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Per Diem Policies and Procedures

I Call your availability to PROCEL every Monday for that week.

2 Sign in and out on the PROCEL sign inout sheet in Facility Staffng Office. Be sure to PRIT

your name and information legibly.

3 Payroll is conducted every Thursday. Checks may be picked up after 5:00 PM each Thursday

if you have requested your check to be held, otherwise, they wil be mailed. We recommend

our direct deposit program.

4 Call PROCEL should an emergency occur that would change your availability or booked shift.

5 Be available two hours prior to the booked shift to receive confirmation/cancellation. rfwe cannot

reach you two hours prior to the shift you must call PROCEL. If we cannot confirmcancel

within 2 hours prior to start of shift, PROCEL wil cancel your shiftwith the Facility and wil

proceed to replace you. Should you report to work, you wil be sent home without compensation
6 Report to work on time. We wil make sure you have directions and address. If you do not report

to work (NO SHOW) you wil lose all referral bonuses that may be due. Should you have three
or more no-shows you may be Termnated.

7 Stay commtted to your shift. Should you cancel your booked shift after being confired

(LATE CANCELLATION), you wil lose any bonus due that month.
8 Bring your original license, BCLS, ACLS, PALS, NRP and Certifications, etc. with you to the

Facility. They wil make a copy and may ask for them at any time.Have them with you at all times.

9 Have all overtime authorized PRIOR to taking the overtime. Unauthorized hours will not be paid
10 Wear a white, pastel colored or print uniform unless otherwise advised. Psych Units require street

clothes. Jeans, sweats, t-shirts, clogs, perfume/cologne, excessive jewelry and excessive makeup

are not allowed at any time.

11 Should a conflict occur or adverse situation occur while at the Facility and you are not able to

resolve it quickly, call PROCEL to intercede for you. Always avoid arguments as this never leads
to a workable solution. Do not leave the Facilty.

12 Be friendly and help other team members. They in tum help you and you will enjoy your

assignment even more.

13 Procel Nurses may be requested to float where you are credentialed and have 1 year experience
within the last 2 years.

If you are interested in applying for a position with a Facility where you work though PROCEL you may

apply after 60 days following the last shift worked though PROCEL.

I have read, understand and agree to the Per Diem Policies and Procedures.

Signatue of Nurse Name of Nurse Date

@PROCEL

Contactig the Joint Commssion
Phone: 1-800-994-6610/Fax: 630-792-5636/W ebsite: ww.jointcommssion.org

Procel Temporary Services, Inc. 77



p
poration

healthcare staffing service

FLOATING POLICY

PROCEL Nurses/Technicians will be expected to float as requested by Facilities to clinical areas subject
to employees professional qualifications and work experience. The employees are expected to float
to patient care units for which they are credentialed and have a minimum of 1 year experience within
the last 3 years or 2 years experience within the last 5 years.

According to the Board of Registered Nursing:

A. RN's who have not completed the competency validation for the unit cannot be assigned total
responsibility for patient care including duties and responsibilities for planning and implementing
patient care, and providing clinical supervision and coordination of care given by LVN's and
unlicensed nursing personnel, until all the standards for competency for that unit have been met.

B. The RN who has demonstrated competency for the patient care unit is responsible for planning
and implementing the patient care, providing clinical supervision and coordinating the care given
by LVN's and unlicensed nursing personnel, and for assigning a RN resource nurse for RN's and
LVN's who have not completed the competency validation for the unit;

If employee refuses to float after commencing work, employee will be paid for hours worked only or
according to the Facility policy.

Facility policy on floating always precedes the PROCEL policy.
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DRESS CODE
Procel's Nurses/Technicians will adhere to each Medical Centers dress code where they are assigned.

