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PURPOSE 

  
This manual const itutes the formal statement of the Human Resources Policies and 
Procedures applicable to employees in their employment relat ionship w ith Johns Hopkins 
Home Care Group (JHHCG) and its corporat ions: Pediatrics at Home (PAH), Home Health 
Services (HHS) and Pharmaquip (PHQ).  The manual is also designated to provide 
managerial and supervisory personnel w ith uniform know ledge of JHHCG Human 
Resources Policies and Procedures, to assure equitable and consistent applicat ion.  The 
Manual is provided to managers and supervisors as a resource guide for interpret ing a 
variety of situat ions that can occur in the w orkplace. 
 
This policy and procedure manual does not const itute an expressed or implied contract  and 
should not be view ed or interpreted as a contract betw een JHHCG and its employees.  
JHHCG reserves its right at their sole discret ion to amend, change, modify or delete any of 
its policies or procedures any t ime w ithout not ice. 
 
Employment is at w ill and terminable, by either the employer or employee, anyt ime for any 
law ful reason. 
 
APPLICATION 
 
This manual is intended to apply to all employees of JHHCG w hich includes HHS, PAH, 
and PHQ.  
 
RESPONSIBILITIES 
 
A. JHHCG Responsibilit ies 
 
All managerial/administrat ive funct ions, responsibilit ies and prerogatives bestow ed upon 
employers, inherently and by law , are retained and vested exclusively w ith JHHCG.  This 
includes, but not limited to, the right to exercise our judgement in establishing and 
implementing policies, pract ices, and procedures and changing them to direct and discipline 
our w orkforce and increase its eff iciency, and to take w hatever act ion is necessary in its 
judgment to operat ion JHHCG.   The failure of JHHCG to exercise any such prerogative of 
funct ion in a part icular w ay w ill not be considered a w aiver of JHHCG’s right to exercise 
such prerogative of funct ion, or preclude it  f rom exercising that prerogative funct ion in 
some other w ay.
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B. President and Chief Executive Off icer (CEO) 
 
The President and CEO of JHHCG has the ult imate responsibility for JHHCG’s policies and 
procedures and has the authority to make decisions in all matters governed by JHHCG 
policies. The President reserves the right to approve all changes in policy.  How ever, he 
has delegated this authority to the Director of Human Resources.  The Director is to 
establish the procedures necessary to ensure that the procedures are follow ed and the 
policies are implemented. 
 
C. Director, Human Resources 
 
The Director of Human Resources is responsible for establishing and implementing the 
procedures necessary to assure the JHHCG, PAH, HHS and PQ policies are fully implemented. 
The Director of Human Resources is responsible for helping managers, supervisors, and 
employees interpret and apply policies related, providing updates and assuring conformance to 
all applicable law s and government regulat ions. 
 
D. Managers and Supervisors 
 
Managers and supervisors are responsible for establishing internal procedures as they deem 
necessary to implement approved policies, procedures and guidelines.  It  is expected that 
managers and supervisors w ill strive to apply these policies equitably, and that appropriate 
considerat ion w ill be giving to previous actions that may have been taken under these policies. 
Quest ions regarding a part icular policy should be referred to the appropriate Human Resources 
contact.   
 
E. Employees 
 
Employees are encouraged to familiarize themselves w ith the policies and procedures of 
JHHCG and understand that the w ork environment is governed by them.  When further 
information is w arranted, employees are encouraged to contact their supervisors or the  
Department of Human Resources. 
 
DISTRIBUTION  
 
To ensure the most recent policies are used, the online version of the Policy and Procedure 
Manual are made available.  Managers are encouraged to print the PDF versions and place 
them in a binder in their department.  It  is the responsibility of all managers and supervisors to 
ensure that the Manual is available upon request to employees and that it  is updates as 



 
 

 
 

 
THE JOHNS HOPKINS HOME CARE GROUP 

HUMAN RESOURCES POLICY MANUAL 

 
Policy Number 

 
I-100 

 
 

 
 

 
Effective Date 

 
01/01/03 

 
 

 
Subject:         INTRODUCTION 

 
Revised 

 
01/01/03 

 
 

 
 

  

  
 
 

 
 

 
 

required. 
 
Before revisions are made to the policies, they are review ed by the Executive Committee and 
Human Resources Committee.  Once approved, communicat ion of the revised policies, 
including a brief descript ion of the revisions is disseminated by: 

1. Management Committee update 
2. Email broadcast to all JHHCG employees 
3. Update placed on JHHCG Human Resources Website 
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