Orientation Handbook

For Southern California
New Employees and Volunteers

New Employee Orientation

This handbook is intended to provide new employees with a general overview of some of the practices of
Kaiser Permanente.
It should be understood this handbook only highlights company policies and practices for the information of new
employees and is not intended, nor should be construed, as a legal document or employment contract. Further,
nothing in this handbook alters the right of an employee to resign at any time or for Kaiser Permanente to
conclude the employment relationship at any time where it believes it is in the company’s best interest to do so.
In order to retain flexibility in the administration of policies and procedures, Kaiser Permanente reserves the
right to amend, supplement or rescind any provisions of this handbook, other than its employment at will
provisions, with or without prior notice as it deems appropriate in its sole and absolute discretion.
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HR Policies Overview
Following is a summary of some, but not all HR policies. Every new employee is expected
to review HR policies and comply with them. These policies are regularly reviewed and
revised, so it is critical for you to refer to My HR to ensure you are reviewing the most
current HR policies.
Required Attestations:
-

Drug-Free Workplace (include HR Policy)

-

Confidentiality Agreement (include HR Policy)

-

Child Abuse Reporting Acknowledgement Form

-

Elder and Dependent Adult Abuse Reporting Form

Required Policies
Drug-Free Workplace: National HR 30
Kaiser Permanente (KP) is committed to protecting the safety, health and well being of
employees and other individuals in KP’s workplace and provides an environment that is
free from abuse of alcohol and drugs. KP encourages any employee covered by this policy
who is experiencing alcohol or drug dependency to seek professional assistance, including
the use of KP’s confidential Employee Assistance Program.
– Whenever practical, KP will assist employees in overcoming drug, alcohol and other
problems which may affect employee job performance, provided that such
assistance is required prior to violation of this policy.
It is prohibited for employees to use or be under the influence of alcohol or drugs (without a
lawful prescription) while on KP premises or during work time. It is also prohibited to
possess, sell, trade, and/or offer for sale such drugs or alcohol during work time or at any
time on KP premises.
Employees who are at work and fail to report to his/her supervisor that prescribed
medication is impairing his/her motor functions are in violation of this policy.
Employees who observe activities prohibited by this policy are responsible for alerting their
supervisor or whatever management is necessary to resolve this issues.
Obligations Regarding Confidentiality: REGL.HR.001b
Falsification or any unauthorized access, use, possession, disclosure, alteration or
destruction of confidential medical information regarding any patient, member or employee
is prohibited.
Except when authorized by law, required in the regular course of KP business or when
otherwise authorized in writing on behalf of KP, employees are obligated to keep
confidence and not access, publish or otherwise disclose, use, alter or destroy any
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confidential information that they may acquire, learn, develop or create by reason of their
employment or other work with KP.
Any employee who falsifies or inappropriately accesses, publishes or otherwise discloses,
uses, alters or destroys confidential information is subject to corrective/disciplinary action,
up to and including termination of employment and criminal prosecution, termination of
contractual or other relationship, and any other remedies allowed by law.
Medical information must never be disclosed to unauthorized parties.
Access to medical information is permitted only as needed to provide medical care to
members and patients, or as necessary in the regular course of business (NOTE:
Employees with authorized access to clinical information systems as part of their job
responsibilities may look at their own electronic medical records and follow any established
procedures for accessing their own medical records).
Employees may not retrieve, review or otherwise use medical information about another
individual without the individual’s written authorization or as required or permitted by law
but only as needed to do their job. Medical Information may not be disclosed without the
member’s or patient’s authorization, except as permitted or required by law.
Equal Employment Opportunity and Affirmative Action Policy: National HR 3
Employment by KP is based on merit, qualification and competence. Employees and
applicants will not be discriminated against on the basis of race, color, religion, sex
(including pregnancy), gender identity (and gender-related appearance and behavior),
national origin, age, physical or mental disability, veteran status, sexual orientation, genetic
information, ancestry, marital status, medical condition, religious creed or other status
protected by applicable federal, state or local laws or by corporate policy. This policy
applies to all terms, conditions and privileges of employment including, but not necessarily
limited to: recruitment, hiring, rates of pay and/or benefits, job assignments, promotion,
training, transfer and termination. Any violation of this policy may result in
corrective/disciplinary action.
Employees who report discrimination and harassment prohibited by this policy do so
without fear of reprisal or retaliation. If it is determined that an employee has committed
acts of retaliation in response to the actual or perceived filing of a complaint or participation
in the investigation of a complaint under this policy, that person will be subject to
disciplinary action up to and including termination of employment.
Affirmative Action Programs are initiated and implemented to promote equal employment
opportunity throughout the organization. Such programs include new and/or improved
approaches to the effective recruitment, training, placement and promotion of females,
members of minority groups, disabled individuals including disabled veteran, veterans of
the Vietnam era and any other veterans who served on active duty during a war or in a
campaign or expedition for which a campaign badge has been authorized.
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EEO Internal Complaint Procedure Policy: National HR 4
In support of its Equal Employment Opportunity Program, KP provides a procedure for
ensuring prompt and objective investigation of all reported Equal Employment Opportunity
(EEO) complaints. KP will investigate all reported complaints alleging discrimination,
harassment or unfair treatment on the basis of race, color, religion, sex (including
pregnancy), gender identity (and gender-related appearance and behavior), national origin,
age, physical or mental disability, veteran status, sexual orientation, genetic information,
ancestry, marital status, medical condition, religious creed or other status protected by
applicable federal, state or local laws or by corporate policy. race, color, religion, sex
(including pregnancy), gender identity (and gender-related appearance and behavior),
national origin, age, physical or mental disability, veteran status, sexual orientation, genetic
information, ancestry, marital status, medical condition, religious creed or other status
protected by applicable federal, state or local laws or by corporate policy. Complainant and
employee witnesses contacted by an HR representative are expected to cooperate by
providing requested information and attending necessary meetings.
As soon as possible after a perceived EEO violation, an applicant or current employee
should contact the local HR representative to report her/his complaint. The complainant
will be asked to complete an Equal Employment Opportunity Internal Complaint form.
If you have a question or concern you should contact your local Human Resources
Department.
Employees filing or participating in EEO investigations will not be subject to any form of
adverse action including, but not limited to, intimidation, reprisal or retaliation arising as a
result of her/his EEO complaint. If it is determined that an employee has committed acts of
retaliation in response to the filing of a complaint under this policy, that person will be
subject to disciplinary action up to and including termination of employment.
License, Certificate and Registration (LCR) Verification Policy: National HR 10
When licenses, certificates and or registrations (LCRs) are required by law, accreditation
standards or KP policy, it is the employee’s responsibility to ensure that the LCRs are valid
and current. Each employee is responsible for:
-

Obtaining and maintaining LCRs in good-standing;

-

Practicing within his/her scope of practice;

-

Keeping abreast of issues and developments within his/her profession that may
result in changes in LCR requirements;

-

Meeting new requirements to ensure LCRs are current and valid;

-

Immediately notifying KP if any LCR is revoked, suspended, restricted, limited,
expired or not renewed; and

-

Using the same identical name that is on his/her Social Security card for his/her
LCR, all documentation pertaining to his/her clinical practice/work, and the name
used in KP systems that determine his/her pay and benefits.
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Employees with LCRs that are expiring may receive notification from KP before the
expiration date. It remains an employee’s responsibility to maintain current LCR. This
notification is to serve as a reminder of his/her responsibility.
Staff Rights: CA HR 2.03
The intent of this policy is to ensure appropriate patient care and safety while providing a
mechanism to address caregivers’ requests to refrain from participation in aspects of
patient care or treatment due to moral, ethical or religious beliefs. KP will reasonably
accommodate a caregiver’s moral, ethical or religious beliefs as long as this does not
negatively patient care, safety or treatment or cause undue hardship to KP.
Applicants and employees (as applicable) who believe that they have such a conflict should
refer to the policy.
Compliance Training: National HR 12
KP must comply with specific legal/regulatory requirements that include, but are not limited
to, those identified in the Guidance issued by the Centers for Medicare and Medicaid
Services, the General Supplemental Compliance Program Guidance for Hospitals issued
by the Office of the Inspector General, the HIPAA/Privacy and Security regulations and
other regulations and accreditation standards. As specified in this policy, employees must
complete certain compliance training requirements as a condition of continued employment
within the designated time periods.
Failure to comply with training requirements will subject employees and supervisors to
corrective/disciplinary action procedures up to and including termination.
Trainings must be completed on the required timeline:
-

General Compliance Training for New Employees/Orientation must be completed no
later than 30 days from date of hire or rehire (if more than one calendar year has
elapsed);

-

Annual General Compliance Training, must be completed by the regionally-set
deadline of 10/31 in SCAL.

-

Compliance Training for Supervisors must be completed:
o By supervisors no later than 90 days from date of hire, promotion into a
supervisor job classification from a non-supervisor job classification, or rehire
after one calendar year;
o By current supervisors every other year when the course is updated (in even
years in SCAL).

Specialized Compliance Training is required based on job classification/assignment and
can include Medicare training among other trainings.
-

Employees who are required to take these courses are notified by these
requirements by their supervisors and of any applicable deadline/s.
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Electronic Asset Usage: National HR 25
KP’s electronic assets are business assets and tools. KP gives employees access to
electronic assets to assist them in the performance of their work duties. Limited personal
use of KP’s electronic assets is permitted, as described in this policy. Employees must
safeguard KP property and protect confidential information. Management retains the right
to access any communications or data stored on passing through KP electronic assets.
Employees’ use of KP Assets to participate in social media (i.e., blogs, podcasts,
discussion forums and social networks) must be complaint with the Social Media policy.
Employees may not use KP Electronic Assets:
-

To access any KP member or patient information except as authorized in
accordance with established KP processes and only for business or medical care
reasons;

-

In any way that may be insulting, disruptive or offensive to other persons, harmful to
morale or that may harass or disparage others.

-

To send, forward or store sexually explicit messages, cartoons, jokes, videos or
unwelcome propositions, and employees may not access or view gambling,
weapons production, pornographic or sexually-oriented websites.

-

In a manner that detracts from quality patient care, security and accuracy of medical
and business records, courteous member service or the employee’s efficient
performance of his/her duties.

-

To solicit or proselytize for commercial ventures, religious causes, political
candidates or parties, or outside organizations (such as cosmetic sales, churches,
clubs) or other similar, non-job related solicitations. To send chain letters or
unauthorized mass mailings. Employees may only send messages to large
numbers of recipients when there is a clear business need to do so and only as
authorized by the appropriate KP manager.

-

Download or run audio, video, picture or other large data files that require significant
computer storage space and may impact KP system operations unless such files are
business-related.

-

By using voicemail to make unauthorized broadcast messages or solicitations.

Personal use of Electronic Assets must be incidental, limited in frequency and scope,
cannot incur additional costs to KP and cannot impact employee performance. [See
SCPMG policies regarding cell phone and PDA usage.]
Employees are responsible for maintaining security of KP Electronic Assets and
confidentiality of KP data.
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Commitment to a Harassment Free Work Environment: National HR 5
Consistent with the Principles of Responsibility, KP is committed to sustaining a work
environment that encourages employees to treat each other with dignity and respect and is
free from discrimination/harassment. In keeping with this commitment, KP strongly
disapproves of and will not tolerate any kind of harassment of employees or applicants for
employment by anyone, including managers, supervisors, physicians, coworker or nonemployee.
-

This policy prohibits harassment, whether verbal, physical or visual, that is
unwelcome and based upon a persons race, color, religion, sex (including
pregnancy), gender identity (and gender-related appearance and behavior), national
origin, age, physical or mental disability, veteran status, sexual orientation, genetic
information, ancestry, marital status, medical condition, religious creed or other
status protected by applicable federal, state or local laws or by corporate policy.

In order to prevent unlawful harassment from occurring in KP’s workplace, this policy
prohibits any conduct of a sexual nature or based on sex/gender or the other protected
status categories outlined in the Policy Statement above that could reasonably be
perceived to be offensive to others in the workplace.
Employees are prohibited from harassing other employees whether or not the incidents of
harassment occur on company premises and whether or not the incidents occur during
working hours, if the conduct is related to any of the participant’s employment or adversely
affects KP’s operations.
Anyone engaging in conduct that violates this policy is subject to corrective/disciplinary
action up to and including discharge, and, if such conduct involves a violation of law, also
may be personally subject to civil and criminal legal liability.
Some examples of sexual or sex/gender based conduct prohibited by this policy include:
sexual propositions, stating or implying that sexual favors are required as a condition of
employment or continued employment, preferential treatment or promises of preferential
treatment to an employee for submitting to sexual conduct; repeated unwanted sexual
flirtations, advances or invitations; unwanted physical contact, such as touching, pinching,
grabbing, kissing, patting or brushing against another’s body; verbal conduct, such as
sexually oriented or suggestive jokes, comments, teasing or sounds; comments about a
person’s body, questions about or discussions of another person’s or one’s own sexual
experiences; etc.
Some examples of other conduct based on protected status that is forbidden by this policy
include: racial, ethnic or religious epithets or jokes; derogatory or stereotypical comments
based on race, religion, national origin, age, disability, sexual orientation, gender identity, or
other protected status; abusive or hostile treatment or similar offensive and unwelcome
conduct based on an individual’s protected status; etc.
An employee or applicant for employment who is subjected to, witnesses or has knowledge
of any actions or conduct in violation of this policy or that could be perceived as sexual
harassment or any other form of harassment prohibited by this policy should report it
promptly to an appropriate management official, such as a supervisor or the local Human
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Resources representative. Individuals also may choose to use the EEO Internal Complaint
Procedure or the KP Compliance Hot Line. However, an employee is not required to
complain to his or her supervisor or manager, particularly if the supervisor or manager is
the individual who is engaging in the prohibited conduct.
Employees should understand the importance of informing, and are encouraged to inform,
individuals engaged in behavior that may be perceived as violating this policy that their
behavior may be unwelcome, inappropriate or offensive.
Job Accommodation: National HR 27
To comply with the requirements of both the federal Americans with Disabilities Act (ADA)
and applicable state laws, KP provides reasonable accommodation to qualified individuals
with disabilities who are employees or applicants for employment and need assistance to
perform essential job functions, unless to do so would cause undue hardship.
Prohibited Partisan Political Activities: National HR 8
Employees of Kaiser Foundation Health Plan, Inc. and its subsidiary Health Plans (Health
Plan) and Kaiser Foundation Hospitals (Hospitals) and employees and physicians of the
Permanente Medical Groups (Medical Groups) may not use the assets and or premises of
Health Plan/Hospitals in any political campaign on behalf of, or in opposition to, any
candidate for public office (partisan political activities). Employees of Health Plan/Hospitals
may engage in personal partisan political activities on their own time during non-working
hours, but they must avoid the appearance of representing Health Plan/Hospitals while
engaging in such partisan political activities.
Any action which may cause KFHP/H to participate or intervene, directly or indirectly, in any
political campaign on behalf of, or in opposition to, any candidate for public office, is
prohibited.
-

Engaging in impermissible conduct will result in corrective/disciplinary action up to,
and including, termination.

On Premises Solicitation: CA HR 2.04
KP prohibits solicitation and distribution of written or other materials on its premises by
persons not employed by KP. On premises solicitation and distribution by employees may
occur only in accordance with this policy.
-

Employees may not engage in solicitation during working time.

-

Employees may not engage in distribution in working areas at any time. Employees
may not engage in distribution in nonworking areas on working time.
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Family and Medical Leave: SCAL HR 4.05
KP provides eligible employees leave under the federal Family and Medical Leave Act
(FMLA), the California Family Rights Act (CFRA), and in accordance with the California
Pregnancy Disability Leave Regulations (PDL).
Employees are eligible for leave under the Family and Medical Leave Act (FMLA) and the
California Family Rights Act (CFRA) if they: have completed 12 months of employment with
KP (12 months of KP employment do not have to be in one continuous period); and have
worked at least 1,250 hours during the 12-month period immediately preceding the
beginning of the leave in any KP region or entity across the KP Program; and are employed
at a worksite where 50 or more employees are employed by any KP entity within 75 miles
of that worksite.
Employees are eligible for leave under the California Pregnancy Disability Leave
Regulations (PDL) upon commencement of employment.
Under FMLA, an eligible employee may take up to a total of 12 workweeks of leave during
a 12-month period for; the birth or care of the employee’s child within the first year of birth;
the care of an adoptive or foster child within the first year of placement with the employee;
the care of a child, parent or spouse who has a serious health condition; and/or the
employee’s own serious health condition.
CFRA generally provides the same leave as FMLA, but does not cover Family or Medical
leave for pregnancy disability. If an employee takes FMLA for pregnancy disability, the
employee may still be eligible for an additional 12 weeks of leave under CFRA for other
family and medical leave purposes. Under CFRA, an eligible employee may also take up
to 12 weeks of leave to care for a domestic partner with a serious health condition.
An employee who is disabled by pregnancy or childbirth is entitled to up to four months of
leave under PDL. Up to 12 workweeks of this time is concurrently counted as leave under
FMLA but is not counted as leave under CFRA. The employee is entitled to an additional
12 workweeks under CFRA for other family and medical leave purposes such as taking
care of a newborn child within the first year of birth.
The employee’s initial request for FMLA/CFRA/PDL leave may be verbal or in writing. The
employee must provide enough information to make KP aware of the employee’s need for
FMLA/CFRA/PDL leave, but the employee does not have to specifically mention
FMLA/CFRA/PDL.
The employee must provide his/her manager with advance notice if the need for leave is
foreseeable.
Health Screenings: CA HR 5.02
KP entities operating in the Northern and Southern California Regions require health
screening and immunization of employees who perform work at a KP Medical Center or
Medical Office Building and/or have direct contact with patients. This policy ensures
compliance with applicable laws and standards and upholds the KP Promise by providing a
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safe environment for members and staff. Compliance with this policy is a condition of initial
and continued employment or association with KP.
Health Care Workers (HCWs) are those employees who: work at a Medical Center or
Medical Office Building; and/or have duties that require a regular presence at a Medical
Center or Medical Office Building (50% or more of work time); and/or have direct contact
with patients and/or patient specimens.
All employees in HCW positions, including those who have transferred from one HCW
position to another, are required to complete an annual (or periodic) TB screening.
Additionally, Employee Health Services will periodically review the health screening status
of employees in HCW positions and will contact the employee if an update is needed.
A HCW employee who does not complete the required TB and annual (or periodic) health
screening is referred to an HR Representative for review and may immediately be put on
administrative leave without pay. If the requirements have not been met within 10 calendar
days, the employee may be terminated. [NOTE: If provisions of an applicable labor
agreement specify a longer timeframe than 10 calendar days, the labor agreement
controls.]
In addition, HCWs must obtain pertussis (i.e. TDAP) vaccination or must complete and sign
a ATDAP Vaccine Declination Form provided by Employee Health.
In addition, all employees in Non-HCW positions will be offered annual TB screening on a
voluntary basis and encouraged to obtain the screening and also be offered the pertussis
vaccination.
Influenza Vaccination: CA HR 5.06
KP entities operating in the California Region will offer seasonal and novel (e.g., N1H1)
influenza vaccinations free of charge and if available to all employees. All employees who
are offered seasonal and novel influenza vaccinations will either obtain the vaccination or
complete and sign an Influenza Vaccine Declination Form. Compliance with this policy is a
condition of continued employment or association with KP.
If available, all employees will be offered annual, onsite influenza vaccinations, at no cost to
employee.
If available, all employees will obtain seasonal and novel influenza vaccinations (including
vaccinations that require multiple doses) or must complete and sign an influenza
Declination Form provided b Employee Health.
Influenza vaccination or declination is a condition of continued employment: those
employees who fail to comply with this requirement will result in the employee being
immediately placed on administrative leave without pay. If the requirements are then not
met within 10 calendar days, the employee may be terminated.
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Corrective/Disciplinary Action: National HR 27
Employees are required to abide by applicable federal, state, and local laws or regulations,
to comply with Kaiser Permanente (KP) policies and procedures, and to conduct
themselves in accordance with KP’s Principles of Responsibility. If an employee fails to
comply with any of these, or engages in misconduct (including inappropriate/ disruptive
behavior) or poor performance, the employee may be subject to corrective/disciplinary
action, up to and including termination. In addition, the violation of certain laws or
regulations may require KP to report the violation to a regulatory or licensing agency and/or
may subject an employee to criminal prosecution as well as civil penalties involving
substantial monetary fines.
Employees who report compliance and/or ethics concerns in good faith will not be subject
to corrective/disciplinary action.

How to Access HR Policies on My HR
-

insidekp.kp.org/myhr

-

In the "Select a region to browse" field, choose "California-Southern"

-

Click on the "Workspace" tab

-

In the "Working at KP" section, click on "Policies"

-

Log in to access National, CA, and SCAL HR policies
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Human Resources
Policy Title: Drug-Free Workplace
Owner Department: Human Resources
Custodian: Chair, National HR Policy
Roundtable
1.0

Policy Number: NATL.HR.030
Effective Date: 11/29/12
Page: 1 of 7

Policy Statement
Kaiser Permanente (KP) is committed to protecting the safety, health and well being of
employees and other individuals in KP’s workplace and provides an environment that is free
from the abuse of alcohol and drugs. KP recognizes that alcohol abuse and drug use pose a
significant threat to KP’s goals. KP also acknowledges that alcohol abuse and chemical
dependency may be chronic diseases that require rehabilitative treatment, counseling, and/or
access to employee assistance programs.

2.0

Purpose
This policy is consistent with requirements of the federal Drug-Free Workplace Act of 1988,
applicable state drug-free workplace requirements, and with KP’s obligation to provide a safe
work environment.

3.0

Scope/Coverage
3.1

4.0

This policy applies to all employees working in any of the following entities
(collectively referred to as “Kaiser Permanente”):
3.1.1

Kaiser Foundation Health Plan, Inc. and Kaiser Foundation Hospitals
(together, KFHP/H);

3.1.2

KFHP/H’s subsidiaries;

3.1.3

The Permanente Medical Group (TPMG) [NOTE: This policy does not apply to
physicians, podiatrists or Vice Presidents of TPMG, who are covered by
separate TPMG policies]; and

3.1.4

Southern California Permanente Medical Group (SCPMG) [NOTE: This policy
does not apply to physicians of SCPMG].

3.2

All organizations who supply temporary or registry personnel, students or trainees to
KP will be held accountable for providing personnel who meet the same drug-free
standard imposed by KP on its own employees. Volunteers are also required to meet
this drug-free standard. Violation of applicable provisions or refusal to cooperate in
the implementation of this Policy can result in contract personnel or volunteers being
barred from company premises or from working in its operations.

3.3

Employees whose jobs require commercial driver’s licenses are subject to a drug and
alcohol testing program that fulfills the requirements of the U.S. Department of
Transportation (DOT) Regulations.

Definitions
4.1

Alcohol – means ethanol alcohol in any consumable form (e.g., beer, wine, liquor).

4.2

Being under the influence – means an individual is impaired by alcohol or a drug,
or the combination of alcohol and drugs, regardless of the level detected. A
determination of “under the influence” can be established by a professional opinion,
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a medically accepted drug or alcohol screening test, and/or based on lay
observations by supervisors, co-workers, or others.
4.3

Company premises -- includes parking lots, vehicles and other facilities and
property owned, leased or operated by KP, as well as off-site premises used for
company-sponsored events.

4.4

Drug -- means:

4.5

5.0

4.4.1

any drug which is not legally obtainable: any “illicit” drug or “controlled
substance” the possession or use of which could result in arrest or other
legal sanction according to state or federal statute. Examples include but are
not limited to, marijuana, cocaine, crystal methamphetamines (ice), and
hallucinogens. [NOTE: Although “medical marijuana” or marijuana use laws
may exist in some states, because marijuana is a Schedule I drug and
possession or use of it is unlawful under federal law, marijuana is an illicit
drug for all purposes under this policy.];

4.4.2

any drug which is legally obtainable but has not been legally obtained;

4.4.3

prescribed drugs not being used for prescribed purposes or at prescribed
dosages; and/or

4.4.4

any non-prescription substances that are used contrary to manufacturer’s
recommendations.

Work Time -- time during which an employee is representing or conducting
business for KP, or is required or scheduled to be on duty.

Provisions
5.1

Pre-Employment Drug Testing
In accordance with NATL.HR.029, Pre-Employment Drug Testing, KP requires that all
individuals external to KP who have been offered employment complete preemployment drug testing demonstrating the absence of illegal drugs or prohibited
use of legal drugs.

5.2

Revised April 2013

Employees with Drug and Alcohol Problems
5.2.1

KP supports the use of treatment and programs to address alcohol or drug
abuse and will provide them when warranted by conditions and
circumstances. However, KP must balance respect and concern for
individuals experiencing these problems with KP’s commitment to maintain
an alcohol and drug-free environment. KP encourages employees to
voluntarily seek help with drug and alcohol problems. (see Addendum for
California employees.)