If the dress code of the Medical Center is not known or published, the following dress code standards will
be followed:

1. Wear a white, pastel colored or pastel printed uniform either pant suit or dress.

2. Jeans, sweat suits, t-shirts, shorts and clogs are not allowed at any time.

3. Wear white shoes with closed fronts and backs.

4. Wear minimum jewelry. (Small earrings and wedding rings are accepted in all Units except
Mental Health, OR, PACU and Labor and Delivery)

5. Do not wear perfumelcologne or excessive makeup.

6. Psychiatric units allow street clothes.

7. Artificial nails are not allowed at any Facility.

8. Nails must be neat, rounded rather than pointed and short enough to prevent scratching the
patient when providing care.

9. Hair should be worn off your collar.

©PROCEL Procel Temporary Services, Inc. 79

p poration
healtJcare staffng sellice

DRESS CODE

Procel's Nurses/Technicians wil adhere to each Medical Centers dress code where they are assigned.

ifthe dress code of the Medical Center is not known or published, the following dress code standards will
be followed:

1. Wear a white, pastel colored or pastel printed uniform either pant suit or dress.

2. Jeans, sweat suits, t-shirts, shorts and clogs are not allowed at any time.

3. Wear white shoes with closed fronts and backs.

4. Wear minimum jewelry. (Small earrings and wedding rings are accepted in all Units except
Mental Health, OR, PACU and Labor and Delivery)

5. Do not wear perfume/cologne or excessive makeup.

6. Psychiatric units allow street clothes.

7. Arificial nails are not allowed at any Facility.

8. Nails must be neat, rounded rather than pointed and short enough to prevent scratching the
patient when providing care.

9. Hair should be worn off your collar.

@PROCEL
Pro eel Temporary Services, Inc. 79



p
poration

heetthcare staffing service

WORKERS COMPENSATION BENEFITS

WHO IS COVERED?
Almost every staff member in California is protected by workers compensation, but there are a few
exceptions. People in business for themselves and unpaid volunteers may not be covered. Coverage
begins the first minute you are on the job and continues anytime you are working

WHAT IS COVERED?
Any injury or illness caused by the job is covered. The key is whether the injury or illness is caused
by your job.

HOW DO I ACCESS BENEFITS?
Report your work-related injury or illness immediately to your Supervisor or Manager.
Failure to report your injurylillness may delay your benefits up to 90 days or be denied.

WHAT ARE THE BENEFITS?
California Law guarantees three types of workers compensation benefits:

* Medical care to cure the injury or illness
* Temporary disability payments to help replace lost wages. Benefits are generally two-thirds of your
wages, up to a maximum set by the State Legislature. Compensation is not paid for the first three
days you are unable to work, unless you are hospitalized or unable to work for more than 14 days.

* Additional benefits in the form of permanent disability may be warranted. These payments are based
on the result of the doctors evaluation and factors such as age and pre-injury occupation.

* Rehabilitation services may be necessary to return to work and is considered an extension of
medical treatment.

* Workers compensation fraud is a felony. Procel Temporary Services, Inc. will prosecute anyone
who knowingly files, or assists, the filing of a false workers compensation claim. If convicted, you
may be fined up to $50,000 and sent to prison for up to five years. (IC S 1871.4)

HOW DO I REPORT A WORK RELATED INJURY OR ILLNESS AT PROCEL?
First go to the Emergency Department at the Facility the injury or illness took place and be treated. Then,
during regular business hours (4am - lOpm) contact Procel at 800-338-9905. You may speak with the
Staffing Department or Human Resources. Please have the following information ready:

* What Facility you are working at
* Your Name
* Date and Time of Accident
* Name and Address of Physician
* Nature of Injury
* Did you leave work. If yes, what time
* Did you return to work. If yes, what time
* Were you injured acting in regular line of duty
* Where did the accident occur
* How did the accident occur

Procel will then contact our Workers Compensation Company to proceed with the claim.
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Harassment Prevention Policy

Procel Corporation (PROCEL) is committed to providing a work environment
that is free of unlawful harassment. We do not take this commitment lightly. In
keeping with this objective, PROCEL maintains a strict policy prohibiting
unlawful harassment, including harassment based on any of the following
categories: race, color, religion, sex, pre.gnancy, childbirth, physical or mental
disability, medical condition, national origin, ancestry, age, sexual orientation,
union status, marital status, qualifying family and/or medical leaves (paid or
unpaid), or any other basis protected by federal, state or local law or ordinance
or regulation.

