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Company Introduction
At Enhabit Home Health & Hospice, we’re expanding what’s possible for patient care in the home. As a national
leader in home health and hospice, Enhabit provides extraordinary, patient-centered care that patients and their
families can count on. Our talented, compassionate teams are what make it all possible. We bring our best to
work every day, knowing that we play a critical part in our patients’ life stories.
We’re committed to making sure our teams feel at home within Enhabit. Our supportive culture consistently ranks
us as a best place to work in the communities we serve and across the industry. As a team, we strive to give
every patient the healthcare journey they choose and deserve, because that’s what we call a better way to care.
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Welcome to the Enhabit family
Enhabit employee handbook
This employee handbook (“Handbook”) constitutes
the written policies of and for employment with
Enhabit Home Health & Hospice, including the
private duty branches. The Handbook is not
intended or to be construed as a contract or
agreement of employment. The Handbook serves as
guidance for both management and employees in
the at-will employment relationship.
Enhabit, in its sole discretion, may change content
or application as it deems appropriate, and these
changes may be implemented even if they have not
been communicated, reprinted, or substituted in this
Handbook. No policy is intended as a guarantee of

continuity of benefits or rights. No permanent
employment or employment for any term is intended
or can be implied by statements in this Handbook.
Additional policies, procedures, protocols, manuals,
and supplement training documents will be provided
to employees through the general, job-specific, and
compliance orientation process.
Employees are expected to be familiar with the
contents of this Handbook, and review it regularly for
updates and revisions. Employees should consult
directly with their supervisor on questions regarding
policies or procedures referenced in this Handbook.

Enhabit purpose, a better way to care
It is the desire of Enhabit to be a best place to work.
The company strives each day to treat employees
with the level of care and concern they deserve as a
valued asset. In turn, the hope is that all employees
will embrace the Enhabit purpose to provide a better

way to care to all, and to honor the commitment to
the Enhabit Way. The purpose and values of Enhabit
have a significant impact on patients, coworkers,
referral sources, and communities.

Enhabit Way, statement of values
The Enhabit Way is comprised of five core values that work together to help ensure the greatest impact on
patients, partners, and co-workers is delivered daily.
Set the standard: Enhabit is committed to going
above and beyond, never settling for anything less
than excellence. Enhabit takes pride in being an
industry leader and working towards continuous
improvement.
Lead with empathy: Enhabit starts with empathy,
taking the time to understand the physical, mental,
and emotional needs of both the employees and the
patients. With an effort to listen, Enhabit makes deep
connections and engages on a personal level to
better serve others.

Focus on the positive: Enhabit has a positive spirit
and finds the light even in the most difficult
situations. Enhabit celebrates successes and
inspires others to create meaningful impact.
Stronger together: Enhabit believes that individual
strengths contribute to being stronger together.
Representatives take accountability for their actions,
connect across teams, and lean in to get it done – at
all levels of the company.

Do what’s right: Enhabit does the right thing the
right way, no matter how difficult, even when no one
is looking. Company representatives are not afraid
to have hard conversations. If a mistake is made, it
is acknowledged and representatives work to
proactively find a resolution and make it right going
forward.
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Enhabit commitment to inclusion and diversity
Enhabit embraces inclusion and diversity, and
accordingly seeks to employ talented individuals
across diverse backgrounds to ensure a realization
of the guiding principle of a better way to care, and
that Enhabit continues to be a provider of choice in
every community served.
As part of the Enhabit Way, diversity plays an
integral role in how business is conducted. Through
an open and inclusive environment, Enhabit can
learn and leverage differences to offer the maximum
value to employees, patients, business partners,
and the local communities in which team members
live and work. The workplace environment is one in
which employees who may be of varying age, race,
color, national origin, religions, sex (including
pregnancy, sexual orientation, and transgender
status), disability, genetic information, and
backgrounds can contribute to Enhabit’s success.

Inclusion and diversity is inherent in the work at
Enhabit. The company is committed to:
•
•
•
•
•

To set the standard for diversity by being
statistically diverse.
To lead with empathy by increasing awareness
and acknowledging the lived experiences and
realities of each employee.
To do what is right by providing equal
compensation and equal opportunity for all.
To focus on the positive by celebrating the
differences and strengths employees bring.
To be stronger together by creating a culture of
belonging in the workplace.

Employment practices
Equal opportunity
Enhabit is an equal-opportunity employer. The
company values a diverse workforce and an
inclusive culture, which contributes to creativity and
business growth. Enhabit does not tolerate unlawful
discrimination or harassment. In employment,
discharge, wages, or working conditions, Enhabit
does not discriminate against individuals on the
basis of race, ethnicity, color, creed, national origin,
religion, sex, age, sexual orientation, gender identity
or expression, genetics, mental or physical disability,
or any other protected classification.

The employment objective of Enhabit is to attract
and retain personnel who meet high standards of
personality, integrity, professionalism, character,
education, and occupational qualifications, who will
carry on the work of the company competently, who
have the capacity for growth, and who will make a
valuable contribution to and become an integral part
of Enhabit.

Employment at-will
Employment with Enhabit is at-will and may be
terminated at any time by either the employee or
Enhabit, with or without cause.

The at-will employment status cannot be changed or
modified without approval and documentation in
accordance with Enhabit policies and procedures.

Hiring practices
Job openings are posted via the Enhabit website,
and on the internal job board for the home health,
hospice, and private duty business segments, as
appropriate. Additionally, the company, at its
discretion, may post or promote jobs via other
methods of its choosing. Enhabit utilizes many talent
acquisition and recruiting resources to help attract
top talent.
Page 4 of 60

Persons wishing to be employed by Enhabit are
required to complete a process which includes prehire documentation and post-offer of employment
background screenings. Pre-hire documentation
includes a standard employment application,
professional references, and an authorization to
conduct certain background screenings. Such
documentation is used to determine eligibility for
employment and must be completed accurately and
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entirely. Any misrepresentation or omission may be
grounds for immediate dismissal. Employment is
contingent upon satisfactorily passing certain
screenings. Post-offer of employment procedures
include a criminal history record, motor vehicle

record (MVR) check, Medicare and Medicaid
exclusion check, and drug testing for controlled
substances. The pre-hire and post-offer of
employment documentation becomes a permanent
part of the personnel file.

Internal transfers
Subject to company approval, an employee may
transfer to another Enhabit position without affecting
their date of hire. An employee who is interested in
transferring should talk with their supervisor, the
hiring manager, or the talent acquisition team to
discuss potential openings and the transfer

procedure. Performance appraisals, attendance,
and other job performance criteria will be considered
when determining suitability for a transfer.
Employees on a performance improvement plan are
not eligible for transfer to another Enhabit position.

Background screenings
Enhabit conducts pre-employment and annual
background screenings on employees, which
include federal, state, and county criminal history,
motor vehicle records (MVR), social security reports,
Office of Inspector General (OIG) Medicare and
Medicaid exclusion, multi-state sex offender
registries, or other items as outlined in the applicable
consent forms. Enhabit reserves the right to conduct
a background screening throughout the course of

employment without notice, to the extent permitted
by applicable laws.
Employees are reminded that they must immediately
inform their supervisor if they are charged,
convicted, or a party to any criminal proceedings.
This notice will allow Enhabit to review the
necessary and relevant information to determine
continued employment eligibility.

Motor vehicle record
In order to comply with the requirements of the
Enhabit automobile insurance policy carrier, it is
required to run an MVR on all employees, whether
they use a company or personally owned vehicle in
the scope of their job duties, including clinical and
non-clinical employees. The objective is to promote
driver safety and to guard against the infrequent, but
potentially devastating, claim that can result from an
employee that operates their vehicle without regard
for the safety of others. Subject to applicable laws,
major violations that will result in corrective action,
up to and including termination of employment,
include, but are not limited to, occurrences within the
last five years of:
•
•
•
•
•

Negligent homicide
Manslaughter
Failure to stop and identify (hit and run)
Assault involving a motor vehicle; or
Currently has a suspended or revoked license

If an employee or potential employee has any of the
following violations within the past three years from
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the date of the MVR, documented counseling with
the employee will be conducted and included with
the personnel records for that employee, and a
probationary hire may be made with the potential
employee. Subject to applicable laws, if there are
multiple violations of any of the following at any time,
it will be considered a pattern of behavior and may
result in the exclusion of the driver from the company
car program and possibly result in corrective action,
up to and including termination of employment:
•

•
•
•
•
•

Criminal conviction; such as theft, robbery,
assault, crimes which may impact employability
pursuant to applicable laws, rules, or
regulations, other similar crimes involving
violence or dishonesty or which may impact
patient safety or care
Driving under the influence (DUI)
Driving while impaired (DWI)
Drag racing
Reckless driving
Passing a stopped school bus
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Orientation
Orientation is designed to provide all new
employees with the information necessary to ensure
a successful career with Enhabit. Orientation is an
investment to ensure a well-trained workforce to
best serve Enhabit, its patients, and its employees.
Orientation includes both general orientation and job
specific training.
The employee’s supervisor is responsible for
overseeing the orientation process for their direct
report. Supervisors may enlist others within Enhabit
to assist with training as appropriate, such as an

AS/HRD, preceptor, or peer trainer. The employee
has a responsibility to actively participate in their
orientation, and communicate with their supervisor if
and when they require additional information.
Each new employee will have a 90-day evaluation
with their supervisor to review and discuss
performance, performance expectations, and
identify any additional training needs of the
employee. Issues or concerns should be addressed
in accordance with the applicable company policies
and performance improvement process.

Personal appearance
The image Enhabit projects to the public is reflected
in the appearance of each employee. Simply stated,
an employee’s personal appearance reflects on
Enhabit and should project a professional image at
all times.
Employees are required to wear an Enhabit branded
photo or silver name badge at all times when
performing work for the company.
Home office employees are expected to wear
business office attire. Unless attendance in a
meeting that may require business attire is
scheduled, jeans are allowed on Fridays and other
days specifically announced by the company.
Personal appearance on all work days should
continue to reflect a professional image. Clothing
and shoe wear that are not allowed include short
skirts, sweat suits, low cut shirts or sweaters, shorts,
flip-flops, and any other attire deemed inappropriate
by Enhabit.
Branch office employees should adhere to the same
professional image parameters as the home office
employees. Branch office employees may also have
the option to wear an Enhabit embroidered polo style
shirt. Clinical branch office employees who may be
required to provide direct patient care, may wear
scrubs or a scrub jacket, or they may follow the same
criteria as outlined for the field staff.
Field employees must abide by the dress code at all
times, and may dress in one of these options:
•

Primary option: Long or short-sleeved, purple,
black, or gray scrub jacket, in conjunction with
matching scrub pants or non-scrub khaki or
black pants. The jacket will have the company
name and logo embroidered on it. The shirt worn
under the jacket is up to the employee’s
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•

•

•

discretion, but should look professional. Enhabit
t-shirts may be utilized as an option under the
scrub jacket.
Primary option: Long or short-sleeved purple,
black, or gray scrub top that must be worn with a
matching scrub bottom of the same color. Jacket
may and is encouraged to still be worn.
Back-up option: Replace scrub jacket with
purple, black, or gray fleece jacket in conjunction
with matching scrub pants or non-scrub black or
khaki pants.
Back-up option: A polo with the Enhabit logo
and in a designated uniform color, or a dress
shirt with a tailored hem, instead of a scrub shirt,
to be worn with black or khaki non-scrub pants.

All scrubs and polos must be purchased through the
company-designated vendor. A link to the personal
orders
store
can
be
found
at
https://www.ehhi.com/links.
Enhabit will provide new home health, hospice, and
private duty employees with a select number of
pieces based on their position. Employees are
encouraged to purchase additional uniform items
through the company-designated vendor. If the new
employee opts for the back-up option of a fleece, this
item may replace the company provided jacket or
scrub top, but will be purchased at the employee’s
expense through the vendor.
Field staff must wear closed-toe shoes when
performing patient care.
Visible tattoos and piercings must be non-offensive
and discreet. Enhabit has the right to prohibit
prospective or continued employment if the tattoos
or piercings are inconsistent with the company
standards for professional presentation.

Confidential and Proprietary

120122

Enhabit Home Health & Hospice Employee Handbook
Employees are expected to use sound judgment in
their appearance, personal hygiene, and grooming,
keeping in mind the nature of the work, their own
safety, and the safety of co-workers, as well as their
need to interact with the public.
If an employee’s personal appearance or dress code
is considered inappropriate or unprofessional, the
employee’s supervisor may discuss and provide

guidance to the employee, which may include
sending the employee home to change their attire.
In circumstances where a nonexempt employee is
sent home from work to change their attire they may
be required to use available paid days off (PDO) time
to compensate for the time away from work or make
up for missed time. Repeated violations of the dress
code may result in corrective action, up to and
including termination of employment.

Telephone calls
Prompt and courteous responses to work-related
telephone calls is the expectation of employees. It is
best practice to always identify yourself by name and
as a representative for Enhabit branch or
department when answering or making a call.
Although an incoming call may be for someone else,
each employee should offer to help the caller in
every way possible.

Enhabit understands that, for some job positions,
long distance calls are essential to the completion of
job duties, however, toll charge calls and personal
long distance calls should not be accepted or placed
using the Enhabit telephone system.

Cell phones and personal electronic devices
In applicable situations, certain full-time and parttime exempt employees may receive a per-payperiod cell phone allowance based on the agreed
upon job description and expected use of a personal
electronic device to perform work-related duties. In
rare circumstances, certain employees may use cell
phones issued by Enhabit to communicate with
branches, physician offices, referral sources,
patients, or patient’s families; these employees
would not be eligible for additional compensation for
the use of a personal electronic device.
If an employee needs to use an Enhabit or personal
cell phone while in their personal or company-issued
vehicle for work-related or personal conversations,
the employee is required to pull off the road into a
safe area, complete the cell phone conversation,
then resume the trip, or the employee is required to
use a hands-free method to conduct and complete
the conversation.

Additionally, employees should be mindful of using
hands-free methods for conversations, and refrain
from cell phone use in a public location when
discussing a patient’s protected health information
(PHI) as it may be possible for a third party to
overhear. This would be a violation of the patient’s
privacy and Enhabit standards of business conduct.
Employees should adjust settings on cell phones
and tablets, whether personal or company-issued,
smartwatches, and other personal electronic
devices so that notifications and alarms are either
disabled, or do not sound or otherwise provide
distraction during patient care or other work
interactions.
Excessive use of cell phones to conduct personal
business during working hours is grounds for
corrective action, up to and including termination of
employment.

Professional licensure
For positions with a requirement for a license or
professional certification, it is the responsibility of the
employee to provide these documents for inspection
before or at the time of employment, and to keep
these credentials active and in good standing.
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Licensed professionals are required to immediately
notify management of any suspension, expiration, or
adverse action taken on their license. Failure to
timely renew professional licenses or failure to notify
management of suspension, expiration, or adverse
action may result in corrective action, up to and
including termination of employment.
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Reasonable accommodations
Enhabit is committed to equal opportunity in all
aspects of employment for qualified individuals with
a disability. In accordance with the Americans with
Disabilities Act (ADA), Pregnancy Disability Act
(PDA), and applicable laws, and consistent with the
Enhabit equal employment opportunity (EEO) policy,
Enhabit will provide reasonable accommodations in
employment to qualified individuals with disabilities,
unless the accommodation would impose an undue
hardship on the operation of the business or would
change the essential functions of the position.
Retaliation against any job applicant or employee for
requesting a reasonable accommodation or a workrelated modification is not tolerated.
A qualified employee with a disability may request a
reasonable accommodation by (i) informing Enhabit
that they have a disability that requires reasonable
accommodation; (ii) explaining the disability-related
limitation or workplace issue for which a reasonable
accommodation is needed; and (iii) if known,
identifying any reasonable accommodation that may
be necessary and available to address the
applicable limitations. The employee is encouraged
to complete and submit an ADA request form to
home office human resources (HR) in order to
provide such information. Enhabit will generally
require the employee to provide medical
documentation in connection with the evaluation of
a reasonable accommodation request, if the
employee does not provide medical documentation
voluntarily with the initial request. All such medical
information received will be handled in accordance
with applicable privacy laws and regulations. Failure
to submit requested medical documentation may
limit the ability of Enhabit to grant the requested
work-related modification.
Home office HR will consider each reasonable
accommodation request on an individualized basis,
will consult with the appropriate management team,
and use a solutions-oriented approach to make a

determination on the request. Home office HR may
also discuss with the employee any questions or
clarifications necessary to be able to assess the
reasonable accommodation request, including, but
not limited to, interactive discussions about the
nature of the designated limitations and potential
accommodations. Enhabit may propose and, when
appropriate, select an alternative accommodation
that allows the employee to perform the essential job
functions or provides an EEO.
Enhabit may ultimately approve the requested
accommodation as presented, suggest an
alternative accommodation designed to permit the
employee to perform the essential functions of their
position, or deny the accommodation request in
appropriate circumstances. Such decision will
generally be communicated to the employee in
writing and will describe the accommodation granted
or state the reason for any denial of an
accommodation or decision not to provide a
particular requested accommodation. If Enhabit
approves a reasonable accommodation, it reserves
the right to request that the employee’s health care
provider recertify the need for the accommodation at
reasonable intervals.
All
accommodation
requests
and
related
documentation, including medical information, will
be treated confidentially and maintained in a
separate file by home office HR.
If Enhabit approves an accommodation, the
company has not made any determination that the
employee is disabled as defined by the ADA or other
applicable laws.
The guidelines, policies, and standards set forth
herein will be subject to applicable laws and statespecific addendums. Enhabit may have statespecific #addendums to comply with applicable laws
of particular state.