5.2.2

KP encourages any employee covered by this policy who is experiencing
alcohol or drug dependency to seek professional assistance, including the
use of KP’s confidential Employee Assistance Program. Whenever practical,
KP will assist employees in overcoming drug, alcohol, and other problems
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which may affect employee job performance, provided that such assistance
is requested prior to violation of this policy.

5.3

5.2.3

Employees’ voluntary participation in chemical dependency recovery
programs or other rehabilitation services will be kept confidential and will not
affect their employment as long as they are meeting the terms and
conditions of the program. Both KP policy and existing laws protect the
confidentiality of persons who seek treatment for chemical dependency.

5.2.4

Depending on the circumstances, an employee’s return to work,
reinstatement, and/or continued employment may be conditioned on the
employee’s successful participation in and/or completion of any and all
evaluations, counseling, treatment, rehabilitation programs, or other
appropriate conditions as determined by KP.

Employees Taking Prescribed Medication
The use of prescribed medication at prescribed dosages and for prescribed purposes
under the direction of a physician or other appropriate licensed person on either a
long-term or short-term basis may affect the safety of the employee, co-workers or
members, the employee’s job performance, or the safe or efficient delivery of
services. Therefore, any employee who experiences an impairment of performance
that could impact his/her work duties due to the use of such medication (e.g., vision
impairment, lack of balance, loss of reflexes, impaired judgment) must report this to
his or her supervisor. If the use of such medication affects the safety of the
employee, co-workers or members, the employee’s job performance, or the safe or
efficient delivery of services, the employee may be required to be away from work
temporarily using sick leave, PTO, ETO, medical leave, personal leave, or other time
off benefits.

5.4

Revised April 2013

Prohibited Conduct and Penalties
5.4.1

It is a violation of this policy to use, possess, sell, purchase, trade, and/or
offer for sale or to purchase drugs (as defined in this policy) during work
time or at any time on KP premises. Being under the influence of a drug by
any employee on KP premises or during work time is prohibited.

5.4.2

Being under the influence of alcohol by any employee while on KP premises
or during work time is prohibited. The consumption, sale, purchase, or offer
for sale or to purchase of alcohol on KP premises is prohibited. Possession or
transfer of an open container of alcohol on KP premises is a violation of this
policy, except in circumstances in which consumption of alcohol is specifically
authorized at a KP sponsored or sanctioned function.

5.4.3

Being at work and failing to report to the supervisor that prescribed
medication is impairing the employee’s motor functions is a violation of this
policy.

5.4.4

Theft, diversion or unauthorized removal of drugs maintained or dispensed
on KP premises is a violation of this policy.

5.4.5

It is a violation of this policy for employees to unlawfully manufacture,
distribute, dispense, possess, sell, purchase, or use an illegal drug while off
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duty or off premises, where the conduct adversely affects the employment
relationship or KP’s business interests.
5.4.6

5.5

5.6

Notification of Convictions
5.5.1

Any employee who is convicted of a criminal offense for a drug violation that
occurred in the workplace must, as a condition of employment, notify Human
Resources within five days of that conviction. Failure to provide timely
notification will result in corrective/disciplinary action, up to and including
termination of employment.

5.5.2

Federal contracting agencies will be notified of employee convictions when
appropriate.

Reasonable Suspicion of Prohibited Alcohol or Drug Use
5.6.1

5.7

Revised April 2013

Violation of this policy will subject employees to corrective/disciplinary action,
up to and including termination of employment, and may result in a referral
to law enforcement agencies for possible criminal prosecution.

A supervisor may have a “reasonable suspicion” that an employee is under
the influence based upon observation of conduct and/or events. Factors
which may establish reasonable suspicion include, but are not limited to:
5.6.1.1

Sudden unexplained changes in behavior which adversely impact
work performance.

5.6.1.2

Discovery or presence of alcohol or illegal drugs in an
employee’s possession or near the employee’s work space.

5.6.1.3

Odor of alcohol and/or residual odor peculiar to alcohol or
controlled substances.

5.6.1.4

Personality changes or disorientation.

5.6.1.5

Violation of safety policies, involvement in an on the job accident
or near accident, in combination with any of the above factor(s).

5.6.2

When reasonable suspicion has been established to indicate an employee is
under the influence of alcohol or drugs, the employee will be asked to
provide blood and/or urine specimens for laboratory testing. Employees are
required to follow regional policies/procedures regarding drug and alcohol
testing. (See REGL.HR.02a and REGL.HR.02b, Drug and Alcohol Testing.)

5.6.3

Where there is reasonable suspicion that employees possess or their
personal effects (including vehicles, purses, briefcases, clothing, personal
containers) contain an illegal drug or an open container of alcohol, KP may,
with consent, search such individuals or their personal effects. Refusal to
consent to such searches may be considered insubordination (see
NATL.HR.014, Corrective/Disciplinary Action). Illegal drugs which are
confiscated will be turned over to local law enforcement agencies.

Confidentiality
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KP recognizes the importance of maintaining confidentiality in any situation where
current and former employees covered by this policy are suspected of alcohol or drug
related infractions. Every effort will be made to assure the privacy of suspected
employees throughout investigatory and corrective/disciplinary action proceedings.
5.8

Policy Attestation
At a minimum, this policy is communicated and reviewed at New Employee
Orientation. New employees are required to sign an attestation that they
acknowledge, understand, accept, and agree to comply with this policy, and that
they understand that failure to comply with this policy may result in
corrective/disciplinary action up to and including termination.

5.9

State Requirements
In addition to the federal requirements regarding a drug-free workplace some states
have related laws or statutes that KP must comply with in applicable regions (e.g.,
see Addendum).

5.10

Additional Employee Obligations and Responsibilities
Employees who abuse drugs and/or alcohol often affect the performance of other
employees. KP cannot provide quality health care without the cooperation and
assistance of all employees. As discussed in the “Principles of Responsibility”,
employees who observe activities prohibited by this policy are responsible for alerting
their supervisors or whatever management is necessary to resolve the issues. Failure
to report violations may result in corrective/disciplinary action.

6.0

7.0

References/Appendices
6.1

Addendum – Alcohol & Drug Rehabilitation for California employees

6.2

Drug-Free Workplace--Employee Acknowledgement

6.3

REGL.HR.02a and REGL.HR.02b, Drug and Alcohol Testing

6.4

NATL.HR.029, Pre-Employment Drug Testing

6.5

NATL.HR.014, Corrective/Disciplinary Action

6.6

Employee Assistance Program: http://xnet.kp.org/hr/ca/eap/index.htm

6.7

Federal Drug-Free Workplace Act of 1988

6.8

California Drug-Free Workplace Act of 1990

6.9

Cal Govt Code § 8355 et seq.

6.10

Virginia Drug-free Workplace Act

6.11

Virginia Code § 2.2-4312

Approval
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Addendum
Alcohol & Drug Rehabilitation
For employees working in California
Time Off
Employees may take time off work to voluntarily enter and participate in an alcohol or drug
rehabilitation program. The amount of time off must be reasonable and not create an undue
hardship on KP operations.
Nothing in this policy prohibits KP from refusing to hire or discharging an employee due to
current use of drugs or alcohol, inability to perform his or her duties due to drug or alcohol
use, or inability to perform his or her duties without endangering the health or safety of the
employee or others.
Eligibility
Any employee who voluntarily enters and participates in an alcohol or drug rehabilitation
program.
Notice & Documentation Requirements
Time off for this purpose will be granted if an employee provides reasonable notice of the
request and a doctor’s note to his/her manager. In the alternative, the employee may
provide notice to his/her local Human Resources Representative.
Paid or Unpaid Time Off
Employees are required to use available paid time off for this purpose (sick leave, vacation,
Paid Time Off or Earned Time Off) before taking leave without pay.
Confidentiality
Any records and information regarding an employee’s absence for participation in an alcohol
or drug rehabilitation program will be maintained as confidential. Managers and supervisors
will take all reasonable steps to safeguard the privacy of an employee regarding participation
in an alcohol or drug rehabilitation program.
Law/statute
California Labor Code, Sections 1025-1028

Revised April 2013
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Policy Statement
Employees are required to protect confidential patient, member, personnel and business
information from unauthorized access, use or disclosure.

2.0

Purpose
The purpose of this policy is to establish employees’ confidentiality obligations.

3.0

Scope/Coverage
This policy applies to all employees working in California in either of the California
Regions or in National Functions (KPIT & Program Offices) and who are employed by any
of the following entities (collectively referred to as “Kaiser Permanente”):

4.0

3.1

Kaiser Foundation Health Plan, Inc. and Kaiser Foundation Hospitals (together,
KFHP/H);

3.2

KFHP/H’s subsidiaries; and

3.3

The Permanente Medical Group (TPMG) [NOTE: This policy does not apply to
physicians, podiatrists, and Vice Presidents of TPMG, who are covered by
separate TPMG policies]; and

3.4

Southern California Permanente Medical Group (SCPMG) [NOTE: This policy does
not apply to physicians of SCPMG.]

Definitions
4.1

Confidential Business information: KP records or information in any form
(oral, written or electronic) related to business plans and strategies (including
service , marketing, member, licensing and purchase agreements), financial
status and projections, customer accounts, intellectual property (e.g., inventions,
trade secrets) member rates and benefits, technical data or drawings, audits,
legal documents and communications, and any other records and information
that are marked as confidential and/or proprietary (e.g., business concepts,
strategies and plans, clinical and financial data, intellectual property, reports, and
report formats).

4.2

Confidential Personnel information: KP information in any form (oral,
written, electronic) related to an employee’s status. This includes social security
numbers, personnel files and records related to corrective/disciplinary action,
performance, compensation, transfer, promotion, benefits and other terms and
conditions of employment.

4.3

Disclosure: means releasing, transferring, giving access to or divulging
confidential information within KP or outside KP to individuals who have no
business reason to receive the information.

4.4

Protected Health Information (PHI): Individually identifiable information
(oral, written or electronic) about an individual’s past, present, or future physical
or mental health, the receipt of health care, or payment for that care.

Revised April 2013
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Individually identifiable health information in KP employment records is not PHI;
however, it is considered Confidential Personnel Information. (See KP Privacy
and Security policies for additional information.)
4.5

5.0

Use: means accessing, reviewing, sharing, using, applying, examining or
analyzing confidential information maintained or owned by KP.

Provisions
5.1

5.2

Revised April 2013

Confidentiality Agreement
5.1.1

As part of the new hire process, employees are issued a copy of KP’s
Principles of Responsibility and are required to sign a Confidentiality
Agreement as a condition of employment.

5.1.2

Employees are required to review their confidentiality obligations
annually within any applicable regional timeframes and may also be
required to re-sign a Confidentiality Agreement in accordance with
regional and/or credentialing requirements.

5.1.3

Independent contractors must comply with confidentiality obligations as
stipulated in their contracts with KP. Other contingent workers
(individuals who work at Kaiser Permanente but are not on KP’s payroll,
such as agency/registry personnel and volunteers) must comply with the
confidentiality obligations stipulated by the region in which they work.

Prohibited Conduct
5.2.1

Access, use or disclosure of confidential business information, personnel
information, or PHI without authorization is subject to
corrective/disciplinary action, up to and including termination of
employment. The level of corrective/disciplinary action will depend on
the type of violation and the conduct of the employee, and will be
consistent with any applicable KP policies, collective bargaining
agreements and privacy and security laws and regulations.

5.2.2

Authorized employees are limited to the access, use and disclosure of
PHI that is the minimum necessary to perform their assigned job duties.
Access to PHI is permitted only as needed to provide medical care to
members and patients, or as necessary in the regular course of business.

5.2.3

Employees whose job duties authorize them to have access to electronic
medical records (e.g., KP HealthConnect) may access their own medical
records. Employees who do not have job duties authorizing access to
electronic medical records may only access their own PHI by following
the same procedures that apply to non-employee health plan members.

5.2.4

Employees may not access, use or disclose PHI of a family member,
friend or third party for any purpose other than performance of their
assigned job duties. Even if an employee has written authorization from
another person, the written authorization does not convey authority to
directly access KP HealthConnect records, or any other records
containing PHI.
Proprietary Information. Kaiser Permanente. All rights reserved.
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5.2.5

An employee who has a written authorization from a family member,
friend or third party authorizing access, use or disclosure of PHI must
follow KP’s established policies and procedures that provide for release
of PHI pursuant to a written authorization.

5.2.6

Employees must comply with KP policies that protect the security and
confidentiality of business information, personnel information, and PHI
maintained in KP electronic data systems. For example, employees are
prohibited from sharing logons and passwords and using other
employees’ logons and passwords.

Continuing Confidentiality Obligation upon Termination of Employment
5.3.1

After they resign or terminate their employment with KP, employees are
obligated to continue to maintain the confidentiality of all business
information, personnel information, and PHI they learned or had access
to during their employment. They must return all records (originals and
copies) containing confidential business information, personnel
information, or PHI to their supervisor no later than the last day of work.

5.3.2

Supervisors must ensure that the terminated employee’s access to
confidential business information, personnel information, and PHI is
discontinued, including revocation of logon IDs, systems access codes
and/or passwords as required by NATL.HR.013, Processing Employee
Terminations.

Reporting Confidentiality Breaches
5.4.1

Employees must promptly report any breaches of confidential
information that are under their control (e.g., if their laptop is stolen
or there is evidence that someone is using their password) to their
supervisor, other management, HR representative,
Compliance/Privacy Officer or the KP Compliance Hotline. Failure to
report confidentiality breaches may result in corrective/disciplinary
action, up to and including termination.

5.4.2

Supervisors are obligated to promptly report breaches of confidentiality
to their local Compliance/Privacy Officer in accordance with
national/regional policies and procedures. Failure to report confidentiality
breaches may result in corrective/disciplinary action, up to and including
termination.

5.4.3

KP will report unauthorized access, use or disclosures of protected health
information to a governmental agency if such reporting is required by
state or federal laws and regulations. Such required reporting may
include names of the employees responsible for unauthorized access,
use or disclosure, which may result in actions against individuals in the
form of civil, criminal, or licensor actions.

References/Appendices
6.1

NATL.HR.013, Processing Employee Terminations

6.2

NATL.HR.025, Electronic Assets Usage
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6.3

NCAL-PRIV-001A, Access to Protected Health Information by Adult Members and
Patients

6.4

Access to PHI - Adult Members & Patients SCR.RCO.PRIV.001A SCAL

6.5

NCAL-PRIV-001B, Access to Protected Health Information by Unemancipated
Minor Members and Patients

6.6

Access to PHI - Unemancipated Minor SCR.RCO.PRIV.001B SCAL

6.7

NCAL-PRIV-012, Kaiser Permanente as Employer-Restrictions on Access to
Protected Health Information

6.8

KP as Employer - Restriction on Access to PHI SCR.RCO.PRIV.012 SCAL

6.9

NCAL-PRIV-013, Minimum Necessary

6.10

Minimum Necessary SCR.RCO.PRIV.014 SCAL

6.11

NCAL-PRIV-017, Personal Representatives

6.12

Personal Representatives SCR.RCO.PRIV.018 SCAL

6.13

NCAL-PRIV-019, Sanctions by KP Against Workforce Members Who Fail to
Comply

6.14

Sanctions by KP Against Workforce Members Who Fail to Comply
SCR.RCO.PS.019 SCAL

6.15

NCAL-PRIV/SEC-025, Notifications Regarding Breaches of Personal, Medical and
Protected Health Information

6.16

Notification Regarding Breaches of Protected Health Information
SCR.RCO.PS.025 SCAL

6.17

NCAL-SEC-001-2.0, Acceptable Use of KP Information Systems and Assets

6.18

Acceptable Use of KP Information Systems and Assets SCR.RCO.IS.001 Section 2
SCAL

6.19

NCAL-SEC-001-10.0, E-mail Systems, Fax Communication and Messaging
Functions

6.20

E-mail Systems and Messaging Functions SCR.RCO.IS.001 Section 10 SCAL

6.21

NCAL-SEC-001-12.0, User Access Management

6.22

User Access Management SCR.RCO.IS.001 Section 12 SCAL

Approval
This policy was approved by the following representatives of Kaiser Foundation Health
Plan, Inc., Kaiser Foundation Hospitals and their subsidiaries, The Permanente Medical
Group, and Southern California Permanente Medical Group.
• Arlene Peasnall, SVP Human Resources, KFHP/H Southern California, 6/18/12
• Christine Talbot, VP Human Resources, KFHP/H National Functions, 7/5/12
• Connie Wilson, TPMG Vice President of Human Resources, 1/17/12
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• Mike McClure, Director HR Operations, KFHP/H Northern California (on behalf of Gay
Westfall, SVP HR), 1/17/12
• Judy White, SCPMG Business Administrator, Operations, 6/21/12

Revision History
•

10/01/01 -- Issued as Division policy #1.09 (superseded NCAL #1.19 and SCAL
#3.06)

•

12/01/01 – Revised

•

10/01/02 – Updated

•

8/01/03 -- Updated

•

4/5/10 – Superseded by National Policy, #31. Shortly thereafter, the CA regions
rescinded approval of the portion of the national policy that prohibited employees
who have access to electronic medical records (e.g., through HealthConnect) from
accessing their own medical records, and reinstated the previous CA policy, #1.09.

•

1/18/12 – NCAL adopted the national policy version, modified to continue to permit
employees who have access to electronic medical records to access their own
medical records (policy number changed to NCAL.HR.1.27). Policy 1.09 was revised
to apply only to SCAL.

•

7/5/12 – SCAL adopted the same version as NCAL. Policy number changed to
REGL.HR.001b.
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1.0

2.0

Effective Date: 1/1/13

Policy Statement
1.1

Employment by Kaiser Permanente (KP) is based on merit, qualifications, and
competence. Employees and applicants will not be discriminated against on the
basis of race, color, religion, sex (including pregnancy), gender identity, national
origin, age, physical or mental disability, veteran status, sexual orientation,
genetic information or other status protected by applicable federal, state or local
laws or by corporate policy. (See Protected Status by State Addenda.)

1.2

Additionally, KP strives to provide a work environment free of harassment and
will not tolerate any kind of unlawful or otherwise prohibited harassment,
including sexual harassment, of employees or applicants. (See NATL.HR.005,
Commitment to a Harassment-Free Work Environment.)

1.3

This policy applies to all terms, conditions and privileges of employment
including, but not necessarily limited to: recruitment, hiring, rates of pay and/or
benefits, job assignments, promotion, training, transfer, and termination. Any
violation of this policy may result in corrective/disciplinary action up to and
including termination of employment.

1.4

KP policy, as well as applicable federal and state laws, prohibit retaliation,
intimidation or reprisal against applicants and employees who file complaints
and/or who cooperate with or participate in any procedures or investigations
related to complaints of discrimination and/or harassment. Therefore, employees
should object to discrimination and harassment prohibited by this policy and
report violations without fear of reprisal or retaliation. If it is determined that an
employee has committed acts of retaliation in response to the actual or
perceived filing of a complaint or participation in the investigation of a complaint
under this policy, that person will be subject to disciplinary action up to and
including termination of employment.

Purpose
n/a

3.0

Scope/Coverage
This policy applies to all employees and applicants for employment with any of the
following entities (collectively referred to as “Kaiser Permanente”):
3.1

Kaiser Foundation Health Plan, Inc. and Kaiser Foundation Hospitals (together,
KFHP/H);

3.2

KFHP/H’s subsidiaries;

3.3

The Permanente Medical Group (TPMG) [NOTE: This policy does not apply to
physicians, podiatrists, and Vice Presidents of TPMG, who are covered by
separate TPMG policies]; and
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3.4
Southern California Permanente Medical Group (SCPMG) [NOTE: This policy does
not apply to physicians of SCPMG].
4.0

Definitions
n/a

5.0

Provisions
5.1

6.0

Responsibility
5.1.1

All personnel having the authority to recruit, employ or discharge
personnel or to effectively influence conditions of employment are
responsible for complying with this policy in their respective areas of
responsibility.

5.1.2

Each local Human Resources Department is responsible for the
facilitation and administration of the Affirmative Action Program, as well
as the communication to all supervisors and managers of their
responsibilities under the policy.

5.2

Each supervisor or manager is responsible for being familiar with this policy and
NATL.HR.004, Equal Employment Opportunity Internal Complaint Procedure.
Each supervisor is also held accountable for ensuring a work environment free of
discrimination prohibited by this policy and prohibited harassment in accordance
with NATL.HR.005, Commitment to a Harassment-Free Work Environment.

5.3

Consistent with applicable federal and state laws, KP provides reasonable
accommodation for disabled employees and applicants. Applicants and
employees who need an accommodation can contact their local Human
Resources representative and/or their manager.

5.4

Affirmative Action Programs are initiated and implemented to promote equal
employment opportunity throughout the organization. Such programs include
new and/or improved approaches to the effective recruitment, training,
placement, and promotion of females, members of minority groups, disabled
individuals including disabled veterans, veterans of the Vietnam era, and any
other veterans who served on active duty during a war or in a campaign or
expedition for which a campaign badge has been authorized. KP reaffirms its
commitment to Equal Employment Opportunity and Affirmative Action on an
annual basis.

References/Appendices
6.1

Intent of HR Policies

6.2

NATL.HR.005, Commitment to a Harassment-Free Work Environment

6.3

NATL.HR.004, EEO Internal Complaint Procedure

6.4

NATL.HR.027, Job Accommodation
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6.5
Protected Status—California Addendum

7.0

6.6

Protected Status—Colorado Addendum

6.7

Protected Status—District of Columbia Addendum

6.8

Protected Status—Hawaii Addendum

6.9

Protected Status—Maryland Addendum

6.10

Protected Status—Ohio Addendum

6.11

Protected Status—Oregon Addendum

6.12

Protected Status—Virginia Addendum

6.13

Protected Status—Washington Addendum

Approval
Update approval, 11/29/12
In accordance with the charter of the National HR Policy Roundtable, this policy update
was approved by the National HR Policy Roundtable members, as chaired by Francie
Sloan.
Policy Life History
Original Approvals

Update Approvals

Revision Approvals

Approval Date: n/a

Approval Date: 8/15/07; 12/7/07;
3/18/10; 1/1/12

Approval Date: 5/21/08

Effective Date: 8/04

Effective Date: 8/15/07; 12/7/07;
3/18/10; 1/1/12

Effective Date: 5/05;
5/21/08

Communicated Date: n/a
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CALIFORNIA ADDENDUM
Revised 1/1/13

Protected Status
In California, discrimination/harassment is prohibited on the basis of the following protected
status:
•

Race

•

Color

•

Religion

•

Sex (including pregnancy and *breastfeeding or medical conditions related to breastfeeding)

•

Gender identity (and gender expression*)

•

National origin

•

Age

•

Physical or mental disability

•

Veteran status

•

Sexual orientation

•

Genetic information

•

Ancestry*

•

Marital status*

•

Medical condition*

•

Religious creed*

•

Other status protected by applicable federal, state, or local laws, or by corporate policy

*Additional protected status under California state law
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Effective Date: 1/1/13

COLORADO ADDENDUM
Revised 5/21/08
Protected Status
In Colorado, discrimination/harassment is prohibited on the basis of the following protected
status:
•

Race

•

Color

•

Religion

•

Sex (including pregnancy)

•

Gender identity

•

National origin

•

Age

•

Physical or mental disability

•

Veteran status

•

Sexual orientation

•

Genetic information

•

Ancestry*

•

Creed*

•

Other status protected by applicable federal, state, or local laws, or by corporate policy

*Additional protected status under Colorado state law
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DISTRICT OF COLUMBIA ADDENDUM
Revised 5/21/08
Protected Status
In the District of Columbia, discrimination/harassment is prohibited on the basis of the following
protected status:
•

Race

•

Color

•

Religion

•

Sex (including pregnancy)

•

Gender identity (or expression*)

•

National origin

•

Age

•

Physical or mental disability

•

Veteran status

•

Sexual orientation

•

Genetic information

•

Personal appearance*

•

Familial responsibilities*

•

Family status*

•

Matriculation*

•

Political affiliation*

•

Other status protected by applicable federal, state, or local laws, or by corporate policy

*Additional protected status under District of Columbia law
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HAWAII ADDENDUM
Revised 5/21/08
Protected Status
In Hawaii, discrimination/harassment is prohibited on the basis of the following protected status:
•

Race

•

Color

•

Religion

•

Sex (including pregnancy)

•

Gender identity

•

National origin

•

Age

•

Physical or mental disability

•

Veteran status

•

Sexual orientation

•

Genetic information

•

Ancestry*

•

Arrest and court record*

•

Assignment of income for child support obligations*

•

Marital status*

•

Breastfeeding*

•

Other status protected by applicable federal, state, or local laws, or by corporate policy

*Additional protected status under Hawaii state law
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MARYLAND ADDENDUM
Revised 5/21/08
Protected Status
In Maryland, discrimination/harassment is prohibited on the basis of the following protected
status:
•

Race

•

Color

•

Religion

•

Sex (including pregnancy)

•

Gender identity

•

National origin

•

Age (18 or older*)

•

Physical or mental disability

•

Veteran status

•

Sexual orientation

•

Genetic information

•

Marital status*

•

Other status protected by applicable federal, state, or local laws, or by corporate policy

*Additional protected status under Maryland state law
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OHIO ADDENDUM
Revised 5/21/08
Protected Status
In Ohio, discrimination/harassment is prohibited on the basis of the following protected status:
•

Race

•

Color

•

Religion

•

Sex (including pregnancy)

•

Gender identity

•

National origin

•

Age

•

Physical or mental disability

•

Veteran status

•

Sexual orientation

•

Genetic information

•

Ancestry*

•

Other status protected by applicable federal, state, or local laws, or by corporate policy

*Additional protected status under Ohio state law
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OREGON ADDENDUM
Revised 5/21/08
Protected Status
In Oregon, discrimination/harassment is prohibited on the basis of the following protected status:
•

Race

•

Color

•

Religion

•

Sex (including pregnancy)

•

Gender identity

•

National origin

•

Age (18 or older*)

•

Physical or mental disability

•

Veteran status

•

Sexual orientation

•

Genetic information

•

Juvenile record that has been expunged*

•

Marital status*

•

Other status protected by applicable federal, state, or local laws, or by corporate policy

*Additional protected status under Oregon state law
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VIRGINIA ADDENDUM
Revised 5/21/08
Protected Status
In Virginia, discrimination/harassment is prohibited on the basis of the following protected status:
•

Race

•

Color

•

Religion

•

Sex (including pregnancy)

•

Gender identity

•

National origin

•

Age (18 or older*)

•

Physical or mental disability

•

Veteran status

•

Sexual orientation

•

Genetic information

•

Marital status*

•

Other status protected by applicable federal, state, or local laws, or by corporate policy

*Additional protected status under Virginia state law
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WASHINGTON ADDENDUM
Revised 5/21/08
Protected Status
In Washington, discrimination/harassment is prohibited on the basis of the following protected
status:
•

Race

•

Color

•

Religion

•

Sex (including pregnancy)

•

Gender identity

•

National origin

•

Age (18 or older*)

•

Physical or mental disability

•

Veteran status

•

Sexual orientation

•

Genetic information

•

Creed*

•

Marital status*

•

Presence of any sensory, mental or physical disability*

•

Use of trained dog guide or service animal by a disabled person*

•

Other status protected by applicable federal, state, or local laws, or by corporate policy

*Additional protected status under Washington state law
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1.0

Policy Number: NATL.HR.004
Effective Date: 1/1/13
Page: 1 of 13

Policy Statement
In support of its Equal Employment Opportunity Program, Kaiser Permanente (KP)
provides a procedure for ensuring prompt and objective investigation of all reported
Equal Employment Opportunity (EEO) complaints. KP will investigate all reported
complaints alleging discrimination, harassment or unfair treatment on the basis of race,
color, religion, sex (including pregnancy), gender identity, national origin, age, physical
or mental disability, veteran status, sexual orientation, genetic information, or other
status protected by applicable federal, state or local laws or by corporate policy. (See
Protected Status by State Addendums.)

