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At Houston Methodist, our leadership position  
is a differentiator and a source of pride.
Our philosophy of “leading medicine” is a call to action, not only in how we care for our 
patients and approach innovation, but also in how we create and deliver an experience 
for our employees that is second to none. Houston Methodist provides you with benefits 
and compensation programs that provide a valuable combination of protection and 
security for you and your family.

We are committed to providing a total compensation package that recognizes and 
rewards individual results and the achievement of organizational goals. But, we offer our 
employees more than just a paycheck. Your “total” package with Houston Methodist also 
includes a wide range of high-quality, comprehensive and cost-effective benefit options 
to best suit your personal and family needs. We want you to have a successful journey 
toward improving and maintaining your good health. Health care is our business and 
there’s nothing more important to us than the well-being of our employees.

We think of your time here at Houston Methodist as a journey. This guide is arranged to 
help you make the most of your benefits and compensation programs along the way. 
This guide is also available online at myHR.HoustonMethodist.org.

http://www.houstonmethodist.org/hmbenefits
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Receive an overview of the first step in your  
Houston Methodist journey — enrolling in your benefits

Explore the HealthyDirections wellness program 
and find out how you can improve your health while 
earning rewards and prizes along the way

Discover compensation programs, paid time off and 
other benefits to help you balance work, home and 
family obligations

Review your health benefits, including your  
medical, dental and vision offerings and more

Learn more about how Houston Methodist helps you 
save for retirement and provides support if you become 
disabled and can’t work

Find the resources you need

If you have questions, contact your Houston Methodist HR Department or HR Benefits at 
832.667.6211 or hrbenefits@houstonmethodist.org.

WE’RE ALL ON THIS JOURNEY
Together, we can create a culture of wellness and good health. Whether you are just starting your 
Houston Methodist journey or are well on your way, myHR.HoustonMethodist.org is a reliable 
resource to help guide the way.

What's Inside
To make your journey easier, we’ve color coded sections so you 
can quickly find what you need.
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No matter where you are on your journey at Houston Methodist, enrolling in your benefits is an important 
step. Whether you have been employed at Houston Methodist a while or you are new, this guide can help you 
evaluate your benefits and navigate all Houston Methodist has to offer.

TOOLS AND RESOURCES
Here are a few tools and resources to help you along your Houston Methodist journey:

Resource Description

myHR.HoustonMethodist.org Your gateway to everything benefits related at Houston Methodist — HR 
Benefits forms, the Benefits Library and your HealthyDirections Hot Spot. 
Connect to all benefit vendors, including UnitedHealthcare, Fidelity, Cigna, etc. 
You and your family can access this site from anywhere with internet access.

Your Houston Methodist email  
Accessible at home via the  
Enroll From Home icon on 
myHR.HoustonMethodist.org 

Log in with your Houston Methodist network ID and password, and go to 
Webmail. First, register via the Houston Methodist Intranet MARS Home 
Access link on the Houston Methodist network.

Houston Methodist’s primary method of communicating to employees is  
through email.

The Houston Methodist Experience site 
TheHoustonMethodistExperience.com

Discover what it means to be a part of the Houston Methodist experience 
through this dynamic website!

HealthyDirections Hot Spot 
Accessible via myHR.HoustonMethodist.org

Your one-stop-shop to access Keas Health Assessment, Fitbit and a variety of 
HealthyDirections programs, tools and tips. 

Houston Methodist HR Contacts Web App 
Accessible via your smartphone at 
HMHRcontacts.com

Save this app to your smartphone home screen and never be  
without important contact information for your benefit plans  
(e.g., Medical, Dental, Vision plan contact numbers).

MARS (Methodist Administrative 
Resources System) 
Accessible via myHR.HoustonMethodist.org  
or via the Houston Methodist Intranet. 
Use your Houston Methodist network ID  
and password to log in.

In Houston Methodist’s Payroll and HR platform — MARS — you can: 

• Look up your personal contact information and make updates 
• Enroll in and update benefits 
• Review and manage paycheck, direct deposit and W-4 information 
• Complete your in-services and My Learning activities 
• Add job licenses, other certifications and an internal resume 
• Complete Performance Management and Development activities
• Check out current listing of open positions across Houston Methodist

Fidelity 
netbenefits.com/Methodist

Houston Methodist Retirement Plans are administered by Fidelity. Here you can 
enroll for the 403(b) Plan and elect your beneficiaries for both the 403(b) and 
Defined Contribution Plans.

Houston Methodist HR Benefits Team 
832.667.6211 or 
hrbenefits@houstonmethodist.org

For questions regarding your benefits.

HR Payroll 
832.667.6213 or  
hrpayroll@houstonmethodist.org 

For questions regarding personal pay, direct deposit and W-Forms.

Houston Methodist Parking 
713.441.6283 or 
AskParking@houstonmethodist.org

For questions about parking, METRO options and van pools (VPSI).

http://www.houstonmethodist.org/hmbenefits
http://www.houstonmethodist.org/hmbenefits
http://www.houstonmethodist.org/hmbenefits
http://www.houstonmethodist.org/hmbenefits
http://thehoustonmethodistexperience.com/
http://hmhrcontacts.com/
https://nb.fidelity.com/public/nb/Methodist/home
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EFFECTIVE COVERAGE DATES
Applicable benefit premiums are retroactive to the beginning of the pay period of your effective date. See pages 42 and 43 of this 
guide for bi-weekly premiums.

Benefit Enrollment/Coverage Effective

Medical, Dental, Vision, Health Care 
and Dependent Care Flexible Spending 
Accounts and Legal Plan

If you submit your enrollment within 30 days of your benefits effective date, your 
coverage will be effective on the date you began employment in a benefited 
position. 

403(b) Plan Enroll during your first week of employment in a benefited or non-benefited position.

Optional Employee, Dependent Child or 
Spouse Life Insurance or Voluntary Accidental 
Death and Dismemberment (AD&D)

You may enroll at any time after employment in a benefited position, but if you 
enroll after 30 days in Optional Employee or Spouse Life Insurance, you and/or 
your covered spouse will need to submit and pass Evidence of Insurability.

Basic Life and Accidental Death and 
Dismemberment, Paid Time Off and 
Defined Contribution Plan

You are auto-enrolled upon hire or entering into an eligible employee group.  
No action is required.

Short- and Long-Term Disability You are auto-enrolled upon your 91st day of employment or upon entering into an 
eligible employee group, whichever occurs later. No action is required.

ENROLLING — WHEN, WHERE AND HOW
You must make your benefit elections online within 30 days of your benefits eligibility date. Follow the steps below to enroll:

Access the Methodist 
Administrative Resources 

System (MARS).

On the home page, click 
Benefits Enrollment 

under My Benefits. Then, 
click Select next to the 
Enrollment event. Follow 

the instructions and 
submit your elections.

You have successfully 
completed your enrollment 

when Submitted  
appears under Event 

Status on the Benefits 
Enrollment page.

Print and/or email  
your benefit choices  

from the Benefits 
Summary page 24 hours 

after you make your 
elections.

Step 1 Step 2 Step 3 Step 4

Important! 

Establish Life and AD&D beneficiaries immediately upon initial 
enrollment so that the rest of your benefit elections will not be 
delayed.

Need help?

• For step-by-step instructions on how to complete enrollment 
or add/update dependents and beneficiaries: Log on to 
MARS and review the Employee Self Service UPK found in 
My Learning. For assistance accessing the Employee Self 
Service UPK, contact the IT Help Desk at 832.667.5600.

• If you need additional assistance, contact your Houston 
Methodist HR Department or HR Benefits at 832.667.6211 
or hrbenefits@houstonmethodist.org.

Retirement 403(b) Plan 

You must enroll separately at netbenefits.com/Methodist. 

From a Houston Methodist Facility: For access, you must be 
connected to the Houston Methodist network. Workstations are 
available in your HR Department and at various office locations. 
Ask your manager or HR Department where you may enroll if 
you need computer access.

From Home (or non-Houston Methodist location):  
Log on to MARS from myHR.HoustonMethodist.org. If you haven’t 
already, you must first register for MARS Home Access. When on 
the Houston Methodist Intranet, go to MARS Home Access and 
log on using your Houston Methodist network ID and password. 
Answer five security questions and click Update.

If you are a new hire or newly benefits eligible employee, 
you only have 30 days from your eligibility date to make 
your benefit elections.

http://www.houstonmethodist.org/hmbenefits
https://nb.fidelity.com/public/nb/Methodist/home
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ELIGIBILITY AND STANDARD HOURS
You are a benefited employee and eligible for Houston Methodist benefits programs if you have weekly Standard Hours of 20 or 
more and are not classified as temporary or PRN. Standard Hours are the hours you are typically scheduled to work in a week  
(e.g., 20, 24, 28, 32, 36, 40) and exclude hours you may work due to overtime. 

You may also enroll your legally married spouse, your common law spouse, your child(ren), your grandchild(ren) and legal ward(s).  
See the following chart for dependent eligibility requirements.

Dependent Eligibility Requirements

Requirement Medical Dental Vision
Optional Dependent  

Life and Voluntary AD&D

Natural, Adopted or 
Step Child

Covered up to age 26

Not married

Grandchild Covered up to age 26

Parent is also covered

Lives with you

Is a dependent for tax purposes

Depends on you for 50% of support

Not married

Legal Ward Covered up to age 18

Court-appointed legal guardianship

Lives with you

Is a dependent for tax purposes

Not married

Legal Spouse Have a legal marriage certificate

Common Law Spouse With declaration of informal marriage

Disabled Children Dependent children who are determined to be totally disabled according to the provision of each plan 
may be covered beyond the age limit. Contact Houston Methodist HR Benefits at 832.667.6211 or 
hrbenefits@houstonmethodist.org for more information.

Dependent Eligibility and Spousal Surcharge Verification 

Verifications are part of a multi-pronged approach to help control rising Medical Plan costs for employees and Houston Methodist. 
The ConSova Corporation will contact you if you add: 

• A spouse or dependent child(ren) who was not previously covered or who has a break in coverage under the Medical Plan.
• A spouse in the Medical Plan who is not indicated as being eligible for his/her employer’s medical plan.

NOTE: There is a $100 spousal surcharge per pay period for a spouse who is enrolled in the Medical Plan if the spouse 
is eligible for medical coverage through his or her employer.
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How Your Benefits Work with Standard Hours

Benefit Plan Standard Hours Per Week

20–23 24–27 28–31 32–35 36+

Medical* Additional $20–$40 bi-weekly premium surcharge  
based on coverage level

No additional bi-weekly premium 
surcharge

Dental and Vision No change/no premium surcharge

Basic Life and AD&D Varies by Standard Hours (Standard Hours x Base Hourly Rate x 52 weeks per year  
x Job Category Multiple)

Optional Employee Life Varies by Standard Hours (Standard Hours x Base Hourly Rate x 52 weeks per year  
x Coverage Level Multiple)

Optional Spouse and 
Dependent Child Life

No change

Voluntary AD&D Varies by Standard Hours (Standard Hours x Base Hourly Rate x 52 weeks per year  
x Coverage Level Multiple)

Short-Term Disability Average number of hours for the last six pay periods (not to exceed your Standard Hours)  
x Base Hourly Rate

Long-Term Disability Varies by Standard Hours (Standard Hours x Base Hourly Rate x 52 weeks per year ÷ 12)

PTO Varies by Standard Hours and PTO category. See page 10 for more information.

Holiday 4 hours per 
holiday/32 hours 
annually

4.8 hours per 
holiday/38 hours 
annually

5.6 hours per 
holiday/45 hours 
annually

6.4 hours per 
holiday/51 hours 
annually

8 hours per 
holiday/64 hours 
annually

Bereavement 12 hours available 14 hours available 17 hours available 19 hours available 24 hours available

Tuition Reimbursement $2,000 benefit per year $4,000 benefit per year

Adoption $3,000 of eligible expenses per adoption after adoption is final. Maximum of two adoptions per year 
per family.

