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	Employee Medical Insurance Policy
Owner/ Department: Human Resources



	Brief
	SMSA Express takes care of employees’ health and wants them to be healthy in order to meet and exceed the expectations of our valued customers. 

	Purpose
	To provide guidelines and clarity on the employees medical insurance. 

	Persons Affected
	Covers all SMSA Employees

	Guidelines
	Company is responsible to provide all eligible employees with medical insurance facility as per the signed agreement with the medical insurance provider 

Medical card must be utilized for the purpose of medical treatment of the enrolled member only and any abuse of this facility is subject to disciplinary action. 

In all cases the Company will consider the most competitive medical insurance provider without compromising the basic medical requirements.

All employees’ Medical and cash claims should be processed through the Human resources department.

All employees are eligible to upgrade their medical insurance class (to the next upper Class) within the specific time frame provided by the Human Resources Department, taking into consideration that the upgrade should cover all the enrolled family members if included. 

The difference of the charges will be deducted from respective employee monthly salary.

Any employee leaving the company must surrender the medical insurance cards of all enrolled members. Otherwise he is liable to pay the charges applicable by the company

Single Status contract (Grade 1 to 4):

All full time employees in grade 1 to 4 are eligible for their medical insurance coverage by the company.

If any employee wishes to enroll his family must sign an undertaking to deduct monthly insurance premium of enrolled members from his salary.

Family Status contract (Grade 5 and above):

All full time employees in grade 5 and above are eligible as follows:

Medical Insurance for employee.

Medical insurance for one Spouse.

Medical Insurance for two children’s up to 18 years of age.

Spouse’s & children who are not under employee’s sponsorship are not entitled for medical insurance coverage

Spouse’s & children who are in visit visa are not entitled for medical insurance coverage

Overseas Hired Employee’s:

Company will enroll all overseas hired employees on the first day of arrival and their families will be enrolled based on contract.

Related Links:
 
Medical Insurance Upgrade  form 

Enrollment of Dependants  form

General

Any exception to the policy must be approved by the Managing Director or CEO.
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