELIGIBILITY FOR BENEFITS, WORK SCHEDULES, AND JOB SECURITY. THE
HANDBOOK CLEARLY DEFINES EACH CATEGORY TO PREVENT CONFUSION AND ENSURE PROPER APPLICATION OF POLICIES.

ATTENDANCE AND PUNCTUALITY

CONSISTENT ATTENDANCE IS CRITICAL FOR MAINTAINING OPERATIONAL EFFICIENCY. THE HANDBOOK OUTLINES THE
EXPECTATIONS FOR PUNCTUALITY, REPORTING ABSENCES, AND THE CONSEQUENCES OF UNEXCUSED ABSENCES. PROCEDURES FOR
REQUESTING LEAVE OR ACCOMMODATIONS ARE ALSO DETAILED TO SUPPORT EMPLOYEE NEEDS WHILE BALANCING
ORGANIZATIONAL REQUIREMENTS.

PErRFORMANCE EVALUATIONS

REGULAR PERFORMANCE REVIEWS ARE INTEGRAL TO PROFESSIONAL GROWTH AND ORGANIZATIONAL SUCCESS. THE UNC REX
EMPLOYEE HANDBOOK EXPLAINS THE EVALUATION PROCESS, CRITERIA, AND FEEDBACK MECHANISMS. THIS TRANSPARENCY
ALLOWS EMPLOYEES TO UNDERSTAND PERFORMANCE STANDARDS AND PURSUE CONTINUOUS IMPROVEMENT.



¥/ orkPLACE CONDUCT AND ETHICS

MAINTAINING A RESPECTFUL AND ETHICAL WORKPLACE IS A CORNERSTONE OF UNC REX’s MISSION. THE EMPLOYEE HANDBOOK
EXTENSIVELY COVERS CODES OF CONDUCT, PROFESSIONAL BEHAVIOR, AND THE IMPORTANCE OF DIVERSITY AND INCLUSION.
THESE POLICIES FOSTER A COLLABORATIVE AND SUPPORTIVE ENVIRONMENT FOR ALL STAFF MEMBERS.

Cobe oF ConbucT

THE CODE OF CONDUCT OUTLINES EXPECTED BEHAVIORS, EMPHASIZING INTEGRITY, RESPECT, AND PROFESSIONALISM. EMPLOYEES
ARE EXPECTED TO ADHERE TO THESE STANDARDS IN ALL INTERACTIONS, BOTH WITHIN THE ORGANIZATION AND WITH PATIENTS.
VIOLATIONS MAY RESULT IN DISCIPLINARY ACTIONS, UNDERSCORING THE IMPORTANCE OF COMPLIANCE.

ANTI-DISCRIMINATION AND HARASSMENT POLICIES

UNC REX IS COMMITTED TO PROVIDING A WORKPLACE FREE FROM DISCRIMINATION AND HARASSMENT. THE HANDBOOK DETAILS
PROHIBITED BEHAVIORS, REPORTING PROCEDURES, AND PROTECTIVE MEASURES. THIS SECTION ENSURES EMPLOYEES UNDERSTAND
THEIR RIGHTS AND RESPONSIBILITIES RELATED TO WORKPLACE EQUALITY AND SAFETY.

Use oF CoMPANY RESOURCES

GUIDELINES FOR THE APPROPRIATE USE OF COMPANY EQUIPMENT, TECHNOLOGY, AND INFORMATION ARE INCLUDED TO PREVENT
MISUSE AND PROTECT ORGANIZATIONAL ASSETS. EMPLOYEES ARE INFORMED ABOUT ACCEPTABLE USE POLICIES, CONFIDENTIALITY
REQUIREMENTS, AND REPERCUSSIONS FOR VIOLATIONS.

EMPLOYEE BENEFITS AND COMPENSATION

THE UNC REX EMPLOYEE HANDBOOK PROVIDES COMPREHENSIVE INFORMATION REGARDING COMPENSATION STRUCTURES AND
AVAILABLE BENEFITS, DESIGNED TO SUPPORT EMPLOYEE WELL-BEING AND SATISFACTION. UNDERSTANDING THESE OFFERINGS
ENABLES EMPLOYEES TO MAXIMIZE THEIR ENTITLEMENTS AND PLAN THEIR FINANCIAL AND HEALTH-RELATED NEEDS EFFECTIVELY.

