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Welcome to Medica In Home Care  
Thank you for joining Medica In Home Care ("MIHC" or "the Company")! We are confident that you will 
find our Company a dynamic and rewarding place in which to work. We welcome the opportunity to 
work with you in reaching your personal and professional goals and aspirations. 

 
We extend to you our personal best wishes for a journey of success and accomplishments at MIHC. 

 

About this Handbook  
This Handbook will give you the information you need to do your job and provide you with many of the 
work rules we have established to offer you a safe and enjoyable work environment. 

 
There are several things to keep in mind about this Handbook. First, it contains only general 
information and guidelines. It is not intended to be comprehensive or to address all the possible 
applications of, or exceptions to, the general policies and procedures described. For that reason, if you 
have any questions concerning eligibility for a particular benefit or the applicability of a policy or 
practice to you, you should address your specific questions to your supervisor or the Human Resources 
department. Neither this Handbook nor any other Company document confers any contractual right, 
either expressed or implied, to remain in the Company's employment. Nor does it guarantee any fixed 
terms and conditions of your employment. Your employment is not for any specific time and may be 
terminated at will with or without cause and without prior notice by the Company, or you may resign 
for any reason at any time. No supervisor or other representative of the Company (except the 
president) has the authority to enter into any agreement for employment for any specified period of 
time or to make any agreement contrary to the above. 

 
The procedures, practices, policies and benefits described here may be modified or discontinued from 
time to time. We will try to inform you of any changes as they occur. This Handbook is subject to any 
requirements or provisions of Company Polices, Plan documents and applicable law. In the event of 
conflict between the Handbook and applicable law, as amended from time to time, applicable law shall 
prevail. 
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Our Vision 
To be the innovator in the staffing industry by always making the customer our focus and providing 

versatility to our client’s needs and expectations. 
 

Our Mission 
To consistently demonstrate our ability to perform objectively, efficiently and with diversity for our 

clients and associates meeting their specific needs. 
 

Our Core Values 
At MIHC we value Family!  Those Values result in the following: 

 
Integrity 

To act in a diplomatic manner in our daily business through honesty and sound decision making. 
 

Respect 
For our customers’ and associates’ opinions and ideas. 

 
Satisfaction 

To provide a comfortable, pleasurable and rewarding working relationship for our customers and 
associates. 

 
Quality 

Applying a philosophy of excellence to everything we do. 
 

Teamwork 
Customers and associates working together to accomplish a common goal. 

 
Serving the Community 

Contributing to the success of our local communities through civic involvement, donation and 
employment opportunities. 
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What You Can Expect  

Promise of Respect 

MIHC is committed to treating all contingent employees (“employee”) with respect and fairness. To 
demonstrate our commitment, we guarantee the right of every employee to voice concerns regarding 
their treatment and to have those concerns heard in an atmosphere of respect and collaboration. 
Employees are encouraged to express a complaint or concern and use these steps in a timely manner so 
that the matter can be investigated and resolved promptly. 
 

Step 1: Contact your immediate supervisor, either verbally or in writing. If you are not satisfied 
with the response, you may proceed to Step 2. 

 
Step 2. Contact the MIHC Human Resources department. A representative of the Human 
Resources department will investigate the situation and will communicate the Company’s final 
position to you. 

 
This policy is not intended to limit your right to discuss your wages and general terms and conditions 
of employment with whomever you want, including outside groups or individuals. 

 

Equal Employment Opportunity 

MIHC provides equal employment opportunities (EEO) to all employees and applicants for employment 
without regard to race, color, religion, gender, sexual orientation, gender identity, gender expression, 
national origin, ancestry, age, mental or physical disability, pregnancy/childbirth or other medical 
condition, genetic information, family status, marital status, military or veteran status, or any other 
status or condition protected by applicable federal, state or local laws. 

 
This policy extends to all aspects of the employment relationship, including, but not limited to, 
recruiting, interviewing, job assignments, compensation, benefits, discipline, termination, and all other 
terms, conditions, and privileges of employment. 

 

Policy Against Harassment, Discrimination, and Retaliation 
 
MIHC is committed to providing a workplace free of harassment and discrimination against its 
applicants, employees, interns, volunteers and persons providing services to MIHC pursuant to a 
contract based on race, religion, color, sex, gender, gender identity, gender expression, sexual 
orientation, national origin, ancestry, citizenship status, military and veteran status, uniform service 
member status, marital status, pregnancy, age, medical condition (cancer related or HIV/AIDS related), 
genetic characteristics, disability, as well as any other category protected by federal, state, or local laws.   
 
MIHC does not allow anyone, including any Company supervisor, co-worker, intern, volunteer, vendor, 
client, or customer, to engage in harassment or discrimination against a Company applicant, employee, 
interns, volunteers and persons providing services to MIHC pursuant to a contract. 
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For these purposes the term “harassment” encompasses slurs, jokes, statements, gestures, pictures, or 
cartoons regarding an employee’s sex, race, color, national origin, religion, age, physical disability, 
mental disability, medical condition, ancestry, marital status, sexual orientation, family care leave status, 
or military or veteran status.  Harassing and/or discriminating conduct also includes directing profanity 
at an employee or coworker.   
 
In addition to the above listed conduct, “sexual harassment” can also include the following examples of 
unacceptable behavior: 

• unwanted sexual advances; 
• offering an employment benefit (such as a raise or promotion or assistance with one’s career) 

in exchange for sexual favors, or threatening an employment detriment (such as termination, 
demotion, or disciplinary action) for an employee’s failure to engage in sexual activity; 

• visual conduct, such as leering, making sexual gestures, displaying of sexually suggestive 
objects or pictures, cartoons or posters; 

• verbal sexual advances, propositions or requests; 
• verbal abuse of a sexual nature, graphic verbal commentaries about an individual's body, 

sexually degrading words used to describe an individual, suggestive or obscene letters, notes 
or invitations; 

• physical conduct, such as touching, assault, impeding or blocking movements; 
 
If you have any questions about what constitutes harassing behavior, ask your manager. 
If you feel that you are being subjected to harassment or discrimination or that you have 
witnessed harassment or discrimination directed at another person, you should immediately 
contact the Human Resources Department to report your complaint.  You may make your report 
either orally or in writing.  You are not required to report complaints to your direct supervisor if you do 
not wish to.  All Company supervisors are required to immediately report any conduct prohibited under 
this policy that they either witness or become aware of as directed above.  You may be assured that you 
will not be retaliated against in any way for making a complaint or participating in an investigation 
under this policy, and all Company personnel, including supervisors, are strictly prohibited from 
engaging in such retaliation.   
 
All complaints which are reported to management or of which management becomes aware will be 
investigated.  While MIHC cannot promise absolute confidentiality, it will keep complaints confidential 
to the extent possible and consistent with MIHC’s need to conduct a fair, timely, and thorough 
investigation that affords all parties appropriate due process and that reaches reasonable conclusions 
based on the evidence collected.  Based on its investigation, MIHC will take appropriate corrective 
action when warranted.  In addition, under AB 1856, employees may be held personally liable for 
harassing conduct that violates the California Fair Employment and Housing Act. 
 
MIHC prohibits individuals from hindering our own internal investigations and our internal complaint 
procedure. 
 
Your notification of the problem is essential to us.  We cannot help resolve a harassment problem 
unless we know about it.  Therefore, it is your responsibility to bring those kinds of problems to our 
attention so that we can take whatever steps are necessary to correct the problem. 
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Americans with Disabilities Act 

MIHC adheres to the Americans with Disabilities Act (ADA), as amended, and other applicable laws and 
makes every effort to ensure that qualified individuals with a disability are not discriminated against in 
any terms, conditions, or privileges of employment. The ADA require employers to provide reasonable 
accommodation to qualified individuals with known disabilities in all aspects of employment, unless the 
accommodation would cause an undue hardship to the employer. 

 
A qualified individual is a person with a disability who meets the skill, education, experience, training, 
and other job-related requirements of position, and who, with or without reasonable accommodation, 
can perform the essential functions of the position. Contact the Human Resources department with any 
questions or requests for accommodation. 