College Scholarship for 
Employees' Children

$500 benefit per year $1,000 benefit per year

MID-YEAR BENEFIT CHANGES
Some enrollments or changes can be made at any time, but most of our plans have strict legal limitations on when coverage can be 
elected or changed. You may only make changes to your benefit elections for pre-tax plans (medical, dental, vision, health care flexible 
spending account and dependent care flexible spending account) during an Open Enrollment period or if you have a change in:

• Legal marital status (marriage, divorce, etc.)
• Number of dependents due to birth, adoption, placement for adoption, death or court order
• Employment or status of employee, spouse or dependent that results in gain or loss of coverage
• Residence of employee, spouse or dependent to or from the employer’s health plan network service area
• Medicare eligibility
• Weekly Standard Hours that make you benefits eligible or make you eligible for a different Medical Plan premium rate (only 

medical change allowed)
• Leave under FMLA or an unpaid leave that affects eligibility for coverage
• Medicaid, Children’s Health Insurance Program (CHIP) or State Premium Assistance Eligibility/Coverage eligibility status
• Significant change in cost of coverage**

If you have a qualifying life event, you may only submit changes to your pre-tax plans that are consistent with the event. You must 
submit changes in MARS within 60 days of the date of the event. If your change is not received within the required time frame, you 
will not be able to make the change until the next open enrollment period, with the exception of an ineligible dependent who must 
be dropped from coverage effective the date the dependent is no longer eligible.

* A move from 20–31 to 32+ Standard Hours per week or vice versa allows you to make certain changes to your Medical Plan elections within 60 days of the change in your 
Standard Hours. Contact HR Benefits at 832.667.6211 or hrbenefits@houstonmethodist.org for more information.

** Includes an increase or decrease in premium due to a change in your weekly Standard Hours (32+ to 20–31 or vice versa) or from a change in your requirement to pay a 
spousal surcharge due to your spouse’s change in eligibility for his/her employer’s plan.
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If your qualifying life event change allows you to add medical coverage for  
yourself and/or your spouse, please visit the HealthyDirections Hot Spot  
on myHR.HoustonMethodist.org for information on obtaining the lower  
Medical Plan deductible and the HealthyDirections premium.

LOWER MEDICAL  
PLAN DEDUCTIBLE 

AND PREMIUM OPTION 
REQUIREMENTS

• Log in to MARS and click Life Event under Benefits
• Click on Add New Life Event and select your event type from the Life Event dropdown list
• Enter the event effective date and attach event documentation by clicking on Add Attachment
• Click Submit and Prepare My Benefit Options
• Update your benefit choices by clicking Enroll in Benefits and following the page-by-page instructions to update all 

applicable benefits, dependents and beneficiaries
• Once finished, click Submit on two consecutive pages and then click OK on the event Completion and Exit screen

You only have 60 days from the life event effective date to make your benefit elections. Changes will be processed by  
HR Benefits once required supporting documentation is received. Documentation must provide proof of the event as well  
as the effective date of the event. Additional information may be requested based on the type of event and specific benefit 
plan eligibility criteria.

Contact your Houston Methodist HR Department or HR Benefits at 832.667.6211 or hrbenefits@houstonmethodist.org  
if you need assistance.

HOW TO CHANGE YOUR BENEFIT CHOICES DUE TO A LIFE EVENT

You must submit enrollment information for the newborn within 60 days of birth. Newborns will be automatically covered 
for the first 31 days. If the newborn is not enrolled by the 60-day deadline, coverage will be canceled back to the fourth 
day of birth, and your child may not be added until Open Enrollment for the following year or due to another applicable 
life event. Any claims after the fourth day will also be reversed.

http://www.houstonmethodist.org/hmbenefits
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As you take the important steps to Lead Your Life in the right direction, don’t forget that we’re in this together. 
And we not only want you to have a healthy and confident journey, but it’s also important that you have a 
rewarding journey with a fair and competitive compensation package. 

You work hard and we value your commitment and dedication to help make Houston Methodist an employer 
of choice. It’s just as essential that you’re able to have that same dedication and focus away from work, with 
the support of your employer. To assist employees in this endeavor, Houston Methodist offers Paid Time Off, 
leaves of absence, educational assistance and other benefits to make your life easier.

PAY AND PERFORMANCE
Houston Methodist is committed to providing a fair and competitive compensation program that attracts, retains and rewards 
high-performing employees at all levels. We are also committed to helping employees build meaningful and rewarding careers with 
Houston Methodist by providing a collaborative and spiritual work environment, on-the-job training, frequent learning, development 
opportunities and regular performance feedback and coaching.

Base Pay

We pay market-competitive rates because we believe in 
rewarding you for your hard work and dedication. Houston 
Methodist has a two-pronged (staff and management) 
Focal Point Review cycle that annually offers our employees 
recognition for reaching and surpassing our standards of care, 
service and performance targets. All employees will participate 
in this process on an annual basis to review performance. After 
the annual review cycle, you may be eligible for a merit increase.

Bonuses

Houston Methodist takes pride in our ability to offer 
performance-based bonuses to all eligible employees.  
Below is a list of a few of our bonus programs.

• Patient Satisfaction Bonus (PSB) Program: Paid quarterly 
and designed to recognize superior efforts in delivering  
the best patient experiences in all areas of care which is a 
cornerstone of the Houston Methodist experience. You are 
eligible for the PSB based on fulfilling the criteria below:

 — Be actively employed by Houston Methodist in an  
eligible position throughout the entire bonus period. 
 — Work a minimum of 100 hours within the bonus period  
to receive a partial payout and at least 250 hours within 
the bonus period to receive a full payout.
 — Not participating in another bonus plan such as MIP.

• Hand Hygiene Program: An annual bonus linked directly 
to one of Houston Methodist’s critical quality and safety 
standards — keeping your hands clean! Keep your hands 
clean by washing your hands and/or using hand disinfectant 
before and after contact with a patient or patient’s 
environment. This behavior reduces hospital-acquired 
infections and helps maintain the health of our patients 
and employees. Houston Methodist has a team of “secret 
shoppers” that observes employees to measure participation. 

• Management Incentive Plans (MIPs): An annual bonus for 
Houston Methodist management employees based on a set 
of shared financial, quality and patient satisfaction results. To 
ensure we are all working toward the same goals, the patient 
satisfaction and quality metrics correspond with that of the 
Patient Satisfaction Bonus and the Hand Hygiene Program. 

 The Compensation Department sends monthly performance 
updates to management employees. Additional details about 
MIPs are provided during New Manager Orientation.

If you participate in another bonus program (e.g., Management Incentive Plan, departmental bonus, etc.), if you are terminated prior to payout, or if you have a current 
performance or conduct issue as documented in the HR employee file for the applicable quarter, you may be ineligible for certain bonuses. For more information about the 
Houston Methodist Compensation and Bonus Structure, visit the Benefits Library on myHR.HoustonMethodist.org.

Our Focal Point Review process gives you the opportunity 
to share your thoughts and perspective on how you are 
contributing to the achievement of Houston Methodist’s  
I CARE values, vision, mission and business objectives; 
to discuss any roadblocks or barriers that may be 
getting in the way; and to discuss your career path and 
aspirations. This is also an opportunity for your supervisor 
to provide feedback about your job performance, discuss 
your performance rating and merit increase and provide 
coaching to help you succeed in your current role and 
position you for future growth opportunities.

http://www.houstonmethodist.org/hmbenefits


10

Holidays

Eligible Houston Methodist employees have up to eight PTO hours to use for each of the following holidays:

New Year’s Day
Good Friday

Memorial Day 
Fourth of July

Labor Day
Thanksgiving

Day after Thanksgiving
Christmas Day

Regular non-exempt employees who work Thanksgiving, the day after Thanksgiving, Christmas Day or New Year’s Day will be paid 
time-and-a-half. If you work a holiday, your holiday hours will be awarded and remain in your PTO Balance.

When Christmas and New Year’s Day fall on a Tuesday, the Monday before each of these holidays will be awarded as an additional 
holiday. When Christmas and New Year’s Day fall on a Thursday, the Friday after each of these holidays will be awarded as an 
additional holiday. No holiday premium, as described above, will be paid for these extra holidays.

All holiday hours awarded are based on your Standard Hours. The holiday schedule is the same for all eligible employees, regardless 
of PTO category or years of service.

PTO/Holiday Schedule

Weekly Standard Hours 20–23 24–27 28–31 32–35 36+

Annual PTO Hours 32 38 45 51 64

Hours Per Holiday 4 4.8 5.6 6.4 8

Visit myHR.HoustonMethodist.org to view HR Policy 25 for additional information on PTO, including an accrual schedule, or contact 
your local HR Department for further details.

SHIFT DIFFERENTIALS
Non-exempt employees in eligible positions who work the evening and/or night shifts may be eligible for shift differential compensation. 
Please connect with your supervisor for your specific shift differential rates.

Shift Timing Transition from 2nd to 3rd Shifts

Second shift or evening shift differential Starts at 2:45 p.m. and ends at 11:15 p.m. Employees working second shift who 
stay past 11:15 p.m. will receive third 
shift differential beginning at 11:15 p.m.Third shift or night shift differential Starts at 10:45 p.m. and ends at 7:15 a.m.

TIME OFF

Paid Time Off

To bring balance to your work and family life, Houston Methodist offers eligible employees Paid Time Off (PTO). You can use PTO 
for vacation, holidays, personal reasons, severe weather emergencies, family illnesses and short-term personal illness.

You earn PTO on a bi-weekly basis, beginning on your date of hire. Your PTO accrual rate is based on your PTO category, years of 
service and Standard Hours. PTO may be taken as accrued from your PTO Balance. There is no limit to the number of hours you 
may accumulate in your PTO Balance.

Defining Standard Hours: Standard Hours are the hours you are typically scheduled to work in a week (e.g., 20, 24, 28, 32, 
36, 40) and exclude hours you may work due to overtime. 

Defining Years of Service: The accumulation of your Houston Methodist tenure.

http://www.houstonmethodist.org/hmbenefits
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PTO Accrual

To identify which PTO category you are in, go to MARS. Once you log in to MARS, view your PTO category in your  
Benefits Summary.

Weekly Standard Hours
20–23 24–27 28–31 32–35  36–40

PTO Category
Years of 
Service

Bi-
Weekly Annual

Bi-
Weekly Annual

Bi-
Weekly Annual

Bi-
Weekly Annual

Bi-
Weekly Annual

A 0–1.99 2.31 60 2.77 72 3.23 84 3.69 96 4.62 120

2–3.99 2.77 72 3.32 86 3.88 101 4.43 115 5.54 144

4–8.99 3.23 84 3.88 101 4.52 118 5.17 134 6.46 168

9–13.99 3.69 96 4.43 115 5.17 134 5.91 154 7.38 192

14–18.99 3.85 100 4.62 120 5.38 140 6.15 160 7.69 200

19+ 4.00 104 4.80 125 5.60 146 6.40 166 8.00 208

Hired before 
5/7/2000

9–18.99 4.15 108 4.99 130 5.82 151 6.64 173 8.31 216

19+ 4.31 112 5.17 134 6.03 157 6.89 179 8.62 224

B Hired after 
8/5/2013

0–1.99 2.77 72 3.32 86 3.88 101 4.43 115 5.54 144

2–3.99 3.23 84 3.88 101 4.52 118 5.17 134 6.46 168

4–8.99 3.54 92 4.25 110 4.95 129 5.66 147 7.08 184

9–13.99 3.69 96 4.43 115 5.17 134 5.91 154 7.38 192

14–18.99 3.85 100 4.62 120 5.38 140 6.15 160 7.69 200

19+ 4.00 104 4.80 125 5.60 146 6.40 166 8.00 208

B Hired before 
8/5/2013

0–3.99 3.23 84 3.88 101 4.52 118 5.17 134 6.46 168

4–13.99 3.69 96 4.43 115 5.17 134 5.91 154 7.38 192

14–18.99 3.85 100 4.62 120 5.38 140 6.15 160 7.69 200

19+ 4.00 104 4.80 125 5.60 146 6.40 166 8.00 208

Hired before 
5/7/2000

9–18.99 4.15 108 4.99 130 5.82 151 6.64 173 8.31 216

19+ 4.31 112 5.17 134 6.03 157 6.89 179 8.62 224

C 0–3.99 3.23 84 3.88 101 4.52 118 5.17 134 6.46 168

4–13.99 3.69 96 4.43 115 5.17 134 5.91 154 7.38 192

14–18.99 3.85 100 4.62 120 5.38 140 6.15 160 7.69 200

19+ 4.00 104 4.80 125 5.60 146 6.40 166 8.00 208

Hired before 
5/7/2000

9–18.99 4.15 108 4.99 130 5.82 151 6.64 173 8.31 216

19+ 4.31 112 5.17 134 6.03 157 6.89 179 8.62 224
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PTO Payouts, Sell and Donation

Below is a high-level overview of Houston Methodist PTO payouts and PTO sell and donation opportunities. For more information, 
visit the PTO/Holiday section of the Benefits Library on myHR.HoustonMethodist.org.