Prohibited unlawful harassment of any protected basis includes, but is not
limited to, the following behavior:

• Unwanted sexual advances;

• Offering employment benefits in exchange for sexual favors;

• Verbal conduct such as epithets, innuendos, sounds, teasing, whistling,
suggestive, insulting or derogatory jokes or comments, slurs or unwanted
sexual advances, invitations or comments;

• Visual conduct such as leering, displaying of derogatory and/or sexually-
oriented objects, pictures, posters, photographs, cartoons, drawings or
gestures;

• Physical conduct such as assault, unwanted touching, blocking normal
movement or interfering with work because of sex, race, or any other
protected basis;

• Threats and demands to submit to sexual requests as a condition of
continued employment, or to avoid some other loss, and offers of
employment benefits in return for sexual favors;

• Verbal abuse of a sexual nature, graphic verbal commentaries about an
individual's body, sexually degrading words used to describe an individual,
suggestive or obscene letters, notes or invitations, and;

Retaliation for having reported or threatened to report harassment.

©PROCEL
Pro eel Temporary Services, Inc.
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In particular, sexual harassment is defined as any unwelcome sexual advances,
requests for sexual favors and other verbal or physical conduct of a sexual
nature which (1) has been made either explicitly or implicitly a term or condition
of an individual's employment, or other contractual relationship; (2) is used as a
basis for employment or other contract decisions such as promotions and
benefits affecting such individual; or (3) interferes with an individual's work or
service performance or creates an intimidating, hostile, or offensive working
environment.

Any employee who believes she/he has been harassed by a non-employee, co-
worker, supervisor or agent of the employer should immediately report the facts
of the incident or incidents and the names of the individuals involved to PROCEL
management. Such employees should not fear any reprisal. All employees
should immediately report any incidents of harassment they witness to a
management representative.

After a report is received, management will undertake a complete, thorough and
objective investigation immediately. If PROCEL determines that unlawful
harassment has occurred, effective remedial action will be taken in accordance
with the circumstances involved. Any employee determined by PROCEL to be
responsible for unlawful harassment will be subject to appropriate disciplinary
action, up to and including termination. Non-employees may be warned and
could lose their business, service or professional relationship with PROCEL.
Whatever action is taken to correct the situation will be made known to the
complaining individual or individuals. PROCEL will not retaliate against an
employee for making a good-faith complaint and will not tolerate or permit
retaliation by management, employees or co-workers.

PROCEL encourages all employees to report any incidents of harassment
forbidden by this policy immediately, so that complaints can be quickly and fairly
resolved. You should also be aware that the Federal Equal Employment
Opportunity Commission and the California Department of Fair Employment and
Housing investigate and prosecute complaints of prohibited harassment in
employment. If you think you have been harassed or that you have been
retaliated against for resisting or complaining, you may file a complaint with the
appropriate agency. The nearest office is listed in the telephone book.

If you have any questions concerning this policy, please feel free to contact any
PROCEL Manager or Supervisor for clarification.
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To:
Subject:

All Employees
Discrimination and Harassment Complaint Procedure

As your employer, Procel Corporation (PROCEL) has adopted a firm policy
against unlawful harassment. We will take every reasonable step to prevent
harassment from occurring. However, if you believe that you have been
unlawfully harassed and/or discriminated against, we urge you to report this
incident immediately so that your complaint can be resolved quickly and fairly.