2.0

Purpose
To ensure that a consistent procedure is in place to investigate all Equal Employment
Opportunity complaints for all employees and applicants for employment in accordance
with KP policies and applicable Federal, State, and local laws and regulations.

3.0

Scope/Coverage
This policy applies to all employees and applicants for employment with any of the
following (collectively referred to as “Kaiser Permanente”):
3.1

Kaiser Foundation Health Plan, Inc. and Kaiser Foundation Hospitals (together,
KFHP/H);

3.2

KFHP/H’s subsidiaries;

3.3

The Permanente Medical Group (TPMG) [NOTE: This policy does not apply to
physicians, podiatrists, and Vice Presidents of TPMG, who are covered by
separate TPMG policies]; and

3.4

Southern California Permanente Medical Group (SCPMG) [NOTE: This policy does
not apply to physicians of SCPMG].

[NOTE: Under California law, independent contractors who are working in California and
who allege a violation of the NATL.HR.005, Commitment to a Harassment-Free Work
Environment policy are covered by this policy.]
4.0

Definitions
n/a

5.0

Provisions
5.1

Revised April 2013
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5.1.1 Complainant and employee witnesses who are contacted by an HR
representative are expected to cooperate by providing requested
information and attending necessary meetings.

5.2

5.1.2

Time frames may be extended as stated herein with notice to the
employee. Extensions may be granted due to operational requirements,
investigation requirements, availability requirements, or other
operational reasons.

5.1.3

The investigation will be continued and concluded in the absence of a
complainant and/or key witness, if reasonable attempts to engage the
appropriate party do not result in her/his participation.

5.1.4

The internal EEO complaint process does not permit complainants to be
represented by an attorney or other outside party or to have an attorney
or other outside party present during the interview or meetings. (Upon
request, complainants may be accompanied by a union representative.)
If a lawsuit is filed by the complainant relating to the subject matter(s)
of the internal EEO complaint, KP’s Legal Department will oversee the
investigation and response to the internal complaint filed by the
complainant and will determine steps to be taken to respond to the
internal EEO complaint and the lawsuit. These steps may include
mediation, settlement, concluding the investigation, and/or suspending
Section 5.3 Procedures.

No Retaliation
Any employee filing or participating in the investigation of an EEO complaint
should not be subject to any form of adverse action including, but not limited to,
intimidation, reprisal or retaliation because of her/his EEO complaint or
participation. Employees who commit acts of retaliation in response to the filing
of a complaint or participation in an investigation will be subject to disciplinary
action up to and including termination of employment.

5.3

Procedure
5.3.1

Filing a Complaint
5.3.1.1

Applicants and Current Employees
The timely reporting of any perceived violation is
encouraged and is essential to ensure a prompt and
thorough investigation. As soon as possible after a perceived
EEO violation, an applicant or current employee should
contact a local HR representative to report her/his
complaint. The complainant will be asked to complete an
Equal Employment Opportunity Internal Complaint form.
Complaints will be investigated whether or not the
complainant wishes to reduce the complaint to writing or
requests that the investigation not be conducted.

5.3.1.2

Revised April 2013
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A terminated employee may use the EEO Internal Complaint
Procedure to complain of discrimination, harassment, or
retaliation on the basis of protected group status, provided
the complaint is filed within 30 calendar days of the
employee’s termination. Unlike the procedure for current
employees, the complaint procedure for terminated
employees is a one-step review by a regionally designated
HR Representative, pursuant to sections 5.3.1. and 5.3.2,
with no provision for appeal. Generally, the HR
Representative will give a final written determination to the
terminated employee within 60 calendar days following
receipt of the complaint, or as soon thereafter as
practicable. Any terminated employee who feels she/he has
been subjected to unlawful discrimination or harassment is
encouraged to file a complaint using the EEO Internal
Complaint Procedure; however, if a terminated employee
also pursues external complaint options, KP will respond
through the external process rather than directly to the
employee. The person who files both internally and
externally will learn the outcome through the external
venue.
5.3.2

Investigation of the Complaint
Within five business days of the complainant reporting an alleged EEO
violation to the local HR representative, the employee will be contacted
by the HR Representative or other designated investigator assigned to
the case to conduct an interview. Reasonable precautions will be taken
to ensure that investigations are conducted so as to protect the
confidentiality and privacy of the parties involved. If appropriate to the
investigation, the HR Representative will also notify the appropriate
manager/administrator of the complaint.

5.3.3

Employer Response to the Complaint
The HR Representative will respond to a current employee in writing as
to the outcome of KP’s investigation within 90 calendar days of the date
of the HR Representative’s initial meeting with the employee, or as soon
thereafter as practicable.

5.3.4

Revised April 2013

Appeal to the Vice President, Human Resources
5.3.4.1

If the employee is not satisfied with the findings from the
HR Representative’s response to his/her complaint, she/he
may request an appeal in writing to the appropriate Vice
President, Human Resources (or designee), within 21
calendar days from the date of the response. Included in the
written appeal must be a narrative explaining the reason for
the appeal.

5.3.4.2

The Vice President, Human Resources (or designee) may
seek additional information from the employee, if needed.
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5.3.4.3
Within 60 calendar days following the receipt of the appeal,
or as soon thereafter as practicable, the Vice President,
Human Resources (or designee) will give a final written
decision to the employee, with a copy to the HR
Representative. The decision by the Vice President, Human
Resources (or designee) will be the final recourse for an
employee to file an appeal within KP and will be considered
the end of the EEO internal complaint process.
6.0

7.0

References/Appendices
6.1

Intent of HR Policies

6.2

NATL.HR.003, Equal Employment Opportunity and Affirmative Action

6.3

NATL.HR.005, Commitment to a Harassment-Free Work Environment

6.4

Protected Status—California Addendum

6.5

Protected Status—Colorado Addendum

6.6

Protected Status—District of Columbia Addendum

6.7

Protected Status—Hawaii Addendum

6.8

Protected Status—Maryland Addendum

6.9

Protected Status—Ohio Addendum

6.10

Protected Status—Oregon Addendum

6.11

Protected Status—Virginia Addendum

6.12

Protected Status—Washington Addendum

Approval
Update approval, 11/29/12
In accordance with the charter of the National HR Policy Roundtable, this policy update
was approved by the National HR Policy Roundtable members, as chaired by Francie
Sloan.
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Protected Status State Addenda
CALIFORNIA ADDENDUM
Revised 1/1/13
Protected Status
In California, discrimination/harassment is prohibited on the basis of the following protected
status:
• Race
• Color
• Religion
• Sex (including pregnancy and *breastfeeding or medical conditions related to breastfeeding)
• Gender identity (and gender expression*)
• National origin
• Age
• Physical or mental disability
• Veteran status
• Sexual orientation
• Genetic information
• Ancestry*
• Marital status*
• Medical condition*
• Religious creed*
• Other status protected by applicable federal, state, or local laws, or by corporate policy
*Additional protected status under California state law
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COLORADO ADDENDUM
Revised 5/21/08
Protected Status
In Colorado, discrimination/harassment is prohibited on the basis of the following protected
status:
• Race
• Color
• Religion
• Sex (including pregnancy)
• Gender identity
• National origin
• Age
• Physical or mental disability
• Veteran status
• Sexual orientation
• Genetic information
• Ancestry*
• Creed*
• Other status protected by applicable federal, state, or local laws, or by corporate policy
*Additional protected status under Colorado state law
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DISTRICT OF COLUMBIA ADDENDUM
Revised 5/21/08
Protected Status
In the District of Columbia, discrimination/harassment is prohibited on the basis of the following
protected status:
• Race
• Color
• Religion
• Sex (including pregnancy)
• Gender identity (or expression*)
• National origin
• Age
• Physical or mental disability
• Veteran status
• Sexual orientation
• Genetic information
• Personal appearance*
• Familial responsibilities*
• Family status*
• Matriculation*
• Political affiliation*
• Other status protected by applicable federal, state, or local laws, or by corporate policy
*Additional protected status under District of Columbia law
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Proprietary Information. Kaiser Permanente. All rights reserved.
Orientation Handbook

Page - 42

Human Resources
Policy Title: Equal Employment
Opportunity Internal Complaint
Procedure
Owner Department: Human Resources

Policy Number: NATL.HR.004
Effective Date: 1/1/13

Custodian: Chair, National HR Policy
Page: 8 of 13
Roundtable
HAWAII ADDENDUM
Revised 5/21/08
Protected Status
In Hawaii, discrimination/harassment is prohibited on the basis of the following protected status:
• Race
• Color
• Religion
• Sex (including pregnancy)
• Gender identity
• National origin
• Age
• Physical or mental disability
• Veteran status
• Sexual orientation
• Genetic information
• Ancestry*
• Arrest and court record*
• Assignment of income for child support obligations*
• Marital status*
• Breastfeeding*
• Other status protected by applicable federal, state, or local laws, or by corporate policy
*Additional protected status under Hawaii state law
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MARYLAND ADDENDUM
Revised 5/21/08
Protected Status
In Maryland, discrimination/harassment is prohibited on the basis of the following protected
status:
• Race
• Color
• Religion
• Sex (including pregnancy)
• Gender identity
• National origin
• Age (18 or older*)
• Physical or mental disability
• Veteran status
• Sexual orientation
• Genetic information
• Marital status*
• Other status protected by applicable federal, state, or local laws, or by corporate policy
*Additional protected status under Maryland state law
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OHIO ADDENDUM
Revised 5/21/08
Protected Status
In Ohio, discrimination/harassment is prohibited on the basis of the following protected status:
• Race
• Color
• Religion
• Sex (including pregnancy)
• Gender identity
• National origin
• Age
• Physical or mental disability
• Veteran status
• Sexual orientation
• Genetic information
• Ancestry*
• Other status protected by applicable federal, state, or local laws, or by corporate policy
*Additional protected status under Ohio state law
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OREGON ADDENDUM
Revised 5/21/08
Protected Status
In Oregon, discrimination/harassment is prohibited on the basis of the following protected status:
• Race
• Color
• Religion
• Sex (including pregnancy)
• Gender identity
• National origin
• Age (18 or older*)
• Physical or mental disability
• Veteran status
• Sexual orientation
• Genetic information
• Juvenile record that has been expunged*
• Marital status*
• Other status protected by applicable federal, state, or local laws, or by corporate policy
*Additional protected status under Oregon state law
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VIRGINIA ADDENDUM
Revised 5/21/08
Protected Status
In Virginia, discrimination/harassment is prohibited on the basis of the following protected status:
• Race
• Color
• Religion
• Sex (including pregnancy)
• Gender identity
• National origin
• Age (18 or older*)
• Physical or mental disability
• Veteran status
• Sexual orientation
• Genetic information
• Marital status*
• Other status protected by applicable federal, state, or local laws, or by corporate policy
*Additional protected status under Virginia state law
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WASHINGTON ADDENDUM
Revised 5/21/08
Protected Status
In Washington, discrimination/harassment is prohibited on the basis of the following protected
status:
• Race
• Color
• Religion
• Sex (including pregnancy)
• Gender identity
• National origin
• Age (18 or older*)
• Physical or mental disability
• Veteran status
• Sexual orientation
• Genetic information
• Creed*
• Marital status*
• Presence of any sensory, mental or physical disability*
• Use of trained dog guide or service animal by a disabled person*
• Other status protected by applicable federal, state, or local laws, or by corporate policy
*Additional protected status under Washington state law
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1.0

Effective Date: 5/17/12

Policy Statement
When licenses, certificates, and/or registrations (LCR)s are required by law, accreditation
standards, or Kaiser Permanente (KP) policy, it is the employee’s responsibility to ensure
that the LCRs are valid and current.

2.0

Purpose
The purpose of this policy is to ensure that employees who are healthcare workers that
support patient care maintain all job-required licenses, certifications and registrations.

3.0

Scope/Coverage
This policy applies to employees and applicants for employment with any of the following
entities (collectively referred to as “Kaiser Permanente”):

4.0

3.1

Kaiser Foundation Health Plan, Inc. and Kaiser Foundation Hospitals (together,
KFHP/H);

3.2

KFHP/H’s subsidiaries;

3.3

The Permanente Medical Group (TPMG) [NOTE: This policy does not apply to
physicians, podiatrists or Vice Presidents of TPMG, who are covered by separate
TPMG policies]; and

3.4

Southern California Permanente Medical Group (SCPMG) [NOTE: This policy does
not apply to physicians of SCPMG].

Definitions
4.1

Applicable Laws and Standards -- Includes federal and state laws and
regulations (including executive orders), licensing and accreditation standards.

4.2

Applicant — Prospective employees, including individuals external to KP, KP
rehires and KP employees pursuing transfers into new positions.

4.3

Cards of Completion (COC) — There are two types of COCs: 1) a state issued
driver’s license, and 2) a document or other evidence of satisfactory course
completion, typically issued by a professional organization, such as the American
Heart Association. COCs may have an expiration date and may require Primary
Source Verification. Examples: Hawaii Drivers License (Accomplishment Code:
HI-DL), Basic Life Saving (Accomplishment Code: US-BLS), Advanced Cardiac Life
Saving (Accomplishment Code: US-ACLS) and Neonatal Resuscitative Provider
(Accomplishment Code: US-NRP).

4.4

Competency — A grouping of demonstrable skills by content or responsibility
area required by a job, or role.

4.5

Conditional Offer -- An offer of employment made contingent upon satisfactory
findings from the screening required in this policy.

Revised April 2013
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5.0

Effective Date: 5/17/12

4.6

License, Certificate, and/or Registration (LCR) — Document, card, plate,
tag or other evidence of license, certificate, registration, permit, COC or other
authorization issued by a state or federal government, private agency, board,
professional association, or other organization, and that is required of Kaiser
Permanente employees. LCRs may permit the holder to designate him/herself as
so licensed, certified or registered. Examples: Registered Nurse (RN), Certified
Radiologic Technologist (CRT), Registered Dietician (RD).

4.7

LCRC Program — The KP wide shared service cosponsored by the Permanente
Federation and Health Plan and Hospital Operations that facilitates all regions
compliance with this policy and maintains the LCRC Tracking System.

4.8

LCRC Tracking (System) — KP’s system for tracking: 1) LCRs of all KP
employees who are non-credentialed, non-physician healthcare workers and 2)
National Provider Identifiers (NPIs) for non-physician, credentialed and noncredentialed healthcare workers. The system interfaces with Peoplesoft 9.1, also
known as “My HR“ Human Resource Information System (HRIS), and facilitates
compliance with this policy.

4.9

Legal Requirements — List of LCRs required by law for non-physician
healthcare workers. The list does not include non-legal requirements of Kaiser
Permanente or any other organization.

4.10

Primary Source Verification (PSV) — Documents or other evidence obtained
directly from the original (primary) state or federal government, private agency,
board, professional association or other organization documenting the status of
an LCR (e.g., whether it is current, restricted or limited).

4.11

Rehired Employees — Individuals whose previous employment with KP is
counted for purposes of determining specified benefits. Eligibility to be
considered a rehired employee is determined in accordance with
regional/National business unit policies and procedures.

Provisions
5.1

Employee Responsibilities
5.1.1

Revised April 2013

Each employee is responsible for:
5.1.1.1

obtaining and maintaining LCRs in good-standing;

5.1.1.2

practicing within his/her scope of practice as defined by the
law and professional standards, which may be narrower if so
defined by KP policy [NOTE: In the National Labor
Management Partnership Agreement, the parties agreed to
issue resolution to address concerns of limitations to scope
of practice by KP policy];

5.1.1.3

keeping abreast of issues and developments within his/her
profession that may result in changes in LCR requirements;

5.1.1.4

meeting new requirements to ensure LCRs are current and
valid;
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5.1.2

5.2

5.3

Revised April 2013

Effective Date: 5/17/12

5.1.1.5

immediately notifying KP if any LCR is revoked, suspended,
restricted, limited, expired or not renewed; and

5.1.1.6

using the same identical name that is on his/her Social
Security card for his/her LCR, all documentation pertaining
to his/her clinical practice/work, and the name used in KP
systems that determine his/her pay and benefits. If the
names indicated on the documentation are not an exact
match, the employee must be able to provide information so
KP can verify with reasonable certainty that the names refer
to that employee.

KP may provide notification to employees to remind them of these
responsibilities. However, employees should not rely solely on this
notification before taking appropriate steps to ensure their LCRs remain
valid and do not expire.

Process for Verification
5.2.1

Primary Source Verification (PSV): applies to a licensure, certification,
and registration required by law to practice a profession, or required by
accreditation standards or in KP policy/job description. It is not required
for organizational requirements that are not primary source verifiable,
including COCs, such as basic life support (BLS), advanced cardiac life
support (ACLS), or neonatal resuscitation program (NRP), or for clinical
certificates such as peripherally inserted central catheter (PICC) line
certification, or for state issued driver’s licenses such as Home Health
and other KP department requirements. LCR is verified at the time of
hire and at renewal by electronic or hardcopy written communication or
by telephone. In all cases, verification must be documented. PSV will be
obtained directly from the issuing state licensing board or its designee.

5.2.2

Since COCs, training certificates, and other documentation are not
subject to PSV under Section 5.2.1, the employee/applicant must present
original documentation as evidence of completion.

Applicants
5.3.1

In accordance with NATL.HR.011, Employment Screening, the hiring
manager and/or Recruitment staff notifies the candidate that KP
conducts employment screenings, including verification of LCR, and that
all offers of employment are contingent upon satisfactory results of the
screening.

5.3.2

The verification process ensures that LCRs are current and issued to the
candidate. If the LCR is a job requirement and it is not current and/or
cannot be verified by the issuing agency, board, or other organization
using a PSV process, or evidence of completion is not presented (e.g.,
original COCs, training certificates), this is grounds for rescinding the
employment offer. The verification must be completed prior to the
employee commencing work. (See NATL.HR.011, Employment Screening
for additional screening requirements.)
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5.3.3
5.4

5.5

Effective Date: 5/17/12

Copies of PSV must be maintained for required LCRs and, if applicable,
for evidence of completion (e.g., COCs, training certificates).

Current Employees
5.4.1

Verification of LCR requires PSV. For government or private boards or
agencies or other organizations that have this information “on-line,” the
verification process is automated. For some requirements (e.g., COCs,
training certificates), evidence of completion must be submitted by the
employee.

5.4.2

Evidence of PSV must be maintained for required LCRs. Evidence of
completion (e.g., COCs, training certificates) may be obtained from the
employee.

5.4.3

Employees who have LCRs that are expiring may receive notification
from KP before the expiration date. It remains an employee’s
responsibility to maintain current LCR. This notification is to serve as a
reminder of his/her responsibility.

5.4.4

Employees who have LCRs that expire while they are on approved leave
(e.g., for medical, military or personal reasons) must have their LCRs
renewed before they return to work.

5.4.5

Should an employee who is not already on an approved leave permit
his/her LCR to expire, even if application for renewal has been made, or
if the LCR is suspended, the employee is placed on an unpaid leave or
he/she will not be scheduled to work. If appropriate current
documentation of the LCR is not obtained and presented within the
region’s/state’s specified timeframe1, the employee is terminated.

5.4.6

Any manager who knowingly permits an unlicensed person to work for
him/her for any reason (including failure to obtain the initial LCR) after
the date of expiration, suspension, or revocation of a LCR will be subject
to corrective/disciplinary action, up to and including termination.

5.4.7

If a manager knowingly permits a person to work with a limited and/or
restricted LCR, and the role requires an unlimited or unrestricted LCR,
the manager will be subject to corrective/disciplinary action, up to and
including termination.

National Provider Identifier
Individuals who are applying for or who are currently in positions providing
patient care services may also be required to have a National Provider Identifier,
as specified in NATL.HR.023.

1

--For the Colorado, Georgia, Northwest, Ohio and Southern California Regions, if appropriate current documentation of the
license, certificate, or registration is not obtained and presented within 14 calendar days, the employee is terminated.
--For the Hawaii, Mid-Atlantic and Northern California Regions and for National functions (KP-IT/HPA/Program Offices), if
appropriate current documentation of the license, certificate, or registration is not obtained and presented within 30
calendar days, the employee is terminated.

Revised April 2013
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5.6

5.7

Effective Date: 5/17/12

Outside Agency Personnel
5.6.1

Contracts with external employment agencies or independent contractors
must stipulate that healthcare workers must undergo screening as
described in this policy before they may provide care, treatment, and
services for KP that require a LCR.

5.6.2

Before Contingent Workers begin to provide care, treatment, and
services to KP, managers must re-verify LCRs, as stipulated in
NATL.HR.035, Contingent Workers.

LCRC Program and System
Implementation of this policy is supported by the LCRC Program and Tracking
System.

6.0

References/Appendices
6.1

Intent of HR Policies

6.2

NATL.HR.011, Employment Screening

6.3

NATL.HR.023, National Provider Identifier

6.4

NATL.HR.035, Contingent Workers

6.5

National HR Procedure, Verification of Licenses, Certificates, Registrations, and

6.6
7.0

Competencies

Addendum: Employees Employed in California who are on Active Military Duty

Approval
In accordance with the charter of the National HR Policy Roundtable, this policy was
approved by the following individuals representing all of the KP regions/national business
units of Kaiser Foundation Health Plan, Inc., Kaiser Foundation Hospitals and their
subsidiaries:

 Colorado: Robin Sadler, HRVP, 5/9/12
 Georgia: Dawn Bading, HRVP, 5/4/12
 Hawaii: Winona White, HRVP, 5/3/12
 Mid-Atlantic: Beth Jaeger, HRVP, 5/4/12
 Ohio: Tim Alberts, HRVP, 5/3/12
 Northern California: Gay Westfall, SVP HR, 5/3/12
 Northwest: Rich Smith, HRVP, 5/17/12
 Southern California: Arlene Peasnall, SVP HR, 5/4/12
 National Functions: Christine Talbot, HRVP, 5/3/12
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Effective Date: 5/17/12
ADDENDUM

Employees Employed in California who are on Active Military Duty
In accordance with the California Business and Professions Code §§ 114, 114.5., a licensee or
registrant of a board within the Department of Consumer Affairs whose license expires while on
active duty as a member of the California National Guard or the United States Armed Forces is
authorized to reinstate his or her license without examination or penalty unless the licensing
agency determines that the applicant has not been actively engaged in his or her profession
while on active duty.