PTO Payouts

After working for Houston Methodist for at least a year from your most recent date of hire, you can receive a payout of remaining 
PTO Balance (up to the payout maximum) when you terminate employment or become benefits ineligible. The chart below details 
the maximum PTO hours eligible for payout based on your PTO category and years of service:

Years of Service

PTO Category 1–1.99 2–3.99 4–8.99 9+ (hired after 5/7/2000) 9+ (hired before 5/7/2000)

A 240 288 348 384 408

B or C 336 336 384 384 408

Sell PTO

After working for Houston Methodist for at least a year from your most recent date of hire, you can sell PTO hours over a balance of 
80 hours during four opportunities throughout the year.

Sell Election 
Opportunity

Hours Type
Maximum Hours 

You Can Sell
Sell Rate Payout Month

February/March  
of Current Year

Any PTO Hours 40 75% Payroll before  
HISD Spring Break

Open Enrollment  
of Prior Year

Only PTO accrued in the year of sell  
(what you have earned that calendar year)

60 100% Payroll before  
Memorial Day

Open Enrollment  
of Prior Year

Only PTO accrued in the year of sell  
(what you have earned that calendar year)

60 100% Payroll before  
Thanksgiving

November/December  
of Current Year

Any PTO Hours 40 75% Payroll before  
Christmas Holidays

Do the math! PTO Hours You Wish to Sell x Your Hourly Base Pay Rate x the Sell Rate (.75 or 1) = Total Amount

Donate PTO

Donate PTO hours over a balance of 80 hours to the Leave Sharing Program — used to assist coworkers who experience a life-altering 
catastrophic emergency that causes them to suffer a loss of income due to the exhaustion of their paid leave.

http://www.houstonmethodist.org/hmbenefits
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Leaves of Absence 

In certain circumstances, you may be eligible to take a leave of absence (LOA). During your leave of absence, you will be required 
to pay your benefit premiums at the active employee rate to continue your coverage. See myHR.HoustonMethodist.org for more 
information on how to pay for your benefits while out on leave.

Leave of Absence Description Maximum Length

Personal Time off to pursue education or training considered 
to be valuable to Houston Methodist and you, or for 
other extenuating personal circumstances.

Combined with any other kind of LOA cannot 
exceed six months in any 12-month period. 

Military Time off for military reserve or National Guard 
ordered to active duty in the U.S. Armed Forces as a 
result of required training or active duty call-up.

Granted for a specific period of time, whenever 
possible, in cases where the LOA is anticipated to 
exceed a two-week period. Provide copies of active 
duty orders to management before the LOA and 
provide discharge papers upon returning from  
active duty.

Medical Time off for all qualified occupational and non-
occupational illnesses or injuries, such as maternity, 
surgery, workers’ compensation, etc.

Combined with any other kind of LOA cannot 
exceed six months in any 12-month period. 

Family Medical Time off for any reason as provided under the Family 
and Medical Leave Act, such as birth and care of a 
newborn, to care for yourself or an immediate family 
member with a serious health condition, etc.

Up to a total of 12 work weeks of unpaid leave 
during a rolling 12-month period. You must be 
employed for at least 12 months and have worked 
at least 1,250 hours during the 12-month period 
immediately preceding the start of leave.

See page 35 for information about your Short-Term Disability benefits.

Bereavement Leave 

You may be paid for up to a three-day absence based on your weekly Standard Hours (maximum of 24 hours) per occurrence when 
a death occurs in your immediate family. Immediate family includes your parents, spouse, children, brothers, sisters, grandparents, 
grandchildren and parents-in-law. Immediate family step-relations include parents, children, brothers and sisters. You must notify 
your supervisor or designee of the death in the immediate family as soon as possible and request the necessary bereavement leave 
and an expected date to return to work. Your supervisor will request some form of documentation and will approve your request per 
HR Policy 47.

Weekly Standard Hours 20–23 24–27 28–31 32–35 36+

Hours Available 12 14 17 19 24

Other conditions apply to each type of leave of absence. Visit myHR.HoustonMethodist.org to view HR Policy 29 or contact 
your Houston Methodist HR Department for further details. Remember to report all Family Medical Leaves and LOAs to 
Cigna at 1.888.842.4462, including intermittent Family Medical Leave.

Visit myHR.HoustonMethodist.org to view HR Policy 47 or contact your local HR Department for further information on 
Bereavement Leave.

http://www.houstonmethodist.org/hmbenefits
http://www.houstonmethodist.org/hmbenefits
http://www.houstonmethodist.org/hmbenefits
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OTHER PROGRAMS
Houston Methodist offers the following additional benefit programs. Visit the Benefits Library on myHR.HoustonMethodist.org  
for more information, conditions and deadlines. 

Benefit Program Description For More Information

Adoption Assistance Reimbursement of up to $3,000 of eligible expenses — 
adoption fees, attorney fees, court costs, travel expenses — 
per adoption (maximum of two adoptions per year per family) 
after the adoption is final

myHR.HoustonMethodist.org
hrbenefits@houstonmethodist.org
832.667.6211

Back-up Care 
Advantage Program 
(BUCA)

Access to a national network of high-quality, back-up care 
solutions for both your children and adult/elderly family 
members for when your normal care arrangements break down 
(e.g., your regular caregiver becomes ill, your stay-at-home 
spouse is unavailable, you travel on business or your regular 
care center is closed)

backup.brighthorizons.com
User name: HoustonMethodist
Password: backup
1.877.242.2737

Care.com Assistance locating experienced babysitters, nannies, pet 
sitters, senior caregivers, housekeepers and tutors in your area 
via an online portal

care.com/houstonmethodist
1.855.781.1303

College Coach® Coaching for newborns through high school age children from 
a team of world-class insiders, including former admissions 
and financial aid officers from the nation’s top colleges

passport.getintocollege.com/Account/Login
Passcode: HoustonMethodist
1.888.527.3550

College Scholarships  
for Employees’  
Children Program

Up to a $1,000 scholarship for qualified employees’ children 
who enroll in approved programs leading to a degree in certain 
health care professions

myHR.HoustonMethodist.org
hrbenefits@houstonmethodist.org
832.667.6211

Employee Assistance 
Program

Information, resources and referrals to improve your life 
at home and at work. Confidential services include expert 
counseling, financial services, community resource referrals 
and legal assistance

liveandworkwell.com
Access Code: MH123
1.800.520.0726
1.866.216.9926 TDD

M-List Houston Methodist Intranet site that allows you to post items 
for sale or donation

M-List is accessed under the 
Frequently Accessed Pages section 
of the Houston Methodist  
Intranet or by logging in through 
the Enroll From Home icon on  
myHR.HoustonMethodist.org

MyMethodistAdvantages 
powered by You Decide

Financial products and personalized services available at group 
rates, including medical insurance for non-covered family 
members, life insurance, home, auto and renters insurance, 
mortgages, home equity loans, auto discounts and warranties, 
pet insurance and other convenience services. Discount 
programs are also available, including Microsoft, McAfee, 
Verizon Wireless, AT&T, Sprint, Enterprise Car Rental, Sam’s 
Club, YMCA of Greater Houston, Kids R Kids, CompuCycle, etc.

youdecide.com/mth052 
Client ID: MTH052 
1.866.714.8505

 Senior Care Assist Help managing and finding care for your loved ones as 
they age (e.g., planning consultations, action plans for your 
caregiver, ongoing education, a credentialed provider network, 
negotiated rates to give you the best prices)

care.com/houstonmethodist
seniorcareplanningteam@care.com 
1.855.781.1303

Transportation  
and Parking

Subsidized transportation opportunities, including a free 
METRO local bus and rail pass, up to $150 toward METRO 
Park-n-Ride, Woodlands Express, Fort Bend Express and van 
pools. Parking is available on-site at the entity hospitals and 
off-site at Houston Methodist in the Texas Medical Center 

Location:  
Scurlock Tower Basement B-1
AskParking@houstonmethodist.org 
713.441.6283

http://www.houstonmethodist.org/hmbenefits
http://www.houstonmethodist.org/hmbenefits
http://www.houstonmethodist.org/hmbenefits
http://www.houstonmethodist.org/hmbenefits
https://backup.brighthorizons.com/Login.aspx
https://www.care.com/ep-methodist-ep-p1087-q9478513.html
https://passport.getintocollege.com/Account/Login
https://www.liveandworkwell.com/public/
https://youdecide.com/mth052
https://www.care.com/ep-methodist-ep-p1087-q9478513.html
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BUILDING YOUR CAREER WITH HOUSTON METHODIST
During your journey with Houston Methodist, we are committed to helping employees build meaningful and rewarding careers 
by providing a collaborative and spiritual work environment, on-the-job training, frequent learning and development opportunities, 
and providing regular performance feedback and coaching. We truly believe that no matter your role or title, every employee within 
Houston Methodist works as a leader — making informed decisions, demonstrating I CARE values and thinking creatively when 
it comes to caring for our patients and each other. Each of you is part of what makes Houston Methodist a great place to work 
and deliver care, so we want to help you continue developing your talents, advancing your ability to serve and becoming a key 
contributor in your field. 

Tuition Reimbursement

Through this program, you can be reimbursed for undergraduate, graduate and doctoral level educational courses that are related 
to the business of Houston Methodist and part of a degreed program at an accredited school. The Tuition Reimbursement Program 
does not reimburse for seminars, licensing, continuing education or certification. The reimbursement covers tuition, books and 
eligible fees. (See HR Policy 45 for a list of most eligible and ineligible fees.) Eligible tuition expenses will be reduced by any financial 
assistance (excluding loans) from sources other than this program (i.e., other Houston Methodist sponsored programs that reimburse 
for expenses that are eligible for reimbursement under this policy, Veterans Administration, scholarships, grants, etc.). Employees must 
pay for courses up front and are reimbursed if a grade of C or better is received. You must also be actively employed with benefits 
eligible status at the beginning and through the end of the class term, as well as at the time of reimbursement.

Annual maximum reimbursement is based on your Standard Hours:

• 32+ Standard Hours: $4,000
• 20–31 Standard Hours:  $2,000

We hope this perk, along with competitive pay ranges for all positions, will encourage employees to continue working toward 
promotions and advancing their careers at Houston Methodist. This investment not only supports the mission of our hospital, but also 
enables us to cultivate leaders who excel in educating, mentoring and developing all levels of our workforce.

EdLink administers the Tuition Reimbursement Program. You can submit your tuition application 24 hours a day, seven days 
a week, through EdLink’s online system at tamsonline.org/houstonmethodist. Your manager or director will receive notification. 
Your manager will then advise approval or denial based on policy criteria, such as your job performance, relationship of the degree 
program to the business of Houston Methodist and budgetary constraints.

The EAP is administered by OptumHealth Behavioral Solutions. If you or your dependents need assistance, counselors 
are available 24 hours a day, every day. Asking for help is never a sign of weakness or failure, especially in situations too 
difficult to handle alone. To access benefits, contact OptumHealth Behavioral Solutions at 1.800.520.0726. (TDD callers 
dial 1.866.216.9926.) You can also access a robust collection of interactive resources and information that will help you with 
everyday challenges of work and life at liveandworkwell.com (access code: MH123).

• Submit your application via the EdLink website, tamsonline.org/houstonmethodist, at least two weeks, but no more  
than 60 days, prior to each semester, term or unique course start date. Applications submitted more than 90 days  
after course completion will not be approved.

• Upon application approval, pay your tuition directly to your school.
• Submit proof of successful course completion (grades) and an itemized invoice of tuition and fees within 90 days of 

course completion.
• Provide updated information on class changes and payments made for tuition and fees, including any additional  

financial aid received during the semester (must indicate amount and type of financial aid).

FOLLOW THE STEPS TO BE ELIGIBLE FOR TUITION REIMBURSEMENT

https://tams4.tamsonline.org/TAMS4Web/login/houstonmethodist
https://tams4.tamsonline.org/TAMS4Web/login/houstonmethodist
https://www.liveandworkwell.com/public/
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Houston Methodist is committed to providing high-quality, cost-effective health care. That commitment 
doesn’t stop with taking care of our patients. It extends to you and your family members, as well. That’s 
why we offer numerous health and wellness options under our HealthyDirections wellness program. With 
HealthyDirections, you can:

DISCOVER new avenues to well-being.

EXPLORE all of Houston Methodist’s programs and support  
vehicles available to make your road to better health and wellness  
a smooth and rewarding one.

ACHIEVE your goals by making informed health care decisions  
and getting the answers you need — when you need them.

HEALTHYDIRECTIONS SPECIALISTS AND PROGRAMS
Dedicated HealthyDirections specialists can help you choose the right HealthyDirections program based on your personal goals. 
Call 1.800.520.0726 to speak to one today! You can also visit the HealthyDirections Hot Spot on myHR.HoustonMethodist.org for  
a full list of all our programs — 30 wellness programs to choose from!