Pregnancy, lactation non-discrimination and accommodation
Enhabit will provide employees and applicants with
a reasonable accommodation for known limitations
related to pregnancy, childbirth, or a related medical
condition,
including
lactation.
Reasonable
accommodations may include more frequent or
longer bathroom breaks, breaks to express breast
milk, access to a private location other than a
bathroom for the expression of breast milk,
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acquisition or modification of equipment, or access
to or modification of employee seating, a temporary
transfer to a less strenuous or hazardous position,
assistance with manual labor, assistive equipment,
job restructuring, a modified work schedule, light
duty assignments, modified dress code or uniform
requirements, time off to attend to a pregnancy
complication, and leave to recover from childbirth.
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Enhabit will provide a reasonable amount of break
time to accommodate an employee desiring to
express breast milk for the employee's infant child.
Enhabit will provide break time for this purpose up to
the allowable amount of time permitted by applicable
state laws.
Employees needing breaks for lactation purposes
may use ordinary paid rest breaks or may take other
reasonable break time when needed. If possible, the
lactation break time should run concurrently with
scheduled meal and rest breaks already provided to
the employee. If the lactation break time cannot run
concurrently with meal and rest breaks already
provided, or additional time is needed for the
employee, the lactation break time will be unpaid for
nonexempt employees. Where state laws impose
more specific requirements regarding the break time
or lactation accommodation, Enhabit will comply
with those requirements.
Employees should contact their supervisor during
their pregnancy, before their return to work, or within
a reasonable notification period to identify the need
for a lactation area. In addition, employees should
discuss with their supervisor the location for storage
of expressed milk. To the extent reasonably
possible, Enhabit will provide a refrigerator, or other
cold storage space, or allow the employee to provide
her own portable cold storage device for storage of
expressed milk.
Enhabit will make reasonable efforts to provide
employees with the use of a room or a private area,

other than a bathroom or toilet stall, that is shielded
from view and free from intrusion from both coworkers and the public. Enhabit will make a
reasonable effort to identify a location within close
proximity to the work area for the employee to
express milk. This location may be the employee's
private office, if applicable.
Enhabit will otherwise treat lactation as a pregnancyrelated medical condition and address lactationrelated needs in the same manner that it addresses
other non-incapacitating medical conditions,
including requested time off for medical
appointments, requested changes in schedules, and
other requested accommodations.
If it is determined that providing a reasonable break
time or a private space to express breast milk will
cause an undue hardship to company operations,
the supervisor should consult with home office HR.
Enhabit does not tolerate discrimination against or
harassment of employees because they are
breastfeeding mothers and request or take breaks in
accordance with this policy. Acts of discrimination
should be appropriately reported. Retaliation is not
tolerated against any person by another employee
or by Enhabit, and should be appropriately reported.
The guidelines, policies, and standards set forth
herein will be subject to applicable laws and statespecific addendums. Enhabit may have statespecific #addendums to comply with applicable laws
of a particular state.

Confidential information
In addition to physical and financial assets, Enhabit
assets include certain intangible or ‘intellectual’
property. This includes, but is not limited to,
confidential or proprietary information, formulas,
processes, inventions, pricing information, provider
agreements, financial information, development
plans, and other information that has not been made
public and that would be of interest to a competitor
or other party if disclosed.

information to perform their duties unless expressly
authorized by a supervisor or manager. All
confidential or proprietary information should be
protected against theft, loss, and unauthorized
disclosure, and must be returned to Enhabit upon
termination or resignation of employment. However,
this provision is not intended to restrict any legally
protected activity or the exercise of rights under
applicable laws.

No confidential or proprietary information should be
disclosed to individuals outside Enhabit or to other
employees and contractors who do not need the

As applicable, employees are required to place all
‘to-be-shredded’ documentation into the companyprovided locked shred bin every 24 hours.

Personnel records
Each branch maintains an electronic personnel
record containing all documents required for all
branch and designated sales employees. For home
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office employees, the home office HR department
maintains a complete electronic personnel file.
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The employee is responsible to execute and provide
the timely completion and documentation of any
records required for employment. This may include
licensure, certification, or other requirements
outlined in the job descriptions.
An electronic employee record containing payroll
information is maintained at the home office.
Personnel files are the property of Enhabit.
Employees who wish to review their personnel
records may request a mutually convenient date and
time to review the records. The employee may be
provided copies of documents they have signed,
however no part of the personnel record may be
marked, changed, or removed by the employee.
Separated employees are not entitled to access

personnel records, or provided copies of such
records, unless Enhabit is required to by legal
instrument, or applicable laws.
Through the Okta dashboard, current employees
have the capability to access PeopleSoft employee
self-service to view paychecks and paycheck
history, as well as personal, compensation, and
benefit information. Employees can access the
employee self-service portal either from a work or
home computer. Employees are responsible to
ensure the accuracy of demographic information on
record, including physical and mailing addresses,
telephone number, emergency contacts, tax
withholding status, and bank information for direct
deposit.

Employee expectations
Employee conduct
Enhabit expects employees to perform the duties
assigned to them promptly and satisfactorily, to
conduct themselves in a professional and respectful
manner, and to refrain from taking any action which
would be contrary to the best interests of the
company. It is the duty of every employee to adhere
to Enhabit policies and procedures, and follow the
direction of their supervisor and management team.
The intent of Enhabit is to take a constructive and
fair approach to disciplinary matters and
performance issues. To achieve fairness, the
corrective action taken must fit the infraction.
Therefore, Enhabit reserves the right to handle each
corrective action, as it deems appropriate to achieve
fairness. In most cases, such as poor job
performance, poor attendance, and minor infractions
of Enhabit policy, the direct supervisor will counsel
the employee to help them become a more
productive member of the team. Enhabit is an at-will
employer and may find it necessary in certain
circumstances, to impose immediate corrective
action, up to and including termination of
employment, without prior notice or counseling.
The guidelines listed are not to be considered as allinclusive, but unacceptable employee conduct may
include major or minor infractions.
Major infractions may result in corrective action, up
to and including immediate termination of
employment.
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1. Failure to show for a scheduled day without
calling in advance
2. Patient abuse; physical, verbal, or mental
3. Dishonesty or intentional misrepresentation
4. Falsifying work-related documents
5. Committing deliberate or extensive damage to
Enhabit or patient property
6. Theft or accusation of theft from Enhabit or
patient
7. Negligence
8. Possessing weapons on Enhabit or patient
property
9. Violation of confidentiality
10. Consumption of illegal drugs, alcohol, or
substance, or intoxication while on duty
11. Insubordination
12. Non- Enhabit employees accompanying staff on
visits or performing ‘ride-along’
13. Placing self, patient, or another employee’s life
in danger
14. Unlawful or unwelcome harassment
15. Engaging in threatening or violent behavior
16. Sleeping while on duty
17. Signing or receiving someone else’s paycheck
without proper written authorization
18. Taking any gratuity, tip or gift, from any patient
or family member
19. Borrowing money from patients
20. Tardiness, absences
21. Failure to adhere to policies and procedures
regarding submission of documentation
22. Discrepancy on a criminal history screening
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23. Violation of federal or state laws, regulations, or
violation of the Enhabit standards of business
ethics and conduct, or compliance policies
24. Investigation by law enforcement authorities,
licensing agencies, or others for alleged illegal
or unprofessional conduct, the nature of which
Enhabit deems inappropriate for active
employment during the investigation
25. Be or become excluded from participation in
state or federal health care programs
26. Violations of the zero retaliation policy which
includes, but is not limited to, engaging in
retaliatory behavior against another employee
for reporting concerns in the workplace
27. Job abandonment
28. Other infractions of similar magnitude as
determined by Enhabit

Minor infractions are usually correctable through
training and counseling, but repeated offenses may
result in corrective action, up to and including
termination of employment.
1. Excessive late arrivals
2. Substandard workmanship
3. Misuse of communications and information
technology systems
4. Using abusive or obscene language
5. Carrying on unauthorized activities during
working hours
6. Failure to report an occupational incident-injuryillness timely
7. Other infractions of similar magnitude as
determined by Enhabit

Open door policy
Good communication is part of being stronger
together. It requires mutual respect and good
working relationships. The goal of the open door
policy is to encourage open and effective
communication
between
supervisors
and
employees in the workplace.

Employees may email ideas for company-wide
improvements for consideration by the appropriate
department
and
executive
leadership;
suggestions@ehab.com.

Non-retaliation
Enhabit does not tolerate retaliation in any form
against an employee for good faith reporting of
suspected violations, or other compliance-related
concerns to appropriate Enhabit representatives.
Employees are required to report, in good faith,
actions or practices which they believe may be

violations of the Enhabit standards of business
ethics and conduct, company policy, or legal or
regulatory obligation. Violations of this policy are
subject to corrective action, up to and including
termination of employment.

Complaints and grievances
Differences of opinion or misunderstandings arise in
the normal operation of any organization, however,
respect and civility should be always be fostered and
practiced even in such instances. Enhabit
encourages employees to speak to their immediate
supervisor regarding any questions or concerns.
This keeps the lines of communication within the
immediate working relationship open, and often the
supervisor is in the best position to answer
questions, handle concerns, or implement ideas
properly and quickly.
However, if an employee’s immediate supervisor is
unable to assist, the complaint or grievance involves
the immediate supervisor, or the employee feels
concerns were not addressed, the employee is
encouraged to follow the chain of command, but may
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speak to any level of management regarding their
concern. Further, an employee may contact home
office HR without concern of retaliation.
Once an employee has appropriately notified their
supervisor, home office HR, or the compliance
department of their concern, the concern will be
addressed accordingly. All employees are expected
to cooperate, in good faith, as part of the complaint
resolution process. Failure to cooperate could
impact the company’s ability to effectively address
the reported concerns. Enhabit will notify the
employee of completion, and information may be
shared appropriately by Enhabit, in its sole
discretion. The employee will be encouraged to
notify management of continued or new concerns.
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Compliance
Enhabit is committed to conducting business in
accordance with applicable laws and with high
standards of business integrity. The home office
ethics and compliance program has been
established to assist Enhabit employees in making
the right choices regarding business practices. The
ethics and compliance program is responsible for:
•
•

•
•

Establishing and maintaining Enhabit’s
standards of business ethics and conduct,
accessible at https://www.ehhi.com/links
Developing policies and procedures, and
implementing effective internal controls
designed to promote ethics and compliance
with regulatory obligations
Overseeing the compliance hotline
Reviewing problem areas identified to hotline

Employees are required to report either orally or in
writing to their supervisor any and all activity that
may constitute fraud, unethical business conduct,
violations or suspected violations of federal, state, or
local laws or regulations, violations or suspected
violations Enhabit policy, including complaints or
concerns regarding accounting, internal accounting
control, auditing, and financial reporting matters, or
substantial and specific dangers to employee health
and safety. The employee will receive appropriate
action, without discrimination or reprisal, during and
following the resolution process.
An employee may also contact compliance directly
by phone, 855.WE.COMPLY (932-6675), or email,
wecomply@ehab.com.

Alcohol and drug free workplace
Enhabit recognizes the responsibility to maintain a
safe working environment. Part of this responsibility
includes protecting employees from the hazards
associated with substance abuse in the workplace.
It is the intent and obligation of Enhabit to provide a
healthy, safe, and secure work environment.
Employees who think they may be developing
alcohol, drug, or substance dependencies are
encouraged to seek help before their dependency
affects their job performance, personal relationships,
health, safety, or the health of others.
The term ‘substances’ includes, but is not limited to,
all controlled substances and other drugs, drugrelated
paraphernalia,
inhalants,
alcoholic
beverages, and substances made unlawful under
applicable laws, with the exception of prescription
drugs taken as medically directed. Employees who
use prescription drugs must inform their supervisor
in advance of such use if the use may impair the
employee’s ability to perform essential job functions
or pose a direct threat to the employee or others.
Marijuana is included as a controlled substance,
whether it is used for medical, recreational, or other
purposes, and regardless of whether it is legal in a
particular state.
Enhabit adheres to a pre-employment drug test
program and has a legitimate interest in enforcing
the policies with regard to drugs, alcohol, and
substances to ensure the safety and well-being of
patients and other employees. Therefore, Enhabit
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may, from time-to-time, need to require an employee
to submit to a drug test or alcohol screening.
Enhabit has policies that prohibit employees from
soliciting, purchasing, possessing, distributing,
manufacturing, or using illegal drugs, and from being
under the influence of drugs, alcohol, or substances
while performing employment related duties. The
possession or use of alcohol, illegal drugs, or
substances are not tolerated in the workplace and
will result in corrective action, including immediate
termination of employment.
If there is a reasonable and rational basis to suspect
that an employee may be violating the drug and
alcohol policies, the employee will be asked to report
to an identified testing laboratory and submit a
sample for testing. Additionally, a drug test or
alcohol screening may be performed on an
employee involved in a work-related incident or
injury and there is a reasonable possibility that the
influence of alcohol or drugs may have been a
contributing factor in the incident. An employee who
is found to have illegal drugs, alcohol, or substances
in their system, based on the test, will be subject to
corrective action, up to and including termination of
employment. Additionally, Enhabit may be required
to report the incident to the appropriate state
licensing agency.
A signed consent form regarding these practices is
obtained from each employee and maintained in the
employee’s electronic personnel record.
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Smoking
Smoking, including electronic and smokeless
cigarettes, will not be allowed inside any Enhabit
office, patient home, or in the Enhabit owned
vehicles. Each office may have a designated area
for smoking, and that designated area will comply

with landlord requirements for that property. These
designated smoking areas are to be kept clean and
neat at all times by disposing of cigarettes and waste
in appropriate receptacles.

Workplace violence prevention
Enhabit believes that the safety and security of
employees is critical, and the company is committed
to providing employees with a safe and productive
workplace. Violence in any form will not be tolerated,
including, but not limited to, physical violence,
threats of violence, or abusive or aggressive
behavior intended to threaten or intimidate another
person. Actual or threatened violence against coworkers, patients, vendors, visitors, or any other
persons within the workplace, or who have contact
with employees in the course of their duties, is not
tolerated. Acts or threats of physical violence,
including, but not limited to, intimidation,
harassment, or coercion, that involve or affect
employees, or that occur on Enhabit property, or in
the conduct of business off property, will not be
tolerated. Workplace violence includes, but is not
limited to, any intentional conduct that is sufficiently
severe, offensive, or intimidating to cause an

individual to reasonably fear for their personal safety
or the safety of their family, friends, or property such
that employment conditions are altered or a hostile,
abusive, or intimidating work environment is created.
Employees have a duty to warn management or
home office HR of any suspicious activity, situation,
or incident they may witness or of which they may be
aware. This includes, but is not limited to, direct or
indirect threats or acts of violence, aggressive
behavior, offensive acts, or threatening or offensive
comments and remarks. Employees are responsible
for making this report regardless of the identity or
position of the persons involved.
Violations of this policy will lead to corrective action,
up to and including termination of employment, or
legal action as appropriate. This policy is not
intended to create any obligations beyond those
required by applicable laws.

Weapons free workplace
It is the policy of Enhabit to prohibit any employee or
guest from carrying, using, or distributing weapons
in Enhabit vehicles, and on the company premises,
patient residences, and other facilities, while
conducting business on behalf of Enhabit. Weapons
may include, but are not limited to, firearms, knives,

dangerous chemicals, explosives, or ammunition,
concealed or otherwise.
Any employee failing to adhere to this policy will be
subject to corrective action, up to and including
termination of employment.

Harassment free workplace
Harassment by employees
Enhabit acknowledges the value to do what is right
by striving to ensure that employees and applicants
for employment are able to work in an environment
free of unlawful discrimination or harassment.
Harassment is unwelcome behavior or conduct that
weakens an environment and impacts performance.
This policy extends to inappropriate behavior
involving co-workers in settings outside of the
workplace, including, but not limited to, business
trips, business-related social events, social events
with co-workers, and on social media.
Page 13 of 60

Harassment on the basis of race, ethnicity, color,
creed, national origin, religion, sex, age, sexual
orientation, gender identity or expression, genetics,
those with mental or physical disability, or any other
protected classification such as pregnancy or
pregnancy-related
conditions,
disability,
or
membership in the uniformed services is unlawful
and will not be tolerated.
Unlawful harassment can include, but is not limited
to, slurs, epithets, threats, derogatory comments,
and unwelcome jokes that would make a reasonable
person
experiencing
such
harassment
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uncomfortable in the work environment, or that
would interfere with the person’s job performance.
Verbal and physical conduct of a sexual nature by
any employee, supervisor, manager, or other person
is not tolerated, including, but not limited to, sexual
advances, requests for sexual favors, or other
conduct, such as uninvited touching and sexually
related comments, that tend to create an
intimidating, hostile, or offensive work environment.
Comments or conduct that might be perceived as
sexually offensive are to be strictly avoided.
Examples of conduct that might constitute sexual
harassment include, but are not limited to, repeated
offensive or unwelcome sexual flirtations, advances
or propositions, unwanted hugs, touches or kisses,
suggestive or lewd remarks or jokes, continual or
repeated verbal abuse of a sexual nature or graphic
verbal comments about an individual’s body,
sexually descriptive and degrading words, or the
display in the workplace of sexually suggestive
objects, pictures, or images.
Sexual harassment includes unwelcome sexual
advances, requests for sexual favors, and other
verbal or physical conduct of a sexual nature by an
employee or supervisor when submission to such
conduct is made explicitly, or implicitly, a term or
condition of an individual’s employment or if
submission to, or rejection of, such conduct by an
individual is used as the basis for employment
decisions affecting such individual.
Submission to unwanted conduct is not required for
an employee to continue his or her employment with
Enhabit, and an employee may reject such conduct
without fear of reprisal. Unwanted conduct may
include, but is not limited to, inappropriate behavior
from anyone that the employee comes in contact
with during the scope of employment and
performance of work duties.