1. When possible, confront the harasser and persuade him/her to stop.

2. Provide a written or oral complaint to Marylin Stephens, CEO (310-372-
0560 or Kurt Adkins, Human Resources Consultant (925-324-1514).
Address: 2447 Pacific Coast Hwy, Suite 207, Hermosa Beach, CA
90254. Include all details of the incident(s), names of individuals
involved, and the names of any witnesses.

3. A Manager or Supervisor will refer all sexual harassment complaints to
the appropriate management individual or to his/her designee to
determine a course of action regarding the complaints. In all instances,
however, PROCEL will immediately undertake an effective, thorough, and
objective investigation of the harassment allegations.

4. If PROCEL determines that unlawful harassment has occurred, it will take
effective remedial action in accordance with the circumstances. Any
employee PROCEL determines to be responsible for unlawful harassment
will be subject to appropriate disciplinary action, up to and including
termination.

5. PROCEL will take appropriate action to remedy any loss to you resulting
from harassment.

7. An initial response to the alleged victim will be made within two working
days from the CEO or the Human Resource Consultant. A follow up
response will be made within one working week.

6. PROCEL will not retaliate against you for filing a complaint and will not
tolerate or permit retaliation by management, employees, or co-workers.
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Personnel Counseling Policy

A copy of this policy signed by each nurse is maintained in the employee file in compliance with JCAHO
standards.

This policy has been designed to provide guidelines for our employees. These guidelines do not cover all
possible situations, but they do outline basic expectations and provide guidelines for counseling.

TARDINESS
PROCEL nurses are expected to be on their assigned unit prior to the beginning of the shift. Tardiness will
require counseling when an employee is more than five (5) minutes late two (2) times in a thirty (30) day period.

SICK CALLS/CANCELLATIONS
When nurses accept a contractual assignment, they have committed themselves both to the Client Hospital
and Procel. Ifa sick call or cancellation becomes necessary, the nurse is expected to give Procel a four (4)
hour notice. More than two (2) sick calls/cancellations in a thirty (30) day period or more than one (1) sick
call within less than four (4) hours notice will require counseling.

UNEXCUSED ABSENCEINO SHOW
When a nurse does not notify Procel and does not report to duty, the no show is grounds for termination.

Procel nurses are expected to be efficient and conscientious. All complaints of performance and/or professional
conduct will be thoroughly investigated. Unsatisfactory work performance is not acceptable and may result
in termination.

COUNSELING PROCEDURES
The following actions will be utilized when there is a non-compliance with state policy expectations ..
Investigation of all complaints or incidents related to complain with these policies will be initiated by the Dir
of Nursing within forty-eight (48) hours. Based on information obtained and the seriousness of the
infraction, the following course of action will be implemented:

FIRST
Verbal consultation with the nurse to identify the problem area(s), appropriate actions, and expected outcomes.

SECOND/THIRD
Written notice will be sent to the nurse will a request for consultation, when verbal communication has been
ineffective.

©PROCEL 84

FOURTH
Termination will occur when all efforts to satisfactorily resolve the issue of concern have been exhausted.
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possible situations, but they do outline basic expectations and provide guidelines for counseling.

TARINESS
PROCEL nurses are expected to be on their assigned unit prior to the begining of the shift. Tardiness will
require counseling when an employee is more than five (5) minutes late two (2) times in a thirt (30) day period.

SICK CALLS/CANCELLATIONS
When nurses accept a contractual assignment, they have committed themselves both to the Client Hospital
and ProceL. Ifa sick call or cancellation becomes necessary, the nurse is expected to give Procel a four (4)
hour notice. More than two (2) sick calls/cancellations in a thir (30) day period or more than one (1) sick
call within less than four (4) hours notice will require counseling.

UNEXCUSED ABSENCEINO SHOW
When a nurse does not notify Procel and does not report to duty, the no show is grounds for termination.

Procel nurses are expected to be effcient and conscientious. All complaints of performance and/or professional
conduct wil be thoroughly investigated. Unsatisfactory work performance is not acceptable and may result
in termIiation.

