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Congratulations and welcome

Congratulations and Welcome  
to CAMC Health System!
In accepting your new position, you are joining an organization that’s nearly 
8,000 employees strong. As Southern West Virginia’s premiere medical 
teaching facility, CAMC Health System prepares a variety of health care 
practitioners to care for West Virginians. Our well-trained physicians, nurses, 
allied health professionals and support staff offer thousands of families 
convenient access to quality health care. 

CAMC is recognized both regionally and nationally for our focus on quality 
care. We are home to one of the top heart programs in the United States, 
the state’s only dedicated Women and Children’s Hospital, the only kidney 
transplant center in the state, a Level I Trauma Center and the highest level 
of neonatal care. 

CAMC has nearly 600 physicians with admitting privileges, and together we 
care for more of the uninsured, Medicaid and Medicare populations than any 
other hospital in the state. CAMC is the backbone of tertiary care for West 
Virginia, and now that you have joined us, you’re helping to provide this 
critical care as well.

In addition to national recognition for our clinical performance, I believe that 
we are truly the Heart and Soul of our community on a more personal level. 
Each month, I am privileged to review award nominations from employees, 
managers and patient families describing the excellent and personal care 
they have witnessed from our employees.

There is no doubt that ours is a prestigious place to practice in your chosen 
field. But suppose you haven’t yet settled into your chosen field. Just ask 
around and you will be sure to find a co-worker who, with the help of one 
of our many exciting workforce development programs, has established 
a rewarding and fulfilling career here. We recently have offered programs 
leading to careers in health unit coordinating, respiratory therapy and 
nursing. We also offer GED-preparation and computer skills training classes 
for our employees. 

As you begin your journey with Charleston Area Medical Center Health 
System, I invite you to join our award-winning team in focusing on what has 
brought us all into the field of health care: Our mission – striving to provide 
the best health care to every patient, every day. 

Dave Ramsey 
CEO
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New employee checklist

In this booklet, along with the electronic notification you 
received, you will find information regarding orientation 
and benefits.

The following checklist has been provided to you in 
order to ensure you are prepared for your first day 
of employment and orientation. All dates, times, and 
contact numbers will be included in your electronic 
notification you received.

	o �Complete section 1 of the I-9 process sent to you 
via email from EBI. This must be completed prior to 
reporting to the HR office on the day of your physical. 

	o �Report to security located in the employee parking 
garage. Approach the building as though you were 
entering through the vehicle entrance. The security 
office is on your left. You will be given your badge, 
however your badge will not be active until after you 
attend orientation 

	o  Pre-employment physical

	o �Contact manager or designee to obtain post 
orientation schedule. Report to the HR office to 

complete section 2 of the I-9 process. Please refer to 
pages 6-7 to obtain a list of acceptable documents. 
You must provide documentation from list A or B and 
C. Note: IF you do not complete the I-9 process, you 
will not be permitted to start your employment.

Background check

You will receive a separate email from customercare@
ebiinc.com with the subject titled “Charleston Area 
Medical Center – Request for Additional Information.” 
The background authorization form gives Charleston 
Area Medical Center the authorization to complete 
necessary checks before employment.

Credentialed providers

�Credentialed providers will receive information via 
email from medical affairs in regards to the required in-
services. Orientation date will be arranged in coordination 
with the provider, medical affairs and human resources 
based on medical staff and board approvals.

Congratulations! Your onboarding to CAMC has begun!

Notes
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Finding your way

Directions and parking at 
CAMC Memorial Hospital 

Direction to CAMC Memorial Hospital

After crossing the 35th Street bridge, turn right at the 
stop light onto MacCorkle Avenue.

Continue on MacCorkle Avenue and pass McDonalds, 
which will be on your left, proceed to the stop light at 
31st Street. Stay in the right hand lane and turn right 
into the CAMC Memorial Hospital campus (3200 
MacCorkle Ave. SE, Charleston).

Parking

As you enter the hospital campus, proceed straight to 
enter the employee parking garage. Please press 
intercom button to gain entry to garage.

I-9 process section 2

Section 2 of the I-9 process will be completed in HR. 
Provide original documents as outlined on page 7-8. 

The HR office is located in the nine-story Medical Staff 
Office Building  in suite 802. To avoid potential delay 
of your start date, Section 1 of the I-9 process must 
be completed prior to your arrival.

Pre-employment physical

Get your pre-employment physical at Employee Health, 
located in the nine-story Medical Staff Office Building 
in Suite 410. The Medical Staff Office building is to your 
right as you enter the CAMC Memorial Hospital campus. 

Identification badge

Get your identification badge in the security office, 
located in the employee parking garage. Approach 
building as though you were entering through the 
vehicle entrance. Security office is on your left.

McDonald’s

Chesterfield Avenue
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Robert C. Byrd 
Health Sciences Ctr. 
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Education and 
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Identification documents

Important information:

The Immigration Reform and Control Act of 1986 
(IRCA) requires that new employees submit proper 
documentation proving identity and meeting 
employment eligibility requirements.

To validate your employment eligibility you must 
compete Section 1 of the E-verify process prior 
to your physical and appointment in HR. This link 

was emailed to you. You will need to bring forms of 
identification listed on page 7 of this booklet.

To ensure compliance with IRCA, CAMC participates 
in the Federal E-Verify system to determine work 
authorization status. This is done by your submission of 
the proper types of identification found on the following 
page. You will provide documents to the HR department 
after your physical.

Employee documents

Dependent information
If you are planning to cover your spouse or dependent 
child, please come prepared with their personal 
information along with the following:

Spouse:

	o marriage certificate

	o most recent tax return

	o �spouse verification letter (included in electronic  
on-boarding forms)

Children:

	o birth certificate

Payroll distribution
CAMC Health System offers two options for employees 
to receive their paycheck. Employees can elect to have 
their paycheck direct deposited or applied to the Rapid 
Paycard. As part of the electronic on-boarding process, 
you will be given the opportunity to enroll in direct 
deposit. If you do not enroll in direct deposit, you will 
automatically be issued a rapid pay card.

New Employee Forms
CAMC offers an electronic on-boarding process.  
On your second day of employment, you will receive 
an email with instructions regarding completion of  
new hire forms. Instructions are also included on 
pages 12 and 13 of this booklet.
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Identification documents

LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A  
or a combination of one selection from List B and one selection from List C.

LIST A

2. Permanent Resident Card or Alien 
Registration Receipt Card (Form I-551)

1. U.S. Passport or U.S. Passport Card

3.   Foreign passport that contains a 
temporary I-551 stamp or temporary 
I-551 printed notation on a machine-
readable immigrant visa

4.  Employment Authorization Document 
that contains a photograph (Form 
I-766) 

5. For a nonimmigrant alien authorized  
to work for a specific employer 
because of his or her status:

Documents that Establish 
Both Identity and 

Employment Authorization

6. Passport from the Federated States of 
Micronesia (FSM) or the Republic of 
the Marshall Islands (RMI) with Form 
I-94 or Form I-94A indicating 
nonimmigrant admission under the 
Compact of Free Association Between 
the United States and the FSM or RMI

b. Form I-94 or Form I-94A that has  
the following:
(1) The same name as the passport; 

and
(2) An endorsement of the alien's 

nonimmigrant status as long as 
that period of endorsement has 
not yet expired and the 
proposed employment is not in 
conflict with any restrictions or 
limitations identified on the form.

a. Foreign passport; and

For persons under age 18 who are 
unable to present a document 

listed above:

1. Driver's license or ID card issued by a 
State or outlying possession of the 
United States provided it contains a 
photograph or information such as 
name, date of birth, gender, height, eye 
color, and address