Revised April 2013
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1.0

Policy Statement
The intent of this policy is to ensure appropriate patient care and safety while providing a
mechanism to address caregivers’ requests to refrain from participation in aspects of
patient care or treatment due to moral, ethical or religious beliefs. Kaiser Permanente
(KP) will reasonably accommodate a caregiver’s moral, ethical or religious beliefs as long
as this does not negatively affect patient care, safety, or treatment or cause undue
hardship to KP.

2.0

Purpose
n/a

3.0

Scope/Coverage
3.1

3.2
4.0

5.0

This policy applies to all employees and job applicants for employment in the
California Regions working in any of the following entities (collectively referred to
as “Kaiser Permanente”):
3.1.1

Kaiser Foundation Health Plan, Inc. and Kaiser Foundation Hospitals
(together, KFHP/H);

3.1.2

KFHP/H’s subsidiaries;

3.1.3

The Permanente Medical Group (TPMG) [NOTE: This policy does not
apply to physicians, podiatrists or Vice Presidents of TPMG, who are
covered by separate TPMG policies]; and

3.1.4

Southern California Permanente Medical Group (SCPMG) [NOTE: This
policy does not apply to physicians of SCPMG].

Represented employees also are covered in accordance with any applicable
provisions in their appropriate collective bargaining agreement.

Definitions
4.1

Health Care Licentiate means a health care practitioner authorized to
dispense, furnish, or order prescription drugs or devices, including dentists,
optometrists, certified nurse-midwives, nurse practitioners, physician assistants
and pharmacists.

4.2

Prescription Drug or Device means any drug or device that by Federal or
State law can be lawfully dispensed only on prescription.

Provisions
5.1

General Provisions
5.1.1

Revised April 2013

It is imperative that open communication exist between employees and
managers throughout the employment relationship. Beginning with the
interview of an applicant, managers will communicate the essential
functions of the position. During the orientation of a new employee,
essential functions also are reviewed. As time progresses and changes
occur in positions, managers will communicate any changes in the
essential functions of employees’ positions. Applicants and employees
(as applicable) have the opportunity to discuss the functions of positions
with managers, including any functions which may conflict with moral,
ethical or religious beliefs.
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5.2

5.3

5.1.2

Employees must notify their manager of their request to refrain from
participation in aspects of patient care or treatment due to moral,
ethical, or religious beliefs and must do so prior to the denial of service.

5.1.3

If an applicant or employee makes a request for an accommodation due
to his/her beliefs, the supervisor should document the discussion and
provide the applicant or employee with the form included as an
Addendum to this Policy. While a written request for accommodation is
encouraged, employees are not required to request accommodation(s) in
writing, except as provided for in Sections 5.2 and 5.3 below.
Supervisors may contact a Human Resources Consultant (HRC) for
assistance, as needed.

5.1.4

The supervisor and/or HRC will meet with the applicant or employee to
discuss the request for accommodation. Although applicant and
employee requests are fully considered, Kaiser Permanente (KP) makes
the final determination as to what, if any, accommodations will be
provided and how aspects of patient care will be performed. Individual
accommodations may include revised procedures and job restructuring
which permit the individual to perform the essential functions of the job
and which do not negatively affect patient care, safety, or treatment or
cause undue hardship to KP. Accommodations could also include
reassignment to a similar, vacant position in accordance with any
applicable collective bargaining agreement or policy. Individuals who are
not in agreement with management’s decision may apply for other
positions, in accordance with any applicable collective bargaining
agreement or policy.

5.1.5

All documentation regarding accommodation should be maintained
locally in the personnel file.

Abortion
5.2.1

Employees who have moral, ethical or religious reasons for refusing to
participate in the induction or performance of an abortion will not be
required to participate directly in an abortion procedure provided they
have filed in advance a written statement with Human Resources or their
manager indicating a moral, ethical or religious basis for refusing to
participate in abortions. Employees who follow this procedure will not be
subject to any penalty or discipline for refusing to directly participate in
an abortion.

5.2.2

KP will decline to hire applicants (including current employees seeking
transfers) who refuse to participate in abortion procedures for moral,
ethical or religious reasons if the regular job duties of the position
applied for would include providing these services, unless the individual’s
belief or practice can be reasonably accommodated without undue
hardship to KP.

Dispensing Prescription Drugs and Devices
An employee or applicant who is a health care licentiate may decline on moral,
ethical or religious grounds to dispense a prescription drug or device only if they
have previously notified their manager or Human Resources in writing of the

Revised April 2013
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drug or class of drugs or device to which they object and KP can, without
creating undue hardship, reasonably accommodate the objection. A health care
licentiate is prohibited by this policy and state law from obstructing, on moral,
ethical or religious grounds, a patient in obtaining a prescription drug or device
that has been legally prescribed or ordered. In the situation in which KP can
reasonably accommodate an employee or applicant, KP will establish protocols to
ensure that the patient has timely access to the prescribed drug or device
despite the licentiate’s refusal to dispense the prescription or order.
5.4

Emergency Situations
In emergency situations where the immediate nature of a patient’s need will not
allow for substitution, the patient’s right to receive necessary care takes
precedence over the exercise of the caregiver’s individual moral, ethical or
religious beliefs. The department administrator, manager or physician-in-charge
will decide whether such an emergency situation exists. After the patient’s
immediate needs have been met, the department will attempt to accommodate
the employee.

6.0

7.0

References/Appendices
6.1

California Health & Safety Code section 123420

6.2

California Senate Bill 644, 2005, Dispensing prescription drugs and devices, B&P
Code Sections 733, 4314, 4315

6.3

Joint Commission Standards

6.4

California Pharmacy Operations Policy 7.07: Exception Request to Obligation to
Provide Pharmacy Services

6.5

Staff Rights Addendum

6.6

Employee Staff Rights Request

Approval
This policy update (with no significant changes) was approved by:
•
•

NCAL Policy Review Board, 11/6/12
Maryanne Malzone, Sr. HR Director, on behalf of SCAL, 11/16/12
Revision History

Original Approval Date: n/a
Original Effective Date: 5/98
Original Communicated Date: n/a

Revised April 2013

Revision Approved Date: n/a
Revision Effective Date: 8/01; 12/06
Updated Effective Date: 8/03; 12/1/08;
11/16/10; 11/16/12
Revision Communicated Date: n/a
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Staff Rights Addendum
Kaiser Permanente (KP) California Human Resources Policy 2.03 clarifies your right as a
caregiver to request to refrain from participation in aspects of patient care or treatment due to
moral, ethical, or religious beliefs. KP will reasonably accommodate a caregiver’s moral, ethical
or religious beliefs as long as they do not negatively affect patient care, safety, or treatment or
cause undue hardship to KP.
If you feel this applies to you, you must notify your manager prior to the denial of service. A form
to request accommodation(s) is attached. Your manager will discuss possible accommodations
with you, which may include (but are not limited to):
1. Revised procedures;
2. Job restructuring which permits you to perform the essential functions of the job and
which do not negatively affect patient care, safety, or treatment or cause undue hardship
to KP;
3. Reassignment to a similar, vacant position in accordance with any applicable collective
bargaining agreement or policy.
KP will make the final determination as to what, if any, accommodation(s) will be provided and
how aspects of patient care will be performed. Further, in emergency situations in which the
immediate nature of a patient’s need will not allow for substitution, the patient’s right to receive
necessary care takes precedence over the exercise of the caregiver’s individual moral, ethical, or
religious beliefs.

Revised April 2013
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Employee Staff Rights Request
I am requesting not to participate in the following aspects of patient care or treatment due to
moral, ethical, or religious beliefs:
 Abortion
 Dispensing Prescription Drugs and Devices; note device, drug or class of drugs to
which you object:
___________________________________________________________________
 Blood Transfusion
 Organ Transplant
 Withholding Treatment
 Other (specify)
_____________________________________________________________
I understand that my manager will attempt to accommodate my request, but that Kaiser
Permanente makes the final determination as to what, if any, accommodations will be provided
and how aspects of patient care will be performed. I understand and agree to abide by the policy
that in emergency situations in which the immediate nature of the patient’s care will not allow for
substitution, the patient’s right to receive necessary care takes precedence over the exercise of
the caregiver’s individual moral, ethical, or religious beliefs.
I understand that if my job duties change or if my personal beliefs change, and either change
creates conflict between my beliefs and my job duties, I will notify my current manager.
I further understand that if I am not in agreement with my manager’s decision, I may apply for
other positions, in accordance with applicable collective bargaining agreements and policies.

__________________________________
Employee’s Signature

_____________________________ ___________
Employee’s Job Title
Date

Received by (manager) ___________________________________

Date ____________

Accommodations Considered:

Disposition:

Manager’s Signature _____________________________________

Date _____________

FORM TO BE FAXED TO THE HRSC FOR RETENTION IN THE EMPLOYEE’S PERSONNEL
FILE; ORIGINAL TO BE RETAINED IN THE EMPLOYEE’S DEPARTMENT PERSONNEL FILE.

Revised April 2013
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Policy Statement
Kaiser Permanente (KP) must comply with legal and regulatory requirements to provide
specific compliance training to employees and supervisors. Supervisors must ensure that
the training completed by employees under their supervision has been documented by
the required deadline. Employees must complete:

2.0

1.1

As a condition of employment, required compliance training courses as defined in
Section 5.1; and

1.2

All mandatory Specialized Compliance-Related Trainings.

Purpose
The purpose of this policy is to identify the specific compliance trainings and supervisor
and employee training accountabilities that are required or recommended by law,
regulations, agencies, accreditation standards, or KP policy, including those identified in
the Compliance Program Guidelines issued by the Centers for Medicare and Medicaid
Services, the General Supplemental Compliance Program Guidance for Hospitals issued
by the Office of the Inspector General, HIPAA and other privacy and security regulations.

3.0

Scope/Coverage
This policy applies to all new and existing employees and supervisors who are employed
by any of the following entities (collectively referred to as “Kaiser Permanente”):

4.0

3.1

Kaiser Foundation Health Plan, Inc. and Kaiser Foundation Hospitals (together,
KFHP/H);

3.2

KFHP/H’s subsidiaries;

3.3

The Permanente Medical Group (TPMG) [NOTE: This policy does not apply to
physicians, podiatrists, and Vice Presidents of TPMG, who are covered by
separate TPMG policies]; and

3.4

Southern California Permanente Medical Group (SCPMG) [NOTE: This policy does
not apply to physicians of SCPMG].

Definitions
4.1

Supervisors -- includes all employees in EEO-1 Category 1 which includes
executives, senior management, middle management, managers, and
supervisors, regardless of whether or not they manage employees.

4.2

New Employees – includes individuals hired by KP within the current calendar
year and former KP employees and supervisors who are rehired more than 365
days after they terminated prior employment with KP.

4.3

Existing Employees – includes individuals hired by KP in a previous calendar
year.

Revised April 2013
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Provisions
5.1

Training Required as a Condition of Employment
5.1.1

5.2

The following courses must be completed, as required, by the specified
deadline as a condition of continued employment.
5.1.1.1

General Compliance Training for New Employees
(Orientation)

5.1.1.2

Annual General Compliance Training

5.1.1.3

Managing Compliance

5.1.1.4

Specialized Medicare Compliance Training as required per
job classification and assignment

5.1.2

Supervisors are accountable for notifying their employees of the need to
complete the noted courses by the specified deadline, as well as for
providing them with the time necessary to complete the trainings.
Supervisors notified that employees have failed to complete the courses
by the required deadline must contact HR to ensure the appropriate
action is taken due to non-compliance with condition of employment
requirements.

5.1.3

Employees and supervisors are responsible for completing required
Compliance Training programs by the specified deadline. Failure to
comply with training requirements will be subject to corrective and/or
disciplinary action procedures, up to and including termination.

Employees who work fewer than 160 hours
Employees who work fewer than 160 hours in a calendar year are not required to
take training specified in sections 5.1.1.1, 5.1.1.2, 5.1.1.3, and 5.3. However,
Medicare Compliance Training (as required per job classification/assignment), is
a condition of employment regardless of the number of hours worked.

5.3

5.4

Mandatory Training
5.3.1

Employees and supervisors may be required to complete additional
Mandatory Specialized Compliance-Related Trainings within a designated
calendar year, as specified in the Compliance Training Delivery and
Documentation Standards. Completion of these courses is mandatory.

5.3.2

Upon notification that employees have failed to complete these courses
by the required deadline, supervisors must ensure their employees take
these trainings. Failure to comply with training requirements will be
subject to corrective/disciplinary action procedures, up to and including
termination.

Leaves of Absence
Employees returning from Leaves of Absences must complete compliance
trainings by the deadlines specified in the Compliance Training Delivery and
Documentation Standards.

5.5
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Access to Training and Validation of Training Completion
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5.5.1

In order to ensure access to compliance training, various delivery models
are made available and may include instructor-led training, web-based elearning, and self-study programs. Employees are provided time during
work hours to complete compliance related training.

5.5.2

Supervisors are accountable for verifying employee self-study
completion; instructors are responsible for verifying Instructor Led
Training course completion; and KP Learn and the Compliance Training
Database systems verify online course completion.

General Compliance Training for New Employees (Orientation)
5.6.1

5.7

General Compliance Training for New Employees (Orientation) is
education for new employees and supervisors. It includes any training
required:
5.6.1.1

by federal, state, or local laws;

5.6.1.2

by agencies or accreditation standards; or

5.6.1.3

as mandated by KP policy.

5.6.2

To ensure that KP meets compliance requirements, content to be
covered in General Compliance Training for New Employees (Orientation)
for employees and supervisors is determined by the compliance
functions at the national and regional levels.

5.6.3

HR notifies employees and supervisors upon hire or rehire of the
requirement to complete General Compliance Training for New
Employees (Orientation).

5.6.4

Supervisors are responsible for ensuring that:
5.6.4.1

employees and supervisors under their supervision complete
General Compliance Training for New Employees
(Orientation) no later than 30 days from date of hire or
rehire (if more than one calendar year has elapsed); and

5.6.4.2

completion of the training is appropriately documented (see
Section 5.10).

Annual General Compliance Training
5.7.1

Revised April 2013
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Annual General Compliance Training is education for existing KP
employees and supervisors that must be completed within a specified
calendar year. It includes training required:
5.7.1.1

by federal, state, or local laws;

5.7.1.2

by agencies or accreditation standards; or

5.7.1.3

as mandated by KP policy to occur yearly.

5.7.2

Compliance content to be covered, training completion date
requirements, and other necessary standards for Annual Compliance
Training are reviewed annually and revised as needed by National and
Regional Compliance functions.

5.7.3

Supervisors are responsible for ensuring that:
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5.7.3.1

employees under their supervision are scheduled to
complete Annual General Compliance Training, and

5.7.3.2

the training is appropriately documented (see Section 5.10).

Managing Compliance
5.8.1

Managing Compliance is education for new and existing supervisors. It
includes in-depth training as required by federal laws, and may include
information mandated:
5.8.1.1

by state or local laws;

5.8.1.2

by agencies or accreditation standards; or

5.8.1.3

by KP policy and guidance regarding Compliance
Management accountabilities within KP.

5.8.2

Human Resources identifies supervisors to be trained and ensures that
Managing Compliance meets established Compliance Training Delivery &
Documentation Standards.

5.8.3

Supervisors are responsible for ensuring:
5.8.3.1

supervisory level employees under their management
complete this course no later than 90 days from:
5.8.3.1.1.1

date of hire,

5.8.3.1.1.2

promotion into a supervisor job
classification from a non-supervisor job
classification, or

5.8.3.1.1.3

rehire after one calendar year

5.8.3.1.2 supervisors under their management complete
this course when it is updated or revised (every
two years at a minimum); and
5.8.3.1.3 the training is appropriately documented (see
Section 5.10).
5.9

Specialized Medicare Compliance Training
5.9.1

Revised April 2013

Specialized Medicare Compliance Training is required based on job
classification and assignment in order to:
5.9.1.1

provide education to individuals working in high-risk areas
(e.g., coding and documentation, fee-for–service billing) and

5.9.1.2

assist departments and individuals in performing highly
regulated services (e.g. Medicare Modernization Act).

5.9.2

National and Regional Compliance functions identify subjects to be
covered and work with operations to identify employees and supervisors
to be trained and to ensure that Specialized Medicare Compliance
Training meets established Compliance Training Delivery &
Documentation Standards.

5.9.3

Supervisors are responsible for:
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5.9.3.1

ensuring employees under their supervision are notified in a
timely manner of the requirement to complete applicable
Specialized Medicare Compliance Training by the deadline
specified for each particular course; and

5.9.3.2

appropriately documenting the training (see Section 5.10).

Compliance Training Documentation and Evaluation
5.10.1 Compliance training must meet the Compliance Training Delivery &
Documentation Standards.
5.10.2 Documentation (course completion form, attestation, etc.) for employee
and supervisor compliance training (electronic or instructor-led) is
retained in accordance with the NATL.NCO.005, Business Records
Retention Policy.
5.10.3 Required employee attestations pertaining to topics in the General
Compliance Training (i.e., for the Principles of Responsibility) are
embedded into this Training for new and existing employees.
5.10.4 Compliance training sessions include an evaluation of the training session
for relevance to the daily work activities of employees and supervisors.
The evaluation is used to determine the effectiveness of the training and
to make revisions for subsequent training sessions.

5.11

Reporting
5.11.1 National and Regional Compliance functions monitor and report
compliance training completion rates to the Chief Compliance Officer
annually, per the Compliance Training Delivery and Documentation
Standards.
5.11.2 The Chief Compliance Officer submits a KP compliance training report to
the KFHP/H Board of Directors on an annual basis.

6.0

7.0

References/Appendices
6.1

Compliance Training Delivery and Documentation Standards

6.2

Intent of HR Policies

6.3

Kaiser Permanente’s Principles of Responsibility

6.4

NATL.HR.014, Corrective/Disciplinary Action

6.5

NATL.NCO.005, Business Records Retention

Approval
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Policy Life History
Original Approvals

Update Approvals

Revision Approvals

Approval Date: n/a

Approval Date: 02/27/09;
04/15/10; 06/17/10

Approval Date: n/a;

Effective Date: 04/01/06

Effective Date: 02/27/09;
04/15/10; 06/17/10

Effective Date: 05/06;
01/01/09;

Communicated Date: n/a

Revised April 2013

Communicated Date: n/a

Proprietary Information. Kaiser Permanente. All rights reserved.
Orientation Handbook

Page - 66

Human Resources
Policy Title: Electronic Asset Usage

Policy Number: NATL.HR.025

Owner Department: Human Resources

Effective Date: 1/10/13

Custodian: Chair, National HR Policy Roundtable

Page: 1 of 7

1.0

2.0

Policy Statement
1.1

Kaiser Permanente’s electronic assets are business assets and tools. Kaiser
Permanente (KP) gives employees access to electronic assets to assist them in
the performance of their work duties. Limited personal use of KP’s electronic
assets is permitted, as described in this policy.

1.2

Employees must safeguard KP property and protect confidential information.

1.3

Management retains the right to access any communications or data stored or
passing through KP electronic assets.

Purpose
The purpose of this policy is to provide employees with direction regarding appropriate
and compliant use of KP electronic assets.

3.0

Scope/Coverage
This policy applies to all employees who are employed by the following entities
(collectively referred to as “Kaiser Permanente”):

4.0

3.1

Kaiser Foundation Health Plan, Inc. and Kaiser Foundation Hospitals (together
KFHP/H);

3.2

KFHP/H’s subsidiaries;

3.3

The Permanente Medical Group (TPMG) [NOTE: This policy does not apply to
physicians, podiatrists or Vice Presidents of TPMG, who are covered by separate
TPMG policies]; and

3.4

Southern California Permanente Medical Group (SCPMG) [NOTE: This policy does
not apply to physicians of SCPMG].

Definitions
4.1

Computing Systems/Devices -- Software and/or hardware used to store,
transmit, and/or monitor electronic information, including information technology
equipment that connects or potentially can connect to KP networks, whether
owned by KP or not. Any printers, copiers, scanners, fax machines, or other
equipment used for printing, copying, scanning, transmitting, or receiving
confidential information, are connected to the KP network, and which may be
secured by physical or technical controls, such as locked rooms, access keys, or
user ID/account codes are considered computing systems/devices. Electronic
storage media incapable of manipulating or processing data are not computing
systems/devices.

4.2

Electronic Assets -- Any and all KP electronic media and computing
systems/devices, including laptops and other portable devices, voice mail, email,
cell phones, personal digital assistants (PDA), instant messaging (i.e.,
Sametime), faxes, pagers, and internet access. [NOTE: The use of Electronic
Assets that are defined as Mobile Devices, such as cell phones, PDA’s, and other
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handheld data and communication devices, may have additional usage
requirements in accordance with applicable regional/national policies, such as
TPMG and SCPMG policies regarding cell phone and PDA usage.]
4.3

Electronic Media -- Non-computing devices such as floppy diskettes, flash
memory drives, CDs, DVDs, tapes, hard disks, internal memory, and any other
interchangeable, reusable, and/or portable electronic storage media (1) on which
electronic information is stored, or (2) which are used to move data among
computing systems/devices.

4.4

Confidential Information -- Any information that KP protects:
4.4.1

under applicable law, e.g., protected health information (PHI) or other
member/patient identifiable information (MPII); or

4.4.2

where KP is the custodian of data for a person who has a privilege under
applicable law (e.g. the patient’s privilege for psychotherapist-patient
communications, or physician-patient communications); or

4.4.3

under contract with another party, e.g., business information shared by
or created with that party in connection with:

4.4.4

5.0

4.4.3.1

a business arrangement, e.g., purchase; or

4.4.3.2

a business function KP is performing on behalf of another
organization, e.g., reviewing cardholder data for a third
party administrator.

Confidential information also includes information that KP is entitled to
protect from the public:
4.4.4.1

by organizational choice, e.g., business plans, trade secrets,
and financial position; or

4.4.4.2

as privileged by law, e.g., peer review or attorney-client
privileges.

Provisions
5.1

5.2
Revised April 2013

Appropriate Use of Electronic Assets
5.1.1

Communication using KP Electronic Assets (e.g. electronic mail) must be
in compliance with federal, state, and local laws, KP’s Principles of
Responsibility, and KP policies.

5.1.2

Employees are responsible for using KP electronic media and computing
systems/devices for authorized activities or purposes related to their job
functions.

5.1.3

Employees’ use of KP Assets to participate in social media (i.e., blogs,
podcasts, discussion forums, and social networks) must be compliant
with the Social Media policy, NATL.BSCPR.001.

5.1.4

Employees who become aware of the misuse of Electronic Assets should
notify their supervisor, HR Representative, or the KP Compliance Hot
Line.

Prohibited Use of KP’s Electronic Assets
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5.2.1

Employees may not use KP Electronic Assets to access any KP member
or patient information except as authorized in accordance with
established KP processes and only for business or medical care reasons.

5.2.2

Employees may not use KP’s Electronic Assets in any way that may be
insulting, disruptive, or offensive to other persons, harmful to morale, or
that may harass or disparage others. Employees may not use KP’s
Electronic Assets to send, forward or store sexually explicit messages,
cartoons, jokes, videos, or unwelcome propositions, and employees may
not access or view gambling, weapons production, pornographic or
sexually-oriented websites. (NOTE: Some medical staff may need to
access websites that deal with human sexuality as part of their jobs; this
is not meant to restrict those legitimate job-related activities.)

5.2.3

Employees may not use KP’s Electronic Assets in a manner that detracts
from quality patient care, security and accuracy of medical and business
records, courteous member service or the employee’s efficient
performance of his/her duties.

5.2.4

Employees may not use KP’s Electronic Assets to solicit or proselytize for
commercial ventures, religious causes, political candidates or parties, or
outside organizations (such as cosmetics sales, churches, clubs) or other
similar, non-job related solicitations. [NOTE: The use of KP’s Electronic
Assets in this manner may jeopardize the tax exempt status of KFHP/H
and their collective subsidiaries.]

5.2.5

Employees may not use KP’s Electronic Assets to send chain letters or
other unauthorized mass mailings. Employees may not initiate or forward
chain email (that is, a message sent to a number of people with the
request that each recipient send copies of the same request to a
specified number of others). Employees may only send messages to
large numbers of recipients when there is a clear business need to do so,
and only as authorized by the appropriate KP manager.

5.2.6

Employees may not download or run audio, video, picture or other large
data files that require significant computer storage space and may
impact KP system operations unless such files are business-related.

5.2.7

Employees may not use voicemail to make unauthorized broadcast
messages or solicitations.

5.2.8

Unless expressly authorized by a policy and procedure approved by KP,
employees may not use KP’s Electronic Assets to send, transmit, or
otherwise disseminate or take away proprietary or privileged information,
trade secrets, or any other type of confidential information of KP or
others.

