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ORANGE CROSS AMBULANCE
EMPLOYEE HANDBOOK

This handbook is an overview of current work policies and procedures at Orange Cross Ambu-
lance. Please read it thoroughly. 

The Employee Handbook does not affect the basic relationship between employees and Or-
ange Cross Ambulance. Employment at Orange Cross Ambulance is on an “at will” basis. This 
means that the employment relationship may be ended at the choice of either party, with or 
without cause, and without notice at any time. No other person, other than the Executive Direc-
tor or the Board of Directors has the authority to make any agreement for employment for any 
specified period of time or to make any agreement contrary to the foregoing. 

Of course, periodically, changes are made to policies and procedures.  We strive to keep you 
informed on these modifications as soon as possible.  An updated handbook will be provided 
periodically and changes that occur between updates will be communicated verbally by super-
vision, in staff meetings, or by memos.

This Employee Handbook overrides, supersedes, and replaces any former or existing Orange 
Cross Employee Handbook and policy statements.

It should be understood the information provided in the handbook is a guide.  Nothing in this 
handbook is intended to create any type of contract or guarantee of continued employment. 
Orange Cross Ambulance reserves the right to eliminate or change any of the practices, pro-
grams, rules and employee benefits in whole or in part, at any time without notice.

Should you have any questions regarding specific issues, you are invited to raise them with  Hu-
man Resources and/or the Executive Director to ask questions, offer suggestions or seek ad-
vice.  



A MESSAGE FROM THE BOARD OF DIRECTORS

Welcome new employee!  

On behalf  of  fellow employees, we welcome you and are delighted to have you as a part of  the Orange 
Cross Ambulance Team. The fact that you were selected, demonstrates our belief  that you will work to 
help us continuously achieve our goals and commitments to our patients and the communities we serve.    

We are committed to providing high-quality care and unparalleled customer service in all areas of  our 
daily activities. As part of  the team, our goal is to provide you with the necessary tools and support you 
need to help us maintain our excellent reputation as well as achieve our goals as an organization. Our con-
tinued success will be determined by each and every employee’s willingness to perform at their best at all 
times.  

Your job, every job, is essential to our overall long-term success. We look forward to your contributions 
and hope you will remain a part of  our team for a long time to come.  

This handbook was developed to describe some of  the expectations of  our employees and to outline the 
policies, programs, and benefits available to eligible employees.  You should familiarize yourself  with the 
contents of  the employee handbook as soon as possible, for it will answer many questions about employ-
ment at Orange Cross Ambulance  

We hope that your experience here will be challenging, enjoyable, and rewarding.

Sincerely, 

Name:  _________________________		 	 	 Name:  _________________________

Title:	  	 	 	 	 	 	 	 	 	 Title:

Name:  _________________________		 	 	 Name:  _________________________

Title:		 	 	 	 	 	 	 	 	 Title:
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CUSTOMER FOCUSED SERVICE
In our competitive climate, patient and guest satisfaction will lead to our best marketing tool -- word of mouth.  Each of us is ac-
countable for presenting our best to each other and our guests.  Throughout Orange Cross Ambulance, the patient is our pri-
mary customer.

Orange Cross Ambulance has adopted the following Service Standards:

Make a Good First Impression

• Be pleasant

• Wear your name badge

• Present a professional appearance

• Introduce yourself

• Use appropriate conversation in

-corridors

-elevators

-all public areas

-emergency departments

-patients' homes

•  Reflect pride in the organization

•  Respect the rights of guests and employees

•  Be courteous

•  Listen to others

•  Show pride in your work

•  Be dependable -- be prompt

•  Maintain confidentiality

•  Advise -- don't criticize

•  Express appreciation

Place a high Priority on Meeting the Needs of Others

•  Approach patients, visitors, physicians and employees promptly to give directions and assistance

•  Respond to unsafe and unclean conditions

•  Practice proper telephone etiquette

Adherence to Customer Focused Service Standards of Courtesy is a job requirement of every position at Orange Cross Ambu-
lance.

Any employee who exhibits condescending, rude, and/or disrespectful behavior when dealing with customers, visitors, physi-
cians and fellow employees may be subject to corrective action up to and including discharge. Inappropriate conduct toward a 
patient or any other guest; as stated in the Company handbook, will also result in corrective action as determined by manage-
ment.
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EMPLOYMENT PRACTICES
Employee Relations

Equal Opportunity

Orange Cross Ambulance is committed to a policy of equal opportunity and humanistic treat-
ment for all employees and prospective employees without regard to race, color, religion, sex, 
national origin, age, disability, veteran status, marital status, sexual orientation, creed, ancestry, 
citizenship, arrest record, conviction record, or military discharge record, in accordance with 
state and federal laws.

This includes, but is not limited to: recruitment retention, hiring, transfers, promotions, rates of 
pay and other forms of compensation, as well as participation in educational, social and recrea-
tional programs sponsored by the corporation or affiliates.

Orange Cross Ambulance is committed to ensuring our employees that unwelcome sexual ad-
vances, requests for sexual favors or other verbal or physical conduct of a sexually harassing 
nature will not be tolerated.

If you wish to discuss any employee relations or equal opportunity concern, you should speak 
with your supervisor or you may arrange for a confidential meeting with Human Resources.

Orange Cross complies with the Americans with Disabilities Act.  If you have accessibility 
needs or need to have information interpreted or in another form please contact Human Re-
sources. 

Criminal Background Checks

All new employees will have a background profile completed through the Department of Jus-
tice and the State of Wisconsin. Specific findings may limit or prohibit employment with Or-
ange Cross Ambulance.  
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Policy Against Harassment

Orange Cross Ambulance has a zero tolerance for harassment of any kind, of or by any of its employees 
This prohibition includes harassment based on color, religion, sex, sexual orientation, national origin, ethnic-
ity, age, disability, marital status, citizenship or any other characteristic prohibited be federal or state law.

Harassment can arise from a broad range of physical or verbal behaviors, or via electronic means (emails or 
texts), and can arise from employees or non-employees such as customers, vendors or outside contractors. 
It can include, but is not limited to: physical or mental abuse; racial, ethnic or religious insults or slurs; unwel-
come sexual advances or touching; sexual comments, jokes, stories, or innuendoes; requests for sexual fa-
vors used as a condition of employment or affecting any personnel decision such as hiring, promotion, com-
pensation or termination; display of sexually explicit or otherwise offensive posters, calendars, or materials; 
making sexual gestures with hands or body movements; inappropriately staring at another employee(s) or 
touching his/her clothing, hair or body; asking personal questions about another employee’s sexual life; and 
repeatedly asking out an employee who has stated that he/she is not interested.

These activities are offensive and are inappropriate in the workplace. This is a serious issue not just for Or-
ange Cross Ambulance, but also for each individual. This policy against harassment applies throughout our 
work environment, whether in the workplace, at work assignments outside the workplace, at Orange Cross 
Ambulance – sponsored social functions or in any other work-related situation.

Employees (or other persons performing services for Orange Cross Ambulance) who believe they have been 
the victim of sexual harassment are encouraged to speak immediately, and confidentially, with the Executive 
Director, Human Resources, or a member of the Board of Directors.  Immediate follow-up will be expected.  
Any complaints of sexual harassment will be treated confidentially within the confines of our investigation.

In determining whether alleged conduct constitutes harassment, the totality of circumstances, such as the 
nature of the harassment and the context in which the alleged incidents occurred will be considered. To as-
sist in investigating allegations of harassment, incidents should be documented, including specifics such as 
dates, times, witnesses if any, and a description of what happened. A determination of the appropriateness 
of the particular action will then be made from the facts, and appropriate action will be pursued expedi-
tiously in each case.

Any employee who engages in harassment is subject to immediate discipline, up to and including discharge 
and law enforcement notification. Retaliation against any individual who complains or assists in the investiga-
tion of harassment is strictly forbidden and anyone who practices such retaliation will be subject to immedi-
ate corrective action, up to and including discharge.

All members of the work force facilities are expected to conduct themselves in compliance with this policy 
prohibiting harassment.
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Workplace Violence, Bullying and Abusive Behavior

Orange Cross Ambulance is committed to maintaining a safe and healthy environment for all employees and 
will not tolerate any form of violence, bullying or abusive behavior committed by or against any employee. All 
reports of violence, bullying or abusive behavior will be taken seriously.

Employees who engage in actions or threats of violence, bullying or abusive behavior will be subject to cor-
rective action, up to and including discharge.

Any individual who experiences or witnesses violence, threats of violence or abusive behavior or who has 
reason to believe these acts are occurring should notify the Executive Director, Human Resources or a mem-
ber of the Board of Directors. Confidentiality will be maintained to the extent possible but is not guaranteed.

In cases where an Orange Cross Ambulance employee obtains a restraining order from any court, or any 
state, the individual is requested to notify and provide a copy of the restraining order to the Executive Direc-
tor and Human Resources.

Maintaining a Drug-Free Workplace

It is the intent of Orange Cross Ambulance to provide a healthful, safe, and secure work environment which 
is drug free. Employees are required to report to work in an appropriate mental and physical condition for 
work. We reserve the right to require any employee to undergo a blood, hair or urine screen to determine the 
presence of alcohol and/or drugs. Any accident involving a company vehicle or an employee (i.e., respond-
ing from home for on-call), will, with reasonable suspicion, trigger a post-incident alcohol/drug screening. 
Employees refusing to undergo the required blood, hair or urine screen shall be immediately suspended, and 
an investigation shall occur to determine whether the refusal was reasonable. If the refusal is found to be un-
reasonable, it will be treated as an intentional violation of this policy, and may lead to corrective action up to 
and including discharge.  