9. Driver's license issued by a Canadian 
government authority

3. School ID card with a photograph

6.   Military dependent's ID card

7. U.S. Coast Guard Merchant Mariner 
Card

8.   Native American tribal document

10. School record or report card

11.   Clinic, doctor, or hospital record

12. Day-care or nursery school record

2. ID card issued by federal, state or local 
government agencies or entities, 
provided it contains a photograph or 
information such as name, date of birth, 
gender, height, eye color, and address

4.   Voter's registration card

5.   U.S. Military card or draft record

Documents that Establish
Identity

LIST B

OR AND

LIST C

7. Employment authorization 
document issued by the 
Department of Homeland Security

1. A Social Security Account Number 
card, unless the card includes one of 
the following restrictions:

2. Certification of report of birth issued 
by the Department of State (Forms 
DS-1350, FS-545, FS-240) 

3.   Original or certified copy of birth   
      certificate issued by a State,  
      county, municipal authority, or  
      territory of the United States  
      bearing an official seal

4.   Native American tribal document

6. Identification Card for Use of 
Resident Citizen in the United 
States (Form I-179)

Documents that Establish
Employment Authorization

5.   U.S. Citizen ID Card (Form I-197)

(2)  VALID FOR WORK ONLY WITH 
INS AUTHORIZATION

(3)  VALID FOR WORK ONLY WITH 
DHS AUTHORIZATION

(1)  NOT VALID FOR EMPLOYMENT

Page 3 of 3Form I-9  07/17/17  N 

Examples of many of these documents appear in Part 13 of the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.

continued 
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Virtual corporate orientation instructions

The first day for a new employee can be overwhelming, 
with introductions, information and deadlines. To help 
ease the stress of the on-boarding process for new 
employees, CAMC Health System provides Corporate 
Orientation virtually. The conveniences of a virtual 
orientation will allow you to begin the on-boarding 
process from anywhere, while still engaging with 
orientation facilitators and fellow new employees. 

Corporate Orientation will focus on the organization’s 
mission, vision, culture, policies and procedures. It is 
important that you have a designated space, free of 
noise and distractions to attend orientation. Attendance 
will be taken multiple times throughout the day, so it 
is important that you are logged in to the orientation 
program for the duration of the day.

Corporate Orientation can be completed from a 
mobile device or computer. Make sure you verify 
your connectivity or Wi-Fi access prior to attending 
orientation. Please note that data rates may apply 
depending on your service provider. Included in 
this booklet is a list of locations were free Wi-Fi is 
accessible. You may also reach out to your manager 

if you have connectivity issues, such as limited data/
Wi-Fi or you do not have access to handheld device or 
computer. 

In your Welcome Letter from your Employment 
Recruiter, your orientation date will be noted as well as 
a link to register for corporate orientation. You will need 
to click on the link and register. If you do not have the 
Zoom app on your handheld device, visit the app store 
to download. Registration includes your name, personal 
email address and your specific orientation date 
matching the orientation date on your Welcome Letter. 

If your orientation date is changed, you will need to re-
register for a new orientation date and the registration 
link will be provided at that time. Once you have 
registered for Corporate Orientation, you will receive an 
email confirmation. DO NOT delete the confirmation. 
You will need the information contained in your 
confirmation to access Corporate Orientation.

We look forward to you joining our award winning 
team…Welcome to CAMC!

RN/LPN professional nursing orientation
RN/LPN professional nursing orientation

Professional Nursing Orientation is a 31/2 day required 
session for all newly employed nurses. Classes include 
education on the orientation process, patient safety, 
communication, Cerner training (computer system for 
documentation, results, orders, medications, etc.), IV 
therapy, and blood administration. All nurses are also 
required to take and pass a medication calculation and 
blood administration test. 

HUC/NA/NE, Patient Safety Attendant, Transport 
Attendant, Professional Nursing Orientation   

Professional Nursing Orientation is a 31/2 day required 
session for all newly employed Health Unit Coordinators 
(HUC), Nursing Assistants (NA) and Nurse Externs (NE). 
Classes include education on the orientation process, patient 
safety, communication, and Cerner training (computer system 
for documentation of vital signs, intake and output, patient 
care, etc.). Included in this session is a patient care skills lab, 
with hands-on application of bed making, bathing, turning and 
positioning, transfers, and all aspects of personal care.

Additional orientation

All other health care professionals and credentialed 
providers will be required to complete Cerner training 
as a component of orientation. Depending on the 
employee’s position, training will be one half day to 
full day of training. Cerner training will occur on the 
third day of orientation. Schedule will be provided 
electronically after attending orientation.

Credentialed providers will be expected to complete 
Cerner training and Medical Affairs orientation on day 
three to receive full Cerner access.

BLS training

BLS training is required for employees providing patient 
care. BLS training is taught day two of your orientation 
and class begins promptly at 8 am with registration 
beginning at 7:30 am. BLS training is located in 
classroom A&B at CAMC Health Education and 
Research Institute.
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Dress code and appearance

Dress code and appearance
To ensure that employees present a professional 
image to the public, patients and visitors, the company 
requires that all employees wear appropriate attire while 
at work, conducting company business or representing 
the company at functions outside of the organization.

The employee identification badge (ID) is expected to 
be part of each employee’s regular attire and should 
be visible at all times while on company property. ID 
badges are not to be defaced in any manner, nor will 
the employee’s picture be covered with stickers or 
any other item. ID badges provide access to company 
property, parking facilities and equipment. They should 
be protected at all times and kept in the custody of 
the employee to which they are assigned. Employees 
should not loan their ID badges to anyone else. Lost 
or stolen ID badges should be reported to security 
immediately. Retractable badge holders displaying 
advertising or other company logos are not permitted; 
however decorative, non-offensive badge holders are 
permitted. Lanyards are allowed except in patient care 
areas where they may pose a safety risk. Managers will 
determine if a lanyard is appropriate for each work area.

Appropriate attire and good hygiene are of utmost 
importance in a health care setting. Employee dress 
and appearance should not be perceived as a 
distraction by patient and visitors. Since the desire of 
the company is to ensure that employees present a 
professional image, and to maximize safety for our 
patients and staff, the following guidelines for dress and 
appearance must be followed.

Management has the right to address any of the items 
set forth in this policy and to enforce more stringent 
guidelines for their specific work areas due to safety 
concerns or customer perception concerns.

Employees who report for work inappropriately attired or 
in direct violation of this policy will be sent off duty.

All employees should report to work in attire that is 
neat and clean and fits appropriately. Shoes must be 
suitable to the work area. Hair, including facial hair, must 

be clean, styled, well-groomed and must adhere to 
safety guidelines for the designated work area Tattoos 
are permitted, except on the face, but must not be 
offensive to the reasonable person. Tattoos cannot be 
discriminatory in nature, therefore, not disparaging of 
others’ race, color, age, religion, national origin, sex, 
disability or veteran status. Tattoos that are considered 
discriminatory or offensive must be covered at all times. 
Company supplies may not be used to cover tattoos. 
The manager has the authority to determine what is 
appropriate for each work area. Employees that work in 
a patient care area or area that prepares food or sterile 
products for patient use are prohibited from wearing any 
type of artificial nails. Natural nail tips are to be kept less 
than ¼ inches long.

If the department permits wearing jeans, the jeans must 
be neat, clean and must not be torn.

In addition to appropriate attire, employees are required 
to practice good grooming and personal hygiene as 
a condition of employment. This includes not using 
perfume, cologne, or fragrances to which many are 
allergic and/or sensitive. Employees should report to 
work clean and free of body odor or bad breath.

Accessories, jewelry, and piercings must not distract nor 
present a safety hazard. The manager has the authority 
to determine what is appropriate for each work area.

Employees will be expected to comply with position 
specific guidelines which reflect the particular 
department or role within the company. This may 
include required uniforms or other approved attire.

Employees should be aware of the guidelines for their 
work area.