Reporting harassment
Enhabit management is responsible for creating an
atmosphere free of harassment, and employees are
responsible for respecting the rights of co-workers.
Any employee who experiences or witnesses
alleged harassment should immediately report the
incident to their direct supervisor. If the violation
involves the immediate supervisor, the employee
should contact the next level supervisor, home office
HR, or compliance. All complaints of harassment will
be
investigated
promptly
and
addressed
accordingly. The complaint will be investigated as
confidentially as possible however, employees
should understand that confidentiality cannot be
completely guaranteed. Where the investigation
reveals allegations of unlawful harassment are
substantiated, Enhabit will take appropriate action to
address the reported harassment. Any employee
who is found having violated the harassment policy
will be subject to appropriate corrective action, up to
and including termination of employment.
If there are concerns of continued harassment
following an investigation and appropriate action to
address the previous concerns, the employee
should report the continued behavior in accordance
with this policy so appropriate action can be taken to
end the behavior.
This policy does not restrict an employee’s right to
pursue their concerns outside the company through
applicable laws.
Harassment by patients, visitors, or vendors
Enhabit recognizes harassment can be perpetrated
by a patient, vendor, or other guest who interacts
with employees during the course of the workday.
Should this occur, reporting procedures described
herein should be followed. Where the investigation
reveals allegations of unlawful harassment are
substantiated, Enhabit will take appropriate action to
address the reported harassment.

Search policy
Enhabit respects the privacy rights of employees. In
the course of investigating any personnel issues,
such as theft of company property or possession of
illicit drugs, it may become necessary to search
desks or cabinets as well as personal effects such
as lunch boxes, briefcases, purses, or pockets.
Enhabit also reserves the right to enter, search, and
monitor voicemail, electronic mail, internet use, or
Page 14 of 60

other computer files of any employee, without
advance notice, for business purposes such as
investigating theft, disclosure of confidential
business information, personal abuse of the system,
or monitoring work flow or productivity. Searches are
only conducted when there is reasonable cause to
believe that company trust has been violated.
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In situations where an employee strongly prefers not
to participate, the employee may choose to
voluntarily resign for personal reasons. Employees
who refuse to cooperate during these searches and
who do not voluntarily resign may be subject to

corrective action, up to and including termination of
employment. An employee’s decision to work at
Enhabit constitutes consent to the searches
contemplated by this policy.

Respect for property
Enhabit provides and supports an environment in
which employees can be successful and productive.
In return, employees are expected to treat this
environment with respect, including, but not limited
to, all supplies and equipment that may be provided
to enhance the performance of essential job duties.
Office property and another employee's personal
property should only be removed with permission.
Enhabit does not assume liability for lost, stolen, or
damaged personal property.
All Enhabit property and equipment should be
returned upon separation of employment or
extended time away from work, such as a leave of
absence (LOA) or an employee that does not
perform visits within a 30-day period.
Lost, stolen, or damaged Enhabit or personal
property should be reported by the employee to their

supervisor immediately. If a device or written
documentation containing PHI is lost or stolen, and
it is discovered that the employee failed to take the
appropriate and necessary steps to secure the
equipment or property, then the first offense of
breach by an employee may result in a written
counseling and a monetary penalty. Subsequent atfault breaches may result in additional written
counselings and monetary penalties. A pattern of
breaches may result in a review by the compliance
committee to consider corrective action, up to and
including termination of employment.
Employees that lose, damage, or fail to return
Enhabit property in the condition it was originally
assigned will be responsible for the applicable
replacement cost, or fee to repair the property to
original working order.

Communications and information systems
To facilitate the flow of information and
communication throughout Enhabit and to enable
appropriate access to information both internally and
externally,
Enhabit
maintains
various
communications and information systems. These
systems include, but are not limited to, email, instant
messaging, voicemail, telephone systems, personal
computers and computer networks, facsimile
machines, and internet access. All of these systems
and forms of communication provided by Enhabit
are intended to be used for company business
purposes and to assist employees with conducting
company business.
Employees must understand the nature of email and
use it carefully and effectively. Electronic
communications have the potential to contain
electronic PHI (ePHI). Email sent internal within the
@ehab.com domain is secure and encrypted
through internal security features. External email
sent outside the @ehab.com domain is typically not
secure and encrypted. Any ePHI emailed to an
external contact must only be included in the body of
an email, and the information must be encrypted by
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including #encrypt in either the subject line or body
of the email.
For systems that require the use of a password, the
employee should make every reasonable effort to
protect those passwords. It is against company
policy to share passwords. If an employee is made
aware of a compromised password, they should
change it immediately.
By using the Enhabit communications and
information systems, an employee is knowingly and
voluntarily consenting to usage of these systems
being monitored by Enhabit. All information included
in the use of these systems, activity or matter
created, received, sent, or stored on Enhabit
communications and information systems is the
property of Enhabit. Employees must be mindful that
any and all messages may be read or heard by
someone other than the intended or designated
recipient. As with all Enhabit resources, employees
must not use the communications or information
systems in a manner that intentionally places
unnecessary burdens on the systems, or in any way
that may be disruptive to operations, or in violation
of laws or policy.
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Occupational incident-injury-illness
Enhabit complies with workers’ compensation (WC)
insurance laws by providing WC insurance benefits
for employees. WC insurance is for the payment of
authorized medical treatment and income benefits
for employees who are injured or lose time from work
due to an occupational incident, injury, or illness.
An occupational incident, injury, or illness must be
reported immediately to the supervisor.
An incident-injury-illness report must be completed
and submitted to home office HR by the end of the
working day of the occurrence. The report must be
filled out completely, including the date, time, and
place of any injury, how the injury occurred, and a
description of the injury or injuries sustained. The
report and support documentation will be considered
confidential and will be filed in the employee’s
medical file.
Failure to timely report an occupational incident,
injury, or illness may result in corrective action, up to
and including termination of employment, and could
lead to the denial of WC benefits. Enhabit will not be
responsible for any cost incurred in the treatment of
unreported,
or
undocumented
occupational
incidents within the scope of applicable laws.
As directed by Enhabit, the employee may be
requested to seek medical attention. Employees
who receive medical treatment are not allowed to
return to work without a release to return to work
note from the treating physician, and a review of any
restrictions by home office HR. If the employee
refuses physician follow-up, then the employee must
sign a release of liability.
A drug test or alcohol screening may be performed
on an employee involved in a work-related incident
or injury and there is a reasonable possibility that the

influence of alcohol or drugs may have been a
contributing factor.
If an employee misses work due to an occupational
incident, injury, or illness they may choose to use
any accrued and available PDO or extended illness
benefit (EIB) to fulfill state defined waiting periods.
At the end of the state defined waiting period, the
employee will be considered on lost time and eligible
for WC income.
Enhabit will evaluate if an employee may be allowed
to return to work based on the nature and anticipated
duration of any restrictions as indicated by the
treating physician. The restrictions will be evaluated
in regards to the essential functions of the job and
the ability to still perform the expectations of the
position. This evaluation may include a bona-fide job
offer. A bona-fide job offer may be a different job, job
duties, or rate of pay to assist with the employee’s
restrictions associated with their occupational injury
or illness. These changes are considered temporary
in nature and shall be reevaluated following the next
physician’s
appointment,
any
changes in
restrictions, a full recovery, maximum medical
improvement, or a change in business needs in a
way that these changes are no longer an option.
In the event an employee is unable to return to work,
the employee will be placed on Family and Medical
Leave Act (FMLA) leave or personal leave,
concurrent with their WC absence, and dependent
on the employee’s eligibility.
The guidelines, policies, and standards set forth
herein will be subject to applicable laws and statespecific addendums. Enhabit may have statespecific #addendums to comply with applicable laws
of a particular state.

Employee, patient services restrictions
Employees of Enhabit, whether full-time, part-time or
PRN, will provide services to company patients only
as employees of Enhabit. The supervisor shall
ensure that no employee directly supervises any of
their own immediate relatives, including spouses,
children, grandchildren, and siblings. Employees will
not have a secondary clinical, therapeutic, or
business relationship with any patient who is
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currently on service with Enhabit, and will not
provide personal, clinical, therapeutic, or business
services to a former patient for a six-month period
after a patient’s discharge from Enhabit. Any
exceptions to this policy must be approved by the
executive vice president strategic operations and the
director of home health and hospice compliance.
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Employment of patients
Enhabit may hire an individual who is a relative of a
patient, so long as there is no conflict of interest.

An employee may not perform work in the home of
a relative.

Employment of relatives
Employment of blood relatives, immediate family
members, or those in an adoptive or foster
relationship in the same department or branch of
Enhabit may present a conflict of interest. Relatives
of persons currently employed by Enhabit may be
hired only if they will not be working directly for, or
under the direct supervision of an immediate family
member. Enhabit does not permit employees to be
transferred into a position that would create such a
reporting relationship.
In order to avoid the appearance of favoritism and
conflicts of interest, employees who are, or become,
part of a situation where they are in violation of this
policy are responsible for immediately disclosing this

familial relationship to their supervisor and home
office HR. Failure to disclose a familial relationship
is a violation of this policy. Voluntary disclosure
allows for Enhabit to properly evaluate disclosed
relationships and consider potential next steps for
resolution. If other suitable employment with the
company is not available, Enhabit, in its sole
discretion, may terminate employment.
For the purposes of this policy, an “immediate family
member” is any person who is related by blood or
marriage, or whose relationship with the employee
is similar to that of persons who are related by blood
or marriage. Those in an adoptive or foster
relationship would also be “immediate family.”

Workplace dating, romantic relationships
Romantic relationships within the same department
or branch may present a conflict of interest or may
cause problems in the workplace including, but not
limited to, partiality, favoritism, and negative
employee morale, whether real or perceived.
Supervisors, managers, executives, or anyone else
in sensitive or influential positions are strongly
discouraged from dating or becoming romantically
involved with a subordinate employee.
In order to avoid the appearance of favoritism and
conflicts of interest, employees who are, or become,
part of a situation where they are in violation of this
policy are responsible for disclosing the romantic

relationship to their supervisor and home office HR
immediately. Voluntary disclosure allows for Enhabit
to properly evaluate disclosed relationships and
consider potential next steps for resolution. If other
suitable employment with the company is not
available, Enhabit, in its sole discretion, may
terminate employment. Failure to disclose a
romantic relationship is a violation of this policy.
If a romantic relationship results in work disruption,
unprofessional work environments, or patient or
employee safety concerns, the employees in the
relationship may be subject to corrective action, up
to and including termination of employment.

Restricted employment
Full-time employees of Enhabit may not also own,
operate, be employed or contracted by, or take any
part in the operation of another home health care or
hospice. Employees will provide services to Enhabit
patients only as employees of Enhabit.
Employees shall not provide services under a
personal business or therapeutic relationship to a
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current Enhabit patient, or for six months after a
patient is discharged. Employees shall not provide
services to a current Enhabit patient as an employee
or independent contractor for another service
provider. Exceptions to this policy must be approved
by the executive vice president strategic operations.
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Employee performance improvement process
Job performance issues can arise in any position,
and are generally associated with:
•

Failure or unwillingness to meet or sustain job
performance metrics; or
• A violation of Enhabit policy; or
• Unprofessional conduct or communication; or
• Attendance or tardiness record.
Enhabit encourages the use of performance
improvement plans to create opportunities for
success for all employees. If performance does not
sufficiently improve, progressive corrective action
may be warranted and Enhabit, in its sole discretion,
may take further corrective action, up to and
including termination of employment.
The process for handling these issues may include,
but are not limited to, any or all of the following
actions, depending on the severity of the
performance issue.
Memorialized informal counseling: Supervisor
discusses performance issues and expectations
with the employee, and memorializes via email or
written documentation.
Formal reminder: Documented discussion between
the employee and their supervisor about
performance, behavioral issues, or a violation of

Enhabit policy. This is typically the next step when
the results of the informal counseling session have
not been satisfactory.
Written
counseling:
Formal
documented
discussion of continued performance, behavioral
issues, or a violation of Enhabit policy. If the
employee’s performance or behavior does not
improve, they will be subject to further corrective
action, up to and including termination of
employment.
Final written counseling: Final documented
discussion of significant or continued performance,
behavioral issues, or a violation of Enhabit policy not
corrected. Employee is notified their employment is
in jeopardy. Failure to correct, or continued issues or
violation will result in further corrective action, up to
and including termination of employment.
Termination: Decision to terminate employment.
Corrective actions and the termination process may
start at any point, or may escalate due to the severity
or conditions of the offense. All records of corrective
action are a permanent part of the employee
personnel record and do not alter the at-will
employment status of any employee.

Employment and pay
Hours of work
Regular office hours are from 8:00 a.m. to 5:00 p.m.,
Mon. through Fri. A schedule of alternate hours may
be agreed upon during the interview process or
during the course of employment. Alternate
schedules require approval by the employee’s direct
supervisor and are at discretion of Enhabit. Enhabit
reserves the right to require variations in an

employee’s scheduled hours or days worked each
week to meet the needs of the business, subject to
compliance with any applicable laws. A full
workweek is traditionally 40 hours. Nonexempt
employees must leave their desk for two, 15 minute
paid breaks.

Location of work
All employees have a primary work location and it is
expected that each employee perform their job
duties at the established work location.
For clinical field and sales positions the branch office
will be considered the primary work location, and
work may be required to be performed from the
branch when not at a patient home, referral source,
or other approved work-related activity.
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Home office employees may have an established
work location at the Enhabit home office in Dallas,
TX, or may be approved to perform work at another
Enhabit location such as a regional or branch office.
When an employee is approved to perform job duties
away from an Enhabit office, the employee must
designate a remote work location. Work is expected
to be performed at the employee’s established work
location. If there is a need to change a primary work
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location, the employee must submit that request to
their supervisor in advance.
If an employee intends to move to a state in which
Enhabit – Home Health & Hospice does not have
existing operations, the employee should inform
their supervisor in advance of their relocation.
Requests to work remotely from a state in which

Enhabit – Home Health & Hospice does not have
operations will be considered on a case-by-case
basis, and approval to do so is not guaranteed. For
these requests, the supervisor must consult with
senior management and home office HR prior to
approving the employee to work remotely from a
state outside existing company operations.

Attendance and tardiness
Consistent and regular attendance is vital to
Enhabit’s ability to function. Employees are
expected to submit PDO requests at least 30 days
prior to the requested days off. Advance scheduling
of time off respects the needs of the business and
the workload of team members. Supervisors may
decline a request for time off, based on the needs of
the business and to ensure the delivery of quality
patient care services. Scheduled absences
exceeding ten consecutive working days requires
the approval of both the direct supervisor and next
level supervisor.
Tardiness and unscheduled absences are taken
seriously. It is the responsibility of the employee to
contact their supervisor when they are going to be
late or absent to work. The employee must notify the
supervisor of intended tardiness or absence at least
one hour in advance of the expected start time.
Consecutive days of absence must be reported to
the employee’s immediate supervisor on each day
of absence. Notification of absence or change in
scheduled hours is an expectation, but may not
excuse the time not worked.
Unscheduled absences, excessive scheduled
absences, unauthorized absence from a work
assignment, habitual tardiness, or falsifying the
reason for an absence can result in corrective action,
up to and including termination of employment.
Failure to report to work without communication for
two consecutive scheduled work days may result in

immediate termination of employment, and the
employee will be considered a voluntary resignation
without proper notice. Absences that are related to
reasons protected by applicable laws will not result
in corrective action, or otherwise adversely affect
employment.
Subject to applicable laws, if an employee
demonstrates a pattern of unscheduled absence
directly before or after a holiday, directly before or
after approved time off, or around previously
requested and denied time off, the supervisor may
consider the absence as unexcused and PDO hours
may not be available for use. Additionally,
appropriate corrective action may be taken.
Employees who miss three or more consecutive
days due to illness may be required to submit a
physician’s release to support their time off and
return to work. Please refer to the #leave of absence
section for more information on extended absences.
Each employee is hired with the understanding that
dependable transportation is mandatory. Tardiness
or absences due to transportation problems are
subject to corrective action, up to and including
termination of employment.
Subject to job protections, leave, or other rights
available under applicable laws, when any employee
does not perform work for the company for a period
of 90 days, their employment will be considered as
voluntarily terminated.

Payroll information
All home health and hospice employees are paid biweekly. Private duty employees are paid either biweekly or weekly, based on their position.
Employees can request a copy of the current payroll
calendar from the branch. Payment method options
include direct deposit, preferred and strongly
recommended, or pay card. Paycheck funds are
available on the Fri. following the end of the pay
period. Payroll advances are not available. If the
Page 19 of 60

payday falls on a holiday, employees are paid on the
day preceding the holiday.
Employees are encouraged to frequently review
their paychecks to ensure the accuracy of their pay.
It is best practice for an employee to review their
paycheck when pay rate changes are implemented,
such as after a change in position or when a meritbased raise is issued, and when changes are made
to elected benefits. If there is an error in pay, the
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employee must immediately inform their supervisor
so the discrepancy can be reviewed and, if
necessary, corrected. If the employee has been
underpaid, steps will be taken to ensure correction.
Where appropriate, the correction will be made no
later than the next pay period. In the event there is
an error in calculation of employee wages or
expense reimbursement that results in a payment in
excess of what the employee has earned or is due,
the overpayment will be regarded as an advance of
future wages or reimbursement payment and will be
deducted in whole or in part from the next available
paycheck until the amount has been fully repaid,
unless prohibited by applicable laws.
Enhabit makes deductions from pay for federal
income tax and social security without the

employee’s written authorization.
Additional
deductions may be made for group medical or dental
insurance, unreturned equipment or supplies, and
for other reasons as required by applicable laws.
Other reasons may include back taxes or child
support. All garnishments or deductions require
employee written consent, except those initiated by
law. The employee’s written consent will be obtained
as applicable.
Employees can view or print copies of their paystubs
and tax filing documents online in PeopleSoft by
logging into the Okta dashboard.
Changes in marital status and the number of claimed
exemptions must be made by filing an amended W4 or state specific tax form. Employees may make
federal W-4 withholding elections via PeopleSoft.

Rest and meal periods
Unless otherwise required by applicable laws,
employees are eligible for two paid rest periods for
every eight hours or more worked. Unless a longer
rest period is required under applicable laws, the
length of the rest period is established by the office
and lasts for a period of not less than 10 minutes.
Employees should not clock out for rest periods. One
rest period should be taken in each half of the work
schedule. The employee’s supervisor should
oversee the scheduling of rest periods. Rest periods
should not be combined into one rest period, or
taken at the beginning or end of a meal period, or at
the beginning or end of a work shift. Occasionally,
work demands may prevent an employee from
taking a scheduled rest period, but there will be no
additional compensation or time off as a result of the
loss of a rest period. Employees should not leave the
Enhabit premises during a rest period unless prior
approval has been communicated by the supervisor.