 

Employee Classification Categories 

All employees are designated as either nonexempt or exempt under state and federal wage and hour 
laws. 

 
Nonexempt employees are employees whose work is covered by the Fair Labor Standards Act (FLSA). 
They are NOT exempt from the law’s requirements concerning minimum wage and overtime. 

 
Exempt employees are generally managers or professional, administrative or technical staff who ARE 
exempt from the minimum wage and overtime provisions of the FLSA. Exempt employees hold jobs 
that meet the standards and criteria established under the FLSA by the U.S. Department of Labor. 

 
Any questions regarding your employee classification should be addressed with your supervisor. 

 

Job Duties 

Your supervisor will explain your job responsibilities and the performance standards expected of you. 
Your job responsibilities may change at any time during your employment. From time to time, you may 
be asked to assist with other work or special assignments. Your cooperation in assisting the operations 
as needed is expected. 

 

Timekeeping 

All nonexempt employees are required to use a time clock to record time worked for payroll purposes. 
You must clock in at the start of your work shift and clock out at the end of your shift. You should not 
be in any work areas until the start of your shift, if you are early for your shift, go to the break area and 
remain there until the start of your shift. If you forget to clock in/out, inform your supervisor. Your 
supervisor will inform payroll of the correct start and/or end time or update it in the time-keeping 
system. The Company uses a 5/5 rounding format for hours entered. 
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Altering, falsifying or completing another employee’s time sheet or clocking in/out for another 
employee is strictly prohibited and grounds for termination of employment. It is your responsibility to 
make sure that your hours worked are recorded accurately. 

 

Payroll 

Employees are paid on a basis. Payday is the Friday following the end of the pay period.  It is the 
Company's policy that employee paychecks will only be given personally to that employee or mailed to 
his/her home address.  The Company's workweek runs from midnight Sunday to midnight Saturday. 

In the event that a regularly scheduled payday falls on a weekend or holiday, you will receive your pay 
on the prior business day. 

 
Work Hours and Overtime 
 

Your supervisor will inform you of your scheduled hours and any changes to that schedule. For hourly 
paid employees, MIHC strictly prohibits working “of the clock.” This means that you must not perform 
any unpaid work before your shift begins or after your shift ends or during meal and rest breaks.  
Employee agrees to obtain a supervisor signature from a Client Manager for each applicable shift and to 
have the supervisor approve timekeeping within the established timekeeping system. 
 

Meal and Rest Periods 
 

Meal Periods 
All non-exempt employees who work more than five (5) hours in a day are provided an unpaid thirty-
minute meal period.  If six (6) hours of work will complete the day’s work, you may voluntarily waive your 
meal period in writing.  A second unpaid thirty-minute meal period is provided for non-exempt 
employees who work over ten (10) hours in a day.   If you work no more than twelve (12) hours in a 
workday, you may waive this second meal period, provided you did not already waive the first meal 
period.  If you work more than twelve (12) hours you may not waive and should take your second unpaid 
meal period. 
 
See the Human Resources Department if you would like to sign and submit a form that waives your right 
to a meal period as outlined above.  Such waivers should be entered into before the occurrence of the 
meal period being waived.  You are not required to waive any meal period to which you are entitled. 
 
You are responsible for scheduling your own meal period, but it should begin no later than the end of 
your fifth hour of work.  For example, an employee who begins working at 8:00 a.m. must begin his or 
her meal period no later than 1:00 p.m.  When scheduling your meal period, you should try to anticipate 
your workflow and deadlines.  Employees are encouraged to and should take their meal periods; they are 
not expected to work during a meal period.  Employees may leave the premises during their meal period. 
 
Employees taking their meal periods must record their time on their timesheets when they begin and 
end their meal periods.  Employees will be relieved of all duty and should not work during this time.  
Employees taking a meal period should not visit with or disturb employees who are working.  When on a 
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meal period, you should be completely off work for at least 30 minutes.  Employees are strictly 
prohibited from working “off the clock” during a meal period. 
 
 
Rest Periods 
The Company also provides non-exempt employees a paid rest period of ten (10) minutes “net” rest time 
per four (4) hours worked or major fraction thereof, and which insofar as practicable shall be in the 
middle of each work period.  For purposes of this policy, “major fraction” means any time greater than 
two (2) hours.  For example, if you work less than six (6) hours, you are provided and should take one 
rest period.  If you work more than six (6) hours, but no more than ten (10) hours in a workday, you are 
provided and should take two rest periods: one during the first half of your shift and the other during 
the second half of your shift.  If you work more than ten (10) hours but no more than fourteen (14) hours 
in a workday, you are provided and should take three rest periods, and so on. 
 
The Company generally will not authorize a rest period for non-exempt employees whose total daily 
work time is less than three and one-half (3 ½) hours.  Rest periods are counted as hours worked, and 
thus, employees are not required to record their rest periods on their timesheets.  Employees taking a 
rest period should not visit with or disturb employees who are working. 
 
Authorized meal and rest periods cannot be used to shorten your workday or be accumulated for any 
other purpose.  Rest periods may not be combined with a meal period.  Employees are required to 
immediately notify the Company if they believe they are being pressured or coerced in any manner to 
not take any portion of a provided meal or rest period 

 
Employee Travel and Reimbursement 

Travel for staff and travel expenses must be approved in advance.  Upon completion of the trip, and 
within 30 days, the traveler must submit a Travel Reimbursement Form and supporting documentation 
to obtain reimbursement of expenses. For more details, contact the Human Resources department.  
Exempt employees will be paid their regular salary for weeks in which they travel. Nonexempt employees 
will be paid for travel time in accordance with federal and state wage payment laws. 
 

Use of Constructive Counseling 

Every employee has the duty and the responsibility to be aware of and abide by existing rules and 
policies. Employees also have the responsibility to perform his/her duties to the best of his/her ability 
and to the standards as set forth in his/her job description or as otherwise established.  MIHC supports 
the use of constructive counseling to address issues such as poor work performance or misconduct. Our 
policy is designed to provide a constructive action process to improve and prevent a recurrence of 
undesirable behavior and/or performance issues. 
 
MIHC reserves the right to combine or skip steps in this process depending on the facts of each 
situation and the nature of the offense. Some of the factors that will be considered are whether the 
offense is repeated despite coaching, counseling and/or training; the employee's work record; and the 
impact the conduct and performance issues have on our organization. The following outlines MIHC’s 
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constructive counseling process: 
 

• Verbal Constructive Counseling 
• Written Constructive Counseling: 
• Final Written Constructive Counseling 

 
MIHC reserves the right to determine the appropriate level of discipline for any inappropriate conduct, 
including verbal and written counselings, suspension with or without pay, demotion and discharge. 
 

Separation of Employment 

Separation of employment can occur for several different reasons. 
 

• Resignation: Although we hope your employment with us will be a mutually rewarding 
experience, we understand that varying circumstances cause employees to voluntarily resign 
employment. Please submit your written resignation notice to your supervisor or Human 
Resources department. 

• Job abandonment: Employees who fail to report to work or contact their supervisor will be 
considered to have abandoned the job without notice. 

• Termination: Employees of MIHC are employed on an at-will basis, and the Company retains the 
right to terminate an employee at any time. 

 
The separating employee must return all Company property at the time of separation, including 
uniforms, cell phones, keys, PCs and identification cards. Failure to return some items may result in 
deductions from the final paycheck. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Medica In-Home Care Contingent Employee Handbook 
 

11 
 

 

Safety in the Workplace  
Your personal well-being is our driving force to provide you with a safe work environment. No job is so 
important that you cannot take time to do it safely, and this must be an important consideration in 
everything you do. The general safety precautions provided here are to assist in keeping you and your 
fellow co-workers safe. You are expected to use sound safety judgment at all times and common sense 
to eliminate the risk of injuries and incidents. 
 

Safety 

It is the responsibility of each employee to conduct all tasks in a safe and efficient manner complying 
with all local, state and federal safety and health regulations. You should observe all posted safety rules 
and adhere to all safety instructions provided by your supervisor. 

Employees must be alert and aware of any potential dangers to themselves or their co-workers. Take 
every precaution to ensure that your surroundings are safe and secure. If you are ever in doubt about 
how to safely perform a job, it is your responsibility to ask your supervisor or manager for assistance. 
 