5.2.9

Employees may not make audio, digital or video recordings on KP
premises, or of KP personnel, patients or their family members, with
personal or KP Electronic Assets, without the consent of all who are
being recorded. Consent is implied or is not required in certain limited
situations, such as KP security system recordings and KP-authorized
events (e.g., Town Hall events, executive leadership forums, KP
Compliance awareness fairs, retirement award celebrations, KP Thrive
events).
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5.2.10 Employees may not download unauthorized software to any KP
Computing Systems.
5.3

5.4

5.5

Issuing Electronic Assets
5.3.1

KP managers may only issue employees laptop computers, cellular
telephones, PDAs, pagers or other portable electronic equipment when
those employees need the portable equipment to assist them in
performing their KP job duties, and when any other applicable
requirements to receive Electronic Assets have been met.

5.3.2

KP employees who receive or use KP Electronic Assets are responsible
for returning the Electronic Assets when they no longer have a business
need to use them.

5.3.3

Managers are responsible for collecting KP Electronic Assets from
employees who no longer have a business need to use them.

5.3.4

KP managers may not give away KP Electronic Assets to employees or
charities without following NATL.FIN.ACCT.5.H, Capital Asset
Obsolescence, Disposal, Donation, Sale and Trade-In.

Personal Use of Electronic Assets
5.4.1

Personal use of KP’s Electronic Assets is restricted as follows:

5.4.2

Personal use of Electronic Assets must be incidental, limited in frequency
and scope, cannot incur additional costs to KP, and cannot impact
employee performance. [See TPMG and SCPMG policies regarding cell
phone and PDA usage.]

5.4.3

Employees should not use Electronic Assets for any personal
communications or activities which they wish to keep private and
confidential from KP. KP can access any communications that go
through KP Electronic Assets. If an employee uses Electronic Assets to
access personal web-based email or social networking accounts (for
example, AOL, Yahoo, gmail, MySpace, Facebook), those
communications are subject to review, imaging, and disclosure by KP.

5.4.4

Employees may not use non-KP devices or equipment in any manner
that negatively impacts the operation of KP’s network or computing
systems/devices, or that presents risks to the confidentiality, integrity, or
availability of KP medical and business information.

Privacy Considerations
All electronic mail messages, “Sametime/Instant Messaging”, voice-mail
messages, internet access and computer files and data on KP Electronic Assets,
including KP mobile devices, are KP records and KP may review, image and
disclose the contents without an employee’s permission, unless otherwise
regulated by law. Back-up copies of electronic mail messages, “Sametime/Instant
Messaging”, voice mail messages and computer files may also be maintained and
referenced by authorized KP staff, even after the user has deleted them. In
accordance with authorized procedures, KP management and KP-IT staff have
the ability to override employee passwords as needed.

5.6
Revised April 2013

Maintaining Security and Confidentiality
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5.6.1

5.6.2

5.7

Employees are responsible for maintaining security of KP Electronic
Assets and confidentiality of KP data, which includes the following:
5.6.1.1

taking precautions to prevent unauthorized users from
accessing KP’s Electronic Assets, including encryption on all
portable devices that may contain confidential data;

5.6.1.2

not disclosing their passwords to any person and not
obtaining, possessing or using anyone else’s logon ID or
other access code or password;

5.6.1.3

taking precautions so that their use of KP information and
other Electronic Assets, particularly in the context of mobile
and home computing systems/devices, does not compromise
the security of KP’s computer network;

5.6.1.4

taking precautions to prevent the loss or theft of KP
Electronic Assets. This includes, but is not limited to,
maintaining personal custody when traveling (e.g., making
sure laptops are not left unattended in vehicles);

5.6.1.5

complying with applicable state and federal laws and
regulations in accessing, maintaining, and disclosing
confidential information; and

5.6.1.6

following KP policies for the handling, distribution and
maintenance of electronic information.

Confidential Information
5.6.2.1

Employees may not access their own medical records except
in accordance with established policies and procedures.

5.6.2.2

Employees must maintain the confidentiality of their work
when it includes medical or personnel information, and/or
information subject to privileges, including physician-patient,
psychotherapist-patient, attorney-client, quality assurance
and peer review privileges.

5.6.2.3

Employees must limit distribution of confidential information
to persons who are authorized to receive the information
and have a business or medical need to know.

5.6.2.4

Employees are responsible for following any applicable
encryption procedures when transmitting confidential
information, and for using an appropriate mode of
transmission of highly sensitive material, such as calling
recipients before faxing, or putting a caption at the top of an
email message: "PRIVILEGED AND CONFIDENTIAL; DO NOT
FORWARD WITHOUT SENDER’S EXPRESS PERMISSION".

Compliance Expectations
KP may take any or all of the following actions against an employee who violates
this policy:
5.7.1
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revocation of privileges to use Electronic Assets;
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6.0

7.0

5.7.2

corrective/disciplinary action up to and including termination of
employment;

5.7.3

referral to licensing authorities; and/or

5.7.4

other legal remedies.

References/Appendices
6.1

Intent of HR Policies

6.2

NATL.HR.005, Commitment to a Harassment-Free Work Environment

6.3
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6.4

KP Information Security Policy, Section 2, Acceptable Use of KP Computing

6.5

KP Information Security Policy, Section 4, Secure Electronic Storage of

6.6

KP Information Security Policy, Section 10, Email Systems and Messaging

6.7

KP Information Security Policy, Section 13, Mobile Computing & Teleworking

6.8
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6.9

NATL.PRIV.014, Minimum Necessary

6.10

NATL.FIN.ACCT.5.H, Capital Asset Obsolescence, Disposal, Donation, Sale and

6.11

NATL.FIN.ACCT.14.B, Use of Health Plan or Hospitals Assets and Facilities by
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6.13
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Policy Statement
Consistent with the Principles of Responsibility, Kaiser Permanente (KP) is committed to
sustaining a work environment that encourages employees to treat each other with
dignity and respect and is free from discrimination/harassment. In keeping with this
commitment, KP strongly disapproves of, and will not tolerate, any kind of harassment
(as defined below) of employees or applicants for employment by anyone, including any
manager, supervisor, physician, coworker or non-employee.

2.0

Purpose
n/a

3.0

Scope/Coverage
This policy applies to all employees and applicants for employment with any of the
following entities (collectively referred to as “Kaiser Permanente”):

4.0

3.1

Kaiser Foundation Health Plan, Inc. and Kaiser Foundation Hospitals (together,
KFHP/H);

3.2

KFHP/H’s subsidiaries;

3.3

The Permanente Medical Group (TPMG) [NOTE: This policy does not apply to
physicians, podiatrists or Vice Presidents of TPMG, who are covered by separate
TPMG policies]; and

3.4

Southern California Permanente Medical Group (SCPMG) [NOTE: This policy does
not apply to physicians of SCPMG].

Definitions
n/a

5.0

Provisions
5.1

Revised April 2013

Harassment Definition
5.1.1

This policy prohibits harassment, whether verbal, physical, or visual, that
is unwelcome and based upon a person’s race, color, religion, sex
(including pregnancy), gender identity, national origin, age, physical or
mental disability, veteran status, sexual orientation, genetic information,
or other status protected by applicable federal, state, or local laws, or by
corporate policy. (See Protected Status by State Addenda.)

5.1.2

One type of harassment prohibited by this policy is sexual harassment.
Sexual harassment is defined, generally, as unwelcome sexual advances,
requests for sexual favors, and other physical, verbal, or visual conduct
of a sexual nature, or based on sex/gender, which affects an employee’s
terms and conditions of employment or creates an intimidating, hostile,
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or offensive work environment. Such conduct is a violation of federal law
when:

5.2

5.1.2.1

Submission to the conduct is made either explicitly or
implicitly a term or condition of employment;

5.1.2.2

Submission to or rejection of the conduct is used as the
basis for an employment decision; and/or

5.1.2.3

The conduct has the purpose or effect of unreasonably
interfering with an individual’s work performance or creating
an intimidating, hostile, or offensive work environment.

5.1.3

Sexual harassment takes many different forms and may be overt or
subtle. It involves behavior that is not welcome, is personally offensive,
that fails to respect the rights of others, or otherwise interferes with
work effectiveness. Sexual harassment may occur between persons of
the same or different genders. Both men and women are protected by
the law and this policy, regardless of whether a male or female is the
harasser or the victim, or the harassment involves individuals of the
same sex. An employee may also be a victim of sexual harassment
where sexual harassment is pervasive in the work environment, even if
no sexual harassment is directed specifically at that employee. Sexual
harassment prohibited by this policy includes offensive or hostile conduct
based on gender regardless of whether the conduct is sexual in nature.

5.1.4

The same legal standards used to define hostile environment sexual
harassment are applicable to other forms of unlawful harassment.

Conduct Prohibited by this Policy
5.2.1

In order to prevent unlawful harassment from occurring in KP’s
workplace, this policy prohibits any conduct of a sexual nature or based
on sex/gender or the other protected status categories outlined in the
Policy Statement above that could reasonably be perceived to be
offensive to others in the workplace.

5.2.2

Employees are prohibited from harassing other employees whether or
not the incidents of harassment occur on company premises and
whether or not the incidents occur during working hours, if the conduct
is related to any of the participant's employment or adversely affects
KP's operations.

5.2.3

Anyone engaging in conduct that violates this policy is subject to
corrective/disciplinary action up to and including discharge, and, if such
conduct involves a violation of law, also may be personally subject to
civil and criminal legal liability. The level of corrective/disciplinary action
will depend on the nature, severity and frequency of the conduct.

5.2.4

Some examples of sexual or sex/gender based conduct prohibited by this
policy include:
5.2.4.1

Revised April 2013

Sexual propositions, stating or implying that sexual favors
are required as a condition of employment or continued
employment, preferential treatment or promises of
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preferential treatment to an employee for submitting to
sexual conduct; repeated unwanted sexual flirtations,
advances, or invitations

5.2.5

5.3

Unwanted physical contact, such as touching, pinching,
grabbing, kissing, patting, or brushing against another's
body

5.2.4.3

Verbal conduct, such as sexually oriented or suggestive
jokes, comments, teasing, or sounds; comments about a
person's body, questions about or discussions of another
person's or one's own sexual experiences; sexually
derogatory or stereotypical comments; verbal abuse of a
sexual nature or based on sex/gender; sex/gender-based
hostility

5.2.4.4

Offensive leering, flirtatious eye contact, staring at parts of a
person's body, sexually oriented gestures

5.2.4.5

Displays or distribution of offensive, sexually suggestive
pictures or objects, drawings, cartoons, graffiti, calendars,
posters, printed material, or clothing containing sexually
oriented language or graphics

5.2.4.6

Inappropriate electronic mail usage and transmissions,
including sexually explicit messages, cartoons, jokes, and
unwelcome propositions; as well as accessing or viewing
pornographic websites

Some examples of other conduct based on protected status that is
forbidden by this policy include:
5.2.5.1

Racial, ethnic, or religious slurs, epithets, or jokes

5.2.5.2

Derogatory or stereotypical comments based on race,
religion, national origin, age, disability, sexual orientation,
gender identity, or other protected status

5.2.5.3

Abusive or hostile treatment or similar offensive and
unwelcome conduct based on an individual’s protected
status

5.2.5.4

Inappropriate use or transmission of electronic mail or other
electronic communication equipment, or inappropriate
access or viewing of websites including those with ethnic or
racial cartoons, jokes, or any other message that may
offend, disparage, or harass an individual based on the
protected status categories outlined above

Reporting Obligations
5.3.1

Revised April 2013

5.2.4.2

Any employee or applicant for employment who is subjected to,
witnesses, or has knowledge of any actions or conduct in violation of this
policy or that could be perceived as sexual harassment or any other form
of harassment prohibited by this policy should report it promptly to an
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appropriate management official, such as a supervisor or the local
Human Resources representative. Individuals also may choose to use the
EEO Internal Complaint Procedure or the KP Compliance Hot Line.
However, an employee is not required to complain to his or her
supervisor or manager, particularly if the supervisor or manager is the
individual who is engaging in the prohibited conduct.

5.4

5.3.2

Employees should understand the importance of informing, and are
encouraged to inform, individuals engaged in behavior that may be
perceived as violating this policy that their behavior may be unwelcome,
inappropriate or offensive.

5.3.3

Any physician, manager, supervisor, or other exempt professional or
management employee who witnesses or has knowledge of sexual
harassment or other forms of harassment or conduct prohibited by this
policy is obligated to promptly report such behavior to an appropriate
representative in Human Resources so that it can be appropriately
investigated. Failure of management or other exempt personnel to
promptly report or otherwise address incidents of harassment or conduct
forbidden by this policy that are either reported to them or that they
witness may result in corrective/disciplinary action, up to and including
termination of employment.

Investigations and Remedial Action
All reports of violations of this policy will be promptly and objectively investigated
and to the maximum extent possible, investigations will be conducted so as to
protect the confidentiality and privacy of the parties involved (see NATL.HR.004,
EEO Internal Complaint Procedure). If an investigation confirms that a violation
of this policy has occurred, appropriate corrective/disciplinary action will be
taken, up to and including termination of employment, and any other remedial
action will be taken as is necessary to assure a workplace free of harassment.

5.5

No Retaliation
Kaiser Permanente policy, as well as applicable federal and state laws, prohibit
retaliation, intimidation or reprisal against applicants, employees, and
independent contractors who file complaints and/or who cooperate with or
participate in any procedures or investigations related to complaints of
discrimination, including complaints of sexual harassment and other forms of
harassment. Therefore, employees should object to sexual and other forms of
harassment and report violations without fear of reprisal or retaliation. If it is
determined that an employee has committed acts of retaliation in response to
the actual or perceived filing of a complaint or participation in the investigation of
a complaint under this policy, that person will be subject to
corrective/disciplinary action, up to and including termination of employment.

6.0

References/Appendices
6.1

Intent of HR Policies

6.2

Kaiser Permanente Principles of Responsibility
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6.3
NATL.HR.004, EEO Internal Complaint Procedure

7.0

6.4

Protected Status—California Addendum

6.5

Protected Status—Colorado Addendum

6.6

Protected Status—District of Columbia Addendum

6.7

Protected Status—Hawaii Addendum

6.8

Protected Status—Maryland Addendum

6.9

Protected Status—Ohio Addendum

6.10

Protected Status—Oregon Addendum

6.11

Protected Status—Virginia Addendum

6.12

Protected Status—Washington Addendum

Approval
Update approval, 11/29/12
In accordance with the charter of the National HR Policy Roundtable, this policy update
was approved by the National HR Policy Roundtable members, as chaired by Francie
Sloan.
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Protected Status State Addenda
CALIFORNIA ADDENDUM
Revised 1/1/13
Protected Status
In California, discrimination/harassment is prohibited on the basis of the following protected
status:
• Race
• Color
• Religion
• Sex (including pregnancy and *breastfeeding or medical conditions related to breastfeeding)
• Gender identity (and gender expression*)
• National origin
• Age
• Physical or mental disability
• Veteran status
• Sexual orientation
• Genetic information
• Ancestry*
• Marital status*
• Medical condition*
• Religious creed*
• Other status protected by applicable federal, state, or local laws, or by corporate policy
*Additional protected status under California state law

Revised April 2013
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COLORADO ADDENDUM
Revised 5/21/08
Protected Status
In Colorado, discrimination/harassment is prohibited on the basis of the following protected
status:
• Race
• Color
• Religion
• Sex (including pregnancy)
• Gender identity
• National origin
• Age
• Physical or mental disability
• Veteran status
• Sexual orientation
• Genetic information
• Ancestry*
• Creed*
• Other status protected by applicable federal, state, or local laws, or by corporate policy
*Additional protected status under Colorado state law
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DISTRICT OF COLUMBIA ADDENDUM
Revised 5/21/08
Protected Status
In the District of Columbia, discrimination/harassment is prohibited on the basis of the following
protected status:
• Race
• Color
• Religion
• Sex (including pregnancy)
• Gender identity (or expression*)
• National origin
• Age
• Physical or mental disability
• Veteran status
• Sexual orientation
• Genetic information
• Personal appearance*
• Familial responsibilities*
• Family status*
• Matriculation*
• Political affiliation*
• Other status protected by applicable federal, state, or local laws, or by corporate policy
*Additional protected status under District of Columbia law
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HAWAII ADDENDUM
Revised 5/21/08
Protected Status
In Hawaii, discrimination/harassment is prohibited on the basis of the following protected status:
• Race
• Color
• Religion
• Sex (including pregnancy)
• Gender identity
• National origin
• Age
• Physical or mental disability
• Veteran status
• Sexual orientation
• Genetic information
• Ancestry*
• Arrest and court record*
• Assignment of income for child support obligations*
• Marital status*
• Breastfeeding*
• Other status protected by applicable federal, state, or local laws, or by corporate policy
*Additional protected status under Hawaii state law
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MARYLAND ADDENDUM
Revised 5/21/08
Protected Status
In Maryland, discrimination/harassment is prohibited on the basis of the following protected
status:
• Race
• Color
• Religion
• Sex (including pregnancy)
• Gender identity
• National origin
• Age (18 or older*)
• Physical or mental disability
• Veteran status
• Sexual orientation
• Genetic information
• Marital status*
• Other status protected by applicable federal, state, or local laws, or by corporate policy
*Additional protected status under Maryland state law
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OHIO ADDENDUM
Revised 5/21/08
Protected Status
In Ohio, discrimination/harassment is prohibited on the basis of the following protected status:
• Race
• Color
• Religion
• Sex (including pregnancy)
• Gender identity
• National origin
• Age
• Physical or mental disability
• Veteran status
• Sexual orientation
• Genetic information
• Ancestry*
• Other status protected by applicable federal, state, or local laws, or by corporate policy
*Additional protected status under Ohio state law

Revised April 2013

Proprietary Information. Kaiser Permanente. All rights reserved.
Orientation Handbook

Page - 84

Human Resources
Policy Title: Commitment to a
Harassment-Free Work Environment
Owner Department: Human Resources

Policy Number: NATL.HR.005
Effective Date: 1/1/13

Custodian: Chair, National HR Policy
Page: 12 of 14
Roundtable
OREGON ADDENDUM
Revised 7/6/11
Protected Status
In Oregon, discrimination/harassment is prohibited on the basis of the following protected status:
• Race
• Color
• Religion
• Sex (including pregnancy)
• Gender identity
• National origin
• Age (18 or older*)
• Physical or mental disability
• Veteran status
• Sexual orientation
• Genetic information
• Juvenile record that has been expunged*
• Marital status*
• Other status protected by applicable federal, state, or local laws, or by corporate policy
*Additional protected status under Oregon state law
Additional prohibited conduct, per KP Northwest Region’s policy:
Workplace Harassment
This policy prohibits harassment, whether verbal, physical, or visual, that is unwelcome and
based upon a person’s race, color, religion, sex (including pregnancy), gender identity, national
origin, age, physical or mental disability, veteran status, sexual orientation, genetic information,
or other status protected by applicable federal, state, or local laws, or by corporate policy,
including the Principles of Responsibility. This prohibition includes any form of harassment that
disrupts another’s work performance, or creates an intimidating, harassing or hostile work
environment, even if it is not based on unlawful factors.
Workplace Harassment that is not based on unlawful factors, but is prohibited by this policy
includes verbal/non-verbal and/or physical conduct that, because of its severity and/or
pervasiveness, and/or persistence, is likely to interfere significantly with an individual's
employment. It is defined by reference to the nature and consequences of the behavior, not the
intent of the initiator(s). The conduct alleged to constitute harassment under this policy should
be evaluated from the perspective of a reasonable person similarly situated to the complainant
and considering all the circumstances.
Examples of general harassment not based on unlawful factors, but nonetheless prohibited by
this policy might include but are not limited to an extreme or repeated action which is offensive,
including one which demeans, ridicules, humiliates, is derogatory, insults, abuses, discredits,
injures another, slanders, offends, intimidates, threatens, is deemed unwelcome, retaliatory, or
isolates, i.e., withholding information vital to the employee's job performance.
Workplace Harassment does not include a manager's good faith efforts in corrective action of an
employee for valid, documented substandard work performance and or other work related issues.
Revised April 2013
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VIRGINIA ADDENDUM
Revised 5/21/08
Protected Status
In Virginia, discrimination/harassment is prohibited on the basis of the following protected status:
• Race
• Color
• Religion
• Sex (including pregnancy)
• Gender identity
• National origin
• Age (18 or older*)
• Physical or mental disability
• Veteran status
• Sexual orientation
• Genetic information
• Marital status*
• Other status protected by applicable federal, state, or local laws, or by corporate policy
*Additional protected status under Virginia state law
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WASHINGTON ADDENDUM
Revised 7/6/11
Protected Status
In Washington, discrimination/harassment is prohibited on the basis of the following protected
status:
• Race
• Color
• Religion
• Sex (including pregnancy)
• Gender identity
• National origin
• Age (18 or older*)
• Physical or mental disability
• Veteran status
• Sexual orientation
• Genetic information
• Creed*
• Marital status*
• Presence of any sensory, mental or physical disability*
• Use of trained dog guide or service animal by a disabled person*
• Other status protected by applicable federal, state, or local laws, or by corporate policy
*Additional protected status under Washington state law
Additional prohibited conduct, per KP Northwest Region’s policy:
Workplace Harassment
This policy prohibits harassment, whether verbal, physical, or visual, that is unwelcome and based
upon a person’s race, color, religion, sex (including pregnancy), gender identity, national origin, age,
physical or mental disability, veteran status, sexual orientation, genetic information, or other status
protected by applicable federal, state, or local laws, or by corporate policy, including the Principles of
Responsibility. This prohibition includes any form of harassment that disrupts another’s work
performance, or creates an intimidating, harassing or hostile work environment, even if it is not based
on unlawful factors.
Workplace Harassment that is not based on unlawful factors, but is prohibited by this policy includes
verbal/non-verbal and/or physical conduct that, because of its severity and/or pervasiveness, and/or
persistence, is likely to interfere significantly with an individual's employment. It is defined by
reference to the nature and consequences of the behavior, not the intent of the initiator(s). The
conduct alleged to constitute harassment under this policy should be evaluated from the perspective
of a reasonable person similarly situated to the complainant and considering all the circumstances.
Examples of general harassment not based on unlawful factors, but nonetheless prohibited by this
policy might include but are not limited to an extreme or repeated action which is offensive, including
one which demeans, ridicules, humiliates, is derogatory, insults, abuses, discredits, injures another,
slanders, offends, intimidates, threatens, is deemed unwelcome, retaliatory, or isolates, i.e.,
withholding information vital to the employee's job performance.
Workplace Harassment does not include a manager's good faith efforts in corrective action of an
employee for valid, documented substandard work performance and or other work related issues.
Revised April 2013

Proprietary Information. Kaiser Permanente. All rights reserved.
Orientation Handbook

Page - 87

Human Resources
Policy Title: Job Accommodation
Owner Department: Human Resources
Custodian: Chair, National HR Policy
Roundtable
1.0

Policy Number: NATL.HR.027
Effective Date: 6/9/11
Page: 1 of 5

Policy Statement
To comply with the requirements of both the federal Americans with Disabilities Act
(ADA) and applicable state laws, Kaiser Permanente (KP) provides reasonable
accommodation to qualified individuals with disabilities who are employees or applicants
for employment and need assistance to perform essential job functions, unless to do so
would cause undue hardship.

2.0

Purpose
The purpose of this policy is to facilitate reasonable job accommodations for qualified
individuals with disabilities and to describe the interactive process for determining
reasonable job accommodations.

3.0

Scope/Coverage
This policy applies to all eligible applicants and employees who are employed by any of
the following entities (collectively referred to as “Kaiser Permanente”):

4.0

3.1

Kaiser Foundation Health Plan, Inc. and Kaiser Foundation Hospitals (together,
KFHP/H);

3.2

KFHP/H’s subsidiaries;

3.3

The Permanente Medical Group (TPMG) [NOTE: This policy does not apply to
physicians, podiatrists or Vice Presidents of TPMG, who are covered by separate
TPMG policies]; and

3.4

Southern California Permanente Medical Group (SCPMG) [NOTE: This policy does
not apply to physicians of SCPMG].

Definitions
4.1

4.2

Revised April 2013

Eligible applicants and employees – Individuals who:
4.1.1

have a known physical or mental disability for which accommodation is
both necessary and reasonable to enable satisfactory performance of
essential job functions; and

4.1.2

are considered “qualified” for a position because they satisfy the
requisite skills, experience, education, and other job-related
requirements of the position and can perform the essential functions of
the job, with or without reasonable accommodation.

The “essential functions” of a job are determined by showing that:
4.2.1

The position exists to perform the function;

4.2.2

There are a limited number of employees available to perform the
function; or

4.2.3

The function is highly specialized.
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The work experience of past and current employees in the position is an
important factor in determining whether a function is essential.
5.0

Provisions
5.1

Job Accommodations
5.1.1

KP provides reasonable job accommodations for individuals with
disabilities. An accommodation is “reasonable” if it would be feasible to
implement and would be effective in allowing the individual to perform
essential job functions. Accordingly, a job accommodation is not
reasonable if it would change or remove essential job functions. Also, job
accommodations are not required if they would impose an undue
hardship (as defined in section 5.1.3 below) on KP’s operations.