EARN HEALTHYDIRECTIONS REWARDS
Every year we add to and enhance activities, rewards and prizes to help you personalize your path toward health — because at 
Houston Methodist, we don’t just talk about workplace wellness. We’re committed to leading it.

Pick Up Your Pace Rewards

We offer a variety of ways to earn rewards and prizes at different times throughout the year to make sure you are doing what  
you can to Pick Up Your Pace with Houston Methodist. Here are the different ways you can earn rewards:

Monthly

HealthyDirections  
Cash Rewards

Each month you complete a Pick Up Your Pace activity, you and your covered spouse are entered 
into a monthly drawing to be one of 50 winners to receive an extra $150 (after taxes) in your 
next paycheck. There is no limit to how many times you or your covered spouse can win in a year. 

Monthly Fitbit Contests Every month, Houston Methodist hosts a Fitbit contest to give you the opportunity to earn more  
Pick Up Your Pace points. 

Monthly Pick Up Your 
Pace Challenges

Complete the monthly themed, system-wide challenge on the Keas website and earn even more 
Pick Up Your Pace points. 

Annually

Pick Up Your Pace  
Annual Drawing
(based on points earned 
December 1, 2015 through 
November 30, 2016)

Points matter! Employees and covered spouses who participate in Pick Up Your Pace activities 
throughout the year are entered into one of three annual drawings: 

• Basic Rewards:  1,200 points = $200 cash drawing! 
• Deluxe Rewards: 1,600 points = $500 cash drawing! 
• Luxury Rewards:  2,400 points = $15,000 cash drawing! 

Visit the HealthyDirections Hot Spot via myHR.HoustonMethodist.org for more detailed information on how to earn rewards.

You must register for Keas before you can start earning rewards. See page 19 for instructions.

Even if you are not enrolled in a Medical Plan, many of 
the programs and resources are still available to you 
and your spouse. Use HealthyDirections to discover 
available resources, explore the programs that are the 
best fit for you and achieve your personal health goals.

http://www.houstonmethodist.org/hmbenefits
http://www.houstonmethodist.org/hmbenefits
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Medical Plan Rewards

Another type of HealthyDirections rewards are Medical Plan rewards, the lower Medical Plan deductible and the 
HealthyDirections premium. Both can affect your Medical Plan costs.

Lower Your Medical Plan Deductible*

If enrolling in the Medical Plan, you and your covered spouse must both complete the steps below to qualify for the lower Medical 
Plan deductible:

1. Complete the Health Assessment — an assessment of your preferences and behaviors. You must register with Keas before 
completing. See the instructions on the next page. During your Health Assessment, you must also designate that you have a 
Primary Care Physician (PCP) or agree to find one. If you need assistance in finding a PCP, contact a Houston Methodist Care 
Navigator (713.441.0001). 

2. Complete a Biometric Screening — You have two options:
•  Option 1: Attend an onsite Biometric Screening event and have your total cholesterol, LDL cholesterol and HbA1c tests conducted 

via venipuncture. You will also be screened for blood pressure, height, weight and nicotine. Visit the HealthyDirections Hot Spot  
on myHR.HoustonMethodist.org to find the current Biometric Screening schedule.

•  Option 2: Visit your PCP and ask to receive your official lab test with numbers for your total cholesterol, LDL cholesterol and 
HbA1c levels. Bring your official results to your onsite Biometric Screening to have your blood pressure, height, weight and 
nicotine screening.

3. Test nicotine-free at your Biometric Screening.

If you are a new hire, newly benefited employee or had a life event, you will have 60 days from your effective date to 
complete these steps.

* We recognize that everyone is different and may need alternative activities to qualify for prizes and rewards. If you or your spouse are unable to meet the standard for a 
reward under HealthyDirections, you may qualify for an opportunity to earn the same reward by different means. Also, if your doctor states that the standard for a reward 
isn’t medically appropriate for you, we will work with you to develop an alternative qualification to earn the same reward. For more information, contact HR Benefits at 
832.667.6211 or hrbenefits@houstonmethodist.org for an opportunity to earn the same reward by different means.

Once you complete a HealthyDirections Biometric Screening, Keas will be updated with your results within 10–15 business 
days. The results will provide you with the most current snapshot of your health.

Employees and spouses have the opportunity to purchase 
a Fitbit at a discounted rate through the HealthyDirections 
Hot Spot on myHR.HoustonMethodist.org. Once you have 
your Fitbit, you can participate in the Fitbit monthly contests 
facilitated by Houston Methodist. Visit the Hot Spot for more 
details on how to get your Fitbit and get started!

GET YOUR  
HOUSTON METHODIST  
FITBIT AND PARTICIPATE  
IN MONTHLY CONTESTS

http://www.houstonmethodist.org/hmbenefits
http://www.houstonmethodist.org/hmbenefits


19

We recognize that everyone is different and may need alternative activities to qualify for prizes and rewards. If you or your spouse are unable to meet the standard for a reward 
under HealthyDirections, you may qualify for an opportunity to earn the same reward by different means. Also, if your doctor states that the standard for a reward isn’t medically 
appropriate for you, we will work with you to develop an alternative qualification to earn the same reward. For more information contact HR Benefits at 832.667.6211 or 
hrbenefits@houstonmethodist.org for an opportunity to earn the same reward by different means.

It can take one to two weeks after enrolling in the 
Houston Methodist Medical Plan to access the Health 
Assessment through Keas.

For Employees

• Visit Keas by going to the  
HealthyDirections Hot Spot on  
myHR.HoustonMethodist.org  
and clicking Take My Health  
Assessment

• Click create account
• Enter your DOB (MM/DD/YYYY) and Employee  

ID where it requests Validation ID. Click Next.
• Confirm gender
• Create a strong password
• Write your password down
• Confirm your email address by clicking Looks good
• Click Done

If you register with a different email address than the one 
that appears, you will need to check your email to confirm 
registration. In the email, click Confirm Registration and 
then click OK. Employees and spouses must use separate 
email addresses to register.

For Spouses

• Visit Keas by going to the HealthyDirections  
Hot Spot on myHR.HoustonMethodist.org and  
clicking Take My Health Assessment

• Click create account
• Enter your DOB (MM/DD/YYYY) and the last five digits 

of your SSN plus all eight digits of your DOB. Click Next. 
 — Example: 33444 + Jan. 1, 1980 entered as 
3344401011980

• Confirm gender
• Enter your preferred email address (you may not use your 

spouse's email address to register)
• Create a strong password
• Write your password down
• Confirm your email address and if correct, click  

Looks good
• Click Done
• Check your email, click Confirm Registration,  

and then click OK

REGISTER WITH KEAS

Keas Strong Password Requirements

Must contain at least:

• 8 characters
• 1 upper case letter (A–Z)
• 1 number (0–9)
• 1 special character (#$&%) Password cannot have sequential characters (for example: 123 or abc)

If you need help registering, creating a strong password or taking the Health Assessment, contact Keas Customer 
Support at houstonmethodist@keas.com or 1.888.780.3215, Monday through Friday from 8 a.m. to 5 p.m. CT.

http://www.houstonmethodist.org/hmbenefits
http://www.houstonmethodist.org/hmbenefits
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HealthyDirections Premium — Lower Your Medical Plan Premiums for 2017

The second type of Medical Plan Reward is the HealthyDirections premium. To earn this reward for the next calendar year, you and 
your covered spouse must take the following steps:

• Complete a Biometric Screening — your results will identify an area of your health to improve or maintain and put  
you on a Health Track

• Become familiar with the Health Track that correlates with your screening results
• Complete the steps within your Health Track by the deadline. 

Visit the HealthyDirections Hot Spot on myHR.HoustonMethodist.org to learn more about each Health Track and what you must 
do to complete your track.

Spouses who reside more than 50 miles from a Houston Methodist facility or who will be out of the area more than 30 days 
during the 60-day time period can visit any physician and have them complete a HealthyDirections Offsite Biometric Form.  
To request a form, contact Wellness Services at 713.441.5936.

NEW HIRE TRACK

Those who were hired or became benefits eligible after September 1, 2015, are on the New Hire Track.

Were you hired  
or became  
benefits eligible  
on or between  
September 1, 2015, 
through  
May 31, 2016?

Start here Were you hired  
or became  
benefits eligible  
on or between  
June 1, 2016, 
through  
August 31, 2016?

Did you complete 
your 2015 
fall Biometric 
Screening by 
November 13, 2015?

You will not be 
assigned a 2016 
Health Track 
and miss the 
opportunity to 
earn the 2017 
HealthyDirections 
premium.

Great! You’re on a 
2016 Health Track. 
By now, you should 
have been notified 
of your Health 
Track via mail and 
on Keas. Continue 
following the charts 
for an overview of 
how Health Tracks 
are assigned.

You’re on the  
New Hire Track.  
To complete this 
track, you have 
until the end 
of 2017 Open 
Enrollment next fall 
to complete your 
Health Assessment 
and Biometric 
Screening.

You’re on the 
New Hire Track. 
To complete this 
track, you have until 
August 31, 2016, 
to complete your 
Health Assessment 
and Biometric 
Screening.

No No No

Yes Yes Yes

Visit the Hot Spot for More Rewards and Big Prizes

The Hot Spot gives you direct access to HealthyDirections programs and rewards. Make 
sure to check it often, as we use it to announce challenges that give you the opportunity 
to win great prizes throughout the year. You can also find more details about rules for 
completing activities and earning rewards, as well as limits for annual participation. 

Go to myHR.HoustonMethodist.org to access the HealthyDirections Hot Spot.

http://www.houstonmethodist.org/hmbenefits
http://www.houstonmethodist.org/hmbenefits
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GUIDED TRACK

Those who travel this track work closely with a Care Navigator via phone, email and text to create a tailored health 
improvement plan and establish a schedule that sticks. Follow the chart to find out how you get assigned to the Guided Track.

DO IT YOURSELF (DIY) TRACK

The DIY Track offers you a variety of eligible activities and/or fitness goals to help you stay focused on achieving and 
maintaining good health. Those assigned to this Health Track do NOT meet any of the criteria for the Guided Track above.

If you’re eligible for the DIY Track, your focus area is determined by the following:

Was your 
BMI above 
27.0?

Do your 
results not 
fall in any 
of these 
categories?

Are you 
Pregnant?

If you don't 
meet the 
criteria for 
the Guided 
Track, start 
here

Was your 
Glucose 
(HbA1c) 
between  
6.5–7.9?

Was your 
Blood 
Pressure:

Systolic: 
140–149  
and/or  
Diastolic: 
90–99?

Was your 
Cholesterol  
(LDL) 
between 
130–190?

Your focus 
area is on 
improving 
your HbA1c

Your focus 
area is on 
improving 
your blood 
pressure

Your focus 
area is on 
improving 
your 
cholesterol

Your focus 
area is on 
improving 
your BMI

Your focus 
area is on 
maintaining 
and improving 
your current 
health status

Your focus 
area is on 
having a 
healthy 
pregnancy

No No No No No

Yes Yes Yes Yes Yes Yes

Was your 
Cholesterol 
(LDL) 191 
or above?

You’re  
on the  
DIY Track!  
See below 
for your 
focus area.

Did you test 
positive for  
Nicotine 
use?

Start here Are you 
pregnant?

Was your 
Glucose 
(HbA1c)  
8 or above?

Was your 
Blood 
Pressure:

Systolic:  
150 or above 
and/or  
Diastolic: 100 
or above?

Your focus 
area is on 
improving 
your HbA1c

Your focus 
area is on 
improving 
your blood 
pressure

Your focus 
area is on 
improving 
your 
cholesterol

You are 
on the Do 
It Yourself 
(DIY) Track. 
See below.

Your focus 
area is on 
becoming 
nicotine-free

No No No No No

Yes Yes Yes Yes Yes

To learn more about how to complete each Health Track, visit the HealthyDirections Hot Spot on myHR.HoustonMethodist.org 
or view your 2016 HealthyDirections guide.

http://www.houstonmethodist.org/hmbenefits
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Leading the life you want means being healthy. Houston Methodist supports you by providing medical plans 
for when you are sick or injured and wellness programs to help you stay healthy. It’s important to get the 
most out of these programs so your journey is marked by good health.

TWO MEDICAL PLAN OPTIONS
Houston Methodist employees may participate in one of two Medical Plans. Both Medical Plans include prescription drug coverage 
through CVS Caremark.