Enhabit’s policy is to schedule a meal period at the
approximate middle of each five hour or more work
schedule. A meal period is unpaid and may last from
30 minutes to one hour in duration. An employee is
not expected to perform job duties during a meal
period. A shorter meal period may be approved
occasionally by the supervisor, however, breaks of
less than 30 minutes in duration must be paid. It is
not the intent of the policy for an employee to either
consistently shorten the meal period in order to
shorten the work schedule or to work additional
hours. Nonexempt employees must clock out and in
for meal periods.
Prompt return after rest and meal periods is an
important part of employee’s attendance record.
The guidelines, policies, and standards set forth
herein will be subject to applicable laws and statespecific addendums. Enhabit may have statespecific #addendums to comply with applicable laws
of a particular state.

Timesheets
Enhabit strives to ensure that all reasonable steps
are taken to ensure employees receive the correct
amount of pay in each paycheck, and that
employees are paid promptly on the scheduled
payday. Enhabit abides by applicable laws to
properly pay employees for all time worked.
Accuracy is important when reporting time worked
and, as such, the accurate recording of time worked
is the responsibility of the employee. All time entries
must be submitted to the supervisor or to the branch
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payroll coordinator by 10:00 a.m. on the Mon.
following the end of the pay period, or as specified
by the supervisor. Non-visit activity (NVA) will be
reviewed and approved by the supervisor. If edits
are necessary, the supervisor will communicate
directly with the employee so that the employee may
approve and submit the updates to their electronic
timesheet for final approval by the supervisor.
Home health and hospice field employees are
required to record hours worked and PDO via NVA
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entries and patient visit time in PointCare. These two
components make up the employee’s electronic time
sheet. Private duty field employees are required to
record hours worked and PDO on an electronic
timesheet in KanTime. Branch and home office
employees are required to record hours worked and
PDO on an electronic timesheet in PeopleSoft
employee self-service.
Timesheets are the legal record of the time worked
and are the basis upon which employees are paid.
All time worked, PDO, and NVA should be entered
daily throughout the payroll period.

Failure to accurately record time spent working,
recording time for another employee, asking another
employee to record your time, and altering or
tampering with time records is considered
falsification of documentation and may result in
corrective action, up to and including termination of
employment.
Unless otherwise required by applicable laws,
Enhabit does not provide, and does not authorize the
use of, compensatory ‘comp’ time. Comp time is a
procedure where an employee receives PDO or time
off at a later date for hours worked in excess of a
normal work schedule.

Employee classification
Employees fall into one of these classifications
based upon their position, work schedule, and the
availability for work based on the needs of Enhabit.
Full-time employees work a regularly scheduled
week between 30 to 40 hours. Full-time employees
are expected to be available for work at any time
within their regularly scheduled workweek.
Schedules may be altered to meet the needs of the
business. Full-time status employees are eligible for
benefits, including all offered insurance plans and
the PDO benefit. If the full-time employee primarily
provides patient care, they will also have a
productivity minimum based on their discipline, hired
position, and expected hours per week. For full-time
employees who work between 30-39 hours per
week, productivity, compensation, and PDO will be
prorated accordingly. Exempt status full-time
employees will be paid a salary. Nonexempt status
full-time employees will be paid hourly.
This classification may apply to any full-time position
(including 100% or 80%) within home health,
hospice, sales, or home office. For private duty, this
classification may apply to full-time positions paid
either weekly or bi-weekly.
Part-time nonexempt employees work a regularly
scheduled week of 29 or fewer hours and are not
expected to incur overtime. This classification
should only be chosen at the time of hire if the
employee is expected to have a specific number of
dedicated hours and days per week that they will
work and, based on the hired position, there is an
expected level of weekly or monthly productivity.
Part-time nonexempt employees may be paid by the
visit or hourly. Unless otherwise specified by
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Enhabit, part-time nonexempt employees do not
receive insurance or PDO benefits.
Part-time nonexempt classification is not available to
field or office-based RNs, PTs, OTs, SLPs, and
MSWs. This classification may apply to any other
part-time positions within home health, hospice,
sales, or home office. For private duty, this
classification may apply to any part-time position
paid either weekly or bi-weekly.
Part-time exempt employees work 24 hours per
week. Part-time exempt employees are expected to
be available for work at any time within their regularly
scheduled
workweek.
Part-time
exempt
classification positions primarily provide patient care
and have a productivity minimum. Part-time exempt
employees will be paid a salary. Part-time exempt
employees do receive the PDO benefit, prorated
accordingly. Part-time exempt does not receive
insurance benefits.
Part-time exempt classification is only available to
field-based RNs, PTs, OTs, SLPs, and MSWs in
home health and hospice.
For both nonexempt and exempt part-time status,
employees identified as working over 30 hours per
week on average, during the required Affordable
Care Act (ACA) lookback periods, will be made an
offer of health insurance during the annual open
enrollment period.
PRN employees are generally expected to work
fewer than 30 hours per week on average, and
available for work on an “as needed” basis. The work
assignments for PRN field or office employees may
be determined by patient census or the absence of
other regularly scheduled employees. PRN
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employees are not eligible for insurance or PDO
benefits and are paid by the visit. However, PRN
employees identified as working over 30 hours per

week on average, during the required ACA lookback
periods, will be made an offer of health insurance
during the annual open enrollment.

Pay types
In order to comply with applicable laws for overtime
requirements employees are designated as either
salaried exempt, hourly nonexempt, or per visit
nonexempt. Based on these categories employees
must record their time appropriately.
Salaried exempt employees are paid a fixed salary
for the work they perform per pay period.
Hourly nonexempt employees are paid for each
hour of work performed. They are responsible for
accurately recording all time worked on the
appropriate electronic timesheet. Time must be

reported from the exact time each work day is
started to the exact time work ceases. Unpaid
breaks and meal periods should be reported with
exact start and end times. Hourly employees should
only perform work after clocking in and should not
perform any work after clocking out, unless they
have clocked back in.
Per visit nonexempt employees will be paid a flat
rate for each type of visit completed; missed visits
are not paid. All hours worked must be recorded for
purposes of potential overtime calculations.

Wage assignments
In the event that a garnishment order or wage
assignment against an employee's earnings is
served on Enhabit, the company will comply with
applicable laws and regulations.

Enhabit will advise the employee of the wage
assignment served against them prior to making any
deductions from the employee's wages.

Overtime pay
Nonexempt employees are paid at their regular
hourly rate for the first 40 hours actually worked
during a seven-day workweek, or where in
accordance with applicable laws. Nonexempt
employees and employees paid by the visit will
receive time-and-a-half for hours worked over 40
hours during the workweek. The workweek runs
from Sun. to Sat. each week for home health and
hospice, and Mon. to Sun. for private duty. PDO is
not considered in the calculation of overtime and are
paid at the employee’s regular hourly rate.
All overtime must have the prior approval of the
supervisor. If a nonexempt employee works

unscheduled or unapproved overtime, or works “off
the clock,” these hours must still be reported as
hours worked so the employee can be paid for this
time. Unauthorized use of overtime by a nonexempt
employee may result in corrective action, up to and
including termination of employment.
Exempt employees do not qualify for overtime pay
under federal wage and hours laws.
The guidelines, policies, and standards set forth
herein will be subject to applicable laws and statespecific addendums. Enhabit may have statespecific #addendums to comply with applicable laws
of a particular state.

On-call pay
Full-time employees with a nursing or physical
therapy license are expected to participate in the oncall rotation. This rotation will include, but is not
limited to, evening and weekend hours. Part-time
and PRN employees may also be requested to
participate based on need and employee interest.
On-call responsibilities are paid per day and may
consist of weekday and weekend shifts. Mon.
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through Thurs., daily shifts are from 5:00 p.m. to 8:00
a.m. the following morning. A weekend shift of three
days may begin at 5:00 p.m. on Fri. and end at 8:00
a.m. on Mon. On-call for a recognized company
holiday begins at 8:00 a.m. on the holiday and ends
at 8:00 a.m. the following morning. Unless a different
rate is required under applicable laws, on-call
holidays are paid at the weekend rate.
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Work-related mileage reimbursement
When an employee’s automobile is used to conduct
business for Enhabit, travel reimbursement will be
paid at the pre-established rate. The employee must
maintain records for miles driven and submit those
records with their designated electronic timesheet or
visit documentation. Mileage must include beginning
and ending odometer readings, in whole miles, and
the purpose of the trip.
The mileage calculated via visit documentation on
the mobile device will be used to determine the

amount reimbursed to the employee, which is the
lesser of calculated versus reported miles. If an
employee feels that the reimbursed mileage is
incorrect, the employee’s supervisor will evaluate
both calculated and reported mileage to assess any
discrepancies or errors.
When an employee participates in the company car
program, mileage reimbursement will not be paid.
Weekly pay private duty employees are not
reimbursed for mileage.

Travel pay
The Fair Labor Standards Act (FLSA) regulations
require employers to pay for travel time in some
circumstances. Generally, time spent traveling is
compensable, unless it is normal home-to-work
commute time, or when travel requires an overnight

stay and the time spent traveling as a passenger
falls outside of the employee's normal work hours.
When pay is required, the time spent traveling is
considered hours worked and must be included
when determining overtime pay obligations.

Resignation
An employee who elects to resign from employment
is required to provide a written notice of resignation
to be eligible for future rehire. Employees in a
supervisory role must give a written notice of
resignation no less than 15 business days, three
weeks in advance of their anticipated last day of
work, although 20 business days is strongly
preferred. Other employees must give a written
notice of resignation no less than 10 business days,
two weeks in advance of their anticipated last day or
work. Unless approved in writing by the applicable
supervisor, an employee is required to work the
entire notice period.
If the applicable supervisor elects to end the
employment relationship before the end of the
employee’s notice period, Enhabit will pay the
employee for the remainder of the notice period. Pay
may include up to a maximum of two weeks’ base
pay, beginning on the date the written notice was
provided, if all the following conditions are met:
1. The employee is classified as part-time or fulltime, not PRN; and
2. The resignation notice was provided in writing
to the employee’s supervisor, an emailed notice
is acceptable, within the required time period in
accordance with their hired position; and
3. The employee is not in their first 90 days of
employment; and
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4. The employee is not currently on a documented
job performance action plan or counseling at
the time the resignation is tendered, and has
not been on a job performance action plan
within the last three months; and
5. The employee cooperates with Enhabit on
pending investigations, or to ensure a smooth
transition of responsibilities, including, but not
limited to, communications related to Enhabit
and company business if the employee is
resigning to work for a competitor; and
6. The employee remains, at all times, compliant
with the policies of Enhabit, and the terms and
conditions of their employment and
confidentiality agreement.
If these conditions are met and the employee is paid
in lieu of working their notice, the employee’s last
day of employment will be the last day of the
provided notice period.
Any behavior or conduct deemed to be inappropriate
by Enhabit in its sole discretion, including, but not
limited to, conduct or circumstances related to items
four and five above, will result in the forfeiture of
remaining paid time related to the notice period.
If an employee uses PDO in the previous pay period
prior to their submission of resignation, turns in their
notice but does not work out their required notice,
then this will result in the forfeiture of PDO use for
the prior pay period.
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If the supervisor elects to end the relationship as
described above, the employee would be paid their
PDO from the previous pay period.

Final payment of wages
Upon separation of employment, an employee’s final
pay will be paid during the normal payroll cycle or as
required by applicable laws. If currently enrolled in
direct deposit, the final paycheck will be paid by
direct deposit. Employees who do not have direct
deposit will have their checks mailed to the last

known address that the employee has provided to
home office HR via PeopleSoft employee selfservice. Subject to applicable laws, Enhabit reserves
the right to deduct any money owed to the company
by a separated employee from that employee’s final
pay check.

Exit interview
In an effort to continuously improve and keep
Enhabit a best place to work, departing employees
may elect to complete an exit interview survey or
phone interview, through a third-party vendor.
Participation in the exit interview is not mandatory.
Enhabit encourages open and candid feedback
during the exit interview. The purpose of this
interview is to gather information that could be

helpful in improving working conditions and quality
of service.
If a departing employee has concerns regarding
violation of policy, procedure, or applicable laws,
they are expected to follow the open door or
compliant and grievance policies outlined in the
Handbook to report their concerns, if they have not
already done so.

Employment verification
All inquiries for employment or wage verification on
current or separated employees are handled
through a third-party vendor, Thomas and Company
(T&C). Employees authorized to handle reference
inquiries should direct these requests to T&C.
Requests for reference information must be sent
directly to T&C from an outside party. Enhabit will
release only employment dates, last work location,
and last position title, unless otherwise required by
applicable laws. Income verification will only be
provided with written consent from the employee.
Enhabit does not disclose rehire status unless
required by applicable laws.
Letters of
recommendation are not generally provided.

The employee will need to supply the verifier with
their name, social security number, and the Enhabit
(Encompass Health - Home Health & Hospice) T&C
company code. If wage verification is needed, the
employee must first obtain a verifier PIN and supply
the time-sensitive PIN to the verifier.
•
•
•
•

Verify online: www.Thomas-and-Company.com
M: 615.242.8246, D: 615.620.0569, F:
615.242.5826
E: Verifications@Thomas-and-Company.com
Enhabit (Encompass Health - Home Health &
Hospice) company code: ENCHH8

Re-employment
Enhabit may consider separated employees for reemployment based on their previous work
performance,
management
recommendation,
conditions of their separation, subsequent work

record, job-related factors, and pre-employment
background verification results. Past employment
does not provide any guarantee of future
employment.

Job descriptions
Job descriptions have been written for all positions.
Each written description includes:
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•

Education, skills, and experience: The
education, training, capabilities, qualities, and
experience necessary for the position.
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•
•

Duties and responsibilities: A detailed
description of the essential job functions and
what is expected from the person hired.
Company relationships: Supervisor and
positions directly supervised by the position.
May also include positions that offer significant
guidance to the position, or to whom the
position may provide significant guidance in the
course of their duties.

•

Risk category: Level of risk to the position as it
relates to patient contact.
• Physical demands: A detailed description of
the physical requirements of the position.
A thorough review of the appropriate job description
is completed in each new employee’s orientation. A
copy of the job description that is signed by the
employee to indicate acceptance of the job
responsibilities becomes part of the employee
electronic personnel file.

Performance evaluation
Each employee is expected to contribute to the
overall success of Enhabit. Open and ongoing
discussions between employees and supervisors
about job performance is key to ensure employees
meet the expectation of their position and receive
assistance or guidance to improve. Supervisors are
expected to provide regular and objective written
evaluations of job performance to each employee.
The supervisor will meet with the employee 90 days
after hire or change in position, and annually relative
to the date of hire or most recent position change,
for a written evaluation. Employees are encouraged
to be proactive in working with their supervisor to

help ensure that annual evaluations are completed
timely. Employees who receive an unsatisfactory
evaluation may be placed on a performance
improvement plan and reevaluated according to the
set timeline.
Wage adjustments are dependent on numerous
factors including, but not limited to, individual, local,
team, and overall company performance, and are
therefore not guaranteed to any employee. Should
the evaluation result in a merit increase, it must be
approved prior to notifying the employee. Unless
otherwise required by applicable laws, pay
increases will not be paid retroactively.

Continuing education
Enhabit recognizes the requirement for licensed
personnel to obtain approved continuing education
(CE) credits.
Home health, hospice, and private duty nurses and
therapists are provided the opportunity to utilize
web-based programs to obtain their required
continuing education. This benefit will apply to

private duty field nurses who have been employed
by Enhabit six months or longer.
Attendance at additional seminars, higher education
courses, related expenses, and tuition are the
employee’s responsibility. If the seminar will result in
a specialty certification it may meet qualifications for
application through the #Enhabit scholars program.

Employee benefits
Comprehensive benefits
Enhabit is committed to providing eligible employees
with a comprehensive benefits package. The
following is a brief summary of benefits. The benefits
described may be upgraded or otherwise changed
from time to time, with or without notice. These
benefits are governed by the various benefit plans
themselves and more information is provided in the
employee benefits material presented during
orientation and annually at open enrollment. For
additional information regarding all the benefit plans,
please refer to the benefit summary available at
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each branch and home office. Enhabit will contribute
a certain amount each month towards the
employee’s health, dental, and life coverage.
Benefits eligibility and plans
Eligible employees may participate in the following
benefits programs beginning on the first of the month
following 30 days of full-time employment.
•
•
•

Major medical insurance plans
Dental
Vision
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•

Supplemental insurance plans; accident, critical
illness, and hospital indemnification
• Company provided basic life insurance
• Voluntary life insurance
• Short-term and long-term disability insurance
• Flexible spending accounts
Employees in all statuses are eligible to participate
in the minimum essential coverage (MEC) medical
plan on the first of the month following 30 days of
employment with Enhabit.
Employees in all statuses are eligible to participate
in the 401(k) retirement savings plan on the first of
the month following three months of employment.
Employees in a non-full-time position, and identified
as working over 30 hours per week on average
during the required ACA lookback periods, will be
made an offer of health insurance during the annual
open enrollment.
Benefits enrollment
Approximately
one
week
after
beginning
employment or transferring to a full-time status,
employees will receive an email notification
providing important information about the online
benefits enrollment process. Enhabit employees
must complete their benefits elections online
through
PeopleSoft
employee
self-service.
Enrollment in group insurance benefit plans is time
sensitive. If an employee does not complete the

enrollment process by the deadline stated in the
email, the employee must wait until the next open
enrollment period to enroll, except in the instance of
a qualifying life event. The employee may contact
home office HR and the benefits team for assistance
with enrollment, benefit plan information, and
available options.
Enrollment information for the 401(k) will be mailed
to employee’s home address directly from the
retirement plan provider.
Dependent coverage
Dependent coverage is optional and available for the
health, dental, vision, and life insurance plans at the
employee’s expense. Employees choosing to enroll
a legally-married spouse, or a dependent in any
Enhabit sponsored insurance plan must provide
proof of the spousal or dependent eligibility by
providing one of the following types of
documentation:
Copy of the employee’s most recently filed tax return
confirming the status of the employee’s spouse, or
child(ren) as eligible dependents.
Copy of the employee’s marriage certificate.
Copy of each child’s birth certificate, or copy of court
decree, or qualified medical child support orders
(QMSCO), as applicable.