SALARY AND W AGE INFORMATION

DETAILS ABOUT PAY SCHEDULES, SALARY GRADES, OVERTIME ELIGIBILITY, AND DIRECT DEPOSIT OPTIONS ARE CLEARLY
OUTLINED. THIS TRANSPARENCY HELPS EMPLOYEES UNDERSTAND HOW THEIR COMPENSATION IS DETERMINED AND PROCESSED.

HeALTH AND WELLNESS BENEFITS

UNC REX OFFERS A RANGE OF HEALTH INSURANCE PLANS, WELLNESS PROGRAMS, AND EMPLOYEE ASSISTANCE SERVICES. THE
HANDBOOK EXPLAINS ELIGIBILITY CRITERIA, ENROLLMENT PERIODS, AND COVERAGE OPTIONS TO GUIDE EMPLOYEES IN MAKING
INFORMED DECISIONS ABOUT THEIR HEALTH CARE.

ReETIREMENT AND LEAVE PoLICIES

INFORMATION ON RETIREMENT PLANS, VACATION LEAVE, SICK LEAVE, AND FAMILY MEDICAL LEAVE IS PROVIDED TO ENSURE
EMPLOYEES ARE AWARE OF THEIR RIGHTS AND PROCEDURES FOR ACCESSING TIME OFF. THESE POLICIES ARE ESSENTIAL FOR WORK-
LIFE BALANCE AND LONG-TERM FINANCIAL PLANNING.



HEALTH, SAFETY, AND SECURITY

EMPLOYEE SAFETY IS A ToP PRIORITY AT UNC REX HEALTHCARE. THE EMPLOYEE HANDBOOK OUTLINES PROTOCOLS DESIGNED
TO MAINTAIN A SECURE AND HEALTHY WORK ENVIRONMENT, REDUCING RISKS AND ENSURING COMPLIANCE WITH OCCUPATIONAL
SAFETY STANDARDS.

\X/ ORKPLACE SAFETY PROCEDURES

THE HANDBOOK INCLUDES GUIDELINES ON EMERGENCY PREPAREDNESS, INFECTION CONTROL, AND PROPER HANDLING OF HAZARDOUS
MATERIALS. EMPLOYEES RECEIVE INSTRUCTIONS ON REPORTING UNSAFE CONDITIONS AND PARTICIPATING IN SAFETY TRAINING
SESSIONS.

SECURITY MEASURES

SECURITY PROTOCOLS SUCH AS IDENTIFICATION BADGES, ACCESS CONTROLS, AND VISITOR POLICIES ARE DESCRIBED TO
PROTECT EMPLOYEES, PATIENTS, AND PROPERTY. THESE MEASURES CONTRIBUTE TO A SAFE AND ORDERLY \WORKPLACE
ATMOSPHERE.

INCIDENT REPORTING

PROCEDURES FOR REPORTING ACCIDENTS, INJURIES, OR SECURITY BREACHES ARE CLEARLY OUTLINED. PROMPT REPORTING
FACILITATES TIMELY RESPONSE AND CORRECTIVE ACTION TO MINIMIZE HARM AND PREVENT FUTURE INCIDENTS.

CoMPLIANCE AND LEGAL OBLIGATIONS

UNC REX ENSURES ADHERENCE TO ALL APPLICABLE LAWS, REGULATIONS, AND ETHICAL STANDARDS THROUGH DETAILED
COMPLIANCE POLICIES IN THE EMPLOYEE HANDBOOK. THIS SECTION GUIDES EMPLOYEES IN FULFILLING THEIR LEGAL
RESPONSIBILITIES WITHIN THE HEALTHCARE ENVIRONMENT.

CONFIDENTIALITY AND PRrIVACY

EMPLOYEES ARE EDUCATED ABOUT THE IMPORTANCE OF PROTECTING PATIENT INFORMATION UNDER HIPAA AND OTHER PRIVACY
LAWS. THE HANDBOOK PROVIDES INSTRUCTIONS ON SAFEGUARDING DATA AND REPORTING BREACHES TO MAINTAIN TRUST AND
LEGAL COMPLIANCE.

MANDATORY REPORTING

GUIDELINES ON MANDATORY REPORTING OF ABUSE, NEGLECT, OR OTHER CRITICAL INCIDENTS ARE INCLUDED TO PROMOTE PATIENT
SAFETY AND ETHICAL ACCOUNTARILITY. EMPLOYEES LEARN THEIR ROLES IN RECOGNIZING AND RESPONDING TO SUCH SITUATIONS.