Unauthorized use or possession of chemical substances or intoxicating beverages on company or any medi-
cal center property, or inappropriate work-place behavior related to such use, whether or not on Orange 
Cross or medical center property, may be required to complete an Employee Assistance Program referral as 
a condition of continued employment. Violations of this policy may also result in correction action, up to and 
including discharge and reporting to local law enforcement.

Employees needing help in dealing with problems associated with drugs or alcohol are encouraged to use 
our Employee Assistance Program. The Employee Assistance Program can provide assessments or 
interven-tions for individuals seeking help. An employee’s participation in the program will be encouraged 
and handled confidentially. 

Employees must report to the Executive Director or Human Resources as soon as possible, but no later than 
three (3) working days, if they are charged with or have been convicted of (or pled no contest) to any viola-
tion under a criminal drug statue involving a controlled or illegal substance. 
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Pre-Employment Health Screen

All new employees are required to complete a pre-employment health and drug screening before commenc-
ing employment.  Reasonable accommodations requested by qualified disabled candidates will be made in 
accordance with applicable state and federal laws.  Physicals/Screenings are provided at no cost by the Oc-
cupational Health Department at the Aurora Sheboygan Clinic.

Orientation

At the start of employment all employees will attend and must successfully complete a three-phase orienta-
tion program. Prior to the start of orientation, you will complete the necessary forms related to payroll, bene-
fits and employee records. In addition, you will be fit tested for a respirator and have your picture taken for 
your photo identification card.

During orientation the Training Staff, Human Resources, and the Executive Director will explain company poli-
cies, procedures and work requirements.

Parking

Parking for employees is available at station 1, 2, 3, 4 and 5 in the employee parking only section if needed. 

Initial Employment Evaluation Period

As a new employee, during the first 180 calendar days of your employment, your abilities and work perform-
ance will be closely evaluated by your supervisor.  This review period also allows you to decide if you are sat-
isfied with your position. If, at or before the end of this 180-day period, your supervisor determines that you 
are not suited for the job, your employment will be terminated immediately. You may also decide during this 
period to leave employment without stating a reason and without proper notice. Completion of this review 
period will not result in an employment contract for any specific term.

Definition of Status

Like all health care organizations, Orange Cross Ambulance operates 24 hours a day, seven days a week, 
and the variety of employment conditions produces a number of employee status groups.  Your employee 
status is significant in determining benefit eligibility.

Full-time employees are those assigned and regularly scheduled for a minimum of 80 hours each pay period 
(or 12 hour employees who maintain a minimum of 84 hours of work per pay period or 36 hours of work per 
week or 24 hour employees who maintain a minimum of 96 hours of work per pay period or a minimum of 48 
hours of work per week). They are eligible for all benefits. Details of benefit eligibility are included in later sec-
tions of this handbook in the Orange Cross Benefit Summary.

Variable Hour employees are those hired and intended to meet fluctuating staffing needs related to changes 
in patient volume. Variable Hour employees are not eligible for benefits. If a Variable Hour employee is trans-
ferred to regular status, length of service for the period of Variable Hour status is credited toward their senior-
ity.
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Wages and Hours
Employees are paid on a biweekly system, consisting of 26 pay periods per year of 14 days each.  You will 
be paid on the Friday following the close of each pay period.

Orange Cross Ambulance uses a check-less payroll system, whereby the net pay due to you on payday is 
deposited directly into a checking or savings account.  An earnings statement indicating the earnings, deduc-
tions and net pay will be available via the iSolve system or placed in the employee’s mailbox prior to payday 
upon request.  

If you have any questions concerning your pay statement please contact Orange Cross’ Human Resources or 
the Executive Director.

Salary Administration Guidelines

It is the goal of Orange Cross Ambulance (OCA) to provide and maintain a systematic salary administration 
program whereby employees may be equitably compensated for the duties and responsibilities assigned 
and individual differences in performance may be recognized.

The salary administration policy attempts to provide guidelines to carry out the objective of the OCA salary 
administration program. It is recognized that not all of the following guidelines below can be completely 
achieved at all times with respect to employees, but they are to serve as general guidelines to be consid-
ered.

I. PAY RANGES

Taking into consideration prevailing local and market rates, a minimum and maximum pay range is estab-
lished for each position within the organization. An employee performing satisfactorily the duties of the posi-
tion assigned shall normally be paid at a rate not less than the minimum, or more than the maximum of the 
range.

II. NEW HIRE RATES

New employees must start at no less than the minimum of the range established for the position assigned. 
Hiring rates should be commensurate with the employee’s qualifications and related experience and should 
be in proper relation to similarly situated employees within the range. Generally new employees should not 
be hired above the 7 (seven) year level of the salary range without consultation with the Executive Director 
and Human Resources.

III. SALARY RANGE ADJUSTMENTS

Salary ranges are reviewed at least once per year and adjusted to extent necessary as revealed by salary sur-
veys, and other salary information available.
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IV. ADJUSTMENTS TO BASE SALARY/HOURLY RATE

1. Pay for Performance/Merit:

Merit increases based on employee’s performance generally take effect on the first full paycheck in January 
of each year meaning where both the start and end date of that pay period are in January. The amount of 
merit money available for distribution (if any) is determined on a yearly basis through market analysis, and a 
process of recommendations and approvals involving the Executive Director, Human Resources and Board 
of Directors. Distribution of merit increases is at the discretion of the Executive Director and The Board of Di-
rectors. Employees hired after July 1st are not eligible for a merit increase until January 1st of the fiscal year 
following the calendar year in which they are hired.

2. Salaries/Hourly Rates at the Maximum Range/Pay for Performance/Merit:

Top performing employees who are at or above the maximum of their salary range may be eligible to receive 
a merit increase/lump sum bonus. Merit may be reflected as an increase to base pay, a lump sum bonus, or 
a combination of both within the guidelines set for each fiscal year by the Board of Directors.

3. Promotion:

Promotion is defined as an employee moving into a position of greater responsibility or higher pay range. Pro-
motional pay increases may not exceed 15% without approval from the Board of Directors and should be at 
least to the minimum of the new pay range. 

4. Demotion:

A demotion occurs when an employee moves into a position in a lower pay range. A demotion may be em-
ployee or employer initiated. When a demotion results from an employee request, work performance or abil-
ity issues, the employee’s rate of pay will be adjusted. The rate may not be lower than the minimum or 
higher than the maximum of the new pay range. Previous relevant experience should be considered when 
determining the rate of pay.
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Hours of Work

Orange Cross Ambulance operates 24 hours a day, seven days a week, and as a result, work shifts and staff-
ing vary according to schedule requirements. You may be required to share weekend assignments with other 
employees, rotate shifts, or work in various areas of the organization.  You may also be required to work over-
time.  Your normal work schedule, which is subject to change upon notice to you, was explained to you at 
the time you were hired.  The standard full-time work schedule may consist of 8, 12, 16 or 24 hour work 
days to total at least 80 hours in a two-week period.

Overtime

Patient needs or unusual occurrences may require work beyond the normal work period, and your supervi-
sor may ask for volunteers or may assign overtime. All unscheduled (defined as outside the normal rotation 
assigned to you) overtime must be approved by your supervisor.  Overtime is paid at the rate of 1-1/2 times 
the regular hourly rate.  Overtime is paid for all hours worked in excess of 40 hours per week.   

On-Call Pay

Orange Cross Ambulance may require that some employees accept the responsibility of being on-call for cer-
tain duty assignments. On call employees will be required to respond without impairment to their assigned 
vehicle/location within 20 minutes of notification, and may be required to arrive at the location they are dis-
patched to within 60 minutes of initial notification. Equipment necessary for notification and dispatch will be 
provided to employees scheduled for an on-call assignment.

Time Recording

Orange Cross uses a web based time clock to electronically record employee hours. The time clock is lo-
cated as an icon on company computers or is accessible via a web link. Under circumstances of normal op-
eration you should not punch in more than 7 minutes prior to your scheduled shift or work more than 7 min-
utes after your shift.  You should be at your assigned area and ready to begin work at the assigned start 
time.  If you arrive late or leave early, your pay will reflect the exact amount of time worked.  You are responsi-
ble for your own time recording and should not, under any circumstances, clock in/out for another employee 
or ask another employee to clock in/out for you.  Doing so will result in corrective action up to and including 
discharge.
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PERSONNEL POLICIES

Performance Reviews

As an employee of Orange Cross Ambulance, you will receive a performance review of your progress during 
your initial employment evaluation period and an annual evaluation for subsequent years.  Management will 
evaluate your performance based upon skill, effort, and responsibility standards developed from and based 
upon your job description.

The performance evaluation is designed to inform you of your overall job performance and encourage your 
development and growth.  It is specifically used to inform you of those areas in which you are doing well and 
define growth objectives so you may become more proficient in all aspects of your job.

A common review date will be used for all employees.  If mandatory prerequisites are not fulfilled no evalua-
tion will be done for that year.

Personnel File & Updating Personal Information

Orange Cross Ambulance maintains a personnel file on each employee. The personnel file includes such in-
formation as the employee’s job application, resume, records of training, performance reviews, corrective ac-
tions notices and other employment records. Your personnel file is confidential; however, it is accessible to 
you when you wish to review your file in the presence of Human Resources or the Executive Director. If a 
Crew Chief has a valid business reason to review your file, he/she may also be granted access to your per-
sonnel file but always with Human Resources or the Executive Director present. 