Certain uniforms or other attire provided by the 
company, such as scrub suits, are not to be worn off 
company premises. Although no deposit for company-
owned uniforms is required, employees will be charged 
for uniforms that are lost or willfully damaged. At 
termination of employment, employees will be required 
to return all company uniforms.
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New employee FAQs

I know I need an ID badge. 
how do I get one?
Prior to today you had the opportunity to visit our Security 
Office at Memorial Hospital, located on the first floor of 
the parking garage, to have your picture made. If you did 
not do this already, please use the morning or afternoon 
break to have your ID made. Keep in mind the security 
team’s lunch break is very similar to yours today so they 
may not be available to assist you at that time. 

What are my options to receive 
my paycheck? 
CAMC Health System offers two options for employee 
to receive their paycheck. Employees can elect to have 
their paycheck direct deposited or applied to the Rapid 
Paycard. Payroll authorization form will be completed 
electronically. 

Will I be required to attend  
BLS training? 
Individuals who provide patient care are required to 
attend CAMC’S BLS training scheduled for tomorrow at 
8AM at the CAMC Health Education Research Institute 
(CHERI). The building is located across the street from 
the hospital, next door to McDonalds. Even if you have 

obtained a BLS card from another entity, please plan to 
attend tomorrow’s training. Today’s HR team is not able 
to excuse or exempt you from tomorrow’s training. If you 
have further questions, please contact your manager. 

What will the remainder of  
my first week of employment 
look like? 
•	   If you are a Nursing Assistant, Patient Safety 

Attendant, HUC, LPN, Nurse Extern, Transport 
Attendant, Certified Medical Assistant (Cancer 
Center only) or RN, you will receive your schedule 
for additional training from Professional Nursing at 
the end of the day.

•	   If you work in Environmental Services 
(Housekeeping) or Nutrition Services (Dietary), you 
will meet with a management representative from 
your department at the end of the day for a quick 
team huddle. During this huddle the department 
representative can answer questions you may have. 

•	   If you are required to use the organization’s 
electronic medical record system (Cerner), you 
will receive a schedule for required training at 
orientation.

•	   If you are not in one of the positions or departments 
mentioned above, you will report to work according 
to the scheduled provided to you by your new 
manager or department representative. 
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Human Resources office locations

General Hospital 419 Brooks Street. Across from General Hospital. HR 
Office is on first floor of this building. Parking is available 
in front of the building or on the lot with ID Card Access

304-388-7638

Hours 8:00 am to 4:00 pm

Memorial Hospital Medical Staff Office Building 8th Floor, Suite 802. 
There are 15-minute parking spaces available behind 
the building. If no parking space is available, park at 
Education and Training Center. 

304-388-5400

Hours 8:00 am to 4:00 pm

Teays Valley Hospital 1200 Hospital Drive, Putnam Medical Plaza 3rd Floor. 
Parking is available around the building.	

304-757-1891

Hours 8:00 am to 4:00 pm

Notes
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1.	 Click on the Lawson button.

2.	Log into “Lawson Employee Self Serve” using your user ID and password given to you upon hire.

3.	Click on the waffle icon next to “Homepages”

Employee transition program

Welcome to CAMC! We are excited to offer an electronic on-boarding process. As a new hire you will be assigned 
an Employee Transition Program that will allow you to update your personal information, enroll in direct deposit and 
adjust your state and federal tax withholds.

If you fail to complete all Employee Transition tasks, your desired method of payroll distribution and/or tax withholds 
will be defaulted.

The instructions below will assist you in locating your Employee Transition Program. It is very important you 
complete all tasks within your first week of employment.

How to Access the new Employee Space page in Global HR
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4.	Click on Infor Global HR icon

5.	� You are now in Employee Space and will have the ability to complete new hire tasks in the  
“Employee Transition Programs”.

6.	� Click on “Employee” and a link to the “Employee Transition Programs” will appear in the  
black box on the left side.

7.	 Click on “My Programs” and complete new hire forms. Be sure to watch the “Welcome” video first.

Employee transition program
continued 
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Lawson mobile employee app

From the Lawson app home 
screen, select Profiles - 

PROD at the top left.

To continue using the Lawson Employee app after the upgrade, you’ll need to make some changes to your profile 
to access.

iOS (iPhone) instructions

Select EDIT, then DELETE 
the existing profile.

 

Select the + key and enter the new name, 
server and port information. 

Name: PROD 11 
Server: camcprd-law-lsf01.cloud.infor.com 

Port: 1448

Select the slider button to 
activate the profile.

 

Enter your network credentials. You do not need to 
enter the “icamc\” before your username. When you 
log in, you will be prompted for Duo Mobile two factor 

authentication.
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Lawson mobile employee app
continued 

Android instructions

Open the Lawson Employee 
app and click the Profiles button 

at the bottom of the screen.

 

Click EDIT in the top right 
corner.

 

Click DELETE beside the profile.

Add the new profile information. 
Name: PROD11 

Server: camcprd-law-lsf01.cloud.
infor.com (“lsf01” is a lower case L) 

Port: 1448      Save Profile.

 Press the “Log In” slider. Enter your network credentials. You do 
not need to enter the “icamc\” before 
your username. When you log in, you 

will be promted for Duo Mobile two factor 
authentification.
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Pay stub printing

Payroll distribution

Employees have two options to receive their pay check. Employees can select direct deposit or Pay Card. 

• �Direct Deposit-complete the payroll authorization form included in your packet and return to HR or enroll via 
Lawson Self-Service between Thursday and the following Wednesday after hired.

• Pay Card-Complete the payroll distribution form and return to HR.

**If you do not make a selection for payroll distribution, the Pay Card is the default selection.

Log in to Lawson from CAMNET:

• �Select Pay 

• �Then select Pay Check

• �Click on the date of the pay check you are wanting to print

• �In the Summary box click Printable Pay Stub

Notes
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CAMC Health System is providing you with a great new benefit, the rapid! 
PayCard® Visa® Payroll Card.  You can automatically deposit your paycheck 
onto a debit card so you have instant access to your cash the same morning 
of your payday!  

It's easy, more secure than cash, and saves you money over check cashing 
fees.

What is the rapid! PayCard? 
rapid! PayCard is a payroll debit card which 
means you can only spend the money you 
have on your card.  The rapid! PayCard 
does not require a credit check.  It can be 
used at ATMs, retail stores, gas stations, 
grocery stores worldwide and wherever 
Visa debit cards are accepted.  

SAVE MONEY - much less expensive 
than check cashing
Get cash 24 x 7 at any Allpoint® ATM, 
America’s Largest SURCHARGE 
FREE Network
Access to your money by 10am 
(EST) on payday
No cost to enroll
No credit check required

Safe & Secure – your money and 
card are protected!
Shop online or by phone
Make purchases using your rapid! 
PayCard Visa card anywhere Visa 
is accepted.
No more stolen or lost checks
Free, bilingual customer service

Have questions?
Contact your Payroll Department now!

Getting Paid Just 
Got Easier!

Easy ways to get your 
pay  for FREE!

