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PURPOSE:

The purpose of this policy is to establish approval requirements, participant expectations, required travel documentation, and employee paid-time provisions for Kettering Health-sponsored mission trips, and to align mission trip administration with the KH Travel Agreement, Waiver, and Release.

DEFINITIONS:

Approved KH-sponsored mission trip: A local, national, or international mission/service trip that is sponsored, endorsed, coordinated, or otherwise approved by Kettering Health or Kettering College. Approved trips may include medical, educational, construction, humanitarian, or ministry-related service.
Participant: Any employee, Kettering College student, alumni participant, invited guest, volunteer, or other approved individual participating in an approved KH-sponsored mission trip.
Mission Paid Hours (MPH): Employer-paid matching hours available under this policy to eligible employees who use PTO for approved voluntary mission trip participation.

POLICY:

This policy applies to all Kettering Health departments that sponsor, coordinate, or support mission trips and to all approved participants, including Kettering Health employees, Kettering College students, and approved non-employee/non-student participants.
1. General
Kettering Health may support approved mission trips when the trip aligns with Kettering Health's mission and the operational needs of the sponsoring department can be met. Participation is a privilege and remains subject to approval under this policy.
This policy supplements, and does not replace, the KH Travel Agreement, Waiver, and Release. Travel-specific risks, participant acknowledgements, and waiver provisions are governed by the executed agreement.
2. Eligibility and approvals
Employees, Kettering College students, and approved non-employee/non-student participants may participate in an approved KH-sponsored mission trip.
Employees must first obtain department leader approval. Students and other participants must receive approval from the sponsoring program, department, or trip leader, as applicable.
Mission trip request forms must be submitted at least 60 days before travel to the participant's appropriate approving leader and, after initial approval, to the Mission and Ministry Department at missions@ketteringhealth.org. The Director of Mission and Ministry, or designee, may approve, reject, or request additional information.
3. Required travel agreement and trip records
Before travel, every participant must complete the KH Travel Agreement, Waiver, and Release through myHR or through another process designated by Kettering Health.
The trip organizer/coordinator must confirm that all required agreements are fully executed before departure, maintain a copy in the trip file, and submit a copy to legal@ketteringhealth.org.
Any participant who does not complete the required agreement may not participate in the trip.
4. Participant responsibilities
All participants must comply with the executed Travel Agreement, applicable Kettering Health administrative policies, applicable Kettering College policies and handbook provisions, trip leader instructions, host-site requirements, and destination-specific health and safety requirements.
Participants are responsible for complying with applicable vaccination, medication, passport/visa, and travel advisory requirements communicated through the Travel Agreement or trip-specific instructions.
Personal travel or personal activities added before, during, or after an approved mission trip are outside the scope of this policy and are governed by the terms of the Travel Agreement.
5. Employee PTO and Mission Paid Hours
This section applies only to benefit-eligible employees whose PTO is maintained in Kettering Health HR/Payroll and Time and Attendance systems and who are participating in an approved KH-sponsored mission trip on a voluntary basis.
Employees must use the department's normal PTO request process. Approval or denial of time away remains at the discretion of the employee's department leader and/or executive based on operational needs.
Employees are required to use their own PTO for approved voluntary mission trips. Kettering Health will match approved PTO on a 1-to-1 basis up to the annual MPH maximum shown below, prorated by scheduled hours per pay period.



	Scheduled Hours per Pay Period
	Maximum MPH Match per Year

	80
	20

	72
	18

	64
	16

	56
	14

	48
	12

	40
	10



MPH must be processed through the Time and Attendance system for tracking and payment purposes.
MPH is paid at the employee's base hourly rate in effect on the date of the trip.
MPH is not considered time worked for overtime calculations.
Unused MPH is not cashable and does not roll over to the next year.
6. Trips that are part of assigned duties or formal programs
If an employee participates in travel as part of assigned job duties, an administrative fellowship curriculum, a Kettering College academic requirement, or another employer-directed or program-directed activity, the PTO Match and MPH provisions in Section 5 do not apply unless expressly approved by Human Resources and the sponsoring department.
In those situations, time coding, expense handling, and related administrative requirements will be determined by the sponsoring department/program and applicable Kettering Health policies.
7. Administration
Human Resources sponsors this policy in coordination with the Mission and Ministry Department and Legal.
All Kettering Health departments are responsible for complying with this policy when sponsoring, organizing, or approving mission trip participation.

SPONSORING DEPT:			Human Resources
DEPARTMENTS AFFECTED:	All KH Departments
DATE OF ORIGIN:			4/15



Kettering Health (KH) Organization-Wide Policy
KH adopts this policy for KH Main Campus, KH Miamisburg, KH Dayton, KH Washington Township, KH Greene Memorial, Soin Medical Center, KH Hamilton, KH Troy, KH Medical Group, KH Transportation Services, all hospital off-sites and KH facilities, and KH System Services.
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