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Employee Handbook 

 

This Employee Handbook is not a contract and does not and/or shall not be construed to 

create any contractual obligations of employment between any employee and Great 

Beginnings | Great Smiles, Arden Premier and Horizon Dental Group (and may be referred 

to as the Practice). No provision or language contained in this handbook is intended to bind 

the Practice to any policy or procedure nor does it guarantee or bind it to any period of 

employment for a definite duration of time. Employment with the Practice is an “at-will” 

relationship and this handbook does not alter the at-will terms of the employment 

relationship. Either party can terminate this relationship at any time for any reason. 

Furthermore, the management of the Practice may terminate or modify the relationship at 

any time without notice and without cause so long as the reason is not based on race, color, 

religion, sex, national origin, disability, age, sexual orientation, LGBT Status, or military 

obligation. Statements made by any Site Manager, especially any that may contradict the 

employee’s at-will status, are not binding on the Practice. Provisions of this handbook can 

only be changed in writing by the Managing Partner, or their designee. 

This handbook is not all inclusive and is intended solely as a general guide for management 

and employees to the personnel policies, practices and benefits of the Practice. The Practice 

retains the right in its sole discretion to amend, modify or abolish any of these policies and 

procedures with or without notice in whole or in part as business circumstances might 

warrant.  

This employee handbook supersedes and replaces all previously published versions of this 

document and/or any unwritten policies of the Practice. 
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A Statement about Our Practice 

As an employee of our practice, the importance of your contribution cannot be overstated.  Our 

goal is to provide the finest-quality services to our patients and to do so efficiently and 

economically.  By satisfying our patients’ needs, they will continue to come to us for dental 

services and recommend us to others.  

You are an important part of this process because your work directly influences our practice’s 

reputation.  

We are glad you are part of our team and appreciate you continuing to provide our patients with 

a positive and valuable experience in a friendly, caring and comfortable atmosphere where we all 

work together to help create smiles for a lifetime!  

 

Sincerely, 

Drs. Bill Chambers, Ryan Haldeman, Doug Pratt 
Managing Partners 
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A Word about This Handbook 
 

This Employee Handbook contains information about the employment policies and 

practices of the practice.  We expect each employee to read this Employee Handbook 

carefully, as it is a valuable reference for understanding your job and the practice. The 

policies outlined in this Employee Handbook should be regarded as management 

guidelines only, which in a developing business will require changes from time to time. The 

practice retains the right to make decisions involving employment as needed in order to 

conduct its work in a manner that is beneficial to the employees and the practice. This 

Employee Handbook supersedes and replaces all prior Employee Handbooks and any 

inconsistent verbal or written policy statements. 

 

The practice complies with federal and state law and this handbook generally reflects those 

laws. The practice also complies with any applicable local laws, even though there may not 

be an express written policy contained in the handbook. 

 

Except for the policy of at-will employment, the practice reserves the right to revise, delete 

and add to the provisions of this Employee Handbook at any time without further notice. 

No oral statements or representations can change the provisions of this Employee 

Handbook. 

 

The provisions of this Employee Handbook are not intended to create contractual 

obligations with respect to any matters it covers. Nor is this Employee Handbook intended 

to create a contract guaranteeing that you will be employed for any specific time period. 

Any agreement to employment for a specified period of time will be put into writing and 

signed by the president of the practice. 

 

Nothing in this Employee Handbook is intended to unlawfully restrict an employee’s right 

to engage in any of the rights guaranteed them by Section 7 of the National Labor Relations 

Act, including but not limited to, the right to engage in concerted protected activity for the 

purposes of their mutual aid and/or protection. Nothing in this Employee Handbook will be 

interpreted, applied, or enforced to interfere with, restrain, or coerce employees in the 

exercise of Section 7 rights. 
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At-Will Employer Statement 

OUR PRACTICE IS AN AT-WILL EMPLOYER. THIS MEANS THAT REGARDLESS OF ANY 

PROVISION IN THIS EMPLOYEE HANDBOOK, EITHER YOU OR THE PRACTICE MAY 

TERMINATE THE EMPLOYMENT RELATIONSHIP AT ANY TIME, FOR ANY REASON, WITH 

OR WITHOUT CAUSE OR NOTICE. NOTHING IN THIS EMPLOYEE HANDBOOK OR IN ANY 

DOCUMENT OR STATEMENT, WRITTEN OR ORAL, SHALL LIMIT THE RIGHT TO 

TERMINATE EMPLOYMENT AT-WILL. NO OFFICER, EMPLOYEE, OR REPRESENTATIVE OF 

THE PRACTICE IS AUTHORIZED TO ENTER INTO AN AGREEMENT—EXPRESS OR 

IMPLIED—WITH ANY EMPLOYEE FOR EMPLOYMENT FOR A SPECIFIED PERIOD UNLESS 

SUCH AN AGREEMENT IS IN A WRITTEN CONTRACT SIGNED BY THE PRESIDENT OF THE 

PRACTICE. 

 

 

 

This Employee Handbook refers to current benefit plans maintained by the practice. Refer 

to the actual plan documents and summary plan descriptions if you have specific questions 

regarding the benefit plan. Those documents are controlling. 

 

Likewise, if a written contract is inconsistent with the Employee Handbook, the written 

contract is controlling. 
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Mission, Vision and Values 

Our Mission, Vision, and Values are at the heart of our Practice and the core of our 

philosophy. They describe how we take care of our patients and families, and what we 

expect from our Employees. These three truthful statements are the infrastructure of 

everything we do. 

Our Mission 

Working together to create smiles for a lifetime. 

Our Vision 

To be the greatest dental and orthodontic practice in Western North Carolina we must 

provide a positive and value added patient experience in a friendly, caring, and comfortable 

atmosphere. 

Our Values 

Customer Service 

 Be “the WOW” through outstanding customer service 

 Be loving and caring to our patients and families 

 Be warm and friendly in our workplace 

 Be committed to the EXPERIENCE 

 Be compassionate 

Operations 

 Be outstanding in clinical excellence 

 Be fun  

 Be team oriented 

Business Development 

 Be focused on our mission to take care of people 

 Be selfless 

Finance 

 Be good stewards of our resources 
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Building for the Future 
 

As with any business, revenues are an absolute necessity for maintaining jobs and building 

for the future. Rather than look at generating sales and revenue as an “undesirable task,” 

we look at it as a “must” situation. How do we continue to generate revenues to ensure a 

secure future and continued opportunities for all employees? With teamwork! Together we 

must meet the challenges we face on a daily basis. 

 

In general, we have mentioned benefits, responsibilities, and operations. We have saved the 

most crucial component of this business for last—you. 

 

At all times, you represent the practice, and it is up to each one of you to take this 

responsibility seriously. Our practice exists with your joint efforts. Don’t underestimate 

your contribution to it. A great many people outside the business who invest their time, 

money, and faith in us are part of that equation. They are our patients. They will determine 

how fast we grow, how many people we will employ, how much service we will render and 

the profit we make. To retain these patients, we want to ensure that our good service 

continues by always giving our patients the best possible value and quality. Working 

together and working well provides us with a bright future and with the most important 

commodity, a good reputation. 

 

Total Quality Management 
 

Our practice is committed to Total Quality Management (TQM). We feel that not only do 

our patients benefit from this effort but so do our employees. All employees are expected to 

participate in TQM. 

You are encouraged to offer ideas and/or constructive criticism to your supervisors or Site 

Managers. We also encourage you to take part in project teams or problem-solving teams 

and cost reduction projects. Your participation in continuous improvement is essential to 

the success of the practice. 

 

Conflict of Interest / Code of Ethics 
 

A practice’s reputation for integrity is its most valuable asset and is directly related to the 

conduct of its officers and other employees. Therefore, employees must never use their 

positions with the practice or any of its patients for private gain, to advance personal 
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interests or to obtain favors or benefits for themselves, members of their families, or any 

other individuals, corporations, or business entities. 

The practice adheres to the highest legal and ethical standards applicable in our business. 

The practice’s business is conducted in strict observance of both the letter and spirit of all 

applicable laws and the integrity of each employee is of utmost importance. 

 

Employees of the practice shall conduct their personal affairs such that their duties and 

responsibilities to the practice are not jeopardized and/or legal questions do not arise with 

respect to their association or work with the practice. 

 

Equal Employment Opportunity 

Our practice is committed to equal employment opportunity. We will not discriminate 

against employees or applicants for employment on any legally-recognized basis 

[“protected class”] including, but not limited to: race, color, religion, genetic information, 

national origin, sex, pregnancy, childbirth or related medical conditions, age, disability, 

citizenship status, uniform service member status, or any other protected class under 

federal, state, or local law. 

In North Carolina, the following also are a protected class: race, religion, color, national 

origin, age, sex, military service, disability, sickle cell trait [as to discharge or refusal to 

employ], hemoglobin C trait [as to discharge or refusal to employ], off duty use of lawful 

products, including tobacco and alcohol, and genetic information or because having 

requested genetic testing or genetic counseling services [as to discharge or refusal to 

employ]. 

You may discuss equal employment opportunity related questions with the Human 

Resource Manager or any other designated member of management. 

Affirmative Action 
 
The practice has been and will continue to be an equal opportunity employer. To assure full 
implementation of this equal employment policy, we will take steps to make sure that: 
 

a) Persons are recruited, hired, assigned and promoted without regard to race, 

religion, color, national origin, citizenship, sex, veteran status, uniform service 

member status, age, disability, or any other legally recognized protected personal 

characteristics. 
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b) Similarly, all other personnel actions, such as compensation, benefits, transfers, 

layoffs and recall from layoffs, access to training, education, tuition assistance and 

social recreation programs are administered without regard to race, religion, color, 

veteran status, uniform service member status, national origin, citizenship, sex, age, 

disability or any other legally recognized protected personal characteristics. 

 

Human Resources will be responsible for the day-to-day implementation and monitoring of 

our Affirmative Action Plan. As part of that responsibility, human resources will 

periodically analyze the practice’s personnel actions and their effects to ensure compliance 

with our equal employment policy. 

 
If you have any questions about this policy, please see the Human Resources Manager. 
 

We have reviewed and fully endorse our Affirmative Action and Equal Employment 

Opportunity program. In closing, we ask for the continued assistance and support of all the 

practice’s personnel to attain our objective of equal employment opportunity for all. 

 
Sincerely, 
 

Drs. Bill Chambers, Ryan Haldeman, Doug Pratt 

Managing Partners 
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Americans with Disabilities Act (ADA) 

Our practice is committed to providing equal employment opportunities to qualified 

individuals with disabilities. This may include providing reasonable accommodation where 

appropriate for an otherwise qualified individual to perform the essential functions of the 

job. It is your responsibility to notify the Human Resources Manager of the need for 

accommodation. Upon doing so, the Human Resources Manager may ask you for your input 

or the type of accommodation you believe may be necessary or the functional limitations 

caused by your disability. Also, when appropriate, we may need your permission to obtain 

additional information from your physician or other medical or rehabilitation 

professionals. The practice will not seek genetic information regarding requests for 

accommodation. All medical information received by the practice regarding a request for 

accommodation will be treated as confidential. 

A Word about our Employee Relations Philosophy 
 

We are committed to providing the best possible climate for maximum development and 

goal achievement for all employees. Our practice is to treat each employee as an individual. 

We seek to develop a spirit of teamwork; individuals working together to attain a common 

goal. 

 

To maintain an atmosphere where these goals can be accomplished, we provide a 

comfortable and progressive workplace. Most importantly, we have a workplace where 

communication is open and problems can be discussed and resolved in a mutually 

respectful atmosphere. We consider individual circumstances and the individual employee. 

 

We firmly believe that with direct communication, we can continue to resolve any 

difficulties that may arise and develop a mutually beneficial relationship. 

Harassment for Any Unlawful Reason 

 
The Practice is committed to a policy of maintaining a working environment free from 

harassment for any unlawful reason and intimidation of any kind, including harassment 

based on race, color, religion, gender, sex, national origin, age, veteran status, disability or 

for any other reason prohibited by law. The Practice will take appropriate steps to achieve 

and acceptable working environment free from such unacceptable conduct.  

Prohibited harassment can take the form of works, actions or both. Examples of 

harassment include but are not limited to:  
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1. Epithets, slurs, negative stereotype and threatening, intimidating or hostile acts; 

2. Written or graphic material (for example, pictures or cartoons) possessed, posted or 

circulated in the workplace (including electronically); and/or  

3. Unwelcome sexual advances, requests for sexual favors, and other verbal or physical 

conduct of a sexual nature. No one should imply or threaten an employee that 

unwelcome harassment (or refusal thereof) will influence an individual’s 

employment, assignment, compensation, advancement, career development, or any 

condition or term of employment.  

 

All such conduct and/or statements of any nature, based on race, religion, color, national 

origin, age, disability, or other prohibited basis, and whether committed by management or 

non-management personnel, is strictly prohibited. This policy includes any employee or 

patient of The Practice. 

 The Practice personnel who violate this policy will be subject to corrective or disciplinary 

action, up to and including termination of employment or relationship with The Practice. 

This policy applies to all personnel as well as to vendors and clients who deal with The 

Practice/ Great Smiles’ personnel.  

An employee who believes he or she has been the object of any form of harassment or 

retaliation should immediately report the alleged conduct to their supervisor or to any 

member of management. Additionally, anyone who observes conduct by another employee 

which they believe to be harassing, retaliatory or discriminatory is encouraged to report 

such conduct as outlined. All complaints of harassment will be treated confidentially and 

will be investigated promptly and thoroughly. 

Complaint Process 
 

The Practice will courteously treat any person who invokes this complaint procedure, and 

the Practice will handle all complaints swiftly and confidentially to the extent possible 

considering the need to take appropriate corrective action. Lodging a complaint will in no 

way be used against the employee or have an adverse impact on the individual’s 

employment status. Because of the damaging nature of harassment to the victims and to 

the entire workforce, aggrieved employees are strongly urged to use this procedure. 

However, filing groundless or malicious complaints is an abuse of this policy and will be 

treated as a violation. 

Any employee found to have harassed another employee or patient in violation of this 

policy will be subject to appropriate disciplinary action, up to and including immediate 

termination.  
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Retaliation or discrimination against an employee for reporting or complaining about 

harassment is also prohibited. However, employees should recognize that false accusations 

of harassment can have serious effects on innocent employees and false reports can result 

in disciplinary action.  

At The Practice, we trust that employees will continue to act in a responsible and 

professional manner to establish a pleasant working environment free of discrimination 

and harassment.  

If you have any concern that our No Harassment policy may have been violated by 

anyone, you must immediately report the matter. Due to the very serious nature of 

harassment, discrimination, and retaliation, you must report your concerns to one of 

the individuals listed below: 

 

1. Discuss any concern with your Site Manager, the Human Resources Manager at 

(828) 407-4030 and 15 Yorkshire Street, Suite 302, Asheville, NC 28803. 

2. If you are not satisfied or if you feel that you cannot speak to your Site Manager or 

the Human Resources Manager, discuss your concern with the Executive Director of 

Operations at (828) 407-4024.  

If an employee makes a report to any of these members of management and the Site 

Manager either does not respond or does not respond in a manner the employee deems 

satisfactory or consistent with this policy, the employee is required to report the situation 

to one of the other members of management designated in this policy to receive 

complaints. 

You should report any actions that you believe may violate our policy no matter how slight 

the actions may seem. 

We will investigate the report and then take prompt, appropriate remedial action. The 

practice will protect the confidentiality of employees reporting suspected violations to the 

extent possible consistent with our investigation. 

You will not be penalized or retaliated against for reporting improper conduct, harassment, 

discrimination, retaliation, or other actions that you believe may violate this policy. 

We are serious about enforcing our policy against harassment. Persons who violate this or 

any other practice policy are subject to discipline, up to and including discharge. We cannot 

resolve a potential policy violation unless we know about it. You are responsible for 

reporting possible policy violations to us so that we can take appropriate actions to address 

your concerns. 



[17] 

Workplace Violence and Bullying Prevention 
 

Conduct that threatens, intimidates, or coerces another employee, a customer, or a 

customer of the public at any time, including off-duty periods, will not be tolerated. This 

prohibition includes all acts of harassment, including harassment that is based on an 

individual's sex, race, age, or any characteristic protected by federal, state, or local law. 

All threats of (or actual) violence, both direct and indirect, should be reported as soon as 

possible to your supervisor or other members of management. This includes threats by 

employees, as well as threats by customers, vendors, solicitors, or other customers of the 

public. When reporting a threat of violence, you should be as specific and detailed as 

possible. 