The FIRST transaction after you 

are paid is FREE when using 

one of the following*:

• POS Store Purchase - Debit   
 (including cash-back, where   

 available)

•  US Post Office Money Order
• Over-the-Counter at any   
 Visa participating bank
• Allpoint® ATM Withdrawal
•  Electronic Transfer to a bank   
 account
•  Request a Check
• ChekToday - Convenience   

 checks
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2021 pay period schedule

PP#	 BEGINNING	 ENDING	 PAY DAY
1		  12/27/2020	 1/09/2021	 01/15/2021

2		  1/10/2021	 01/23/2021	 01/29/2021

3		  01/24/2021	 02/06/2021	 02/12/2021

4		  02/07/2021	 02/20/2021	 02/26/2021

5		  02/21/2021	 03/06/2021	 03/12/2021

6		  03/07/2021	 03/20/2021	 03/26/2021

7		  03/21/2021	 04/03/2021	 04/09/2021

8		  04/04/2021	 04/17/2021	 04/23/2021

9		  04/18/2021	 05/01/2021	 05/07/2021

10		 05/02/2021	 05/15/2021	 05/21/2021

11		 05/16/2021	 05/29/2021	 06/04/2021

12		 05/30/2021	 06/12/2021	 06/18/2021

13		 06/13/2021	 06/26/2021	 07/02/2021

14		 06/27/2021	 07/10/2021	 07/16/2021

15		 07/11/2021	 07/24/2021	 07/30/2021

16		 07/25/2021	 08/07/2021	 08/13/2021

17		 08/08/2021	 08/21/2021	 08/27/2021

18		 08/22/2021	 09/04/2021	 09/10/2021

19		 09/05/2021	 09/18/2021	 09/24/2021

20		 09/19/2021	 10/02/2021	 10/08/2021

21		 10/03/2021	 10/16/2021	 10/22/2021

22		 10/17/2021	 10/30/2021	 11/05/2021

23		 10/31/2021	 11/13/2021	 11/19/2021

24		 11/14/2021	 11/27/2021	 12/03/2021

25		 11/28/2021	 12/11/2021	 12/17/2021

26		 12/12/2021	 12/25/2021	 12/30/2021
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QuickCharge

Use your Employee ID Badge to make on-site purchases!

QuickCharge, is a voluntary payroll debit system that allows employees to use their ID badges to make cash-free 
purchases at on-site facilities, such as the coffee shop, pharmacy and cafeterias.

You must be signed up for QuickCharge in order to authorize non-benefit payroll deductions such as uniforms,  
pharmacy co-pays, gift shop purchases, cafeteria purchases, KRT bus passes, Employee Activities Committee 
Charges, etc.

Sign Up Process

• �Wait until you receive your third paycheck: Date ___/____/____

• �Go to CAMnet/My CAMC/Human Resources and click on the QuickCharge link.

• �Complete the Wage Assignment Form

• �You will not be eligible for payroll deductions until you have completed the wage assignment form and have been 
activated by the payroll department.

Don’t Forget: Sign Up After 3rd Paycheck Is Received

Notes
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CAMC COVID-19 new hire orientation

COVID 19 General Information

• �SARS-CoV -2 or more commonly known as COVID-19 is a novel (new) coronavirus that can be 
spread person-to-person and can cause mild to severe illness.

• �CAMC remains vigilant in using the most up to date guidance published by the CDC and other like 
entities in a continued, ongoing effort to protect patients, visitors and staff at all times.

• �All required PPE to perform your job safely and efficiently for the health of you and those around you 
will be provided to you in your designated unit.

• �Please check your email and the COVID-10 page on CAMnet on a regular basis to remain up to 
date with policies, procedures, and guidance.

Rules on Wearing Masks

• �All staff, providers, patients and their escorts must wear some form of mask for social distancing at 
all times while onsite at any CAMC facility.

• �The type of mask is dependent upon where in the hospital you work, the procedures you will be 
performing, etc. All hospital workforce must wear a procedure/surgical facemask/KN95 or a N95 
while onsite at CAMC.

• �The facemask should cover your mouth and nose at ALL times, and be tied.

• �If the mask at any time needs to be readjusted or changed, please perform thorough hand hygiene 
prior to and immediately following this action.

TIP: Cloth masks are NEVER used for patient care or in areas where patient care takes place.

Everyone’s Responsibilities

Whether at CAMC, or your personal life you must make good decision about your personal safety. 
Your behaviors can affect not only you, but also affect your patients, co-workers, family, and others.

• �Wear your mask

• �Practice Social distancing

• �Perform hand hygiene

• �Stay home if you are sick

• �Avoid group gatherings

• �Stay informed.

Employee Health Contact Information

• �Memorial: 304-388-5520

• �General: 304-388-7591

• �Teays: 304-757-1720/304-388-4280

• �Women and Children’s: 304-388-2155

After 4pm on Monday – Friday or on weekends/holidays, call the operator and ask to speak 
with the employee health nurse on call.
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Surgical Area 
UseUse in 
Surgical Areas

Uses:

Image: CDC

Cloth / 
Homemade

3M
1860

3M
8210

3M
Aura(9205)

Venus
4400(8126)

KN95 Surgical 
Mask

Procedural 
Mask

COVID-19 
Patient Care YES YES YES YES NEVERNONONO

YES NEVERNEVERYESNO

Visitors
Requirements 
for Continuous 
Use

During 
Potential AGP YES YES YES NEVERNONONOYES

Emergency Departments
Respiratory Care

Duration of 
Use

 3 days continuous use; 7 days intermittent use Daily Laundered 
Daily

**Subject to change based on supplies; exchange immediately if wet, soiled, damaged, or contaminated with bodily fluids

Rev 4.3  - 10/09/2020
*This Plan is subject to change as more information is available about COVID and as the availability of supplies fluctuate.  
The supply of PPE available is evaluated on an ongoing basis to balance the safety of staff and patients with the existing 
supplies.  As always, our goal is to achieve the highest level of safety for our staff and patients.  

*Use during all potential AGPs regardless of patient testing status

7 days

*Acceptable for brief (<15 min) interaction

*Requires coverage with surgical mask

(Aerosol Generating Procedure)

YES YESYES

Surgical, Procedural, KN95 Mask Cloth Mask

Image: CDC

Cloth / Homemade 

Image ©CDC

N95 Respirator 

3M
1860

3M
8210

3M
Aura (9205)

Venus
4400(8126)

KN95 Surgical 
Mask

Procedural 
Mask

During COVID-19 patient care
●Positive cases on isolation
●Suspected active infection (rule out)

During any AGP
● Regardless of testing status*
● Refer to Aerosol Generating Procedure list 

At all times for select departments 
● Respiratory Therapy
● Emergency Departments

All Staff (All Departments)
● Required at all times
● Includes clinical and 

non-clinical staff/students in all 
areas

All Visitors 
and Escorts

Patients with Extended 
Visit Duration
● Examples: ED visit, hospital 

admission, scheduled 
procedure

Patients with
Limited 
Visit Duration

● Examples: 
outpatient visits, 
imaging tests, 
lab tests

�

�

�

�

�

�

�

Types of masks and usage
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Notice of privacy practices

THIS NOTICE DESCRIBES 
HOW MEDICAL 
INFORMATION ABOUT 
YOU MAY BE USED AND 
DISCLOSED AND HOW YOU 
CAN GET ACCESS TO THIS 
INFORMATION. PLEASE 
REVIEW IT CAREFULLY.

When this notice refers to “we” 
or “us,” it means Charleston Area 
Medical Center, Inc. (“CAMC”), 
including CAMC General Hospital, 
CAMC Memorial Hospital, Teays 
Valley Hospital and CAMC Women 
and Children’s Hospital, all off-site 
departments, and hospital clinics. It 
also means the employees of CAMC, 
the physicians who practice medicine 
in the CAMC hospitals, and all of the 
other health care providers who join 
with CAMC in providing you with this 
notice.

Each time you are a patient of 
CAMC, a record of your visit is 
made. Although this record belongs 
to CAMC, you have certain rights 
in regard to the information that is 
collected about you. In addition, we 
have certain legal responsibilities to 
you in how we use and disclose your 
health information. We understand 
that health information is personal 
and that protecting your information 
is important. This notice will explain 
your rights and our responsibilities 
in regard to protected health 
information that is made, collected 
and maintained in CAMC’s hospitals, 
clinics and off-site departments. 
It will also tell you how we may 
use and disclose your protected 
health information. If you have any 
questions about this notice or our 

privacy practices, please call our 
privacy office at (304) 388-1187.