It is important that Orange Cross Ambulance maintain complete and accurate personnel records for all em-
ployees. It is equally important to have certain information about personnel on file. In order to keep these re-
cords up-to-date for operational and emergency purposes, it is essential that you notify Orange Cross as 
soon as possible if there is any change to any of the following items:

• Legal name

• Home address

• Home telephone or cell phone

• Person to contact in an emergency

• Marital status

• Change in beneficiary

• Driving record or status of driver’s license

• Exemptions on your W-4 tax form

• Certifications, recognitions, expiration dates, etc.

  In addition, you should notify your financial institution and your insurance providers regarding a change in 
status.
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Earned Time Off

Earned Time Off (ETO) is designed to provide employees with an opportunity to take time off from work for 
the purpose of vacation, personal commitments and recovery from brief illness. ETO accruals are located on 
page 46 of the handbook.

I. General Policy

1. All regular full-time employees are eligible for ETO benefits following 180 days of employment or
after 180 days transfer to an eligible status. Temporary or Variable Hour employees are not eligible
for ETO benefits.

2. ETO will not be computed for more than 2080 hours per year for full-time employees, not more
than 2184 hours for full-time 12-hr employees and not more than 2912 hours per year for full-time
24-hr employees.

3. ETO must be taken for all scheduled and unscheduled absences except those covered under
Worker’s Compensation, Reserve Sick Leave, Jury Duty, Bereavement, Leave of Absences, Mili-
tary Reserve Duty, or Holiday hours. ETO must be taken for the first three (3) days of any illness or
injury.

4. Human Resources may request a physician's statement prior to an employee returning to work for
absences due to illness or injury.

5. Employees who are unable to work because of inclement weather will have the option to use ETO
or take the time off without pay.  The Executive Director and/or Human Resources will determine
when an employee may use this option.

6. ETO requests for vacation purposes must be submitted a minimum of six (6) weeks (42 days) in ad-
vance.  ETO requests for scheduled absences will be approved whenever possible in the order re-
ceived.  It is necessary to limit the number of employees on ETO, or the time an employee is al-
lowed to take ETO. Having requests for vacation purposes turned in within the minimum time pe-
riod does not automatically approve the ETO.  It is the discretion of management to approve or
deny any leave requests.

7. If an employee wishes to take ETO and the company is not given six (6) weeks notice, the request
is automatically denied. In this case, the employee still needs to notify his/her supervisor of re-
quest for ETO. If the employee then wants to trade or drop hours he/she may do so as long as it is
in accordance with the company’s schedule change policy.

8. It is the employee’s responsibility to maintain enough ETO to take time off.  If there is not enough
ETO in an employee’s account when scheduled approved ETO is to be taken, it is the discretion of
management to deny an employee’s ETO, or allow time off without pay. An employee’s continued
attempts to utilize ETO with no benefits in his/her account may be subject to corrective action.

9. ETO may not be used for days off without pay resulting from corrective action.

10. Employees who voluntarily terminate cannot use ETO to satisfy the Company’s resignation notice
requirement.

11. ETO balances will be paid out to terminating employees if proper notice is given. (See Terminal
ETO Pay section in Handbook)
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II. Earned Time off Accrual

1. When ETO balances have reached the maximum, ETO accumulations will cease.  ETO does not
accumulate while on a non-paid leave of absence.

2. ETO cannot be requested when an employee is not scheduled to work

3. Employees that decrease their status and as a result would exceed the maximum ETO allowed for
the new status, have the option to cash in the excess ETO down to one week below the maximum
ETO accumulation.

4. Employees will be paid out their ETO balance upon transferring to casual status.

Holidays

Orange Cross Ambulance observes the following seven (7) holidays:

New Year's Day	 	 Labor Day

Memorial Day Thanksgiving Day

Independence Day	 	 Christmas Eve Christmas Day

Employees will receive double time pay (based upon an employee’s regular hourly rate) for holidays worked.  

All holidays will be observed from 12:00 a.m. to 11:59 p.m. on the Holiday.

Independence Day will be observed on July 4 regardless of City/County observance.

Office personnel – excluding dispatch and employees staffing an ambulance - will have the option to ob-
serve the holiday on the preceding Friday or following Monday if the holiday falls on Saturday or Sunday.  

Office personnel are eligible for holiday pay during a paid vacation period; 

excluding dispatch and employees staffing an ambulance, if a holiday falls on your scheduled ETO day you 
will be paid holiday pay on that day.

If a holiday occurs during a period of paid sick time, dispatch and employees staffing an ambulance will be 
paid for the holiday on that day if the holiday falls on a regularly scheduled work day.  For office personnel, if 
a holiday occurs during a period of paid sick time, you will be paid for the holiday on that day.  

If a holiday occurs during an unpaid leave of absence, employees are not eligible for the holiday benefit.

Variable Hour employees who work on a holiday will receive holiday pay equivalent to the number of sched-
uled hours worked.  This holiday pay is in addition to regular pay.

Employees scheduled to staff an ambulance and scheduled dispatch employees will not be granted ETO for 
holidays from management.  If an employee wants ETO they must find their own replacement.

Employees that are absent their shift prior to or after a holiday lose their holiday pay if they were eligible to 
be paid for the holiday.
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Resignations/Terminations

Upon termination, after one year or more of service, unused ETO will be paid out on your last check, pro-
vided you give proper notice.  Proper notice is defined as follows:

1.	 Director-Crew Chiefs-Training Officer	 	 	 -  Four (4) weeks

2.	 Certified, Licensed or Registered Personnel	 	 - Three (3) Weeks

3.	 All other employees	 	 	 	 	 	 - Two (2) Weeks

 ETO or reserve sick leave hours cannot be used in lieu of proper notice unless prior arrangements are made 
with the Executive Director and Human Resources.  Upon termination without proper notice or upon in-
voluntary termination, unused ETO will be forfeited.  If you are on a leave of absence and decide not to 
return to work, you must notify Human Resources at least two weeks prior to the expiration of the leave or 
you will forfeit any unused ETO.
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Other Time Off

Bereavement

Regular full-time employees may have up to three (3) consecutive days of absence without loss of salary in 
the case of death in the immediate family; ETO is not used as salary to cover the leave. This absence is to 
be arranged through Human Resources and/or the Executive Director.

Immediate family is defined as spouse, child, father, mother, mother-in-law, father-in-law, brother, sister, step 
mother, step father, step brother, step sister or step children.

One day of absence without loss of salary will be granted to attend the funeral of other relatives -- grandpar-
ents, grandchildren, grandparents-in-law, brother-in-law, sister-in-law, son-in-law, and daughter-in-law.

An additional two days may be granted at the discretion of Human Resources and/or the Executive Director 
if round trip travel distance to the funeral is in excess of 300 miles, the employee is needed to handle neces-
sary family details, or extenuating circumstances as determined by the Executive Director.

Documentation of the death is mandatory (i.e. funeral program or obituary). 

In the event of the death of other relatives not defined above, employees may be granted time off to attend 
the funeral. This time will be charged to ETO.

Funeral leave will not be paid for any employee while on sick leave, lay-off or any other leave-of-absence 
with or without pay.  Funeral leave will be paid to an employee during a scheduled paid vacation period.  The 
scheduled vacation hours not used as a result of the funeral leave will be credited to the employee's current 
ETO balance.

Full-time 24-hour employees will be granted the full 24-hour shift off for immediate family and other relatives 
as defined above.

Jury Duty

Orange Cross Ambulance encourages all employees to accept and fulfill their civic responsibilities when 
called for jury duty.  If called to serve as a jury member, you should immediately present the summons to 
Hu-man Resources and notify your Crew Chief.  Authorized absence will then be granted.  If you lose 
scheduled work time because of jury duty, you will be compensated your straight time hourly rate not to 
exceed your normal scheduled work day.  You must turn in the daily jury duty fee (less mileage paid) for 
those days reim-bursed by Orange Cross Ambulance.  If you are released from jury duty before the end of 
your shift, you must notify your supervisor, and report to your work assignment for the remainder of the shift.  
Otherwise, the remaining shift hours must be taken as vacation or as time off without pay.  In those cases 
where your absence would seriously curtail the operation of the company, Orange Cross may request that 
your service be postponed.
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Reserve Sick Leave

Effective January 1, 2013, reserve sick leave will cease to accrue on employee’s time. Current employees 
will retain their prior accumulated amounts, and will continue to use their reserve sick leave as follows:

Sick leave benefits are provided for employee protection against loss of income during an extended period 
of personal illness or disability.  All current regular full and part-time employees, prior to January 1, 2013, 
scheduled a minimum of 48 hours per pay period are eligible for sick leave if they have accumulated 180 
days of employment.  Any employee hired after January 1, 2013 will not be eligible for reserve sick leave ac-
crual.

In order to be eligible for reserve sick leave, employees are required to fill out medical leave paperwork and 
turn into Human Resources prior to the expected leave, or during the first week of an unexpected leave.  
Sick leave accumulation will not be computed on more than 80 hours per pay period for 40 hour per week 
employees (112 hours per pay period for full-time 24 hour shift employees).  Sick leave accumulates at a 
rate of 8 hours per 260 paid hours to a maximum of 45 days.

Sick leave benefits will be paid from the ETO balance for the first three full work shifts (three-8 hour shifts for 
full or part-time 8 hour employees, three-24 hour shifts for 24 hour employees) of an illness or personal in-
jury.  The reserve sick hours will be paid beginning the fourth shift day.  Each new illness or personal injury 
will follow this format for receiving benefits until the employee’s accumulated reserve sick leave is ex-
hausted.
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LEAVE OF ABSENCE

Short-Term / Long Term Disability Medical Leave - Effective January 1, 2013

Orange Cross will provide employer paid short-term disability (STD) to all full-time employees. Optional em-
ployee paid long term disability (LTD) will be offered to all full-time employees.

