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HEALTHCARE HANDBOOK SUPPLEMENT 
KES AND NIH ONLY 

 

This supplement will provide you with additional information on our expectations regarding your conduct as an employee 
of Kelly Services, Inc. or its subsidiaries (“Kelly”, or “Kelly Services”). The Handbook and this Supplement are intended as 

summaries and guidelines. If you have questions about a specific policy or procedure, please contact: 
 Kelly Educational Staffing – Your local KES branch 

 Kelly Government Solutions – NIH Program Management Team, 301-435-7933 
 

After Hours/Emergencies 

For situations or incidents that arise after business hours, such as a patient incident or injury, natural disaster or other 
uncontrollable event, or physical location or other emergency, call: 

 Kelly Educational Staffing – Global Security and Investigations at 248-244-4180, option 1 

 Kelly Government Solutions After-Hours Emergency Contact – 301-204-7658 
 

Work-Related Injuries 

In the event of a serious or life-threatening injury, immediately call 911. For non-emergency injuries, notify your 
workplace supervisor and Kelly Representative immediately, and call Medcor 24/7 Nurse Triage at  

1-800-775-5866. 
 

Employee Identification 

Every employee on assignment must have a photo identification issued by a federal or state government agency. Please 
be prepared to present this information upon request by the customer. Direct any other requests for verification to your 

Kelly Representative. 
 

Continuing Education 
We are committed to lifelong learning and all employees are required to complete training modules to maintain licensing 

and/or certification credentials. As an employee, you will have access to the Kelly Learning Center (KLC). The KLC is an 

online training and career development center that offers a variety of trainings, most of which are free to employees. 
 

Contact your Kelly Representative for more information. 
 

Conflict of Interest/Code of Business and Ethics 
All employees are required to comply with its Code of Business Conduct and Ethics; employees, suppliers, and customers 

should immediately report any known or suspected violations of the Code, including known or suspected conflicts of 
interest, to the Kelly Services Code of Business Conduct and Ethics Reporting Program at 1-877-978-0049. A complete 

copy of this Code is on mykelly.com and http://ir.kellyservices.com/Code_Business_Conduct_and_Ethics.cfm. 
 

“Float” Scheduling Guidelines 
All employees are expected to only participate in assignments that are consistent with their areas of clinical competence, 

licensure and certification. In the event you are asked or scheduled by a customer to work in another area that was not 
part of the original job description (i.e. “float”), do the following: 
 

 Immediately notify (in some cases, this may be the next business day) your Kelly Representative if the customer 

asks you to float, especially if you do not feel comfortable with any task(s). 

 Seek guidance from the customer supervisor for tasks or procedures for which you have not received training. 

 Immediately report any difficulties to the customer supervisor and to your Kelly Representative. 
 

Patient Incident Reporting Process 

We have an established process through which all patient incidents must be reported within 24 hours: 

 Kelly Educational Staffing –  Your local KES branch 

 Kelly Government Solutions – NIH Program Management Team, 301-435-7933 

 
In general, we expect to be notified as soon as practicable (but in no event more than 24 hours) after the occurrence of a 

“patient incident,” which includes, but is not limited to: 
 

 “High risk events,” such as any decline in patient condition while under the supervision of an employee 

 Patient falls (whether or not the fall results in apparent injury) 

 Medication error or adverse reaction to medication 
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 Potential or actual injury or expected illness while under or potentially as the result of care provided by an 

employee 

 Infusion therapy or other medical device failures or complications 

 Medical equipment failures 
 

Every employee is expected to cooperate fully in any investigation or other proceedings involving any patient incident. 

Upon occurrence of a “patient incident,” inform the branch and provide all facts necessary to complete a Patient Incident 
Report. You will be required to provide the following: your name and contact information; the date and time when Kelly 

was notified; and all facts, including the date, time, location and a detailed description of the incident, as well as the 
identity of any witnesses. 
 

All patient incidents will be investigated by Kelly and, where warranted, may result in disciplinary action, up to and 

including termination of employment or reporting to licensing and professional institutions, where appropriate in Kelly’s 
discretion. 
 

Complaint Resolution Procedure 

Kelly believes it is important for employees to have the opportunity to bring work-related problems to the attention of 

management. We are committed to handling employee complaints promptly, fairly, and consistently. 
 

If you have an issue with working conditions, safety standards, supervision, or working relationships, discuss them with 

your manager in an effort to resolve the problem quickly, fairly, and informally. If the problem is not resolved at the 

manager level, address the problem, either verbally or in writing, with the next level of management. If at any point the 
problem continues to be unresolved, or if the problem involves your manager, contact your HR generalist. 
 

Concerns about Quality/Safety Patient Care 

We are committed to the finest quality patient care. Any individual or organization that has a concern about the quality 
and safety of patient care delivered by our employees should report their concerns to Kelly.  In the event of 

dissatisfaction with the local branch response, Kelly management is available to address any concerns.  After exhausting 

internal Kelly resources, if the individual or entity is still dissatisfied or believes that their concerns have not been 
addressed, they can contact the Joint Commission at www.jointcommission.org. 
 

Consent to Provide Medical Information 

On occasion, and consistent with a legitimate legal or business purpose, Kelly may be asked to release pertinent 
employee Medical Information to its customers.  Your signature below authorizes Kelly to release your Medical 

Information, such as work-related medical screenings, to the customer when the information requested is based upon a 
legitimate legal or business basis.  In response to an audit, government request or court order, Kelly may release Medical 

Information to comply with such requests. 
 

Confidentiality and Non-Disclosure 

As part of the Employment Application Agreement I signed, I agreed to protect the confidentiality of Kelly’s and/or Kelly’s 
customers’ confidential and proprietary information. I understand that this includes information related to the patients of 

Kelly’s customers. 
 

Signature (Required during the Registration Process) 
I have reviewed, understand, and agree to abide by the guidelines in this supplement to the Employee Handbook, during 

any terms of employment with Kelly.
 

       

Name  

 

                                                                                                             /       /       

Signature Date 
 

http://www.jointcommission.org/