• UnitedHealthcare Choice Plan
• UnitedHealthcare Choice Plus Plan

Under both plans, you have access to two provider networks:

• Houston Methodist Preferred Network — Houston Methodist facilities and physicians who practice at Houston Methodist, as 
well as Texas Children’s Hospital and physicians who practice at Texas Children’s Hospital (for dependent children who are under 
age 19 or disabled; excludes maternity services).

• UnitedHealthcare Network — nationwide network with providers in most U.S. metropolitan areas.

Here is a snapshot of the key features of the Houston Methodist Medical Plans. For more details, visit myHR.HoustonMethodist.org.

Key Highlights of the Medical Plans

Access UnitedHealthcare Choice UnitedHealthcare Choice Plus

Houston Methodist Preferred Network

UnitedHealthcare Network

Out-of-Network Coverage for Emergencies

Out-of-Network Coverage for Routine Care 
only plan difference! 

Premium Cost $ $$$

The Choice Plan allows you to visit both Houston Methodist and any UHC network facility or provider, so there is rarely a need to go 
out of network. This is one of the reasons the majority of employees at Houston Methodist tend to choose the Choice Plan over the 
Choice Plus Plan. Also, the Choice Plus Plan costs significantly more — more than double the cost of the Choice Plan.

The vast majority of employees choose the UnitedHealthcare Choice Plan. You have many coverage options with this plan 
and it’s less expensive than the Choice Plus Plan option. 

Houston Methodist is committed to Leading Medicine. Our mission is to provide each patient unparalleled safety, quality, 
service and innovation — and that includes you. Not only will you receive first-class care from our physicians and nurses, but 
by choosing Houston Methodist, you’ll also be choosing your most cost-effective option. As with all patients, we have systems 
in place to ensure your privacy and confidentiality, too. 

You pay lower co-pays and no coinsurance for many eligible services (with the exception of emergency room services) that 
are billed by any Houston Methodist physician or hospital (or for pediatric services provided by Texas Children’s Hospital for 
dependent children under age 19 or disabled, excluding maternity services). For more information on network coverage, visit 
myHR.HoustonMethodist.org.

CHOOSE A HOUSTON METHODIST PREFERRED NETWORK PHYSICIAN OR FACILITY

http://www.houstonmethodist.org/hmbenefits
http://www.houstonmethodist.org/hmbenefits
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Medical Plan Benefits Choice Plan Choice Plus Plan

Network Houston Methodist  
Preferred

UHC
Houston Methodist 

Preferred
UHC Out-of-Network

Deductible

• High1 — Individual / Family $1,000 / $2,000 $1,000 / $2,000 $1,250 / $2,500

• Low — Individual / Family $250 / $500 $250 / $500 $500 / $1,000

Out-of-Pocket Maximums 
(applies to both medical and pharmacy)

• Individual / Family $4,500 / $9,000 $4,500 / $9,000 $6,000 / $12,000

• Lifetime Maximum Unlimited Unlimited Unlimited

Preventive Services2

Includes HRSA approved preventive care and 
screenings for infants, children, adolescents 
and adults (office visits, routine and travel 
immunizations, influenza vaccinations, 
preventive mammograms, etc.)

$0 $0 40% after 
deductible

Physician Office Visit
(Physical exams, treatment of illness, minor 
diagnostic tests billed by physician, injections 
received in a physician’s office)

$20 Primary 
$35 Specialist

$25 Primary 
$50 Specialist

$20 Primary 
$35 Specialist

$25 Primary 
$50 Specialist

40% after 
deductible

Urgent Care Visit $40 co-pay $40 co-pay 40% after 
deductible

Convenience Care $25-copay at 
CVS Minute 

Clinics

$30 co-pay $25-copay at 
CVS Minute 

Clinics

$30 co-pay 40% after 
deductible

Outpatient Services and Supplies

• Minor Lab, X-ray and Diagnostic $0 $0 $0 $0 40% after 
deductible

• Diagnostic Mammogram $0 $500 + 20%  
after deductible

$0 $500 + 20%  
after deductible

40% after 
deductible

• Therapeutic  
(chemotherapy, radiation, infusion  
therapy, dialysis, etc.)

$0 $50 co-pay $0 $50 co-pay 40% after 
deductible

• Major Diagnostic  
(MRI, CAT scan, PET scan and  
nuclear medicine)

$50 co-pay  
then deductible

$500 + 20%  
after deductible

$50 co-pay  
then deductible

$500 + 20%  
after deductible

40% after 
deductible

• Outpatient Surgery $150 co-pay 
then deductible

$1,250+20% 
after deductible

$150 co-pay 
then deductible

$1,250 + 20% 
after deductible

40% after 
deductible

Emergency Room Services 
(co-pay waived if admitted as an inpatient 
within 24 hours)

$150 co-pay then deductible $150 co-pay then deductible $150 co-pay  
then in-network 

deductible

Inpatient Hospitalization

• Emergency Admission $250 per 
admission  

then deductible

$500 + 20%  
per admission 

after deductible

$250 per 
admission 

then deductible

$500 + 20%  
per admission 

after deductible

40% after 
deductible 

• Non-Emergency Admission $250 per 
admission then 

deductible

$1,750 + 20% 
per admission 

after deductible

$250 per 
admission 

then deductible

$1,750 + 20% 
per admission 

after deductible

40% after 
deductible

Ambulance Service $100 per service $100 per service $100 per service

Durable Medical Equipment $35 co-pay $35 co-pay 40% after 
deductible

1 See page 18 or visit the HealthyDirections Hot Spot on myHR.HoustonMethodist.org to learn how to be eligible for a lower Medical Plan deductible.
2 See summary plan description for more detailed information on covered preventive services.

http://www.houstonmethodist.org/hmbenefits
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Medical Plan Benefits Choice Plan Choice Plus Plan

Network Houston Methodist  
Preferred

UHC
Houston Methodist 

Preferred
UHC Out-of-Network

Rehabilitation Services/
Outpatient Therapy

$0 $50 co-pay $0 $50 co-pay 40% after 
deductible3

Home Health Care $0 $0 40% after 
deductible3

Hospice $0 $0 Not covered

Skilled Nursing Facility/Inpatient 
Rehabilitation Facility Services3  
(per admission)

$150 then 
deductible

$250 + 20% 
after deductible

$150 then 
deductible

$250 + 20% 
after deductible

40% after 
deductible

Mental Health/Substance Abuse

Outpatient Services  
(per visit)

$20 co-pay $20 co-pay 40% after 
deductible

Acute Inpatient Services4 
(per admission)

• Non-emergency admission $250 then 
deductible

$750 + 20% 
after deductible

$250 then 
deductible

$750 + 20% 
after deductible

40% after 
deductible

• Emergency admission $250 then 
deductible

$250 + 20% 
after deductible

$250 then 
deductible

$250 + 20% 
after deductible

40% after 
deductible

Residential, Day/Partial 
Treatment Programs and 
Intensive Outpatient Programs 
and Recovery Home  
(per admission)

• Non-emergency admission $150 then 
deductible

$500 + 20% 
after deductible

$150 then 
deductible

$500 + 20% 
after deductible

40% after 
deductible

• Emergency admission $150 then 
deductible

$250 + 20% 
after deductible

$150 then 
deductible

$250 + 20% 
after deductible

40% after 
deductible

Employee Assistance Program 
(EAP) Visits

Each year, you and your immediate family may be provided with up to three, free 
professional face-to-face counseling sessions per issue (some conditions apply). Contact 
OptumHealth Behavioral Solutions at 1.800.520.0726 (TDD callers dial 1.866.216.9926.) 
for more information.

3 Limitation on visits, days or treatments apply; see the summary plan description for detailed information.
4 All mental health and substance abuse inpatient treatment requires prior notification to OptumHealth Behavioral Solutions before treatment starts.

Find a provider! Access welcometouhc.com/houstonmethodist or myuhc.com, or call UnitedHealthcare at 1.800.520.0726.  
If you need assistance finding a Primary Care Physician, contact a Houston Methodist Care Navigator at 713.441.0001.

Mental Health/Substance Abuse Services

Both Medical Plans provide mental health/substance abuse services through OptumHealth Behavioral Solutions. Find providers 
in the OptumHealth network by visiting liveandworkwell.com (access code MH123) or by calling 1.800.520.0726. You must notify 
OptumHealth before any inpatient mental health or substance abuse services begin. If you are a new participant, ask OptumHealth 
if you are eligible for their “transition of care” process that enables you to continue receiving services from your out-of-network 
provider temporarily while you transition to an in-network provider.

http://houstonmethodist.welcometouhc.com/
https://www.myuhc.com/member/prewelcome.do?currentLanguageFromPreCheck=en
https://www.liveandworkwell.com/public/
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PRESCRIPTION DRUG PROGRAM
Prescription drug coverage is included with both Medical Plans and is provided through CVS Caremark. CVS Caremark has a  
six-tier prescription drug program. You and each of your covered dependents must meet an annual $50 deductible. After the 
deductible has been met, you pay a co-pay or coinsurance amount for each tier:

Prescription Drug Benefits Retail Mail Order (3-Month Supply)

$50 annual deductible per covered person, then…

Tier 1 — generic $10 $25

Tier 2 — preferred brand* 30% (Min $35 – Max $75) 30% (Min $90 – Max $190)

Tier 3 — non-preferred brand* 50% (Min $50 – Max $125) 50% (Min $125 – Max $315)

Tier 4 — discounted non-covered brand 100% of discounted rate 100% of discounted 

Specialty Drugs

• Preferred brand specialty $150 N/A

• Non-preferred brand specialty $200 N/A

Co-pay and coinsurance amounts are applied after a $50 deductible for each covered person. Houston Methodist provides generic 
medication support for individuals managing chronic conditions. Additional requirements regarding maintenance medications and 
specialty drugs exist. See next page for details.

* Brand drugs will not be covered unless you have first tried the generic version.

HOW DO DEDUCTIBLES WORK?
A deductible is a set amount of money that you have to spend on health expenses before the plan starts to pay:

• When a co-pay and deductible both apply to a service, the co-pay applies first.
• Deductibles only apply in an outpatient, inpatient, major diagnostic and facility setting.
• Co-pays do not apply to the deductible. 
• The deductible does not apply to office visits.
• You have different deductibles for in-network and out-of-network expenses.
• See page 18 to learn more about how you can lower your Medical Plan deductible. 

Don’t Forget! Preventive care is 100% covered by both Medical Plans, including annual physicals, well-baby and yearly 
gynecological exams. Take advantage of this benefit to make sure serious health conditions are caught early — and to have a 
better chance of effective treatment or prevention.

Research shows that patients who work with a PCP have overall better management 
of chronic diseases, lower health care costs and higher satisfaction with their care. 
Establishing a relationship with a single physician year after year strengthens the doctor’s 
insight into your health, habits and behaviors. This increases the chances of successful 
preventive measures, correct diagnosis, early intervention and appropriate treatment. In the 
long term, patients save money, time and enjoy extended health and life. If you need help 
finding a PCP, call Houston Methodist Care Navigator at 713.441.0001.

CONSIDER WORKING 
WITH A PRIMARY  
CARE PHYSICIAN 

BEYOND YOUR  
ANNUAL WELL VISIT
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Where to Fill Your Prescriptions

CVS Caremark has a retail network of more than 64,000 locations, including CVS, the second largest pharmacy chain with  
7,100 locations and other major pharmacy chains, such as Walgreens and Wal-Mart.

• Short-term prescriptions (up to a 30-day supply): retail, in-network pharmacy
• Longer-term prescriptions (up to a 90-day supply): retail CVS pharmacy or through Caremark’s mail services program
• Maintenance prescriptions: must be filled for a 90-day supply once you have obtained two, one-month (up to 30-day)  

supplies of the medication

Generic Step Therapy

Before you can receive coverage for certain brand name prescriptions, you must try the generic version first or the prescription  
will not be covered.

Specialty Medications

Specialty medications are typically used to treat rare or complex diseases (e.g., rheumatoid arthritis or cancer), may be costly and 
must undergo an evidence-based validation process before they are covered. You must purchase specialty medications through the 
CVS specialty pharmacy network once you have obtained one one-month supply of the medication. Specialty pharmacies will only 
dispense a 30-day supply due to the expense and complexity. To locate a participating specialty pharmacy, call CVS Caremark at 
1.855.465.0024.

Generic Medication Support

If you are currently managing chronic health conditions, like diabetes, high cholesterol or high blood pressure and are assigned 
to a Health Track or a newly benefited employee in 2016, you qualify for payment assistance for generic prescriptions related to 
managing your specific chronic condition. You’ll pay $0 for generic prescriptions to treat your specific conditions. 