After an employee’s reserve sick leave is exhausted, any employee’s further loss of income during an ex-
tended period of personal illness or disability will need to contact Human Resources for the required medical 
leave paperwork, and submit the completed paperwork to Human Resources to submit for approval for STD.  
Medical paperwork submission does not guarantee disability payments, payment is determined by the STD 
provider.

While an employee continues to have accumulated reserve sick leave, day one through three will be paid 
from the employee’s ETO. The reserve sick hours will be paid beginning the fourth day, not to exceed twelve 
(12) weeks of payout.  

Once an employee exhausts his/her accumulated reserve sick leave and goes out on medical leave, day one 
through 7 will be paid through ETO if ETO is available.  If an employee does not have enough ETO to cover 
the first 7 days of leave, the employee will remain out with no pay.  Day 8 begins STD at 60% of the em-
ployee’s base wage for 12 weeks.

Once an employee exhausts the 12 weeks on STD, if the employee elected LTD, he/she will need to see Hu-
man Resources for paperwork for voluntary LTD approval.  Again, submission for LTD does not guarantee 
disability payments.  If an employee does not elect to take LTD, he/she will remain out with no pay until re-
leased to return to work at 100% of their duties. After ____ weeks the employee is no longer guaranteed 
their specific job position. After _____ weeks an employee can be terminated.
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Family Medical Leave

Family and Medical Leave will be provided in accordance with both the Wisconsin and Federal Family and 
Medical Leave Acts (FMLA). If the leave qualifies for both Wisconsin and Federal FMLA leave, the leave 
counts against the employee’s entitlement under both laws. Wisconsin and Federal FMLA leaves run concur-
rently. Leave taken under worker’s compensation also will run concurrently with FMLA leave. Employees 
may take an eligible FMLA leave consecutively, intermittently or on a reduced leave schedule (as required by 
the State of Wisconsin and/or by federal law) when medically necessary, provided the employee gives appro-
priate notice and submit the required medical certification from a health care provider. 

ELIGIBILITY

Wisconsin FMLA

Eligible employees who have been employed for at least 52 consecutive weeks and have worked at least 
1,000 hours during the preceding 52-week period prior to the requested leave are eligible for Wisconsin Fam-
ily and Medical Leave for the following reasons:

• The birth of a child and to care for that child;

• Placement of a child with the employee for adoption or foster care;

• To care for a seriously-ill spouse, domestic partner, parent, the parent of a domestic partner, or de-
pendent child; or

• The employee’s own serious health condition that prevents the employee from performing the func-
tions of the job.

Federal FMLA

Eligible employees who have been employed for at least 12 months and have worked at least 1,250 hours 
during the twelve months prior to the requested leave are eligible for federal Family and Medical Leave for 
the following reasons:

• The birth of a child and to care for that child;

• Placement of a child with the employee for adoption or foster care;

• To care for a seriously-ill spouse, child or parent;

• To care for a spouse, child, parent or “next of kin” (closest blood relative) who suffers a serious injury 
or illness while in the line of active military duty (“Military Caregiver Leave”); 

• For any “qualifying exigency” related to a spouse, child or parent is a military member on covered ac-
tive military duty or has been notified of an impending call or order to covered active duty in the 
Armed Forces (“Qualifying Exigency Leave”); or

• The employee’s own serious health condition that prevents the employee from performing the essen-
tial functions of the job.
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DURATION OF LEAVE

Wisconsin FMLA

Eligible employees are entitled to take up to 6 weeks per calendar year for birth or adoption.  Eligible employees are also enti-
tled to take up to 2 weeks per calendar year for the employees own serious health condition, or the serious health condition of 
a spouse, domestic partner, parent, the parent of a domestic partner, or dependent child.   

Federal FMLA

Eligible Employees are entitled to take up to a combined 12 workweeks of unpaid leave in a calendar year (except for Military 
Caregiver Leave). Employees taking Military Caregiver Leave are entitled to a one-time leave of up to 26 workweeks (in combi-
nation with other FMLA leaves) on a per-injury basis during the 12 months following the start of the Military Caregiver Leave.

Spouses employed by the Orange Cross Ambulance are jointly entitled to a combined total of 12 weeks of family leave for the 
birth or placement of a child, or to care for a parent who has a serious health condition.  Spouses are also entitled to a com-
bined total of 26 weeks for Military Caregiver Leave.  (For the care of a spouse or dependent child with a serious health condi-
tion, for the employee’s own serious health condition, or for Qualifying Exigency Leave, each employed spouse is entitled to a 
separate 12 weeks of leave). 

DEFINITIONS

1. Serious Health Condition

	 	 	 Wisconsin FMLA

	 	 	 For the purposes of the Wisconsin FMLA, a serious health condition is defined as a disabling physical or
	 	 	 mental illness, injury, impairment or condition involving inpatient care in a hospital, nursing home or 	
	 	 	 hospice, or out-patient care that requires continuing treatment or supervision by a health care provider. 

	 	 	 Federal FMLA

	 	 	 For purposes of the federal FMLA, a serious health condition is defined as an illness, injury, 	 	
	 	 	 impairment, or physical or mental condition that involves any of the following:

• Inpatient care in a hospital, nursing home or hospice and any subsequent period of incapacity or treat-
ment in connection with such inpatient care;

• Incapacity of more than three consecutive calendar days which also involves either two or more treat-
ments by a health care provider or one such treatment combined with a regimen of continuing treat-
ment.  The first treatment of the healthcare provider must occur within 7 days of incapacity.  The sec-
ond treatment (if applicable) must occur within 30 days of incapacity.  Treatment by a healthcare pro-
vider must involve an in-person visit;

• Any incapacity due to pregnancy or prenatal care;

• Any incapacity or treatment due to a chronic, serious health condition that requires at least two visits 
per year to a healthcare provider;

• Any incapacity due to a permanent or long-term condition under the continuing supervision of a 
health care provider; or

• Any absence to receive multiple treatments either for restorative surgery or for a condition that would 
likely result in a period of incapacity of more than three calendar days without medical intervention or 
treatment.
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2.	 Qualifying Exigency Military Leave

For purposes of Qualifying Exigency Leave, the employee’s spouse, child or parent must be on covered 
active military duty or have been notified of an impending call or order to covered active duty in the 
Armed Services.  “Covered active duty” for members of a regular component of the Armed Forces 
means duty during deployment of the member with the Armed Forces to a foreign country.  “Covered 
active duty” for members of the reserve components of the Armed Forces (including National Guard and 
Reserves) means duty during deployment of the member with Armed Forces to a foreign county under a 
call or order to active duty in a contingency operation.  Qualifying exigencies include the following: 

• Short-notice deployment;

• Military events and related activities;

• Childcare and school activities;

• Financial and legal arrangements;

• Counseling;

• Rest and recuperation;

• Post-deployment activities; and

• Additional related activities.

3.	 Military Caregiver Leave

For purposes of Military Caregiver Leave, a “covered service member” means a member of the Armed 
Forces, including a member of the Regular Armed Forces, National Guard or Reserves, who is undergo-
ing medical treatment, recuperation, therapy, is in outpatient status, or is otherwise on the military tempo-
rary disability retired list for a serious injury or illness.  A “serious injury of illness” for a member of the 
Armed Forces means an injury or illness that was incurred by the member in the line of duty on active 
duty in the Armed Forces (or that existed before the beginning of the member’s active duty and was ag-
gravated by service in the line of duty on active duty in the Armed Forces), that may render the member 
medically unfit to perform the duties of his/her office, grade, rank or rating.  [Note that following the issu-
ance of interpretative regulations by the Secretary of Labor, a “covered service member” shall also mean 
a veteran undergoing medical treatment, recuperation or therapy for a qualifying serious injury or illness 
(as that may be defined by the Secretary of Labor) and who was a member of the Armed Forces at any 
time during the period of 5 years preceding the date on which the veteran undergoes that medical treat-
ment, recuperation, or therapy.)
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PROCEDURE

1.	 Employee Notice of FMLA Leave

An employee must provide at least thirty (30) days advance notice of the need for FMLA leave to the Executive Direc-
tor and Human Resources if such leave is foreseeable based on an expected birth, adoption or foster care place-
ment, a planned medical treatment for a serious health condition or for Military Caregiver Leave.  If thirty (30) days 
notice is not practicable, the employee must provide notice to the Executive Director and Human Resources as soon 
as possible and practical, which will generally be the same or next business day. Employees seeking Qualifying Exi-
gency Leave are required to provide notice as soon as practicable. Application forms for FMLA are available directly 
from Human Resources. An employee’s failure to provide appropriate notice may result in delay of FMLA leave. 
When planning medical treatment, the employee must consult with the Executive Director and make reasonable ef-
fort to schedule the treatment so as not to disrupt unduly the Orange Cross Ambulance operations, subject to ap-
proval of the employee’s health care provider.