YOUR HEALTH 
INFORMATION RIGHTS 
You have the right to:

Learn how your health information 
may be used or disclosed without 
your express authorization. This 
notice will describe those situations 
and provide you with examples.

Obtain a paper copy of this Notice 
of Privacy Practices upon request. 
Even if you receive this notice 
electronically, you may ask for a 
written copy.

Ask to inspect and copy our 
record of your health information. 
You may make a written request to 
inspect or copy your medical chart. 
We may deny your request in certain 
circumstances; for example, if access 
to the information would be harmful to 
you or someone else, or the law does 
not allow you to have access to the 
information. If that happens, you can 
ask us to have the denial reviewed. 
Unless the denial is based upon a 
law that does not allow you access 
to the record, we will arrange to have 
the denial reviewed by a health care 
professional who did not participate 
in the original decision. If you are 
given a copy of your records, we will 
charge you our regular fee for making 
the copy and sending it to you. If your 
record is maintained in an electronic 
health record, we can provide it to you 
in hard copy (print format) or you may 
ask that it be supplied electronically. 
If you choose to receive your records 
through electronic media, the form of 
that media will be in our discretion. 
For more information about inspecting 
or copying your health care

record, call our privacy office at (304) 
388-1187.

Request a restriction on certain 
uses and disclosures of your 
information. We can use and 
disclose your health information 
without your authorization for 
treatment and payment purposes and 
for health care operations. However, 
you may make a written request that 
we limit our use or disclosure when 
carrying out these activities.

We are not required to comply with 
your request, but if we do agree, we 
will restrict our use and disclosure 
unless the information is needed to 
provide you with emergency care. For 
more information on how to request a 
restriction, call our privacy office at 
(304) 388-1187.

Request that your protected health 
information not be provided to 
your insurance company (such 
as in connection with insurance 
reimbursement) where the service 
is paid in full at the time that the 
health care service is provided. 
To do so, you must notify your health 
care professional or CAMC in writing, 
and provide payment at the time that 
your health care service is provided.

Request an amendment to your 
health care record. You may make 
a written request asking that we 
make changes to your health care 
record. We are not required to make 
your requested amendments. For 
example, your request may be denied 
if we did not create the record, if it is 
not part of our records, if it is a record 
that you do not have a right to access, 
or if we believe the record is accurate 
and complete. However, if we deny 
your request, we will give you the 
reason for the denial in writing. If you 
disagree with the denial, you may 
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submit a written statement of your 
disagreement, which we will file and 
distribute with future disclosures of 
the record you wanted to amend. 
For more information about how to 
request amendments and the process 
we will follow, call our privacy office 
at (304) 388-1187.

Obtain an accounting of 
disclosures of your health 
information that you have not 
expressly authorized. The law 
requires us to keep track of certain 
disclosures we make of your health 
information, although we are not 
required to keep track of all of the 
disclosures. For example, we do not 
have to keep track of disclosures 
we make to you, or disclosures 
for treatment, payment or health 
care operations. We also do not 
keep track of disclosures made 
for national security for the facility 
directory or to family members or 
other people involved in your care, 
to law enforcement officials or 
correctional institutions that have 
you in custody, to health oversight 
agencies, incidental disclosures, 
disclosures in a limited data set, or 
in response to an authorization you 
have signed. You may make a written 
request for a list of the disclosures we 
have tracked. The list will include the 
date of each tracked disclosure, the 
name of the party who received your 
information, a brief description of what 
was disclosed, and the purpose of the 
disclosure. Your request can ask for 
disclosures made as far back as six 
years before the request, but cannot 
ask for disclosures made before 
April 14, 2003. We will notify you of 
the cost involved, if any charges are 
going to be made to you, so that you 
can choose to withdraw your request 
before costs are incurred. For more 
information on what disclosures we 
track and how to request a list, call 
our privacy office at (304) 388-1187.

Request confidential communications 
of your health information by receiving 
it in a certain manner or at a certain 
location. You may make a written 
request that we communicate with 

you about your medical information 
in a certain way or at a certain 
location. We will try to accommodate 
all reasonable requests. If you would 
like more information about how to 
request confidential communications, 
call our privacy office at (304) 388-
1187.

Revoke an authorization to use or 
disclose health information except 
to the extent that action has already 
been taken. You may sign a written 
authorization requestin that we 
disclose your health information to 
someone else. If you later decide that 
you want to cancel your authorization, 
you should tell us in writing that you 
want to revoke the authorization. 
Except for disclosures that have 
already been made or mailed, we 
will comply with your request. For 
more information about signing an 
authorization or revoking one, call 
our privacy office at (304) 388-1187.

To receive notification if there is a 
breach of your unsecured protected 
health information. You will be notified 
in writing when we become aware 
that there has been a breach of your 
medical record or protected health 
information.

OUR RESPONSIBILITIES  
TO YOU
We are required to:

• �Maintain the privacy of your 
health information.

• �Provide you with notice of 
our legal duties and privacy 
practices.

• �Abide by the terms of our Notice 
of Privacy Practices. We reserve 
the right to change our privacy 
practices and to make any new 
practices apply to all of the 
health information we maintain. 
However, if we do make changes, 
we will provide you with a new 
Notice of Privacy Practices on 
your next visit to CAMC or upon 
your request.

HOW WE MAY USE 
AND DISCLOSE YOUR 
HEALTH INFORMATION 
WITHOUT YOUR WRITTEN 
AUTHORIZATION
Federal and state laws allow us to use 
and disclose your medical information 
without your written authorization in 
the following ways. We have provided 
you with some examples for each 
category of use or disclosure, but 
cannot list every permitted use or 
disclosure. Therefore, if you have 
any questions about specific uses or 
disclosures, please call our privacy 
office at (304) 388-1187.

1. �For treatment, payment, or 
health care operations

We will use your health information 
for treatment purposes.

For example: Information obtained by 
a nurse, physician, or other member 
of your health care team will be 
written in your medical record, and 
the record will be shared by all the 
people who are caring for you. By 
sharing information, they can plan 
your treatment, follow your progress, 
and arrange for your care after you 
leave CAMC.

We also may give your family 
physician, referring physician or 
other health care providers copies of 
records they need to treat you once 
you are discharged from CAMC.

We will use your health information 
for payment.

For example: A bill, or portions of your 
hospital chart, may be sent to your 
health insurance company to help it 
process payment for your visit. These 
records usually include information 
about your diagnosis, procedures you 
had and supplies that were used to 
treat you.

We will use your health information 
for regular health care operations.

For example: Members of the medical 
staff, risk and safety managers, 
hospital lawyers and members of 
quality improvement teams may use 
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information in your medical record 
to assess the quality of care given 
to you and to do claims reviews. We 
may use your health information, 
along with the information of other 
patients, to create data that does 
not identify any of you in order to 
compare outcomes of care. This 
information may be used to improve 
the quality and effectiveness of care, 
to respond to concerns you have 
raised, and to address safety issues. 

We also may give your health 
information to business associates 
who provide a service to the hospital. 
Examples include pharmacy 
and equipment vendors, outside 
laboratories, CAMC-affiliated 
research teams, copy services, 
collection agencies and financial 
consultants. In these cases, we will 
only give our business associates 
the pieces of your health information 
that they need to do the job we have 
asked them to do. We will also require 
our business associates to have 
appropriate safeguards to protect the 
privacy of your information.

2.	For public health activities

We may disclose your health 
information to public health 
agencies.

For example: Records of the birth or 
death of patients will be reported to 
the state agency that keeps a vital 
statistics registry. 

We will also provide information to 
other public health agencies that 
are authorized by law to collect 
medical information for public health 
investigations or to control disease or 
prevent injury.

We will disclose your health 
information to appropriate 
authorities in cases of suspected 
abuse or neglect.

