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Einstein Healithcare Network

Memorandum
To: Einstein Healthcare Network Employees
From: Patrice Haverstick, Associate Vice President of Human Resources

Date: December 27, 2016

Subject:  Benefit Improvements

We have made several pay increases actoss our network for specific positions in recent
months. We also have introduced benefit improvements, including the pediatric healthcare
enhancement that begins January 1, 2017. I’m pleased to announce additional improvements
to Einstein’s benefit programs.

These new changes include the following improvements:

Benefit Change
Health Benefits Effective July 1, 2017 coinsurance for the Personal Choice
Basic Benefit Plan network benefit will change from 40%
to 30%.
Holiday Premium Starting in 2019 employees who wotk Christmas Eve

and New Yeat’s Eve will receive a holiday premium
starting for hours at 7 pm.

PTO You will receive one additional PTO day if you joined
Einstein on or after September 1, 2003,

We have long believed that Einstein employees should be treated equally, and we remain
committed to providing comprehensive, market-competitive compensation, including wages
and benefits. We will continue to review out compensation relative to the area market and
make further changes as necessary.

Thank you for your ongoing commitment to provide safe, quality care and setvice to our
patients and visitors in their time of greatest need.

Best wishes for safe, happy holidays.




Memorandumn

DATE: January 1, 2017

TO: Al ABHN Entities T
I L
Jiyy AR

FROM: Gerard . Blaney, Vice President for Finance % g ! ’k ‘

SUBJECT:  CHANGE IN MILEAGE REIMBURSEMENT RATE

Effective Janwary 1, 2017 through December 31, 2017, AEHN has amended the mileage
reimbursement rate cited in the Network Travel Policy #A0008.2 on Personal Automobile
Usage. This rate is being changed to the mileage rate as allowed by the Internal Revenue
Service.

AEHN employees who submit eligible mileage expenses, and receive the appropriate approvals
for reimbursement, will receive 53.5 cents per mile, If you are not sure if this policy pertains to
you, please check with your department administrator.

Please pass this information along to all employees who may be impacted by this change.

Thank you




BEE

To: All Einstein Employees
From: Jerry M. Zuckerman, MD
Chief Quality and Patient Safety Officer
Re: What to Do If You Develop Influenza or GI Symptoms
Date: January 5, 2017

At Einstein we are committed to preventing the spread of influenza or GI infections to our patients, our
visitors, our families and one another. I would like to provide you with some important reminders about
symptoms and what to do should you become ill.

Employees Who Become 111
Please remember that employees who are ill with influenza or GI symptoms must not report to work.

8 Employees with the following flu-like symptoms should not report to work.
o fever (T°>100.0° F) and a cough or sore throat

8 Employee with the following GI symptoms should not report to work
o Unexplained vomiting and/or diarrhea

Call-Out Procedures

w  Ifyou are ill and need to call out from work, you must follow the normal call-out procedures for your
department. At this time, we believe it is important to ask our employees to provide
information on unscheduled absences with specific symptoms to assist us in our infection
prevention and staffing efforts.

s The Centers for Disease Control consider certain individuals —such as those over age 65, pregnant
women and those with a chronic medical illness — to be at a high risk for developing flu-related
complications. If you are in one of these groups and develop flu-like symptoms, we encourage you to
consult with a healthcare provider.

Illness at Work
s If you come to work ill or develop flu-like/GI symptoms while at work, you will not be permitted to
work, You will be given a surgical mask and sent home.

Return to Work Clearance

= If you have exhibited the symptoms of influenza (a fever of 100.0 with either a cough or
sore throat), you may return to work after being fever-free for 24 hours without the use of
antipyretic medications/fever-reducing medicines, such as Tylenol® (acetaminophen),
aspirin or Motrin® (ibuprofen).

= Employees with GI symptoms may return to work 48 hours after symptoms resolved.
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Other Concerns

®  [f you have no influenza symptoms but a member of your household does, you may come to work but
should monitor your temperature twice a day for seven (7) days.