The Practice will promptly and thoroughly investigate all reports of threats of (or actual) 

violence and of suspicious individuals or activities. The identity of the individual making a 

report will be protected as much as is practical. Anyone determined to be responsible for 

threats of (or actual) violence or other conduct that is in violation of these guidelines will 

be subject to prompt disciplinary action up to and including termination of employment. 

The Practice encourages employees to bring their disputes or differences with other 

employees to the attention of their supervisor before the situation escalates into potential 

violence.  The Practice is eager to assist in the resolution of employee disputes, and will not 

discipline employees for raising such concerns. 

The Practice will not in any instance tolerate bullying behavior by Site Managers or 

supervisors, other employees or customers of the Practice. The Practice defines bullying as 

repeated inappropriate behavior, either direct or indirect, whether verbal, physical or 

otherwise, conducted by one or more persons against another or others at the place of 

work and/or during employment. Such behavior violates the Practice’s core values of 

treating each other with courtesy, dignity, and consideration.  

Bullying may be intentional or unintentional. However, the intention of the alleged bully is 

irrelevant and will not be given consideration when determining the need for discipline. As 

with sexual harassment, it is the effect of the behavior on the individual that is important. 

Some behavior examples of workplace bullying are:  

1. Verbal bullying 

2. Physical bullying 

3. Gesture bullying 

4. Exclusion 
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The following examples may constitute or contribute to evidence of bullying in the 

workplace:  

 Persistent singling out of one person. 

 Shouting or raising voice at an individual in public or in private. 

 Using verbal or obscene gestures. 

 Not allowing the person to speak or express him or herself (e.g., ignoring or 
interrupting). 

 Personal insults and use of offensive nicknames. 

 Public humiliation in any form. 

 Constant criticism on matters unrelated or minimally related to the person’s job 
performance or description. 

 Ignoring or interrupting an individual at meetings. 

 Public reprimands. 

 Repeatedly accusing someone of errors that cannot be documented. 

 Deliberately interfering with mail and other communications. 

 Spreading rumors and gossip regarding individuals. 

 Encouraging others to disregard a supervisor’s instructions. 

 Manipulating the ability of someone to do his or her work (e.g., overloading, under 
loading, withholding information, assigning meaningless tasks, setting deadlines 
that cannot be met, giving deliberately ambiguous instructions). 

 Inflicting menial tasks not in keeping with the normal responsibilities of the job. 

 Taking credit for another person’s ideas. 

 Refusing reasonable requests for leave in the absence of work-related reasons not to 
grant leave. 

 Deliberately excluding an individual or isolating him or her from work-related 
activities, such as meetings. 

 Unwanted physical contact, physical abuse or threats of abuse to an individual or an 
individual’s property (defacing or marking up property). 

When employees come forward with complaints of workplace violence or bullying by 

either a Site Manager, a co-worker, or a customer, The Practice will initiate an investigation 

to determine if there is evidence of bullying between the alleged victim and instigator. If 

the Practice determines that evidence of bullying exists, the instigator of the workplace 

violence or bullying will be disciplined up to and including discharge.  
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Categories of Employment 
 

The Practice offers new hires an Introductory Period and each employee is classified into 

an employment status based on the Fair Labor Standards Act and hours worked. 

 

INTRODUCTORY PERIOD: Full-time and part-time employees are on an introductory 

period during their first 90 days of employment. 

 

During this time, you will be able to determine if your new job is suitable for you and your 

divisional Site Manager will have an opportunity to evaluate your work performance. 

However, the completion of the introductory period does not guarantee employment for 

any period thereafter. 

 

FULL-TIME EMPLOYEES regularly work at least a 30-hour work week. 

PART-TIME EMPLOYEES work less than 30 hours each week. 

SEASONAL EMPLOYEES perform a job for a specified time, normally less than one year. 

PER DIEM EMPLOYEES do not work regularly scheduled hours, but are called in to work 

on an as-needed basis. 

 

In addition to the preceding categories, employees are also categorized as “exempt” or 

“non-exempt.” 

 

NON-EXEMPT employees are entitled to overtime pay as required by applicable federal 

and state law. 

 

EXEMPT EMPLOYEES- pursuant to applicable federal and state laws, exempt employees 

are not entitled to overtime pay, and are not subject to certain deductions to their salary 

under the practice’s policies. 

 

Upon hire, the Site Manager or the Human Resources Manager will notify you of your 

employment classification. 
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Anniversary Date 

The first day you report to work will be recorded in practice records as your anniversary 

date. This date may be used to calculate many different practice benefits. If you have any 

questions regarding your anniversary date, please see your Site Manager. 

 

Driver’s License/Driving Record 

Employees in positions where the operation of a motor vehicle is an essential duty of the 

position must present and maintain a valid driver’s license and acceptable driving record to 

our insurer. Changes in your driving record must be reported to the Site Manager 

immediately. Violations of this policy may result in immediate termination of your 

employment. 

 

Immigration Reform and Control Act 

In compliance with the federal Immigration Reform and Control Act of 1986 (IRCA), as 

amended, and any state law requirements, if applicable, our practice is committed to 

employing only individuals who are authorized to work in the United States. 

 

Each new employee, as a condition of employment, must complete the Employment 

Eligibility Verification Form I-9 and present documentation establishing identity and 

employment eligibility. 

 

If an employee is authorized to work in this country for a limited period, the individual will 

be required to submit proof of renewed employment eligibility prior to expiration of that 

period to remain employed by the practice. 

 

New Employee Orientation and Onboarding 
 

Upon joining our practice, you were given this copy of our Employee Handbook. After 

reading this Employee Handbook please sign the receipt page and return it to your Site 

Manager or the Human Resources Manager. You will be asked to complete personnel, 

payroll, and benefit forms. 

 
If you lose your Employee Handbook or if it becomes damaged in any way, please notify 

your Site Manager as soon as possible to obtain a replacement copy. 
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The Site Manager is responsible for the operations of your department and is a reliable 

source of information about the practice and your job. 

 

Suggestions and Ideas 

We are always interested in your constructive ideas and suggestions for improving our 

operations. Your suggestions should be submitted in writing to the Site Manager. 

After we investigate your suggestion, you will be notified whether it is feasible to be put 

into practice. 

We believe that suggestions indicate initiative. With your approval, we will place the 

written suggestion in your personnel file and consider it at the time of your performance 

review. 

Talk to Us 
 

We encourage you to bring your questions, suggestions, and complaints to our attention. 

We will carefully consider each of these in our continuing effort to improve operations. 

If you feel you have a problem, present the situation to your team leader so that the 

problem can be settled by examination and discussion of the facts. We hope that your team 

leader can satisfactorily resolve most matters. 

If you still have questions after meeting with your team leader or if you would like further 

clarification on the matter, talk to your Site Manager. 

Your suggestions and comments on any subject are important, and we encourage you to 

take every opportunity to discuss them with us. Your job will not be adversely affected in 

any way because you chose to use this procedure. 

If at any time you do not feel comfortable speaking with your team leader or your Site 

Manager, discuss your concern with the Human Resources Manager or the Executive 

Director of Operations. 
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Recording Your Time 
 

Non-exempt employees must record their hours on the computer through the employee 

portal. All employees subject to this policy are required to accurately record all time 

worked. The workweek starts on Monday and ends on Sunday.  Employees must never 

have someone record their hours for them (e.g. clock in and/or clock out). 

 

Payday 
 

You will be paid biweekly on Thursday for the period that ends on the previous Sunday 

(Monday starts a new pay period.) When our payday is a holiday, you normally will be paid 

on the first working day after the holiday; some exceptions may apply depending on when 

the holiday falls during the pay week.  

 

Please review your paycheck for errors including deductions that come out of your pay 

check. If you find a mistake, report it to the Site Manager immediately so she/he can assist 

you in taking the steps necessary to correct the error. You are responsible for ensuring 

your paycheck is correct each pay period. 

 

Paycheck Deductions 
 

The practice is required by law to make certain deductions from your paycheck each pay 

period. Such deductions typically include federal and state taxes and Social Security (FICA) 

taxes. Depending on the state in which you are employed and the benefits you choose, 

there may be additional deductions. All deductions and the amount of the deductions are 

listed on your pay stub. These deductions are totaled each year for you on your Form W-2, 

Wage and Tax Statement. 

 

It is the policy of the practice that exempt employees’ pay will not be “docked,” or subject to 

deductions, in violation of salary pay rules issued by the United States Department of Labor 

and any corresponding rules issued by the state government, as applicable. However, the 

practice may make deductions from employees’ salaries in a way that is permitted under 

federal and state wage and hour rules. Employees will be reimbursed in full for any 

isolated, inadvertent, or improper deductions, as defined by law. 
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Thus, exempt employees may be subject to the following salary deductions, except where 

prohibited by state law, but only for the following reasons: 

 

 Absences of one or more full days for personal reasons, other than sickness or 

disability; or 

 Absences of one or more full days due to sickness or disability, if there is a plan, 

policy, or practice providing replacement compensation for such absences; or 

 Absences of one or more full days before eligibility under such a plan, policy, or 

practice or after replacement compensation for such absences has been exhausted; 

or 

 Suspensions of one or more full days for violations of safety rules of major 

significance; or 

 Suspensions of one or more full days for violations of written workplace conduct 

rules, such as rules against sexual harassment and workplace violence; or 

 Payment of actual time worked in the first and last weeks of employment, resulting 

in a proportional rate of an employee’s full salary; or  

 Any unpaid leave taken under the Family and Medical Leave Act; or 

 Negative paid-time-off balances, in whole-day increments only. 

 

The practice will not make deductions which are prohibited by the Fair Labor Standards 

Act or state laws from its exempt employees’ pay. 

 

If questions or concerns about any pay deductions arise, employees may discuss and 

resolve then with the Site Manager. If an error is found, you will receive an immediate 

adjustment which will be paid no later than on the next regular payday. 

Garnishment/Child Support 
 

When an employee’s wages are garnished by a court order, our practice is legally bound to 

withhold the amount indicated in the garnishment order from the employee’s paycheck. 

Our practice will, however, honor applicable federal and state guidelines that protect a 

certain amount of an employee’s income from being subject to garnishment.  
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Direct Deposit 
 

All employees must sign up for direct deposit to have your pay deposited into your bank 

account through our direct deposit program.  Pay stubs can be view and printed from the 

employee portal by following these steps: 

1. Login to performancehcm.com 

2. At the upper left corner, click on iSolved Login 

3. Type in the username and password you would normally use at work to clock in and 

out 

4. Here you can view and/or print your current or past pay stub(s) and/or W2 

  

Performance Reviews 
 

Your performance is important to our practice and patient care. Once each year, the Site 

Manager and Doctors will review your job progress within our practice and help you set 

new job performance plans.  Performance reviews are conducted annually, but may be 

conducted more often based on business circumstances. 

 

Our performance review program provides the basis for better understanding between 

you, your Site Manager, and the Doctors, with respect to your job performance, potential, 

and development within the practice. 

 

New employees will be reviewed 30, 60 and 90 days after their start date.   

 

Internal Job Opportunities 

We believe that career enrichment and/or advancement is rewarding for both the 

employees and the practice.  We will hire qualified employees to new or vacated positions 

whenever possible.  Your Site Manager will be glad to discuss these options with you. 
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To apply for an internal job opportunity, please follow the guidelines below: 

 A new or vacant position must be posted before applications are accepted. 

 All job openings will be posted for 7 calendar days.  Applications may not be 

accepted past the deadline date. 

 Discuss your decision to apply for another job with your Site Manager. 

 Complete and submit an Internal Job Application Form by the posted deadline date. 

 Return the completed, signed form to your Site Manager by the posted deadline 

date.  Your Manager will decide if you are recommended for the job. 

 You must remain in your current position for at least 1 year before applying for 

another position.  There are times that The Practice may deem it necessary to waive 

this rule. 

 Those with an active employee disciplinary action plan are disqualified to apply. 

 Those will poor attendance and/or performance may not be considered for another 

position.   

The Practice is an equal employment opportunity employer.  We adhere to a policy of 

making employment decisions without regard to race, color, religion, sex, national origin, 

citizenship, age or disability.  We assure you that your opportunity for employment with 

this Company depends solely on your qualifications. 

If you have any further questions regarding this policy, please see your Site Manager or 

Human Resources. 

 

 

Pay Raises 
 

Depending upon your performance and our practice’s profitability, adjustments in your pay 

may be made when there has been an improvement in or sustainment of an already good 

performance and profit during the year. 

Overtime and Extended Hours 
 

There may be times when you will need to work overtime and/or extended hours so that 

we may meet the needs of our patients. Although you will be given advance notice when 

feasible, this is not always possible. Non-exempt employees must have all overtime 

approved in advance by the Site Manager. 
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Non-exempt employees will be paid at a rate of time and one-half of their regular hourly 

rate for hours worked more than 40 hours in a workweek, unless state law provides a 

greater benefit, in which case we will comply with the state law. 

Saturday hospital will be paid time and one-half. 

Only actual hours worked count toward computing weekly overtime.  PTO and paid 

holidays are not counted as hours worked. 

If you have any questions concerning overtime pay, check with the Site Manager. 
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Employee Benefits 
 

Our practice has developed a comprehensive set of employee benefit programs to 

supplement our employees’ regular wages. Our benefits represent a hidden value of 

additional income to our employees. 

 

This Employee Handbook describes the current benefit plans maintained by the practice. 

Refer to the actual plan documents and summary plan descriptions if you have specific 

questions regarding the benefit plan. Those documents are controlling. 

 

The practice reserves the right to modify and/or terminate its benefits at any time. We will 

keep you informed of any changes. 

Holidays 

Our practice normally observes the following holidays during the year: 

 New Year’s Day 
 Easter 
 Memorial Day 
 Independence Day 
 Labor Day 
 Thanksgiving Day 
 Christmas Eve 
 Christmas 

 

If one of the above holidays falls on a Saturday, it normally is observed on the Friday before 

the holiday. If a holiday falls on a Sunday, it normally is observed on the following Monday. 

 

Regular full-time and part-time employees are eligible for paid holidays immediately upon 

hire. 

 

Exempt employees will receive holiday pay in compliance with state and federal wage and 

hour laws. Part-time regular and part-time employees are eligible for holiday pay in 

proportion to the number of hours they are normally scheduled to work. 

 

If an employee is required to work on an observed paid holiday, he/she will receive regular 

pay, plus holiday pay (up to 8 hours).  
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Paid Time Off (PTO) 

The Practice provides Paid Time Off (PTO) to eligible employees. PTO is an all-purpose 

time-off policy. You can use PTO for vacation, illness or injury, personal business, and being 

more than one (1) hour. PTO combines traditional vacation and sick leave plans into one 

flexible, paid time-off policy. 

  

Employees are eligible for PTO after the 90-day new hire period.  PTO will accrue on the 

date of hire and be prorated for the first year based on hire date. Each subsequent year will 

be based on a calendar year, refer to Exhibit A and B.  Part-time employees who have a 

work status less than 30 hours a week will have a prorated amount of PTO, refer to Exhibit 

B.    

For employees that change status (from seasonal to regular full-time/part-time or full-time 

to part-time, etc.), PTO will accrue on the date of the status change and prorated as outlined 

below.   

Rehired employees will accrue PTO beginning on their rehire date.  If an employee is 

rehired within the same benefit year, their PTO will be prorated as outlined below 

including the deduction of PTO already used within that same benefit year. 

Eligible employees begin earning PTO according to the following schedule:  

Exhibit A - Full Time 

Years of Service Total Benefit Earned 
Hours per Month/ Schedule for 

30 hours or more per week 

Upon Initial 
Eligibility 

(New Hires – 1 year) 

64 Hours-  non-exempt 

8 work days-  exempt 

5.3 hours per month 

Example: 90 days = 15.9 hours 

Years 2-6 
80 Hours-  non-exempt 

10 workdays-  exempt 
 

Years 7- 10 
96 Hours-  non-exempt 

12 workdays-  exempt 
 

Years 11-14 
112 Hours-  non-exempt 

14 workdays-  exempt 
 

Years 15+ 

128 Hours-  non-exempt 

16 workdays-  exempt 

** “Grandfathered” in employees can 
refer to their PTO letter 
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Exhibit B - Part Time 

Part time less than 30-hours per week PTO Hours Earned 
 Upon Initial 

Eligibility 
Years 2-6 Years 7-10 Years 11-14 Years 15+ 

24 hour 
position 

48 hours 60 hours 72 hours 84 hours 96 hours 

20 hour 
position 

40 hours 50 hours 60 hours 70 hours 80 hours 

16 hour 
position 

32 hours 40 hours 48 hours 56 hours 64 hours 

 

Managing and Scheduling PTO in Advance 

You are responsible for managing your PTO account.  It is important that you plan ahead 

for how you will use it.  This means developing a plan for taking your vacations, as well as 

doctor's appointments and personal business.  It also means holding some time in 

"reserve" for the unexpected, such as emergencies and illnesses. PTO should be spread 

throughout the year.  The Practice cannot allow employees to take excessive time off during 

peak times, especially during the summer months of June, July and August.   