2.	 Leave Certification

Orange Cross Ambulance will require medical and/or other certification to support a claim for 
leave for the employee’s own serious health condition, to care for a seriously ill child, spouse, 
or parent, for Military Caregiver Leave or for Qualifying Exigency Leave as follows:

• Employees are responsible for contacting Human Resources to obtain the appropriate 
certification form. The certification is to be completed by the health care provider (or 
other requested individual as appropriate for family military leaves);

• Orange Cross Ambulance may require a second medical opinion, at its own expense for 
an employee’s own serious health condition or the serious health condition of a family 
member.  If the first and second opinions differ, Orange Cross Ambulance may require 
the binding opinion of a third health care provider, approved jointly by Orange Cross and 
the employee and paid for by Orange Cross Ambulance;

• Recertification for the employee’s own serious health condition may be requested every 
six months for intermittent leave.  For non-intermittent leave recertification may be re-
quested at any reasonable interval, but generally not more often than every 30 days;

• All certifications or re-certifications are expected to be provided within fifteen (15) days of 
the request.  Failure to provide certification or recertification may result in the denial of 
leave and time not protected under the FMLA;

• While on leave, employees are requested to report at least every 30 days to the Execu-
tive Director and Human Resources regarding the status of the medical condition, and 
their intent to return to work.  Failure to provide such report may affect the employees’s 
leave and/or employment status.
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3. Use of Accrued Time During Leave

Wisconsin FMLA

An employee who is taking leave under the Wisconsin FMLA may elect to take the requested leave unpaid or substi-
tute reserve sick leave (if any), 

ETO and STD benefits.

Federal FMLA

An employee who is taking leaving because of his/her own serious health condition must exhaust all reserve sick 
leave (if any), ETO (if over 40 hours is available) and STD benefits before being eligible for unpaid leave. Reserve sick 
leave (if any) and ETO hours may be used in conjunction with STD benefits to increase an employees pay to 100% of 
his/her normal earnings.  Reserve sick leave (if any) or ETO must be used until exhausted during the STD elimination 
period and in situations where the colleague does not qualify for STD.  An employee with 40 hours or less of ETO is 
not required to deplete all of his/her ETO and may use unpaid time for all or part of the STD elimination period.   

Short Term Disability – Employee’s will use reserve sick leave (if any) ETO for the elimination period. An employee 
with 40 hours or less of ETO is not required to deplete all of his/her ETO and may use unpaid time.  An employee tak-
ing an approved medical leave will be paid Short Term Disability once the elimination period is met and the leave is 
approved.   

An employee taking leave for the serious health condition of an eligible family member, for Qualifying Exigency or Mili-
tary Caregiver leave is required to use earned ETO.  An employee may retain a maximum ETO balance of 40 hours 
by letting the Executive Director and Human Resources know in advance of the desire to retain balance. Once ETO 
has been exhausted or the employee’s requested minimum balance has been reached, the remainder of the family 
leave may be unpaid. 

4. Intermittent Leave

Wisconsin FMLA

An employee may take Wisconsin FMLA on an intermittent basis.   

Federal FMLA

Under the federal FMLA, an employee may take FMLA on an intermittent or reduced schedule when medically neces-
sary to care for a parent, spouse, or child with a serious health condition, for the employee’s serious health condition, 
or to care for the serious injury or illness of a covered service member. 

If leave is for planned medical treatment the employee is expected to schedule the treatment so as to minimize dis-
ruption to Orange Cross Ambulance.  Where foreseeable intermittent leave or reduced work schedule is requested 
based on planned medical treatment, Orange Cross Ambulance may temporarily transfer the employee to an avail-
able alternative position if the employee is qualified and the position better accommodates recurring leave.  Such a 
position will have equivalent pay and benefits. 

Qualifying Exigency Leave may be taken on intermittent basis. 
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5.	 Benefits During Leave

While an employee is on an approved FMLA , Orange Cross Ambulance will continue the employee’s health benefits 
at the same level and under the same conditions as if the employee had continued to work. An employee is responsi-
ble to continue to pay his/her regular health care premium during the leave.  While on paid leave, Orange Cross will 
continue to make payroll deductions to collect the employee’s share of the premium. While on unpaid leave, the em-
ployee must make this payment, either in person or by mail.  The payment must be received in the office of Human 
Resources by the 15th day of each month.  If the payment is more than 30 days late, the employee’s health care cov-
erage may be terminated for the duration of the leave.  If the employee fails to return to work following expiration of 
leave, Orange Cross may recover the premium it paid for maintaining group health coverage during any period of un-
paid leave. 

6.	 Fitness for Duty

An employee returning from a leave of absence because of his/her own serious health condition must submit to the 
Customer Service/Human Resources Coordinator a fitness-for-duty medical verification from his/her healthcare pro-
vider.

7.	 Return to Work

Employees who return from an approved FMLA leave will be returned to the same job or a job with equivalent status, 
pay, benefits, and other conditions of employment. An employee has no greater right to reinstatement or to other 
benefits and conditions of employment than if the employee had been continuously employed during the FMLA leave 
period.  An employee does not have a right to a change in status (e.g. full time before the leave and part time after 
the leave) unless Orange Cross Ambulance agrees to this change. Failure to return to work at the expiration of an ap-
proved leave without notification will be considered job abandonment and will be grounds for termination.
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Personal Leave 

Each employee plays a vital role in Orange Cross’ ability to serve its clients. Therefore, it is important that all 
employees be available and present when needed to work. However, Orange Cross recognizes that employ-
ees occasionally need time away from work that is not otherwise covered by other leave policies. In these 
cases, employees may apply for a personal leave of absence.

You may be eligible for a personal leave of up to four (4) weeks a year if, at the time of your request, you do 
not otherwise qualify for leave under another of the Orange Cross’ leave policies (including Medical or Mili-
tary), and have been employed for at least 12 consecutive months. Orange Cross has the right to grant or 
deny personal leave at its sole discretion.

If you are eligible under this policy, you may request personal leave of absence if: (1) you need time off for a 
reason not covered by other leave of absence policies; or (2) you have exhausted your paid leave and need 
additional time off.  Employees will be required to use their ETO while on leave.   If employees request a per-
sonal leave and they do not have enough unused ETO, but they have scheduled ETO for a future event that 
had been previously approved, the scheduled vacation will be reduced to fill the personal leave time period 
of absence.

If you wish to take a personal leave of absence, you must apply in writing to Human Resources.  Your appli-
cation should be submitted at least one month before the intended start date for your requested leave, or as 
soon as practicable.  Your application should state: (1) the intended starting date for leave; (2) the intended 
ending date for leave; and (3) the reason for requesting leave. 

During an unpaid personal leave of absence, your seniority, retirement, and other accrued benefits are pro-
tected but do not accrue.  Orange Cross will make every effort to place you in the same or a comparable job 
when the leave expires.  This, however, depends upon Orange Cross’ operational needs at the time.  There 
is no guarantee upon return from a personal leave of absence.

You must give written notification to Human Resources of your intent to return to work at least two weeks be-
fore the ending date of your personal leave.  Upon completion of your personal leave, Orange Cross will 
place you in your previous position if it is still available.  If your previous position is no longer available, Or-
ange Cross will try to place you in a position for which you are qualified and able to perform, with or without 
reasonable accommodation, at the regular rate of pay for that position.  If no such position is available, your 
employment will be terminated.

While you are on personal leave, you may not engage in other work or employment.  If you do so, you will be 
considered to have violated the terms of your leave and to have voluntarily terminated your employment.
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Military Leave 

A military leave of absence will be granted to employees who are absent from work because of service in the U.S. uniformed 
services in accordance with the Uniformed Services Employment and Reemployment Rights Act (USERRA).  Advance notice 
of military service is required, unless military necessity prevents such notice or it is otherwise impossible or unreasonable.

I.	 Eligibility, Length of Absence, and Notification

A.  Orange Cross employees who enlist, are inducted, volunteer for duty or are called to duty (including active and inac-
tive duty training) in the United States Armed Forces, the Military Reserves or the National Guard, who are called upon 
to serve in an honor guard for a veteran’s funeral, or who must be absent from work for an examination to determine fit-
ness for military duty, are eligible for military leave under this policy. 

B.  Employees on military leave will be terminated after being absent for 15 months.  However, any employee terminated 
while on military leave may apply for reinstatement and will be eligible for reinstatement under the terms and conditions 
outlined in part II of this policy.  Orange Cross will treat employees reinstated under this policy as if a termination had 
not occurred, and such employee will be eligible for all rights and benefits to which they are entitled under this policy 
and applicable law. 

C.  Leave papers should be requested from Human Resources in the form of military leave and then submitted for ap-
proval. Advance notice is to be given unless military necessity or other circumstances make doing so impossible or un-
reasonable.

II.	 Reinstatement

A. Barring changed circumstances that would make reemployment impossible, unreasonable, or an undue hardship, 	
eligible employees will be entitled to reinstatement at Orange Cross as follows upon a completion of a period of mili-
tary service.

1. An employee whose period of military service has lasted 1-30 days and was for inactive duty training (e.g., 
annual National Guard duty) must report to the employee’s Crew Chief by the beginning of the second regu-
larly scheduled workday following a reasonable period allowing for the transportation of the employee from 
the place of military service to the employee’s residence.

2. An employee whose period of military service has lasted longer than 30 days must submit an application 
for reemployment no later than 90 days after the completion of military service.

3. An employee who has been hospitalized for or is convalescing from an illness of injury incurred in or aggra-
vated during military service must report to the employee’s Crew Chief at the end of the period needed to 
recover from the illness or injury.  If an employee’s period of recovery exceeds two years, the employee will 
ordinarily not be eligible for reinstatement. 

4. Reasonable accommodations will be made for any employee otherwise eligible for reinstatement who has 
incurred a service-related disability.  If such an employee is not qualified for the employee’s pre-leave posi-
tion despite reasonable accommodation, Orange Cross Ambulance will make reasonable efforts to provide 
the employee with a position of equivalent seniority, status and pay for which the employee is qualified or, 
through training, can become qualified.

B.  An employee returning from military leave will be placed in the same or a similar position - with similar pay, seniority 
and status – which the employee would have had if the employee had not been on military leave, as long as the em-
ployee remains qualified for (or, with training, can become qualified for) either the position in which the employee would 
have been placed or a similar position.