Drug-Free Workplace 

MIHC takes seriously the problem of drug and alcohol abuse and is committed to providing a workplace 
free of such substances. MIHC will not tolerate employees that are impaired by or under the influence of 
alcohol or drugs while working. No employee may use, possess, sell, transfer, or purchase any drug or 
other controlled substance that may alter an individual’s mental or physical capacity while working for 
MIHC.   
 

In cases where the use of alcohol or drugs poses a threat to the safety of other people or property, you 
must report the violation. Employees who violate our Drug-Free Workplace Policy will be subject to 
constructive counseling, up to and including termination of employment. 
 
Required Testing 
As a part of our policy to ensure a drug and alcohol-free workplace, within the limits of applicable 
federal, state, and local laws, we reserve the right to test for drugs and alcohol at our expense. Some 
such situations may include, but are not limited, to the following: 1) Pre-employment; 2) Reasonable 
suspicion; 3) Post-accident. 
 
Employees who refuse to cooperate in required tests or who use, possess, buy, sell, manufacture or 
dispense an illegal drug in violation of this policy will be subject to disciplinary action, up to and 
including termination of employment. 
 
Confidentiality 
Information and records relating to positive test results, drug and alcohol dependencies and legitimate 
medical explanations provided to the medical review officer (MRO) shall be kept confidential to the 
extent required by law and maintained in secure files separate from normal personnel files. 
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Violence in the Workplace 

All employees, customers, vendors and business associates must be treated with courtesy and respect at 
all times. Employees are expected to refrain from conduct that may be dangerous to others. 
 
Conduct that threatens, intimidates or persuades another employee, customer, vendor or business 
associate will not be tolerated. MIHC resources may not be used to threaten, stalk or harass anyone at 
the workplace or outside the workplace. 
 
MIHC will promptly and thoroughly investigate all reports of threats of violence or incidents of actual 
violence and of suspicious individuals or activities. The identity of the individual making a report will be 
protected as much as possible. In order to maintain workplace safety and the integrity of its 
investigation, MIHC may suspend employees suspected of workplace violence or threats of violence, 
either with or without pay, pending investigation. 
 
Anyone found to be responsible for threats of or actual violence or other conduct that is in violation of 
these guidelines will be subject to constructive counseling up to and including termination of 
employment. 
 
MIHC encourages employees to bring their disputes to the attention of their supervisors or the Human 
Resources department before the situation escalates. MIHC will not discipline employees for raising such 
concerns. 
 

Workplace Security 

MIHC is committed to protecting the safety and security of employees and their possessions, 
client/customers and their possessions and Company property. You may not bring potentially dangerous 
items onto Company property including, but not limited to, unauthorized controlled substances, illegal 
drugs, firearms, ammunition or weapons of any sort. 

Smoke-Free Workplace 

In order to provide and maintain a safe and healthy work environment for all employees, the Company 
prohibits smoking or any tobacco use on all Company or customer premises, except in designated 
smoking areas. When smoking or otherwise using tobacco or similar products in a designated smoking 
area, do not leave cigarette butts or other traces of litter or tobacco use on the ground or anywhere else. 
Dispose of any litter properly in the receptacles provided for that purpose. 
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What We Expect  

Ethical Conduct 

We believe in conducting our business in accordance with uncompromising ethical standards. As an 
employee you should never give up these ethical standards for personal or business gains. 

You are expected to understand and comply with the laws and regulations governing your areas of 
responsibility. We encourage employees to report any conduct that may violate the law or this 
Handbook to their supervisor and/or the Human Resources department. 
 

Prohibited Conduct 

To commit any of the violations listed will be grounds for constructive counseling or immediate 
termination, depending on the severity of the offense as reviewed by the Company. If you are unsure 
about what is expected of you in a certain circumstance, please ask your supervisor. 
 

• Violating safety rules or safety practices. 
• Possession, distribution, sale, use or being under the influence of illegal drugs or alcohol on 

Company premises, while on duty, or while operating a vehicle or other equipment owned or 
leased by the Company. Prescription and over-the-counter drugs are not prohibited when taken 
according to a physician's prescription. 

• Failing to immediately and accurately report a work injury/illness. 
• Missing a scheduled workday without notifying the Company. 
• Being dishonest or committing a fraudulent act or breach of trust. 
• Recklessly driving or exceeding safe driving rules while on Company property. 
• Stealing, misusing, destroying or removing from Company premises without authorization any 

Company property or the property of any employee. 
• Using Company’s facilities, equipment time or materials without authorization. 
• Personal phone calls or texting during work time. 
• Provoking or instigating a fight or fighting during work hours, on Company property or on 

Company business. 
• Sleeping on the job during work hours. 
• Lying during Company investigation or willfully falsifying any Company records, including 

employment information. 
• Recording the work time of another employee, allowing any other employee to record your 

work time or allowing falsification of any time record, whether your own or another 
employee’s. 

• Carrying firearms or any other dangerous weapons at any time on Company property. 
• Failing to comply with lawful Company rules, policies or procedures. 
• Gambling on Company property. 
• Stealing, destroying, abusing or damaging Company property, tools, equipment, or the property 

of another employee, customer or visitor on Company premises. 
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• Performing unauthorized personal work on Company time. 
• Failing to observe working hours, such as the scheduled starting time, quitting time, rest and 

meal periods. 
 
The Company will determine how to address each case individually and nothing in this Handbook should 
be construed as specific treatment in a given situation. 
 

Attire and Appearance 

It is important for all employees to project a professional image while at work by being appropriately 
attired. Your attire should be consistent with safety considerations and the type of work you are 
performing, as well as with the position you hold and the image the Company seeks to project to others. 
Clothing must be neat and clean. Good personal grooming and hygiene are also essential and contribute 
to a professional appearance. 
 
Management, sales and office personnel, and those employees who come in contact with the public, are 
expected to dress in accepted business tradition. Professional business attire for women include dresses, 
suits, and dress skirts that are no shorter than 3 inches above the knee, dress pants with dress blouses 
and covered toed shoes. Professional business attire for men includes suits, sports coats, dress pants, 
dress shirts with collars, dress shoes and a tie. 
 
MIHC is confident that employees will use their best judgment regarding attire and appearance. 
Management reserves the right to determine appropriateness. Any employee who is improperly dressed 
will be counseled or in severe cases may be sent home to change clothes. 
 

Attendance and Punctuality 

You are expected to be at your work station and ready to work, at your scheduled start time. However, if 
you must put on protective equipment for your job, you may do this after your workday starts and 
before it ends at the beginning and end of your workday. 
 
If you will be absent from work for any reason, it is absolutely necessary for you to personally notify your 
supervisor 1 hour before the start of your scheduled shift; unless an unforeseeable event or an 
emergency prevents you from giving advance notice. In the case of an unforeseeable event or 
emergency, you must personally notify your supervisor as soon as possible. Notice of the employee’s 
absence from a spouse, parent or other person is not acceptable, unless an emergency prevents the 
employee from personally contacting MIHC. 
 
Depending on the specific circumstances and accordance with applicable law, a doctor’s release may be 
required verifying that you are able to return to work following an injury or illness.  This requirement is 
to ensure it is safe for you to return to work. 
 
Unscheduled and unprotected excessive absenteeism and/or tardiness and other continuing patterns of 
absences, early departures or tardiness, regardless of the exact number of days may lead to constructive 
counseling, up to and including termination of employment. 
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Not reporting to work and not calling before the start of your scheduled shift to report the absence is a 
no-call/no-show and is a serious matter. 
 
Absences or tardiness will not count for constructive action purposes if supported by documentation 
required under Company leave of absence policies including FMLA, PDL, workers’ compensation, 
reasonable accommodation of disabilities, or protected time off under state, local or federal law. 
 

Proprietary Information 
 
All records and files of the Company are property of the Company and considered confidential.  
Confidential information includes all letters or any other information concerning transactions with 
customers, customer lists, financial records of the Company, all records pertaining to purchases from 
vendors or suppliers, correspondence and agreements with manufacturers or distributors and 
documents concerning operating procedures of the Company.  Misuse or unauthorized disclosure of 
confidential information not otherwise available to persons or firms outside of the Company may result 
in disciplinary action, up to and including termination of employment.   
 