PTO must be used first before taking time off without pay.  Employees with PTO will 

receive first priority over those who have exhausted their PTO bank (requesting unpaid 

time off).  An exception to this rule is if an employee chooses to rotate off when a doctor is 

not at the work site location, or there is a lack of work situation.  

Employees must complete a Time Off Request Form for PTO and Rotate Off days.  This 

includes Patient and non-Patient days.  Requests should be submitted as soon as possible. 

For routine type appointments, there should not be last minute requests. Requests are 

approved based on staffing requirements, workload, timing of requests, peak times, other 

time off requests already approved for the same time, and employee seniority.    

PTO requested for successive weeks (Example: Taking 2-weeks off at one time) will require 

further approval from the Practice Partners.  These requests will be reviewed, approved or 

denied on a case-by-case basis.  

Peak Time off Requests 

Peak times include the week before and the week after  Easter, Spring Break, Memorial 

Day, July 4th, Labor Day, Thanksgiving, Christmas and New Year’s as well as the months of 

June, July and August.   Due to the nature of our business and managing staffing schedules, 

employees requesting PTO during peak times are to submit written time off requests to 

their Site Manager as outlined below (Timeline for Requesting Time Off).  Requests are 
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approved based on staffing requirements, workload, timing of requests, peak times, other 

time off requests already approved for the same time, and employee seniority.    

Time off requests will be approved three times a year as follows: 

 

Timeline for Requesting Time off During Peak Times 

Month Requesting PTO When to Submit PTO Request 

January – February – March – April  October 1 

May – June – July – August  January 1 

September – October – November – 
December  

April 1 

 

Non-peak Time off Requests 

Employees requesting PTO during non-peak times are to submit written time off requests 

to their Site Manager. An employee must schedule PTO at least two weeks in advance of 

the leave and requires the approval of the Site Manager with due consideration given to 

staffing requirements, workload, timing of requests, peak, other time off requests already 

approved for the same time, and employee seniority.  

Unplanned / Unapproved PTO 

If an employee is absent from work that is unplanned/unapproved (sick), even if they are 

using PTO or not, the absence will be considered a violation of the Practice attendance 

policy.   

Use of PTO for Emergencies 

PTO can be used for short-term illness, personal crisis or care for a family member. 

However, it is critical to the effectiveness of the Practice to notify the Site Manager as soon 

as possible. To be eligible for PTO in an emergency, employees must give proper notice 

(defined as notifying Site Manager prior to the start of the workday). Even if covered for 

purposes of pay by PTO, such absences can be excessive and may result in termination of 

employment from The Practice.  

Pay for PTO 

You will be paid for PTO at your base pay rate of pay. PTO pay does not include overtime or 

any special forms of compensation such as incentives, bonuses, or other payments.  
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Leave of Absence 

You must use your PTO during your leave of absence. 

Decision Tree for Approval of PTO  

 All requests go into a pool. 

 Prior year time off will be reviewed.  Employees who submitted a new request but 

had time off during peak time in the previous year will be put last for approval and 

will only be approved if the schedule allows for it.  

 Site Managers will coordinate with the Doctor’s schedules regarding the volume of 

patients and number of employees needed. The doctor’s schedule, location and day 

of the week will be considered.  

 Seniority will be considered. 

 Any amount of time off will be considered.  

 

PTO Cash-out 

At the end of the calendar year, unused PTO will be “cashed out” up to a certain amount 

based on worked status.  See chart below. The PTO cash-out will be paid to an employee at 

a designated payroll date decided by the Managing Partners.  

Employment Work Status Maximum Cash-out Amount 

Full – time 30-40 40 hours 

Part – time 24 32 hours 

Part – time 20 25 hours 

Part – time 16 20 hours 

 

Termination and PTO 

If you voluntarily terminate your employment at The Practice and give a 2 week notice for 

hourly paid employees and 4 week notice for salaried employees, you will be paid for 

unused PTO that has been accrued through your last day of work. However, if your 

employment at The Practice is involuntarily terminated for cause, you will forfeit all 

remaining unused PTO and will not be paid for it.  
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Jury Duty 

At The Practice, we recognize that jury duty is a civic responsibility of our employees. In no 

case will an employees’ employment be affected when performing jury duty. Employees 

will not be harassed, threatened, or cajoled into getting out of jury duty and their same job 

will be available upon your return. 

We will provide paid leave when an employee must serve on a jury.  Employees will be paid 

their normal salary or hourly compensation while on jury duty for up to one workweek. 

Employees must provide a copy of the jury duty summons to their Site Manager within one 

day of receiving the summons.  No overtime payments, if eligible for overtime pay, are 

made during the time that an employee serves on a jury.  To be paid for jury duty, the 

employee must provide a statement from the clerk of court to their Site Manager of time 

served. 

If an employee has jury duty after the end of the one workweek period that the Practice 

pays, employees may use their accumulated paid time off (PTO) if they wish to continue to 

be paid while on jury duty. They may also take the additional jury duty time as an 

unpaid leave of absence.  It’s important that the employee discuss these options with their 

Site Manager prior to requesting PTO or unpaid leave. 

If an employee reports for jury duty and are dismissed, they will be expected to report for 

work for the remainder of each day on which this occurs. If the employee is told that they 

do not need to report to the court on any day of their jury duty stint, they are required to 

come to work. 

If you take an unpaid leave of absence for additional days of jury duty, your benefits such 

as health care, life insurance, etc. will be continued and the normal payments that you 

make will be subtracted from your pay on your return from the unpaid leave. 

Voting Leave 

Our practice believes that every employee should have the opportunity to vote in any state 

or federal election, general primary or special primary. Any employee, whose work 

schedule does not provide him/her with two hours to vote while polls are open, will be 

granted up to two unpaid hours off to vote. We reserve the right to select the hours you are 

excused to vote. 

 

Exempt employees may be provided time off with pay when necessary to comply with state 

and federal wage and hour laws. 

 

https://www.thebalance.com/what-is-overtime-1918206
https://www.thebalance.com/sample-paid-time-off-policy-1918910
https://www.thebalance.com/leave-of-absence-what-a-leave-is-and-how-to-apply-1918176
https://www.thebalance.com/health-insurance-benefits-foundation-1918146
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Notify the Site Manager of the need for voting leave as soon as possible. When you return 

from voting leave, you must present a voter’s receipt to the Site Manager. 

Military Leave  

Employees who are required to fulfill military obligations in any branch of the Armed 

Forces of the United States or in state military service will be given the necessary time off 

and reinstated in accordance with federal and state law. 

 

The time off will be unpaid, except where state law dictates otherwise. Exempt employees 

may be provided time off with pay when necessary to comply with state and federal wage 

and hour laws. 

 

Accrued PTO will be used for this leave. Military orders should be presented to the Site 

Manager and arrangements for leave made as early as possible before departure. 

Employees are required to give advance notice of their service obligations to the practice 

unless military necessity makes this impossible. You must notify the Site Manager of your 

intent to return to employment based on the requirements of the law. Your benefits may 

continue to accrue during the period of leave in accordance with the state and federal law. 

 

Additional information regarding military leaves may be obtained from the Site Manager or 

Human Resources. 

Disaster Response Leave 

An employee who serves as a member of a volunteer fire department, rescue squad, or 

emergency medical service agency who is called into service after the Governor or General 

Assembly proclaims a state of disaster, will receive unpaid leave. The practice reserves the 

right to limit the amount of leave if the employee’s services are required to address an on-

going emergency or disaster relief activities within the practice. 

 

Although the practice will not require the employee to use otherwise available PTO, the 

employee may choose to do so. 

 

Employees taking leave must present the practice with a letter from the Director of the 

Division of Emergency Management or the head of the local emergency management 

agency requesting the services of the employee. 

 

Exempt employees may be provided time off with pay when necessary to comply with state 

and federal wage and hour laws. 
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Witness Leave 

Employees are given the necessary time off without pay to attend, participate in or prepare 

for a court proceeding. We ask that you notify the Site Manager of the need to take witness 

leave as far in advance as possible.  You will be required to provide documentation from 

the courts or an attorney. 

 

Exempt employees may be provided time off with pay when necessary to comply with state 

and federal wage and hour laws.   

School Visitation Leave 

Employees who are parents, guardians, or acting in place of the parents of a school-aged 

child are allowed eight hours without pay per year, at a mutually agreed upon time, to 

attend or otherwise be involved at that child’s school. You must provide a written request 

48-hours prior to the leave and verification from the school that you attended or were 

otherwise involved at the school during this time of leave.  

Exempt employees may be provided time off with pay when necessary to comply with state 

and federal wage and hour laws. 

Bereavement Leave 

For purposes of funeral and bereavement leave, all full-time, part-time and seasonal 

employees are eligible to take up to 24 hours of bereavement for an immediate family 

member.  An immediate family member includes spouse, parent, child, sibling, grandparent, 

grandchild, stepparent, stepchild, stepsibling, parents-and grandparents-in-law, brother- 

and sister-in-law, legal guardian, or other person with whom the staff member resides. 

Part-time employees are eligible for bereavement pay in proportion to the number of hours 

they are normally scheduled to work. 

Requests for bereavement leave should be made to the Site Manager as soon as possible.  

Our practice reserves the right to request written verification of an employee’s familial 

relationship to the deceased and his or her attendance at the funeral service as a condition 

of the bereavement pay. 

Education Leave 

All regular full-time and part-time employees who have completed 90 days of employment 

are eligible for an unpaid education leave of absence to attend college, vocational school or 

a high school equivalency program full-time. Education leaves may not exceed one year 

during which time no benefits will accrue. 
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Your application for an education leave of absence must be made and approved by the Site 

Manager prior to registration.  

We will make reasonable efforts to return you to the same or similar position you held 

prior to the leave, unless business conditions dictate otherwise. For more information 

about an education leave of absence, please ask the Site Manager. 

Leave of Absence 

Under special circumstances, regular full-time and part-time employees who have 

completed 90 days of employment may be granted a leave of absence. The granting of this 

type of leave is normally for compelling reasons and is dependent upon the written 

approval of the Site Manager.  The employee will be required to use PTO. 

Leaves may not exceed one week. 

We will make reasonable efforts to return you to the same or similar job you held prior to 

the leave of absence, subject to our staffing and business requirements. 

See Family Medical Leave Act (FMLA). 

Domestic Violence Leave 
 

The practice will grant reasonable leave from work without pay to employees who require 

time away from work to pursue legal action to protect themselves from domestic violence. 

For the purposes of this policy, domestic violence occurs when an employee or a minor 

child residing with, or in the custody of the employee is subject to actual or threatened 

physical harm, including sexual offenses, by a current or former spouse, a person who lives 

with (or lived with) the employee, a parent, a party who stands in loco parentis to the 

minor child, a grandparent, a person who has a child in common with the employee, a 

current or former household member, or a person of the opposite sex who is in a dating 

relationship with the employee, or who is a victim of stalking as defined by N.C.G.S. § 14-

277.3. 

The practice may require an employee who takes leave under this policy to submit 

documentation to support the employee’s request for leave. 

When feasible, affected employees must provide the practice with advance notice of the 

need for leave. If an employee is not able to provide advance notice of the need for leave, 

the practice may require the employee to provide documentation of the emergency(ies) 

that prevented the employee from providing advance notice. 



[38] 

Exempt employees who take leave under the policy may be provided time off with pay 

when necessary to comply with state and federal wage and hour laws. 

Victims of Crime Leave 

 

The practice will grant reasonable leave from work without pay to employees who require 

time away from work to pursue protective orders and civil no contact orders to protect 

themselves against nonconsensual sexual conduct and stalking as defined by N.C.G.S. § 14-

277.3. 

The practice may require an employee who takes leave under this policy to submit 

documentation to support the employee’s request for leave. 

When feasible, affected employees must provide the practice with advance notice of the 

need for leave. If an emergency prevents an employee from providing advance notice of the 

need for leave, the practice may require the employee provide documentation of the 

event(s) that prevented the employee from providing advance notice. 

Exempt employees who take leave under this policy may be provided time off with pay 

when necessary to comply with state and federal wage and hour laws. 

 

Medical Insurance 
 

Eligible full-time employees may enroll in a single, a single plus one dependent or a family 

contract after thirty days of employment. 

Information and enrollment forms may be obtained from the Site Manager or Human 

Resources. 

To assist you with the cost of this insurance, our practice pays a portion of a single contract. 

You are responsible for paying the balance of a single contract and any dependent coverage 

through payroll deduction. 

Participating employees are also covered under our medical insurance plan’s life insurance, 

AD&D and prescription drug programs as well as long term disability (LTD) and Healthcare 

Savings Account (H.S.A.). 

A booklet containing the details of the plan and eligibility requirements may be obtained 

from Human Resources.  



[39] 

Refer to the actual plan document and summary plan description if you have any specific 

questions regarding this benefit plan. Those documents are controlling. 

Upon termination, you may be entitled to continuation or conversion of the group medical 

insurance plan in accordance with the terms of the policy and/or applicable state and 

federal law. For more information, contact Human Resources. 

COBRA 
 
You and/or your covered dependents will have the opportunity to continue medical 

benefits for a period of up to 36 months under the provisions of the Consolidated Omnibus 

Budget Reconciliation Act (COBRA) when group medical coverage for you and/or your 

covered dependents would otherwise end due to your death or because: 

• Your employment terminated, for a reason other than gross misconduct; or 

• Your employment status changes due to a reduction in hours; or 

• Your child ceases to be a “dependent child” under the terms of the medical plan; or 

• You become divorced or legally separated; or 

• You become entitled to Medicare 

In the event of divorce, legal separation, or a child’s loss of dependent status, you or a 

family member must notify the plan administrator within 60 days of the occurrence of the 

event. 

The plan administrator will notify the individuals eligible for continuation coverage of their 

right to elect COBRA continuation coverage. 

For more information regarding COBRA, you may contact the Site Manager. 

Life Insurance 
 

Eligible full-time employees enrolled in the Health Insurance Plan may enroll in this plan 

after thirty days of employment. You must complete an insurance form and designate your 

beneficiary. The cost of this insurance is fully paid by the practice. Participating members 

may also be covered under the plan’s Accidental Death and Dismemberment rider. 

Complete details of this plan may be obtained from the Site Manager. 
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Section 125 Plans (H.S.A.) 
 

Our practice offers a pre-tax contribution option for employees. This employee benefit is 

known as a Section 125 plan. 

 

A Section 125 plan is a benefit plan that allows you to make contributions toward 

premiums for medical insurance, dental insurance, vision care insurance and out-of-pocket 

medical expenses or dependent care expenses on a “before tax,” rather than an “after tax” 

basis. Your premium contributions and qualified expenses are deducted from your gross 

pay before income taxes and Social Security is calculated. 

 

To participate in this plan, complete an election form and return it to the Site Manager. 

 

You cannot make any changes to your pretax contributions until the next open enrollment 

period, unless your family status changes or you become eligible for a special enrollment 

period due to a loss of coverage. Family status changes include marriage, divorce, death or 

a spouse or child, birth or adoption of a child or discharge of employment of your spouse. A 

change in election due to a change in family status is effective the next pay period. 

Disability Leave 
 

Full-time employees are eligible for an unpaid disability leave after 90 days of employment. 

Disability leave due to non-occupational illness, injury, or pregnancy-related disability is 

not to exceed eight weeks, unless approved FMLA in which you will receive 12-weeks (see 

FMLA). 

 

Granting this leave prior to the completion of the eligibility period and/or beyond the 

maximum period stated above may be required as a reasonable accommodation in 

accordance with the Americans with Disabilities Act or due to state law or other 

requirements. 

 

Employees requesting leave must provide written notice of the disability, including a 

doctor’s certificate stating the nature of the disability and the expected date of return to 

work. The practice will not seek genetic information regarding requests for disability leave. 