5.1.2

In general, an accommodation is any change to the work environment or
job application process or in the way work is performed that enables a
qualified individual with a disability to perform the essential functions of
the job. Accommodations may include:

5.1.3

Revised April 2013

5.1.2.1

Making facilities accessible.

5.1.2.2

Acquisition of assistive devices (e.g., telephone amplifier,
specialized computers or keyboards) or modification of work
environment or equipment (e.g., ergonomic workspace,
modifications to lighting or sound equipment, raised or
lowered desks).

5.1.2.3

Job restructuring (i.e., reallocating nonessential job
functions or altering when or how an essential function is
performed if this permits the individual to perform the
essential functions of the job). Job restructuring for unionrepresented employees must be in accordance with
applicable collective bargaining agreements.

5.1.2.4

Modification of work schedule and/or non essential job
duties.

5.1.2.5

Leave of absence or extension of leave for a definite period
of time when an employee is currently unable to perform the
essential functions of the position (e.g., to allow employee to
receive medical treatment or recover from a medical
condition and return to work).

5.1.2.6

Reassignment to a vacant position. (Reassignment is only
available to current employees, not job applicants, when
there is no other reasonable accommodation that will enable
the employee to perform the essential job duties of his/her
current job. Reassignment for union-represented employees
must be in accordance with applicable collective bargaining
agreements.)

A determination that an accommodation would impose an undue
hardship must be based on an individualized assessment of current
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circumstances that show that a specific accommodation would cause
significant difficulty or expense, or would be unduly disruptive to other
employees’ ability to work or to provide patient care or would change
the nature of the operation of the business. Since it is difficult for any
employer to establish undue hardship, the question of whether a
proposed accommodation would create an undue hardship must be
carefully evaluated on a case-by-case basis and requires review by Legal
Counsel.
5.2

Interactive Process
5.2.1

When an employee/applicant requests an accommodation for a disability,
or when KP otherwise knows that a disabled employee needs a
reasonable accommodation, KP will engage in an interactive process to
determine if the disability can be reasonably accommodated. The
interactive process is an ongoing, timely dialogue between the individual
and the manager/supervisor/recruiter/appropriate KP Human Resources
representative to clarify the individual’s needs in performing essential job
functions and identify the appropriate reasonable accommodation. Both
KP and employee/applicant have a duty to cooperate in good faith in the
interactive process.

5.2.2

The interactive process should be initiated promptly when an
employee/applicant gives notice of a disability and desire or need for an
accommodation or KP knows about a disability and/or KP recognizes the
need for an accommodation. A request for accommodation can be made
orally or in writing by the employee, or by someone (e.g., a family
member, friend, health professional) on his/her behalf.
If the disability and need for accommodation are obvious, and an
accommodation that will assist the employee/applicant perform the
essential job duties is not difficult or costly to implement, the manager
should go ahead and provide the accommodation. In such
circumstances, no further steps in the interactive process are required.
However, the manager must notify Human Resources/the regional EEO
Coordinator of the accommodation so that it can be appropriately
documented. [NOTE: Examples of accommodations that managers
could easily implement include relocation/movement of office
furnishings; and acquisition of assistive devices, such as telephone
headset, document holder, glare shield for monitor.] A manager should
not alter or eliminate the essential functions of a position as an
accommodation.

Revised April 2013

5.2.3

The purpose of the interactive process is to identify and discuss: (1) the
essential functions of the position(s) in question; (2) the nature of the
individual’s physical and/or mental limitations and the impact of those
limitations on the performance of the essential job duties; and (3)
potential accommodations.

5.2.4

When an accommodation is requested and the manager has not already
provided a non-difficult or inexpensive accommodation as indicated in
section 5.2.2, the manager/supervisor/recruiter should promptly contact
Human Resources, which will be responsible for meeting with the
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employee/applicant and conducting and documenting the interactive
process. This includes the following actions:

5.3

Revised April 2013

5.2.4.1

Analyze the job and determine the essential job functions
and skills and attributes required to perform those functions.

5.2.4.2

In consultation with the employee, determine the individual’s
job-related functional limitations and their impact on the
performance of essential job functions.

5.2.4.3

Ask individual what specific accommodation is needed and
consider requested accommodation.

5.2.4.4

Determine if a requested accommodation is related to the
performance of essential job functions and is reasonable
(will enable the individual to perform the essential job
functions and is feasible to implement).

5.2.4.5

Consider the accommodation preferred by the individual, but
if there is more than one reasonable accommodation, select
the accommodation that best serves the needs of the
individual and KP.

5.2.4.6

Document all steps in the interactive process and any
reasonable accommodation that is considered and/or
implemented. This includes taking and preserving notes of
each meeting or call, maintaining copies of relevant
documents, recording efforts to identify accommodations,
sending letters/memos to employee/applicant confirming
discussions, agreements, any failure to cooperate and/or
next steps.

5.2.4.7

Monitor the effectiveness of the reasonable accommodation.
If a selected accommodation is not effective or no longer
effective, the interactive process should be resumed to
identify possible alternatives, or additional accommodations.

Medical Documentation
5.3.1

The employee/applicant is responsible for cooperating with KP in
providing medical documentation to assist in assessing the extent of the
employee/applicant’s functional limitations and facilitate the interactive
process to determine possible reasonable accommodations. If an
employee/applicant fails to fully cooperate and provide necessary
information during the interactive process, KP will no longer have an
obligation to continue the interactive process.

5.3.2

KP may request the employee/applicant to provide written
documentation from the employee’s/applicant’s health care provider
regarding functional limitations when the disability and/or need for
accommodation is not obvious.

5.3.3

If medical information provided by the employee/applicant’s treating
physician is insufficient to enable KP to evaluate the functional limitations
and possible accommodations, KP should explain to the individual why
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the documentation is insufficient and allow the individual a reasonable
period of time to provide the missing information. If the individual fails to
provide the necessary information, KP may request that the
employee/applicant consent to a medical examination conducted by a
physician selected by KP.
5.4

6.0

Any job accommodation issues for selected applicants which arise in conjunction
with preplacement Health Screening are administered in accordance with
applicable national and regional policies.

References/Appendices
n/a

7.0

Approval
In accordance with the charter of the National HR Policy Roundtable, this policy update
(with no changes) was approved 6/9/11 by the National HR Policy Roundtable, as chaired
by Francie Sloan.
Revision History

Original Approval Date:
8/31/09

Update Date: 6/9/11

Revision Approved Date: n/a

Original Effective Date:
8/31/09

Update Effective Date:
6/9/11

Revision Effective Date: n/a

Original Communicated Date:
n/a
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1.0

Effective Date: 2/23/12

Policy Statement
Employees of Kaiser Foundation Health Plan, Inc. and its subsidiary Health Plans (Health
Plan) and Kaiser Foundation Hospitals (Hospitals) and employees and physicians of the
Permanente Medical Groups (Medical Groups) may not use the assets and/or premises of
Health Plan/Hospitals in any political campaign on behalf of, or in opposition to, any
candidate for public office (partisan political activities). Employees of Health
Plan/Hospitals may engage in personal partisan political activities on their own time
during non-working hours, but they must avoid the appearance of representing Health
Plan/Hospitals while engaging in such partisan political activities.

2.0

Purpose
The purpose of this policy is to provide definition and guidance regarding the conduct of
political activity in order to protect KFHP/H’s tax exempt status.
Kaiser Foundation Health Plan, Inc. and Kaiser Foundation Hospitals are both non-profit
public benefit corporations that are exempt from federal income tax under Section
501(c)(3) of the federal Internal Revenue Code. One requirement of the tax exemption
is a prohibition on participating or intervening, directly or indirectly, in any political
campaign on behalf of, or in opposition to, any candidate for public office. Violations of
the rule place the corporations’ tax exemptions at significant risk. Potential penalties
include revocation of exempt status.

3.0

Scope/Coverage
This policy applies to all employees and physicians who use Health Plan/Hospitals’ assets
and premises.

4.0

Definitions
Assets: KFHP/H property, facilities, equipment, supplies, and assets, such as electronic
mail (e-mail), stationery, and other materials with the KFHP/H or Kaiser Permanente logo
or branding, must not be used for any political purpose.

5.0

Provisions
5.1

Impermissible Partisan Political Conduct by KFHP/H Employees
Any action which may cause KFHP/H to participate or intervene, directly or
indirectly, in any political campaign on behalf of, or in opposition to, any
candidate for public office, is prohibited. Such acts undertaken by KFHP/H’s
employees within the scope of their employment or such acts ratified by KFHP/H
could be considered activities of KFHP/H. Therefore, employees should not
engage in such conduct and should take care to avoid any activities that would
create an appearance that KFHP/H is engaging in such conduct. In particular:
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5.1.1 Employees of KFHP/H may not use, directly or indirectly, KFHP/H’s assets
to contribute to, endorse, or otherwise support or oppose a candidate for
public office or a political party or to support a political action committee
(“PAC”).
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5.1.2

Employees of KFHP/H may not engage in activities to support or oppose
candidates for public office, political parties or to support PACs during
work time or when being paid by KFHP/H for performing services,
including while on employer-paid union or LMP leave or release time.

5.1.3

Employees who exercise supervision over other employees may not
solicit political contributions or other support for, or in opposition to,
candidates for public office, political parties or for PACs from those in the
chain of their supervisory responsibility. This includes, but is not limited
to, soliciting such employees to volunteer to provide services for a
campaign supporting or opposing a candidate for public office. This is to
minimize the risk that co-workers may feel inappropriate pressure that
infringes on the free exercise of their own personal political rights.
Because of the broad nature of their supervisory responsibility, high-level
corporate executive officers (Senior Vice Presidents and above) or those
acting on their behalf, may not solicit personal contributions to support
or oppose a campaign for a candidate for a public office or other
personal support for prohibited political activities from lower-level
employees within the corporation. If high-level corporate executive
officers (Senior Vice Presidents and above) do personally solicit the
support of other high level executives (Senior Vice Presidents and above)
for example, from home-to-home, without the direct or indirect use of
corporate assets, they must state that the request is personal and is in
no way sponsored, endorsed or authorized by the employer and that
participation is strictly voluntary.

5.1.4

Corporate directors, managers, Government Relations staff and contract
lobbyists should take care to avoid the appearance of corporate
endorsement when they personally, as individuals, undertake to solicit
political contributions or other support or opposition from employees
over whom they do not exercise supervision. If they do personally solicit
the support of other employees (for example, from home-to-home,
without direct or indirect use of corporate assets), they must state that
the request is personal and is in no way sponsored, endorsed or
authorized by the employer, and that participation is strictly voluntary.

5.1.5

In any personal solicitation regarding a campaign for public office,
KFHP/H employees may not refer to the connection with or possible
interest of KFHP/H in encouraging participation in or support of the
campaign.

5.1.6

Employees of KFHP/H may not, directly or indirectly, provide phone or
mailing lists, email distribution lists or other corporate information to a
campaign, political party, PAC or other entity for use in any political
campaign on behalf of, or in opposition to, any candidate for public
office. If any such employee or agent provides any information that
appears to be known to that person as a result of the employee or
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agent’s connection to KFHP/H, the employee or agent may be asked to
document how the information was assembled without KFHP/H’s assets.

5.2

5.1.7

Registration of voters on the premises of KFHP/H, if such voter
registration is done in a partisan manner is not permissible (non-partisan
voter registration is permissible, see Section 5.3.3).

5.1.8

Employees of KFHP/H may not wear political buttons, insignias or
clothing or post signs or use workplace computer screensavers that
contain political messages, whether for a candidate, a political party, or
for a political campaign such as a referendum or initiative election issue.
This is prohibited in the workplace because of the negative impact such
displays may have on other employees, members or the patient care
experience.

5.1.9

Engaging in impermissible conduct will result in corrective/disciplinary
action up to, and including, termination.

Permissible Personal Partisan Political Conduct by KFHP/H Employees
Employees may engage in personal political activities on their own time, without
using KFHP/H’s assets, as long as they avoid the appearance of representing
KFHP/H. This can be done by not identifying oneself as affiliated with “Kaiser
Permanente” or “Health Plan/Hospitals” on name tags at political events, when
attending those events, when making political endorsements, or when soliciting
political contributions. If an employee does identify him/herself with Kaiser
Permanente or KFHP/H, he/she should take care to be clear that he/she is acting
as an individual and not on behalf of KFHP/H, and that he/she is acting without
the authority or approval of KFHP/H.
The following activities are permissible:

Revised April 2013

5.2.1

Attending, organizing, or participating in political events or activities on
the employee’s own time, outside of the employee’s work hours, away
from KFHP/H’s premises and while not using any KFHP/H's assets.

5.2.2

Contributing one’s own funds to a political candidate, political action
committee (PAC), political party or other political entity. (Federal
election law and some state election laws require that certain
contributions to candidates, PACs and political parties must be reported
to the federal and/or state election commission, and must include the
name of the contributor’s employer, but this is not considered an
endorsement by the employer.)

5.2.3

Endorsing candidates for public office on an individual, personal basis.

5.2.4

Soliciting contributions, or other support or opposition from nonemployees for candidates for public office or political action committees
on the employee’s own time, away from the corporate facility, while not
directly or indirectly using any KFHP/H's assets.

5.2.5

Soliciting personal political contributions from other employees over
whom there is no direct or indirect supervision, away from the corporate
premises (for example, from home-to-home), without direct or indirect
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use of any KFHP/H's assets, and without subjecting co-workers to any
pressure that infringes on their free exercise of their personal political
participation rights. (Directors, managers, Government Relations staff
and contract lobbyists have special restrictions on their soliciting. See
Section 5.1.4)
5.3

5.4

Permissible Non-Partisan Political Activity
5.3.1

KFHP/H may conduct a government relations program, as long as the
total level of expenditures for such purpose is not substantial. Such
activities, however, must be coordinated through the Government
Relations Departments of the Program Offices, Regional Offices, and
Area/Service Areas Public Affairs Offices, and the California Government
Relations Committee.

5.3.2

In addition, KFHP/H may contribute to and participate in non-partisan
state and local initiatives and referendums, again subject to the rule
regarding the level of expenditures, but any such contributions and
participation must also be coordinated through the Government
Relations offices and the California Government Relations Committee.

5.3.3

Upon request to and approval by management, voter registration drives
may be conducted on the premises of KFHP/H if such registration is done
in a strictly non-partisan manner (e.g., no candidate is named or
depicted, or all candidates are named or depicted without favoring any
candidate over any other in any voter registration communication; no
political party is identified, depicted or favored except for identifying the
political affiliation of all candidates named or depicted; communication is
strictly limited to urging voter registration; voters are registered without
regard to political affiliation; and voter registration workers are
instructed not to express a preference for a candidate or party, even if
asked). To avoid disrupting the patient/member healthcare care
experience, however, non-partisan voter registration activities should be
conducted in areas that are accessible to those who wish to participate,
but should be conducted in a manner and in a location that does not
interfere with member/patient access to services and does not require
that members/patients interact with the voter registrar unless they
choose to do so. Local management may designate appropriate
locations for such activities, and any such drives must be carefully
supervised to ensure that they are being conducted in a non-partisan
manner.

Conduct of Medical Group Physicians and Employees
5.4.1

Revised April 2013

The Permanente Medical Groups (Medical Groups) are not tax-exempt
organizations and are not subject to the same restrictions as KFHP/H.
Medical Group physicians and employees are, however, prohibited from
using KFHP/H’s assets and premises for political fundraising, political
campaign activities or to engage in other prohibited political activities.
Medical Group physicians and employees should note that, generally, the
buildings in which the Medical Group provides care and the assets
surrounding Medical Group physicians and employees in the workplace
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(such as telephones, computers, office equipment and supplies) are
owned by KFHP/H and may not be used for political fundraising, political
campaign activities or other prohibited political purposes.

5.5

5.4.2

When engaged in political fundraising or political campaign activities,
physicians and employees of the Medical Groups must follow their own
PMG policies; however, if mentioning “Health Plan/Hospitals” or “Kaiser
Permanente,” they must state that the reference is made for
identification only and that the physician or employee is not acting on
behalf of or with the authority of KFHP/H or Kaiser Permanente as a
whole.

5.4.3

Questions about the legality of political activities by Medical Group
physicians and employees should be directed to Medical Group legal
counsel.

Conduct of Labor Unions and Union Employees
Labor unions and union employees are prohibited from using KFHP/H’s assets or
premises for political fundraising, political campaign activities or other prohibited
partisan political activities, as discussed elsewhere in this policy. Union
representatives should note that, generally, the buildings in which they work and
the assets surrounding employees are owned by KFHP/H, and may not be used
for political fundraising, political campaign activities or other prohibited political
purposes, including the use of KFHP/H’s conference rooms or other facilities for
meetings with political parties or candidates for public office in relation to
support or opposition for their campaigns. Union employees may be released to
work on non-partisan political activities, including work on non-partisan
referendums or initiatives, at the discretion of local leadership, but such work
must be completely non-partisan. If material posted on bulletin boards that are
reserved for union use pursuant to bargaining agreements contains partisan
political content, management should take steps to disclaim that material as
representing KFHP/H.

5.6

6.0

References/Appendices
6.1

7.0

Questions about the application or interpretation of this policy should be directed
to Regional Human Resources.

Intent of HR Policies

Approval
Update approval, 2/23/12
In accordance with the charter of the National HR Policy Roundtable, this policy update
was approved by the National HR Policy Roundtable members, as chaired by Francie
Sloan.
Revision History
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1.0

Policy Statement
Kaiser Permanente (KP) prohibits solicitation and distribution of written or other materials
on its premises by persons not employed by KP. On premises solicitation and distribution
by employees may occur only in accordance with this policy.

2.0

Purpose
The purpose of this policy is to avoid the disturbance of patients and the disruption of
business operations. [NOTE: This policy does not apply to KP-sponsored events.]

3.0

Scope/Coverage
This policy applies to all employees in the California Regions working in any of the
following entities (collectively referred to as “Kaiser Permanente”):

4.0

5.0

6.0

3.1

Kaiser Foundation Health Plan, Inc. and Kaiser Foundation Hospitals (together,
KFHP/H);

3.2

KFHP/H’s subsidiaries;

3.3

The Permanente Medical Group (TPMG) [NOTE: This policy does not apply to
physicians, podiatrists, and Vice Presidents of TPMG]; and

3.4

Southern California Permanente Medical Group (SCPMG) [NOTE: This policy does
not apply to physicians of SCPMG].

Definitions
4.1

Working Time – time during which an employee is required or scheduled to be
on duty, exclusive of break time, meal time, or time before and after required or
scheduled work time.

4.2

Working Area – an area in which an employee is performing, or may be called
upon to perform, work related tasks and duties, including but not limited to exam
and treatment areas and other areas in which patients receive care, but not
including employee lounges, break rooms, meal rooms, or rest rooms.

Provisions
5.1

Employees may not engage in solicitation during working time. Non-employees
may not engage in solicitation or distribution at any time or in any area on KP
premises.

5.2

Employees may not engage in distribution in working areas at any time.
Employees may not engage in distribution in nonworking areas on working time.

5.3

When a KP employee club or KP volunteer organization wishes to publicize its
activities on KP premises, written permission must be obtained from the
Administrator of the facility.

5.4

Upon approval from the Administrator of the facility, employees may post
solicitation notices on bulletin boards provided for this purpose. However, under
no circumstances may political or religious notices be posted.

5.5

Human Resources Consultants/Employee and Labor Relations Consultants are
also available to discuss any concerns regarding solicitation.

References/Appendices
n/a
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7.0

Signature Line(s)
n/a

Original Approval Date: n/a
Original Effective Date: 5/98
Original Communicated Date: n/a
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Revision History
Revision Approved Date: n/a
Revision Effective Date: n/a
Update Effective Date: 2/06; 2/1/08;
12/4/09; 9/27/11
Revision Communicated Date: n/a
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1.0

Policy Number: SCAL.HR.4.05

Policy Statement
Kaiser Permanente (KP) provides eligible employees leave under the federal Family and
Medical Leave Act (FMLA), the California Family Rights Act (CFRA), and in accordance
with the California Pregnancy Disability Leave Regulations (PDL).

2.0

Purpose
The purpose of this policy is to provide leave to employees in compliance with FMLA,
CFRA and PDL, and to inform employees and managers of their responsibilities in
requesting or providing leave.

3.0

Scope/Coverage
This policy applies to employees in the Southern California Region who are employed by
the following entities (collectively referred to as “Kaiser Permanente”):

4.0

3.1

Kaiser Foundation Health Plan, Inc. and Kaiser Foundation Hospitals (together
KFHP/H);

3.2

KFHP/H’s subsidiaries; and

3.3

Southern California Permanente Medical Group (SCPMG) [NOTE: This policy does
not apply to physicians of SCPMG].

Definitions
4.1

Revised April 2013

Under FMLA/CFRA
4.1.1

Active Duty – duty under a call or order to active duty under Title 10
of the United States Code or any other provision of law during a war or
during a national emergency declared by the President or Congress.

4.1.2

Child (does not apply to Military Caregiver Leave—see definition in
section 5.2.4.2.1) – a biological, adopted, or foster child; a stepchild; or
a legal ward of the employee or of an employee standing in loco
parentis. A child is either under 18 years of age, or 18 years of age or
older and incapable of self care because of a mental or physical
disability.

4.1.3

Health Care Provider -- medical doctor, osteopath, podiatrist, dentist,
clinical psychologist, optometrist, chiropractor, nurse practitioner, clinical
social worker, midwife, Christian Science practitioner, and any other
person determined by the Secretary of Labor to be capable of providing
health care services.

4.1.4

I n loco parentis -- one who has day-to-day responsibilities to care for
and financially support a child. A biological or legal relationship is not
necessary.
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5.0

Policy Number: SCAL.HR.4.05

4.1.5

Parent (does not apply to Military Caregiver Leave—see definition in
section 5.2.4.2.2) – a biological, adoptive, step or foster father or
mother, or any other individual who stood in loco parentis to the
employee when the employee was a child. This definition does not
include parents “in law.”

4.1.6

Serious Health Condition -- an illness, injury, impairment, or physical
or mental condition that involves:
4.1.6.1

overnight inpatient care and subsequent treatment; or

4.1.6.2

an incapacity of more than three consecutive calendar days
that also involves two or more treatments (the first
treatment visit must be within seven days of the start of the
period of incapacity and the second treatment visit must be
within 30 days, unless extenuating circumstances exist), or
one treatment visit within seven days of the start of the
period of incapacity with a regimen of continuing treatment
by a Health Care Provider; or

4.1.6.3

an incapacity due to pregnancy or for prenatal care; or

4.1.6.4

a chronic condition that requires periodic treatment by a
Health Care Provider (a minimum of two visits per year), or
extends over a period of time and may cause episodic rather
than continuing periods of disability, such as asthma,
diabetes, epilepsy; or

4.1.6.5

a period of incapacity which is permanent or long-term due
to a condition for which treatment may not be effective; or

4.1.6.6

multiple treatments such as for cancer, severe arthritis,
kidney disease.

4.1.7

Spouse -- a husband or wife as defined or recognized under state law
for purposes of marriage in the state where the employee resides.

4.1.8

Domestic Partner (per California KP policy) – a Domestic Partner as
defined by and certified through the State of California or Kaiser
Permanente's Affidavit of Domestic Partnership.

Provisions
5.1

Eligibility
5.1.1

Revised April 2013

Employees are eligible for leave under the Family and Medical Leave Act
(FMLA) and the California Family Rights Act (CFRA) if they:
5.1.1.1

have completed 12 months of employment with KP (the 12
months of KP employment do not have to be in one
continuous period); and

5.1.1.2

have worked at least 1,250 hours during the 12-month
period immediately preceding the beginning of the leave in
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any Kaiser Permanente Region or entity across the KP
Program; and

5.1.1.3
5.1.2
5.2

are employed at a worksite where 50 or more employees are
employed by any KP entity within 75 miles of that worksite.

Employees are eligible for leave under the California Pregnancy Disability
Leave Regulations (PDL) upon commencement of employment.

Leave Entitlement
5.2.1

Under FMLA, an eligible employee may take up to a total of 12
workweeks of leave during a 12-month period for:
5.2.1.1

the birth or care of the employee’s child within the first year
of birth;

5.2.1.2

the care of an adoptive or foster child within the first year of
placement with the employee;

5.2.1.3

the care of a child, parent, or spouse who has a serious
health condition; and/or

5.2.1.4

the employee’s own serious health condition.

5.2.2

CFRA generally provides the same leave as FMLA, but CFRA does not
cover Family or Medical leave for pregnancy disability. If an employee
takes FMLA for pregnancy disability, the employee may still be eligible
for an additional 12 weeks of leave under CFRA for other family and
medical leave purposes. Under CFRA, an eligible employee may also take
up to 12 weeks of leave to care for a domestic partner with a serious
health condition.