All telephone calls, letters, or other requests for information about current or former employees should 
be immediately directed to the Human Resources Department or the President. 
 

Conflicts of Interest 

Employees must avoid any relationship or activity that might impair, or even appear to impair, their 
ability to make objective and fair decisions when performing their jobs. At times, an employee may be 
faced with situations in which business actions taken on behalf of MIHC may conflict with the employee’s 
own personal interests. Company property, information or business opportunities may not be used for 
personal gain. 

Conflicts of interest could arise in the following circumstances: 
 

• Being employed by, or acting as a consultant to, a competitor or potential competitor, supplier or 
contractor, regardless of the nature of the employment, while employed with MIHC. 

• Serving as a board member for an outside commercial Company or organization. 
• Owning or having a substantial interest in a competitor, supplier or contractor. 
• Accepting gifts, discounts, favors or services from a customer/potential customer, competitor or 

supplier, unless equally available to all Company employees. 
 
Employees with a conflict-of-interest question should seek advice from management. Before engaging in 
any activity, transaction or relationship that might give rise to a conflict of interest, employees must seek 
review from their supervisor or the Human Resources department. 
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Use of Company Property 

You will be provided with the necessary tools and equipment to do your job. Any personal desk, filing 
cabinet, locker, or other storage space provided to you is subject to inspection at any time. Likewise, any 
items or packages brought into or taken out of the work place are subject to inspection at any time. You 
have no expectation of privacy or confidentiality with respect to the use of telephones, voicemail, 
or two-way radios at work. 
 

Use of Company Computers, E-mail and Internet 

Use of Company or customer provided computers, printers, peripherals, and electronic equipment is 
primarily for job-related or approved activities only, and for use in a professional and productive manner. 
Inappropriate use of Company computers may subject you to constructive counseling, up to and 
including termination of employment, and includes, but is not limited, to the following: 

• Use of Company computers to send or receive messages, pictures, or computer files which are 
illegal, pornographic, sexist, racist, harassing, discriminatory, defamatory, or physically 
threatening or intimidating. If you receive such material, you should notify your supervisor 
immediately. 

• Creating or forwarding spam, junk, or chain emails, including non-Company related solicitations 
for religious, political, charitable, fundraising, or social purposes. 

• Loading software that is not approved in advance by your supervisor. 
• Making illegal copies of licensed software. 
• Downloading or streaming music or video files for non-Company related purposes, unless 

approved in advance by your supervisor. 
• Using software or techniques that would provide unauthorized access to Company’s computers 

or would disrupt our equipment in any way. 
• Using Company computers, printers, or email excessively for personal and/or non-Company 

related use, for economic gain or otherwise, including personal email, shopping, blogging, and 
social media, unless authorized by your immediate supervisor. 

• Sending or posting Company or vendor or customer confidential information, whether 
anonymously or otherwise, by email, text, instant message, videoconference, or posting to any 
Web site, blog, or social media site. 

• Unauthorized use of Company trademarks, names, logos, letterhead, and copyrighted material. 
 
Any message or file created or sent using any Company computer or other electronic device is the 
property of Company. You have no expectation of privacy or confidentiality in any message or file 
that is created, stored, or sent using the computers or other communication equipment belonging 
to Company, and we reserve the unilateral right to review, monitor, access, audit, intercept, copy, 
print, read, disclose, modify, retrieve, and delete any work you do on our computers and mobile 
devices. 
 
If provided, your Company email account(s) and Internet access is primarily for business communication 
and we reserve the unilateral right to review, monitor, access, audit, intercept, and disclose your use of 
email and Internet at any time, with or without notice, and with or without your permission. You have no 
expectation of privacy or confidentiality with respect to any use of email or the Internet at work. 
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None of the policies in this manual shall be interpreted or applied so as to interfere with the protected 
rights of employees to discuss or share information related to their wages, benefits, and terms of 
employment amongst themselves or with outside parties. 
 

Searches and Inspections 
 
In order to protect the safety and property of all of our employees, the Company reserves the right to 
inspect employees' lockers, desks, cabinets, briefcases, toolboxes, purses, personal computers, personal 
motor vehicles and any other personal belongings brought onto Company property.  Employees are 
expected to cooperate in any search.  Failure to cooperate will result in disciplinary action up to and 
including termination of employment.  
 
All files and records (such as emails, text messages and voicemail messages) stored on Company 
computers, smartphones and other Company-issued equipment are the property of the Company and 
may be inspected at any time.  The Company may access these items at any time with or without prior 
notice and the employee should not assume that such messages are confidential.  Company equipment 
is to be used for business purposes only during working time. 
 

Social Media 
 
The Company understands that social media can be a fun and rewarding way to share your life and 
opinions with family, friends and co-workers around the world.  However, use of social media also 
presents certain risks and carries with it certain responsibilities. To assist you in making responsible 
decisions about your use of social media, the Company has established these guidelines for appropriate 
use of social media.  This policy applies to all employees who work for the Company.   
 
In the rapidly expanding world of electronic communication, social media can mean many things. Social 
media includes all means of communicating or posting information or content of any sort on the 
Internet, including to your own or someone else’s web log or blog, journal or diary, personal web site, 
social networking or affinity web site, web bulletin board or a chat room, whether or not associated or 
affiliated with the Company, as well as any other form of electronic communication. 
 
The same principles and guidelines found in these Company policies and basic beliefs apply to your 
activities online.  Ultimately, you are solely responsible for what you post online.  Before creating online 
content, consider some of the risks and rewards that are involved.  Keep in mind that any of your 
conduct that adversely affects your job performance, the performance of fellow employees or otherwise 
adversely affects customers, suppliers, people who work on behalf of the Company or the Company’s 
legitimate business interests may result in disciplinary action up to and including termination. 
 
Know and follow the rules 
Carefully read these guidelines, the rest of the Employee Handbook and ensure your postings are 
consistent with these policies. Inappropriate postings that may include discriminatory remarks, 
harassment, and threats of violence or similar inappropriate or unlawful conduct will not be tolerated 
and may subject you to disciplinary action up to and including termination. 
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Be respectful 
Always be fair and courteous to fellow employees, customers, suppliers or people who work on behalf of 
the Company. Also, keep in mind that you are more likely to resolve work-related complaints by 
speaking directly with your co-workers or by utilizing our Open Door Policy than by posting complaints 
to a social media outlet. Nevertheless, if you decide to post complaints or criticism, avoid using 
statements, photographs, video or audio that reasonably could be viewed as malicious, obscene, 
threatening, intimidating, that disparages customers, employees or suppliers, or that might constitute 
harassment or bullying.  Examples of such conduct might include offensive posts meant to intentionally 
harm someone’s reputation or posts that could contribute to a hostile work environment on the basis of 
any status protected by law or Company policy. 
 
Be honest and accurate 
Make sure you are always honest and accurate when posting information or news, and if you make a 
mistake, correct it quickly.  Be open about any previous posts you have altered.  Remember that the 
Internet archives almost everything; therefore, even deleted postings can be searched.  Never post any 
information or rumors that you know to be false about the Company, fellow employees, customers, 
suppliers, people working on behalf of the Company or competitors. 
 
Post only appropriate and respectful content 
Maintain the confidentiality of the Company’s trade secrets or confidential information.  Trade secrets 
may include information regarding the development of systems, processes, products, know-how and 
technology.  Do not post internal reports, policies, procedures or other internal business-related 
confidential communications. 
 
Respect financial disclosure laws.  It is illegal to communicate or give a “tip” on inside information to 
others so that they may buy or sell stocks or securities.  
 
Do not create a link from your blog, website or other social networking site to a Company website 
without identifying yourself as a Company employee. 
 
Express only your personal opinions. Never represent yourself as a spokesperson for the Company.  If 
the Company is a subject of the content you are creating, be clear and open about the fact that you are 
an employee and make it clear that your views do not represent those of the Company, fellow 
employees, customers, suppliers or people working on behalf of the Company.  If you do publish a blog 
or post online related to the work you do or subjects associated with the Company, make it clear that 
you are not speaking on behalf of the Company.  It is best to include a disclaimer such as “The postings 
on this site are my own and do not necessarily reflect the views of the Company.” 
 