All medical information received by the practice regarding a request for leave under this 

policy will be treated as confidential. 
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If you qualify for a leave under the Family and Medical Leave Act, we will continue to 

maintain health benefits under the same terms and conditions applicable to employees not 

on leave during the FMLA period. If approved for FMLA you will be allowed up to twelve 

(12) weeks of leave. Otherwise, to the extent allowed by the insurance contract and 

applicable laws, we will continue to provide medical insurance coverage for employees on 

authorized disability leave for the first month of disability. During this time, you will be 

responsible for paying your portion of the monthly premium(s). When the above period 

expires, you may continue your medical insurance coverage by making arrangements with 

the Human Resources Manager to pay the entire monthly premium in advance each month. 

 

When you can return to work, give us at least one week’s advance written notice. Include a 

doctor’s certificate stating that you are medically able to return to your normal duties. We 

reserve the right to require a physical examination by a physician of our own choosing 

prior to your resumption of duties, as allowed by state law. 

If your leave is covered by the Family and Medical Leave Act, we will return you to the 

same or an equivalent position, consistent with our policy. Otherwise, we will return you to 

the same or similar position you held prior to the disability leave, subject to our staffing 

and business requirements. Your continued absence from work beyond your disability (as 

determined by your physician) will be deemed a voluntary discharge of your employment. 

 

This leave may run concurrently with the Federal Family and Medical Leave Act and/or any 

other leave where permitted by state and federal law. 

Parental Leave 
 
Full-time, part-time regular and part-time employees who have completed 90 days of 

employment may be granted a leave of absence without pay upon the birth or adoption of a 

child consistent with our business needs. Such leave must begin immediately upon the 

birth of the child and/or placement of a child up for adoption. 

 

A period of parental leave may not exceed 12 weeks in a 24-month period and runs 

concurrently with FMLA. Employees will be required to substitute their accrued PTO for all 

or part of their parental leave. If leave occurs through December 31, one half of total yearly 

PTO is to be used in the current year and one half of total yearly PTO is to be used in the 

following year. In addition, benefits such as PTO and holidays will not accrue while 

employees are on a parental leave. 
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Employees seeking parental leave must provide a minimum of 30 days advance notice of 

their intent to take parental leave and the anticipated date of their return. Employees may 

not accept other employment or apply for unemployment insurance while on parental 

leave. Acceptance of other employment while on leave will be treated as a voluntary 

resignation from employment. 

 

We will make a reasonable effort to return you to the same or similar position upon your 

return from leave subject to our staffing and business requirements. 

 

Federal Family and Medical Leave Act 
 

The Family and Medical Leave Act (FMLA) provides eligible employees the opportunity to 

take unpaid job-protected leave for certain specific reasons. The maximum amount of leave 

an employee may use is either 12 or 26 weeks within a 12-month period depending on the 

reasons for the leave. 

Employee Eligibility 

To be eligible for FMLA leave, you must: 

1. Have worked at least 12 months for the practice in the preceding seven years 

(limited exceptions apply to the seven-year requirement); 

2. Have worked at least 1,250 hours for the practice over the preceding 12 months; 

and 

3. Currently work at a location where there are at least 50 employees within 75 miles. 

 

All periods of absence from work due to or necessitated by service in the uniformed 

services are counted in determining FMLA eligibility. 

Conditions Triggering Leave 

FMLA leave may be taken for the following reasons: 
 

1. Birth of a child, or care for a newly-born child (up to 12 weeks); 

2. Placement of a child with the employee for adoption or foster care (up to 12 weeks); 

3. To care for an immediate family member (employee’s spouse, child, or parent) with 

a serious health condition (up to 12 weeks); 
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4. Because of the employee’s serious health condition that makes the employee unable 

to perform the employee’s job (up to 12 weeks); 

5. To care for a Covered Service member with a serious injury or illness related to 

certain types of military service (up to 26 weeks) (see Military-Related FMLA Leave 

for more details); or 

6. To handle certain qualifying exigencies arising out of the fact that the employee’s 

spouse, child, or parent is on covered active duty or call to covered active duty 

status in the Uniformed Services (up to 12 weeks) (see Military-Related FMLA Leave 

for more details). 

7. The maximum amount of leave that may be taken in a 12-month period for all 

reasons combined is 12 weeks, with one exception. For leave to care for a Covered 

Service member, the maximum combined leave entitlement is 26 weeks, with leaves 

for all other reasons constituting no more than 12 of those 26 weeks. 

Definitions 

A “serious health condition: is an illness, injury, impairment, or physical or mental 

condition that involves either an overnight stay in a medical care facility, or continuing 

treatment by a health care provider for a condition that either prevents the employee from 

performing the functions of the employee’s job, or prevents the qualified family member 

from participating in school or other daily activities. Subject to certain conditions, the 

continuing treatment requirement includes incapacity of more than three full calendar 

days and two visits to a health care provider or one visit to a health care provider and a 

continuing regimen of care; an incapacity caused by pregnancy or prenatal visits, a chronic 

condition, or permanent or long-term conditions; or absences due to multiple treatments. 

Other situations may meet the definition of continuing treatment or continuous care by a 

physical. 

Identifying the 12 Month Period 

The 12-month period in which 12 weeks of leave may be taken is the calendar year. For 

leave to care for a covered service member, the practice calculates the 12-month period 

beginning on the first day the eligible employee takes FMLA leave to care for a covered 

service member and ends 12 months after that date. FMLA leave for the birth or placement 

of a child for adoption or foster care must be concluded within 12 months of the birth or 

placement. 
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Using Leave 

Eligible employees may take FMLA leave in a single block of time, intermittently (in 

separate blocks of time), or by reducing the normal work schedule when medically 

necessary for the serious health condition of the employee or immediate family member, or 

in the case of a covered service member, his or her injury or illness. Eligible employees may 

also take intermittent or reduced-schedule leave for military qualifying exigencies. 

Intermittent leave is not permitted for birth of a child, to care for a newly-born child or for 

placement of a child for adoption or foster care. Employees who require intermittent or 

reduced-schedule leave must try to schedule their leave so that it will not unduly disrupt 

the practice’s operations. 

Use of Accrued Paid Leave 

Depending on the purpose of your leave request, the practice requires that you use accrued 

paid leave (such as PTO), concurrently with some or all your FMLA leave. To substitute 

paid leave for FMLA leave, an eligible employee must comply with the practice’s normal 

procedures for the applicable paid-leave policy (e.g. call-in procedures, advance notice, 

etc.). 

Maintenance of Health Benefits 

If you and/or your family participate in our group health plan, the practice will maintain 

coverage during your FMLA leave on the same terms as if you have continued to work. If 

applicable, you must make arrangements to pay your share of health plan premiums while 

on leave. In some instances, the practice may recover premiums it paid to maintain health 

coverage or other benefits for you and your family. Use of FMLA leave will not result in the 

loss of any employment benefit that accrued prior to the start of your leave. 

Notice and Medical Certification 

When seeking FMLA leave, you are required to provide: 

1. Sufficient information for us to determine if the requested leave may qualify for 

FMLA protection and the anticipated timing and duration of the leave. Sufficient 

information may include that you are unable to perform job functions, a family 

member is unable to perform daily activities, the need for hospitalization or 

continuing treatment by a health care provider, or circumstances supporting the 

need for military family leave. You must also inform the practice if the requested 

leave is for a reason for which FMLA leave was previously taken or certified. 
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If the need for leave is foreseeable, this information must be provided 30 days in 

advance of the anticipated beginning date of the leave. If the need for leave is not 

foreseeable, this information must be provided as soon as is practicable and in 

compliance with the practice normal call-in procedures, absent unusual 

circumstances. 

 

2. Medical certification supporting the need for leave due to a serious health condition 

affecting you or an immediate family member within 15 calendar days of the 

practice request to provide the certification (additional time may be permitted in 

some circumstances). If you fail to do so, we may delay the commencement of your 

leave, withdraw any designation of FMLA leave or deny the leave, in which case your 

leave of absence would be treated in accordance with our standard leave of absence 

and attendance policies, subjecting you to discipline up to and including 

termination. Second or third medical opinions and periodic re-certifications may 

also be required; 

 

3. Periodic reports as deemed appropriate during the leave regarding your status and 

intent to return to work; and 

 

4. Medical certification of fitness for duty before returning to work, if the leave was 

due to your serious health condition. The practice will require this certification to 

address whether you can perform the essential functions of your position. 

 
Failure to comply with the foregoing requirements may result in delay or denial of leave, or 

disciplinary action, up to and including termination. 

Employer Responsibilities 

To the extent required by law, the practice will inform employees whether they are eligible 

under the FMLA. Should an employee be eligible for FMLA leave, the practice will provide a 

reason for the ineligibility. The practice will also inform employees if leave will be 

designated as FMLA-protected and, to the extent possible, note the amount of leave 

counted against the employee’s leave entitlement. If the practice determines that the leave 

is not FMLA-protected, the practice will notify the employee. 

Job Restoration 

Upon returning from FMLA leave, eligible employees will typically be restored to their 

original job or to an equivalent job with equivalent pay, benefits, and other employment 

terms and conditions. 
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Failure to Return after FMLA Leave 

Any employee who fails to return to work as scheduled after FMLA leave or exceeds the 12-

week FMLA entitlement (or in the case of military caregiver leave, the 26-week FMLA 

entitlement), will be subject to the practice’s standard leave of absence and attendance 

policies. This may result in termination if you have no other practice-provided leave 

available to you that applies to your continued absence. Likewise, following the conclusion 

of your FMLA leave, the practice’s obligation to maintain your group health plan benefits 

ends (subject to any applicable COBRA rights). 

Other Employment 

The practice generally prohibits employees from holding other employment. This policy 

remains in force during all leaves of absence including FMLA leave and may result in 

disciplinary action, up to and including immediate termination of employment. 

Fraud 

Providing false or misleading information or omitting material information regarding an 

FMLA leave will result in disciplinary action, up to and including immediate termination. 

Employer’s Compliance with FMLA and Employee’s Enforcement Rights 

The FMLA makes it unlawful for any employer to interfere with, restrain, or deny the 

exercise of any right provided under FMLA, or discharge or discriminate against any person 

for opposing any practice made unlawful by FMLA or for involvement in any proceeding 

under or relating to FMLA. 

 

While the practice encourages employees to bring any concerns or complaints about 

compliance with FMLA to the attention of the Site Manager, FMLA regulations require 

employers to advise employees that they may file a complaint with the US Department of 

Labor or bring a private lawsuit against an employer. 

 

Further, FMLA does not affect any federal or state law prohibiting discrimination, or 

supersede any state or local law or collective bargaining agreement which provides greater 

family or medical leave rights. 
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Military Related FMLA Leave 

FMLA leave may also be available to eligible employees regarding certain service-related 

medical and non-medical needs of family members. There are two forms of such leave. The 

first is Military Caregiver Leave, and the second is Qualifying Exigency Leave. Each of these 

leaves is detailed below. 

Definitions 

A “covered service member” are either: (1) a current service member of the Armed Forces, 

including a member of the National Guard or Reserves, with a serious injury or illness 

incurred in the line of duty for which the service member is undergoing medical treatment, 

recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the 

temporary disability retired list; or (2) a “covered veteran” who is undergoing medical 

treatment, recuperation, or therapy for a serious injury or illness. 

 

A “covered veteran” is an individual who was discharged under conditions other than 

dishonorable during the five-year period prior to the first date the eligible employee takes 

FMLA leave to care for the covered veteran. The period between October 28, 2009 and 

March 8, 2013 is excluded in determining this five-year period. 

 

The FMLA definition of “serious injury or illness” for current service members and veterans 

is distinct from the FMLA definition of “serious health condition.” For current service 

members, the term “serious injury or illness” means an injury or illness that was incurred 

by the member in the line of duty while on active duty in the Armed Forces or that existed 

before the beginning of active duty and was aggravated by such service, that may render 

then medically unfit to perform the duties of their office, grade, rank, or rating. 

 

For covered veteran, this term means a serious injury or illness that was incurred in the 

line of duty while on active duty in the Armed Forces or that existed before the beginning of 

active duty and was aggravated by such service and manifested itself before or after the 

individual assumed veteran status, and is: (1) a continuation of a serious injury or illness 

that was incurred or aggravated when they were a member of the Armed Forces and 

rendered then unable to perform the duties of their office, grade, rank, or rating; (2) a 

physical or mental condition for which the covered veteran has received a VA Service 

Related Disability Rating (VASDR) or 50% or greater and such VASDR rating is based, in 

whole or in part, on the condition precipitating the need for caregiver leave; (3) a physical 

or mental condition that substantially impairs the veteran’s ability to secure or follow a 

substantially gainful occupation by reason of a disability or disabilities related to military 

service or would be so absent treatment, or; (4) an injury, including a psychological injury, 
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on the basis of which the covered veteran has been enrolled in the Department of Veterans 

Affairs Program of Comprehensive Assistance for Family Caregivers. 

 

“Qualifying exigencies” include activities such as short-notice deployment, military events, 

arranging alternative childcare, making financial and legal arrangements related to the 

deployment, rest and recuperation, counseling, parental care, and post-deployment 

debriefings. 

Military Caregiver Leave  

Unpaid Military Caregiver Leave is designed to allow eligible employees to care for certain 

family members who have sustained serious injuries or illness in the line of duty while on 

active duty. Military Caregiver Leave is a special leave entitlement that permits eligible 

employees to take up to 26 weeks of leave to care for a covered service member during a 

single 12-month period. 

 

To be “eligible” for Military Caregiver Leave, the employee must be a spouse, son, daughter, 

parent, or next of kin of the covered service member. “Next of kin” means the nearest blood 

relative of the service member, other than the service member’s spouse, parent, son, or 

daughter, in the following order of priority: blood relatives who have been granted legal 

custody of the service member by court decree or statutory provisions; brothers and 

sisters; grandparents; aunts and uncles; first cousins; unless the service member has 

specifically designated in writing another blood relative as his or her nearest blood relative 

for purposes of Military Caregiver Leave. The employee must also meet all other eligibility 

standards as set forth within the FMLA Leave Policy. 

 

An eligible employee may take up to 26 weeks of Military Caregiver Leave to care for a 

covered service member in a “single 12-month period.” The “single 12-month period” 

begins on the first day leave is taken to care for a covered service member and ends 12 

months thereafter, regardless of the method used to determine leave availability for other 

FMLA-qualifying reasons. If an employee does not exhaust his or her 26 weeks of Military 

Caregiver Leave during this “single 12-month period,” the remainder is forfeited.  

 

Military Caregiver Leave applies on a per-injury basis for each service member. 

Consequently, an eligible employee may take separate periods of caregiver leave for each 

and every covered service member, and/or for each and every serious injury or illness of 

the same covered service member. A total of no more than 26 weeks of Military Caregiver 

Leave, however, may be taken within any “single 12-month period.” 
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Within the “single 12-month period” described above, an eligible employee may take a 

combined total of 26 weeks of FMLA leave including up to 12 weeks of leave for any other 

FMLA-qualifying reason (i.e. birth or adoption of a child, serious health condition of the 

employee or close family member, or a qualifying exigency). For example, during the 

“single 

 

12-month period,” an eligible employee may take up to 16 weeks of FMLA leave to care for 

a covered service member when combined with up to 10 weeks of FMLA leave to care for a 

newborn child. 

 

An employee seeking Military Caregiver Leave may be required to provide appropriate 

certification from the employee and/or covered service member and completed by an 

authorized health care provider within 15 days. Military Caregiver Leave is subject to the 

other provisions in our FMLA Leave Policy (requirements regarding employee eligibility, 

appropriate notice of the need for leave, use of accrued paid leave, etc.).  Military Caregiver 

Leave will be governed by, and handled in accordance with, the FMLA and applicable 

regulations, and nothing within this policy should be construed to be inconsistent with 

those regulations.  

 

Qualifying Exigency Leave 

Eligible employees may take unpaid “Qualifying Exigency Leave” to tend to certain 

“exigencies” arising out of the duty under a call or order to active duty of a “military 

member” (i.e. the employee’s spouse, child, or parent). Up to 12 weeks of Qualifying 

Exigency Leave is available in any 12-month period, as measured by the same method that 

governs measurement of other forms of FMLA leave within the FMLA policy (with the 

exception of Military Caregiver leave, which is subject to a maximum of 26 weeks of leave 

in a “single 12-month period”). Although Qualifying Exigency Leave may be combined with 

leave for other FMLA-qualifying reasons, under no circumstances may the combined total 

exceed 12 weeks in any 12-month period (with the exception of Military Caregiver Leave, 

as set forth above). The employee must meet all other eligibility standards as set forth 

within the FMLA policy. 