CONFLICT OF INTEREST

POLICIES ADDRESSING CONFLICTS OF INTEREST ENSURE THAT EMPLOYEES AVOID SITUATIONS THAT COULD COMPROMISE THEIR
OBJECTIVITY OR THE ORGANIZATION’S INTEGRITY. DISCLOSURE REQUIREMENTS AND RESTRICTIONS ARE CLEARLY COMMUNICATED.



TRAINING AND PROFESSIONAL DEVELOPMENT

THe UNC REX EMPLOYEE HANDBOOK EMPHASIZES THE VALUE OF ONGOING EDUCATION AND SKILL DEVELOPMENT TO ENHANCE
EMPLOYEE PERFORMANCE AND CAREER GROWTH. THE ORGANIZATION PROVIDES VARIOUS OPPORTUNITIES AND RESOURCES FOR
PROFESSIONAL ADVANCEMENT.

ORIENTATION PROGRAMS

NEW EMPLOYEES PARTICIPATE IN COMPREHENSIVE ORIENTATION SESSIONS THAT INTRODUCE THEM TO THE ORGANIZATION’S
CULTURE, POLICIES, AND JOB EXPECTATIONS. THIS FOUNDATION SUPPORTS A SMOOTH TRANSITION AND EARLY ENGAGEMENT.

CONTINUING EDUCATION

UNC REX ENCOURAGES EMPLOYEES TO PURSUE FURTHER TRAINING AND CERTIFICATIONS RELEVANT TO THEIR ROLES. THE
HANDBOOK OUTLINES AVAILABLE PROGRAMS, TUITION ASSISTANCE, AND REQUIREMENTS FOR MAINTAINING PROFESSIONAL
CREDENTIALS.

PErRFORMANCE IMPROVEMENT PLANS

\X/HEN NECESSARY, STRUCTURED PLANS ARE IMPLEMENTED TO ADDRESS PERFORMANCE ISSUES CONSTRUCTIVELY. THESE PLANS
PROVIDE CLEAR OBJECTIVES, TIMELINES, AND SUPPORT TO HELP EMPLOYEES MEET ORGANIZATIONAL STANDARDS.

o COMPREHENSIVE EMPLOYMENT POLICIES ENSURE CLARITY AND FAIRNESS.
® \X/ORKPLACE CONDUCT STANDARDS PROMOTE A RESPECTFUL ENVIRONMENT.
e ROBUST BENEFITS SUPPORT EMPLOYEE HEALTH AND FINANCIAL SECURITY.

SAFETY PROTOCOLS PRIORITIZE EMPLOYEE AND PATIENT WELL-BEING.

e COMPLIANCE POLICIES UPHOLD LEGAL AND ETHICAL RESPONSIBILITIES.

® PROFESSIONAL DEVELOPMENT FOSTERS CONTINUOUS GROW TH AND EXCELLENCE.

FREQUENTLY ASkeD QUESTIONS

WHAT IS THE PURPOSE oF THE UNC REX EMPLOYEE HANDBOOK?

THe UNC REX EMPLOYEE HANDBOOK PROVIDES EMPLOYEES WITH IMPORTANT INFORMATION ABOUT WORKPLACE POLICIES,
PROCEDURES, BENEFITS, AND EXPECTATIONS TO ENSURE A CLEAR UNDERSTANDING OF THEIR ROLES AND RESPONSIBILITIES.

W/ HERE CAN | Access THE UNC REX EMPLoOYEE HANDBOOK?

THe UNC REX EMPLOYEE HANDBOOK IS TYPICALLY ACCESSIBLE THROUGH THE COMPANY'S INTERNAL EMPLOYEE PORTAL OR
HUMAN RESOURCES DEPARTMENT.



Does THE UNC REX EMPLOYEE HANDBOOK INCLUDE INFORMATION ABOUT EMPLOYEE
BENEFITS?

YES, THE HANDBOOK INCLUDES DETAILED INFORMATION ABOUT EMPLOYEE BENEFITS SUCH AS HEALTH INSURANCE, RETIREMENT
PLANS, PAID TIME OFF, AND OTHER PERKS.

ARE THERE POLICIES REGARDING WORKPLACE CONDUCT IN THE UNC REX EMPLOYEE
HANDBOOK?

YES, THE HANDBOOK OUTLINES WORKPLACE CONDUCT POLICIES INCLUDING HARASSMENT PREVENTION, ETHICAL BEHAVIOR, AND
PROFESSIONAL STANDARDS.