Paid days off
Paid days off (PDO) is a benefit plan provided by
Enhabit, and is not classified as part of wages. #Jury
duty and #bereavement are not PDO days, and are
a separate benefit provided by Enhabit, paid to an
eligible employee without the use of a PDO balance.
Eligibility for this company benefit includes fulltime and part-time exempt home health, hospice,
private duty, and home office employees. These
employees are paid on a regular payroll schedule
and will earn PDO hours each pay period. Eligible
employees begin accruing PDO hours on the first
day of eligible employment in accordance with the
accrual schedule for their position.
•
•

PDO hours accumulate in the employee’s
balance, and can be tracked on the employee’s
pay stub.
Time taken off without pay will not accrue PDO
hours. This includes, but is not limited to,
employees on leave, off due to worker’s
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compensation or occupational injury, or any
form of unpaid leave.
• If an employee is receiving pay through the use
of their PDO or EIB balance, those are
considered regular hours and the employee will
continue to accrue PDO hours.
• PDO accruals cannot be donated from one
employee to another.
Unless otherwise specified by Enhabit, accrual for
full-time and part-time exempt employees paid
biweekly occurs at a rate of 0.1155 PDO hours per
hour paid, up to the total number of hours in the
employee’s expected workweek. For an eligible
employee who works 40 hours per week, they will
accrue 9.24 hours per pay period; 40 hours x 0.1155
accrual rate x 2 weeks in pay period = 9.24 PDO
hours. For an eligible employee with an expected
workweek of 30-39 hours, accrual is pro-rated
accordingly with an 80% full-time employee accruing
up to 7.39 PDO hours. For an eligible employee who
works 24 hours per week, they will accrue 5.54 hours
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per pay period; 24 hours x 0.1155 accrual rate x 2
weeks in pay period = 5.54 PDO hours.
Unless otherwise specified by Enhabit, accrual for
full-time 7on/7off employees occurs at a rate of
3.08 PDO hours per pay period for all regular hours
paid up to a maximum of 80 hours of accrued PDO
per PDO plan year. For full-time 7on/7off employee
working less than 80 hours per pay period, accrual
is pro-rated accordingly.
Unless otherwise specified by Enhabit, accrual for
full-time field private duty employees paid
weekly occurs at a rate of 0.01923 PDO hours per
hour worked, up to the total number of hours in the
employee’s expected workweek. For an eligible
employee who works 40 hours per week, they will
accrue 0.769 hours per pay period; 40 hours x
0.01923 accrual rate = 0.769 PDO hours. For an
eligible employee with an expected workweek of 3039 hours, accrual is pro-rated accordingly.
Guidelines for the usage of PDO hours include:
•
•

•

•

•

•

•

PDO must be used for any absence from work
during an employee’s regular work day.
Hourly nonexempt employees must use PDO in
hourly increments for any time not worked
during their regular work day. (i.e. An hourlynonexempt employee with an eight hour regular
work day only works six hours; they would
record two hours PDO on the date of absence.)
Salary exempt employees must use PDO in
daily or half day increments, based on their
regular work day. (i.e. A salary-exempt
employee with a regular 6.4 hour work day only
works three hours; they would record 3.2 hours
PDO on the date of absence.)
PDO hours should be used for unscheduled
absences, including, but not limited to, illness or
employee call-in due to inclement weather or
other personal conflict.
Accrued PDO hours are available for use after
90 days of eligible employment. An employee
may use accrued PDO hours for a companyrecognized holiday within the 90-day
introductory period.
Employees with an occupational injury in the
90-day introductory period, who must miss time
from work, may choose to use accrued PDO for
the state-specific waiting period or may choose
to take that time as unpaid.
PDO hours must be used on all office closure
days, including delayed openings or closures
due to inclement weather, and recognized
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•
•
•

•

#holidays that occur during the employee’s
regular workweek. Employees with a 7on/7off
schedule may choose to take PDO on the
recognized holiday, or to go unpaid, since their
regular schedule may not include the office
closure days.
PDO hours cannot be ‘borrowed’ or used in a
manner that would result in a negative balance,
except for recognized holidays.
Enhabit, in its sole discretion, may deny the use
of PDO for unscheduled absences or tardiness
without prior supervisory approval.
Enhabit, in its sole discretion, may deny the use
of PDO by employees who are suspended with
cause, or pending internal or external
investigations.
For a continued absence of more than three
consecutive days, employees should refer to
the #leave of absence and #EIB sections of this
Handbook for guidance.

For an employee that transfers to a position with a
different accrual rate, the method by which their
PDO is calculated will align with their current position
at the time of accrual. For an employee that may
transfer to a field private duty position, they will
resume PDO accrual according to the standard
schedule once their current PDO balance drops
below 40 hours.
An employee that submits their intent to #resign
or move to a non-PDO benefits eligible position
will be deemed ineligible to access or use any
accrued, unused, and unpaid PDO hours as of the
date of the resignation notice. Even if PDO was
approved prior to the notice of intent to change
status, the employee will not be eligible to take PDO
once a resignation from the benefits eligible position
has been provided. The employee will not be paid
out for a balance of accrued but unused PDO hours,
unless required by applicable state laws.
•

•
•

If a PRN or part-time nonexempt employee
transitions to a benefits eligible full-time or parttime exempt position, PDO accrual guidelines
apply effective on the transition date, including
the 90-day introductory period.
If an employee has a negative PDO balance at
the time of separation of employment, a
deduction will be made to the final pay check.
As long as an employee provides at least two
weeks’ written notice of their resignation or
intent to change status, and works through their
notice period, they would be paid for PDO taken
prior to the date their notice was provided.
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•
•

•

If the employee provides less than two weeks’
notice, prior PDO that has been taken, but not
yet paid, may be withheld from payment.
If an employee transitions to a non-benefits
eligible position but has experienced an
occupational injury or illness, they may use an
available PDO balance until the effective date
of the status change.
If an employee separates employment with the
home health and hospice to accept a position
with the inpatient rehabilitation business
segment, an employee’s accrued, unused, and
unpaid PDO balance is no longer available and

will not be paid out, unless otherwise required
by applicable laws.
Similarly, an employee whose employment is
terminated will be paid for any approved and used
PDO prior to the last day worked but will not be paid
out for a balance of accrued but unused PDO hours,
unless required by applicable state laws.
The guidelines, policies, and standards set forth
herein will be subject to applicable laws and statespecific addendums. Enhabit may have statespecific #addendums to comply with applicable laws
of a particular state.

PDO plan year and rollover
The PDO plan year is considered to be Sep. 1 to
Aug. 31 annually. Annual maximum accruals will
follow this established plan year.
If, at the end of the pay period that includes Aug. 31,
an employee has been employed in a PDO eligible
status for less than 12 months, the employee will be
allowed to roll over 100% of their available PDO
balance into their PDO account for the next plan
year. Accrual will continue per the schedule
associated with the employee’s position.
If, at the end of the pay period that includes Aug. 31,
an employee has been employed in a PDO eligible
status for 12 months or longer, the employee will be
allowed to roll over a maximum number of PDO

hours into their PDO account for the next plan year,
based on their current employment status.
Employees in a full-time status may rollover a
maximum of 60 PDO hours; employees in a parttime exempt status may rollover a maximum of 38
PDO hours. PDO hours in excess of the established
maximum will transfer to the employee’s EIB
balance. Accrual will continue per the schedule
associated with the employee’s position.
The guidelines, policies, and standards set forth
herein will be subject to applicable laws and statespecific addendums. Enhabit may have statespecific #addendums to comply with applicable laws
of a particular state.

Extended illness benefit
Employees eligible to accrue PDO are eligible to
maintain an extended illness benefit (EIB) balance.
The EIB provides employees the opportunity to
rollover hours to be used to protect the risk of lost
income during periods of an extended absence.
An employee may rollover hours from their PDO
to EIB balance at the end of each PDO plan year.
Employees in a full-time status may accumulate a
maximum of 450 EIB hours; employees in a parttime exempt status may accumulate a maximum of
270 EIB hours. When the maximum accumulation of
hours in the EIB plan has been reached, PDO hours
will cease to accumulate in EIB during the rollover
period until the EIB balance is reduced.
The EIB balance of hours may only be used in
accordance with specified guidelines and, in most
circumstances, the employee must utilize their EIB
balance prior to the use of their PDO balance.
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•
•

Employee on an approved #leave of absence.
Employee under a physician’s care, with a need
to take off 40 or more consecutive hours.
• Employee who is the primary caregiver for a
family member struggling with an injury or
illness, and that would require the employee to
be off for 40 or more consecutive hours.
• Employee that needs to be with a family
member in the end stages of their life, and that
would require the employee to be off for 40 or
more consecutive hours.
Enhabit, in its sole discretion, may approve an
employee to use EIB for periodic time off to care for
either themselves, or a family member with an injury
or illness, such as chemotherapy. For the purposes
of this policy, family member is defined as the
employee’s spouse, child or parent, including in-law.
Enhabit may allow an employee to designate time
from their EIB balance to participate in an Enhabit
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Cares sponsored mission trip, subject to the
employee’s length of employment with Enhabit. An
employee that has been employed at least three
years with Enhabit may designate one day per year
of employment, up to five days per mission trip.
•

•

An employee that has been with Enhabit for two
years is not yet eligible to use EIB for their
Enhabit Cares mission trip. The employee may
use their PDO balance for any time off needed
to participate.
An employee that has been with Enhabit for
four years, and has not previously designated
EIB hours towards an Enhabit Cares mission

•

trip, would be eligible to designate up to four
days of EIB. For any additional days for the trip,
the employee may use their PDO balance.
An employee that has been with Enhabit for
eight years would have the option to designate
up to eight days of EIB toward an Enhabit
Cares mission trip. If an employee previously
participated in a mission trip at year five and
used five days of EIB for that trip, with no
additional days used towards a mission trip until
year eight, then the employee would have three
days of EIB available to designate at year eight
to use for an Enhabit Cares mission trip.

Holidays
Enhabit offices will be closed on designated holiday
days. These office closure days for holiday
observance will be determined each year and
published prior to the new year.
For all observed company holidays, a minimum
number of PDO hours must be used that correlates
with the employee’s usual, daily work hours; in most
cases this is eight hours. A PDO deduction is
required for PDO benefit eligible employees.
Branches must ensure adequate staffing to meet
patient needs, and the needs of the business on a
scheduled holiday. Field employees may be

scheduled to work the holiday only to perform visits
that are unable to be rescheduled, such as daily
injection visits or wound care.
If a branch office, home office, or sales employee
works on an observed holiday, their immediate
supervisor must pre-approve the holiday work time.
Employees who work on a holiday must record PDO
use in accordance with their regular weekly
schedule, in addition to time worked. Employees
who are required or approved to work on a holiday
will be compensated in accordance with Enhabit
policies and applicable laws.

Bereavement
It is the practice of Enhabit to pay full-time
employees to be absent from work for a period of up
to three days for the purpose of bereavement time
due to the death of immediate family. If needed, fulltime employees can use EIB balance to take an
additional two days due to the death of immediate
family, for a total of five days off.
For the purposes of this bereavement policy,
“immediate family” includes the employee's spouse,
brother, sister, father, mother, children, stepchildren,
grandparent, grandchildren, father-in-law, motherin-law, sister-in-law, brother-in-law, daughter-in-law,
and son-in-law.
Additionally, a period of one day will be granted for
bereavement due to the death of an employee’s
aunt, uncle, niece, nephew, cousin, or in the event
of a stillbirth; a “stillbirth” is defined as fetal death
after 20 weeks of gestation. If needed, full-time
employees can use their EIB balance to take an
additional two days, for a total of three days off.
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Employee may be required to provide obituary
information about the deceased, including details for
the funeral or memorial service.
Bereavement days taken do not decrease the
employee’s PDO balance. If the employee chooses
to take an additional one or two days for the
bereavement of a listed relation, those one or two
days will be deducted from the employee’s available
EIB balance. If an employee does not have an
available EIB balance, or if additional days are
needed, the employee may submit a request for
additional days to their supervisor for consideration.
If approved, these additional days will be deducted
from the employee’s available PDO balance.
Productivity points will be allowed for one, two, or
three bereavement days for a listed familial relation,
and for the additional one or two days of EIB.
Productivity points allowed are consistent with the
employee’s regular point assignment for PDO.
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Jury duty
Full-time employees will be paid for loss up to 10
business days, up to 80 hours, due to jury duty. A
jury summons must be presented to the employee’s
supervisor as soon as it is received so that days off
can be appropriately scheduled. Employee must
provide proof of jury duty attendance from the court
clerk, or other court official, to their supervisor in
order to have a maximum of 80 hours classified as
jury duty instead of PDO.

criminal proceeding, the employee may be paid for
up to two business days, up to 16 hours, of lost work
time. Employee must provide proof of attendance
from the court clerk, or other court official, to their
supervisor in order to have a maximum of 16 hours
classified as jury duty instead of PDO. Employees
who are appearing in court because they are a
named defendant are not eligible for payment of lost
time under this provision.

If a full-time employee is required to appear in court
by subpoena or court order as a witness in a civil or

Productivity points are not provided for an absence
classified as jury duty.

Voting
Enhabit believes that it is the responsibility and duty
of all citizens to exercise the privilege of voting in
elections. In accordance with this philosophy, the
company will grant employees approved time off to
vote and for periods of service as an election official.
All employees should be able to utilize voting time
either before or after regularly assigned work hours.
However, when this is not possible due to work
schedules, supervisors are authorized to grant a
reasonable period of time, up to three hours, during
the work day to allow an employee the time to vote.
Hourly employees will need to use their accrued
PDO hours for this voting time and should be
reported and coded appropriately on their timesheet.
Employees who are chosen to serve as an election
official at polling sites will be permitted to take the
required time off to serve in this capacity. It is the
responsibility of the employee, who was chosen to

act as an election official, to notify their supervisor a
minimum of seven days in advance of their need for
time off in order to accommodate the necessary
rescheduling of work periods. Employees will need
to use accrued and available PDO hours for time
away from work and engaged as an election official,
and the time should be reported and coded
appropriately on their timesheet.
Employees are encouraged to refer to the local
election board for resources on registering to
vote, absentee voting guidance, state voter
identifications laws, voting rights, and how to share
political opinions respectfully.
The guidelines, policies, and standards set forth
herein will be subject to applicable laws and statespecific addendums. Enhabit may have statespecific #addendums to comply with applicable laws
of a particular state.

Leaves of absence
The guidelines, policies, and standards set forth
herein will be subject to applicable laws and statespecific addendums. Enhabit may have statespecific #addendums to comply with applicable laws
of a particular state.

Employees must provide 30 days advance notice of
the need to take leave when the need is foreseeable.
When a 30-day notice is not possible, the employee
must provide notice as soon as practicable and
generally must comply with Enhabit attendance.

Employees who miss work, or request time off, for
three or more days to care for themselves or their
family members may be eligible for a leave of
absence (LOA). The employee’s supervisor is
required to inform the employee they may be eligible
for leave and to notify home office HR.

Employees must provide sufficient information for
Enhabit to determine if the employee qualifies for
leave and the anticipated timing and duration of the
leave. Sufficient information may include that the
employee is unable to perform job functions, the
family member is unable to perform daily activities,
the need for hospitalization or continuing treatment
by a healthcare provider, or circumstances
supporting the need for military family leave. The
employee must return a completed and sufficient

Enhabit will comply with state and local laws as they
relate to LOA.
Employee responsibility regarding LOA
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copy of the appropriate certification to Enhabit within
15 calendar days of receiving the certification
paperwork, unless such a timeline is not practicable
or a longer period is required under applicable laws.
Failure to provide certification within the applicable
time period may result in a denial of leave.
Employees may be required to provide certification,
and periodic recertification, supporting the need for
leave. Employees must inform Enhabit if the
requested leave is for a reason for which leave was
previously taken or certified.
Insurance coverage and benefits during a LOA
Employees on a LOA must use accrued EIB and
PDO hours concurrently while on leave. Accrued
EIB hours, if available, will be used first and then
accrued PDO hours, if available, will be used. After
accrued EIB and PDO hours are exhausted, the
leave is unpaid.
Employee elected benefits coverage may be
continued during a leave, however if any portion of
the leave is unpaid, the employee must remit
payment to cover the cost of insurance deductions.
Payments by employees to cover the cost of elected
insurance deductions are due on the 1st day of each
month. If payment in full for the month is not received
by the 21st day of the month, the employees’
insurance coverage will be terminated at the end of
that month, and the option to enroll in a continuation
of health coverage under the Consolidated Omnibus
Budget Reconciliation Act (COBRA) will be offered.
If an employee elects not to remit payment to cover
the cost of their insurance deductions, and they do
not elect to enroll in COBRA coverage, that
employee will not be able to reenroll in the benefit
plan options until the next open enrollment period, or
within 30 days of a qualifying life event.
Returning to work
Employees off work due to a LOA, or involvement in
an occupational incident, injury, or illness, must
meet certain requirements prior to their return to
work. Employees should provide a two-day advance
notice, or more, before their anticipated return to
work, when possible.
Employees unable to return to work on or before the
last day of their approved leave, are required to
inform both their supervisor and home office HR of
the change as soon as possible. Requests to extend
any leave must be supported in writing from a health
care provider. Failure to provide certification within
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the applicable time period may result in a denial of
the additional leave time and any time off taken
beyond the original, approved LOA may be
considered unexcused.
If the employee was off work due to their own serious
health condition, a release to return to work from the
treating physician, with or without restrictions, must
be presented for review by home office HR prior to
the employee’s return to work. Any work-related
restrictions are evaluated by management and
home office HR before the employee may be
allowed to return to work. Additionally the
employee’s clinical license must be re-verified
before they are allowed to see patients or perform
clinical functions.
Employees who do not return to work following the
expiration of an approved leave period may be
considered to have voluntarily resigned their
position. Subject to applicable laws, employees who
have exhausted available leave, and do not or are
unable to return to work, may have their employment
administratively terminated.
Family and Medical Leave Act
Basic entitlements during a LOA are offered as
part of the Family and Medical Leave Act (FMLA),
which requires covered employers to provide up to
12 weeks of unpaid, job-protected leave to eligible
employees from the date they first use FMLA leave.
A rolling 12 month period is used to determine
eligibility by measuring backwards from the date an
employee first uses FMLA leave. An employee
becomes eligible for FMLA after having worked at
least 12 months for Enhabit and having worked at
least 1,250 hours in the 12 month period preceding
their leave request.
Eligible employees are entitled to FMLA leave for up
to 12 weeks, continuous, intermittent, or via reduced
work schedule, during a 12 month rolling period for
the following reasons:
•