Using social media at work 
Refrain from using social media while on work time or on equipment we provide, unless it is work-
related as authorized by your manager or consistent with Company policy. Do not use Company email 
addresses to register on social networks, blogs or other online tools utilized for personal use. 
 
Retaliation is prohibited 
The Company prohibits taking negative action against any employee for reporting a possible deviation 
from this policy or for cooperating in an investigation. Any employee who retaliates against another 
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employee for reporting a possible deviation from this policy or for cooperating in an investigation will be 
subject to disciplinary action, up to and including termination 
 
Nothing in this policy is intended to prohibit employees from complying with or exercising their rights 
under any applicable federal state, or local law, or from communicating about wages, hours, or other 
terms and conditions of their or their co-workers’ employment. 
 
Media contacts 
Employees should not speak to the media on the Company’s behalf without prior Company 
authorization.  All media inquiries should be directed to the Human Resources Department. 
 
For more information 
If you have questions or need further guidance, please contact the Human Resources Department. 

 
Benefits  
Except where required by applicable federal, state, or local law, the benefits provided to you by MIHC are 
subject to change at any time. Please communicate with your supervisor or the Human Resources 
department if you have any questions concerning the benefits available to you. In accordance with the 
California Domestic Partners Rights and Responsibilities Act and the California Insurance Equality Act, 
any benefits that are available to spouses of employees under California law will generally be available to 
registered domestic partners. 
 

Holiday Pay 
Holiday pay varies by each client facility.  For further information on holiday pay, consult with MIHC 
Human Resources representative or immediate supervisor. 
 

Paid Sick Leave 
In order to help prevent loss of earnings that may be caused by accident or illness, the Company has 
established a paid sick leave policy in conformity with California law.   
 
All employees (full-time, part-time and temporary employees, whether classified as salary-exempt or 
non-exempt) who have been employed by the Company for 30 or more days within a year from the 
commencement of their employment are eligible to receive paid sick leave.  Three days (24 hours) of 
paid sick leave will be provided to employees in a lump sum upon hire and thereafter on the employee’s 
anniversary date for use in accordance with this policy.  Paid sick leave is available for use beginning on 
the 90th day of employment.  Paid sick leave is not carried over into the following year, and an employee 
may not have more than 3 days (24 hours) of paid sick leave at any given time.  Paid sick leave must be 
used in minimum increments of at least two hours per leave. 
 
For hourly employees, paid sick leave will be paid out at your hourly rate of pay.  If in the ninety days 
prior to your use of accrued paid sick leave you had a different hourly rate, or if you are paid by 
commission or piece rate, or if you are a nonexempt salaried employee, then the rate of pay will be 
calculated by dividing your total wages (not including overtime premium pay) by your total hours 
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worked in the full pay periods of the prior ninety days of employment.   
 
Paid sick leave may be used for the diagnosis, care, or treatment of an existing health condition of, or 
preventive care for, you or a family member.  If you are a victim of domestic violence, sexual assault, or 
stalking, paid sick leave may also be used for taking time off from work to: 

• obtain any relief, including but not limited to, a temporary restraining order, restraining order, or 
other injunctive relief, to ensure the health, safety, or welfare of you or your child; 

• seek medical attention for injuries caused by domestic violence, sexual assault or stalking; 
• obtain services from a domestic violence shelter, program, or rape crisis center as a result of 

domestic violence, sexual assault or stalking; 
• obtain psychological counseling related to an experience of domestic violence, sexual assault or 

stalking; 
• participate in safety planning and take other actions to increase safety from future domestic 

violence, sexual assault, or stalking, including temporary or permanent relocation. 
 
For purposes of this paid sick leave policy, a “family member” is defined to include: 

• a child of any age and regardless of dependency status (whether a biological, adopted or foster 
child, stepchild, legal ward or a child to whom you stand in loco parentis);  

• your biological, adoptive, or foster parent, stepparent, or your or your spouse’s or registered 
domestic partner’s legal guardian, or a person who stood in loco parentis when you were a minor 
child; 

• your spouse or registered domestic partner; or 
• your grandparent, grandchild or sibling. 

 
If you wish to take paid sick leave, you must give the Company reasonable advance notification of the 
need for leave if such leave is foreseeable.  If the need for paid sick leave is unforeseeable, you must 
provide notice of the need for leave as soon as practicable.  The Company reserves the right to request a 
verification from a licensed health care provider for any absence (whether paid or unpaid) due to illness 
or disability. 
 
No employees will receive pay in lieu of sick leave under any circumstances, and employees will not 
receive pay for unused sick leave on termination of employment.  Employees who leave the Company 
and are rehired within one year from the date of separation will have their previously accrued but 
unused paid sick leave reinstated, and will be entitled to use such accrued but unused paid sick leave 
immediately upon rehire.   
 
The Company will not deny a request for paid sick leave, discharge, threaten to discharge, demote, 
suspend, or in any manner discriminate or retaliate against an employee for using accrued paid sick 
leave, attempting to use accrued paid sick leave, filing a complaint or alleging a violation of this policy, 
cooperating in an investigation or prosecution of an alleged violation of this policy, or opposing any 
policy or practice or act that is prohibited by applicable law.   
 
Abuse of this or any other Company policy may lead to disciplinary action, up to and including 
immediate dismissal. 
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State Disability Insurance/Paid Family Leave 
 
Employees are covered by California State Disability Insurance pursuant to the California Unemployment 
Insurance Code.  Disability insurance is payable when you cannot work because of illness or injury 
unrelated to your employment at the Company. 
 
An employee-contributed payroll tax of .08% will be levied on all employees to fund the state's “Paid 
Family Leave” benefit (“PFL”).  Benefits through the state are available to employees who need to take 
time off to care for a seriously ill child, grandchild, spouse, sibling, parent, parent-in-law, grandparent,  
registered domestic partner or to bond with a new child and who are not currently receiving SDI or 
Workers' Compensation benefits.  The Company has a fact sheet available from the State of California’s 
Employment Development Department (“EDD”) further explaining Paid Family Leave, including 
qualification, waiting periods and benefits. 
 
Generally, employees are entitled to PFL insurance benefits for up to six weeks within a 12-month period.  
PFL does not provide job protection or return-to-work rights.  Employees will be required to use up to 
two weeks of accrued but unused paid vacation leave before receiving benefits under PFL. 
 

Family and Medical Leave Act/California Family Rights Act 
 
The Family and Medical Leave Act and California Family Rights Act (“FMLA/CFRA”) provide eligible 
employees the opportunity to take unpaid, job-protected leave for certain specified reasons. The 
maximum amount of leave an employee may use is either 12 or 26 weeks within a 12-month period 
depending on the reasons for the leave. 
 
Employee Eligibility 
To be eligible for FMLA/CFRA leave, you must: 

• have worked at least 12 months for the Company in the preceding seven years (limited 
exceptions apply to the seven-year requirement); 

• have worked at least 1,250 hours for the Company over the 12 months preceding the date 
your leave would commence; and 

 
Conditions Triggering Leave 
FMLA / CFRA leave may be taken for the following reasons: 

• birth of a child, or to care or bond with a newly-born child; 
• placement of a child with the employee and/or the employee’s registered domestic partner for 

adoption or foster care or to care or bond with the child; 
• to care for an family member (employee’s spouse, registered domestic partner, child, registered 

domestic partner’s child, parent, grandparent, grandchild, or sibling) with a serious health 
condition; 

• because of the employee’s serious health condition that makes the employee unable to perform 
the employee’s job; 

• to care for a Covered Servicemember with a serious injury or illness related to certain types of 
military service (see Military-Related FMLA Leave for more details); or  

• to handle certain qualifying exigencies arising out of the fact that the employee’s spouse, 
domestic partner, son, daughter, or parent is on duty under a call or order to active duty in the 
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Uniformed Services (up to 12 weeks) (see Military-Related FMLA Leave for more details). 
 