For example: If health care providers 
at CAMC suspect that you have been 
the victim of child or elder abuse or 
neglect, we will provide your health 
information to the proper state agency 
or agencies authorized to conduct an 
investigation.

We will disclose your health 
information to the Food and 
Drug Administration (FDA) when 
necessary.

For example: If you get hurt by or 
have an unexpected reaction to an 
FDA-regulated product, we will report 
the event to the FDA, so that it can 
investigate, monitor or track the safety 
of the product.

We will report cases of 
communicable disease to the 
proper government agencies.

For example: We will follow the West 
Virginia law that requires us to notify 
the Health Department when a 
patient

is diagnosed with a serious disease 
that can be spread to others, such as 
HIV or tuberculosis.

We may disclose health 
information to an employer when 
required by law.

For example: If an employer sends 
its employee to CAMC to evaluate 
whether the employee has a work-
related injury that the employer must 
report, we may provide the results of 
the evaluation to the employer.

3.	� For health oversight activities, 
judicial and administrative 
procedures, and law 
enforcement

We will disclose your health 
information to health oversight 
agencies as required by law.

For example: We may disclose your 
health information to a government 
benefit program so that it can 
determine your eligibility. We also 
may disclose your health information 
to a government agency that is 
auditing the hospital or inspecting it to 
determine if the hospital is complying 
with program standards.

We may disclose your health 
information in response to a court 
order, subpoena, or in the course 
of a judicial or administrative 
proceeding.

For example: If we receive a valid 
order from a court requiring us to 
disclose your health information, we 
will comply with the order, but will only 
disclose the information specifically 
required by the order. 

If we receive a subpoena or other 
legal process, we will not disclose 
your health information until we 
receive satisfactory assurance that 
you have been sent notice of the 
request, and have not filed objections, 
or that other steps have been taken 
to protect the health information from 
being used improperly.

We may disclose your health 
information to law enforcement 
officials under certain 
circumstances.

For example: If you are the victim of 
a gunshot or other type of injury that 
must be reported to law enforcement, 
we will disclose your health 
information as required by law. In the 
case of a medical emergency, we 
may disclose your health information 
to law enforcement officials if 
disclosure appears necessary to alert 
law enforcement to the commission 
or location of a crime, or the identity 
of the perpetrator. If you are the 
suspected victim of a crime that does 
not have to be reported, we may 
disclose your health information to a 
law enforcement official who requests 
the information, but (1) only if you 
agree, or (2) if you are unavailable or 
incapacitated at the time, only if the 
law enforcement official tells us that 
the information is needed quickly 
for law enforcement activity and is 
not intended to be used against you. 
We will disclose your information 
under these circumstances only if we 
believe at the time that disclosure is in 
your best interests.

We also may disclose your health 
information to a law enforcement 
official for the purpose of identifying 
or locating a suspect, fugitive, 
material witness, or missing person, 
although we will only disclose limited 
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information and will not disclose 
information related to your DNA or 
blood- typing.

If we receive a grand jury subpoena, 
court order, or a warrant for your 
health information, we may disclose 
it if the information requested is 
limited in scope and is material 
to a legitimate law enforcement 
investigation.

We may disclose your health 
information if we believe it is relevant 
to or constitutes evidence of criminal 
activity on CAMC’s premises.

4.	� In cases of death, organ or 
tissue donation, and research

We will disclose health information 
to coroners, medical examiners, 
and funeral directors as required 
by law.

For example: If the medical examiner 
requests health information to help 
determine the cause of a patient’s 
death, we will provide the requested 
information. Likewise, if a patient has 
died with a blood- borne disease, 
such as HIV, we will inform the funeral 
director who is handling the body, 
so that precautions may be taken to 
avoid the spread of the disease.

We will disclose health information 
necessary to carry out organ or 
tissue donation.

For example: We will follow federal 
and state laws that require us to 
contact an organ procurement 
agency whenever a patient is dying 
or has died and to share relevant 
information with the agency so 
that it can determine if the patient 
is a candidate for organ or tissue 
donation.

We may disclose health 
information for certain types of 
research.

For example: We may disclose health 
information to a researcher, whose 
project has met the safeguards and 
requirements of a research approval 
board after it has considered the 
patient’s need for privacy, as long as 
the information will be protected and 

will not be used for any other purpose. 
In certain limited circumstances, as 
strictly defined by applicable laws, 
CAMC is permitted to use patient 
data for research or other similar 
types of evaluation purposes, without 
obtaining a patient authorization. 
For example, certain types of public 
health reviews, as well as research 
involving a so-called “limited data 
set” of personal identifiers that do 
not reveal the identity of the patient, 
is permitted without a patient 
authorization.

5.	� To avert a threat to health  
or safety

We may use or disclose your 
health information if we believe, 
in good faith, that the use or 
disclosure will prevent or lessen 
a serious and imminent threat of 
harm to the health and safety of a 
person or the public.

For example: If you have suffered a 
head injury that makes you unable 
to safely drive a motor vehicle, we 
may disclose your relevant health 
information to the Department of 
Motor Vehicles.

6.	� For specialized  
government functions

We may disclose your health 
information, when appropriate, 
to assure the proper execution 
of a military mission, for national 
security and intelligence, and for 
the protection of the president of 
the United States or heads of state.

For example: If the president of 
the United States visits Charleston 
and requires medical care, we may 
disclose your health information if

it is deemed to be necessary to 
protect the safety of the president 
during his visit.

We may disclose your health 
information to a correctional 
institution if you are an inmate of 
that institution.

For example: We will provide your 
health information to the correctional 

institution in which you are an inmate 
if the institution represents that the 
information is necessary for your 
health, safety or treatment, or for the 
health

and safety of other inmates and 
correctional officers.

7.	 For fundraising  
activities, marketing and 
informational purposes

We may use or disclose 
information about you for 
fundraising.

For example: We may disclose 
limited information about you to 
our fundraising affiliate, the CAMC 
Foundation, so that the foundation 
may contact you in regard to various 
fundraising activities to support the 
hospital. If you do not want to be 
contacted, please call our foundation 
office at (304) 388-9860 or email 
them at camcfoundation@camc.org 
and ask to be removed from any 
fundraising list. You may also  
write to our privacy office at  
130-138 57th St., Building 3, Unit 2, 
Charleston, WV 25304 and ask to be 
removed from any fundraising list.

We may use or disclose 
information about you for limited 
marketing purposes.

For example: We may disclose 
limited information about you to our 
marketing department to provide you 
with a nominal promotional gift, such 
as a newsletter describing special 
services we offer.

We may use or disclose 
information about you for 
additional health information and 
scheduling.

For example: We may disclose limited 
information about you to arrange 
for the scheduling of treatment, to 
remind you of an appointment, to 
recommend possible treatments to 
you, or to provide information about 
health services that might be of 
interest to you.
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8.	As required by law

We will use or disclose your health 
information to the extent that the 
law requires it.

For example: If you were in an 
accident that was caused by 
someone else’s negligence and your 
medical bills were paid by Medicaid, 
the law may require us to provide your 
health information to Medicaid so that 
it can collect reimbursement from the 
person who caused the accident. We 
also may have to disclose information 
to Workers’ Compensation if you have 
made a claim for benefits.

Uses and disclosures of health 
information to which you may object

The law allows us to use your health 
care information in some instances, 
unless you object in advance. These 
instances include the following:

• �While you are in the hospital, 
religious affiliation information about 
you may be collected and stored 
electronically and shared with clergy 
members.

• �While you are in the hospital, 
information such as your name, 
room number, and general condition 
may be put in a hospital directory 
and released to people who ask for 
you by name.

• �Information about your condition 
may be given to family members, 
relatives or close personal friends 
who are involved in your care, or 
to notify them of your location and 
general condition, when you are in 
an emergency condition, or when 
you are incapacitated.

• �Information may be given to disaster 
relief organizations.