 

Persons who can be ordered to active duty include active and retired members of the 

Regular Armed Forces, certain members of the retired Reserve, and various other Reserve 

members including the Ready Reserve, the Selected Reserve, the Individual Ready Reserve, 

the National 

Guard, state military, Army Reserve, Navy Reserve, Marine Corps Reserve, Air National 

Guard, Air Force Reserve, and Coast Guard Reserve. 
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A call to active duty refers to a federal call to active duty, and state calls to active duty are 

not covered unless under order of the President of the United States pursuant to certain 

laws. 

 

Qualifying Exigency Leave is available under the following circumstances: 

 

1. Short-notice deployment. To address any issue that arises out of short notice 

(within seven days or less) of an impending call or order to active duty. 

 

2. Military events and related activities. To attend any official military ceremony, 

program, or event related to active duty or call to covered active duty status or to 

attend certain family support or assistance programs and informational briefings. 

 

3. Childcare and school activities. To arrange for alternative childcare; to provide 

childcare on an urgent, immediate need basis; to enroll in or transfer to a new 

school or daycare facility; or to attend meetings with staff at a school or daycare 

facility. 

 

4. Financial and legal arrangements. To make or update various financial or legal 

arrangements; or to act as the covered military member’s representative before a 

federal, state, or local agency regarding service benefits. 

 

5. Counseling. To attend counseling (by someone other than a health care provider) 

for the employee, for the military member, or for a child or dependent when 

necessary because of duty under a call or order to covered active duty. 

 

6. Temporary rest and recuperation. To spend time with a military member who is 

on short-term, temporary rest and recuperation leave during a period of 

deployment. Eligible employees may take up to 15 days of leave for each instance of 

rest and recuperation. 

 

7. Post-deployment activities. To attend arrival ceremonies, reintegration briefings 

and events, and any other official ceremony or program sponsored by the military 

for a period of up to 90 days following termination of the military member’s active 

duty status. This also encompasses leave to address issues that arise from the death 

of a military member while on active duty status. 
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8. Parental care. To care for the military member’s parent who is incapable of self-

care. The parent must be the military member’s biological, adoptive, step, or foster 

parent, or 

any other individual who stood in loco parentis to the military member when the 

member was under 18 years of age. 

 

9. Mutually agreed leave. Other events that arise from the military member’s duty 

under a call or order to active duty, provided that the practice and the employee 

agree that such leave shall qualify as an exigency and agree to both the timing and 

duration of such leave. 

An employee seeking Qualifying Exigency Leave may be required to submit appropriate 

supporting documentation in the form of a copy of the military member’s active duty 

orders or 

rest and recuperation orders of other military documentation indicating the appropriate 

military status and the dates of active duty status, along with a specific exigency, the 

amount of leave needed and the employee’s relationship to the military member, within 15 

days. Qualifying Exigency Leave will be governed by, and handled in accordance with, the 

FMLA and applicable regulations, and nothing within this policy should be construed to be 

inconsistent with those regulations. 

 

Limited Nature of This Policy 

This policy should not be construed to confer any expressed or implied contractual 

relationship or rights to any employee not expressly provided for by FMLA. The practice 

reserves the right to modify this or any other policy as necessary, in its sole discretion to 

the extent permitted by law. State or local leave laws may also apply. 
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Long-Term Disability Insurance 
 

Eligible employees participating in our Health Insurance Plan, may also participate in our 

long-term disability insurance program. Eligible full-time employees may enroll in this 

insurance program after 90 days of employment. 

 

Long-term disability insurance provides eligible employees with a continuing source of 

income after 90 consecutive days of total disability. These benefits are calculated as a 

percentage of your salary. The cost of this insurance is full paid for by the practice. 

 

This is intended as a summary of benefits only. Additional information may be obtained 

from the Human Resources. 

 

Social Security 
 

During your employment, you and the practice both contribute funds to the federal 

government to support the Social Security program. This program is intended to provide 

you with retirement benefit payments and medical coverage once you reach retirement 

age.  Please refer to the Social Security Administration website for more details and a 

retirement calculator.  

Unemployment Insurance 
 

Upon separation from employment, you may be entitled to state and federal 

unemployment insurance benefits. Information about unemployment insurance can be 

obtained through the local unemployment office or NC Dept. of Labor on-line resources.  

Workers’ Compensation 
 

On-the-job injuries are covered by out Workers’ Compensation insurance policy. This 

insurance is provided at no cost to you. If you are injured on the job, no matter how slightly, 

report the incident immediately to the Site Manager. Consistent with applicable state law, 

failure to report an injury within a reasonable period could jeopardize your claim. We ask 

for your assistance in alerting management to any condition that could lead to or 

contribute to an employee accident. 
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Dental Wellness Benefit 

The Practice looks for ways of providing dental wellness to our employees through our 

dental wellness plan.  This benefit is generously provided and paid for by the Managing 

Partners.  This is not a dental insurance plan, but a discounted dental wellness service to 

employees and/or their child(ren) under the age of 21.  It is optional for you to use this 

discounted benefit. Additional information may be obtained from the Human Resources. 

 

401(k) Qualified Retirement Plan 
 

Our practice provides eligible employees with a 401(k) Qualified Retirement Plan which is 

an excellent means of long-term savings for your retirement. The practice’s contribution, if 

any, is determined by the employer on an annual basis. 

  

401(k) Eligibility: 12-months of employment 

   21-years of age 

   Worked 1,000 hours within the past 12-months 

 

Enrollment Periods: January and July of each year 

 

You can obtain a copy of the Summary Plan Description which contains the details of the 

plan including eligibility and benefit provisions from Human Resources. In the event of any 

conflict in the description of any plan, the official plan documents, which are available for 

your review, shall govern. If you have any questions regarding this plan, contact Human 

Resources. 

Employee Bonuses 
 

Employees may receive bonuses from time to time. These are based on individual merit, 

the practice’s profitability, and any other factors deemed significant by the practice. 

Whether or not the bonuses are granted and the amounts granted are within the sole 

discretion of the doctors in the office. Regular taxes will be deducted. 
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Professional Development 
 

Our practice believes in supporting the individual growth of its employees. To encourage 

employee development, our practice offers a professional development reimbursement 

program to eligible employees who attend job-related seminars. 

 

To participate in the program, you must be a regular full-time or part-time  employee who 

has completed 90 days of employment. 

 

Approval from the Site Manager must be received prior to registration for the seminar. Our 

practice will pay the full cost of approved job-related seminars. 

 

To keep our practice informed of new developments, we ask that you share any new 

information presented at the seminar with the rest of the staff. 

Employee Assistance Network (EAN) 

An employee assistance network (EAN) is an employee benefit program that assists 

employees with personal problems and/or work-related problems that may impact their 

job performance, health, mental and emotional well-being.  EAN’s generally offer free and 

confidential assessments, short-term counseling, referrals, and follow-up services for 

employees and their household members. EAN counselors also work in a consultative role 

with Site Managers and supervisors to address employee and organizational challenges 

and needs. 

All employees, regardless of status may participate in our employee assistance network 

after completing 90-days of continuous employment. 

All administrative cost for this program is fully paid for by the practice. 

Additional information regarding our EAN network is available at www.eannc.com or by 

calling: 

Asheville area residents:  828-252-5725 

Hendersonville area residents: 828-697-2953 

All other locations:   800-454-1477 (toll-free) 

 

http://www.eannc.com/
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Practice Discounts 
 

Regular full-time and part-time employees may purchase merchandise and receive services 

at reduced prices. Any merchandise purchased or services received on this discount 

program must be for your family or your personal use.  

 

Purchases and services are to be paid for by cash, check, or credit card. 
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Chapter 4 – Our Best Practices 
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Confidentiality of Patient Matters 
 

The law and our professional ethics require that each employee maintain confidentiality 

when handling patient matters.  

 

To maintain this professional confidence, no employee shall disclose patient information to 

outsiders, including other parents, third parties or members of one’s own family.  

 

Any disclosure of confidential information will result in disciplinary action up to and 

including discharge of employment. 

 

Our practice has policies and procedures regarding HIPAA compliance as well as 

mandatory training and you are expected to follow all HIPAA regulations. Failure to follow 

our policies and procedures may result in disciplinary action up to and including discharge.  

Discussions with Patients 
 

When working on an assignment in a patient’s office, you may be asked to offer specific 

suggestions or comments regarding his or her practices. 

 

Prior to discussing any suggestions with a patient, your recommendations must first be 

approved by the Site Manager. 

Care of Patient Records 
 

To provide the best care for our patients, it is critical to maintain accurate and current 

patient records. Patient records should be returned to the appropriate filing cabinet 

following documentation. Patient records may not be removed from the premises for any 

reason, unless transporting records between offices or the hospital, which must be in a 

HIPPA compliant locked bag. 

 

Patient records should be handled with care and not disfigured in any way. Falsification of 

patient records is strictly prohibited.  

 

Occasionally, patients or other physicians will request copies of practice records. Under no 

circumstances will requests for patient records be fulfilled unless prior legally permissible 
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authorization is provided. Place a copy of the documentation of such authorization in the 

patient’s file. 

 

Our practice has policies and procedures regarding HIPAA compliance and you are 

expected to follow them. Failure to follow our policies and procedures may result in 

disciplinary action up to and including discharge. 

Deviations in Patient Records 
 

Occasionally you may find what appears to be an obvious clerical or mathematical error on 

the part of the patient. Mistakes of this nature should tactfully be brought to the attention 

of the appropriate person. When discussing such an error, be certain of the mistake, be 

careful with who it is discussed and most importantly, be diplomatic in handling the 

misunderstanding. 

 

During your career, you may discover or suspect evidence of theft, embezzlement, 

defalcation or some other irregular practice on the part of the patient or patient personnel. 

If such an event occurs, inform the Site Manager or Human Resources immediately. Under 

no circumstances should you discuss the matter with the patient or patient personnel. 

 

Attendance, Tardiness and Call-In 

It is important that each employee work their assigned schedules as consistently as 

possible.  Any tardiness or absence causes operational problems for fellow employees and 

Site Managers. However, The Practice understands that because of illness or emergency 

you may not be able to come to work. Report to work on time.  If you know you are going to 

be late, call the office in advance, or if this is not feasible, report to the Site Manager 

immediately after your arrival and give an explanation for your tardiness. The purpose of 

this policy is to promote the efficient operation of the Practice and minimize unscheduled 

absences.  A doctor’s note will be required for each visit and must be returned to the Site 

Manager. 
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Excessive Tardies 

Even with advance notice, being late two or more times in a month is considered excessive. 

Employees who are excessively tardy will be disciplined in accordance with the Practice 

discipline policy.  

 
 Excessive tardy – more than 3 tardies in a rolling quarter are considered to be 

excessive. An employee will be subject to progressive discipline for 4 or more 

tardies in a quarter and subject to termination if tardy 6 times in a quarter.  

 

Excessive Absences 

The Practice understands that employees may have a legitimate need to be absent 

occasionally. However, excessive absenteeism with little or no notice causes a problem for 

everyone else in the Practice and can interfere with patient treatment.  While absences can 

be paid in accordance with the PTO policy, excessive absenteeism is unacceptable and may 

lead to progressive discipline and termination of employment.  

 Excessive absenteeism – more than 3 absences in 6 months is considered to be 

excessive. Employees are subject to progressive discipline for 4 or more absences in 

a 6-month period and 6 absences in 6-months may lead to termination.  

 

Absences for more than one workday will be considered as one absence for recordkeeping 

purposes.    

 

Chronic tardiness or absenteeism or no call/no show could result in disciplinary action and 

lead to termination of employment in accordance with Practice progressive disciplinary 

policy.  

 

If you are unable to report to work for any reason including personal illness, you must 

notify the Site Manager. It is your responsibility to keep your Site Manager informed on a 

daily basis during short-term absences and to provide medical verification when asked to 

do so.  

 

Abandonment of Position  

Your presence at work every day is essential to the successful operation of The Practice. 

Absences with or without notification is unfair to your co-workers and the Practice.  If you 

want to be excused from work, get permission from the Site Manager as soon as possible.  

Do not leave messages with anyone else. Missing three (3) consecutive workdays without 

notice is job abandonment and recorded as a voluntary resignation.  
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Business Hours 
 
Because of the nature of our business, your work schedule may vary depending on your job 

and department.   Check with the Site Manager if you have questions about your hours of 

work. 

 

Meal Time 
 
A one hour, unpaid meal break should be taken each day. The Site Manager is responsible 

for approving the scheduling of this time. 

Lactation Breaks 
 
The Practice will provide a reasonable amount of break time to accommodate a female 

employee’s need to express breast milk for the employee’s infant child up to one year of 

age; unless additional time is required by state law. The break time should, if possible, be 

taken concurrently with other break periods already provided. Non-exempt employees 

should clock out for any time taken that does not run concurrently with normally 

scheduled rest periods, and such time generally will be unpaid in accordance with state 

law. The Practice will also make a reasonable effort to provide the employee with the use of 

a room or other location near the employee’s work area, for the employee to express milk 

in private. 

 

Employees should notify the Site Manager to request time to express breast milk under this 

policy. 

 

No provision of this policy applies or is enforced if it conflicts with or is superseded by any 

requirement or prohibition contained in a state or local law or regulation. Anyone with 

knowledge of such a conflict or potential conflict should contact the Site Manager. 

 

Further information can be obtained from Human Resources. 
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On-the-Job Training 
 
The Site Manager is responsible for initiating all on-the-job training for employees within 

your department. This may include safety training, participation in off-site training and 

continuing education when necessary for job safety and work performance. Training will 

be conducted during regular working hours whenever possible. 

 

The Practice will pay for any required training programs. Employees may be tested from 

time to time to evaluate the effectiveness of the training program. 

 

If you have any questions regarding training, please see the Site Manager. 

 

Standards of Conduct 
 

Each employee has an obligation to observe and follow the practice’s policies and to 

maintain proper standards of conduct at all times. If an individual’s behavior interferes 

with the orderly and efficient operation of a department, corrective disciplinary measures 

will be taken. 

 

Disciplinary action may include a verbal warning, written warning, suspension with or 

without pay, and/or discharge. The appropriate disciplinary action imposed will be 

determined by the practice. The practice does not guarantee that one form of action will 

necessarily precede another. 

 

Among other things, the following may result in disciplinary action, up to and including 

discharge:  

 Violation of the practice’s policies or safety rules 

 Insubordination 

 Unauthorized or illegal possession, use, or sale of alcohol or controlled substance on 

work premises or during work hours, while engaged in practice activities or in 

practice vehicles 

 Unauthorized possession, use or sale of weapons, firearms, or explosives on work 

premises 

 Theft or dishonesty 

 Inappropriate physical contact 

 Harassment or bullying 

 Discrimination or retaliation 

 Disrespect toward fellow employees, visitors or other members of the public 
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 Performing outside work or use of practice property, equipment, or facilities in 

connection with outside work while on practice time 

 Poor attendance or poor performance 

 

These examples are not all inclusive. We emphasize that discharge decisions will be based 

on an assessment of all relevant factors. 

 

Nothing in this policy is designed to modify our employment-at-will policy. 

 

Computer Software Licensing 
 

The practice purchases or licenses the use of various computer software programs. Neither 

the practice nor any of the practice’s employees have the right to duplicate this computer 

software or its related documentation. Unauthorized duplication of computer software is a 

federal offense, punishable by up to a $250,000 fine and up to five years in jail. 

 

The practice does not condone the illegal duplication of software. You must use the 

software in accordance with the license agreement. This policy applies not only to 

individual desktop computers and laptops but to local area networks as well. 

 

Employees learning of any misuse of software or any related documentation within the 

practice shall notify a member of management. Employees who reproduce, acquire, or use 

unauthorized copies of computer software will be subject to discipline, up to and including 

discharge. 

 

Blogging & Social Networking 
 

As a part of our comprehensive approach to information security, this guideline has been 

created to address issues that may arise from your creation, participation, or use of blogs, 

Facebook, Twitter, of other social networking opportunities on the internet. These personal 

web pages, online diaries and other means of communicating online are open to anyone to 

read and will exist in cyberspace indefinitely. To ensure that all employees understand the 

Practice’s position on blogs and other social networking sites, please review the guideline: 

 

 You should not use company time, equipment, or materials to create, maintain, or in 

any other way support a blog or other social networking sites. 
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 Be aware that the Practice has a right to monitor your internet access during work 

hours and on company provided equipment. 