C.  An employee who is no longer qualified (or, with training, cannot become requalified) for this position will be placed 
in a position for which the employee is qualified which approximates, to the greatest extent possible, the position the 
employee would have held. 
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D.  An employee whose period of military service has lasted more than 30 days must submit documentation con-
firming the period of the employee’s military service and the manner in which the employee was discharged or 
otherwise completed military service before being considered for reinstatement.  An employee who was dishonor-
able discharged will not be eligible for reinstatement.

III.	 Benefits

	 A.	 Medical and Dental Coverage

1. An employee whose period of military service lasts 15 months or less shall continue to receive the same 
medical and dental coverage which the employee had before going on military leave.  Orange Cross will 
continue to pay its share of the cost for medical and dental coverage for the first three months of military 
leave.  After their first three months of military leave, the employee will be required to pay the regular full 
monthly cost for medical and dental coverage for the remainder of the approved leave.  Failure to pay the 
cost for medical and/or dental coverage will result in termination of the coverage.

2. Under Uniform Services Employment and Reemployment Rights Act (USERRA), an employee whose period 
of military services lasts longer than 15 months can continue to receive the same medical and dental      
coverage the employee had before going on military leave for up to an additional 24 months by paying the       
premiums required under USERRA to retain coverage.

3. If an employee who had medical and/or dental coverage before going on military leave elects not to con-
tinue pre-leave coverage, the employee’s coverage will be reinstated without a waiting period on return to 
work unless the Secretary of Veteran Affairs determines that the employee incurred or aggravated an illness 
during the performance of military service.

	 B.  Life Insurance

1. Life insurance coverage will be provided to an employee on military leave on the same terms and for as 
long as such coverage would be provided to a similar employee on leave for a reason other than military 
leave.

	 C.  Earned Time Off

1. An employee does not accumulate additional Earned Time Off while on military leave, and an employee is 
not eligible for holiday pay or Earned Time Off while on military leave.

2. During the first two weeks of any military leave, for up to a maximum of two weeks per year, an employee 
will continue to accrue ETO.

3. An employee may – but is not required to – substitute any accrued, paid leave for military leave.

	 D.  401(k)

1. While an employee is on military leave, the employee’s incentive savings 401(k) accounts shall remain     
active.  

2. Each employee returning to work following a military leave shall have an opportunity to make up 401(k)   
contributions which the employee would have been eligible to make but for military service.  The deadline 
for an employee to make up such contributions will be equal to three times the length of the employee’s        
military service or five years (whichever is shorter).

3. Orange Cross will contribute to an employee’s 401(k) to the degree that it would have done if the employee 
had not been on military leave.
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General Rules

Rules of conduct at Orange Cross Ambulance are not for the purpose of restricting your rights and activities, 
but are required in order to define and protect the rights and safety of all patients, employees and visitors.  
General rules of conduct are essential to the safety and well-being of those employed by Orange Cross. You 
are expected to acquaint yourself with additional department policies and rules of conduct.

Personal Conduct/Corrective Action

Orange Cross Ambulance strives to maintain our reputation as an excellent place to work and we expect all 
employees to interact with each other in the spirit of consideration, respect and cooperation. We also believe 
our employees will correct any deficiencies brought to their attention in a professional, cooperative and con-
structive manner. We make every effort through progressive discipline to assist an employee in overcoming 
deficiencies or failure to comply with our policies and procedures. Where appropriate, an incident resulting in 
corrective action will be evaluated according to the Fair and Just Principles.

Corrective action will align with the type of behavior the employee has demonstrated. Normally, discussion 
with an employee to point out what is expected, or to tell the employee how he/she is performing, should be 
enough to correct the behavior. There are times however, when such action is not enough and additional cor-
rective action is required. Such action may include verbal counseling, performance improvement plans, writ-
ten warnings, suspensions without pay, or discharge. Where work performance or conduct issues are better 
addressed through a performance improvement plan, the employee’s supervisor may establish a plan for the 
employee which may include the employee’s input. The plan will state the supervisor’s expectations, with 
deadlines for achieving the stated expectations. Failure to meet the terms of the performance improvement 
plan will results in the consequences stated in the plan.

It should be emphasized that corrective action may not go through each of the levels listed above. Progres-
sive disciplinary action may begin at any level in the process, including termination. Corrective action, up to 
and including termination, is based on the seriousness of the matter or the offense committed and the sur-
rounding circumstances.

Management will take into consideration the time frame between the offenses based on the severity of each 
offense. In some situations, the Employee Assistance Program may be offered as an alternative to dis-
charge. The employee accepting EAP will then be allowed a reasonable period of time to improve perform-
ance. A release of information will be required authorizing EAP, and referral resources (i.e. treatment pro-
grams) to disclose information to Orange Cross Ambulance regarding the employee’s progress, outcome 
and after care plan, if any. If improved performance has not been demonstrated, the employee may be dis-
charged even though the EAP had been or is in the process of being utilized.
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Nothing in this policy shall be construed to prevail over requirements of state and federal law. The following list of reasons 
for corrective action is not meant to be all-inclusive; the mere fact that a possible violation is not listed does not mean it 
would not result in corrective action, up to and including discharge:

• Making false or malicious statements concerning a patient, visitor or other employees.

• Theft of property (including time) belonging to a patient, visitor, another employee, Orange Cross Ambulance, or 
any medical center.

• Threatening and/or intimidating behavior. Threats or acts that affect or are perceived to affect the safety, health, or 
well-being of another person.

• Possession of a dangerous unconcealed weapon/concealed weapon by an employee while performing work 
duties or on any Orange Cross Premises.

• Willful damage of Orange Cross property, or property of a patient, visitor or other employees.

• No call/no show/absence of three or more days without notifying Orange Cross Ambulance.

• Failure or refusal to comply with a lawful request or to accept a proper assignment from a Crew Chief or manage-
ment. Insubordinate acts or language toward a Crew Chief or management that substantially interferes with and 
impedes efficient operations or substantially interferes with and impedes the ability of a supervisor to manage or 
function.

• Leaving the job without permission from a Crew Chief or the Executive Director during regularly scheduled hours.

• Sexual harassment of a patient, visitor or another employee.

• Falsification or unauthorized entering/altering of medical records, employment applications, patient records or 
time clock entry.

• Willful or negligent behavior that endangers the welfare of a patient, visitor or another employee.

• Unauthorized disclosure of confidential Orange Cross corporate or patient protected health information.

• Failure to follow safe practices.

• Possession of alcoholic beverages or other unlawful drugs while performing the duties of employment, drinking or 
being under the influence of alcoholic beverages/unlawful drugs while on duty or reporting for duty.

• Using abusive or improper language

• Violation of Standard Operating Guidelines.

• Failure to obtain and/or maintain a current license or certification.

• Unsatisfactory performance, inefficiency, incompetence, carelessness, or negligence in the performance of duties.

• Excessive tardiness, abuse of break and meal periods.

• Excessive absenteeism: for a full-time employee, includes more than six occurrences of absence for an 8 hour 
em-ployee or four occurrences for a 12 hour employee in a year (to be prorated to a proportionate number of 
occur-rences for Variable Hour employees). Excessive absenteeism would include more than three occurrences 
per year for full-time 24 hour employees, except for unusual circumstances or statutory leave requirements. 
Several con-secutive day of illness (other than FMLA) are considered on incident of absence.

• Violation of the Solicitation Policy.

• Failure to follow personal appearance or uniform guidelines.

• Failure to following smoking restrictions.

• An act that causes disruption to the work being performed or an act or conduct (on or off duty) that adversely af-
fects the employee’s performance and/or accomplishment of the job.

• Failure to maintain satisfactory working relationships with students, the public, other employees or supervisors.  
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Uniform, Dress Code & Personal Appearance

Since Orange Cross Ambulance deals with all segments of the public, it is important that you dress in a manner 
which will project a favorable image of Orange Cross Ambulance to the community.  Clothes or uniforms, shoes, hair-
style, and overall appearance must be neat, clean, and in good taste.  For specific details regarding uniforms refer to 
Orange Cross’ Standard Operating Guidelines.

You are an important part of the healthcare profession which requires presenting our customers with a friendly atti-
tude, clean and neat uniform, and a well groomed appearance.  You are responsible for your appearance every shift.

All employees are expected to be neatly dressed. Extremes will not be permitted. If someone is wearing something 
that is inappropriate, approach that person directly or speak with your Crew Chief. Leaders are essential in ensuring 
the policy is applied consistently. If questions arise regarding this policy, leadership should consult with the Execu-
tive Director and Human Resources. Non-compliance with uniform and appearance standards may result in correc-
tive action up to and including termination.

We make reasonable accommodations for disability or religious purposes: please discuss this with the Executive Di-
rector and Human Resources.

Name badges are worn at all times as identification for our patients and customers. Name badges are worn above 
the chest, name side out, so that it is easily seen and read. Logos, vendor names, or other verbiage is not allowed on 
name badges.

Oral hygiene is an on-going process that includes regular brushing and mouthwash. Co-workers and patients find 
halitosis to be an offensive odor. Employees who choose to smoke will need to be cognizant of their breath and the 
offending odor smoke gives off to our customers. 

Hair must be clean and neatly groomed at all times, and not present a health or safety hazard. Hair extending below 
the shirt collar must be worn neatly, pulled back, and secured. No extreme hairstyles are permitted. 

Facial hair must be clean and neat and not worn in any fashion which will impair the appropriate seal of an N-95 
mask. 