In order to keep your co-pays as low as possible, ask your physician to prescribe Tier 1 (generic) drugs and to provide  
a 90-day prescription with up to three refills for long-term medications.

Be sure to keep your mailing address and phone number up to date so CVS Caremark can notify you when you have filled a 
prescription for a maintenance or specialty medication. Visit caremark.com for a list of participating pharmacies and a list of 
covered medications. The website also provides alternative medications for non-preferred drugs.

• 2016 Prescription Benefit Program
• Preferred Drug List

• CVS Maintenance Choice Program
• CVS Mail Order Form

VISIT MYHR.HOUSTONMETHODIST.ORG FOR MORE INFORMATION ON:

http://www.houstonmethodist.org/hmbenefits
https://www.caremark.com/wps/portal
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DENTAL COVERAGE
Houston Methodist employees may participate in one of two Dental Plans offered by MetLife:

• MetLife Dental HMO (DHMO)
• MetLife Preferred Dentist Program (PDP)

Once you make your plan selection upon your eligibility for coverage, you must remain covered in that Dental Plan for the remainder 
of the calendar year. You may change your plan during Open Enrollment for coverage effective January 1 of the following year.

Comparing the Dental Plans

MetLife DHMO MetLife PDP

Plan Features

Choice of Dentists Pre-select an in-network Primary Care Dentist;  
each enrolled family member may choose a different 
DHMO dentist

Your choice; out-of-pocket expenses 
may be higher when using an out-of-
network dentist

Specialty Care Referral needed, but no preauthorization is required No referral needed

Filing of Claims None required You or your dentist submits claim forms

ID Card Yes, includes your Primary Care Dentist information Yes, but not required to receive service

Access to Dentists  
(when traveling within the U.S.)

No, except in an emergency situation when you are unable  
to receive care from your selected Primary Care Dentist

Access to a large network nationwide, or 
you may use an out-of-network dentist

Annual Limits

Deductible None $50 per covered person per year

Annual Maximum Benefit None $1,500 per covered person

What You Pay for Service

Office Visit $5 co-pay N/A

Preventive Care 
Periodic oral exam, routine adult or child 
cleanings, bitewing X-rays (4 films)

$0 $0, no deductible

Basic Care
Fillings, root canal, periodontal scaling 
and maintenance, additional routine 
child cleanings, etc.

Co-pay based on service Covered at 80% after deductible

Major Services 
Bridges, crowns, dental implants, etc.

Co-pay based on service Covered at 50% after deductible

Orthodontics

Eligible Covered Persons Adults and dependent children Dependent children

Lifetime Maximum Benefit N/A $1,000 per covered person

Co-pay/Coinsurance
Comprehensive ortho treatment — $1,800 
Other related ortho costs — $670

Covered at 50%, no deductible

• DHMO Benefits Schedule
• Plan Comparison

• Printing Temporary IDs
• DHMO Enrollment Form

• Dental Providers

VISIT MYHR.HOUSTONMETHODIST.ORG FOR MORE INFORMATION ON:

If you do not choose a Primary Care Dentist within 30 days of receiving your ID card, one will be chosen for you. You 
can change your dentist as of the first of the month by contacting MetLife by the 15th of the prior month. If you have an 
emergency and you are out of area, contact MetLife Member Services at 1.888.309.5141.

METLIFE DHMO – CHOOSING A DENTIST

http://www.houstonmethodist.org/hmbenefits
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VISION COVERAGE
Vision coverage is offered separately through EyeMed Vision Care. EyeMed’s vision program provides you with eye care at thousands 
of private practice and retail-affiliated providers across the country, most with evening or weekend appointments available.

Schedule of Vision Plan Benefits

Vision Plan Benefits In-Network Member Cost
Out-of-Network 
Reimbursement

Annual Eye Exam with dilation as necessary $10 co-pay Up to $45

Contact Lens Fit and Follow-Up
Fit and two follow-up visits are available once a 
comprehensive eye exam has been completed

 
 
Up to:

• Standard Covered 100% $40

• Premium 10% off retail price, then apply $40 allowance $40

Frames $130 allowance; 20% off retail price over $130 Up to $90

Standard Plastic Lenses Up to:

• Single vision $20 co-pay $35

• Bifocal $20 co-pay $55

• Trifocal, standard progressive and lenticular $20 co-pay $70

• Premium progressive lens $20 co-pay, 80% of charge less $120 allowance $70

Lens Options 
Paid by member and added to the base price of the lens

• UV treatment, tint (solid and gradient),  
standard plastic scratch coating

$0 Up to $8 each

• Standard polycarbonate $40 co-pay Not covered

• Standard polycarbonate (children under 19) $0 Up to $20

• Standard anti-reflective coating $45 co-pay Not covered

• Polarized, other add-ons and service 20% off retail price Not covered

Contact Lenses Allowance: Up to:

• Conventional $125 plus 15% off retail price over $125 $105

• Disposable $125 plus balance over $125 $105

• Medically necessary $0; covered 100% $200

Laser Vision Correction
Lasik or PRK from U.S. Laser Network

15% off retail price or 5% off promotional price Not covered

Additional Pairs Discount* 40% discount on complete pair eyeglass purchase 
and 15% discount on conventional contact lenses 
once the funded benefit has been used

Not covered

Frequency  
Examination, lenses or contact lenses, frame

Once every 12 months Once every 12 months

* Pursuant to Texas law, discounts may not be available to all network providers. Before your appointment, you should confirm with your provider that discounts are offered.

To see a list of participating providers near you, go to eyemedvisioncare.com 
and choose Select from the provider locator dropdown box. You can also call 
EyeMed Member Services at 1.866.723.0514.

FINDING AN EYEMED  
VISION CARE PROVIDER

http://portal.eyemedvisioncare.com/wps/portal/em/eyemed/members/!ut/p/b1/04_Sj9CPykssy0xPLMnMz0vMAfGjzOI9Lc2cLZwMHQ38Q51dDDz9gozNPAx8DA3cTYEKIoEKDHAARwNC-r30o9Jz8pOAVoXrR6EqNjCwMAAqdnIP8PYwNTDwNYUqwGOZn0d-bqp-QW5EZXBAuiIA0MIAbQ!!/dl4/d5/L2dBISEvZ0FBIS9nQSEh/
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FLEXIBLE SPENDING ACCOUNTS
A flexible spending account (FSA) is a benefit that allows you to set aside a portion of your pay on a pre-tax basis to use during the 
year to reimburse yourself for expenses not covered by other programs. Every dollar you put into your FSA is one that you shelter 
from taxes and, ultimately, increases your disposable income. There are two types of FSA Accounts:

• Health Care FSA
• Dependent Care FSA

Health Care FSA Dependent Care FSA

IRS contribution limits? $2,550 per year $5,000 per year ($2,500 if married, filing 
separate income tax returns) 

Use for? Eligible medical, prescription drug, dental  
and vision expenses

Eligible child care or elder care if you and 
your spouse (if applicable) work or if your 
spouse is disabled or a full-time student for  
at least five months during the year 

Whose eligible expenses  
can I pay for?

For you and any eligible dependents claimed 
on your federal tax return, even if they are not 
covered by a Houston Methodist Medical Plan

For a “qualifying person” which includes: 

• Your dependent under the age of 13
• Your spouse who has lived with you for 

more than half the year and is not 
physically or mentally able to care for  
him or herself

• Other dependents and persons may be 
eligible (see IRS Publication 503 for 
specific details)

When can I use funds? Your total elected contributions for the year 
are available for use at any time to pay for 
eligible expenses.

Only your current account balance is available 
for use to pay for eligible expenses.

Deadline for incurring 
expense and requesting 
reimbursement?

You may be reimbursed for health expenses 
incurred through December 31. The deadline 
to submit expenses for reimbursement is  
May 31 of the following year.

You may be reimbursed for dependent care  
expenses incurred through March 15, 2017, 
if you are a plan participant at the end of 
the calendar year. The deadline to submit 
expenses for reimbursement is May 31, 2017.

Rolls over from year to year? You may carry over up to $500 in unused 
funds from your Health Care FSA balance. 
You will lose any balance above $500.

No, you will lose any balance remaining in 
your account after May 31, 2017.

Need to save receipts, EOBs 
and provider invoices? 

Yes Yes 

Contact the IRS for more 
information on eligible 
expenses: 

1.800.829.1040 
TDD 1.800.829.4059 
www.irs.gov (search for Publication 502) 

1.800.829.1040  
TDD 1.800.829.4059 
www.irs.gov (search for Publication 503) 

Save all of your receipts throughout the year, even when using your  
Consumer Account Card. You may be asked to verify your expenses.

https://www.irs.gov/
https://www.irs.gov/
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Eligible Expenses

Health Care FSA Dependent Care FSA

• Co-payments and deductibles for medical, 
prescription drug, dental and vision 
expenses

• Acupuncture
• Vision exams, eyeglasses, contacts and 

laser eye surgery
• Hearing exams and services
• Dental exams and services, including 

orthodontia
• Chiropractic treatment

• Services provided by babysitters or 
caregivers, including your relatives whom 
you do not claim as exemptions on your 
federal tax return 

• Expenses for a housekeeper whose 
services include care of an eligible 
dependent 

• Services provided by a licensed elder care 
center, child care center or nursery school 

• Social Security and other taxes you pay for  
a caregiver 

If you use FSA funds to pay 
for an ineligible expense,  
you are responsible to pay 
income tax and a 20%  
penalty on that amount.

If you enroll in an FSA plan after January 1, you cannot claim expenses incurred before your effective date in the plan. All 
FSA claims must be submitted by May 31 of the following year.

Each calendar year, you must elect how many pre-tax dollars you want to 
contribute to each FSA. Use the FSA Savings Calculator on myuhc.com to 
assist with estimating your expenses before making your election.

ESTIMATING YOUR  
FSA ELECTION

https://www.myuhc.com/member/prewelcome.do?currentLanguageFromPreCheck=en
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Optional Life and AD&D Insurance

Optional Coverage Coverage Amount Maximum Coverage

Employee Life 1x to 5x base annual salary up to the nearest $1,000* $600,000

Spouse Life $10,000, $20,000 or $50,000 Not greater than total basic and  
optional employee life coverage

Dependent Child Life $10,000 or $15,000; newborn (live birth) children up to  
six months of age are covered for $2,000

Covers all eligible dependent children  
(up to age 26) for one cost

Employee AD&D 1x to 5x base annual salary up to the nearest $1,000** $500,000

Dependent AD&D
(Voluntary Employee  
AD&D required)

• Spouse only: 60% of employee amount 
• Child(ren) only: 15% of employee amount
• Spouse+Child(ren): 

 — 50% of employee amount for spouse
 — 10% of employee amount for child(ren)

Based on employee election

* Starting at age 70, your benefits will be reduced according to the insurance carrier’s schedule.
** Starting at age 75, your voluntary AD&D benefits will be reduced according to the insurance carrier’s schedule.

You never know what challenges and obstacles you may face as you go through life. Houston Methodist 
wants to help make sure that you are confident you and your family are well prepared for whatever may 
come your way. To help ensure you are well prepared for your journey, Houston Methodist offers benefits 
that can provide financial security now and in the future.

LIFE AND ACCIDENTAL DEATH AND DISMEMBERMENT (AD&D) INSURANCE
Life and AD&D insurance offers financial security for you and your family in the event of the unexpected.

Life insurance pays a benefit in the event of death due to an illness or accident.

AD&D insurance pays a benefit only in the event of an accident that causes death, paralysis or the loss of a limb, speech, 
hearing or sight. AD&D benefits are paid in addition to any life insurance benefits you have with Houston Methodist:

• Death benefits are payable at 100% of the principal sum
• Injury benefits are payable from 25% to 100%, depending on the type of injury

Employee Basic Life and AD&D Insurance

Job Classification Basic Life Benefit* Basic AD&D Benefit

Staff 1x annual base salary, rounded up to nearest $1,000, 
maximum of $150,000

An amount equal to basic life benefit

Managers/Supervisors 2x annual base salary, rounded up to nearest $1,000, 
maximum of $500,000

An amount equal to basic life benefit

Directors 3x annual base salary, rounded up to nearest $1,000, 
maximum of $500,000

An amount equal to basic life benefit

* Starting at age 70, your benefits will be reduced according to the insurance carrier’s schedule.

The IRS requires you pay an imputed income tax on the cost of company-paid life insurance benefits over $50,000.  
The amount of tax you pay is based on your benefit amount and age. This income amount is added to your earnings and shown 
on your paycheck as Imputed Life in the Imputed Income section. Taxes on this amount are deducted from your paycheck.
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Other Important Insurance Information

Evidence of Insurability (EOI)

EOI is a statement of condition of health required for certain 
types or levels of insurance coverage. 