For those employees who have been granted accommodation/exempted from receiving the flu
vaccine, the requirement to wear a surgical mask has been initiated. Please remember that you must
wear a mask throughout the flu season whenever you in a patient care area, for your own safety and
that of our patients

»  Temporary staffing employees, contractors, students and volunteers, etc. with influenza symptoms
will not be permitted to work. They may return to work after being fever-free for 24 hours without the

use of antipyretic medications/fever-reducing medicines, such as Tylenol® (acetaminophen), aspirin
or Motrin® (ibuprofen).

#  Employees with family members who have GI symptoms should practice diligent hand hygiene and
should not come to work if they start to experience vomiting or diarrhea.

®  As caregivers we must continue to provide care to our patients and ourselves by following necessary
precautions to prevent the spread of illness.

If you have any questions, please contact your manager or Human Resources Service Specialist.

Thank you.




Electronic W-2's & 1095-C

Einstein Healthcare Network is required by the IRS to furnish all employees
with a form W-2 for each calendar year. The form W-2 and form 1095-C
details the employee's compensation and tax withholding amounts for the
year. You must “"OPT IN” by using Einstein Healthcare Network Document
Self Service in Prism. If you have “Opted IN” in previous years, action is not
necessary to receive them electronically when they become available
January 26, If you choose to “OPT out”, the printed W2’s and 1095-C will
not be mailed out until January 31st the IRS deadline to have them in the

mail.

Benefits of Receiving Form W-2 and Form 1095-C Electronically

Online delivery provides access to the W-2 and 1095-C statements
earlier than the traditional mail

process

Online delivery eliminates the chance that the W-2/1095-C statement
will get lost,

misdirected or delayed during delivery or misplaced after the employee
receives it

Access is available at the same secure Web site at which an employee
can access

wage and direct deposit information.

Employees can retrieve their W-2/1095-C statements through Einstein
Document Self Service

Employees can print multiple copies at their convenience

Employees are contributing to cost savings (forms, printing and
postage expense) for

the Network

Federal regulations require that employees give their consent to
receive the W-2 and 1095-C via electronic format. Once consent is
given it carries forward each year and does not need to be repeated.
The process for requesting the electronic version is quick and easy. Just
follow these steps:

e Log on to PRISM
Select Employee Self Service
Select Pay
Select the EHN Document Self Service
Under My Delivery Settings section
Select W-2
Select click here to get authorized
Read the compliance Message
Select Print Test
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Select “Tax document in PDF format” the sample W-2 will be displayed
on the screen.

Click the printer icon to print the sample W-2. The sample W-2 will be
printed.

Exit out of the sample tab

Answer the question “"Were you able to print it successfully”

Select I agree

Select Submit

You will receive confirmation via e-mail that you authorized to receive your
W2 via Einstein Healthcare Network Document Self-Service.

Repeat the above steps and Select 1095-C.

You must agree to receive your 2016 W-2 online, and give your
consent by January 16, 2017.

The process to view and print the electronic version is simple. Just follow
these steps:

Log on to PRISM

Select Employee Self Service

Select Pay

Select the EHN Document Self Service

Under View my Documents section

Select My W-2 or 1095-C

Select "magnifying glass” for the year that you want to print

Should you have any questions or needs assistance in registering, please
contact Payroll at 215.465.2800 or Einstein_Payroll_Off@einstein.edu.




ALBERT EINSTEIN HEALTHCARE NETWORK

Supersedes No. HR124

No. NEW POLICY AND PROCEDURE Eff. Date: 9/24/2007

Dated: MANUAL Page: 1 of 4

DEPARTMENT: Human Resources SUBJECT: Premium Pay for
Legal Holidays

I. PURPOSE

The purpose of this policy is to communicate the terms and conditions of pay
when an employee works a legal holiday observed by the Network.