The maximum amount of leave that may be taken in a 12-month period for all reasons combined is 12 
weeks, with one exception. For leave to care for a Covered Servicemember, the maximum combined 
leave entitlement is 26 weeks, with leaves for all other reasons constituting no more than 12 of those 26 
weeks. Also, in addition to leave available under the FMLA and CFRA, female employees may be eligible 
for leaves of absence during periods of disability associated with pregnancy or childbirth. Please see the 
Pregnancy Leave of Absence Policy for further information on this type of leave. 
 
Definitions 
A “Serious Health Condition” is an illness, injury, impairment, or physical or mental condition that 
involves either an overnight stay in a medical care facility, or continuing treatment by a health care 
provider for a condition that either prevents the employee from performing the functions of the 
employee’s job, or prevents the qualified family member from participating in school or other daily 
activities. Subject to certain conditions, the continuing treatment requirement includes an incapacity of 
more than three full calendar days and two visits to a health care provider or one visit to a health care 
provider and a continuing regimen of care; an incapacity caused by pregnancy or prenatal visits, a 
chronic condition, or permanent or long-term conditions; or absences due to multiple treatments. Other 
situations may meet the definition of continuing treatment.  
 
A “Covered Servicemember” is a member or veteran of the Armed Forces, including the National Guard 
or Reserves, who is undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient 
status, or is otherwise on the temporary disability retired list, for a serious injury or illness. The term 
“serious injury or illness” means an injury or illness incurred by the member in the line of duty while on 
active duty in the Armed Forces that may render the member medically unfit to perform the duties of the 
member’s office, grade, rank, or rating, or one that existed before the beginning of active duty and was 
aggravated by service in the line of duty while on active duty. With regard to veterans, the injury or 
illness may manifest itself before or after the individual assumed veteran status. 
“Qualifying exigencies” include activities such as short-notice deployment, military events, arranging 
alternative childcare, making financial and legal arrangements related to the deployment, rest and 
recuperation, counseling, and post-deployment debriefings. 
 
Identifying the 12-Month Period 
The Company measures the 12-month period in which leave is taken by the “rolling” 12-month method, 
measured backward from the date of any FMLA/CFRA leave with one exception. For leave to care for a 
Covered Servicemember, the Company calculates the 12-month period beginning on the first day the 
eligible employee takes FMLA leave to care for a Covered Servicemember and ends 12 months after that 
date. FMLA/CFRA leave for the birth or placement of a child for adoption or foster care must be 
concluded within 12 months of the birth or placement. 
 
Using Leave 
Eligible employees may take FMLA/CFRA leave in a single block of time, intermittently (in separate blocks 
of time), or by reducing the normal work schedule when medically necessary for the serious health 
condition of the employee or immediate family member, or in the case of a covered servicemember, his 
or her injury or illness. Eligible employees may also take intermittent or reduced-scheduled leave for 
military qualifying exigencies. Intermittent leave is generally not permitted for birth of a child, to care for 
a newly born child, or for placement of a child for adoption or foster care, and must be taken in at least 
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two week increments. Employees who require intermittent or reduced-schedule leave must try to 
schedule their leave so that it will not unduly disrupt the Company's operations. 
 
Use of Accrued Paid Leave 
Depending on the purpose of your leave request, you may choose (or the Company may require you) to 
use accrued paid leave (such as sick leave, vacation, or PTO), concurrently with some or all of your 
FMLA/CFRA leave. In order to substitute paid leave for FMLA/CFRA leave, an eligible employee must 
comply with the Company’s normal procedures for the applicable paid-leave policy (e.g., call-in 
procedures, advance notice, etc.). 
 
Maintenance of Health Benefits 
If you and/or your family participate in our group health plan, the Company will maintain coverage 
during your FMLA/CFRA leave on the same terms as if you had continued to work. If applicable, you 
must make arrangements to pay your share of health plan premiums while on leave. In some instances, 
the Company may recover premiums it paid to maintain health coverage or other benefits for you and 
your family. Use of FMLA/CFRA leave will not result in the loss of any employment benefit that accrued 
prior to the start of your leave. 
 
Notice and Medical Certification 
When seeking FMLA/CFRA leave, you must provide: 

• 30 days advance notice of the need to take FMLA/CFRA leave, if the need for leave is foreseeable, 
or notice as soon as practicable in the case of unforeseeable leave and in compliance with the 
Company’s normal call-in procedures, absent unusual circumstances; 

• medical certification supporting the need for leave due to a serious health condition affecting 
you or an immediate family member within 15 calendar days of the Company’s request to 
provide the certification or as soon as reasonably practicable.  If you fail to do so, we may delay 
the commencement of your leave, withdraw any designation of FMLA/CFRA leave or deny the 
leave, in which case your leave of absence would be treated in accordance with our standard 
leave of absence and attendance policies, subjecting you to discipline up to and including 
termination.  Second or third medical opinions and periodic re-certifications may also be 
required; 

• periodic reports as deemed appropriate during the leave regarding your status and intent to 
return to work; and 

• medical release from your health care provider releasing you to return to work at the conclusion 
of your leave, if the leave was due to your serious health condition. The Company will require this 
certification to address whether you can perform the essential functions of your position. 

 
Failure to comply with the foregoing requirements may result in delay or denial of leave, or disciplinary 
action, up to and including termination. 
 
Employer Responsibilities 
To the extent required by law, the Company will inform employees whether they are eligible under the 
FMLA/CFRA. Should an employee be eligible for FMLA/CFRA leave, the Company will provide them with 
a notice that specifies any additional information required as well as the employee’s rights and 
responsibilities. If employees are not eligible, the Company will provide a reason for the ineligibility. The 
Company will also inform employees if leave will be designated as FMLA/CFRA-protected and, to the 
extent possible, note the amount of leave counted against the employee’s leave entitlement. If the 
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Company determines that the leave is not FMLA/CFRA-protected, the Company will notify the employee. 
 
Job Restoration 
Upon returning from FMLA/CFRA leave, eligible employees will typically be restored to their original job 
or to an equivalent job with equivalent pay, benefits, and other employment terms and conditions. 
 
Failure to Return After FMLA/CFRA Leave 
Any employee who fails to return to work as scheduled after FMLA/CFRA leave or exceeds the 12-week 
FMLA/CFRA entitlement (or in the case of military caregiver leave, the 26-week FMLA entitlement), will 
be subject to the Company’s  standard leave of absence and attendance policies. This may result in 
termination if you have no other Company-provided leave available to you that applies to your 
continued absence. Likewise, following the conclusion of your FMLA/CFRA leave, the Company’s 
obligation to maintain your group health plan benefits ends (subject to any applicable COBRA rights). 
 
 
Other Employment 
The Company generally prohibits employees from holding other employment. This policy remains in 
force during all leaves of absence including FMLA/CFRA leave and may result in disciplinary action, up to 
and including immediate termination of employment. 
 
Fraud 
Providing false or misleading information or omitting material information in connection with an 
FMLA/CFRA leave will result in disciplinary action, up to and including immediate termination. 
 
Compliance with FMLA/CFRA and Employee’s Enforcement Rights 
FMLA/CFRA makes it unlawful for any employer to interfere with, restrain, or deny the exercise of any 
right provided under FMLA/CFRA, or discharge or discriminate against any person for opposing any 
practice made unlawful by FMLA/CFRA or for involvement in any proceeding under or relating to 
FMLA/CFRA.  While the Company encourages employees to bring any concerns or complaints about 
compliance with FMLA/CFRA to the attention of the Human Resources Department, FMLA/CFRA 
regulations require employers to advise employees that they may file a complaint with the U.S. 
Department of Labor or bring a private lawsuit against an employer.  Further, FMLA/CFRA 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. 
 
Limited Nature of This Policy 
This Policy should not be construed to confer any express or implied contractual relationship or rights to 
any employee not expressly provided for by FMLA/CFRA. The Company reserves the right to modify this 
or any other policy as necessary, in its sole discretion to the extent permitted by law. State or local leave 
laws may also apply. 
 