• Optional Employee Life: EOI is not required if you enroll 
during your first 30 days of eligibility. After that, or if you wish 
to increase your coverage during the year, you will have to 
provide EOI. If you are covered for one or two times your 
base annual salary, you may increase your coverage one 
additional level during the annual Open Enrollment period 
without EOI. Elections of four or five times your base annual 
salary always require EOI.

• Optional Spouse Life: EOI is not required if you enroll your 
spouse during your first 30 days of eligibility or after you first 
acquire a spouse, whichever is later. After that, your spouse 
who has been eligible more than 30 days will have to provide 
EOI. Also, if you wish to increase coverage during the year, 
your spouse will have to pass EOI.

• Optional Dependent Child Life: Your children can be 
enrolled at any time without EOI.

Additional Provisions

Life and AD&D insurance may offer other provisions based on 
your coverage. For more information on the following provisions, 
visit the Life and Accidental Death and Dismemberment 
Insurances or Summary Plan Descriptions section of the 
Benefits Library on myHR.HoustonMethodist.org.

Accelerated Benefit

If you are terminally ill, part of your life insurance may be payable 
to you while you are still living. You can request up to 75% of the 
amount of your life insurance currently in force if you are insured 
for at least $5,000 of life insurance and have a terminal illness 
with a life expectancy of 24 months or less. The maximum you 
can request is $500,000 and the minimum is $5,000. The 
accelerated benefit is paid in a single lump sum amount.

Conversion and Portability of Life and Voluntary  
AD&D Insurance

Take coverage with you or convert to an individual policy should 
you leave Houston Methodist or move to a non-benefited position.

Waiver of Premium Provision  
(Optional Employee Life only)

If you become totally disabled while insured, this provision 
allows you to continue your life insurance without any further 
payment of premiums by you or your employer.

Sign up for Optional Employee and/or Spouse Life  
within first 30 days of eligibility to avoid EOI requirements.

Designating a beneficiary determines who will receive your Life and AD&D Insurance benefits upon your passing and ensures 
your benefits are distributed according to your wishes. Establish or change your beneficiaries through MARS at any time:

• Log in to MARS
• Click on the Benefit Summary in the left box on the Home Page and then the applicable Life and AD&D plan
• Follow the instructions on the page to finish editing your Life and AD&D beneficiaries

You are the beneficiary for Optional Spouse Life, Dependent Child Life and Voluntary AD&D dependent coverage.  
For more assistance with establishing or changing beneficiaries, contact HR Benefits.

BENEFICIARY DESIGNATION

http://www.houstonmethodist.org/hmbenefits
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DISABILITY
Houston Methodist provides Short-Term and Long-Term Disability, which presents you with supplemental income replacement while 
you are totally disabled. There is no cost to you for these benefits.

Short-Term Disability (STD)

STD provides you with weekly income replacement at a percentage of your weekly base salary for up to 26 weeks while you are 
disabled due to an illness or injury. Your other benefits (medical, dental, optional employee life, etc.) will continue at the active employee 
rate while on STD. You risk termination of your coverage if premiums are not paid timely. See myHR.HoustonMethodist.org for information 
on how to pay your benefits while out on leave. Contact the disability insurance carrier and your manager before going on STD. 

Program Features
For Employees Hired  

Before 9/13/2009
For Employees Hired or Rehired  

on or After 9/13/2009

Eligible Employees Weekly Standard Hours of 20 or more and not classified as temporary or PRN.

Eligibility Eligible on the first day of employment. Eligible on 91st day of employment.

Waiting Period Seven calendar days; benefits begin on the eighth calendar day after you are eligible. 
You are required to use Paid Time Off during the waiting period.

Benefit Level Basic benefit is 662 3% of weekly base salary. 
Eligible to receive one week at 100% of your 
weekly base salary for each completed year of 
service, up to a maximum of 12 weeks. Benefits 
are less other income replacement benefits.

50% of your weekly base salary after elimination 
period during the first year of employment.  
After first year of service, maximum benefit is  
662 3% of your weekly base salary. Benefits  
are less other income replacement benefits.

Ability to Supplement  
Benefit with PTO

Yes, up to employee’s Standard Hours per week. Supplemental PTO is paid in one week increments 
only. Contact your STD claims manager to supplement your STD benefits with PTO.

Long-Term Disability (LTD)

LTD is for long-term illnesses and injuries lasting longer than 26 weeks. LTD provides you with 60% of your monthly base salary, 
maximum monthly benefit of $7,500, during total disability after you have been totally disabled for 180 days. Benefits are effective 
on the 91st day of employment. Benefits are less other income replacement benefits.

After 180 days of total disability (including STD), your employment will end. At this time, you may be asked to explore disability 
benefits through Social Security. You may continue your Medical, Dental and Vision Plan coverage and, in some cases, Health Care 
FSA under COBRA. You may also apply for portability or conversion of your Life and AD&D Insurance. If you are totally disabled, you 
may apply for a waiver of your Optional Life Insurance premium by providing proof of total disability to Aetna.

BUSINESS TRAVEL ACCIDENT 
INSURANCE
Houston Methodist provides Business Travel Accident 
Insurance in the event of your death or injury while on 
work-related travel for Houston Methodist. Benefits 
received depend on the extent and type of injury, as well as 
job classification. For more information, see the Summary 
Plan Description on myHR.HoustonMethodist.org or 
contact Houston Methodist HR Benefits.

AETNA TRAVEL ASSISTANCE 
PROGRAM
Travel assistance services are available 24-hours a day to help you 
with emergencies when you’re traveling more than 100 miles from 
home. You can access more than 60,000 travel assistance providers 
in over 60 countries. Key benefits include:

• Emergency medical services, including evacuation and repatriation
• Coordinated hospital admission and discharge planning
• True medical (prospective, concurrent, retrospective) case 

management services
• Return of mortal remains
• Urgent message relay
• Escort for minor children
• Legal referrals

http://www.houstonmethodist.org/hmbenefits
http://www.houstonmethodist.org/hmbenefits
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RETIREMENT PLANS
It’s important to be confident about what your life will be like in retirement. That is why Houston Methodist Retirement Plans are 
designed to help you reach the end of your journey at Houston Methodist with a well-funded retirement. To do that, Houston 
Methodist provides two competitive retirement plans:

• 403(b) Tax Sheltered Annuity Plan: Houston Methodist matches a portion of your 403(b) contribution
• Defined Contribution Plan (DCP): Houston Methodist pays 100% of your eligible DCP contribution

Fidelity Investments is the record keeper for the Houston Methodist Retirement Plans and provides you with a variety of investment 
options. Houston Methodist developed the “Core” Funds lineup to provide our plan participants with access to what Houston 
Methodist and our investment consultants determined to be exceptional mutual funds based on each fund’s investment strategy, 
objectives and overall diversity.

403(b) Tax Sheltered Annuity Defined Contribution Plan (DCP)*

Eligibility On or after your first day of employment On your first day of employment

Enrollment Participation is voluntary; enroll beginning your first week of 
employment by contacting Fidelity Investments 

Enrollment is automatic; no action required by you

Contributions Contribute 1–60% of your allowed compensation, up 
to the IRS contribution limit. Flat dollar amounts are 
accepted, not to exceed 60% of your pay for that period. 
Allowed compensation includes base salary, overtime, shift 
differentials and call time. Your contribution will be matched 
at 50% up to a maximum 2% match.

If you will be age 50 or older by December 31 of this year, 
you may contribute additional catch-up contributions up to 
the IRS catch-up contribution limit, but the contribution is  
not eligible for a match. 

If you average a 4% contribution over the entire year, a 
match true-up calculation will be completed subsequent to 
year end to ensure you received the full 50% match.

Rollovers from other qualified plans are permitted.

Houston Methodist contributes an amount on 
your behalf based upon your base salary and 
eligible percentage annually after the close of the 
plan year. To receive the annual contribution, you 
must work 1,000 hours during the calendar year 
and be employed on the last day of the year. The 
contributions are calculated on years of service 
and base salary.

Years of Service Staff Management/Directors

0–9 3% 7%

10–19 4% 8%

20+ 5% 9%

Rollovers from other qualified plans are permitted.

Vesting** Your contributions are 100% vested immediately. Employer 
match contributions are vested based on your date of hire 
and years of service:

• Hired before January 1, 2010: 100% vested in the 
employer match

• Hired on or after January 1, 2010: 100% vested after  
completing three vesting years of service

100% vested after completing three vesting years 
of service

Changes to 
Contributions

Increase, decrease or stop your contributions at any time  
by contacting Fidelity Investments

You are not allowed to make contributions

Investment 
Options

A selection of 13 Fidelity and non-Fidelity “Core” Funds, plus the VOYA Stable Value Fund

Loan A loan is available from the vested portion of either retirement account. Only one loan is permitted at a time. 
More information and loan applications are available by contacting Fidelity Investments.

Withdrawals 
(while actively 
employed)

You may withdraw funds only if you are at least age 59½, 
or if you qualify for a hardship withdrawal according to IRS 
regulations. If you take a hardship withdrawal, you will be 
required to stop contributions to the plan for six months.

You may withdraw funds only if you are at least 
age 59½, with 60 months of service.

Beneficiaries Designate or update your beneficiaries online at netbenefits.com/Methodist, and then select Beneficiaries in 
the “Your Profile” section. Note: In general, if you are married, you must designate your spouse as your primary 
beneficiary for 100% unless he/she signs the Spousal Consent section of the Beneficiary Designation Form in 
the presence of a notary public or a representative of the plan.

* If you are employed by the Flex Team or a Resident in the Houston Methodist Specialty Physician Group, your retirement benefits will differ. Contact Houston Methodist  
HR Benefits at 832.667.6211 or hrbenefits@houstonmethodist.org for plan specifics.

** A vesting year is a year in which an employee works at least 1,000 hours.

https://nb.fidelity.com/public/nb/Methodist/home
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The 403(b) Plan: The sooner you sign up for the 
403(b), the sooner you receive the Houston Methodist 
match! You may enroll in the 403(b) at any time and 
participation is voluntary.

For details on these plans, visit myHR.HoustonMethodist.org. 
For questions, contact Fidelity Investments via phone at 
1.800.343.0860 or the web at netbenefits.com/Methodist.

OTHER FINANCIAL RESOURCES

Portfolio Advisory Service (PAS)

Fidelity Investments offers Portfolio Advisory Service (PAS), an investment service that allows you to delegate the management of 
your Houston Methodist retirement plan account to professional investment managers for a fee. You are responsible for this fee. 
This service develops an investment strategy using the “Core” Funds lineup and provides professional, ongoing management of your 
retirement account. For more information, contact Fidelity PAS at 1.866.811.6041 or log on to netbenefits.fidelity.com/pas.

Dave Ramsey — Financial Peace University

Houston Methodist, in partnership with PrimeWay Federal Credit Union, offers employees the Dave Ramsey’s Financial Peace 
University (FPU) program. FPU is a life-changing, 8-week program that teaches you how to make the right decisions with your 
money. You’ll be empowered with the practical skills and confidence needed to achieve your financial goals and experience true 
financial peace. The program is provided at no charge. However, you will be responsible for purchasing the course materials, which 
are yours to keep. The course materials cost $110 per kit, for employee and spouse or significant other. The FPU course is hosted 
once annually at each of the main campus hospitals. Employees are notified of the course schedule via Houston Methodist email.

Employees Helping Employees

Under this program, employees can seek financial help when in a time of crisis caused by an event beyond their control. The program 
formalizes the process by which you can support and help your coworkers in their time of need. Contact Houston Methodist HR 
Benefits for more information on this program. You can also obtain forms and view the detailed program guidelines in the Benefits 
Library on myHR.HoustonMethodist.org.