You have the right to avoid 
disclosures to Health Plans for 
Payment or Healthcare Operations.

Uses and disclosures of health 
information that require your 
authorization

Uses and disclosures for marketing 
purposes and disclosures that 
constitute a sale of protected health

information will require your 
authorization. All other uses and 
disclosures of your health information, 
except those listed previously in this 
notice, will be made only with your 
valid written authorization. You may 
revoke an authorization at any time 
by writing down your revocation 
and sending it to our privacy office 
at 130- 138 57th St., Building 3, 
Unit 2, Charleston, WV 25304. The 
revocation will be valid upon our 
receipt of it, except to the extent that 
we have already relied upon it and 
taken action on it.

The law specially protects certain 
types of health information. This 
information will only be used and/
or disclosed with a valid written 
authorization if all requirements of 
the law are met. This information 
includes:

• �Psychotherapy notes

• �Records related to the Human 
Immunodeficiency Virus (HIV)

• �Records of drug and/or alcohol 
abuse testing, diagnosis or 
treatment

Uses and disclosures of health 
information when you are 
incapacitated, incompetent or 
deceased

If you become incapacitated or 
incompetent, your health information 
will be treated the same way it was 
treated when you were capable and 
competent. If an authorization or 
objection is required, your personal 
representative or surrogate health 
care decision maker will be treated 
in the same manner as you would be 
treated.

Your health information will remain 
protected even after your death. If 
an authorization is required for the 
release of your health information 
after your death, the executor or 
administrator of your estate must sign 
the authorization.

Uses and disclosures of health 
information involving minors

The health information of minors 
will be treated like any other health 
information except for the following 
special rules:

• �As provided in West Virginia law, 
both parents of a child will have 
equal access to the child’s records 
except as limited by court order or 
other West Virginia law. The parent 
objecting to a release of records 
to the other parent has the duty 
to provide us with a court order 
prohibiting the release.

• �As provided in West Virginia law, 
records of the diagnosis, treatment 
or counseling of a minor for drug or 
alcohol abuse or addiction will not 
be released to parents or guardians 
without the consent of the minor.

• �As provided in West Virginia law, 
records of the diagnosis, testing or 
treatment of a minor for a sexually 
transmitted disease will not be 
released to parents or guardians 
without the consent of the minor.

 • �As provided in West Virginia law, 
records involving the use of birth 
control by a minor, or of prenatal 
care rendered to a minor, will not 
be released to parents or guardians 
without the consent of the minor.

For more information, to make a 
written request, to report a problem or 
to file a complaint

This notice is required by the 
Health Insurance Portability and 
Accountability Act of 1996 (HIPAA). 
Standards have been developed 
to implement the requirements of 
HIPAA and provide more detail 
about the rights and responsibilities 
described in this notice. If you 
would like additional information 
regarding HIPAA, you may access it 
electronically at the following website: 
www.cms.hhs.gov/.

If you have questions and would 
like additional information about our 
privacy practices, or if you want to 
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make a written request under this 
notice, you may call our privacy 
office at (304) 388-1187.

If you believe your privacy rights 
have been violated, you can file a 
complaint with us during regular 
business hours, either by calling 
the Compliance Hotline at 1-877-
777-0787, or our privacy office at 
(304) 388-1187. The contact person 
will tell you what additional steps to 
take. You can also file a complaint 
by contacting the Secretary, United 
States Department of Health and 
Human Services.

THERE WILL BE NO RETALIATION 
FOR FILING A COMPLAINT.

Effective date and practice changes

This Notice of Privacy Practices 
is effective April 14, 2003. We 
reserve the right to change our 
privacy practices and to make the 
new provisions effective for all 
protected health information we 
maintain at CAMC’s hospitals, off-
site departments and hospital clinics. 
Should our privacy practices change, 
you will receive a revised notice on 
your next visit to a CAMC facility or 
upon your request.

Notes
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What every employee should know  
about the CAMC Corporate Compliance Hotline

1-877-777-0787
WHO CAN CALL?
Employees of any CAMC Health System company can call the toll-free Hotline Monday 
through Friday from 8 a.m. to 4 p.m. to report suspected fraud, waste or abuse.

CAN I GET IN TROUBLE FOR CALLING?
No.  All calls are completely confidential and can be made anonymously.  Calls are not 
recorded and cannot be traced back to you.

WHEN SHOULD I CALL?
The Compliance Hotline is available to report and help correct internal abuses.   
You should call it when you suspect fraud, waste and ethical abuse such as:

• Suspected embezzlements
• Time and expense abuses

 of interest
• Kickbacks
• Improper billing/coding
• Violations of patient privacy policies

You can also call when you are not comfortable  
raising your concern through normal channels.

WHEN SHOULD I NOT CALL?
Although you can call at any time with a concern, we strongly encourage you  
to talk first with your supervisor, manager, or vice president, if possible.

If you are unable to resolve the issue, then call the Hotline.  

HR issues (staffing, scheduling, supervision) should first be referred to human resources  
for action before the Hotline is called.

The Hotline is not intended for patient requests.  Patient requests for service should be 
routed through nursing and administration – referring those requests to the Hotline will 
delay the response.

WHERE CAN I GET MORE INFORMATION ABOUT THE HOTLINE?
You can find information about CAMC’s Corporate Compliance Hotline in your  
Employee Code of Conduct manual, which is also available on CAMnet (on the home  
page, click “Corporate Compliance” in the right menu).  If you have questions, you may  
also call your compliance officer, Bob Danielson, at (304) 388-6155 or the corporate 
compliance office at (304) 388-6160.
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CAMC Corporate Compliance
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CAMC Employee Emergency Fund

=

Calculate the power

If every CAMC employee gave 
$2 per paycheck, it would raise 
more than $350,000 a year!
You don’t know when the 
unexpected might happen, and 
this fund is here to help!

Together, through the CAMC Employee Emergency 
Fund, we have the power to make a difference for 
fellow employees when the unexpected happens.

Since the program’s inception in 2001, the CAMC
Foundation has awarded 2,268 grants totaling
$1,717,538.84 to employees who experienced �nancial 
hardship during personal emergencies such as:

• Replacement of personal items due to 
theft, �ood, �re or other disaster

• Dangerous living conditions
• Family bereavement
• Medical expenses

per
paycheckSpare change

1 coffee per week

1 music album download

1 lunch out per week

Impulse afternoon snacks

$2
per
paycheck

$5
per
paycheck

$8
per
paycheck

$10
per
paycheck

$15

Please complete the reverse side to make a gift of support.

=

=

=

=

Just  
Think...

A few cents is all it takes 
to help each other.

BE A LIFESAVER!

“One of my co-workers lost 
everything in a house fire. The 
CAMC Foundation helped her after 
the tragedy. Many people benefit 
from this fund and that’s why I 
contribute to it. People never know 
what can happen in their lives and 
when they may need help.”
- CAMC employee

The Employee Emergency Fund is a grant 
coordinated and paid through the CAMC 
Foundation. To direct your gift to the fund 
through payroll deduction, please 
complete the following:

I would like to donate the amount checked below. 
This amount will continue until you ask the 
foundation to stop the gift:

I do not wish to give a gift each pay period, 
but I would like to make a one-time gift of:

Please send your gift/pledge to: CAMC Foundation, 
3414 Staunton Ave., Charleston, WV 25304

or visit www.camcfoundation.org/camc-employees

PTO hours (which will be converted to 
your pay rate as a monetary donation)
through payroll deduction

Enclosed is my check

$

Increase my existing gift to $__________ / pay

I would like my gift to remain anonymous

$2       $5       $8       $10       $15       Other

The CAMC Employee 
Emergency Fund 
helps employees in 
their time of need.