Strong perfumes, colognes, and other scents may not be worn. Strong is defined as any scent that can be detected 
at a distance of 3 feet. 

Tattoos, branding and other forms of branding art, are permissible as long as they are not offensive:

• Tattoos, branding and other body art, depicting gang connotations, vulgarities, pornographic or nude images,
profanities, etc., are not permissible and must be covered either by the uniform, or by long sleeves of a shirt
which appropriately corresponds to the uniform. (see uniform policy)

Jewelry should not be excessive and should be limited to items that do not functionally restrict the employee or cre-
ate a danger to personnel or others:

• Watches are strongly recommended.

• One ring per hand (combination wedding, engagement, anniversary band is an exception to this).

• Necklaces should be concealed by uniform shirt or undershirt.

• Aside from earrings (one per ear), body piercing may not be worn. No other visible body piercing is allowed.
This includes, but is not limited to, piercing in the tongue, nose, or eyebrow. Concealing body piercing with a
bandage is not acceptable.
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Attendance

Attendance, in addition to being essential to the efficient operation of the company, is also a factor in meas-
uring your overall performance.  It should be understood that it is your responsibility to keep in good health 
so as to meet the obligations of your job.  You are required to notify  Orange Cross in accordance with the 
company’s schedule change guideline (emergent schedule changes) prior to the start of your shift if you ex-
pect to be absent from work.  If you fail to comply with this guideline, you may be subject to  corrective ac-
tion.  Further, if you are absent without proper notice for three (3) consecutive work days, Orange Cross will 
consider you to have re-signed from your position without the required notice and your ETO balance will be 
forfeited. Absences resulting from an approved leave are not counted as an occurrence.

In certain situations, the Executive Director or Human Resources may request a physician's statement prior 
to allowing you to return to work.  

You are expected to be at your work station ready to start at the scheduled time.  Should arrival at work be 
delayed, you must notify the dispatcher and state the reason for being late PRIOR TO THE START OF 
YOUR SHIFT. 

Excessive unexcused absences or tardiness may result in corrective action up to and including termination.  
Your co-workers and/or patients depend on you to be on the job and on time.

Confidential Information

As part of your job at Orange Cross Ambulance, you may be exposed to confidential information regarding 
patients, employees or the organization.  This information should not be disclosed or discussed outside of 
the Company or in public areas.

It should be discussed only on a "need to know" basis as required in the performance of your job.  Should a 
question arise as to the appropriateness of a request for disclosure of confidential information, clarify the 
situation with the Executive Director.  Misuse of confidential information is grounds for corrective action up 
to and including discharge.
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Cell/Smart Phone Use

To prevent distractions in the workplace and help ensure the safety and privacy of all personnel and the pa-
tients we serve, cell/smart phone use and use of personal digital assistants (PDAs) while on duty shall be lim-
ited to necessary work-related activity. Personal use of cell/smart phones – whether personal or company-
issued – is only permitted during limited times when work responsibilities are not being performed. Use of 
personal cameras – whether cell phone cameras, stand-alone cameras, or cameras contained on any other 
such personal devices – whether digital or conventional film cameras – while on duty or when performing 
any patient care functions for or on behalf of Orange Cross Ambulance – is strictly prohibited.

Personal cell/smart phones are permitted to be carried while on duty, but must be placed on silent or vibrate 
mode, and allow voice mail to answer the call. Messages may be checked on “down time” when not actively 
involved in a call or about to perform or in the process of performing work duties. All personal cell/smart 
phones must be “intrinsically safe” consistent with the national standards for portable electronic equipment 
(such as portable radios) carried by emergency service personnel into hazardous environments, and be car-
ried in a safe and concealed area on the person that does not interfere with the physical requirements of the 
job, will not fall off, or cause others to be distracted by the presence or appearance of the device.

Cell/smart phones may be used for personal purposes on a limited basis. Personal cell/smart phone use 
must never be cause for delay in responding to a patient, beginning an assignment or completing an assign-
ment. 

While attending to a patient or while operating a company vehicle, personnel shall not, under any circum-
stances, respond to (or make) a personal telephone call, send text messages, take or send photos or check 
electronic mail on PDA’s or other such devices. Exceptions to this may include receiving or transmitting data 
of any kind regarding urgent messages related to patient care. Example: Critical information regarding a 
STEMI patient currently being transported.

Personnel are prohibited from using cell/smart phones or PDAs for personal use between the dispatch of a 
call and the time that the call is cleared. This is to prevent any distractions while engaged in patient care, 
and to avoid any possible interference with equipment that may occur based upon the cellular activity. Exam-
ple: Personal use of a cell/smart phone is prohibited while at the hospital and while getting the ambulance 
ready to respond or while completing necessary paperwork. But once all post-run activities at the hospital 
are completed and the ambulance is back in service, the personal cell phone may be used if necessary in an 
appropriate location as long as the use does not delay movement of the vehicle back to your respective sta-
tion or next assignment.

Camera Use

Under no circumstances shall any personnel be permitted to use the camera function of a personal cell/
smart phone while on duty. No images taken by an employee in the course and scope of their employment 
may be used, printed, copied, scanned, e-mailed, posted, shared or distributed in any manner. This prohibi-
tion includes posting any protected information on personal web sites, social media outlets such as Face-
book, MySpace, Twitter, Instagram, Snapchat, or on other public safety agency web sites, or e-mailing im-
ages to friends, colleagues or others in the EMS industry.

See Social Media Policy for further information



35

Bloodborne Pathogens - Exposure Control Plan

An Exposure Control Plan has been developed and implemented in accordance with the OSHA Blood borne 
Pathogen Standard.  The purpose of the plan is to eliminate or minimize employee occupational exposure to 
blood and other potentially infectious materials.

The plan outlines engineering controls, work practices, housekeeping, laundry, and waste disposal policies.  
It also regulates the reporting and medical evaluation necessary if an exposure occurs.

Education about the plan and an education program about the OSHA standard will be provided for each 
new employee prior to new employee orientation.

Employees will be responsible for compliance with OSHA standards or be subject to the disciplinary proc-
ess.

All body fluids are considered to be hazardous contaminants. Please refer to OCA’s bloodborne pathogen 
plan. 

All patients who present with persistent cough, fever, chills, night sweats should be considered a risk for air-
borne illness. Treatment and procedure is further outlined in the exposure control plan.
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OSHA PRE-HAZARD ASSESSMENT POLICY

	 Purpose:	 	 To identify the most likely cause of injury while on the job at Orange Cross Ambulance and to dem-
	 	 	 	 onstrate ways that these injuries can be avoided or decrease the severity of the individual accident. 

	 Discussion:	 Orange Cross has an obligation to identify potential dangers and work to reduce and/or eliminate as 
	 	 	 	 such hazards. 

EYE AND FACE

Hazards that may be encountered include, but not limited to; blood, vomit, flying metal and glass, and cleaning solutions.

Safety glasses must be worn at all times when handling any body fluids, when entering a construction area, and when using 
cleaning agents to decontaminate a vehicle or during hand washing when hands are grossly contaminated.  A mask and face 
shield should also be worn whenever there are copious amounts of body fluid present. Safety glasses are required to be worn 
whenever there is a perceived risk of injury or contamination. 

HEAD

Head injuries may result from a variety of situations including: motor vehicle accidents, construction zones, or whenever a dan-
ger exists from above.

Helmets are provided by the company and should be worn whenever a situation arises that may injure the care provider from 
above.

BACK

Back injuries can occur from any EMS situation.  Most occur from lifting in unnatural positions and/or poor lifting technique. 

The key to injury avoidance is recognition of unnatural lifting positions. Proper body mechanics while lifting and stretching exer-
cises prior to lifting will mitigate back injuries.

FOOT

Injuries to the feet occur in EMS at a significant rate. These are usually related to impact, penetrations, or strains.  For exam-
ple, equipment dropping on a foot, penetrations at a construction zone, or malleolus strains secondary to the physical stress 
of the job or working on uneven and unfamiliar surface areas.  

Each employee needs to be aware of these factors and should strive to wear high quality foot gear.  Foot gear should include: 
a protective toe, penetration resistance sole, and malleolus support. 

HAND

Hand injuries occur in a variety of ways.  Bloodborne pathogens are always a threat and should be handled as instructed dur-
ing the PPE in-service.  Other concerns stem from pre-existing wounds, auto extrications, and ambulance stretcher pinch 
points as a few examples. 

Latex or latex free gloves must be worn for all bloodborne pathogens. In addition, leather gloves are provided and should be 
worn at extrications or any heavy rescue situation to avoid hand injuries. Also, each employee needs to be familiar with the am-
bulance cot pinch points. 

VISIBILITY

As prehospital emergency care providers, we are often placed in uncontrolled situations when onlookers may be more         
concerned about the excitement versus your safety. Poor visibility due to atmospheric conditions and/or time of day further        
hampers visibility. 

When working at a scene call, the rescuer must be wearing an OSHA approved vest or an OSHA approved jacket.
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Solicitations

Unauthorized solicitation of Orange Cross employees and the distribution of literature between employees is 
totally prohibited during working time.  The term "working time" means the time when the person doing the 
soliciting or distributing or the person is solicited or receiving the distribution should be working, but does 
not include an employees' own time such as scheduled break or mealtimes or other times when an em-
ployee is off duty.  Employees may not solicit at any time, for any purpose, in immediate patient service ar-
eas.  Distribution of literature between employees is prohibited in immediate patient service areas or any 
other work areas at all times.  These restrictions are necessary to ensure the safety and comfort of the em-
ployees and patients, and the orderly functioning of the corporation.