 If you choose to blog or use the internet for social networking on your own time, you 

should make it clear to your readers that the views you express are yours alone and 

that they do not reflect the views of the Practice. To help reduce the potential for 

confusion, we would appreciate it if you put the following notice—or something 

similar—in a reasonable prominent place on your site: “The views expressed on this 

website/blog are mine alone and do not reflect the views of my employer.” 

 DO NOT disclose any information that is confidential or proprietary to the Practice. 

Ask your supervisor or someone in management if you have any questions about 

what is or is not appropriate to include in your blog or to discuss on a social 

networking site 

 You may not discuss or identify other employees, customers, clients, or anyone with 

whom you come into contact because of your employment with the Practice. 

 These prohibitions regarding the disclosure of company information apply even 

after your employment relationship with the Practice has ended. 

 Since your site or blog is a public space, we expect that you will be respectful to the 

Practice, our employees, our clients, our partners and affiliates, and others, 

including our competitors. You MAY NOT use ethnic, racial, gender or religious slurs, 

and you MAY NOT include sexually provocative or offensive language or material in 

your blog or social networking site. 

 Written permission from the Practice is required before you may use company 

logos, trademarks, or reproduce any company material on your site, otherwise such 

use is STRICTLY PROHIBITED. 

Violations of these policies may result in disciplinary action, up to and including 

termination. If you have any questions about these guidelines or any matter related to your 

site that these guidelines do not address, please direct them to Human Resources. 

 

Patient and Public Relations 
 
Our practice’s reputation is built on excellent service and quality work. To maintain this 

reputation requires the active participation of every employee.  

 

The opinions patients have toward our practice may be influenced by the actions or 

behavior of one employee. Our reputation, service and quality is always being evaluated by 

our customers and community. It is sometimes easy to take a patient for granted; but if we 
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do, we run the risk of losing not only that patient, but also his or her friends or family who 

may also be patients or prospective patients. 

 

Each employee must be sensitive to the importance of providing courteous treatment in all 

working relationships.  Remember, without our patients we don’t exist. 

 

Non-Solicitation 
 
The practice believes employees should have a work environment free from interruptions 

of a non-work-related nature, as work time is for work. When you are to be working you 

should focus on your duties and not engage in activities that would interfere with your own 

work or the work of others. For this policy, solicitation includes, but is not limited to, for 

collection of any debt or obligation, for raffles of any kind or chance taking, or for the sale 

of merchandise or business services, the attempt to sell any product or service (e.g. 

selling/collecting for Tupperware®, churches schools, Girl Scout cookies, etc.). Such 

interruptions can be both detrimental to the quality of work and efficiency, and may not be 

respectful of others’ job responsibilities and right not to be interrupted. 

 

Employees may not engage in solicitation for any purpose during his/her work time, which 

includes the working time of the employee who seeks to solicit and the employee being 

solicited. Although solicitation is not encouraged, it is permitted if it is limited to the 

employee’s break(s) and lunch time and is kept out of active working areas. Nothing in this 

policy is intended to restrict an employee’s statutory rights. 

Non-Distribution 
 
Distribution of any type (materials, goods, etc.) is prohibited in work areas at any time, 

whether or not the employees are on working time. Non-employees are prohibited from 

distributing materials to employees on practice premises at any time. Inappropriate 

literature is prohibited, e.g. literature that violates the practice’s non-harassment and 

discrimination policies; items of a defamatory nature, items that include threats of violence, 

unprotected literature of a political nature that is highly inflammatory and likely to disrupt 

facility discipline and order or safety. Nothing in this policy is intended to restrict an 

employee’s statutory rights. 
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Changes in Personal Data 
 

To aid you and/or your family in matters of personal emergency, we need to maintain up-

to-date information.  

 

Changes in name, address, telephone number, marital status, number of dependents, or 

changes in next of kin and/or beneficiaries should be given to the Site Manager promptly.  

Please note that a name change cannot be completed until a new social security card with 

new name is presented. 

Care of Equipment 
 

You are expected to demonstrate proper care when using the practice’s property and 

equipment.  You are expected to keep your work area clean and organized.  No property 

may be removed from the premises without the proper authorization of management. If 

you lose, break, or damage any property, report it to the Site Manager at once. 

 

Personal Property 
 

The practice is not responsible for loss or damage to personal property. Valuable personal 

items, such as purses and all other valuables should not be left in areas where theft might 

occur. 

 

Visitors 
 

If you are expecting a visitor, please notify the Site Manager. All visitors must first check in 

at the reception area. Visitors are not allowed in any area of the building without being 

accompanied by an authorized employee. Under no circumstances will visitors be allowed 

in confidential, unauthorized, or potentially hazardous areas.  Employees are forbidden to 

provide any codes or passwords to visitors.  

Severe Weather 
 

Severe weather is to be expected during certain months of the year. Although driving may 

at times be difficult, when caution is exercised, the roads are normally passable. Except in 

cases of severe storms, we are all expected to work our regular hours. Time taken off due to 

poor weather conditions while the business remains open is to be used as PTO. 
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If extreme weather conditions require closing of the building, you will be notified by the 

Site Manager. 

Natural Disasters 
 

Natural disasters, including earthquakes, hurricanes, mudslides, floods and fires are to be 

expected from time to time. Although driving may be difficult in some areas due to 

damaged freeways and streets, when caution is exercised the roads are normally passable 

or alternate routes are available. Except in severe cases, we are all expected to work our 

regular hours. Time taken off due to natural disasters while the business remains open is to 

be used as PTO or is unpaid.  

 

Exempt employees may be provided time off with pay when necessary to comply with state 

and federal wage and hour laws. 

 

If extreme weather conditions require closing of the building, you will be notified by the 

Site Manager. 

Personal Telephone Calls / Cell Phone Usage 
 

Our Mission, Vision and Values state that we want to provide a positive and value added 

patient experience in a friendly, caring and comfortable atmosphere.  It is important to 

keep our telephone lines free for patient calls. Although the occasional use of the practice’s 

telephones for personal emergency may be necessary, routine personal calls are not 

permitted. 

 

Personal cellular telephones must be turned off or set to a silent alert during working hours 

while on practice premises. Employees are prohibited from using cellular telephones to 

text message, surf the internet, access Facebook and other social media accounts, watch 

videos, make personal phone calls, and all other use of his/her cellular telephone during 

working hours while on practice premises.  Employees may use his/her cellular telephone 

during their break time as long as it is in a designated break area or in his/her vehicle – not 

in a work area.  Some employees may be required to carry and use his/her cellular 

telephone to communicate to a Doctor regarding patient care, scheduling, etc. or to an 

assigned marketing employee working on the Practice’s social media accounts.  Any other 

exceptions to this policy must be approved by the Site Manager.   

 

Any employee found in violation of this policy will be subject to further disciplinary action. 

 



[67] 

Electronic Mail and Monitoring 
 

We recognize your need to be able to communicate efficiently with fellow employees and 

patients. Therefore, we have installed an internal electronic mail (email) system to 

facilitate the transmittal of business-related information within the practice and with our 

patients. 

 

The email system is intended for business use only. The use of the practice’s email system 

to solicit fellow employees or distribute non-job-related information to fellow employees is 

prohibited to the extent allowed by applicable law. 

 

Our practice’s policies against sexual and other types of harassment apply fully to the email 

system. Violations of those policies are not permitted and may result in disciplinary action, 

up to and including discharge. Therefore, employees are also prohibited from the display or 

transmission of sexually-explicit images, messages, ethnic slurs, racial epithets, or anything 

that could be construed as harassment or disparaging to others. 

 

Employees shall not use unauthorized codes or passwords to gain access to others’ files. 

All email passwords must be made available to the practice at all times. Please notify the 

Site Manager if you need to change your password. 

Violation of this policy may result in disciplinary action, up to and including discharge. 

 

For business purposes, management reserves the right to enter, search, and/or monitor the 

practice’s private email system and the files/transmissions of any employee without 

advance notice and consistent with applicable state and federal laws. Employees should 

expect that communications they send and receive by the practice’s private email system 

will be disclosed to management. Employees should not assume that communications they 

send and receive by the practice’s email system are private or confidential. 

Voicemail and Monitoring 
 

We recognize your need to be able to communicate efficiently with fellow employees and 

patients. Therefore, we have a voicemail system to facilitate the transmittal of business 

related information within the practice and with our patients. 

 

The voicemail system is intended for business use only. The use of the practice’s voicemail 

system to solicit fellow employees or distribute non-job-related information to fellow 

employees is prohibited to the extent allowed by applicable law.  
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Our practice’s policies against sexual and other types of harassment apply fully to the 

voicemail system. Violations of those policies are not permitted and may result in 

disciplinary action, up to and including discharge. Therefore, employees are also prohibited 

from the transmission of sexually explicit messages, ethnic slurs, racial epithets, or 

anything that could be construed as harassment or disparaging to others. 

 

All voicemail passwords must be made available to the practice at all times. Please notify 

the Site Manager if you need to change your password. 

Internet Usage and Monitoring 
 

As a growing practice, we recognize the need to stay on the cutting edge of technology. This 

is one of the reasons we allow employees to have access to the internet. 

 

The internet is intended for business use only. Use of the internet for any non-business 

purpose, including but not limited to, personal communication or solicitation, purchasing 

personal goods or services, gambling and downloading files for personal use, is strictly 

prohibited. 

 

Our practice’s policies against sexual and other types of harassment apply fully to internet 

usage, including the use of instant messaging programs. Violations of those policies are not 

permitted and may result in disciplinary action, up to and including discharge. Therefore, 

employees are also prohibited from displaying, transmitting, and/or downloading sexually 

explicit images, messages, ethnic slurs, racial epithets or anything that could be construed 

as harassment or disparaging to others. 

 

Consistent with applicable federal and state law, the time you spend on the internet may be 

tracked through activity logs for business purposes. All abnormal or inappropriate usage 

will be investigated thoroughly. For business purposes, management reserves the right to 

search and/or monitor the practice’s internet usage and the files/transmissions of any 

employee without advance notice and consistent with applicable state and federal laws. 

Employees should expect that the communications they send and receive by the internet 

will be disclosed to management. Employees should not assume that communications they 

send and receive by the internet are private or confidential. 

 

Employees learning of any misuse of the internet shall notify a member of management. 

Violation of this policy may result in disciplinary action up to and including discharge. 
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Acceptable Use of Electronic Communications 
 

This policy contains guidelines for Electronic Communications created, sent, received, used, 

transmitted, or stored using practice communication systems or equipment and employee 

provided systems or equipment used either in the workplace, during working time, or to 

accomplish work tasks. “Electronic Communications” include, among others, messages, 

images, data or any other information used in email, voicemail, instant messages, fax 

machines, computers, personal digital assistants (including Blackberry, iPhone, iPad, tablet, 

or other smart phones and similar devices), text messages, pagers, telephones, cellular and 

mobile phones including those with cameras, intranet, internet, back-up storage, 

information on a memory or flash card, jump or zip drive or any other type of internal or 

external removable storage drives. In the remainder of this policy, these communication 

devices are collectively referred to as “systems.” 

 

Employees may use our systems to communicate internally with co-workers or externally 

with patients, suppliers, vendors, advisors, and other business acquaintances for business 

purposes. 

 

All Electronic Communications contained in the practice systems are practice records 

and/or property. Although an employee may have an individual password to access our 

systems, the systems and Electronic Communications are accessible to the practice at all 

times including periodic unannounced inspections. Our systems and Electronic 

Communications are subject to use, access, monitoring, review, recording and disclosure 

without further notice.  

 

Our systems and Electronic Communications are not confidential or private. The practice’s 

right to use, access, monitor, record, and disclose Electronic Communications without 

further notice applies equally to employee-provided systems or equipment used in the 

workplace, during work time, or to accomplish work tasks.  

 

Although incidental and occasional personal use of our systems that does not interfere or 

conflict with productivity or the practice’s business or violate policy is permitted, personal 

communications in our systems are treated the same as all other Electronic 

Communications and will be used, accessed, recorded, monitored, and disclosed by the 

practice at any time without further notice. Since all Electronic Communications and 

systems can be accessed without advance notice, employees should not use our systems for 

communication or information that employees would not want revealed to third parties. 

 

Employees may not use our systems in a manner that violates our policies including, but 

not limited to, Equal Employment Opportunity, No Harassment, Confidentiality of Patient 
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Matters, Care of Patient Records, Protecting Patient and Practice Information, Non-

Solicitation, Distribution, Email Monitoring, Voicemail Monitoring, and Internet Usage. 

Employees may not use our systems in any way that may be insulting, disruptive, obscene, 

offensive, or harmful to morale. Examples of prohibited uses include, but are not limited to, 

sexually-explicit drawings, messages, images, cartoons, or jokes; propositions or love 

letters; ethnic or racial slurs, threats of violence or bullying, or derogatory comments; or 

any other message or image that may be in violation of practice policies or federal, state, or 

local law. 

 

In addition, employees may NOT use our systems: 

 To download, save, send or access any discriminatory or obscene material; 

 To download anything from the internet (including shareware or free software) 

without the advance written permission of the Site Manager; 

 To download, save, send or access any site or content that the practice might deem 

“adult entertainment;” 

 To access any “blog” or otherwise post a personal opinion on the internet (see Social 

Media policy); 

 To solicit employees or others; 

 To attempt or to gain unauthorized or unlawful access to computers, equipment, 

networks, or systems of the practice or any other person or entity; 

 Regarding any infringement of intellectual property rights, including but not limited 

to copyrights; and 

 Regarding the violation or attempted violation of any law 

 

An employee may not misrepresent, disguise, or conceal his or her identity or another’s 

identity in any way while using Electronic Communications; make changes to Electronic 

Communications without clearly indicating such changes; or use another person’s account, 

mailbox, password, etc. without prior written approval of the account owner and without 

identifying the actual author. 

 

Employees must always respect intellectual property rights such as copyrights or 

trademarks. Employees must not copy, use, or transfer trade secrets or proprietary 

materials of the practice or others without appropriate authorization. 
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All systems passwords and encryption keys must be available and known to the practice. 

Employees may not use, install or share security codes, passwords or encryption programs 

without the written permission of the Site Manager.  

 

Numerous state and federal laws apply to Electronic Communications. The practice will 

comply with applicable laws. Employees must also comply with applicable laws and should 

recognize that an employee could be personally liable and/or subject to fine and 

imprisonment for violation of applicable laws. This policy does not limit an employee’s 

rights under Section 7 of the National Labor Relations Act. Nothing in this policy is meant to 

restrict an employee’s right to discuss the terms and conditions of his/her employment 

during non-working hours using non-practice systems. 

 

Violations of this policy may result in disciplinary action up to and including discharge as 

well as possible civil liabilities or criminal prosecution. Where appropriate, the practice 

may advise legal officials or appropriate third parties of policy violations and cooperate 

with official investigations. We will not, of course, retaliate against anyone who reports 

possible policy violations or assists with investigations. 

 

If you have questions about the acceptable use of our systems or the content of Electronic 

Communications, ask the Site Manager for advanced clarification. 

Social Media 
 

The practice has in place policies that govern use of its own electronic communication 

systems, equipment, and resources which employees must follow. We encourage you to use 

good judgement when communicating via social media.  

 

“Social media” includes all means of communicating or posting information or content of 

any sort on the internet, including to your own or someone else’s blog, journal, diary, 

personal website, social networking or affinity website, web bulletin board or chat room, 

whether or not associated or affiliated with the practice, as well as any other form of 

electronic communication. 

 

The same principles and guidelines found in the practice’s Employee Handbook policies 

apply to your activity online. Ultimately, you are solely responsible for what you post 

online. Before creating online content, consider some of the risks and rewards that are 

involved. Keep in mind that any of your conduct that adversely affects your job 

performance, the performance of fellow employees or otherwise adversely affects patients, 
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vendors, suppliers, people who work on behalf of the practice or its legitimate business 

interests may result in disciplinary action up to and including immediate discharge. 

 

The following is a general and non-exhaustive list of guidelines you should keep in mind: 

 

1. Always be fair and courteous to fellow employees, patients, vendors, suppliers, or 

people who work on behalf of the practice. Also, keep in mind that you are more 

likely to resolve work-related complaints by speaking directly with your coworkers 

or by utilizing our Talk to Us policy than by posting complaints to a social media 

outlet. 