5.2.3

An employee who is disabled by pregnancy or childbirth is entitled to up
to four months of leave under PDL. Up to 12 workweeks of this time is
concurrently counted as leave under FMLA but is not counted as leave
under CFRA. The employee is entitled to an additional 12 workweeks
under CFRA for other family and medical leave purposes such as taking
care of the newborn child within the first year of birth.

5.2.4

Military Caregiver Leave
5.2.4.1

FMLA-eligible employees may take up to 26 workweeks of
FMLA leave during a “single 12-month period” to care for a
covered servicemember with a serious injury or illness. The
“single 12-month period” begins on the first day the
employee takes military caregiver leave and ends 12 months
after that date. [Note: this period is measured differently
than for other FMLA leaves; see section 5.7.1.]

5.2.4.2

In order to be eligible for military caregiver leave, an eligible
employee must be the spouse, son, daughter, parent, or
next of kin of a covered servicemember.
5.2.4.2.1 A son or daughter means the covered
servicemember’s biological, adopted, or foster
child, stepchild, legal ward, or a child for whom
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the covered servicemember stood in loco
parentis, and who is of any age.
5.2.4.2.2 A parent means a covered servicemember’s
biological, adoptive, step or foster father or
mother, or any other individual who stood in
loco parentis to the covered servicemember.
This definition does not include parents “in law.”
5.2.4.2.3 The next of kin of a covered servicemember is
the nearest blood relative, other than the
covered servicemember’s spouse, parent, son,
or daughter.

5.2.4.3

A covered servicemember includes:
5.2.4.3.1 a current members of the Regular Armed
Forces, National Guard or Reserves who is
undergoing medical treatment, recuperation, or
therapy, or otherwise is in outpatient status or
on the temporary disability retired list, for a
serious injury or illness incurred in the line of
active duty; and
5.2.4.3.2 a veteran who has left military service (regular
Armed Services, National Guard or Reserves)
sometime within the previous five years, and
who is undergoing medical treatment,
recuperation or therapy for a serious injury or
illness that the veteran incurred in the line of
active duty, and that manifested itself before or
after the service member became a veteran.

Revised April 2013

5.2.4.4

A serious injury or illness is one that may render the
servicemember medically unfit to perform the duties of his
or her office, grade, rank or rating, including those that
existed before the servicemember’s active duty, but which
were aggravated by service in the line of duty while on
active duty.

5.2.4.5

Military caregiver leave applies on a per-covered
servicemember, per-injury basis such that an eligible
employee may be entitled to take more than one period of
26 workweeks of leave if the leave is to care for different
covered servicemembers or to care for the same
servicemember with a subsequent serious injury or illness,
except that no more than 26 workweeks of leave may be
taken within any single 12-month period.

5.2.4.6

Entitlement to military caregiver leave is in addition to FMLA
leave for other covered reasons. However, if an employee
requires time off during a single 12-month period for leave
as a caregiver for an injured servicemember and also for a
different qualifying reason (for example, birth/adoption of a
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child, or the employee's own serious health condition), the
maximum amount of time off for all types of FMLA leave
during that 12-month period is 26 weeks. In no event may
an employee take more than 26 weeks of FMLA leave in a
single 12-month period, regardless of the reason(s) for the
leave.

5.2.4.7

5.2.5

If a husband and wife are both employed by KP and take
military caregiver leave, they are limited to a maximum
combined total of 26 weeks for all types of FMLA leave.

Military Exigency Leave
5.2.5.1

FMLA-eligible employees may take up to 12 workweeks of
FMLA leave while the employee’s spouse, son, daughter or
parent (the “covered military member”) is on active duty or
call to active duty status. Military exigency leave does not
extend to family members of servicemembers called to
active duty by a State.

5.2.5.2

“Covered military members” are 1) members of the Reserves
and/or National Guard who are called to active duty in
connection with a national emergency, or a military action,
operation, or hostilities outside the U.S., and 2) members of
the regular Armed Forces who are deployed to an
assignment outside the U.S.

5.2.5.3

Military exigency leave may be taken for one or more of the
following qualifying exigencies:
5.2.5.3.1 To address any issues that arise when there is
short-notice of seven calendar days or less prior
to the date of deployment. Leave taken for this
purpose can be used for a period of seven
calendar days beginning on the date the
covered military member is notified of an
impending call or order to active duty.
5.2.5.3.2 To attend military events and related activities.
5.2.5.3.3 To attend to childcare and school activities
pertaining to the covered military member’s
child.
5.2.5.3.4 To attend to financial and legal arrangements
for the covered military member.
5.2.5.3.5 To attend counseling that is needed due to the
covered military member’s active duty or call to
active duty.
5.2.5.3.6 To spend time with a covered military member
who is on short-term, temporary, rest and
recuperation leave during the period of
deployment. Eligible employees may take up to
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five days of leave for each instance of rest and
recuperation.
5.2.5.3.7 To attend post-deployment activities during the
period of 90 days following the termination of
the covered military member’s active duty status
or to address issues that arise from the death of
a covered military member while on active duty
status.
5.2.5.3.8 To address other events that arise out of the
covered military member’s active duty or call to
active duty status provided that KP and the
employee agree that such leave qualifies as an
exigency, and agree to both the timing and
duration of such leave.

5.2.5.4

Military exigency leave is an additional qualifying reason for
FMLA leave and may be taken along with other qualifying
reasons for FMLA (e.g. birth/adoption of a child, care for a
covered family member with a serious health condition, the
employee's own serious health condition). However, the
maximum time off during any 12-month period for FMLA
leave for any reason or combination of reasons (except
military caregiver leave) is 12 weeks.

5.2.5.5

California Family Military Leave Act
5.2.5.5.1 In addition to Family Leave Due to Military
Exigency, employees may be eligible for leave
under the California Family Military Leave Act.
5.2.5.5.2 Qualified member: A member of the United
States Armed Forces who has been deployed
during a period of military conflict to an area
designated as a combat theater or combat zone
by the President of the United States, or a
member of the National Guard or Reserves who
has been deployed during a period of military
conflict.
5.2.5.5.3 Eligibility: Any employee who works an
average of 20 or more hours per week and is
the spouse of a qualified member of the United
States Armed Forces, National Guard, or
Reserves is eligible for California Family Military
Leave. Note: Under Kaiser Permanente policy,
this leave is also provided to eligible employees
who are registered domestic partners of
deployed military servicemen and
servicewomen.
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5.2.5.5.4 Leave Entitlement: The California Family
Military Leave Act requires covered employers to
provide up to ten days of unpaid leave to eligible
employees who are spouses of deployed military
servicemen and servicewomen.
5.2.5.5.5 Qualifying Reasons: The leave may be taken
when the military spouse is on leave from
deployment during a time of military conflict.
5.2.5.5.6 Notice: To be eligible for leave, the employee
also must provide Kaiser Permanente with notice
of intention to take family military leave within
two business days of receiving official notice
that the employee’s military spouse will be on
leave from deployment.
5.2.5.5.7 Certification: To be eligible for leave, the
employee must provide documentation certifying
that the employee’s military spouse will be on
leave from deployment during the time that the
employee requests leave.

5.3

Revised April 2013

Notice
5.3.1

The employee’s initial request for FMLA/CFRA/PDL leave may be verbal
or in writing. The employee must provide enough information to make
KP aware of the employee’s needs for FMLA/CFRA/PDL leave, but the
employee does not have to specifically mention FMLA/CFRA/PDL. For
example, if an employee requests a week off to care for a newborn child,
that provides the manager with enough information to be aware that this
may qualify as FMLA/CFRA leave.

5.3.2

The employee must provide his/her manager with advance notice if the
need for the leave is foreseeable (for example, for an expected birth,
placement for adoption or foster care, or for a scheduled surgery or
medical treatment visit). For all FMLA/CFRA/PDL leaves other than
military exigency leave, if the employee knows of the need for leave in
advance, the employee must give the manager at least 30 calendar days
of notice in order to have the time off qualify as FMLA/CFRA/PDL leave.
If 30-day notice is not practicable because the employee does not have
that much advance knowledge of the need for time off (for example,
with a sudden illness, or re-scheduled surgery), the employee must give
the manager notice of the need for leave as soon as practicable and
must comply with KP’s call-in procedures. When the need for military
exigency leave is foreseeable, the employee must provide notice as soon
as practicable. An employee’s delayed submission of notice of the need
for leave may delay the commencement of FMLA/CFRA/PDL leave; or it
may result in denial of FMLA/CFRA/PDL protection for the employee’s
absence, making the absence subject to regional attendance policies.

5.3.3

If leave is requested for planned medical treatment, the employee also
must make a reasonable effort to schedule the leave so as not to disrupt
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unduly KP’s operations (for example, scheduling treatment appointments
around critical work deadlines or heavy patient load days). Failure to
make reasonable efforts in scheduling leave may result in denial of the
requested time off, or may result in denial of FMLA/CFRA/PDL protection
for the employee’s absence, making the absence subject to regional
attendance policies.

5.4

5.5

Revised April 2013

5.3.4

The supervisor who receives notice that an employee needs time off
work for a reason that may be FMLA/CFRA/PDL-qualifying must give the
employee notice of how to apply for FMLA/CFRA/PDL leave. The
employee should complete the FMLA/CFRA/PDL leave process and
ensure that the appropriate Health Care Provider gives KP medical
certification, if applicable, as soon as practicable.

5.3.5

Upon notice from the employee of a need for time off that may qualify
for FMLA/CFRA/PDL leave, the supervisor must immediately notify the
HRSC or applicable HR department in order for information regarding
FMLA/CFRA/PDL rights and responsibilities to be sent to the employee,
and for the HRSC or HR department to determine if the employee is
eligible for FMLA/CFRA/PDL leave.

Designation
5.4.1

After an employee has requested FMLA/CFRA/PDL leave, the HRSC or
applicable HR department will inform the employee within 5 business
days whether the employee is eligible under the FMLA/CFRA/PDL and if
not, let the employee know the reason for ineligibility. This notice to the
employee will specify additional information required from the employee
as well as the employee’s rights and responsibilities.

5.4.2

KP is responsible for designating time off work, paid or unpaid, as
FMLA/CFRA/PDL leave, and for giving the employee notice of whether
the time off has been designated as FMLA/CFRA/PDL leave or not.
Designation should occur as soon as KP has information that the time off
qualifies as FMLA/CFRA/PDL leave. KP may conditionally designate time
off work as FMLA/CFRA/PDL leave pending receipt of appropriate
medical certification and eligibility determination.

5.4.3

If KP learns that an employee’s absence was for a FMLA/CFRA/PDL
leave-qualifying purpose after the absence has begun, KP may, in its
discretion, retroactively designate the entire absence or some portion of
the time off work as FMLA/CFRA/PDL leave, to the extent that the period
qualified as FMLA/CFRA/PDL leave, and as long as a late designation did
not cause an employee to take leave he/she would not have taken if
he/she had known the leave would be counted against his/her
FMLA/CFRA/PDL entitlement.

5.4.4

An eligible employee who takes a leave for a FMLA/CFRA/PDL leavequalifying reason cannot avoid having the time counted against his/her
FMLA/CFRA/PDL entitlement by stating he/she does not want it
considered as FMLA/CFRA/PDL leave.

Medical Certification
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5.5.1

KP may conditionally designate a leave for purposes of personal or family
illness or for military caregiver leave while notifying the employee that
final FMLA/CFRA/PDL leave designation depends on the employee’s
timely submission of a satisfactory medical certification.

5.5.2

The employee must obtain the treating Health Care Provider’s medical
certification and submit it to KP within 15 calendar days of KP’s request
for the medical certification, unless there are extenuating circumstances
that make this impracticable despite the employee’s diligent, good faith
efforts or KP provides additional time. Untimely submission of medical
certification may result in denial of FMLA/CFRA/PDL protection for the
employee’s absence, making the absence subject to regional attendance
policies.

5.5.3

The employee must provide a complete and sufficient medical
certification to KP. If the employee does not, KP will provide the
employee with seven calendar days to cure the deficiency.

5.5.4

If an employee fails to provide appropriate medical certification within
the time limits, KP may deny FMLA/CFRA/PDL protection for the
employee’s absence, and may impose corrective/disciplinary action for
unauthorized absence, or KP may deny the employee reinstatement to
work.

5.5.5

KP requires that the employee provide the following documentation:
5.5.5.1

Medical certification from the treating Health Care Provider
that the employee needs a period of leave because of a
serious health condition affecting the employee or his/her
child, parent, spouse, or domestic partner.

5.5.5.2

Medical certification from the treating Health Care Provider
that the employee needs intermittent leave for the serious
health condition of the employee or his/her child, parent,
spouse, or domestic partner.

5.5.5.3

Medical certification from the treating Health Care Provider
that the employee needs a reduced work schedule for the
employee’s own serious health condition.

5.5.5.4

Recertification by the treating Health Care Provider may be
required every 30 calendar days in connection with an
employee’s absence, unless the following apply:
5.5.5.4.1 If the medical certification indicates that the
minimum duration of the condition is more than
30 calendar days, KP may request recertification
when that minimum duration expires, unless
section 5.5.6.4.2 applies:
5.5.5.4.2 KP may request recertification in less than 30
calendar days if the employee requests an
extension of leave; there has been a significant
change in circumstances, such as the duration
or frequency of the absences or the severity of
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the condition; or KP receives information that
casts doubt on the employee’s stated reason for
the absence.

5.5.5.5

5.6

The employee may be required, at KP’s expense, to obtain
the opinion of a second and third Health Care Provider
supporting the need for FMLA/CFRA leave due to a serious
health condition affecting the employee.

Family Leave for Newborn or Newly Adopted Child
FMLA/CFRA leave for the care of a newborn, or a newly placed adopted or foster
child, must conclude within one year of the birth or placement. FMLA/CFRA
leave for placement of an adopted or foster child may commence prior to the
placement if the absence from work is required for the placement to proceed.

5.7

Revised April 2013

Length of Leave (also see Pregnancy-related Disability, Section 5.11)
5.7.1

An employee may take up to 12 workweeks of FMLA/CFRA leave within a
12-month period. Eligible part-time employees may take up to a total of
12 workweeks of their regular schedules. For all FMLA/CFRA leave other
than military caregiver leave, KP calculates FMLA/CFRA leave using a 12month rolling period. The 12-month rolling period is measured backward
from the date an employee uses FMLA/CFRA leave. Each time an
employee takes FMLA/CFRA leave, the remaining leave entitlement is the
balance of the 12 workweeks which the employee has not used during
the immediately preceding 12 months. The length of leave related to a
serious health condition will be only for that period of time reasonably
necessary for the employee’s or family member’s incapacity or care.

5.7.2

If an employee needs an extension of the approved leave, he/she must
request an extension for FMLA/CFRA leave. The employee must notify
KP as soon as he/she has knowledge of the need but not later than two
business days before the anticipated return to work date, where the
need for an extension is foreseeable. For extension of FMLA/CFRA leave
relating to a serious health condition, employees must provide a Health
Care Provider’s recertification within 15 calendar days of KP’s request, if
practicable.

5.7.3

Upon expiration of the time needed for FMLA/CFRA leave set forth in any
medical certification document and in the absence of recertification, the
leave will automatically terminate and the employee will be expected to
return to work, unless KP has approved additional non-FMLA/CFRA leave.
If an employee fails to return to work after the approved FMLA/CFRA
leave or other approved leave expires, the employee may be subject to
corrective/disciplinary action up to and including termination.

5.7.4

KP may require an employee on leave to report periodically on the
employee’s status and intent to return to work.

5.7.5

If both parents are eligible for FMLA/CFRA and work for KP, the leave for
the birth and/or care of a newborn, or the placement of a child for
adoption or foster care is limited to a combined total of 12 workweeks.
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[NOTE: additional FMLA leave will be available if the employees qualify
for Military Caregiver Leave, see Section 5.2.4.6.]
5.8

5.9

Intermittent Leave or Reduced Work Schedule under FMLA
5.8.1

Intermittent leave or a reduced work schedule may be approved with
medical certification for an employee’s serious health condition, for the
employee to care for a child, parent, spouse, or domestic partner with a
serious health condition, or for military caregiver leave. [NOTE:
Intermittent leave or a reduced work schedule for a domestic partner’s
serious health condition is an entitlement under CFRA, but not FMLA.]
Such leave may also be taken when necessary for military exigency
leave. For intermittent leave or leave on a reduced work schedule (other
than for military exigency leave), there must be a medical need for leave
(as distinguished from voluntary treatments and procedures) and it must
be that such medical need can be best met through an intermittent or
reduced leave schedule. KP may request that the treating Health Care
Provider verify that an employee’s pattern of absences is consistent with
the need for the intermittent leave.

5.8.2

The Notice requirements in section 5.3 above also apply to intermittent
leave and reduced work schedule requests. The employee also must
make a reasonable effort to schedule the leave so as not to disrupt
unduly KP’s operations.

5.8.3

If the need for intermittent leave or reduced work schedule leave is
foreseeable based on planned medical treatment, KP may require an
employee to temporarily transfer to an available alternative position
(with equivalent pay and benefits) for which the employee is qualified
and which better accommodates recurring periods of leave than the
employee’s regular position.

5.8.4

When an exempt employee is on FMLA/CFRA leave and provides medical
certification stating that he/she will need to work reduced hours, the
employee’s salary may be reduced proportionately for the hours not
worked. Employees may substitute accrued paid time off benefits to
avoid the loss of pay.

5.8.5

Under CFRA, an employee who wishes to take intermittent leave to care
for and bond with a child within one year of the birth or placement of
the child must take the leave in increments of two weeks or more at a
time, with the exception that leaves of less than two weeks can be taken
twice during the year.

5.8.6

KP will account for intermittent leave using an increment no greater than
the shortest period of time that KP uses to account for other forms of
leave.

Benefit Continuation during FMLA/CFRA/PDL
5.9.1

Revised April 2013

KP maintains the employee’s benefit coverage in accordance with
requirements under FMLA/CFRA/PDL, plan provisions, and/or applicable
collective bargaining agreements. Under FMLA/CFRA/PDL, KP is required
to maintain health care benefits while an employee is on
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FMLA/CFRA/PDL leave, paid or unpaid. While an employee is in a paid
status (e.g., Paid Time Off, Earned Time Off, Flexible Personal Days, sick
leave), other benefits also will continue as they would for any other
employee on paid leave.

5.10

5.9.2

If an employee is eligible for FMLA/CFRA, KP will maintain the
employee’s health care benefits coverage for a maximum of 12
workweeks in a 12-month period, or up to 26 workweeks in a 12-month
period for FMLA military caregiver leave. Benefits coverage may be
extended because the employee is in a paid leave status for more than
12 weeks.

5.9.3

KP will maintain an employee's health care benefits for the entire time
the employee is entitled to PDL, not to exceed four months in a single
12-month period. Benefits coverage may be extended because the
employee is in paid leave status for more than the PDL period or
because the employee is also entitled to additional leave under CFRA or
the FMLA military caregiver provisions.

5.9.4

If an employee exhausts all eligibility for continuation of KP-paid health
care benefits under Section 5.9, the employee may extend those benefits
at his or her own expense—through Leave of Absence billing, COBRA, or
individual conversion (if available).

Compensation Continuation during FMLA
5.10.1 An employee’s pay status during FMLA/CFRA leave is determined in
accordance with applicable laws, regional policies, and collective
bargaining agreements.
5.10.2 An employee may be required to use, or have an option to use paid time
off benefits as follows:

Revised April 2013

5.10.2.1

An employee on FMLA/CFRA leave for his/her own serious
health condition may elect, but is not required to utilize
available accrued vacation, Earned Time Off (ETO) or
Flexible Personal Days (FPD) hours while on leave. An
employee is required to utilize available and accrued
Extended Sick Leave (ESL) or annual and/or banked sick
leave hours (excluding for pregnancy disability), as
applicable.

5.10.2.2

An employee may elect to use ETO or Flexible Personal Days
or convert vacation to sick time prior to beginning an unpaid
leave, to receive pay while absent from work due to their
own illness.

5.10.2.3

An employee may elect, but is not required, to use ETO,
vacation or FPD hours while on FMLA/CFRA leave to care for
a child, spouse, domestic partner or parent.

5.10.2.4

An employee in California is also eligible for paid “Kin Care”
leave in accordance with the California Employment Sick
Leave Act (CESLA). An employee may use paid sick leave to
attend to the illness of his/her child, spouse, domestic
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partner, or parent. In any calendar year, an employee may
use one-half (or six month’s worth) of his/her annual accrual
of Extended Sick Leave (ESL)/Earned Time Off (ETO),
Flexible Personal Days (FPD) or sick leave hours for Kin Care
(CESLA) leave provided hours are available and access
requirements, if any, are met. All conditions and restrictions
placed on the use of annual sick leave/ETO/ESL/FPD for the
employee’s own illness will also apply to Kin Care (CESLA)
leave.

5.10.2.5

If an employee who utilizes Kin Care (CESLA) leave also
satisfies the requirements under FMLA/CFRA, the leaves will
run concurrently.

5.10.3 An employee may be able to receive income from one or more of the
following statutory disability plans:

5.11

5.10.3.1

State Disability Insurance/Unemployment Compensation
Disability (SDI/UCD) - If unable to work or if hours are
reduced because of the employee’s own illness, injury or
pregnancy, an employee may be eligible to receive SDI/UCD
benefits. These benefits will be integrated with any sick
leave/ESL/ETO benefits the employee is receiving.

5.10.3.2

Workers’ Compensation - If unable to work because of the
employee’s own work-related injury or illness, an employee
may be eligible to receive Workers’ Compensation benefits.
These benefits will be integrated with any sick
leave/ESL/ETO benefits the employee is receiving.

5.10.3.3

State Family Temporary Disability Insurance (FTDI) – In
accordance with the provisions of California Paid Family Care
Leave, an employee may be eligible to receive benefits
through FTDI, up to a maximum of six weeks in a 12-month
period. These benefits will be integrated with any sick
leave/ESL/ETO benefits the employee is receiving. FTDI
benefits may be received under the following circumstances:

5.10.3.3.1

To care for a seriously ill child, parent, spouse or
registered Domestic Partner, or

5.10.3.3.2

To bond with a newborn, adoptive, or foster
child within the first year of birth or placement.