Incapacity due to pregnancy, prenatal medical
care, or child birth.
• To care for the employee’s child after birth, or
placement for adoption or foster care.
• To care for the employee’s spouse, child(ren),
or parent, who has a serious health condition.
• For a serious health condition that makes the
employee unable to perform the functions of
their hired position.
If eligible, and subject to applicable laws, any other
approved leave will run concurrently with FMLA
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leave. As such, it will be counted towards the
employee’s total 12 week, or 26 week as applicable,
period of FMLA leave.
If both spouses work for Enhabit, subject to
applicable laws, each spouse may take up to 12
weeks for their own serious health condition or a
family member’s serious health condition, however
they are only entitled to a maximum combined leave
of 12 weeks for a birth, adoption, or foster placement
of a child, or care of the same parent with a serious
health condition. Similarly, both spouses would be
entitled to a maximum combined leave of up to 26
weeks for military caregiver leave.
For the purposes of this policy, a serious health
condition is defined as 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 healthcare
provider for a condition that either prevents the
employee from performing the functions of their
hired position, or prevents the qualified family
member from participating in school or other daily
activities. Subject to certain conditions, the
continuing treatment requirement may be met by a
period of incapacity of more than three consecutive
calendar days combined with at least two visits to a
healthcare provider, one visit and a regimen of
continuing treatment, or incapacity due to pregnancy
or a chronic condition. Other conditions may meet
the definition of continuing treatment.
A serious health condition does not include
cosmetic treatments or cosmetic surgery unless
hospitalization is required. Common colds, flu,
headaches, earaches, routine dental treatments,
and similar conditions are not serious health
conditions for FMLA purposes. If treatment for a
condition can be initiated without visiting a health
care provider or physician, such as the use of overthe-counter medications or bed rest, then such
condition is generally not considered a serious
health condition.
Leave can be taken intermittently or on a
reduced leave schedule when medically necessary
or due to qualifying exigencies. This time off is taken
in separate blocks of time totaling up to 12 weeks in
a 12 month rolling period that otherwise reduces the
employees usual number of hours per workweek or
workday. Intermittent leave, for exempt and
nonexempt employees, must be taken in hourly
increments and recorded.
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Employees must make reasonable efforts to
schedule intermittent leave for planned medical
treatment so as not to unduly disrupt the operations
of Enhabit. Where intermittent FMLA leave is
planned, if permitted by applicable laws, Enhabit, in
its sole discretion, may temporarily assign the
employee to a comparable position that better
accommodates
the
employee’s
recurring
intermittent leave with no decrease in pay, benefits.
Subject to applicable laws, Enhabit, in its sole
discretion, may periodically request medical recertification to continue intermittent FMLA leave.
Entitlement to military family leave may be an
option for eligible employees with a spouse, son,
daughter, parent, or next of kin on active duty or call
to active duty status in the National Guard or
Reserves. In support of a contingency operation, an
employee may use their 12 week leave entitlement
to address certain qualifying exigencies, including,
but not limited to, the following:
• Attend certain military events
• Arrange for alternative childcare
• Address certain financial, legal arrangements
• Attend certain counseling sessions
• Attend post-deployment reintegration briefings
FMLA includes a special leave entitlement that
permits eligible employees to take up to 26 weeks of
leave to care for a covered service member during a
single 12 month period. A covered service member
is a current member of the U.S. Armed Forces,
including the National Guard or Reserves, who has
a serious injury or illness incurred in the line of duty
on active duty that may render the service member
medically unfit to perform their duties for which the
service member is undergoing medical treatment,
recuperation or therapy, is in outpatient status, or is
on the temporary disability retired list.
Enhabit FMLA responsibilities include informing
the employee requesting leave whether they are
eligible under FMLA. If they are eligible, the notice
will specify any additional information required as
well as the employees’ rights and responsibilities.
If a requesting employee is not eligible, Enhabit will
provide a reason for the ineligibility. Enhabit will
inform the employee if leave will be designated as
FMLA-protected and the amount of leave counted
against the employee’s leave entitlement. If Enhabit
determines that the leave is not FMLA-protected, it
will notify the employee accordingly.
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FMLA regulations allow Enhabit to require
employees on FMLA leave to utilize accrued and
available EIB and PDO hours concurrently with the
unpaid FMLA LOA. During FMLA leave, Enhabit will
maintain the employee’s elected health coverage
under the group health plan on the same terms as if
the employee had continued to work. When, or if, an
employee has exhausted their available EIB and
PDO hours and the leave is unpaid, the employee
will be responsible for remitting payment to cover the
cost of insurance deductions.

•

Upon return from FMLA leave, most employees
must be restored to their original or equivalent
positions with equivalent pay, benefits, and other
employment terms. Use of FMLA leave will not result
in the loss of any employment benefit that accrued
prior to the start of an employee’s leave.

Home office HR will review and approve all requests
for a PLOA. Consideration for approval will include,
but are not limited to, such factors as duration and
purpose of the leave, availability of a qualified
replacement, the workload of the affected
department, impact to patient care and office
operations, the overall work record of the employee
prior to the request, and the probability that the
employee will return.

FMLA makes it unlawful for any employer to take
the following actions:
•

Interfere with, restrain, or deny the exercise of
any right provided under FMLA.
• Discharge or discriminate against any person
for opposing any practice made unlawful by
FMLA or for involvement in any proceeding
under or relating to FMLA.
An employee may file a complaint with the U.S.
Department of Labor or may bring a private lawsuit
against an employer. FMLA does not affect any
federal or state laws prohibiting discrimination or
supersede any state or local laws or collective
bargaining agreement which provides greater family
or medical leave rights.
Personal LOA
A personal LOA (PLOA) is a discretionary privilege
and may be approved by Enhabit, in its sole
discretion. To be eligible for consideration of a
PLOA, unless otherwise qualified due to an
occupational incident, injury, or illness, or under the
PDA, ADA, or other applicable laws:
•

Employee must have worked for Enhabit for 90
consecutive days; and
• Employee must have not received any
corrective action or performance improvement
plan in the past 90 days.
Employees meeting eligibility requirements for
personal leave may qualify for up to 90 days of
continuous leave during a 12 month rolling period for
the following reasons:
•

Incapacity due to pregnancy, prenatal medical
care, or child birth.
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To care for the employee’s child after birth, or
placement for adoption or foster care.
• To care for the employee’s spouse, child(ren),
or parent, who has a serious health condition.
• For a serious health condition that makes the
employee unable to perform the functions of
their hired position.
An employee with less than 90 days of employment,
who is not on probationary status, may be
considered for a PLOA under unavoidable
circumstances or emergencies.

During an approved PLOA, the employee’s tenure
with Enhabit will be considered uninterrupted.
Unless otherwise required by applicable laws, a
PLOA is not a guarantee of continued employment,
and Enhabit, in its sole discretion may fill the position
vacated, as necessary. Unless applicable laws
require otherwise, return to active employment is
contingent upon availability of openings for which
the employee is qualified.
If an employee returns from a PLOA and their
position has been filled, the employee may apply for
other open positions for which they are qualified,
within one week. The employee must participate in
the interview process for consideration of the applied
position. If the employee does not receive a job offer
or is offered a similar position and declines, their
employment will be administratively terminated.
Military LOA
Employees are eligible for military leave upon
employment, under the Uniformed Services
Employment and Reemployment Rights Act
(USERRA). Employees called to short-term or active
United States Armed Forces service will be granted
a military LOA without pay for the duration of service
obligation to the extent required by law. An
employee will be allowed up to five paid work days
off for military service obligations without being
required to use PDO, within a 12 month rolling
period. If an employee chooses to use accrued and
available EIB or PDO hours for the LOA, they must
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first use EIB hours, then PDO hours until the
employee’s accrued balance is exhausted.
Employees on military leave can elect to enroll in
COBRA coverage for health, dental, and vision
insurance for up to 24 months. Employees will retain

their original date of hire with Enhabit for all benefit
programs upon their return to work after being
released from military service, if the employee
returns to work within the required timeframe under
applicable laws regarding release from military duty.

Employee referral bonus program
Enhabit has a referral bonus plan in place for the
referring of potential candidates that may be hired.
Current and eligible employees may be
compensated for their assistance to identify quality
candidates. The referring employee should be able
to speak to the qualifications of the referred
candidate. A hired candidate must fulfill the eligibility

requirements of the hard-to-fill position for the
current employee to receive a bonus.
Employee referrals must be submitted within the
established timelines and comply with the program
rules. Employees are encouraged to work with their
supervisor to review guidelines.

Enhabit scholars program
The Enhabit scholars program seeks to encourage
employees to continue building their education and
skills in a manner that will allow the employee to
continue to enhance their ability to provide a better
way to care at Enhabit.
Program scholarships may be applied towards
successfully completed coursework or certifications,
generally from accredited programs, aimed at
improving the professional skills, knowledge, and
abilities of the employee as they relate to skills
beneficial to the performance of their job. Full-time
employees may be considered for a reimbursement
scholarship from $100 to $2,500 per rolling 12month period. Part-time and PRN employees may
be considered for a reimbursement scholarship from
$100 to $1,250 per rolling 12-month period.

Employees seeking scholarships must complete and
submit the application form for full consideration.
Scholarship applications are reviewed and
considered by the Enhabit scholars committee.
Employees that meet criteria may apply:
•
•
•
•

Have been employed by Enhabit for the past 12
consecutive months.
If part-time or PRN, have worked at least 1,000
hours or performed 700 points worth of visits in
the past 12 consecutive months.
Are meeting acceptable performance criteria for
their current Enhabit position.
Are not on any type of employment or job
performance-related probation or performance
improvement plan.

Enhabit young scholars program
The Enhabit young scholars program is a
supplement to the Enhabit scholars program for
employees, with an objective to assist employees in
providing post-secondary education opportunities
for their dependents. Enhabit may provide financial
assistance awards each calendar year.
In order for an employee’s dependent to be eligible
for tuition assistance, the employee must meet the
criteria for the #Enhabit scholars program. All
dependents seeking a scholarship must complete
and submit the application for full consideration.
Applications will be accepted for consideration
annually from Apr. 1-30 for a fall semester grant, and
from Oct. 1-31 for a spring semester grant.
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Scholarship applications are reviewed and
considered by the Enhabit scholars committee.
All dependents that meet the criteria may apply:
•
•
•
•

•

Is an eligible employee’s child, grandchild.
Is under age 23.
Is unmarried and primarily dependent on the
eligible employee for support.
Is pursuing a degree or certification through an
accredited public or private university,
community college, or trade, technical, or
vocational school.
Would be a first-time recipient of an Enhabit
young scholar award.
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Acknowledgement
All employees
I, the undersigned Enhabit employee, acknowledge and agree that I have received the Enhabit Home Health &
Hospice employee handbook training regarding employment policies and procedures. I understand that Enhabit
reserves the right to revoke, change, or supplement these policies and processes at any time, with or without
notice.
I acknowledge that I have been provided with copies of all addendums included with this Enhabit Home Health
& Hospice employee handbook. At present, these addendums include:
• #Colorado Overtime and Minimum Pay Standards (COMPS) order #37
• #Colorado guidelines relative to paid time off
• #Massachusetts guidelines relative to paid family and medical leave
• #Nevada guidelines relative to paid time off
• #New Mexico guidelines relative to paid time off
• #Washington guidelines relative to paid time off
I agree to familiarize myself with, and adhere to, the employment policies and procedures laid out in the Enhabit
Home Health & Hospice employee handbook. If I have any questions which are not answered or outlined in the
Handbook I will discuss them directly with my supervisor.
Furthermore, I am responsible for accessing and reviewing the most current version of this Handbook, available
to all employees at https://www.ehhi.com/links. I am responsible to review any addendums that may be added
or amended, based on current laws as they apply to Enhabit Home Health & Hospice.
EMPLOYEE ACKNOWLEDGEMENT
Employee name (first, middle, last):

PeopleSoft ID:

Employee signature:

Page 36 of 60

Branch:
Date:

Confidential and Proprietary

120122

This page intentionally left blank

Enhabit Home Health & Hospice Employee Handbook

Addendums
Colorado Overtime and Minimum Pay Standards (COMPS) order #37

Colorado guidelines relative to paid time off
Paid sick and safe leave
In compliance with the requirements of Colorado’s Healthy Families and Workplaces Act (HFWA), Enhabit will
provide all eligible employees working in Colorado with paid sick and safe leave (PSSL). PSSL will be provided
through this HFWA policy, which is an addendum to the Enhabit #paid days off (PDO) guidelines.
Employees entitled to the benefit
All employees, full-time, part-time, and PRN, who work in Colorado are eligible to accrue and use PSSL.
Additionally, employees may receive public health emergency leave (PHEL) for use during a period of declared
public health emergency. Employees who are eligible to accrue PDO may designate up to 48 hours of PDO as
PSSL, as well as designate an additional 32 hours of PDO as PHEL, in accordance with the applicable laws.
Accrual for employees not eligible for PDO
Employees who are not eligible to accrue PDO with Enhabit will begin to accrue PSSL on Jan. 1, 2021, or their
date of hire, whichever occurs later. PSSL accrues at a rate of one hour for every 30 hours worked, including
overtime hours; exempt employees may accrue PSSL based on their normal hours worked, up to a maximum of
40 hours per week. Employees will not accrue PSSL while using PSSL, vacation, other paid time off, or during
an unpaid leave of absence (LOA).
An employee may have a maximum accrual of 48 hours in a calendar year, Jan. 1 – Dec. 31 (benefit year).

Page 1 Addendums
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Accrual of PSSL for PDO benefit eligible employees
Employees who are eligible to accrue PDO with Enhabit do not have a separate sick leave accrual. As noted
above, #employees entitled to the benefit can use up to 48 hours of accrued PDO for PSSL purposes. Such
PDO time will be subject to the usage rules described herein.
Availability of benefit
PSSL can be used as it is accrued. Enhabit may verify employee hours after work is performed and adjust PSSL
accrual amounts to correct any inaccuracy. Enhabit will notify employees in writing of any such change.
PSSL may be used in increments of one hour for nonexempt employees, or half-days for exempt employees, to
cover all or part of a workday. Employees can use PSSL for an absence on any day for which they were required
to work. Eligible employees may use up to 48 hours of PSSL in any single benefit year.
Enhabit will allow utilization of PSSL for a permissible use upon request. Requests can be made orally or in
writing, including electronically. When possible, employees should include the expected duration of the absence
in their request for PSSL. Employees are not required to find another employee to cover their work when they
take PSSL. PSSL taken in accordance with this policy will not be counted as an absence or occurrence that may
result in discipline under any company policy.
Parameters of use
When the need for PSSL is foreseeable, employees must make a good faith effort to provide reasonable advance
notice of the need for leave, and a reasonable effort to schedule the leave in a manner that does not unduly
disrupt the operations of Enhabit. The employee should provide notice as soon as practicable and must provide
notice at least seven days before the date PSSL will begin. To provide this advance notice of the foreseeable
need to use PSSL, employees should contact their immediate supervisor or home office HR.
If the need for PSSL is unforeseeable, employees must provide notice as soon as possible before the required
start of their shift, unless it is not practicable to do so. If it is impracticable for an employee to provide notice of
the need for PSSL, another person can provide notice on the employee's behalf.
For absences that are more than three consecutive work days, meaning at least four consecutive days that the
employee would ordinarily have worked, Enhabit may request that the employee provide reasonable
documentation that the PSSL is being used for a permissible purpose; the employee must submit any required
documentation within 10 calendar days following the first day of PSSL. If the documentation submitted by the
employee is not sufficient, Enhabit will notify the employee of the deficiency. The employee will then have seven
days to provide adequate documentation.
In any instance when an employee miss three or more consecutive days, the employee may be required to
provide documentation to support the time off, including proper return to work documentation. Please refer to
#leaves of absence for more information on extended absences.
The maximum amount of PSSL that can be used in one benefit year is 48 hours.
Permissible usage
Eligible employees may use PSSL for the following reasons:
•
•
•
•
•

When a mental or physical illness, injury, or health condition prevents the employee from working.
To care for a family member who has a mental or physical illness, injury, or health condition.
To obtain a medical diagnosis, care, or treatment of a mental or physical illness, injury, or health condition
of the employee or employee’s family member.
To obtain preventive medical care for the employee or employee’s family member.
If the employee or a family member is the victim of domestic abuse, sexual assault, or harassment and
needs leave to:
o Seek medical attention to recover from a mental or physical illness, injury, or health condition
caused by the domestic abuse, sexual assault, or harassment.
o Obtain services from a victim services organization.
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Obtain mental health or other counseling.
Seek relocation due to the domestic abuse, sexual assault, or harassment.
Seek legal services, including preparing for or participating in a civil or criminal proceeding relating
to or resulting from the domestic abuse, sexual assault, or harassment.
• When, due to a public health emergency, a public official has ordered the closure of:
o The employee’s place of business.
o The school or place of care of the employee’s child and the employee needs to be absent from
work to care for their child.
For purposes of this policy, a “family member” is defined as an employee's immediate family member, such as
a person related by blood, marriage, civil union or adoption; a child to whom the employee stands in loco parentis;
a person who stood in loco parentis to the employee when the employee was a minor; or a person for whom the
employee is responsible for providing or arranging care related the person’s health or safety.
o
o
o