2. Nevertheless, if you decide to post complaints or criticism, avoid using statements, 

photographs, video or audio that reasonably could be viewed as malicious, obscene, 

threatening, intimidating, that disparages patients, employees, vendors, or 

suppliers, or that might constitute harassment or bullying. Examples of such 

conduct might include offensive posts meant to intentionally harm someone’s 

reputation or posts that could contribute to a hostile work environment on the basis 

of race, age, gender, national origin, color, disability, religion, or any other status 

protected by federal, state or local law or company policy. Inappropriate postings 

that may include discriminatory remarks, harassment, retaliation, and threats of 

violence or similar inappropriate or unlawful conduct will not be tolerated and may 

subject you to disciplinary action up to and including immediate discharge. 

3. Make sure you are always truthful and accurate when posting information or news. 

If you make a mistake, correct it quickly. Be open about any previous posts you have 

altered. Use privacy settings when appropriate. Remember that the internet 

archives almost everything; therefore, even deleted posts can be searched. The 

internet is immediate; nothing that is posted ever truly expires. Never post any 

information or rumors that you know to be false about the practice, fellow 

employees, patients, vendors, suppliers, people working on behalf of the practice, 

and competitors. 

4. Maintain the confidentiality of practice trade secrets and proprietary or confidential 

information. Trade secrets may include information regarding the development of 

systems, processes, products, know-how, and technology. Do not post internal 

reports, policies, procedures or other internal business related confidential 

communications. 

5. Do not create a link from your blog, website, or other social networking site to the 

practice’s website without identifying yourself as a practice employee. 

6. Express only YOUR personal opinions. Never represent yourself as a spokesperson 

for the practice. If a practice is the subject of the content you are creating, be clear 
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and open about the fact that you are an employee and make it clear that your views 

do not represent those of the practice, fellow employees, patients, vendors, 

suppliers, or people working on behalf of the practice. If you do publish a blog or 

online post related to the work you do or subjects associated with the practice, 

make it clear that you are not speaking on behalf of the practice. It is best to include 

a disclaimer such as “the postings on this site are my own and do not necessarily 

reflect the views of The Practice.” 

7. You must refrain from using social media while on working time or while using 

equipment we provide, unless it is work-related as authorized by the Site Manager, 

other member or management, or consistent with the Acceptable Use of Electronic 

Communications Policy. 

8. Do not use any practice email addresses to register on social networks, blogs or 

other online tools intended for personal use. 

 

Employees are encouraged to report violations of this policy. The practice prohibits 

retaliation against an employee for reporting a possible deviation from this policy or for 

cooperating in an investigation. 

 

Any employee who retaliates against another employee for reporting a possible deviation 

from this policy or for cooperating in an investigation will be subject to disciplinary action, 

up to and including immediate discharge. 

 

Employees should not speak to the media on the practice’s behalf without contacting the 

Site Manager. All media inquiries should be directed to the Site Manager. 

 

Where applicable, the practice complies with state laws concerning access to an employee’s 

personal social networking account, including restrictions concerning employer requests 

for an employee’s username and password. 

 

If you have questions or need further guidance, please contact the Site Manager. 

 

Dress Code  

Personal appearance means how you dress, how neat you are, and your personal 

cleanliness standards. Your personal appearance can influence what patients and visitors 

think about The Practice. Personal appearance can also impact the morale of your co-

workers. 
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During business hours or whenever you represent the Practice, you should be clean, well 

groomed, and wear appropriate clothes. This is particularly important if your job involves 

dealing with patients or visitors in person. 

 

If your Site Manager finds that your personal appearance is inappropriate, you will be 

asked to leave work and return properly dressed and groomed. If you are asked to leave, 

you will not be paid for the time you are away from work. See your Site Manager if you are 

not sure about the correct clothing standards for your job. 

 

Where necessary, the Practice may make a reasonable accommodation to this policy for a 

person with a disability and/or religious beliefs.  

 

The following examples should help you understand the personal appearance guidelines: 

 Shoes must provide safe, secure footing, and offer protection against hazards. 

 Tank tops, tube or halter tops, or shorts may not be worn, unless covered with a 

top. 

 Mustaches and beards must be clean, well-trimmed, and neat. 

 Hairstyles are expected to be in good taste. 

 Extreme hair color and extreme hairstyles, such as spiked hair and shaved heads, 

do not present an appropriate professional appearance.  Having a streak of pink 

hair or purple hair, etc. is okay.  

 Long hairstyles should be worn with hair pulled back off the face and neck to 

avoid interfering with job performance. 

 Offensive body odor and poor personal hygiene is not professionally acceptable. 

 Odor of tobacco or tobacco smoke is not acceptable.  

 Perfume, cologne, and aftershave lotion should be used moderately or avoided 

altogether, as some individuals may be sensitive to strong fragrances. 

 Jewelry should not be functionally restrictive, dangerous to job performance, or 

excessive. 

 Facial jewelry, such as eyebrow rings, nose rings, lip rings, and tongue studs, is 

not professionally appropriate and must not be worn during business hours. The 

only exception to the facial jewelry policy is a small nose stud.  

 Multiple ear piercings (more than three rings in each ear) or ear gages are not 

professionally appropriate and must not be worn during business hours. 
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 Torso body piercings with visible jewelry or jewelry that can be seen through or 

under clothing must not be worn during business hours. 

 Visible tattoos and similar body art must be covered during business hours. 

 

The Practice provides sets of scrubs to employees at no cost. Scrubs must be kept neat, 

clean, and washed weekly and can be washed in the office. Scrubs will be replaced by the 

Practice as they wear out.  Scrubs to be replaced must be turned in before another 

replacement order is made.   

 

Exceptions to our dress code would apply on special occasions such as holiday scrubs (for 

example Halloween costumes or scrubs), and other special events where attire may be 

modified.  Please work with your Site Manager on details as they occur. 

 

If you have any questions about the Dress Code Policy, please see your Site Manager. 

Reference Checks 
 

Our practice will not honor any oral requests for references. All requests must be in writing 

and on company letterhead. Generally, we will only confirm out employee’s dates of 

employment, salary history, and job title. 

 

Under no circumstances should an employee provide another individual with information 

regarding current or former employees of our practice. If you receive a request for 

reference information, please forward it to Human Resources. 

Protecting Patient and Practice Information 
 

Protecting patient and practice information is the responsibility of every employee.  

 

Due to the nature of our business, patient and practice confidentiality is strictly enforced. 

Do not discuss the confidential business of our patients, practice, or proprietary business 

matters, or share confidential, personal employee information with anyone who does not 

work for our practice, such as friends, family, members of the media, or other business 

entities. Discussions regarding confidential patient or practice business with other 

employees are also prohibited, unless it is a necessary work-related function. 

 

Confidential information does not include information pertaining to the terms and 

condition of an employee’s employment. Nothing in this policy is designed to limit an 

employee’s rights under Section 7 of the National Labor Relations Act. 
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All telephone calls regarding a current or former employee’s position/compensation with 

our practice must be forwarded to the Site Manager. 

 

The practice’s address shall not be used for the receipt of personal mail. 

 

Conflict of Interest / Code of Ethics 
 

A practice’s reputation for integrity is its most valuable asset and is directly related to the 

conduct of its officers and other employees. Therefore, employees must never use their 

positions with the practice or any of its patients for private gain, to advance personal 

interests or to obtain favors or benefits for themselves, members of their families, or any 

other individuals, corporations, or business entities. 

 

The practice adheres to the highest legal and ethical standards applicable in our business. 

The practice’s business is conducted in strict observance of both the letter and spirit of all 

applicable laws and the integrity of each employee is of utmost importance. 

 

Employees of the practice shall conduct their personal affairs such that their duties and 

responsibilities to the practice are not jeopardized and/or legal questions do not arise with 

respect to their association or work with the practice. 

Please refer to page 16 of this handbook on how to report concerns. 

Parking 
 

Free parking facilities are available to employees. You are required to park within the 

designated areas. The practice is not responsible for loss, damage, or theft from your 

vehicle. Therefore, we suggest that you lock your vehicle doors. 

Bulletin Board 
 

The practice maintains a bulletin board(s) in our facility as an important source of 

information. This bulletin board(s) is to be used solely for practice announcements and 

government postings. 
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Office Supplies 
 

Our practice maintains a stock of basic office supplies such as pens, paper clips, staples, 

note pads, etc. used on a day-to-day basis by employees. All office supplies will be provided 

to you by the Site Manager.  

 

If you need additional items not regularly stocked, please speak to the Site Manager to 

place a special order.  All office supplies are ordered and managed through our Purchasing 

Department. 

 

All office supplies are for business use only and should not be removed from the office for 

non-business use. Violations of this policy may result in disciplinary action up to and 

including discharge. 

Business Travel – Pay Guidelines  

Any employee may be required to travel as part of the job. The Practice (GBGS) will provide 

employees with as much notice of travel requirements as business circumstances 

permit. Employees must have prior approval from GBGS prior to travel.  The policy and 

guidelines outlined below are consistent with state and federal law. 

Travel Pay 

An employee traveling from his or her primary work location to an out of town location is 

paid travel time based on their normal scheduled work hours for the day of travel.   Travel 

time will not be paid for the time an employee spends traveling between his or her 

residence and primary work location.    

 Example 1:  Traveling on Tuesday.  Work schedule for Tuesday is 7:45am-5pm.  

Employee arrives at primary work site (Asheville) and clocks in at 7:45am and 

immediately travels to Sylva.  Employee works at Sylva until 5:00pm and clocks out in 

Sylva and returns to Asheville.  Employee is paid from 7:45am-5pm, plus travel time to 

return to Asheville.   

 Example 2:  Traveling on Thursday.  Work schedule for Thursday is 7:45am-5pm.  

Employee clocks in at primary work site (Asheville) at 7:45am.  Employee travels 

Waynesville, leaving at 9:00am.  Employee remains clocked in and travels to 

Waynesville.  Employee leaves Waynesville at 1:30pm and travels back to his/her 

primary work site (Asheville).  Employee stops work at 5:05pm and clocks out.  

Employee is paid for 7:45am-5:05pm. 
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Tracking Work Time / Clocking In and Out 

Employees are to clock in and out as normal – no paperwork required.  If unable to clock in 

or out as normal, the employee is responsible for notifying his/her Site Manager and 

completing the appropriate paperwork so their time can be added/adjusted in our time 

keeping system to ensure the employee is paid for hours worked. 

 Example 1:  Traveling with a doctor to Sylva from Asheville (Asheville being the 

primary work location).  Clock in at the normal time shift starts in Asheville (or if 

required to leave earlier, clock in when leaving).  Employee is to remain clocked in 

while traveling.  If clocking in and out at Sylva is required (lunch break), employees 

should use the Sylva clock.  When leaving Sylva to return to Asheville, if it’s at the end of 

the shift, clock out in Sylva.  Employee will be paid for travel time to Asheville.  If it’s not 

the end of the shift because the employee has additional work to perform in Asheville, 

then the employee will work the time required then clock out when their work is 

completed (end of shift). 

 Example 2:  Employee works in Waynesville as their primary work location and is 

asked to work in Asheville the following day.  The employee will be traveling from 

his/her residence in Waynesville to Asheville (Asheville being the out of town location).  

Employee is required to arrive when the shift starts so he/she will clock in when 

he/she arrives to Asheville to start their work schedule and will clock out in Asheville 

when leaving to return back to their residence.  

Overtime 

Same overtime rule applies - if work time exceeds 40 hours in a workweek, GBGS will 

compensate the employee at the appropriate overtime pay rate, which will be equal to 1 ½ 

times of the employee’s regular pay rate.  

Personal Driving Time 

Personal activities such as a personal errand of shopping, dropping child off at childcare 

center/school, football practice, etc., are not considered time worked and will not be 

compensated.  

Travel Conduct 

Traveling employees must comply with all applicable laws and GBGS policies, such as but 

not limited to not drinking while driving, reporting back to GBGS on time, and updating 

GBGS about travel disruptions. GBGS is not responsible for traffic tickets, damage to 

vehicle, fuel, maintenance, etc. 
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Other 

Extenuating circumstances with business travel pay will be reviewed as they occur.  

Business Travel - Mileage Reimbursement 

As a benefit to the employees, GBGS will reimburse employees for mileage when using a 

personal vehicle for business-related travel only. This is to assist with gasoline, cost of 

maintenance, insurance, licensing and registration, depreciation and other costs associated 

with operation of a vehicle.  Mileage traveled between an employee’s residence and their 

primary work location is not reimbursable.  

When an employee is required to travel to an out of town location, GBGS will reimburse at 

the mileage set below: 

Set Mileage Reimbursement Amounts 

 Asheville to Sylva    49 miles one-way 98 miles roundtrip 

 Asheville to Waynesville  27 miles one-way 54 miles roundtrip 

 Waynesville to Sylva   23 miles one-way 46 miles roundtrip 

If an employee is approved to travel from their residence to an out of town location, 

mileage is reimbursed from either their residential address or from their official work 

location address, whichever is less mileage.  For example: 

 #1: Traveling from Sylva to Asheville.  Sylva location to Asheville location is 98 miles 

roundtrip.  Employee lives in Clyde.  Clyde residential address to Asheville location is 25 

miles/50 miles roundtrip.  Employee is reimbursed mileage for 50 miles roundtrip 

because it is the lesser of the two. 

 #2:  Employee lives in Franklin and is asked to travel from Franklin to the Asheville 

location.  The employee’s official worksite is Sylva.  Sylva location to Asheville location 

is 98 miles roundtrip.  Franklin residential address to Asheville location is 67 miles/134 

miles roundtrip.  Employee is reimbursed mileage for 98 miles roundtrip because it is 

the lesser of the two. 

Mileage Reimbursement Rate 

The mileage reimbursement rate will be calculated based on the recommended standard 

mileage rates of The Internal Revenue Service.  This rate is subject to change.   
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Car Pool Option vs. Personal Vehicle 

If the option to car pool is available (example: doctor offers to drive employee to and from 

work sites), but the employee chooses to drive their own vehicle instead of participating in 

the car pool option, mileage is not reimbursable. 

Employees must have prior approval from GBGS before they take their own vehicle. 

Business Travel in Town 

Employees traveling from the different Asheville locations (example: Traveling from 

Asheville Ortho to Reynolds Mountain Ortho) are not reimbursed for mileage, as it is 

considered a “like work location” because the locations are in the Asheville area. 

Mandatory Offsite Employee Meetings 

When having mandatory employee meetings in Asheville, those traveling from the 

Asheville locations are not reimbursed for mileage as it is considered a “like work location”.  

Those out of town will work with the site manager for car pool options and only reimburse 

those driving their vehicle for car pool.  Those that choose to drive their own vehicle 

without participating in a car pool will not receive mileage reimbursement. 

How to Be Reimbursed for Mileage 

To be reimbursed for mileage, employees must complete an expense report and have their 

Site Manager approve it before it’s processed by our accounting department.  Employees 

should use the set mileage amount for each location (refer to the chart). 

Each claim for mileage reimbursement must include a “from” and “to” street address or 

location specific enough for GBGS to validate the distance traveled via an online mapping 

application such as Google Maps or Map Quest. See Set Mileage Reimbursement section of 

this guideline. 

Personal Vehicle Information 

When using a personal vehicle for business travel, the employee’s own insurance is 

primary, in all cases. The employee should notify his/her insurance company that they are 

using their personal vehicle for business travel.  This may result in an increase in the 

employee’s insurance premium; however, if the employee is receiving reimbursement for 

mileage, there is a built-in factor for insurance expense to possibly cover the additional 
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premium. The employee should ask their insurance company. Note that GBGS is not 

responsible for traffic tickets, damage to vehicle, fuel, maintenance, etc. 

Other 

Extenuating circumstances with mileage reimbursement will be reviewed as they occur.  

Business Travel - Overnight Travel  

Overnight travel is slightly different and should be discussed with Human Resources. 

If You Must Leave Us 

Should you decide to leave your employment with us, we ask that hourly employees 

provide the Site Manager with at least two weeks written advance notice or four weeks 

written advance notice for salary employees. Your thoughtfulness is appreciated and will 

be noted favorable should you ever wish to reapply for employment with the practice.  The 

Practice may choose to end your employment sooner than the notice given based on 

operational needs. 

 

Generally, we will confirm upon request our employees’ dates of employment, salary 

history, and job title. 