LEGAL PLAN
You can enroll in the Hyatt Legal Plan, which provides you and eligible dependents with access to a wide variety of personal legal 
services. Following are some highlights of the Legal Plan offered by Hyatt Legal:

• Unlimited number of matters with an attorney for telephone and office consultations
• No co-pays or claim forms when using a network attorney
• Attorney fees fully paid by the plan when you use a network attorney for services
• Flexibility to use a non-network attorney and get reimbursed for covered services according to a set fee schedule (you are 

responsible to pay the difference, if any)

http://www.houstonmethodist.org/hmbenefits
http://www.houstonmethodist.org/hmbenefits
https://nb.fidelity.com/public/nb/Methodist/home
https://login.fidelity.com/ftgw/Fidelity/NBPart/Login/Init?AuthRedUrl=https://workplaceservices120.fidelity.com/mybenefits/navstation/navigation
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Corporate Departments:

Houston Methodist  
HR Benefits Department  
6565 Fannin, GB 164  
Houston, Texas 77030  
Phone: 832.667.6211  
Fax: 832.667.6234  
Email: hrbenefits@houstonmethodist.org 

Houston Methodist  
HR Payroll Department  
6565 Fannin, GB 270  
Houston, Texas 77030  
Phone: 832.667.6213  
Fax: 832-667-6281  
Email: hrpayroll@houstonmethodist.org

Houston Methodist  
HR-Employee Transportation  
Location: Scurlock Tower  
Basement B-1  
Houston, Texas 77030  
Phone: 713.441.6283  
Email: AskParking@houstonmethodist.org

Hospital Departments:

Houston Methodist Hospital,  
Houston Methodist Speciality Physician Group,  
Houston Methodist Primary Care Group  
and Houston Methodist Research Institute  
Human Resources  
Location: Scurlock Tower  
Basement B1-20  
Phone: 713.441.5009  
Fax: 713.441.1990  
Email: hrgentmh@houstonmethodist.org

Houston Methodist San Jacinto Hospital  
Human Resources  
Location: Suite 203, Alexander Campus  
Phone: 281.420.6287  
Fax: 281.420.6240  
Email: HRSJ@houstonmethodist.org

Houston Methodist St. Catherine Hospital  
Human Resources  
Location: 701 S. Fry Road  
Katy, Texas 77450  
Phone: 832.522.0330  
Fax: 832.522.0331  
Email: HRSTC@houstonmethodist.org

Houston Methodist St. John Hospital  
Human Resources  
Location: St. John West, Suite 160  
18300 St. John Drive  
Nassau Bay, Texas 77058  
Phone: 281.523.2036  
Fax: 281.333.8889  
Email: HRSTJ@houstonmethodist.org

Houston Methodist Sugar Land Hospital  
Human Resources  
Location: Suite 190, First Floor,  
Sweetwater Pavilion  
16655 Southwest Freeway  
Sugar Land, Texas 77479  
Phone: 281.274.7191  
Fax: 281.274.8395  
Email: HRSL@houstonmethodist.org

Houston Methodist West Hospital  
Human Resources  
Location: Suite 3230  
18500 Katy Freeway  
Houston, Texas 77094  
Phone: 832.522.0330  
Fax: 832.522.0331  
Email: HRWH@houstonmethodist.org

Houston Methodist Willowbrook Hospital  
Human Resources  
Location: Suite #255  
13802 Centerfield Drive  
Houston, Texas 77070  
Phone: 281.737.1035  
Fax: 281.737.2998  
Email: HRWB@houstonmethodist.org

While you are on your journey, it’s always good to have resources to get more information. Take advantage 
of the following resources where you can go for help.

VISIT, CALL OR EMAIL YOUR HR DEPARTMENT 
Your Human Resources representatives are available during standard business hours, Monday through Friday and are an excellent 
resource for general benefits information and assistance with your benefits needs. They can also assist you with other human 
resources functions related to organizational development, compensation and payroll, including online enrollment, verifying eligibility, 
answering coverage questions, resolving benefit issues, assisting with the family medical leave and short-term disability process, 
helping you to return to work after a leave and many other benefits-related matters.



40

BENEFIT VENDOR CONTACT INFORMATION
If you have specific questions about coverage, payment on a claim or how to file a claim, contact the appropriate benefit vendors.

Benefit Program Administrator Online Phone

Back-up Care 
Advantage Program®

Bright Horizons backup.brighthorizons.com 
User name: HoustonMethodist 
Password: backup

1.877.242.2737

COBRA Administrator WageWorks, Inc. https://cobra.wageworks.com/ParticipantSite 1.877.502.6272 

College Coach® Bright Horizons passport.getintocollege.com/Account/Login 
Passcode: HoustonMethodist

1.888.527.3550

Concierge Care 
Services

Care.com care.com/houstonmethodist 1.855.781.1303

Dental 
Group #: 00138587

MetLife metlife.com/mybenefits 1.888.309.5141

Dependent  
Verification Firm

ConSova consova.com/methodisthospital 1.866.964.1979  
1.303.951.3404 (Fax)

Emergency Travel 
Assistance

Aetna Travel Assistance 
Program through AXA

aetnatravelassistance@axa-assistance.us 
To receive your emergency assistance  
services card, contact your HR Department  
or HR Benefits.

1.877.935.3704 
1.312.935.3704  
(outside the  
United States)

Employee Assistance 
Program/Mental 
Health & Chemical 
Dependency Treatment

OptumHealth  
Behavioral Solutions

liveandworkwell.com 
Access Code: MH123

1.800.520.0726 
1.866.216.9926 TDD

Flexible Spending 
Accounts 
Group #: 706743 

UnitedHealthcare myuhc.com 1.800.520.0726 
(opición 3 para Español)

HealthyDirections Care Navigator carenavigator@houstonmethodist.org 713.441.0001

Houston Methodist 
Wellness Services  
programs

HealthyDirections Hot Spot on  
myHR.HoustonMethodist.org

713.441.5936

Keas coaching and 
Health Assessment/
website questions

1.888.780.3215

Optum Telephonic 
Condition Management 
programs

1.800.520.0726

http://www.houstonmethodist.org/hmbenefits
https://backup.brighthorizons.com/Login.aspx
https://cobra.wageworks.com/ParticipantSite/
https://passport.getintocollege.com/Account/Login
https://www.care.com/ep-methodist-ep-p1087-q9478513.html
https://mybenefits.metlife.com/MyBenefits/public/ssi/cookieTest.do
http://consova.com/methodisthospital
https://www.liveandworkwell.com/public/
https://www.myuhc.com/member/prewelcome.do?currentLanguageFromPreCheck=en
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Benefit Program Administrator Online Phone

Legal Plan Hyatt Legal legalplans.com 1.800.821.6400

Life and AD&D 
Insurance 

Aetna 1.800.523.5065

Long-Term Care Plan  
closed to new members 
effective 12/31/2011 

John Hancock jhltc.com
johnhancockltc.com

1.800.543.6833

Medical 
Group #: 705360

UnitedHealthcare myuhc.com 
welcometouhc.com/houstonmethodist

1.800.520.0726 
(opición 3 para Español)

Prescription Drug  
Group #: RX3151

CVS Caremark caremark.com 1.855.465.0024 (Customer Service)
1.855.465.0024 (Mail Order)
1.800.237.2767 (Specialty Pharmacy)

Retirement Plans Fidelity Investments netbenefits.com/methodist 1.800.343.0860 
1.800.587.5282 (para Español) 

Senior Care Assist Care.com care.com/houstonmethodist 
seniorcareplanningteam@care.com

1.855.781.1303

Short-Term and  
Long-Term Disability, 
Family Medical Leave, 
Leave of Absence

Cigna cigna.com 1.888.842.4462

Tuition Reimbursement EdAssist tamsonline.org/houstonmethodist 
houstonmethodist@edlinktuition.com

1.866.537.2235

Vision  
Group #: 9823311 
Plan Type: Select

EyeMed eyemedvisioncare.com 1.866.723.0514

Voluntary Benefits MyMethodistAdvantages youdecide.com/mth052 
Client ID: MTH052

1.866.714.8505

Workers’ Compensation Zurich 1.866.828.6816

HR Contact Information at Your Fingertips!

Want instant access to all the numbers above? 
Download the app icon and save the link to your home screen. 
HMHRcontacts.com

https://tams4.tamsonline.org/TAMS4Web/login/houstonmethodist
http://www.legalplans.com/
https://www.jhltc.com/login.aspx?ReturnUrl=https://www.jhltc.com/Default.aspx
https://www.johnhancockinsurance.com/long-term-care/
https://www.myuhc.com/member/prewelcome.do?currentLanguageFromPreCheck=en
http://houstonmethodist.welcometouhc.com/
https://www.caremark.com/wps/portal
https://nb.fidelity.com/public/nb/methodist/home
https://www.care.com/ep-methodist-ep-p1087-q9478513.html
http://www.cigna.com/
http://portal.eyemedvisioncare.com/wps/portal/em/eyemed/members/!ut/p/b1/04_Sj9CPykssy0xPLMnMz0vMAfGjzOI9Lc2cLZwMHQ38Q51dDDz9gozNPAx8DA3cTYEKIoEKDHAARwNC-r30o9Jz8pOAVoXrR6EqNjCwMAAqdnIP8PYwNTDwNYUqwGOZn0d-bqp-QW5EZXBAuiIA0MIAbQ!!/dl4/d5/L2dBISEvZ0FBIS9nQSEh/
http://hmhrcontacts.com/
https://youdecide.com/mth052
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2016 BI-WEEKLY PREMIUMS

Medical and Prescription Drug (does not include Residents)

HealthyDirections Premium

If you and your covered spouse completed your 2015 Health Track or if you are a new or newly benefited employee as of  
September 1, 2015, or later, you will pay the HealthyDirections premium for 2016 medical coverage.

Choice Choice Plus

Standard  
Hours of 32+

Standard  
Hours of 20–31

Full-time  
$12 or </Hour

Standard  
Hours of 32+

Standard  
Hours of 20–31

Full-time  
$12 or </Hour

Employee Only  $47.21  $67.21  $35.67  $137.80  $157.80 $126.26 

Employee + Spouse* $194.49 $234.49 $182.95 $429.82  $469.82 $418.28 

Employee + Children $142.54 $182.54 $131.00 $290.27  $330.27 $278.73 

Employee + Family* $256.37 $296.37 $244.83 $461.51 $501.51 $449.97 

Standard Premium

If you or your covered spouse did not complete your 2015 Health Track by the deadline, you will have the below premiums:

Choice Choice Plus

Standard  
Hours of 32+

Standard  
Hours of 20–31

Full-time  
$12 or </Hour

Standard  
Hours of 32+

Standard  
Hours of 20–31

Full-time  
$12 or </Hour

Employee Only $67.21 $87.21 $55.67 $157.80 $177.80 $146.26 

Employee + Spouse* $234.49 $274.49 $222.95 $469.82 $509.82 $458.28 

Employee + Children $162.54 $202.54 $151.00 $310.27 $350.27 $298.73 

Employee + Family* $296.37 $336.37 $284.83 $501.51 $541.51 $489.97 

* A $100 spousal surcharge will be deducted every pay period in addition to your Medical Plan premium if your spouse is eligible to participate in his or her employer’s medical 
plan and chooses to participate in the Houston Methodist Medical Plan instead.

Dental, Vision and Legal

Dental Plan Vision Plan Legal Plan

MetLife Dental HMO MetLife PDP

Employee Only $4.34 $10.71 $3.03 

$7.62
Employee + Spouse  $8.25  $26.71  $5.75 

Employee + Children  $8.69  $34.80  $6.06 

Employee + Family  $13.45  $46.67  $8.91
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Optional Employee Life Insurance

Age as of January 1, 2016 Cost per $1,000 of coverage Age as of January 1, 2016 Cost per $1,000 of coverage

Under 30 $0.014 55–59 $0.130

30–34 $0.019 60–64 $0.153

35–39 $0.025 65–69 $0.219

40–44 $0.036 70–74 $0.467

45–49 $0.055 75 & older $0.951

50–54 $0.085

Optional Spouse Life Insurance

Coverage Amount Bi-weekly Premium

$10,000 $0.48

$20,000 $0.96

$50,000 $2.40

Optional Child Life Insurance

Coverage Amount Bi-weekly Premium

$10,000 $0.46

$15,000 $0.69

Voluntary Accidental Death and Dismemberment (AD&D) Insurance

Option Cost per $1,000 of Coverage

Employee $0.0051

Spouse & Dependent Children* $0.0046

* Employee must be enrolled for spouse and children to have coverage
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More Information
This guide highlights our rewards and benefits program but is not intended to be a complete 
description. More complete details, including limitations and exclusions, are available in each 
plan’s summary plan description, plan document or policy. Houston Methodist retains the right 
to add, delete or modify any of the benefit or policy provisions at any time. Houston Methodist 
also retains the right to final interpretations of plan or policy provisions. The final interpretation 
of each plan is governed by the plan document or policy. 

Online Benefits Resource: 
myHR.HoustonMethodist.org

Houston Methodist HR Benefits at: 
832.667.6211 
Monday through Friday, 7:30 a.m. to 5 p.m. 
hrbenefits@houstonmethodist.org

Scan and Go

Use your smartphone  
QR reader to go to  
myHR.HoustonMethodist.org

http://www.houstonmethodist.org/hmbenefits
http://www.houstonmethodist.org/hmbenefits
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