For cases of domestic abuse, sexual assault, or stalking, Enhabit does not require the disclosure of details
regarding an employee’s or employee’s family member’s health information or the domestic violence, sexual
assault, or stalking that is the basis for the request for leave.
Failure to use PSSL in good faith, and for the reasons specified in this policy, can result in corrective action.
Public health emergency leave
In addition to the PSSL described herein, Enhabit will provide employees with PHEL in accordance with the
following terms.
For purposes of this policy, a “public health emergency” is defined as an act of bioterrorism, a pandemic influenza
or an epidemic caused by a novel and highly fatal infectious agent, for which:
•
•
•

An emergency is declared by a federal, state, or local public health agent; or
A disaster emergency is declared by the governor; or
A highly infectious illness or agent with epidemic or pandemic potential for which a disaster emergency is
declared by the governor.
On the day a public health emergency is declared, benefit-eligible employees who have not yet accrued 80 hours
of PDO for the year and non-benefit eligible employees will immediately be able to access a one-time supplement
of PHEL in addition to whatever amount of PSSL employees have accrued prior to the declaration of the public
health emergency. Benefit-eligible employees who have accrued 80 hours of PDO for the year will not be granted
additional PHEL.
Employees eligible to accrue PHEL who normally work 40 or more hours in a week shall have access to up to
80 hours of total paid leave. Employees eligible to accrue PHEL who normally work fewer than 40 hours per
week shall have access to paid leave equaling either the amount of time the employee is scheduled to work in
the upcoming 14-day period or the amount of time the employee actually worked on average in the 14-day period
prior to the declaration of the public health emergency, whichever is greater.
From the declaration of a public health emergency until four weeks after the official termination or suspension of
the emergency declaration, PHEL can be used for any of the following reasons:
•
•
•
•
•

To self-isolate and care for oneself or a family member who is self-isolating because the employee or
family member is diagnosed with, or experiencing symptoms of, a communicable illness that is the cause of
a of a public health emergency.
To seek or obtain for oneself or care for family member who needs a medical diagnosis, care, or treatment
if experiencing symptoms of a communicable illness that is the cause of a public health emergency.
To seek for oneself or a family member preventive care concerning a communicable illness that is the
cause of a public health emergency.
An employee is unable to work because the employee has a health condition that may increase
susceptibility to or risk of communicable illness that is the cause of the public health emergency.
Either Enhabit or a public health authority with appropriate jurisdiction determines that an employee’s
presence on the job or in the community would jeopardize the health of others because of the individual’s
exposure to a communicable illness that is the cause of a public health emergency, or because the
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individual is exhibiting symptoms of such a communicable illness regardless of whether the individual has
been diagnosed with the illness.
• To care for a family member after either the family member’s employer or a public health authority with
appropriate authority determines that the family member’s presence on the job or in the community would
jeopardize the health of others because of the family member’s exposure to a communicable illness that is
the cause of a public health emergency, or because the family member is exhibiting symptoms of such a
communicable illness regardless of whether the family member has been diagnosed with the illness.
• To care for a child or other family member when their child care provider is unavailable due to a public
health emergency or their school or place of care has been closed due to a public health emergency,
including when the school or place of care is physically closed but providing instruction remotely.
PHEL will become available on the date a public health emergency is declared and will remain available until
four weeks after the official termination or suspension of the public health emergency. Employees are only
eligible for these amounts of PHEL one time during the entirety of a public health emergency, even if the public
health emergency is extended, amended, restated, or prolonged.
During a public health emergency, employees that are not benefit-eligible will continue to accrue PSSL in
accordance with this policy. Any accrued, unused PSSL will be counted in determining the amount of PHEL
available.
When the need for PHEL is foreseeable and the workplace has not been closed, employees must notify Enhabit
of the need for PHEL as soon as practicable. To provide notice of the need to use PHEL, employees should
contact home office HR or their immediate supervisor.
Recordkeeping
Upon an employee’s request, Enhabit will provide, in writing or electronically, documentation indicating the
current amount of PSSL and PHEL available for use and the amount of such leave already used during the
current benefit year. Employees will be allowed to make one such request per month, except they may make an
additional request when any need for PSSL or PHEL arises.
Rate of pay
PSSL and PHEL are paid at the same hourly rate or salary, not including overtime, bonuses, or holiday pay, and
with the same benefits, including health care benefits, as the employee normally earns during hours worked.
PSSL and PHEL will be paid on the same schedule as regular wages.
Change of status
PDO benefit eligible employees that change status to a non-benefit eligible status will have any accrued PDO
balance paid out and will begin accruing PSSL under the terms for #accrual for employees not eligible for PDO
as set forth herein.
Non-benefit eligible employees that change status to a PDO benefit eligible status will maintain the separate
PSSL bank and begin accruing under the PDO plan. The PSSL bank may be utilized while the employee begins
to accrue PDO.
Carryover of PSSL
Accrued but unused PSSL may be carried over from one benefit year to the next, up to a maximum of 48
hours. At the end of the benefit year, any unused PSSL above the maximum will be forfeited. The company does
not offer pay in lieu of PSSL.
Confidentiality
Enhabit will keep confidential the health or safety information of an employee or employee's family member.
Such information will not be disclosed except to the affected employee, with the written permission of the affected
employee, or as otherwise required by applicable laws.
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Separation from employment
For PDO benefit eligible employees, any unused PSSL will be paid out, since it is considered part of the
employees paid time off. For non-benefit eligible employees, unused earned sick time will not be paid out upon
separation of employment, regardless of the reason.
Break in service
Non-benefit eligible employees who are rehired within six months will have their prior PSSL balance reinstated
and available for immediate use.
PDO benefit eligible employees who are rehired within six months will not have their PSSL reinstated, since their
unused PSSL balance would have been paid out upon their separation from employment.
Protections under the law
Enhabit will not deny employees the right to use accrued sick days.
The company may provide other forms of leave for employees. In certain situations, leave under this policy may
run at the same time as leave available under another applicable law, provided eligibility requirements for
that law are met. The company is committed to complying with all applicable laws. Employees should contact
their immediate supervisor for information about other applicable laws.
Enhabit will not discriminate or retaliate, or tolerate discrimination or retaliation, against any employee who seeks
or obtains leave in accordance with this policy, files a complaint regarding an alleged violation of the HWFA,
participates in an investigation, hearing or proceeding or cooperates in or assists with an investigation related to
an alleged violation of the HWFA, informs any person of their potential rights under the HWFA, or otherwise
exercises their rights under the HWFA.
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Massachusetts guidelines relative to paid family and medical leave
PAID FAMILY AND MEDICAL LEAVE NOTICE TO EMPLOYEES (25 or more workers)
Please read this notice carefully. It contains important information about your rights, obligations, and
eligibility under the Massachusetts Paid Family and Medical Leave (PFMLA) law. Please keep this notice
for your records.
The Massachusetts PFMLA law provides most Massachusetts employees the right to paid family and
medical leave. These rights are described further below and include both (1) job protection when the
employee returns to work and (2) partial wage-replacement benefits while the employee is out of work.
Employers can provide these benefits either by (1) participating in the PFML Trust Fund operated by the
Massachusetts Department of Family and Medical Leave (the Department), or (2) providing an exempt
private plan that offers benefits at least as generous as those available through the Department.
An employer may apply for an exemption from the medical leave contribution, family leave contribution, or
both. Your employer has elected to provide benefits as follows:

Enhabit Home Health & Hospice
(Employer Name)

__X__ Does not have an approved private
plan and is providing all leave benefits
through the Department;
____ Has an approved private plan for both
family and medical leave benefits;

(Private Plan Name)

____ Has an approved private plan for
family leave benefits only, and is providing
medical leave benefits through the
Department;

(Private Plan Contact Information)

____ Has an approved private plan for
medical leave benefits only,and is
providing family leave benefits through the
Department.

Regardless of whether your employer participates in the state Trust Fund or has a private plan, you will
be entitled to certain benefits and protections. You may be required to make contributions to the Trust
Fund or to fund your employer’s private plan, but only up to a certain amount. You will also need to tell
your employer when you need leave, and you will need to file a claim for benefits with the Department
or through your employer’s private plan.
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Explanation of Benefits
Under the PFML Law, you may be entitled to up to:
•

12 weeks of paid family leave in a benefit year for the birth, adoption, or foster care placement of a
child; to care for a family member with a serious health condition; or because of a qualifying exigency
arising out of the fact that a family member is on active duty or has been notified of an impending call
to active duty in the Armed Forces;

•

20 weeks of paid medical leave in a benefit year if they have a serious health condition that incapacitates
them from work;

•

26 weeks of paid family leave in a benefit year to care for a family member who is a covered servi ce
member undergoing medical treatment or otherwise addressing consequences of a serious health
condition relating to the family member’s military service;

•

26 total weeks, in the aggregate, of paid family and medical leave in a single benefit year.

A “benefit year” is the 12 months preceding the Sunday immediately before your leave begins.
Other Leaves
Any leave you take – paid or unpaid – for the same qualifying reasons listed above will count towards your
amount of leave for that benefit year.
Eligibility
You will be eligible for leave and wage-replacement benefits if you meet the earnings test. You must have
earned at least $6,000 in wages in Massachusetts in the four completed quarters before you apply for
benefits. In the same period, you also must have earned at least 30 times your maximum potential benefit
amount. (This is the amount calculated in the “Wage Replacement Payments” section below.)
Wage Replacement Payments
When you take leave for any of the reasons described above, you will be eligible to apply to the Department
or to your employer’s private plan for wage replacement benefits. These benefits will be a proportion of
your average weekly earnings. Your maximum potential benefit amount will be as follows:
•

80% of earnings up to 50% of the State Average Weekly Wage

•

50% of earnings above the State Average Weekly Wage

•

In no event more than a maximum amount. For 2023, this maximum benefit amount is $1,129.82. This
amount will be adjusted annually based on increases in the State Average Weekly Wag e.

Private plans may choose to provide higher benefits but may not provide lower amounts than what the
Department would pay.
Concurrent Benefits Payments
If you receive benefits from other sources while you are also receiving benefits from the Department, the
benefits you receive from the Department may be reduced. Certain types of other benefits will cause a
one-for-one reduction in benefits you receive from the Department. This means that for each dollar you
receive from these benefits, your benefit from the Department will decrease by a dollar. Benefits that will
have this effect include:
•

Workers’ Compensation

•

Unemployment Insurance

•

Permanent Disability Policies or Programs

•

Extended Illness Leave Bank Leave
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Other forms of benefits will not reduce the benefits you receive from the Department unless you are
receiving more than your average weekly wage in total benefits. Benefits that will have this effect include:
•

Temporary Disability Policies or Programs (including both Short-Term Disability and Long-Term
Disability)

•

Employer-run Family and/or Medical Leave Policies or Programs

Paid time off and PFMLA
Paid Time Off (PTO) includes sick time, vacation days, or personal days (or any other similar form of paid
time off not listed in the section above that you earn over time or at a specific time, like at the start of every
calendar year). You can only take PTO while on paid family and medical leave in specific situations:
•

During your waiting week, when no benefits are paid;

•

In a single, continuous block of time immediately after your waiting week;

•

After you take PFML leave.

If you take PTO at any other point while you receive PFML benefits, your benefits will be cancelled.
Employee Rights and Protections
Job Protection
Generally, if you take family or medical leave, once you return to work, your employer must restore you to
your previous position or to an equivalent position, with the same status, pay, employment benefits,
length-of-service credit, and seniority as of the date you started your leave. This may not apply if your
position was eliminated due to economic reasons unrelated to your use of leave.
Continuation of Health Insurance
Your employer must continue to provide for and contribute to your employment -related health insurance
benefits, if any, at the level and under the conditions coverage would have been provided if you had
continued working for the duration of such leave. Your employer may require you to continue to pay your
portion of your health insurance premium on the same terms and conditions as before your leave.
No Retaliation
It is unlawful for any employer to discriminate or retaliate against you for exercising any right to which you
are entitled under the paid family and medical leave law. An employee or former employee who is
retaliated against for exercising rights under the law may, not more than three years after the violation
occurs, institute a civil action in the superior court.
Contribution Amounts
To help fund paid leave benefits available under the PFML law, your employer may make a contribution,
funded in part by a deduction from your wages, which will either be remitted to the Trust Fund or to the
operator of your employer’s private plan. An employer who contributes to the Trust Fund will be required
to contribute the following amounts:
Family Leave Contribution

Medical Leave Contribution

Total Contribution Amount

0.11% of earnings*

0.52% of earnings*

0.63% of earnings*

Because your employer has 25 or more covered workers, the total contribution am ount is 00.63% of wages.
Under the law, employers are responsible for a minimum of 60% of the medical leave contribution (.312%
of wages) but are permitted to deduct from employees’ wages up to 40% of the medical leave contribution
(.208% of wages) and up to 100% of the family leave contribution (.11% of wages) for a total of .318% of
wages. Whether your employer has a private plan or participates in the state Trust Fund, your employer
cannot deduct more than these percentages from your wages.
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Your employer has elected to allocate the contribution amount as follows:

Medical Leave

Total Required Contribution: .52%*

will contribute

60%

of the medical leave
contribution

40%

will be deducted from
your earnings

Enhabit Home Health &
Hospice

(Employer Name)
and the remaining

Family Leave

Total Required Contribution: .11%*

will contribute

0%

Enhabit Home Health &
Hospice
(Employer Name)
and the remaining

100%

of
the family
contribution

leave

will be deducted from your
earnings

*The numbers provided are through 2023. These rates may be adjusted on an annual basis, effective
January 1 of each calendar year.
Notifying your Employer
Before you take leave or apply for benefits, you must notify your employer that you need to take leave. You
are required to provide at least 30 days’ notice of your need for leave. If 30 days’ notice is not possible due
to circumstances beyond your control, you must provide notice as soon as practicable, and in any event,
before you file any application for benefits.
When you notify your employer of your need for leave, you must provide the following information:
1. The anticipated start date of leave;
2. The anticipated length of the leave;
3. The expected date of return from leave;
4. Whether you will need intermittent leave (leave taken in separate blocks of two or more) or reduced
leave (leave that involves a reduced schedule of fewer hours or days per week), and;
5. If you need intermittent or reduced leave schedule, the expected frequency of leave and expected
duration of each instance of leave.
If any of this information changes, you must tell your employer as soon as you a re aware of the change.
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Filing a Claim
To apply for Paid Family and Medical Leave benefits, you will need the following information about your
employer (please ensure you are using the office address that pertains to your place of employment):
Enhabit Home Health & Hospice
35 New England Business Center Drive
Suite 207
Andover, MA 01810
FEIN: 57-1238340

Enhabit Home Health & Hospice
255 Park Avenue
Suite 1103
Worcester, MA 01609
FEIN: 27-3571315

Enhabit Home Health & Hospice
1 Edgewater Drive
Suite 105
Norwood, MA 02062
FEIN: 57-1238340

Enhabit Home Health & Hospice
30 Riverside Drive
Suite 203
Lakeville, MA 02347
FEIN: 83-2563555

Enhabit Home Health & Hospice
487 Holyoke Street
Suite 1
Ludlow, MA 01056
FEIN: 27-3571315

Enhabit Home Health & Hospice
6688 N. Central Expressway
Suite 1300
Dallas, TX 75206
FEIN: 32-0125426

Your employer does not have an exempt private plan, and instead contributes to the s tate’s Trust Fund. To
file a claim for benefits with the Department, you may file the claim in one of two ways:
1. You can create an account to apply online through the Department’s Claimant Portal at
https://paidleave.mass.gov/login/
2. You can call the Department’s call center at (833) 344‑7365 to complete an application over the phone.
Forms and claim instructions are available on the Department’s website at : https://www.mass.gov/infodetails/documents-needed-to-complete-your-paid-family-and-medical-leave-pfml-application.
For More Information
For more detailed information, please consult the Department’s website: www.mass.gov/DFML
You may contact the Department of Family and Medical Leave at:
The Massachusetts Department of Family and Medical Leave
PO Box 838
Lawrence, MA 01842
Contact Center: (833) 344-7365

Page 11 Addendums

Confidential and Proprietary

120122

This page intentionally left blank

Page 12 Addendums

Confidential and Proprietary

120122

Enhabit Home Health & Hospice Employee Handbook
Nevada guidelines relative to paid time off
Paid sick and safe leave
In compliance with the requirements of Nevada’s paid leave law (NPLL), Enhabit will provide all eligible
employees working in Nevada with paid leave. Paid leave will be provided as paid sick and safe leave (PSSL)
through this NPLL policy, which is an addendum to the Enhabit #paid days off (PDO) guidelines.
Employees entitled to the benefit
All full-time and part-time employees who work in Nevada are eligible to accrue and use paid leave. Employees
in a status that would accrue PDO at an amount greater than NPLL will not receive additional paid leave hours.
Accrual for employees not eligible for PDO
Employees who are not eligible to accrue PDO with Enhabit will begin to accrue PSSL on Jan. 1, 2020, or their
date of hire, whichever occurs later. Paid leave accrues at the rate of .01923 hours for each hour worked,
including overtime hours. Employees will not accrue paid leave while using paid leave, vacation, other paid time
off, or during an unpaid leave of absence (LOA).
An employee may have a maximum accrual of 40 hours in a calendar year, Jan. 1 – Dec. 31 (benefit year).
Availability of benefit
Eligible employees may begin to use their accrued paid leave on the 90th calendar day after they begin working
for Enhabit. After that time, paid leave can be used as it is accrued. Enhabit may verify employee hours after
work is performed and adjust paid leave accrual amounts to correct any inaccuracy. Enhabit will notify employees
in writing of any such change.
Paid leave may be used in increments of one hour for nonexempt employees, or half-days for exempt employees,
to cover all or part of a workday. Employees can use paid leave for an absence on any day for which they were
required to work.
Requests can be made orally or in writing, including electronically. When possible, employees should include
the expected duration of the absence in their request for paid leave. Employees are not required to find another
employee to cover their work when they take paid leave.
Parameters of use
When the need for paid leave is foreseeable, employees must make a good faith effort to provide reasonable
advance notice of the need for leave, and a reasonable effort to schedule the leave in a manner that does not
unduly disrupt the operations of Enhabit. The employee should provide notice as soon as practicable and must
provide notice at least five days before the date paid leave will begin. To provide this advance notice of the
foreseeable need to use paid leave, employees should contact their immediate supervisor or home office HR.
If the need for paid leave is unforeseeable, employees must provide notice as soon as possible before the
required start of their shift, unless it is not practicable to do so. If it is impracticable for an employee to provide
notice of the need for paid leave, another person can provide notice on the employee's behalf.
In any instance when an employee miss three or more consecutive days, the employee may be required to
provide documentation to support the time off, including proper return to work documentation. Please refer to
#leaves of absence for more information on extended absences.
Recordkeeping
Upon an employee’s request, Enhabit will provide, in writing or electronically, documentation indicating the
current amount of PSSL available for use and the amount of such leave already used during the current benefit
year. This information is accessible with the provision of a pay stub in each payroll cycle.