 

All practice property, including this Employee Handbook, must be returned at the end of 

employment. Otherwise, the practice may take action to recoup any replacement costs 

and/or seek the return of practice property through appropriate legal recourse. You should 

notify the practice if your address changes during the calendar year in which discharge 

occurs so that your tax information will be sent to the proper address. 

 

Departing employees are not to shared or communicate any proprietary or confidential 

information of The Practices business operations or patient information.  Employees are 

forbidden to solicit another employee, patient or patient’s guardian within twelve (12) 

months from the separation date.  

                       
 

  



[82] 

Chapter 5 – Safety in the Workplace  
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Each Employee’s Responsibility 
 

Providing a safe work environment for employees is extremely important to the Practice.  

Safety can only be achieved through teamwork. Each employee and Site Manager must 

practice safety awareness by thinking defensively, anticipating unsafe situations, and 

reporting unsafe conditions immediately. 

 

Please observe the following precautions: 

1. Notify the Site Manager of any emergency. If you are injured or become sick at work, 

no matter how slightly, you must inform the Site Manager immediately. 

2. The use of alcoholic beverages or illegal substances during working hours will not 

be tolerated. The possession of alcoholic beverages or illegal substances on the 

practice’s property is forbidden.  If alcohol, for example a bottle of wine, is given as a 

gift it must be gift wrapped before it arrives on the premises. Management may 

celebrate special occasions and provide alcohol for consumption, which will be 

strictly monitored.  

3. Use, adjust, and repair machines and equipment only if you are trained and 

qualified. 

4. Know proper lifting procedures. Get help when lifting or pushing heavy objects. 

5. Understand your job fully and follow instructions. If you are not sure of the safe 

procedure, don’t guess, ask the Site Manager. 

6. Know the locations, contents, and use of first aid and fire extinguishing equipment. 

7. Wear personal protective equipment in accordance with the job you are performing. 

8. Comply with OSHA standards and/or applicable state job safety and health 

standards as written in our safety procedures manual.  

 

A violation of a safety precaution is an unsafe act. A violation may lead to disciplinary 

action, up to and including discharge. 

Bloodborne Pathogens Exposure Control 
 

To protect employees who may reasonably anticipate being occupationally exposed to 

blood and other potentially infectious materials during work tasks, out practice has 

instituted a Bloodborne Pathogens Exposure Control Program. 
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Briefly, our program includes an employee exposure determination, information and 

training about bloodborne pathogens, the availability of hepatitis B vaccinations, Universal 

Precautions, engineering controls, safe work practices, personal protective equipment and 

housekeeping measures to help reduce the risks of occupational exposure. Procedures to 

be used following an exposure incident and necessary recordkeeping are also included. 

These matters are discussed in our written Infection Control Plan, which is available to you 

in accordance with the plan. 

 

Further information about our Bloodborne Pathogens Exposure Control Program will be 

provided to affected employees and may be obtained from the Site Manager. 

 

Hepatitis B Vaccine 

As required by OSHA regulations and for your protection, our practice provides the 

hepatitis B vaccine to all employees. This vaccine will be made available to you after you 

have been informed of the vaccine’s effects, safety considerations, method of 

administration, the benefits of being vaccinated, and the no-cost provision. 

 

Employees will be eligible for the vaccine within ten working days of their first day of work. 

Under certain circumstances as provided by OSHA standards, the vaccine may not be made 

available.  

 

If you choose not to be vaccinated, you must sign a Hepatitis B Vaccination Declination 

form. The vaccine will be made available to those employees who initially decline, but later 

accept. 

 

Fire Drills 

Fire drills are scheduled periodically throughout the year. These drills are an important 

aspect in employee safety. We expect your complete cooperation during these drills. If you 

have any questions concerning evacuation procedures, see the Site Manager.  

 

Workplace Violence 

Violence by an employee or anyone else against an employee, manager, doctor, or any 

other member of management will not be tolerated. The purpose of this policy is to 

minimize the potential risk of personal injuries to employees at work and to reduce the 
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possibility of damage to practice property in the event someone, for whatever reason, may 

be unhappy with a practice decision or action by an employee or member of management. 

 

If you receive or overhear any threatening communications from an employee or outside 

third party, report it to the Site Manager at once. Do not engage in either physical or verbal 

confrontation with a potentially violent individual. If you encounter an individual who is 

threatening immediate harm to an employee or visitor to our premises, contact an 

emergency agency (such as 911) immediately. 

 

All reports of work-related threats will be kept confidential to the extent possible, 

investigated, and documented. Employees are expected to report and participate in an 

investigation of a suspected or actual case of workplace violence and will not be subjected 

to disciplinary consequences for such reports or cooperation.  

 

Violations of this policy, including your failure to report or fully cooperate, in the practice’s 
investigation, may result in disciplinary action, up to and including discharge. 
 

Workplace Searches 

To protect the property and to ensure the safety of all employees, patients, and the 

practice, the practice reserves the right to conduct personal searches consistent with state 

law, and to inspect any packages, parcels, purses, handbags, brief cases, lunch boxes, or any 

other possessions or articles carried to and from the practice’s property. In addition, the 

practice reserves the right to search any employee’s office, desk, files, locker, equipment, or 

any other area or article on our premises. In this regard, it should be noted that all offices, 

desks, files, lockers, equipment, etc. are the property of the practice, and are issued for use 

by employees only during their employment. Inspection may be conducted at any time at 

the discretion of the practice. 

 

Persons entering the premises who refuse in an inspection conducted pursuant to this 

policy may not be permitted to enter the premises. Employees working on or 

entering/leaving the premises who refuse to cooperate in an inspection, as well as 

employees who, after the inspection, are believed to be in possession of stolen property or 

illegal substances, will be subject to disciplinary action, up to and including discharge, if 

upon investigation they are found to be in violation of the practice’s security procedures or 

any other practice rules and regulations. 
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Hazard Communication 

Our practice may use some chemicals (e.g. cleaning compounds, inks, etc.) in some of its 

operations. You should receive training and be familiar with the handling, use, storage, and 

control measures relating to these substances if you will use or likely be exposed to them. 

Safety Data Sheets (SDS) are available for inspections in your work area. You must follow 

all labeling requirements. 

 

Please consult with the designated safety coordinator prior to purchasing chemicals for the 

practice or bringing them on premises. For additional information, please refer to our 

practice’s written Hazard Communication Program. If you have questions, ask the Site 

Manager. 

 

Good Housekeeping 

Efficient work habits and a neat place to work are essential for job safety and efficiency. 

You are expected to keep your place of work organized and materials in good order at all 

times, clean and safe. Report anything that needs repair or replacement to the Site 

Manager. 

 

Tobacco/Vaping Free Environment 

Our practice is committed to providing a safe and healthy environment for employees and 

visitors.  Tobacco use and vaping on any the Practice campus is prohibited. Violations of 

this policy may result in disciplinary action, up to and including discharge. 

No Weapons in the Workplace 

Possession, use or sale of weapons, firearms or explosives on work premises, while 

operating practice machinery, equipment, or vehicles for work-related purposes or while 

engaged in practice business off premises is forbidden except where expressively 

authorized by the practice and permitted by state and local laws. This policy applies to all 

employees, including but not limited to those who have a valid permit to carry a firearm. 

 

Employees who are aware of violations or threats of violations of this policy are required to 

report such violations or threats of violations to the Site Manager or Human Resources 

immediately.  

 

Violations of this policy will result in disciplinary action, up to and including discharge.  
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Substance Abuse 

The practice has vital interests in ensuring a safe, healthy, and efficient working environment 

for our employees, their coworkers, and the patients we serve. The unlawful or improper 

presence or use of controlled substances or alcohol in the workplace presents a danger to 

everyone. For these reasons, we have established as a condition of employment and continued 

employment with the practice the following substance abuse policy. 

The practice has implemented a drug testing program in compliance with local, state, and 

federal laws. Employees are prohibited from reporting to work or working when the employee 

uses any controlled substance, except when the use is pursuant to a doctor’s orders, and the 

doctor advised the employee that the substance does not adversely affect the employee’s ability 

to safely perform his or her job duties. 

In addition, employees are prohibited from engaging in the unlawful or unauthorized 

manufacture, distribution, sale, or possession of illegal or unauthorized substances and alcohol 

in the workplace including on practice paid time, on practice premises, in practice vehicles, or 

while engaged in practice activities. Our employees are also prohibited from reporting for duty 

or remaining on duty with any alcohol in their systems. Employees are further prohibited from 

consuming alcohol during work hours, including meal and break periods. This does not include 

the authorized use of alcohol at practice-sponsored functions or activities. 

Your employment or continued employment with the practice is conditioned upon your full 

compliance with the foregoing substance abuse policy. Any violation of this policy may result in 

disciplinary action, up to and including discharge. 

Consistent with its fair employment policy, the practice maintains a policy of non-

discrimination and reasonable accommodation with respect to recovering addicts and 

alcoholics, and those having a medical history reflecting treatment for substance abuse 

conditions. We encourage employees to seek assistance before their substance or alcohol use 

renders them unable to perform their essential job functions or jeopardizes the health and 

safety of themselves or others. 

The practice will attempt to assist its employees through referrals to rehabilitation, 

appropriate leaves of absence and other measures consistent with the practice’s policies and 

applicable federal, state or local laws. 

The practice further reserves the right to take all appropriate and lawful actions necessary to 

enforce this substance abuse policy including, but not limited to, the inspection of practice 

issued lockers, desks or other suspected areas of concealment, as well as an employee’s 

personal property when the practice has reasonable suspicion to believe that the employee has 

violated this substance abuse policy.   This policy represents management guidelines. For more 

information, please speak to the Site Manager or the Human Resources Manager. 
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Acknowledgment Statement for Employee 

I have read the policies and programs outlined in this Employee Handbook. I 

understand that I must adhere to these policies.  

I understand that this handbook is not a contract of employment between me and The 

Practice and I should not view it as such. No employee is guaranteed employment for any 

specific duration.  I also understand that no one from the Practice has any authority to 

represent to me, orally or in writing that this handbook or any personnel policy or 

procedure contained in it is or may be viewed as an agreement or as a commitment to me, 

and no such representation shall be binding upon the Practice.  I further understand that 

the Practice reserves the right to unilaterally modify, amend, or eliminate policies, 

procedures, and/or benefits at any time, or to require and/or increase contributions 

toward these benefits with or without notice to me. 

I also understand that the information in this handbook is confidential and for the use of 

our employees only. It will, always, remain the property of the Practice. All employees at 

one time or another will receive personal, privileged and/or confidential information.  That 

information may concern other employees, the Practice’s operations or other organizations 

with whom we do business.  I understand that I am obligated to ensure that this 

information remains confidential and is not disclosed.  This is true regardless of whether I 

am actively employed, on leave, or my employment with the Practice ends (for any reason). 

Employees who disclose such sensitive information will be disciplined, up to and including 

immediate termination.  If inquiries are made from outside the Practice, I will direct all 

such questions to my supervisor or a member of senior management.  If your employment 

with the Practice terminates, for any reason, I must promptly return all confidential 

documents and other materials (including this handbook).  I understand that I am not 

permitted to retain copies of such documents or materials.  

I acknowledge that the Practice may withhold from my final paycheck the cost of any items 

that are not returned prior to my last day of employment as well as any deficiencies or 

outstanding items.  

Violation of any policies will lead to disciplinary action up to and including termination of 

employment. 

I further understand that:                                                                                                                                                            

 Policies and the handbook may be updated from time to time as described herein.                                          

 Each employee will also be held accountable for ensuring that their own work 

complies with the Practice’s policies, procedures, and with all applicable 

regulations.  Since even minor changes to existing forms or procedures could affect 
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regulatory compliance, if an employee or group of employees change existing forms 

or procedures or create new ones, they will be held responsible for the compliance 

issues involved.                                                                                                                                                             

 The Practice has a formal 3-month new hire and orientation period for all 

employees. During this get-acquainted period, the Practice or you may end the 

relationship.    

 If, in my job, I may learn about confidential information that belongs to or was 

developed by the Practice and this information is valuable to the Practice and 

important to its business.  I will not tell anybody outside the Practice about any such 

confidential information and I will not use the confidential information for my own 

benefit or that of anybody else.  This obligation continues even after I am no 

longer employed by The Practice. 

 Use of the Practice’s e-mail, telecommunications, and office equipment constitutes 

consent to monitoring the use of this equipment.                                                                                                                                                                                       

 The Practice has a right to search its property and to search for prohibited property 

anywhere on company property as described in this handbook.                                                               

 The Practice is an employment-at-will employer. This basically means that at any 

time during your employment you may resign, if it is in your best interest.  The 

Practice has a commensurate right to protect the Practice’s best interest. 

 

 By signing this statement, I acknowledge that I have received and read, not 

necessarily agree with, our employee handbook and this statement. 

 

 
_____________________________________________________________                  
Printed Name of Employee 

 

_____________________________________________________________  ________________________________ 
Signature of Employee                Date 

 

 
THIS COPY IS TO BE RETAINED BY EMPLOYEE 
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Acknowledgment Statement for the Practice 

I have read the policies and programs outlined in this Employee Handbook. I 

understand that I must adhere to these policies.  

I understand that this handbook is not a contract of employment between me and The 

Practice and I should not view it as such. No employee is guaranteed employment for any 

specific duration.  I also understand that no one from the Practice has any authority to 

represent to me, orally or in writing that this handbook or any personnel policy or 

procedure contained in it is or may be viewed as an agreement or as a commitment to me, 

and no such representation shall be binding upon the Practice.  I further understand that 

the Practice reserves the right to unilaterally modify, amend, or eliminate policies, 

procedures, and/or benefits at any time, or to require and/or increase contributions 

toward these benefits with or without notice to me. 

I also understand that the information in this handbook is confidential and for the use of 

our employees only. It will, always, remain the property of the Practice. All employees at 

one time or another will receive personal, privileged and/or confidential information.  That 

information may concern other employees, the Practice’s operations or other organizations 

with whom we do business.  I understand that I am obligated to ensure that this 

information remains confidential and is not disclosed.  This is true regardless of whether I 

am actively employed, on leave, or my employment with the Practice ends (for any reason). 

Employees who disclose such sensitive information will be disciplined, up to and including 

immediate termination.  If inquiries are made from outside the Practice, I will direct all 

such questions to my supervisor or a member of senior management.  If your employment 

with the Practice terminates, for any reason, I must promptly return all confidential 

documents and other materials (including this handbook).  I understand that I am not 

permitted to retain copies of such documents or materials.  

I acknowledge that the Practice may withhold from my final paycheck the cost of any items 

that are not returned prior to my last day of employment as well as any deficiencies or 

outstanding items.  

Violation of any policies will lead to disciplinary action up to and including termination of 

employment. 

I further understand that:                                                                                                                                                 

 Policies and the handbook may be updated from time to time as described herein.                                          

 Each employee will also be held accountable for ensuring that their own work 

complies with the Practice’s policies, procedures, and with all applicable 

regulations.  Since even minor changes to existing forms or procedures could affect 
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regulatory compliance, if an employee or group of employees change existing forms 

or procedures or create new ones, they will be held responsible for the compliance 

issues involved.                                                                                                                                                             

 The Practice has a formal 3-month new hire and orientation period for all 

employees. During this get-acquainted period, the Practice or you may end the 

relationship.    

 If, in my job, I may learn about confidential information that belongs to or was 

developed by the Practice and this information is valuable to the Practice and 

important to its business.  I will not tell anybody outside the Practice about any such 

confidential information and I will not use the confidential information for my own 

benefit or that of anybody else.  This obligation continues even after I am no 

longer employed by The Practice. 

 Use of the Practice’s e-mail, telecommunications, and office equipment constitutes 

consent to monitoring the use of this equipment.                                                                                                                                                                                       

 The Practice has a right to search its property and to search for prohibited property 

anywhere on company property as described in this handbook.                                                               

 The Practice is an employment-at-will employer. This basically means that at any 

time during your employment you may resign, if it is in your best interest.  The 

Practice has a commensurate right to protect the Practice’s best interest. 

 

 By signing this statement, I acknowledge that I have received and read, not 

necessarily agree with, our employee handbook and this statement. 

 

_____________________________________________________________                  
Printed Name of Employee 

 

_____________________________________________________________  ________________________________ 
Signature of Employee                Date 

 

THIS COPY IS TO BE RETAINED BY THE PRACTICE.    SIGN AND RETURN THIS COPY TO 

YOUR SITE MANAGER. 

SITE MANAGERS:  RETURN SIGNED AND DATED FORM TO HR 