II. POLICY

Einstein observes six legal holidays per year. When an employee does not work
on the legal holiday, they may be paid for the legal holiday using their Paid Time
Off bank as outlined by Policy HR123 - Paid Time Off. When an employee
works on the legal holiday, they are eligible for premium pay as outlined by this
policy.

1. ELIGIBILITY

All regular non-exempt full-time or part-time employees who are scheduled to
work on a legal holiday will be eligible for premium pay. Some per diem
employees may also be eligible based on their current rate structure. Per diem
employees should check with their department managers regarding eligibility.
Temporary employees are not eligible.

IV.  DEFINITIONS

A. Paid Time Off Policy - is the policy that outlines Paid Time Off. All regular
employees who are scheduled to work 40 hours bi-weekly or more are eligible
for payment of time not worked on a legal holiday by applying PTO time as
outlined by the Paid Time Off Policy.




ALBERT EINSTEIN HEALTHCARE NETWORK

Supersedes No. HRI124

No. NEW POLICY AND PROCEDURE Eff. Date: 9/24/2007

Dated: MANUAL Page: 2 of 4

DEPARTMENT: Human Resources SUBJECT: Premium Pay for
Legal Holidays

B. Paid Time Off — is payment when an employee schedules and is approved for
an absence from work or is absent due to a legal holiday observed by the
Network. In the case of regular evening and night shift PTO pay includes
shift premiums. An employee on rotating shifts shall be paid at the day rate.
PTO time is accrued bi-weekly on the first full pay period of employment
after hire and for each pay period thereafter, PTO encompasses time off for
employee vacations, personal reasons and legal holidays.

C. Regular, Straight Time Pay — The base hourly pay of an employee appropriate
to the time of day work is performed.

D. Legal Holiday — The legal holidays observed by the Network include:

1. New Year’s Day

2. Memorial Day (last Monday in May)

3. Independence Day

4, Labor Day (first Monday in September)

5. Thanksgiving Day (fourth Thursday in November)
6. Christmas Day

E. Observed Legal Holiday — When a legal holiday falls on a weekend it is
observed on the preceding Friday or following Monday.

V. LEGAL HOLIDAYS OBSERVANCE

A. When a holiday falls on a weekend, certain departments may close on the
observed legal holiday.

B. When a legal holiday occurs on a Saturday, the preceding Friday is the
observed legal holiday. When the legal holiday occurs on a Sunday, the
following Monday is the observed legal holiday.

C. No department may be closed in observance of the legal holiday or the
observed legal holiday without prior approval of the appropriate
Administrator.




ALBERT EINSTEIN HEALTHCARE NETWORK

Supersedes No. HRI124
NEW POLICY AND PROCEDURE Eff. Date: 9/24/2007
MANUAL Page: 3 of 4
DEPARTMENT: Human Resources SUBJECT: Premium Pay for
Legal Holidays

PAY FOR WORKING LEGAL HOLIDAYS

A. When the actual legal holiday is worked:

1. Eligible non-exempt employees shall be paid at a rate of time and one half
of the assigned shift’s regular straight time pay for hours worked on the
actual legal holiday. This premium pay applies to the actual legal holiday
and not the observed legal holiday.

2. Non-exempt employees whose hours of work on a legal holiday cause
them to be eligible for overtime pay shall be paid at a rate of time and one
half of the assigned shift’s regular base straight time pay.

3. Exempt employees shall be paid at the appropriate regular straight time
pay for hours worked on legal holidays.

4. Non-eligible and temporary employees shall be paid at the appropriate
regular straight time pay for hours worked on legal holidays.

B. When an eligible employee is scheduled off on a legal holiday, the employee

shall be paid using PTO time if available in the employee’s PTO bank as
outlined by Policy HR123 - Paid Time Off.