COUNSELING PROCEDURS
The following actions will be utilized when there is a non-compliance with state policy expectations..
Investigation of all complaints or incidents related to complain with these policies will be initiated by the Dir
of Nursing within fort-eight (48) hours. Based on information obtained and the seriousness of the
infraction, the following course of action wil be implemented:

FIRST
Verbal consultation with the nurse to identify the problem area(s), appropriate actions, and expected outcomes.

SECOND/THIRD
Written notice wil be sent to the nurse will a request for consultation, when verbal communication has been
ineffective.

FOURTH
Termation wil occur when all efforts to satisfactorily resolve the issue of concern have been exhausted.
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PROCEL's Community Emergency Preparedness

The Emergency Preparedness Plan for PROCEL is a master plan for saving lives when an
emergency strikes. The Emergency Preparedness Plan provides an orderly means of responding to
an internal or external disaster. Advance planning for emergencies means that PROCEL can
continue to operate under adverse conditions and continue to serve as many of their Client
Facilities as possible.

Emergency Preparedness enables PROCEL's Health Care staff to:

>- Respond quickly and effectively to a disaster
>- Provide first aid to victims
>- Minimize loss of life
>- Continue to provide patient care for Client Facilities

CODE ORANGE: Disaster Plan

A Code Orange is established in the event of any external disaster which may overwhelm the
normal operations of the community and Medical Centers. All employees who are able should
respond to Code Orange as follows:

1) If communication systems (phones, emails) are not functioning, PROCEL Nurses
should report to the Medical Center where:

a. Travel Nurses/Technicians are on assignment and scheduled to work within the
next 24 hours
Per Diem Nurses/Technicians are booked to work within the next 24 hours.

b. Per Diem Nurses/Technicians not booked report to the nearest Medical Center if
at all possible.

c. If you cannot get to the Facility where you are on assignment or are booked,
report to the Facility closest to you.

2) Once you are at the Medical Center, report to the Labor Pool for assignment. Labor
Pools are usually located in the Hospital Cafeteria or Lobby. The Medical Center will
direct you from that point.

In April 2009, PROCEL will be converting to a web based staffing program. This will enable
PROCEL to continue communication and service. Instructions to both Clients and Staff will be
distributed prior to implementation date.

Please let us know if you have any questions.
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PROCEL's Community Emergency Preparedness

The Emergency Preparedness Plan for PROCEL is a master plan for saving lives when an
emergency strikes. The Emergency Preparedness Plan provides an orderly means of responding to
an internal or external disaster. Advance planning for emergencies means that PROCEL can
continue to operate under adverse conditions and continue to serve as many of their Client
Facilities as possible.

Emergency Preparedness enables PROCEL's Health Care staff to:

~ Respond quickly and effectively to a disaster
~ Provide first aid to victims
~ Minimize loss of life
~ Continue to provide patient care for Client Facilities

CODE ORAGE: Disaster Plan

A Code Orange is established in the event of any external disaster which may overwhelm the
normal operations of the community and Medical Centers. All employees who are able should
respond to Code Orange as follows:

1) If communication systems (phones, emails) are not functioning, PROCEL Nurses
should report to the Medical Center where:

a. Travel Nurses/Technicians are on assignent and scheduled to work within the

next 24 hours
Per Diem Nurses/Technicians are booked to work within the next 24 hours.

b. Per Diem Nurses/Technicians not booked report to the nearest Medical Center if
at all possible.

c. If you cannot get to the Facility where you are on assignent or are booked,
report to the Facility closest to you.

2) Once you are at the Medical Center, report to the Labor Pool for assignent. Labor
Pools are usually located in the Hospital Cafeteria or Lobby. The Medical Center will
direct you from that point.

In April 2009, PROCEL will be converting to a web based staffing program. This will enable
PROCEL to continue communcation and service. Instructions to both Clients and Staff will be
distributed prior to implementation date.

Please let us know if you have any questions.
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