Military-Related FMLA Leave 
FMLA leave may also be available to eligible employees in connection with certain service-related 
medical and non-medical needs of family members. There are two forms of such leave. The first is 
Military Caregiver Leave, and the second is Qualifying Exigency Leave. Each of these leaves is detailed 
below. 
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Military Caregiver Leave 
Unpaid Military Caregiver Leave is designed to allow eligible employees to care for certain family 
members who have sustained serious injuries or illnesses in the line of duty while on active duty. The 
family member must be a “Covered Servicemember,” which means: (1) a current member or veteran of 
the Armed Forces, National Guard or Reserves, (2) who is undergoing medical treatment, recuperation, 
or therapy or, in the case of a veteran, who was a current member of the Armed Forces, National Guard 
or Reserves within five years prior to the treatment for which an eligible employee requests; is otherwise 
in outpatient status; or is otherwise on the temporary disability retired list, (3) for a serious injury or 
illness that may render current member medically unfit to perform the duties of the member’s office, 
grade, rank, or rating. Military Caregiver Leave is not available to care for servicemembers on the 
permanent disability retired list. 
 
To be “eligible” for Military Caregiver Leave, the employee must be a spouse, domestic partner, son, 
daughter, parent, or next of kin of the Covered Servicemember. “Next of kin” means the nearest blood 
relative of the servicemember, other than the servicemember’s spouse, parent, son, or daughter, in the 
following order of priority: blood relatives who have been granted legal custody of the servicemember 
by court decree or statutory provisions; brothers and sisters; grandparents; aunts and uncles; and first 
cousins; unless the servicemember has specifically designated in writing another blood relative as his or 
her nearest blood relative for purposes of Military Caregiver Leave. The employee must also meet all 
other eligibility standards as set forth within the FMLA Leave policy. 
 
An eligible employee may take up to 26 workweeks of Military Caregiver Leave to care for a Covered 
Servicemember in a “single 12-month period.” The “single 12-month period” begins on the first day 
leave is taken to care for a Covered Servicemember and ends 12 months thereafter, regardless of the 
method used to determine leave availability for other FMLA qualifying reasons. If an employee does not 
exhaust his or her 26 workweeks of Military Caregiver Leave during this “single 12-month period,” the 
remainder is forfeited. 
 
Military Caregiver Leave applies on a per-injury basis for each servicemember.  Consequently, an eligible 
employee may take separate periods of caregiver leave for each and every Covered Servicemember, 
and/or for each and every serious injury or illness of the same Covered Servicemember. A total of no 
more than 26 workweeks of Military Caregiver Leave, however, may be taken within any “single 12-
month period.” 
 
Within the “single 12-month period” described above, an eligible employee may take a combined total 
of 26 weeks of FMLA leave including up to 12 weeks of leave for any other FMLA-qualifying reason (i.e., 
birth or adoption of a child, serious health condition of the employee or close family member, or a 
qualifying exigency). For example, during the “single 12-month period,” an eligible employee may take 
up to 16 weeks of FMLA leave to care for a Covered Servicemember when combined with up to 10 weeks 
of FMLA leave to care for a newborn child. 
 
An employee seeking Military Caregiver Leave may be required to provide appropriate certification from 
the employee and/or Covered Servicemember and completed by an authorized health care provider 
within 15 days. Military Caregiver Leave is subject to the other provisions in our FMLA Leave Policy 
(requirements regarding employee eligibility, appropriate notice of the need for leave, use of accrued 
paid leave, etc.). Military Caregiver Leave will be governed by, and handled in accordance with, the FMLA 
and applicable regulations, and nothing within this policy should be construed to be inconsistent with 
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those regulations. 
 
Qualifying Exigency Leave 
Eligible employees may take unpaid “Qualifying Exigency Leave” to tend to certain “exigencies” arising 
out of the duty under a call or order to active duty of a “covered military member” (i.e. the employee’s 
spouse, son, daughter, or parent). Up to 12 weeks of Qualifying Exigency Leave is available in any 12-
month period, as measured by the same method that governs measurement of other forms of FMLA 
leave within the FMLA policy (with the exception of Military Caregiver Leave, which is subject to a 
maximum of 26 weeks of leave in a “single 12-month period”). Although Qualifying Exigency Leave may 
be combined with leave for other FMLA-qualifying reasons, under no circumstances may the combined 
total exceed 12 weeks in any 12-month period (with the exception of Military Caregiver Leave as set 
forth above). The employee must meet all other eligibility standards as set forth within the FMLA policy. 
Persons who can be ordered to active duty include active and retired members of the Regular Armed 
Forces, certain members of the retired Reserve, and various other Reserve members including the Ready 
Reserve, the Selected Reserve, the Individual Ready Reserve, the National Guard, state military, Army 
Reserve, Navy Reserve, Marine Corps Reserve, Air National Guard, Air Force Reserve, and Coast Guard 
Reserve. 
 
A call to active duty refers to a federal call to active duty, and state calls to active duty are not covered 
unless under order of the President of the United States pursuant to certain laws. 
Qualifying Exigency Leave is available under the following circumstances: 
 

• Short-notice deployment. To address any issue that arises out of short notice (within seven days 
or less) of an impending call or order to active duty; 

• Military events and related activities. To attend any official military ceremony, program, or event 
related to active duty or a call to active duty status or to attend certain family support or 
assistance programs and informational briefings; 

• Childcare and school activities. To arrange for alternative childcare; to provide childcare on an 
urgent, immediate need basis; to enroll in or transfer to a new school or daycare facility; or to 
attend meetings with staff at a school or daycare facility; 

• Financial and legal arrangements. To make or update various financial or legal arrangements; or 
to act as the covered military member’s representative before a federal, state, or local agency in 
connection with service benefits; 

• Counseling. To attend counseling (by someone other than a health care provider) for the 
employee, the covered military member, or for a child or dependent when necessary as a result 
of duty under a call or order to active duty; 

• Temporary rest and recuperation. 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 five of days of leave for each instance of rest and recuperation; 

• Post-deployment activities. To attend arrival ceremonies, reintegration briefings and events, and 
any other official ceremony or program sponsored by the military for a period of up to 90 days 
following termination of the covered military member’s active duty status. This also encompasses 
leave to address issues that arise from the death of a covered military member while on active 
duty status; and 

• Mutually agreed leave. Other events that arise from the close family member’s duty under a call 
or order to active duty, provided that the Company and the employee agree that such leave shall 
qualify as an exigency and agree to both the timing and duration of such leave. 
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An employee seeking Qualifying Exigency Leave may be required to submit appropriate supporting 
documentation in the form of a copy of the covered military member’s active duty orders or other 
military documentation indicating the appropriate military status and the dates of active duty status, 
along with a statement setting forth the nature and details of the specific exigency, the amount of leave 
needed and the employee’s relationship to the military member, within 15 days. Qualifying Exigency 
Leave will be governed by, and handled in accordance with, the FMLA and applicable regulations, and 
nothing within this policy should be construed to be inconsistent with those regulations. 
 

Pregnancy Disability Leave 
Female employees may take a leave of absence up to four (4) months for disabilities relating to 
pregnancy, childbirth, or related medical conditions. The exact duration of the leave will be determined 
by the amount of time the employee is actually disabled.  Employees who are granted leaves for 
pregnancy will be returned to their same or similar position to the extent required by state law.  Upon 
the advice of your health care provider, you may also be entitled to reasonable accommodation, to the 
extent required by law, for conditions related to pregnancy, childbirth, or related medical conditions.  
You should promptly notify the Company of the need for a reasonable accommodation. For example, a 
transfer to a less strenuous or hazardous position or to less strenuous or hazardous duties may be 
available pursuant to your request, if such transfer is medically advisable. If you are affected by 
pregnancy or a related medical condition, please notify the Company as soon as reasonably possible as 
the Company cannot provide you with reasonable accommodations unless it knows of the need for such 
accommodation. 
 
Prior to the start of the leave, the Company will require a statement from your health care provider 
indicating that you are unable to perform your job and the anticipated date of your return.  In the event 
your leave exceeds the anticipated date of return, it is your responsibility to provide further verification 
from your health care provider that you are unable to perform your job and the revised anticipated date 
of return.  Medical insurance will be continued during the duration of the pregnancy disability leave in 
accordance with the applicable plan document or provisions of federal or state law. 
 