Tobacco Products

It is the philosophy of Orange Cross Ambulance to promote good health practices and to provide a safe and 
healthful environment for employees, physicians, patients, visitors and all other persons who may enter the 
company, hospitals or other corporate areas.  Smoking on hospital property must follow that hospital’s smok-
ing policy.  For employees who wish to smoke the following guidelines will apply:

1. No smoking will be allowed in the vicinity of any ambulance.

2. No smoking is allowed on the campus of Saint Nicholas Hospital or Aurora Sheboygan Memorial 
Medical Center.

3. No smoking will be allowed in the living, storage, or ambulance garage areas of station 2, 3, 4 and 
5. Smoking is permitted on the Westside of station 2 and 3.  

4. Dispose of your used cigarette butts in the appropriate receptacle. 

Telephone Calls

When answering business calls, you are expected to answer promptly and identify yourself by department 
and name.  Give polite, accurate answers, and hang up carefully.  Personal telephone communications are 
acceptable, but only to the extent that they do not interfere with company operations.

Tips and Gifts

Employees are not permitted to solicit or accept tips or other gratuities from patients or their relatives.  If a 
patient or visitor insists upon giving a tip, you should refuse courteously, but firmly.  Patients or visitors who 
wish to make a monetary contribution or gift to Orange Cross Ambulance should be referred to Human Re-
sources or the Executive Director of Orange Cross Ambulance Service. You may accept small tokens of ap-
preciation, such as a box of candy, from grateful patients or relatives.
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PROBLEM SOLVING

Orange Cross Ambulance Employees will use the Conflict Resolution Policy to address any conflicts that 
may arise:

If you have been confronted with an issue/complaint/concern by another co-worker that you feel has been 
addressed inappropriately – communicate to your co-worker, how you feel and what your expectations are.  
This clearly identifies to the employee what your feelings/expectation is and will enable employee(s) to work 
out the conflict before it becomes much more difficult to resolve.  DO THIS WITHOUT AN AUDIENCE.

If the employee fails to listen and does not respond in a courteous, professional manner, as outlined in the 
Customer Focused Service and Work Rules portions of the handbook, and you feel it is going nowhere, 
document the details and bring them to the attention of your Crew Chief. Your Crew Chief will investigate, 
resolve, and communicate back to you in a timely manner. 

If the conflict continues, Human Resources will be informed of the situation and may conduct a conflict reso-
lution meeting to address the issue.
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LOSS PREVENTION SERVICES

	 Security and Safety

Orange Cross Ambulance strives to provide a secure and safe environment for all employees.  How-
ever, every employee plays an important role in the security program.  If there is any type of suspicious 
activity employees are to contact local law enforcement and give details of the activity.

	 Employees' Role in Corporation Security/Property Protection

Thefts generally occur as the result of an opportunity; do not allow your property to be vulnerable to 
theft.  Refrain from bringing valuable items and large sums of money to work.  Lock up your personal 
belongings whenever possible.  Protect and secure corporate, hospital, and patients' property so that 
theft opportunities are minimized.

	 Report Missing Property

If you discover that personal or Orange Cross property is missing, immediately notify your Crew Chief 
or Security if at a hospital. An investigation will then be initiated.

	 Other Property

During your employment, you may be issued a variety of Orange Cross owned property such as 
pagers, radios, or photo identifications.  These items are for your personal use only and must not be 
loaned or passed on. If you no longer need these items, they must be returned to Orange Cross Ambu-
lance Service.  Photo identification cards must be returned to the company upon termination of em-
ployment.

	 Unusual Persons and/or Activity

As you work, observe the activity in and around your area.  Be alert for any activity that appears un-
usual.  If someone appears confused or is lingering in the area, try to assist by giving directions or ac-
companying the person to the desired area.  However, if someone seems out of the ordinary, contact 
your Crew Chief or law enforcement immediately.  An accurate description is extremely valuable 
should the individual involved leave prior to the arrival of a security officer.  Note the height, weight, fa-
cial features, clothing and identifying characteristics.  This information will be valuable in effectively fol-
lowing up on your observations.
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	 Fire Safety

	 If you discover a fire, perform these basic steps in this order:

• Protect those immediately affected by the fire/smoke

• Close doors to isolate the spread of the fire/smoke

• Activate the nearest / safest fire alarm pull station

• Call the emergency number and state the exact location of the fire

• Attempt to extinguish or contain the fire without jeopardizing your personal safety

• If you are at a non-Orange Cross facility, follow the Fire Safety procedure as appropriate for that facility
	

	 Fire Drills

At some point during your employment you may be requested to participate in a fire drill.  These drills 
are required on all shifts and they can occur on any day or at any time.  Your responsibility will be to 
perform all of the appropriate fire response steps listed above.  Fire drills are learning experiences and 
intended to better prepare our staff to respond to an actual fire condition.

	 Concealed Carry – Weapons on Premises	

Orange Cross prohibits all weapons, whether concealed or visible, from being carried on Orange Cross 
premises.

	 Safety

Every employee has a responsibility to the overall safety of the organization.  Employees are required 
to perform their jobs in a manner that does not cause injury to themselves or to others.  Report all haz-
ardous conditions to your Crew Chief. All incidents or unusual occurrences must be reported in accor-
dance with Orange Cross Ambulance guidelines
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BENEFITS

For comprehensive benefits information, please refer to specific booklets containing more detailed informa-
tion.  

This section of the handbook serves as an overview of Orange Cross Ambulance Service’s benefits package 
and is not a comprehensive explanation of the benefits provided by Orange Cross Ambulance Service.

Health Insurance

Definition:  Health Insurance coverage for employees and their families is offered by the com-
pany. Orange Cross Ambulance pays a portion of the monthly premium based on full-time status.  
Coverage begins on the 1st day of the month following one full month of employment based on 
the date of hire. Coverage ends on the date your employment is terminated.

Eligibility: Full-time status

Dental Insurance

Definition:  Dental Insurance coverage for full-time employees and their families is offered by the 
company.  Orange Cross Ambulance pays a portion of the monthly premium.  Coverage begins 
on the 1st day of the month following one full month of employment based on the date of hire  
Coverage ends on the date your employment is terminated. 

Eligibility: Full-time status

Flexible Spending Account

Definition:  Employee funded account offered to full-time employees.

Dependnet Care Account:  Employee funded account offered to full-time employees.

Supplemental Insurance

Definition:  Supplemental insurance is offered to help pay for high, out-of-pocket costs that may 
not be covered by traditional health insurance.  See plan Administrator.

Eligibility:  Full-time status. The total cost of supplemental insurance is the responsibilty of the 
the individual employee.
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Short-Term Disability Insurance

Definition:  Short-term disability insurance can help replace a portion of your salary in the event 
of a covered sickness or off-the-job accidents.

Eligibility:  Full-time status.

Retirement Plan

Definition:  401K plan.  Possible annual contribution made by Orange Cross Ambulance Service 
based on company performance. This is not guaranteed and is considered yearly.

Eligibility:  After 1 year of service and a minimum of 1,000 hours paid.

Life Insurance

Definition:  Term Life Insurance of $25,000.  Accidental Death and Dismemberment

Eligibility:  Full-time status.

Worker’s Compensation

Definition:	  Orange Cross provides state-mandated and determined insurance to compensate 
for any illness or injury an employee might suffer while working, or traveling on official business. 
Employees must report the details to their Crew Chief and/or the Executive Director or Human 
Resources immediately, or as soon as practical, and complete a report of the illness or injury.

Eligibility:	 Employment date forward

Continuing Education 

Definition:  If applicable, Orange Cross Ambulance may provide online/in person refresher. Or-
ange Cross may also provide CPR, ACLS and PALS classes for the maintenance of licensure/
certification. In addition Orange Cross may sponsor employee(s) to attend courses for Critical 
Care Certification. This is determined based on the needs and resources of the company at the 
time as well as course schedules and availability.

Eligibility:  Full-time status.
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Text Messaging

Definition:  Orange Cross Ambulance will utilize text messaging when there is an emergent operational need.

Eligibility:  Employment date forward

Internet Access

Definition:  Employees will be allowed selected access on the internet. 

Eligibility:  Employment date forward

Direct Deposit

Definition:  Paychecks to all employees will be directly deposited into a maximum of two accounts to a maxi-
mum of two banks of their choice.

Eligibility:  Employment date forward

Uniforms

Definition: Employees are granted a yearly uniform allowance effective immediately upon the date of hire or 
the 1st of the year. A $150.00 yearly allowance is granted to full-time employees. A $75.00 yearly allowance 
is granted to variable hour employees. See Human Resources for ordering information. 

Eligibility:  Employment date forward

Transfer Bonus

Definition:  Employees who come into work from an off-duty status and provide the company with additional staff-
ing resources so a second or subsequent transfer can leave will be paid a flat $50.00 dollar bonus above their hourly 
or overtime rate. If the transfer is out of state a $100.00 transfer bonus will be paid.  Employees collecting this bonus 
must place a comment stating long distance transfer with their in or out punch on EMS Manager; prompting adminis-
trative approval and bonus payment.

Eligibility:  Employment date forward
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Employee Assistance Program (EAP) 

Definition:  EAP is a free, confidential assessment and referral service to help you and your family members. 
The EAP provides assistance for a wide variety of work/life challenges including stress, depression, relation-
ship issues, alcohol/drug abuse, money management, legal issues and other personal concerns. Supervi-
sory Referrals, Workplace Policy Consultation, Management Toolkits, and Drug and Alcohol Consultation are 
included in the Employee Assistance Program.                        

Eligibility:  All Orange Cross Ambulance Employees 
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ETO Accrual Rates




