
 
 
 

Dear Employee: 
 
Welcome to our OSF Family! The Sisters of the Third Order of St. Francis welcome you as an 
employee of one of our affiliated corporations: 
 

• OSF Healthcare System 
• OSF Healthcare Foundation 
• OSF Saint Francis, Inc. 
 

Employment within OSF means assistance in fulfilling the Mission of The Sisters of the Third 
Order of St. Francis. Our Mission is to minister to the sick, poor, injured, aged and dying. 
Whatever your position, whether it involves providing direct patient care or serving in a supporting 
role, we are confident of your willingness to assist in our service of love and compassion to the 
people we serve.  
 
Please review this Human Resources Handbook. If you have any questions relative to the policies 
and information contained herein, please request clarification through your Human Resources 
Department. It is our hope that your position will be rewarding and beneficial.  
 
 
 
The Sisters of the Third Order of St. Francis 
 
 
 
 

To view the Human Resources Handbook, please go to this website from any OSF computer: 
 

http://stager.osfhealthcare.org/hr/system.html 
 

The OSF HealthCare Employee Handbook is the first link at the top of the page. 
 

A printed copy is available for your review in Human Resources.  Printed versions are also available 
upon request to the Human Resources department.
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ABOUT YOUR HANDBOOK 
 
The purpose of this handbook is to provide information of interest and importance to our OSF 
HealthCare employees. It serves as a general guide to OSF HealthCare and its Human Resources 
Manual, its policies, programs and benefits. 
 
The contents of this handbook are subject to change at any time at the discretion of OSF 
HealthCare and are reviewed on a regular basis or as conditions warrant or require. OSF 
HealthCare reserves the right to revise, modify or delete any of the policies contained in the 
Human Resources Handbook and/or Human Resources Manual at any time.  
 
THIS INFORMATION CONTAINED HEREIN DOES NOT IN ANY WAY 
CONSTITUTE, AND SHOULD NOT BE CONSTRUED AS, A CONTRACT OR A 
GUARANTEE OF CONTINUED EMPLOYMENT BETWEEN OSF HEALTHCARE AND 
YOU. EACH EMPLOYEE HAS THE RIGHT TO END THE EMPLOYMENT 
RELATIONSHIP AT ANY TIME, FOR ANY REASON. OSF HEALTHCARE HAS THE 
SAME RIGHT.  NO ONE AT OSF HEALTHCARE HAS THE AUTHORITY TO MAKE 
ANY STATEMENTS OR PROMISES THAT CONTRADICT OR LIMIT THE AT-WILL 
RELATIONSHIP, EXCEPT BY A NOTARIZED WRITTEN AGREEMENT ENTERED 
INTO AND SIGNED BY THE CHIEF EXECUTIVE OFFICER OF OSF HEALTHCARE.  
 
OSF Human Resources provides a variety of information online and upon request, in printed 
form.  Detailed information about the OSF HealthCare benefits package and the Human 
Resources Manual is available on the OSF intranet site.  The Human Resources Manual is a 
manual of all OSF HealthCare policies pertaining to employees.  These policies are regularly 
updated, and employees should refer to the online content when questions arise regarding specific 
employment situations. 
 
Employees are encouraged to familiarize themselves with the contents of these online resources. 
Questions about the material contained in them may be directed to the employee’s supervisor or 
the Human Resources Department. 
 
Every effort has been made to ensure that the information is accurate and up-to-date. However, 
some of the information may have changed since publication. If an employee finds that to be the 
case, please contact the department supervisor or Human Resources for updated information.  
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Receipt and Acknowledgement Form 
 

I acknowledge that I have received the intranet site address for the OSF HealthCare Human 
Resources Handbook and that I will visit this link in order to familiarize myself with the policies. I 
also acknowledge that I will abide by all OSF HealthCare policies, including the policies contained 
in both the Human Resources Handbook and the Human Resources Manual. If I do not fully 
understand my responsibilities or the Human Resources Manual information outlined in the 
Handbook, I agree to contact my supervisor or Human Resources for clarification. I understand 
that a copy of the Human Resources Manual is available online or in the Human Resources 
Department and may be accessed for my review.  If I prefer a printed copy of this handbook, I 
agree to contact my Human Resources department. 
 
I also understand that this handbook is not intended to create an employment contract and that my 
employment relationship with OSF HealthCare may be terminated by me or by OSF HealthCare 
at any time and for any reason with or without notice. 
 
Any OSF HealthCare employee who has knowledge of any activity or behavior which is unethical, 
immoral or illegal must report this activity or observed behavior to his/her immediate supervisor or 
to the Vice President of Human Resources. 
 
The Human Resources Handbook is a brief description of the OSF HealthCare Human 
Resources Manual and is not meant to change the provisions of the Human Resources Manual in 
any way. The policies may only be determined accurately by reading the OSF HealthCare Human 
Resources Manual and corresponding Summary Plan Descriptions. I also acknowledge that I have 
been informed of my rate of pay prior to my starting date and have received a Pay Schedule.  
 

I agree to abide by all of the Health Insurance Portability and Accountability Act (HIPAA) and 
confidentiality requirements as detailed in the Human Resources Handbook, the Human 
Resources Manual and any other policy set forth.  
 
 
 

Please complete the following information and return this page to your Human Resources 
Department. 
 

________________________________________________________ ________________ 
Employee Name (Printed)       Employee I.D. # 
 
________________________________________________________ ________________ 
Employee Name (Signature)       Date 
 
________________________________ ________________________________________ 
Department     Social Security Number 
 
 

Rev. June 2010 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Gray Gamma 2.2)
  /CalRGBProfile (Adobe RGB \0501998\051)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Off
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages false
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.1000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 524288
  /LockDistillerParams true
  /MaxSubsetPct 100
  /Optimize false
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo true
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Remove
  /UCRandBGInfo /Preserve
  /UsePrologue true
  /ColorSettingsFile (Color Management Off)
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 150
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages false
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages false
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.40
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 600
  /GrayImageDepth 8
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.08333
  /EncodeGrayImages true
  /GrayImageFilter /FlateEncode
  /AutoFilterGrayImages false
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /GrayImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 600
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.08333
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects true
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /False

  /SyntheticBoldness 1.000000
  /Description <<
    /ENU ()
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [801.000 1224.000]
>> setpagedevice