Page 13 Addendums

Confidential and Proprietary

120122

Enhabit Home Health & Hospice Employee Handbook
Rate of pay
Paid leave hours are paid at the same hourly rate or salary, not including overtime, bonuses, or holiday pay, and
with the same benefits, including health care benefits, as the employee normally earns during hours worked.
Paid leave will be paid on the same schedule as regular wages.
Change of status
PDO benefit eligible employees that change status to a non-benefit eligible status will be subject to the #accrual
for employees not eligible for PDO as set forth herein.
Non-benefit eligible employees that change status to a PDO benefit eligible status will maintain the separate
paid leave bank and begin accruing under the PDO plan. The paid leave bank may be utilized while the employee
begins to accrue PDO. Employees in a status that would accrue PDO at an amount greater than paid leave will
not receive additional paid leave.
Carryover
Accrued but unused paid leave may be carried over from one benefit year to the next, up to a maximum of 40
hours. At the end of the benefit year, any unused paid leave above the maximum will be forfeited. The company
does not offer pay in lieu of actual paid leave.
Separation from employment
Compensation for accrued and unused paid leave is not provided upon separation from employment for any
reason.
Break in service
Employees who are rehired within 90 days after separation, and separation was not due to the employee
voluntarily leaving employment, any previously accrued but unused paid leave hours will be reinstated.
If the employee is being reinstated during the benefit year following the year in which his or her employment
ended, the amount of reinstated paid leave will be capped at a maximum of 40 hours.
Protections under the law
The company may provide other forms of leave for employees. In certain situations, leave under this policy may
run at the same time as leave available under another applicable law, provided eligibility requirements for
that law are met. The company is committed to complying with all applicable laws. Employees should contact
their immediate supervisor for information about other applicable laws.
The company will not retaliate or tolerate retaliation against any employee because the employee uses paid
leave in accordance with this policy.
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New Mexico guidelines relative to paid time off
Paid leave
In compliance with the requirements of the New Mexico Healthy Workplaces Act (HWA), Enhabit will provide all
eligible employees working in New Mexico with paid leave. Paid leave will be provided as earned sick leave
(ESL) through this HWA policy, which is an addendum to the Enhabit #paid days off (PDO) guidelines.
Employees entitled to the benefit
All full-time and part-time employees who work in New Mexico are eligible to accrue and use paid leave.
Employees in a status that would accrue PDO at an amount greater than HWA will not receive additional paid
leave hours.
Accrual for employees not eligible for PDO
Employees who are not eligible to accrue PDO with Enhabit will begin to accrue ESL on July 1, 2022, or their
date of hire, whichever occurs later. Paid leave accrues at a rate of one hour for every 30 hours worked, including
overtime hours. Employees will not accrue paid leave while using paid leave, vacation, other paid time off, or
during an unpaid leave of absence (LOA).
Availability of benefit
ESL can be used as it is accrued. Enhabit may verify employee hours after work is performed and adjust paid
leave accrual amounts to correct any inaccuracy. Enhabit will notify employees in writing of any such change.
Paid leave may be used in increments of one hour for nonexempt employees, or half-days for exempt employees,
to cover all or part of a workday. Employees can use paid leave for an absence on any day for which they were
required to work.
Requests can be made orally or in writing, including electronically. When possible, employees should include
the expected duration of the absence in their request for paid leave. Employees are not required to find another
employee to cover their work when they take paid leave.
Parameters of use
When the need for paid leave is foreseeable, employees must make a good faith effort to provide reasonable
advance notice of the need for leave, and a reasonable effort to schedule the leave in a manner that does not
unduly disrupt the operations of Enhabit. The employee should provide notice as soon as practicable. To provide
this advance notice of the foreseeable need to use paid leave, employees should contact their immediate
supervisor or home office HR.
If the need for paid leave is unforeseeable, employees must provide notice as soon as possible before the
required start of their shift, unless it is not practicable to do so. If it is impracticable for an employee to provide
notice of the need for paid leave, another person can provide notice on the employee's behalf.
In any instance when an employee miss three or more consecutive days, the employee may be required to
provide documentation to support the time off, including proper return to work documentation. Please refer to
#leaves of absence for more information on extended absences.
The maximum amount of ESL that can be used per 12-month period is 64 hours.
Permissible usage
Eligible employees may use ESL for the following reasons:
•
•
•
•
•

When a mental or physical illness, injury, or health condition prevents the employee from working.
To care for a family member who has a mental or physical illness, injury, or health condition.
To obtain a medical diagnosis, care, or treatment of a mental or physical illness, injury, or health condition
of the employee or employee’s family member.
To obtain preventive medical care for the employee or employee’s family member.
To attend meetings at the employee’s child’s school or place of rate related to child’s health or disability.
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•

If the employee or a family member is the victim of domestic abuse, sexual assault, or stalking and needs
leave to:
o Obtain medical or psychological treatment, or other counseling.
o Seek relocation due to the domestic abuse, sexual assault, or stalking.
o Seek legal services, including preparing for or participating in legal proceedings relating to or
resulting from the domestic abuse, sexual assault, or stalking.
o Obtain services or assist a family member with any of the activities set forth in this policy.
For purposes of this policy, a “family member” is defined as an employee's immediate family member, such as
a person related by blood, marriage, civil union or adoption; a grandparent or grandchild; a child to whom the
employee stands in loco parentis; a person who stood in loco parentis to the employee when the employee was
a minor; a person for whom the employee is responsible for providing or arranging care related the person’s
health or safety; or an individual whose close associate with the employee or the employee’s spouse or domestic
partner is the equivalent of a family relationship.
For cases of domestic abuse, sexual assault, or stalking, Enhabit does not require the disclosure of details
regarding an employee’s or employee’s family member’s health information or the domestic violence, sexual
assault, or stalking that is the basis for the request for leave.
Failure to use ESL in good faith, and for the reasons specified in this policy, can result in corrective action.
Recordkeeping
Upon an employee’s request, Enhabit will provide, in writing or electronically, documentation indicating the
current amount of ESL available for use and the amount of such leave already used during the current benefit
year. This information is accessible with the provision of a pay stub in each payroll cycle.
Enhabit will maintain records of employee’s hours worked, and ESL accrued and used for the immediate
preceding 48-month period.
Rate of pay
Paid leave hours are paid at the same hourly rate or salary, not including overtime, bonuses, or holiday pay, and
with the same benefits, including health care benefits, as the employee normally earns during hours worked.
Paid leave will be paid on the same schedule as regular wages.
Change of status
PDO benefit eligible employees that change status to a non-benefit eligible status will be subject to the #accrual
for employees not eligible for PDO as set forth herein.
Non-benefit eligible employees that change status to a PDO benefit eligible status will maintain the separate
paid leave bank and begin accruing under the PDO plan. The paid leave bank may be utilized while the employee
begins to accrue PDO. Employees in a status that would accrue PDO at an amount greater than paid leave will
not receive additional paid leave.
Carryover
Accrued but unused paid leave may be carried over from one benefit year to the next, up to a maximum of 64
hours. At the end of the benefit year, any unused paid leave above the maximum will be forfeited. The company
does not offer pay in lieu of actual paid leave.
Confidentiality
Enhabit will keep confidential the health or safety information of an employee or employee's family member.
Such information will not be disclosed except to the affected employee, with the written permission of the affected
employee, or as otherwise required by applicable laws.
Separation from employment
Compensation for accrued and unused paid leave is not provided upon separation from employment for any
reason.
Page 17 Addendums

Confidential and Proprietary

120122

Enhabit Home Health & Hospice Employee Handbook
Break in service
Employees who are rehired within 12 months after separation will have any previously accrued but unused paid
leave hours reinstated. Reinstated paid leave hours are available for use by the employee upon rehire.
This policy will apply per standard process for an employee rehired more than 12 months after separation.
Protections under the law
Enhabit will not deny an employee the right to use paid leave in accordance with this policy.
The company may provide other forms of leave for employees. In certain situations, leave under this policy may
run at the same time as leave available under another applicable law, provided eligibility requirements for
that law are met. The company is committed to complying with all applicable laws. Employees should contact
their immediate supervisor for information about other applicable laws.
The company will not discriminate, retaliate, or tolerate discrimination or retaliation against any employee
because the employee seeks or uses paid leave in accordance with this policy; files a complaint regarding an
alleged violation of the HWA; participates in an investigation, hearing, or proceeding or cooperates in or assists
with an investigation related to an alleged violation of the HWA; informs any person of their potential rights under
the HWA; or, otherwise exercises their rights under the HWA.
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Washington guidelines relative to paid time off
Paid sick and safe leave
In compliance with the requirements of Washington's paid sick and safe leave (PSSL) law, Enhabit will provide
all eligible employees working in Washington with PSSL. PSSL will be provided through this PSSL policy, which
is an addendum to the Enhabit #PDO guidelines.
Employees entitled to the benefit
All employees, full-time, part-time, and PRN, who work in Washington are eligible to accrue and use PSSL.
Employees in a status that would accrue PDO at an amount greater than PSSL will not receive additional PSSL
hours.
Eligible employees begin to accrue paid sick and safe leave on Jan. 1, 2018, or upon the first day of employment,
whichever is later.
Accrual for employees not eligible for PDO
Employees who are not eligible to accrue PDO with Enhabit will begin to accrue PSSL on Jan. 1, 2018, or their
date of hire, whichever occurs later. PSSL accrues at a rate of one hour for every 40 hours worked, including
overtime hours; exempt employees may accrue PSSL based on their normal hours worked, up to a maximum of
40 hours per week. Employees will not accrue PSSL while using PSSL, vacation, other paid time off, or during
an unpaid leave of absence (LOA).
Availability of benefit
Eligible employees may begin to use their accrued PSSL on the 90th calendar day after they begin working for
Enhabit. After that time, PSSL can be used as it is accrued. Enhabit may verify employee hours after work is
performed and adjust PSSL accrual amounts to correct any inaccuracy. Enhabit will notify employees in writing
of any such change.
PSSL may be used in increments of one hour for nonexempt employees, or half-days for exempt employees, to
cover all or part of a workday. Employees can use PSSL for an absence on any day for which they were required
to work.
Enhabit will allow utilization of PSSL for a permissible use upon request. Requests can be made orally or in
writing, including electronically. When possible, employees should include the expected duration of the absence
in their request for PSSL. Employees are not required to find another employee to cover their work when they
take PSSL. PSSL taken in accordance with this policy will not be counted as an absence or occurrence that may
result in discipline under any company policy.
Parameters of use
When the need for PSSL is foreseeable, employees must make a good faith effort to provide reasonable advance
notice of the need for leave, and a reasonable effort to schedule the leave in a manner that does not unduly
disrupt the operations of Enhabit. The employee should provide notice as soon as practicable and must provide
notice at least seven days before the date PSSL will begin. To provide this advance notice of the foreseeable
need to use PSSL, employees should contact their immediate supervisor or home office HR.
If the need for PSSL is unforeseeable, employees must provide notice as soon as possible before the required
start of their shift, unless it is not practicable to do so. If it is impracticable for an employee to provide notice of
the need for PSSL, another person can provide notice on the employee's behalf.
For absences that are more than three consecutive work days, meaning at least four consecutive days that the
employee would ordinarily have worked, Enhabit may request that the employee provide reasonable
documentation that the PSSL is being used for a permissible purpose; the employee must submit any required
documentation within 10 calendar days following the first day of PSSL. If the documentation submitted by the
employee is not sufficient, Enhabit will notify the employee of the deficiency. The employee will then have seven
days to provide adequate documentation.
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If an employee anticipates that providing required documentation will create an unreasonable burden or expense,
the employee can provide an oral or written explanation of: why the absence was a permissible use of PSSL,
and how the required verification creates an unreasonable burden or expense for the employee.
In any instance when an employee miss three or more consecutive days, the employee may be required to
provide documentation to support the time off, including proper return to work documentation. Please refer to
#leaves of absence for more information on extended absences.
The maximum amount of PSSL that can be used in one benefit year is 40 hours.
Permissible usage
Eligible employees may use PSSL for the following reasons:
•

Because of the employee's or the employee's family member's mental or physical illness, injury or health
condition;
• For the diagnosis, care or treatment of the employee's or the employee's family member's mental or
physical illness, injury or health condition;
• For preventive medical care for the employee or the employee's family member;
• If either the employee's place of business or the employee's child's school or place of care is closed by
order of a public official for a health-related reason (i.e., a serious public health concern that could result in
bodily injury or exposure to an infectious agent, biological toxin or hazardous material;
• Absences that qualify for leave under the state's domestic violence leave law due to an incident of
domestic violence, sexual assault or stalking of the employee or the employee's family member to:
o Seek legal or law enforcement assistance or remedies to ensure the health and safety of the
employee or the employee's family members;
o Seek treatment by a health care provider for physical or mental injuries caused by domestic
violence, sexual assault or stalking;
o Attend to health care treatment for a victim who is the employee's family member;
o Obtain, or assist a family member in obtaining, services from a domestic violence shelter, rape
crisis center or other social services program for relief from domestic violence, sexual assault or
stalking;
o Obtain, or assist a family member in obtaining, mental health counseling related to an incident of
domestic violence, sexual assault or stalking in which the employee or the employee's family
member was a victim of domestic violence, sexual assault or stalking; or
o Participate in safety planning, temporarily or permanently relocate or take other actions to increase
the employee's safety or the safety of the employee's family members from future domestic
violence, sexual assault or stalking.
Covered family members include:
•
•

A spouse or registered domestic partner;
A child, regardless of age or dependency status (including a biological, adopted or foster child; stepchild; or
a child to whom the employee stands in loco parentis, is a legal guardian or is a de facto parent);
• A parent (including a biological, adoptive, de facto or foster parent; stepparent; or legal guardian of an
employee or the employee's spouse or registered domestic partner, or a person who stood in loco parentis
when the employee was a minor child);
• A sibling;
• A grandparent; or
• A grandchild.
For absences related to the employee's or family member's status as a victim of domestic violence, sexual
assault or stalking, "family member" includes an individual with whom the employee has a dating relationship.
For cases of domestic abuse, sexual assault, or stalking, Enhabit does not require the disclosure of details
regarding an employee’s or employee’s family member’s health information or the domestic violence, sexual
assault, or stalking that is the basis for the request for leave.
Failure to use PSSL in good faith, and for the reasons specified in this policy, can result in corrective action.
Page 21 Addendums

Confidential and Proprietary

120122

Enhabit Home Health & Hospice Employee Handbook
Recordkeeping
Upon an employee’s request, Enhabit will provide, in writing or electronically, documentation indicating the
current amount of PSSL available for use and the amount of such leave already used during the current benefit
year. This information is accessible with the provision of a pay stub in each payroll cycle.
Rate of pay
PSSL is paid at the same hourly rate or salary, not including overtime, bonuses, or holiday pay, and with the
same benefits, including health care benefits, as the employee normally earns during hours worked. PSSL will
be paid on the same schedule as regular wages.
Change of status
PDO benefit eligible employees that change status to a non-benefit eligible status will be subject to the #accrual
for employees not eligible for PDO as set forth herein.
Non-benefit eligible employees that change status to a PDO benefit eligible status will maintain the separate
PSSL bank and begin accruing under the PDO plan. The PSSL bank may be utilized while the employee begins
to accrue PDO. Employees in a status that would accrue PDO at an amount greater than PSSL will not receive
additional PSSL.
Carryover
Accrued but unused PSSL may be carried over from one benefit year to the next, up to a maximum of 40
hours. At the end of the benefit year, any unused PSSL above the maximum will be forfeited. The company does
not offer pay in lieu of PSSL.
Confidentiality
Enhabit will keep confidential the health or safety information of an employee or employee's family member.
Such information will not be disclosed except to the affected employee, with the written permission of the affected
employee, or as otherwise required by applicable laws.
Separation from employment
Compensation for accrued and unused PSSL is not provided upon separation from employment for any reason.
Break in service
If an employee is rehired within 12 months after separation, any previously accrued but unused PSSL will be
reinstated. The previous period of employment will be counted for purposes of determining the employee's
eligibility to use PSSL.
If the employee is being reinstated during the benefit year following the year in which his or her employment
ended, the amount of reinstated paid leave will be capped at a maximum of 40 hours.
Protections under the law
The company may provide other forms of leave for employees to care for medical conditions or for issues related
to domestic violence under certain federal, state, and municipal laws. In certain situations, leave under this policy
may run at the same time as leave available under another applicable law, provided eligibility requirements for
that law are met. The company is committed to complying with all applicable laws. Employees should contact
their immediate supervisor for information about other applicable laws, and municipal domestic violence, medical
or family leave rights.
The company will not interfere with, restrain or deny an employee's rights under the PSSL law and will not
discriminate or retaliate against an employee because they exercise those rights. The company will not
discriminate or retaliate against an employee who files an action or otherwise institutes a proceeding under or
related to the PSSL law or who testifies or intends to testify in any such proceeding related to any protected
rights under the PSSL law.
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