Name 

Employee ID

Signature

Date

City State Zip

Home address

Home email address

Hospital and dept

RECURRING

ONE TIME OR PTO DONATION

INCREASE

MAKE
YOUR
PLEDGE

TODAY!
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CAMC Federal Credit Union

Welcome!
It is a pleasure to welcome you to the Charleston 
Area Medical Center family. As a CAMC employee, 
you and your immediate family members are eligible 
for membership in the CAMC Federal Credit Union, 
which allows you access to a full range of financial 
services. Once you become a member, you may 
remain a member for life and enjoy the many 
money-saving benefits of membership for life (initial 
membership is a benefit available only to CAMC 
employees and their family members).

Your Credit Union offers the same services that you 
find at any bank, but our services are specifically 
designed to benefit CAMC employees. Because 
our membership is closed to the public, employee 
support is vital to our success. We rely heavily on 
earning each employee’s trust to become their 
financial partner. Our mission involves people 
working together to provide convenient and 
competitive financial services that build value and 
contribute to the quality of life of our members. 

CAMC Federal Credit Union was established in 1977 
as a not-for-profit, member owned financial institution 
serving employees of CAMC, related groups and their 
family members and is a leader among its peers. We 
take great pride not only in what services we provide, 
but also in how we conduct business. Our staff 
recognizes that our members are our first priority and 
the most important part of our success.

Your Credit Union is conveniently located on MacCorkle 
Avenue, east of CAMC’s Memorial Hospital and next 
door to the CAMC Imaging Center. 

Thank you for the opportunity to share information 
about Credit Union services with you. We welcome 
the opportunity to EARN your business. If our staff 
can be of assistance to you, please call us at  
(304) 388-5700 or stop by our office to establish 
your accounts or set-up direct deposit of your payroll. 

Together, We Make a Difference!

Ashley Morris 
CEO, CAMC Federal Credit Union

Credit Union checking: easy and convenient
Enjoy the difference…not just the status quo checking that other 
financial institutions offer. We want to exceed your expectations 
with a checking account that is economical, convenient and meets 
your needs. It’s simple and easy to change your existing checking 
account to a Credit Union checking account. Simply stop by the 
Credit Union to complete an account card or request a packet by 
mail. It takes just five easy steps:

1.	Open your account and get a supply of temporary checks.

2.	�Set up your CAMC payroll direct deposit to your Credit Union 
checking account.

3.	�Complete an application for our VISA debit card and order 
checks.

4.�	Receive information to redirect any ACH deposits, deductions 
or automatic payments to your new Credit Union checking 
account.

5.	�Close your existing account when your checks have cleared.

Join the more than 5,000 members who already use our 
checking services and enjoy the benefits of free checking with 
many extra value-added features.

• �Earn interest on account daily balance above minimums	   	 ✓

• �NO below minimum balance fee				    ✓

• �Unlimited check writing privileges				    ✓

• �FREE unlimited 24-hour access 	to your accounts via CU-Online 	 ✓

• �FREE unlimited 24-hour access to your accounts via Key-24		  ✓

• �VISA Debit Card available with NO 	per-transaction charge or monthly  
	fee with direct deposit				    ✓

• �ATMs conveniently located at each CAMC Hospital  
and at the Credit Union				    ✓

• �Surcharge free ATMs available locally and Nationwide			   ✓

• �FREE personal service from a Credit Union representative		  ✓

• �FREE direct deposit/payroll deduction of loan payments		  ✓

• �NO per-check charges				    ✓

• �NO monthly maintenance fees for active accounts			   ✓

• �FREE notary service				    ✓

• �Low-cost single or duplicate carbon-copy checks			   ✓

• �Overdraft protection service				    ✓

• �FREE monthly statement				    ✓

• �Relationship discounts available on loans/other services		  ✓

Feature

CAMC Federal 
Credit Union 
Checking
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What does convenience mean to 
you?
We recognize that your time is valuable. That’s 
why we offer several delivery channels to meet 
your busy schedule. Whether you choose walk-
in, drive-up, phone, mail or log-on service, you 
can conduct your Credit Union business in the 
following ways:

Whatever you choose, we make it 
easy and available to you.
24-hour access
• �Direct deposit

• �Payroll deduction of loan payments

• �CU-Online — Internet banking/CAMnet access

• �Key-24 — Automated telephone service

• �ATMs — Surcharge free ATMs are located 
within each CAMC hospital, outside the 
Credit Union office, and at more than 50 other 
locations in the Charleston area. Visit our 
website and click on the surcharge free ATM 
locator icon for a full list of more than 4,500 
ATM surcharge free locations available to you 
nationwide.

• �NO transaction fee by us for using ATMs not 
owned by us

• �VISA® Debit Card with no transaction fee by us 
for PIN-based transactions

• �Night depository outside the Credit Union

• �Internet bill payment service available

Personal service
• �Lobby and drive-thru service covering all three 

shifts

• �Telephone access to a Credit Union 
representative

• �E-mail access

• �Correspondence via US Post Office or  
interoffice mail

• �Fellow employees there when you need them

Making loans is our lifeline
Your Credit Union relies on loans made to you 
as its primary source of generating income to 
support all the specific products and services 
available. By utilizing our loan products 
and services, the Credit Union remains 
competitive with interest rates, fees and 
services. The next time you need a loan, don’t 
look elsewhere…go to your Credit Union and 
support the CAMC family. The process is 
quick, convenient and easy!

The following loans are currently available to meet your needs:

• �New and pre-owned vehicles and auto secured loans

• �Home equity loans or line of credit

• �Mortgage loans

• �Personal loans or line of credit

• �VISA® credit cards

• �Recreational (i.e. motorcycle, boat, RV, jet ski, ATV, 		
T-Trailers, etc.)

• �Christmas loans

• �Vacation loans

We are here for you, so return the favor and support your Credit 
Union! Let us EARN your business. The next loan we want to make 
is yours.

Notes
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CAMC offers Peer Support  
to employees during especially difficult 
events as part of the CAMC Well-Being 
initiatives.

The goals of peer support are to:
•  �Provide individual or group support to the workforce 

experiencing secondary trauma

•  �Provide support to colleagues in crisis situations

•  �Mitigate secondary trauma

•  �Provide service with compassion

•  �Normalize responses

•  �Promote continuation of productive careers

To initiate a confidential peer support process, 
call (304) 388-SAFE and choose Option #2.

Peer Support
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Public WiFi information

If you have limited connectivity or unreliable Wi-Fi, below are a list of sites Wi-Fi is 
available. For an inclusive list of public Wi-Fi services, please visit the WV Broadband 
Enhancement Council’s website at www.broadband.wv.gov/west-virginia-wifi-locations

KANAWHA COUNTY 
Riverside Public Library 
1 Warrior Way 
Belle, WV

South Charleston Public Library (Accessible 
from parking lot) 
312 4th Avenue 
South Charleston, WV

CABELL COUNTY 
Cabell County Public Library 
455 9th Street 
Huntington, WV

CLAY COUNTY 
Clay County Public Library (Should be able 
to access Wi-Fi via parking lot) 
614 Main Street 
Clay, WV

JACKSON COUNTY 
Ravenswood Public Library 
323 Virginia Street 
Ravenswood, WV

Jackson County Public Library 
208 N Church Street 
Ripley, WV

LINCOLN COUNTY 
Hamlin-Lincoln County Public Library 
7999 Lynn Ave 
Hamlin, WV

Alum Creek Public Library 
255 Midway School Road 
Alum Creek, WV

LOGAN COUNTY 
PRIDE Community Services (Accessible 
from parking lot) 
699 Stratton Street 
Logan, WV

Buffalo Creek Memorial Library 
511 McDonald Ave 
Man, WV

PUTNAM COUNTY 
Buffalo Public Library 
500 Roosevelt Blvd. 
Eleanor, WV

Poca Public Library 
2858 Charleston Rd. 
Poca, WV
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