How ofFTeN Is THE UNC REX EMPLOYEE HANDBOOK UPDATED?

THe UNC REX EMPLOYEE HANDBOOK IS REVIEWED AND UPDATED PERIODICALLY TO REFLECT CHANGES IN COMPANY POLICIES,
LEGAL REQUIREMENTS, AND BEST PRACTICES.

\WHAT SHouULD | DO IF | HAVE QUESTIONS ABOUT THE POLICIES IN THE UNC REX
EMPLOYEE HANDBOOK?

EMPLOYEES ARE ENCOURAGED TO CONTACT THEIR SUPERVISOR OR THE HUMAN RESOURCES DEPARTMENT FOR CLARIFICATION OR
QUESTIONS REGARDING THE HANDBOOK POLICIES.

Does THE UNC REX EMPLOYEE HANDBOOK COVER INFORMATION ABOUT EMPLOYEE
SAFETY PROTOCOLS?

YES, THE HANDBOOK INCLUDES IMPORTANT SAFETY GUIDELINES AND PROTOCOLS TO ENSURE A SAFE WORKING ENVIRONMENT FOR
ALL EMPLOYEES.

Is THE UNC REX EMPLOYEE HANDBOOK APPLICABLE TO ALL EMPLOYEES?

GENERALLY, THE HANDBOOK APPLIES TO ALL EMPLOYEES OF UNC REX, INCLUDING FULL-TIME, PART-TIME, AND TEMPORARY
STAFF, UNLESS OTHERW/ISE SPECIFIED.

CAN THE poLICIES IN THE UNC REX EMPLOYEE HANDBOOK CHANGE WITHOUT NOTICE?

W/HILE THE COMPANY STRIVES TO PROVIDE ADVANCE NOTICE, POLICIES IN THE HANDBOOK CAN BE UPDATED AT ANY TIME, AND
EMPLOYEES ARE EXPECTED TO COMPLY WITH THE LATEST VERSION.

Does THE UNC REX EMPLOYEE HANDBOOK PROVIDE INFORMATION ON EMPLOYEE
DISCIPLINARY PROCEDURES?

YES/ THE HANDBOOK OUTLINES THE DISCIPLINARY PROCEDURES AND STEPS THAT MAY BE TAKEN IN CASES OF POLICY
VIOLATIONS OR MISCONDUCT.

ADDITIONAL RESOURCES

1. UNC REX HeAL THCARE EMPLOYEE HANDBOOK: POLICIES AND PROCEDURES

THIS HANDBOOK PROVIDES A COMPREHENSIVE OVERVIEW OF THE POLICIES AND PROCEDURES SPECIFIC TO EMPLOYEES AT UNC
REX HEALTHCARE. IT COVERS ESSENTIAL TOPICS SUCH AS WORKPLACE CONDUCT, SAFETY PROTOCOLS, BENEFITS, AND
COMPLIANCE REQUIREMENTS. NEW HIRES AND CURRENT STAFF ALIKE CAN USE THIS GUIDE TO NAVIGATE THEIR ROLES EFFECTIVELY



WITHIN THE ORGANIZATION.

2. HEAL THCARE EMPLOYEE RIGHTS AND RESPONSIBILITIES: A GUIDE FOR UNC REX STAFF

THIS BOOK OUTLINES THE RIGHTS AND RESPONSIBILITIES OF HEALTHCARE EMPLOYEES WORKING AT UNC REX. |T EMPHASIZES THE
IMPORT ANCE OF ETHICAL BEHAVIOR, PATIENT CONFIDENTIALITY, AND ADHERENCE TO HOSPITAL STANDARDS. ADDITIONALLY, IT
OFFERS ADVICE ON PROFESSIONAL DEVELOPMENT AND CONFLICT RESOLUTION IN A HEALTHCARE SETTING.

3. WorkpPLACE SAFETY IN HEAL THCARE: UNC REX EmpLOYEE EDITION

FOCUSED ON ENSURING SAFETY IN THE HEALTHCARE WORKPLACE, THIS TITLE DETAILS BEST PRACTICES, EMERGENCY PROCEDURES,
AND OSHA coMPLIANCE TAILORED FOR UNC REX EMPLOYEES. T HIGHLIGHTS STRATEGIES TO PREVENT WORKPLACE INJURIES
AND MANAGE HAZARDOUS MATERIALS RESPONSIBLY. THE BOOK IS A VITAL RESOURCE FOR MAINTAINING A SAFE ENVIRONMENT FOR
BOTH STAFF AND PATIENTS.

4. ErrecTivE COMMUNICATION IN HEAL THCARE: A GuIDE For UNC REX EMPLOYEES

EFFECTIVE COMMUNICATION IS CRUCIAL IN HEALTHCARE, AND THIS GUIDE HELPS UNC REX EMPLOYEES DEVELOP STRONG
INTERPERSONAL SKILLS. |T COVERS PATIENT INTERACTIONS, TEAMWORK, AND INTERDEPARTMENTAL COMMUNICATION TO ENHANCE
OVERALL CARE QUALITY. THE BOOK ALSO ADDRESSES HANDLING DIFFICULT CONVERSATIONS AND CULTURAL SENSITIVITY IN THE
W ORKPLACE.

5. EmpLOYEE BENEFITS AND WELLNESS PROGRAMS AT UNC REX HEAL THCARE

THIS BOOK PROVIDES AN IN-DEPTH LOOK AT THE BENEFITS AND WELLNESS PROGRAMS AVAILABLE To UNC REX EMPLOYEES. IT
DETAILS HEALTH INSURANCE OPTIONS, RETIREMENT PLANS, EMPLOYEE ASSISTANCE PROGRAMS, AND WELLNESS INITIATIVES. THE
GUIDE ENCOURAGES STAFF TO TAKE FULL ADVANTAGE OF THESE RESOURCES TO PROMOTE WORK-LIFE BALANCE AND WELL-BEING.

6. ProressionAL DeveLorPMENT ForR UNC REX HEAL THCARE EMPLOYEES

FOCUSING ON CAREER GROWTH, THIS BOOK OUTLINES TRAINING OPPORTUNITIES, CONTINUING EDUCATION, AND CERTIFICATION
PROGRAMS SUPPORTED BY UNC REX. |T OFFERS GUIDANCE ON SETTING CAREER GOALS AND SEEKING MENTORSHIP WITHIN THE
ORGANIZATION. EMPLOYEES CAN USE THIS RESOURCE TO ENHANCE THEIR SKILLS AND ADVANCE PROFESSIONALLY.

7. ETHICS AND COMPLIANCE IN HEAL THCARE: UNC REX EmpLOYEE HANDBOOK COMPANION

THIS COMPANION BOOK DIVES DEEPER INTO THE ETHICAL STANDARDS AND COMPLIANCE REGULATIONS THAT UNC REX
EMPLOYEES MUST FOLLOW. |T DISCUSSES TOPICS SUCH AS PATIENT RIGHTS, CONFIDENTIALITY LAWS, AND REPORTING
UNETHICAL BEHAVIOR. THE BOOK SERVES AS A PRACTICAL REFERENCE TO ENSURE INTEGRITY AND LEGAL COMPLIANCE IN DAILY
OPERATIONS.

8. TiME MANAGEMENT AND PRODUCTIVITY FOR HEAL THCARE EMPLOYEES

DesiGNED To HELP UNC REX STAFF IMPROVE EFFICIENCY, THIS BOOK EXPLORES TIME MANAGEMENT TECHNIQUES TAILORED TO
THE FAST-PACED HEALTHCARE ENVIRONMENT. |T INCLUDES STRATEGIES FOR PRIORITIZING TASKS, MANAGING STRESS, AND
BALANCING CLINICAL RESPONSIBILITIES WITH ADMINISTRATIVE DUTIES. THE GUIDE AIMS TO BOOST PRODUCTIVITY WHILE
MAINTAINING HIGH-QUALITY PATIENT CARE.

9. DIVERSITY AND INCLUSION IN HEAL THCARE WorkpLACES: UNC REX EmpLOYEE GUIDE

THIS BOOK HIGHLIGHTS THE IMPORTANCE OF DIVERSITY AND INCLUSION WITHIN UNC REX HEALTHCARE. |T OFFERS INSIGHTS
INTO CREATING AN INCLUSIVE WORK ENVIRONMENT THAT RESPECTS DIFFERENT BACKGROUNDS AND PERSPECTIVES. THE GUIDE
PROVIDES PRACTICAL TIPS FOR FOSTERING TEAMWORK, REDUCING BIAS, AND PROMOTING CULTURAL COMPETENCE AMONG
EMPLOYEES.
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