Donor Leave 

An employee who has been employed for at least 90 days may request a leave of absence for up to 
thirty (30) business days of paid leave for organ donation purposes, and up to five (5) business days of 
paid leave for bone marrow donation purposes.  If necessary, an employee taking leave for organ 
donation purposes may request an additional thirty (30) business days of unpaid leave.  We require that 
you take up to fourteen (14) days of available vacation time for organ donation, and up to five (5) days 
of available vacation leave for bone marrow donation, before taking donor leave. If accrued vacation 
time off is not available, the time off for such procedure shall be paid up to the days indicated. 
 
You will receive health benefits during donor leave and will accrue seniority during your leave, and, upon 
your return, you will be restored to the same or an equivalent position to the one you held before donor 
leave. You must provide written verification that you are an organ or bone marrow donor and that there 
is a medical necessity for the donation of the organ or bone marrow. 
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Time Off For School Activities 

Time off is available to a parent or guardian of a child who has been suspended by a school district that 
has adopted a policy authorizing teachers to require the attendance of a parent or guardian at a 
classroom from which his or her child has been suspended. 

Additional unpaid time off, up to a maximum of forty (40) hours each year, not to exceed eight (8) hours 
in any one month, is available to all employees who are parents, guardians, or grandparents having 
custody of one or more children in kindergarten through grade 12, or in a licensed day care facility, to 
participate in activities of the school or day care facility. When leave cannot be scheduled during non-
working hours and the need for the leave is foreseeable, you must provide reasonable prior notice of the 
leave and make a reasonable effort to schedule the leave so as not to disrupt unduly the operations of 
Company. 
 

Jury Duty and Witness Leave 

Upon receipt of notification from the state or federal courts of an obligation to serve on a jury, 
employees must notify their supervisor and provide him/her with a copy of the jury summons. Upon 
completion of your jury duty, please submit written court confirmation of your jury dates so that the 
time may be properly excused. 
 
If you are required by law to appear in court as a witness, the Company provides unpaid time off for this 
purpose. We ask that you give your supervisor as much advance notice of your court appearance. 
 

Time Off For Volunteer Firefighters, Reserve Peace Officers and 
Emergency Rescue Personnel 
An employee is permitted unpaid time off, not to exceed 14 days per calendar year, for the purpose of 
engaging in fire, law enforcement or emergency rescue training. If you request time off under the policy, 
you must notify your supervisor immediately after the need for the leave becomes known. 
 

Time Off For Civil Air Patrol Personnel 

An employee who has been employed 90 days or more is permitted to request up to 10 calendar days of 
unpaid leave per year to respond to an emergency operational mission of the California Wing of the Civil 
Air Patrol. Such leave is limited to three days for each emergency operational mission, unless the 
government entity that authorized the mission extends it and the Company approves the additional time 
off. Upon expiration of the leave, an employee will generally be reinstated to his or her position with 
equivalent seniority, benefits, pay and other terms and conditions of employment. 
 

Time Off For Crime Victims 

Employees who have been victims of serious or violent felonies, or felonies relating to theft or 
embezzlement, may take time off work to attend judicial proceedings related to the crime. Employees 
also may take time off if an immediate family member has been a victim of such crimes and the 
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employee needs to attend judicial proceedings related to the crime. “Immediate family member” is 
defined as spouse, registered domestic partner, child, child of registered domestic partner, stepchild, 
brother, stepbrother, sister, stepsister, mother, stepmother, father, or stepfather. 
 

Domestic Violence and Sexual Assault Leave 
 
Employees who are victims of domestic violence, sexual assault, and stalking will be provided with 
unpaid leave to get help to protect their and their children’s health, safety, or welfare.  Such help may 
include obtaining a restraining order or other court order to protect the employee and his or her 
children.   
 
In addition, the Company will also provide leave to employees who are victims of domestic violence, 
sexual assault, and stalking to: 
 

• Get medical attention 
• Obtain services from a domestic violence shelter, program, or rape crisis center 
• Psychological counseling 
• Receive safety planning related to domestic violence, sexual assault, or stalking 

 
Employees who need to take a leave under this policy may use available paid vacation or sick leave 
benefits to cover any portion of the leave which is otherwise unpaid.  If a leave is needed for these 
purposes, the Company requests that you give it as much advanced notice as possible, unless such 
advance notice is not feasible under the circumstances.  The Company may request documentation 
confirming the need for leave under this policy, which may include a copy of a police report, court order, 
or doctor’s or counselor’s note or similar document. 
In addition to providing leave, the Company will provide reasonable accommodations to employees who 
are the victim of domestic violence, sexual assault, and stalking to help make changes to the workplace 
to make sure such employees are safe at work.  Such changes may include: 
 

• Installation of locks 
• Change in shift or phone number 
• Transfer or reassignment 

 
In the event a reasonable accommodation is needed, the Company may request from you a signed 
statement certifying that the reasonable accommodation is for a proper purpose, and may also request 
proof showing your need for the reasonable accommodation.  The Company will keep any requests 
under this policy strictly confidential, and employees who request a leave or reasonable accommodation 
will not be subjected to retaliation or discrimination of any kind because of such request. 
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Literacy Assistance 

MIHC will reasonably accommodate and assist any employee who reveals a problem of illiteracy 
and requests Company’s assistance in enrolling in an adult literacy education program, provided that 
such accommodation does not pose an undue hardship to Company. 
 

Military Leave of Absence 

Employees who require time off from work to fulfill military duties will be treated in accordance with 
applicable requirements of state and federal laws.  You are expected to notify the Company of upcoming 
military duty by providing your manager with a copy of your orders as soon as possible.   

In addition, employees who are spouses or registered domestic partners of military service personnel 
and who regularly work at least twenty (20) hours per week are eligible to receive up to ten (10) days of 
unpaid, job-protected leave to spend with their military spouse or registered domestic partner who is on 
leave from a deployment to a combat theater or combat zone designated by the President of the United 
States.  To be eligible for this leave, the employee must provide the Company with (a) notice of his or 
her intention to take family military leave within two (2) business days of receiving official notice that the 
employee’s spouse or registered domestic partner will be on leave from a deployment, and (b) 
documentation certifying that the employee’s military spouse or registered domestic partner will be on 
leave during the time that the employee requests his or her leave. 
 

Lactation 
 
The Company will provide a reasonable amount of break time to accommodate a female employee’s 
need to express breast milk for the employee's infant child. The break time should, if possible, be taken 
concurrently with other break periods already provided. Employees should clock out for any time taken 
that does not run concurrently with normally scheduled rest periods, and such time will be unpaid.  The 
Company will also make a reasonable effort to provide the employee with the use of a room or other 
location in close proximity to the employee's work area, for the employee to express milk in private. 
 
Employees should notify their immediate manager if they are requesting time to express breast milk 
under this policy.  The Company does, however, reserve the right to deny an employee’s request for a 
lactation break if the additional break time will seriously disrupt operations. 
 

Group Insurance 

The Company currently offers regular full-time employees regularly scheduled to work a minimum of 30 
hours per week enrollment in insurance coverage options after they have been employed for 60 days, 
effective on the first of the month following 60 days. Insurance plans costs are the employee’s 
responsibility. 
 
You will be provided with an enrollment form and official plan booklets for the benefits offered. Details 
of the benefits provided are described more fully in these booklets. 
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Continuation of Medical Benefits/COBRA Insurance 
 

The Federal Consolidated Budget Reconciliation Act (COBRA) is the legislation that provides employees 
and their covered dependents the right to continue their group health care coverage after a qualifying 
event. We will provide you with a written notice describing rights granted under COBRA when you 
become eligible for coverage under our group health insurance plan(s). 
 

Workers’ Compensation Benefits 

As required by law, the Company provides workers’ compensation benefits for the protection of 
employees with work-related injuries or illnesses. No premium is charged for this coverage, and no 
individual enrollment is required. 
 
Any person who makes or causes to be made any knowingly false or fraudulent material statement or 
material misrepresentation for the purpose of obtaining or denying workers’ compensation benefits or 
payments is guilty of a felony. 
 