LEGAL HOLIDAYS AND ABSENCES

A. If an employee is scheduled off on a legal holiday and is absent without prior

approval from their scheduled shift prior to or after the legal holiday, the
employee is not eligible to be paid for the unscheduled absence using time
from his/her PTO bank. If the absence is due to illness, the employee may be
required to provide a physician’s note/certification in order to receive sick pay
for the day of absence. The unscheduled absence will be counted as an
incident under Einstein’s Standards of Attendance. Two or more unscheduled
episodes of absence before, after and/or on a legal holiday in any twelve-
month period will be determined excessive as outlined by Einstein’s Standards
of Attendance.

. An eligible employee who is scheduled to work on a legal holiday and is
absent without prior approval on the legal holiday is not eligible to be paid for




ALBERT EINSTEIN HEALTHCARE NETWORK

Supersedes No. HRI124

No. NEW POLICY AND PROCEDURE Eff, Date: 9/24/2007

Dated: MANUAL Page: 4 of 4

DEPARTMENT: Human Resources SUBJECT: Premium Pay for
Legal Holidays

the legal holiday that was not worked either by using time from his/her PTO
bank or sick bank. The unscheduled absence will be counted as an incident
under Einstein’s Standards of Attendance. Two or more unscheduled
episodes of absence before, after and/or on a legal holiday in any twelve-
month period will be determined excessive as outlined by Einstein’s Standards
of Attendance.

C. Please see Policy HR123 — Paid Time Off for more information related to
Paid Time Off usage.

VIII. RELATED POLICIES
A. HR123- Paid Time Off
B. HR052 — Sick Time

( j 6}!"2@(1;1/" WL QA

APPROVED: DATE: 09/24/2007

APPROVED: “ DATE: 09/24/2007

To be reviewed annually.




Einstein Healthcare Network

Memorandum
To: Eligible Einstein Employees
From: Patrice Haverstick, Associate Vice President of Human Resources

Date: December 28, 2016

Subject: 2017 and 2018 Pay for Performance Increases

As previously announced last week by Barry Freedman, in July 2017 and July
2018 we will provide a pay for performance increase to our eligible
employees and managers as a way of recognizing and thanking you for your
continued hard work and dedication to our patients.

The pay-for-performance pool will be 3.0%. This means that the average of

ALL employee increases throughout the Einstein network will be 3.0%. Each
employee’s specific, actual pay increase will depend upon their performance
rating and where their current salary is in relation to the pay range for their

job.

Eligibility Criteria

To be eligible for this salary increase, an employee must be a regular
employee! who is not covered under an employment agreement or a
collective bargaining agreement, and must meet the following requirements:

4

o Received an overall rating of “Meets Requirements” or “Outstanding”
on the most recent performance review

o Be aligned with Einstein’s Code of Conduct as reflected on the
employee’s most recent performance review

o Is current with all compliance requirements

o Any employee who received a rating of “Development Required” or
“Unsatisfactory” for either their overall performance evaluation
rating or Code of Conduct section rating will not be eligible for an
increase.

! Regular employee does not include employees who are not actively working while they are receiving Long Term Disability payments or
Worker’s Compensation payments. Their salary increases or bonuses, as applicable, are paid upon return to active status. Regular
employee does not include Per Diems, Temporary Employees, contractual employees and those covered by other compensation
agreements. Regular employee also does not include those employees in certain grant-funded positions.




Employees who are at the top of their pay range at the time of this salary
increase and meet all other eligibility criteria will receive a one-time bonus
rather than an increase to their pay. Employees at the top of their pay range
who received a “Meets Requirements” rating will receive a $500 bonus.
Employees at the top of their pay range who received an “Outstanding” will
receive the greater of a $600 bonus or up to 3% of their base pay.

The compensation of employees covered by collective bargaining
agreements will continue to be governed by those agreements and these
increases will not apply to them.

We have been working hard for many months to raise the competitiveness of the pay
we provide. The pay for many positions in the area market has risen quickly. As you
know, we are committed to providing fair, market-based wages and benefits. We
believe these changes will help to properly position us in the marketplace, and provide
proper recognition for all that you do.