Leave for Disability from Pregnancy or Childbirth (PDL)
5.11.1 In California, an employee is entitled to up to four months of leave for
pregnancy-related disability. Up to 12 workweeks of this time is
concurrently counted as leave under the federal Family and Medical
Leave Act (FMLA) but is not counted as leave under the California Family
Rights Act (CFRA). The employee is entitled to an additional 12
workweeks under CFRA for other family and medical leave purposes such
as taking care of the newborn child.
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5.11.2 If an employee exhausts her four-month entitlement to PDL prior to the
birth of the baby, additional time off related to the pregnancy-disability
will be counted as CFRA leave.
5.11.3 An employee on leave for a pregnancy-related disability is not required
to exhaust her Extended Sick Leave or annual and/or banked sick leave
hours, in accordance with applicable laws, regional policies, and
collective bargaining agreements.
5.11.4 Unlike FMLA and CFRA, an eligible employee is entitled to leave under
PDL, regardless of length of her employment.
5.11.5 PDL is only for time that an employee is disabled from working by reason
of pregnancy, childbirth, or complications of pregnancy or childbirth
5.11.6 KP will provide reasonable accommodation for conditions related to
pregnancy, childbirth, or related medical conditions, with the advice of
the employee’s health care provider. If a pregnant employee so
requests, she will be temporarily transferred to a less strenuous or nonhazardous position for the duration of her pregnancy. However, KP is
not required to create additional employment that otherwise would not
have been created, to discharge another employee, transfer another
employee with more seniority, or place a pregnant employee in a job she
is not qualified to perform.
5.12

Coordination with other Leaves, policies and collective bargaining
agreements
5.12.1 FMLA and CFRA leave will run concurrent with all other paid and unpaid
family and medical-related leaves when determining the maximum
duration of the leaves. However, CFRA leave does not run concurrently
with PDL leave.
5.12.2 Any period of absence qualifying as protected under FMLA/CFRA/PDL will
be designated and counted as FMLA/CFRA/PDL leave.
5.12.3 CFRA leave to care for a domestic partner with a serious health condition
does not count as FMLA leave.
5.12.4 FMLA/CFRA leaves run concurrently with occupational leaves of absence
when an employee has a serious health condition that meets the
requirements for an Occupational Medical Leave.
5.12.5 FMLA/CFRA Leave also runs concurrently with Kin Care (CESLA) leave
when it is for an FMLA/CFRA-qualifying reason. (See Section 5.10.2.4.)
5.12.6 Coordination with other leaves may be subject to other family/medical/
pregnancy/personal leave provisions in accordance with state and/or
local laws, collective bargaining agreements, and regional policies.
5.12.7 Employees who are not eligible for, or have exhausted their leave under
FMLA/CFRA/PDL may be eligible for family/medical/pregnancy/personal
leave in accordance with applicable state and/or local laws, regional
policies, or collective bargaining agreements.
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5.12.8 If provisions of applicable collective bargaining agreements provide
greater benefits to an employee than this policy, the collective
bargaining agreement controls.
5.13

Return from Leave and Reinstatement
5.13.1 An employee is encouraged to provide his/her manager with at least 14
calendar days’ advance notice of the date on which he/she intends to
return to work from a Family or Medical leave. KP requires reasonable
notice (at least two business days) if there is a change in the date on
which the employee will be ready and able to return to work. If the
employee provides less notice of the intended return to work, KP may
delay the date on which it reinstates the employee in order to allow two
business days in which to make arrangements, such as scheduling
adjustments, for the employee’s return to work.
5.13.2 In cases of FMLA/CFRA/PDL leave taken for an employee’s own serious
health condition, KP may require an employee to submit medical
certification from the employee’s Health Care Provider at or before the
date of return to work indicating that the employee is fit to return to
work either with or without work restrictions. If requested, the medical
certification must generally be provided to KP when the health care
provider advises the employee of the return to work date but no later
than two business days prior to the expected return to work date. Delay
by the employee in providing this certification may result in KP delaying
the employee’s return to work until such time as the certificate is
obtained; if the employee fails or refuses to provide a return to work
certification, KP may deny reinstatement and/or terminate employment.
5.13.3 Upon return from a FMLA/CFRA/PDL leave, if an employee has complied
with his/her obligations under this policy, KP will reinstate the employee
to his/her former position, if available, or to an equivalent position with
equivalent benefits, pay, and other terms and conditions of employment,
unless business conditions resulted in the elimination of the employee’s
former position during the leave or the employee would not otherwise
have continued to be employed had he/she continued in active
employment. An equivalent position will involve the same or
substantially similar duties and responsibilities, and will entail
substantially similar equivalent skill, effort, responsibility and authority.
5.13.4 An employee’s use of FMLA/CFRA/PDL leave will not result in the loss of
any employment benefit that the employee earned or was entitled to
before commencing FMLA/CFRA/PDL leave (unless such benefits, such as
paid leave, were used during FMLA/CFRA/PDL leave).
5.13.5 An employee has no greater right to reinstatement or to other benefits
and conditions of employment than if the employee had been
continuously employed during the FMLA/CFRA/PDL leave period.
5.13.6 “Key employees” who take Family or Medical leave may be denied
reinstatement if this would cause substantial and grievous economic
injury to KP’s operations. A “key employee” is a salaried FMLA-eligible
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employee who is among the highest paid 10 percent of all the employees
employed by the employer within 75 miles of the employee’s worksite.
5.14

Other Provisions
The provisions stated in this policy are subject to such other terms and
conditions as are provided in the Family and Medical Leave Act of 1993 and
applicable California leave laws. The FMLA and CFRA makes it unlawful for any
employer to interfere with, restrain, or deny the exercise of any right provided
under FMLA or CFRA; or to discharge or discriminate against any person for
opposing any practice made unlawful by FMLA or CFRA or for involvement in any
proceeding under or relating to the FMLA or CFRA. An employee may file a
complaint with the U.S. Department of Labor or the California Department of Fair
Employment and Housing, or may bring a private lawsuit against an employer.
FMLA does not affect any federal or state law prohibiting discrimination, or
supersede any state or local law or collective bargaining agreement which
provides greater family or medical leave rights. If employees have any questions
about their exercise of FMLA rights, they should contact a Human Resources
representative.

6.0

7.0

References/Appendices
6.1

FMLA Military Caregiver Leave Frequently Asked Questions

6.2

FMLA Military Exigency Leave Frequently Asked Questions

6.3

Kin Care Leave (CESLA) Guidelines

6.4

Intent of HR Policies
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• Maryanne Malzone, Sr. HR Director, on behalf of SCAL, 12/22/11.
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Policy Statement
Kaiser Permanente (KP) entities operating in the Northern and Southern California
Regions require health screening and immunization of applicants, current employees, and
other individuals who perform work at a KP Medical Center or Medical Office Building
and/or have direct contact with patients. This policy ensures compliance with applicable
laws and standards and upholds the KP Promise by providing a safe environment for
members and staff. Compliance with this policy is a condition of initial and continued
employment or association with KP.

2.0

Purpose
This policy provides for health screening and immunization of employees and other
individuals who perform work at a KP Medical Center or Medical Office Building and/or
have direct contact with patients.

3.0

Scope/Coverage
3.1

This policy applies to applicants offered employment with KP (“candidates”),
employees, and other individuals who perform, or will perform, work at a KP
Medical Center or Medical Office Building and/or have direct contact with patients
in the California Regions and are performing work for any of the following
entities (collectively referred to as “Kaiser Permanente”):
3.1.1

Kaiser Foundation Health Plan, Inc. and Kaiser Foundation Hospitals
(together, KFHP/H);

3.1.2

KFHP/H’s subsidiaries;

3.1.3

The Permanente Medical Group (TPMG) [NOTE: This policy does not
apply to physicians, podiatrists or Vice Presidents of TPMG, who are
covered by separate TPMG policies]; or

3.1.4

Southern California Permanente Medical Group (SCPMG) [NOTE: This
policy does not apply to physicians of SCPMG].

3.2

Covered employees include full-time, part-time, temporary and on-call/per diem.

3.3

Other individuals are covered if they work at a KP Medical Center or Medical
Office Building and/or have direct contact with patients, including residents,
medical students or other students, participants in youth employment programs,
and volunteers.

3.4

Agency personnel, registry personnel, and independent contractors must
complete health screenings in accordance with the health screening
requirements in their contracts with KP.

3.5

Vendors who provide products for use or resale, and who are not addressed in
section 3.3 or 3.4, are not subject to the health screening requirements in this
policy.
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Definitions
4.1

Candidate: A prospective employee who accepts a conditional offer of
employment. This includes candidates external to KP (including rehires) and
candidates pursuing a transfer as specified in this policy.

4.2

Conditional Offer: An offer of employment made contingent upon satisfactory
findings from the screening required in this policy.

4.3

Health Care Worker (HCW): An employee who:

4.4

5.0

6.0

Policy Number: CA.HR.5.02
Effective Date: 3/12/12
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4.3.1

works at a Medical Center or Medical Office Building (i.e., is assigned to
work at a Medical Center or Medical Office Building); and/or

4.3.2

has duties that require a regular presence at a Medical Center or Medical
Office Building (50% or more of work time); and/or

4.3.3

has direct contact with patients and/or patient specimens.

Non-Health Care Worker (Non-HCW): An employee who does not work in a
Health Care Worker position as defined herein.

Health Screening and Pre-Employment Medical Examination Requirements
5.1

All candidates in HCW positions who have been offered employment must
complete health screenings as provided in Section 6.1 to determine ability to
perform essential job functions. All candidates in HCW positions must
demonstrate immunity to specified communicable diseases, be immunized, or
obtain approval for a delay, waiver, or other reasonable accommodation, as set
forth below, prior to the first day of work (except a California Region HCW
employee transferring to another HCW position).

5.2

All employees in HCW positions must complete health screenings at least
annually and special or periodic screenings as required.

5.3

All external candidates in Non-HCW positions who have been offered
employment must complete health screening as provided in Section 7.1 to
determine ability to perform essential job functions.

5.4

The health screening and pre-employment medical examination process is to be
completed prior to the first day of work (except a California Region HCW
employee transferring to another HCW position. It may not be initiated in
advance of clearance of the criminal background check, employment screening
and other employment-related testing (e.g., typing, pharmacology).

Health Care Worker (HCW) Screening
6.1

Revised April 2013

All candidates for HCW positions and current California Region employees in
Non-HCW positions who transfer into HCW positions will be required to go to
Employee Health to complete the following requirements. This includes
employees who transfer from regions outside of California into HCW positions in
the California Regions. [Note: When an employee transfers from a HCW position
to another HCW position within the California Regions, a pre-transfer screening
will not be required; however, Employee Health Services will review the
Proprietary Information. Kaiser Permanente. All rights reserved.
Orientation Handbook

Page - 118

California Human Resources
Policy Title: Health Screenings
Owner Department: Human Resources
Custodian: SSO HR Compliance

Policy Number: CA.HR.5.02
Effective Date: 3/12/12
Page: 3 of 5

employee’s file to make sure health screening requirements are up-to-date and
will follow up with the employee if necessary.]

6.2

Revised April 2013

6.1.1

A job-related exam.

6.1.2

A health screening questionnaire. The questionnaire responses will be
reviewed by Employee Health staff and the candidate may be referred
for a medical examination to further assess his/her ability to perform
essential job functions.

6.1.3

TB screening, which may involve a two-step process, if indicated. The
screening process will be consistent with the guidelines for the Centers
for Disease Control (CDC). Documentation will be consistent with
Community/Industry documentation standards.

6.1.4

Serological testing demonstrating immunity to rubella, rubeola, mumps,
and varicella zoster (chicken pox). In lieu of testing, candidates can
provide proof of adequate vaccination or current immunity.

6.1.5

Screening for hepatitis B. A candidate must either demonstrate
immunity, present proof of past infection, accept vaccination, or sign a
Hepatitis B Vaccine Declination Form.

6.1.6

Screening for Hepatitis A if the individual’s main duties involve preparing
or serving food. Vaccination will be recommended for those who lack
immunity.

6.1.7

Requirements in CA.HR.5.06, Influenza Vaccination, defined under the
California Health and Safety Code, Cal OSHA Standards, or any other
state or federal regulation pertaining to vaccinations (e.g., pertussis).

All Candidates for HCW positions who do not demonstrate immunity and cannot
be immunized due to a current medical condition or who are unable to perform
the essential function(s) of the position will be referred to an HR Representative
for a review.
6.2.1

The HR Representative will notify the candidate of his/her failure to
satisfy the health screening requirements.

6.2.2

The HR Representative and the candidate will engage in an interactive
process to determine whether a reasonable accommodation can be
made. A reasonable accommodation may include delay of required
immunizations or a waiver of a health screening requirement.

6.2.3

The candidate may be asked to provide information from his/her treating
physician regarding his/her work restrictions or may be referred for
further evaluation of his/her ability to perform essential job functions.

6.2.4

A conditional offer of employment may be rescinded if a candidate is not
able to satisfy the health screening requirements and no reasonable
accommodation is available.

6.2.5

If the candidate is a transfer, is not able to satisfy the health screening
requirements, and no reasonable accommodation is available, a decision
regarding the offer of employment will be made in a manner that is
consistent with KP policies and/or national and local collective bargaining
agreements.
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Non-Health Care Worker (Non-HCW) Screening
7.1

8.0
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All candidates external to KP for Non-HCW positions will be required to go to
Employee Health to complete the following requirements. Employees who
transfer into Non-HCW positions do not need to complete these requirements.
7.1.1

A job-related exam.

7.1.2

A health screening questionnaire. The questionnaire responses will be
reviewed by Employee Health staff and the candidate may be referred
for a medical examination to further assess his/her ability to perform
essential job functions.

7.2

Candidates for Non-HCW positions will be encouraged to obtain TB, serological
testing and vaccinations against the specified communicable diseases.

7.3

All candidates for Non-HCW positions who are unable to perform the essential
function(s) of the position will be referred to an HR Representative for a review.
7.3.1

The HR Representative and the candidate will engage in the interactive
process to determine whether a reasonable accommodation can be
made.

7.3.2

The candidate may be asked to provide information from his/her treating
physician regarding his/her work restrictions or may be referred for
further evaluation of his/her ability to perform essential job functions.

7.3.3

The conditional offer of employment may be rescinded if a candidate is
not able to perform the essential function (s) of the position with or
without a reasonable accommodation. If the candidate is a transfer, a
decision regarding employment will be made in a manner that is
consistent with KP polices and/or national and local collective bargaining
agreements.

Annual and other Screening of Health Care Workers
8.1

All employees in HCW positions, including those who have transferred from one
HCW position to another, must complete an annual (or periodic) TB screening.
Additionally, Employee Health Services will periodically review the health
screening status of employees in HCW positions and will contact the employee if
an update is needed.

8.2

A HCW who does not complete the required TB and annual (or periodic) health
screening must be referred to an HR Representative for review and may
immediately be placed on administrative leave without pay. If the requirements
have not been met within 10 calendar days, the employee may be terminated.
[NOTE: If provisions of an applicable labor agreement specify a longer timeframe
than 10 calendar days, the labor agreement controls.]

8.3

Employees must comply with the requirements in CA.HR.5.06, Influenza
Vaccination, defined under the California Health and Safety Code, Cal OSHA
Standards, or any other state or federal regulation pertaining to vaccinations
(e.g., pertussis).

8.4

Other special screenings will be performed in accordance with current federal
and state regulations for specific groups of employees.
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Annual TB Screening of Non-Health Care Workers
All employees in Non-HCW positions will be offered annual TB screening on a voluntary
basis and encouraged to obtain the screening.

10.0

Confidentiality of Employee Health Information
Documents and information provided and obtained pursuant to this Policy will be treated
as confidential in accordance with KP policy and legal obligations.

11.0

12.0

References/Appendices
11.1

CA.HR.5.06, Influenza Vaccination

11.2

NATL.HR.011, Employment Screening

11.3

NATL.EHS.001Environmental, Health and Safety

11.4

California Health & Safety Code Section 1288.7

11.5

Cal OSHA Aerosol Transmissible Diseases Standard, section 5199

11.6

Joint Commission Standard IC4.15

Approval
This policy update (with no significant changes) was approved by:
• NCAL Policy Review Board, 3/2/12
• Maryanne Malzone, Sr. HR Director, on behalf of SCAL, 3/12/12
Revision History

Original Approval Date: N/A

Update Date: N/A

Revision Approved Date:
N/A

Original Effective Date:
5/98

Update Effective Date:
7/04; 12/16/10;
2/4/11; 3/12/12

Revision Effective Date:
9/03; 2/12/08; 4/29/08,
6/15/09

Original Communicated
Date: N/A
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Proprietary Information. Kaiser Permanente. All rights reserved.
Orientation Handbook

Page - 121

Southern California Human Resources
Policy Title: Influenza Vaccination

Policy Number: SCAL.HR.5.09

Owner Department: Human Resources

Effective Date: 12/1/11

Custodian: HR Compliance

Page: 1 of 3

1.0

Policy Statement
Kaiser Permanente (KP) will offer influenza vaccination free of charge to all employees.
If vaccinations are in short supply, they will be offered to employees in the priority order
determined by applicable governmental agencies. All employees who are offered
influenza vaccination will either obtain the vaccination or complete and sign an Influenza
Vaccine Declination form. Compliance with this policy is a condition of continued
employment or association with KP.

2.0

Purpose
This policy defines influenza vaccination requirements, ensures compliance with
applicable law (specifically, California Health & Safety Code Section 1288.7), and upholds
the KP Promise by providing a safe environment for members and staff in which the
spread of influenza is reduced.

3.0

Scope/Coverage
This policy applies to all employees in the Southern California Region working in any of
the following entities (collectively referred to as “Kaiser Permanente”):

4.0

3.1

Kaiser Foundation Health Plan, Inc. and Kaiser Foundation Hospitals (together,
KFHP/H);

3.2

KFHP/H’s subsidiaries; and

3.3

Southern California Permanente Medical Group (SCPMG) [NOTE: This policy does
not apply to physicians of SCPMG].

Definitions
n/a

5.0

6.0

Employee Responsibilities
5.1

Obtain the annual influenza vaccination; or decline the annual influenza
vaccination by reading, completing, and signing the Influenza Vaccine
Declination Form.

5.2

Employees interested in learning more about the influenza vaccination can view
an educational, influenza training video (Flu Declination Training-SCAL) available
on KP Learn.

Employee Health Services (EHS) (in Collaboration with Designated
Department) Responsibilities:
6.1

Revised April 2013

Offer all employees annual influenza vaccination at no cost.
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7.0

6.2

Continue to employ various strategies to ensure convenient influenza vaccination
access to employees during all work shifts.

6.3

Ensure employees are educated regarding the below through review of a Vaccine
Information Sheet, prior to declination signoff:
6.3.1

Benefits of influenza vaccination;

6.3.2

Potential health consequences of influenza illness for themselves,
patients, and families;

6.3.3

Epidemiology and modes of transmission, diagnosis, and non-vaccine
infection control strategies (such as the use of appropriate precautions
and respiratory hygiene/cough etiquette), according to the their level of
responsibility in preventing healthcare associated influenza; and

6.3.4

Safety profile of the influenza vaccine.

6.4

On an annual basis, evaluate vaccination rates of employees as well as the
number and reason for declination.

6.5

If influenza vaccinations are in short supply, then KP will offer vaccinations in the
priority order determined by applicable governmental agencies.

6.6

Influenza vaccination information, or the Influenza Vaccine Declination Form,
must be maintained in Employee Health files, which are separate from personnel
files, and must be treated as a confidential medical record.

Manager Responsibilities.
Ensure that employees who decline the annual influenza vaccination read, complete, and
sign the Influenza Vaccine Declination Form.

8.0

Human Resources (HR) Responsibilities
When notified by EHS of employee non-compliance with the regionally-set deadline, HR
will work with managers to implement and enforce condition of employment protocols.

9.0

References/Appendices
9.1

10.0

California Health & Safety Code Section 1288.7

Approval
This policy was approved by the following representatives of Kaiser Foundation Health
Plan, Inc., Kaiser Foundation Hospitals and their subsidiaries, and Southern California
Permanente Medical Group.
• Arlene Peasnall, KFHP/H Senior Vice President, Human Resources, 11/29/11
• Judy White, SCPMG Business Administrator, Operations, 11/29/11
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11.0

History
•
Original Effective Date: 7/1/07
•
Update Effective Date: 8/17/09
•
Revision Effective Date: 12/1/09
•
Revised and converted from CA to SCAL policy: 11/4/11
•
Revision Effective Date: 12/1/11
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1.0

Policy Statement
Employees are required to abide by applicable federal, state, and local laws or
regulations, to comply with Kaiser Permanente (KP) policies and procedures, and to
conduct themselves in accordance with KP’s Principles of Responsibility. If an employee
fails to comply with any of these, or engages in misconduct (including
inappropriate/disruptive behavior) or poor performance, the employee may be subject to
corrective/disciplinary action, up to and including termination. In addition, the violation
of certain laws or regulations may require KP to report the violation to a regulatory or
licensing agency and/or may subject an employee to criminal prosecution as well as civil
penalties involving substantial monetary fines.

2.0

Purpose
Kaiser Permanente (KP) must comply with specific legal/regulatory standards that
include, but are not limited to, those indicated by Medicare and other government
program billing requirements, Guidance issued by the Centers for Medicare and Medicaid
Services, the Department of Health and Human Services, the Compliance Program
Guidance issued by the Office of the Inspector General, and HIPAA/Privacy and Security
regulations. (See Section 6.0, References) KP is required to have well publicized
disciplinary guidelines that demonstrate its commitment to compliance and set forth the
consequences for violations of compliance mandates.

3.0

Scope/Coverage
3.1

3.2

4.0

This policy applies to all employees who are employed by any of the following
entities (collectively referred to as “Kaiser Permanente”):
3.1.1

Kaiser Foundation Health Plan, Inc. and Kaiser Foundation Hospitals
(together, KFHP/H);

3.1.2

KFHP/H’s subsidiaries;

3.1.3

The Permanente Medical Group (TPMG) [NOTE: This policy does not
apply to physicians, podiatrists, and Vice Presidents of TPMG, who are
covered by separate TPMG policies]; and

3.1.4

Southern California Permanente Medical Group (SCPMG) [NOTE: This
policy does not apply to physicians of SCPMG].

Regional policies and procedures must be consistent with this National policy but
may include more detailed information regarding corrective/disciplinary action,
and employees are subject to those policies as well.

Definitions
n/a
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5.1

Employment with any of the entities of Kaiser Permanente may be terminated at
any time, with or without cause, by either the Kaiser Permanente employing
entity or the employee, except as limited by collective bargaining agreements
and/or statute.

5.2

Represented employees are subject to any corrective/disciplinary action
provisions described in specific regional/national collective bargaining
agreements.

5.3

In the event that it is necessary to discipline an employee because of, but not
limited to, failure to comply with applicable legal/regulatory requirements, KP
policies and procedures, or the Principles of Responsibility, or for unsatisfactory
performance or misconduct, coaching/counseling and/or corrective/disciplinary
action may include, but is not limited to:
5.3.1

oral discussion and/or warning by the employee’s immediate supervisor
or higher level manager to correct the problem

5.3.2

written notice, with or without final warning

5.3.3

suspension, with or without final warning

5.3.4

termination of employment

5.4

The above steps serve as a general guideline and are not mandatory and do not
alter KP’s right to terminate unrepresented employees at any time, with or
without cause, as set forth above in section 5.1. There are instances where
conduct and/or performance is of such an egregious or serious nature that
immediate termination, without prior warning, may be the appropriate course of
action. For represented employees, assessment of the appropriate
corrective/disciplinary action will be governed by any applicable regional/national
collective bargaining agreements.

5.5

Examples of factors to be considered in determining the level of
corrective/disciplinary action include, but are not limited to, the following:

Revised April 2013

5.5.1

the severity of the violation

5.5.2

the number of violations

5.5.3

whether the violation was part of a pattern or practice of improper
behavior

5.5.4

the individual’s past history of non-compliance

5.5.5

whether the individual knew or should have known the rules

5.5.6

length of employment at KP

5.5.7

whether the violation was intentional or negligent

5.5.8

whether the action was committed for personal gain

5.5.9

regional/national collective bargaining agreements corrective/disciplinary
action provisions for represented employees
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5.6
The level of coaching/counseling and/or corrective/disciplinary action will be
determined by management after review of the circumstances, applicable
regional/national collective bargaining agreement provisions, and determination
of which laws, policies, house rules (if any), and/or practices were violated.
Management should consult Human Resources as necessary.

6.0

5.7

When corrective/disciplinary action is taken, it will be documented to indicate in
what way the employee was non-compliant and what specific
corrective/disciplinary action was taken. This documentation will be maintained
in accordance with regional policies and procedures.

5.8

Employees who report compliance and/or ethics concerns in good faith will not
be subject to corrective/disciplinary action for doing so, in accordance with
NATL.NCO.3, Non Retaliation.

References/Appendices
6.1

Intent of HR Policies

6.2

Compliance Program Guidance for Hospitals, 63 Fed. Reg. 8987 (Feb. 23, 1998)

6.3
6.4

45 CFR HIPAA Administrative Simplification Part 160 (General Administrative
Requirements) and Part 164 (Security and Privacy)

6.5

Medicare Modernization Act of 2003 (MMA), Part D, Fraud, Waste and Abuse, 42
CFR 423.50(b)(4)(vi) (Jan. 28, 2005)

6.6
6.7
7.0

Compliance Program Guidance for Medicare+Choice Organizations, 64 Fed. Reg.

61893 (Nov. 15, 1999)

Supplemental Compliance Program Guidance for Hospitals, 70 Fed. Reg. 4858

(Jan. 31, 2005)

Applicable Regional/National Collective Bargaining Agreements

Approval
In accordance with the charter of the National HR Policy Roundtable, this policy update
(with no significant changes) was approved 6/30/11 by the National HR Policy
Roundtable, as chaired by Francie Sloan.
Revision History

Original Approval Date: n/a

Revision Approved Date: n/a
Update Approved Date: 9/8/09; 6/30/11

Original Effective Date: 4/1/06

Revision Effective Date: n/a
Update Effective Date: 9/15/08; 9/8/09;
6/30/11

Original Communicated Date: n/a

Revision Communicated Date: n/a
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FORMS

0040

SCAL ‐ New Employee Orientation – Attestation Form

Employee ID:

Contact Phone Number:

First Name:

Middle Initial:

Last Name:



Drug-Free Workplace: National HR 30



Obligations Regarding Confidentiality: REGL.HR.001b



Equal Employment Opportunity and Affirmative Action Policy: National HR 3



EEO Internal Complaint Procedure Policy: National HR 4



Staff Rights: CA HR 2.03



Compliance Training: National HR 12



Electronic Asset Usage: National HR 25



Commitment to a Harassment Free Work Environment: National HR 5



Prohibited Partisan Political Activities: National HR 8



On Premises Solicitation: CA HR 2.04



Family and Medical Leave: SCAL HR 4.05



Health Screenings: CA HR 5.02



Influenza Vaccination: CA HR 5.06



Corrective/Disciplinary Action: National HR 14



Job Accommodation: National HR 27

I have received copies of the policies listed above. By my signature below, I acknowledge, understand, accept,
and agree to comply with these policies. I also understand that failure to comply with these policies may result
in disciplinary action up to and including termination. I further understand that this is a partial list of policies
and they are subject to change. The most updated HR policies are available on MyHR, and I am responsible for
reading, understanding, and complying with them. If I have any questions about any policy, I will seek
clarification from my manager or a KP HR Consultant.
Employee Signature:

Version 2.0 3/6/13

Date:

