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You are now a part of our team and this is your handbook. It is meant to be an informative guide to the principles, policies, procedures and benefits of our office. By acquainting yourself with this manual, you will have a better understanding of what our patients expect from you, and what you may in return expect from it.  If you do not understand something, please ask, we want you to feel at home. You are now part of a team, a friendly group of people that has grown and prospered because every member is concerned about exceptional patient care.  

Although thorough, this handbook is not designed to anticipate every circumstance or question about practice policy.  It is updated periodically to stay current with the ever-changing conditions of our orthodontic practice that assures exceptional patient services so that our patients return to our practice with other family members and friends.  It is a useful guide to understanding our practice philosophy, personnel policies and procedures, and team member benefits.  Please read this manual thoroughly and when done, please sign and date a signature page acknowledging that this practice is the kind of environment in which you want to excel.  Your signature page will be kept in your personnel file.

Everything changes for the better, and thus, although we expect to continue offering the benefits described in this manual, we reserve the right to improve, modify, or eliminate benefits and/or policies to deal with those changes.  Under no circumstances should any team member feel that changes in policies and benefits reflect negatively on their performance.  

We hope that you will be happy working at our practice and welcome the opportunity to air your concerns and well thought out solutions for challenges that we may occasionally face. We are certain that it is this type of teamwork that will result in the continuing development of our orthodontic practice as a growing, prosperous enterprise through which we all can mutually benefit.

This manual does not constitute a contract of employment (see “at-will” employment below); it is just an acknowledgment of what we all must do to get along and how we will be rewarded for our efforts.  We are a patient-centered practice that provides our patients with exceptional care.  Thus, if there is any disruption in that exceptional care, because of a distraught team member, we will help that team member to get beyond her problems and work together as a supportive team.  But then again, some situations are not easily resolved and that team member will be happier elsewhere.  For this reason, employment is “at-will” and may be terminated at any time, with or without cause, by either the team member or the practice, for the good of the patients.  I am sure though, that we will have a wonderful relationship over the years and gain both materially and spiritually from our mutual experience.

The Legal Aspects of Your Employment

“At-will” Employment

· As an “at-will” employee, you or the doctor can terminate your employment without reason at any time.  There is no specific term of your employment unless specifically determined by the doctor (and no one else) in writing.

· This includes ALL employees, whether in a conditional or non-conditional employee.

Equal Opportunity Employment

Our office is an equal opportunity employer.  Decisions on recruiting, hiring, training, wages, benefits, promoting, and all aspects of employment based only on your ability to perform the job.  Employment is not based on race, color/creed, religion, sex/sexual orientation, national origin, physical handicap, medical condition, marital status or age (after 40); or any characteristic protected by state/county/city discrimination laws.  Your ability to work well in the position you are responsible for is though, a major consideration in your employment.  Since you were hired, it is obvious that we have a lot of confidence in your ability to be a wonderful team member.

New Employee Processing

· Since you have reached the stage of reading this policies manual, you have been selected out of many applicants for employment in specific position (clinical, clerical, etc.).  You have completed the mental skills tests and should learn your position well.  Your attitude and personality are conducive to naturally do well under stress in your position, especially after your training is completed.

· Should you accept the position offered, you would be put through a legal orientation to account for the legal (government form I-9, W-4, etc.), medical (OSHA, vaccinations, etc.) and the privacy (HIPAA) aspects of your employment.  You will then go through a training program to thoroughly train you to do well in all aspects of your position.  This should all be accomplished within the conditional employment period, but may go further if you need to learn more.

· If a medical examination of the new employee is required, it will be paid for by the practice and the results will be kept confidential.

· You will be required to be “bonded” if your position requires the handling of money.  The practice will pay for this bonding.

The Conditional Employment Period

· Nothing is perfect and we can't guarantee that a newly hired team member will work out.  We thus have a period of adjustment, a conditional employment period, to determine whether the conditional team member is someone we truly want and that this is the kind of practice that the conditional team member truly wants to work in.

· In order for a new team members to adjust to our practice, and in order for the practice to evaluate a new team members, the new team members is placed on conditional employment for up to 90 days starting from when she was first hired (or from when she is re-hired after termination of her employment with the practice).

· If the relationship just doesn't work out, the practice or conditional team member may terminate employment without notice (at-will), but giving two weeks notice is best.

· After conditional employment, the conditional team member will be asked to either remain as a team member or to find employment with someone she would be happier with.  At this time, should the conditional team member be asked to stay, she can accept the position or give notice because she isn't as happy here as she thought she would be.

· If both our practice and the conditional team members agree, then the conditional employment period will be over she will become a welcomed, established member of the practice, entitled to all the compensation and benefits thereof.

· During this period, the employee is not eligible for fringe benefits.

Performance Evaluations and Salary Increases

· All team members must have a performance evaluation of their ability to get along well with others and to do the work they are responsible for.  This evaluation will be used to help determine the amount of a team member's salary increase.

· Salary increases are in the form of cost of living and merit.  The cost of living increase is to keep up with inflation.  The merit increase is to keep up with the team member's ability to become more valuable to the practice; it's patients and themselves.

· The new team member's first performance evaluation and a salary increase will occur after the three-month Conditional Employment Period.  The second will occur six months after the end of that conditional employment period, and the rest of them will occur at 12-month intervals after that.  Performance evaluations are a means of helping the team member to aspire to their maximum potential through evaluation and retraining.  All evaluations are confidentially conducted and the results are placed in the team member's personnel folder.  We expect you to do well in all of your performance evaluations and become an exceptional team member.

· The performance review will include how well you do with the tasks of your position and with “personality” aspects, which include attitude, appearance and attendance.

Re-certification

· All team members requiring certification, as a condition of their employment, must maintain that certification through the required classes.

· You must give at least two weeks notice of any classes, which must not be taken on scheduled workdays unless impossible.

· Reimbursement for the cost of the classes will be at the discretion of the doctor and no salary will be paid when taking and traveling to and from the classes in lieu of working.

· A copy of the renewed certification is required for the employee’s personnel file.

Harassment

· We strive to maintain an environment of free from any form of sexual, religious, or other forms of illegal harassment of any employee by any other employee.  Yes, some employees are more sensitive to perceived harassment than others, but all must be considered.

· Joke telling, name-calling, etc., that relates to any aspect of an individual (doctor, team member, patient/family member, referral source, etc.) will not be tolerated.

· Sexual harassment includes, but is not limited to:

· Verbal physical or visual behavior of a sexual nature or comments on an individual’s body or sexual orientation or unwanted sexual advances.

· Request for sexual favors: as a condition of employment, that will effect continuing employment, or interferes with performing daily tasks or creates an intimidating offensive hostile employment situation.

· Any form of harassment must be reported to the doctor and be dealt with promptly.  This report should be filed within 10 days of the alleged harassment and contain:

· The time and place the harassment occurred

· The type of harassment and the individuals involved

· Any individuals that witnessed the harassment if present

· An individual filing a harassment complaint will not be subject to any form of retaliation for doing so.

· The individual who is found to perpetuate the harassment will be subject to disciplinary action, which may include: a change in their position, suspension or termination, or civil liability.

· An individual found guilty of harassment can file a written appeal.

· If a claim of harassment is found to be frivolous, that employee will be dealt with in the same manner as an employee committing harassment.

· Alleged harassment by a doctor must be handled in the same manner as harassment by an employee, although the resolution may eventually go beyond the scope of the practice and involve civil liability

· To find a fair and equitable solution to an alleged harassment, it is important that:

· The employee must bring the situation to the attention of the doctor within 10 days

· The doctor investigates the circumstances and provides a solution within 5 days

· The doctor’s decision does NOT set a precedent for similar future situations; each situation must be considered unique and processed accordingly

· Harassment does NOT include:

· Suggestions for improving conditions of one’s position and making those conditions known

· Anything else mentioned that prevents a fair and productive working environment

Let’s face it, people are people; we have our own tolerances and prejudices, which may inadvertently interfere with our work and the work of others—but we can all learn and change.  It is the objective of this section on harassment to help you understand that these situations can be resolve to make the work environment less uneasy, more comfortable.  

Use the “Problem Resolving Communications Form” at the end of this manual to report on and deal with any form of harassment.

The Personal Aspects of Your Employment

Team Member Payroll Compensation

The Pay Period

The team members will receive their salary compensation bi-weekly.

If the payday falls on a day off, holiday or when the doctor is out of the office, the team members will be paid the last working day before that payday.

Salary advances will not be allowed, except when the doctor deems it an acute emergency, and all one-time advances will be automatically deducted from the team member's next paycheck.

All team members must have a current W-4 Form completed in order to take out the necessary State and Federal Taxes.

Benefits:

· The practice will match the team member's Social Security Contribution to the Federal Government.

· The practice will pay the State Unemployment Compensation for the team members.

· The practice will pay the Workman's Compensation Insurance* for the team members.

· Workman's Compensation Insurance covers all employees of this practice during the performance of their duties in connection with their employment in this practice.  It covers team members for duties performed ON the premises.  It also covers team members for duties when traveling OFF of the premises to conduct business on behalf of the practice, as long as their travels have been pre-approval by the practice.  Workman's Compensation Insurance covers health care practitioner, hospital and medicine expenses, whether hospitalized or not.  Workman's Compensation will also compensate you for lost work income while disabled, as determined by the laws of this state.

Pension and Profit Sharing

In order to help long term team members to save towards their retirement, the practice have instituted a Pension and Profit sharing program.

· The practice has a Profit Sharing Program for eligible employees who would like to join.

· The practice has a Pension Program for eligible employees who would like to join.

· To join the team members must be at least ____ years of age and must be with the practice for at LEAST 12 months since the anniversary date of the plan in the year they are hired or re-hired.

· Team members do not have to contribute to the plan __________________________________.

· See the doctor if you are interested and qualify for the plans.

Benefits:

· The practice will contribute to the Profit Sharing Plan for all full-time* eligible team members when funds are available for contributions.

· The practice will contribute to the Pension Plan for all full-time* eligible team members when funds are available for contributions.

* Refer to page 8 for a definition of full and part time team members.

Team Member Health Care Benefits

As a provider of health care services, team members are aware of the need for assistance in paying for their health care.  We have thus, instituted health care benefits should you need it.  

Medical Coverage

· Medical benefits are equally offered to all team members, although the benefits may be declined in lieu of other benefits.

Benefits:

· The practice provides ____________________________________________________ 

· The team member pays _____ percent and the practice pays _____ percent of the monthly premium for the policy provided.

Orthodontic Coverage

· Coverage applies AFTER the conditional employment period is over.  Adjustments are dropped upon termination of employment and the team member must pay off the rest of the fee at the usual monthly payments.

· The team member's IMMEDIATE family (husband/wife, and children) will receive one-half the adjustment that the team member receives.

Benefits:

· Within the first year of employment the full time* team members receive a 25% adjustment on the initial payment and monthly payments.  The team member's family receives a 15% adjustment on the initial and monthly payments.

· After one year of employment full time team members receive a 50% adjustment on the initial and monthly payments.  The team member's family receives a 25% adjustment on all initial and monthly payments.

· Within the first year of employment the part time* team members will receive a 15% adjustment on the initial payment and monthly payments.  The team member's family receives a 10% adjustment on the initial and monthly payments.

· After one year of employment part time team members receive a 30% adjustment on the initial and monthly payments.  The team member's family receives a 15% adjustment on all initial and monthly payments.

* Refer to page 7 for a definition of full and part time team members.

Attendance Considerations

A team member's first concern is the welfare of the patient and thus, it is important for the entire team to be present to maintain exceptional patient care.  We have therefore included this section as a set of guidelines that conscientious team members would want their team members to follow.

Full-time employees are eligible to receive all of the benefits provided unless otherwise noted. Part-time employees are only eligible for those benefits that are specifically provided herein, or as otherwise agreed in writing.

Definitions Full & Part Time Employees

The Following Definitions Apply For all Federally Controlled programs (Pension & Profit Sharing Plans, Dependent Care Plans, etc.):

· Full-time team members are those people who work AT LEAST 880 hours per year.

· Part-time team members are those people who work LESS than 880 hours per year.

· For our orthodontic practice benefits, the definition of full-time team members applies to those who work a minimum of _____ hours per week; all others are considered part-time staff.

Overtime

· Overtime pay is based on a 40-hour pay week by Federal Law.

· Overtime is paid at 1+1/2 times the regular pay rate for OVER 40 hours/week or over 8 hours per day.  Overtime must be pre-approved by the doctor in order to be paid.  If desired, overtime may be compensated for in time and a half off when the doctor is out of the office within that same pay period.  That is, if you have accumulated 1-day of overtime, you receive 1.5 days off with pay when the doctor is out of the office.

· Paid sick leave, paid vacation, paid holidays and other time for which you are paid, but do not work, do not count toward "hours worked" when computing overtime.
Practice Office Hours

Office hours vary according to a particular day scheduled.  They extend from as early as _____ AM to as late as______ P.M.

Team members are asked to be at the office 15 minutes before the treatment day starts in order to check in, prepare for the day and be ready to treat the patients at the start of the treatment day.

A team member cannot work more than 5 hours in a row without a break and your daily schedule is designed to allow for this; do not work more than your scheduled time.

There may be 5-minute morning meeting before the treatment day starts to discuss the day's schedule, and a five-minute afternoon debriefing meeting after the last patient leaves at the end of the day.

Daily Break Time

The lunch hour is as noted above, or after the last patient leaves around the lunch break.  Sometimes, due to unforeseen circumstances, we will run into the lunch hour to finish treating the morning patients.  But if it becomes a problem, the schedule will be adjusted to correct this problem.

Use of a Time Clock

Time clocks are not always necessary, but they are a good way to make sure that the team member is compensated for the time she works.  Normally, it is the team members that request the use of the time clock and not the doctor.  But with time clocks come necessary rules to make sure that the time recorded is accurate and reflects the actual time the team member worked.  Please:

· clock in only when ready to start work.  This would be after personal grooming, visiting in laboratory, etc., when the team member is ready to start the workday—don’t forget to clock in.

· clock out when finished work, even if you will stay around for some personal reason.

· never clock in or out for another team member, only for yourself.

· be present to collect your payroll checks on payday or else your check will be held until you return.  Payroll checks can only be given to the person whose name appears on the paycheck.

Tardiness

Occasionally due to unforeseen circumstances, a team member will be late for work, making it difficult for the rest of the team to do their duties and the duties of the late person.  This puts a strain on the team and lessens the quality of service provided our patients.  In order to lessen the effects of being late we have the following guidelines:

· If a team member knows that she is going to be more than 15 minutes late, she must notify the office, or notify the doctor or designated team members by _____ AM at their home.

· If a team member is late, deductions for lateness will be made from her salary at the discretion of the practice.

· If a team member is consistently late, will be counseled by the rest of the team, and if the tardiness persists, the team member will unfortunately be asked to seek employment elsewhere.

Wellness

This is a health oriented orthodontic practice and we do not encourage sickness.  We therefore have Well Pay to reward team members for staying healthy.  Each team member has her patients to see and duties to perform each day, and the loss of a team member for all or part of a day makes it very difficult for the practice to provide exceptional are for its patients.

· Wellness is a function of your particular life style.  If you want to be well, your life style will reflect that fact.  If you don't want to be well, and over-extend or abuse yourself, you have that right, but you shouldn't expect the patients to suffer for it.

· If illness does occur the team member must consider how the illness will effect patients and fellow employees, and must make the decision as to whether to come to work that day or not, and then notify the doctor at the appropriate time.

· Team members with minor colds who decide to work must wear surgical masks while working, to keep from infecting patients and other team members.

· If a team member feels ill and knows that she may be absent the NEXT DAY, she must call the doctor or designated team members the NIGHT BEFORE so that the practice can use the team backup system (or work harder with less than an adequate number of staff).

· Ill team members who come to work, but are too sick to work, will be asked to go home.  In this case they will NOT lose their well pay credit and will be paid for the hours they work.

· Extensive absences for operations, etc. should be planned (if possible) at least 6 weeks in advance to allow the practice to account for the extended absence of the team member.

· An employee taking medication that may affect their ability to work in a productive and safe manner must inform the practice or doctor at the start of the work day.

Benefits:

· NON-conditional team members receive 1/2-day, every month, for every month that they are not out for sickness.   Thus, if a day is missed in a month, the team members is NOT paid for the day she is out, nor does she receive the 1/2-day Well Pay for that month.

· All Well Pay accumulated will be paid as a separate check at the end of the year.

Time Off

Time off is a blessing for some team members who have the luxury to take off when patients are not being treated, but it could be difficult for other team members who need to work their full workweek.  To deal with these issues the following guidelines have been established to fulfill the needs of all of the team members and to not waste the resources of the practice.

· On days when patients are not seen, the doctor and team members who desire it must discuss and agree upon days off without pay.

· Days off without pay will be given only if the work is completed and the offices are covered for patient emergencies and phone calls.

· For those team members who need to work, special projects will be given that must be completed before the doctor returns.  The projects will be reviewed with the doctor before leaving.  The project must be completed by the time the doctor returns.

· Team members who need time off for doctor's appointments and other personal business are encouraged to take it on the day when patients are not being seen, or if this is impossible, the doctor's approval is necessary for any other time.

Job Abandonment

If a team member does not contact the practice and is absent for three scheduled workdays in a row, it is considered job abandonment and voluntary resignation.  Job abandonment also applies to taking off days denied.  It also applies to failing to return from an agreed absence on the agreed date.

Leaves Of Absence

Leaves of absence are difficult to work around, and it is best to avoid them whenever possible.  A team member will be replaced if not returning after the specified leave of absence period.

Temporary Disability: 

A temporary disability leave of absence without pay is allowed for up to 3 months.  Vacation pay or well pay benefits are not earned while on Leaves of Absence.

A maternity leave of absence without pay will be granted for up to 12 weeks, as long as the team member notifies the practice of her expected delivery date and has worked for the practice for at least one year.  If after 12 weeks, the team member does not contact the practice or does not return, it will be considered job abandonment.

Jury Duty: 

· If a team member is called for jury duty and is released by the court before the end of the work day, the team member is expected to return to work as soon as released.

· When a team member receives a summons to appear for jury duty, the team member should review the summons with the doctor.  Employees must then complete a written request for time off and give it to the doctor.

· This time must be worked into the schedule so it is not a burden to the rest of the team members and compromise patient treatment.  The team member may be disqualified from jury duty if local laws permit.  If not disqualified, we must make the best of it.  

· Upon completion of jury duty, the team member should submit proof (provided by the jury commissioner) along with the payroll record that shows the time spent serving on the jury and the amount paid.

Benefits:

· The practice will comply with local laws in the compensation to employees for jury duty.  This benefit is available to full-time, non-conditional employees only.

Personal Hardship: 

We all have family and friends that are lost to us and need some time to deal with that loss.  The practice understands this need and supports the team member.

Benefits:

· A leave of absence is given for death in the immediate family (spouse, children, parents, brothers and sisters) for up to two days, with pay, at the discretion of the practice..  At the discretion of the practice, the number of leave days without pay may be extended in cases of great distance or severe emotional hardship.  With prior approval, time off without pay may be arranged for a team member who wishes to attend the funeral of other relatives or close friends, if it does not disrupt the treatment of patients.

Vacations

Vacations are a necessary part of our lives and are needed to relax, do something different and to mentally recharge our batteries.  It is also given to show our appreciation for having you as a wonderful part of our team.  But scheduling vacations while maintaining proper patient care can be tricky, so we need guidelines  

· Vacations may only be taken when scheduled and approved (3 months in advance) and are best taken when patients are not being seen in the office.

· Only one (1) team members can take a vacation at a time if during a patient treatment week, so that the office may be adequately covered and the patients properly treated.  If two (2) team members want the same week off, the first one requesting it will have first choice.  When a position backup system allows for two team members to take off the same week, while maintaining proper patient care, then it is all right for the team members in those specific positions to take vacations simultaneously.

· If a married team member wants to take their vacation when their spouses have their vacations, this should be worked out with the practice as soon as they know the specific dates, so that the practice can accommodate them.

· If 2 to 3 weeks are due a team member, then she must have the doctor's permission to take two weeks off consecutively.  But, at least one of the weeks must be taken off when the doctor is not treating patients.

· To avoid an unfair burden on other team members, vacationing team members are encouraged NOT to take their vacation during the two weeks before school starts in August, since this is a time when many patients want to start treatment before turning to school.  

· Vacations cannot be accumulated from year to year and must be taken before the end of the calendar year.  Please keep abreast of your earned vacation time and used vacation time.

· One week of vacation consists of the USUAL week that the team members works throughout the year.  The vacation days due may be taken as a full week or may be split up and taken on the days when patients are not being seen (as long as the office is covered) and it is approved.

· For PART-TIME Team Members: one week's vacation is defined as the average number of hours worked per week in the past 12 months of employment, (or however many months of employment, if less than 12 months).  For example, if a team member has worked 1,196 hours between the last two anniversary dates and has 2 week's vacation; she receives (1,196)/(52) = 23 hours per week times 2 weeks = 46 hours vacation pay.

Benefits:

· After 12 months of employment team members may take one week vacation with pay.

· After 24 months of employment team members may take two weeks vacation with pay.

· After 6 full years of employment team members may take up to three weeks vacation with pay.

Holidays

· Holidays are a time to get together with family and friends and celebrate our relationships and we want to thank our wonderful team members by giving them the opportunity to do so.  We also want to set some guidelines so that each team member can receive her benefits when unusual circumstances arise with respect to those holidays.

· If a paid holiday falls on weekend, it will be taken on the Friday or Monday of that weekend, or on the day designated by the doctor.

· If a holiday falls on a day during a vacation week, the team members is paid for that holiday, too.

· Team members must be present the work day before and the work day after a holiday, in order to be paid for that holiday, unless pre-approved by the practice or unless the holiday falls on the first or last day of a pre-approved vacation week.

· If for some reason a team member works on a holiday with the doctor's permission, she will be compensated for that holiday in money or time off, according to the predetermined agreement of the team member and the practice.

· For PART-TIME Team Members: a holiday is defined as the average number of hours worked per day in the past 12 months, (or however many months of employment, if less than 12 months).  For example, if a team member has worked 1,196 hours between the last two anniversary dates, she has worked (1196)/52 = 23 hrs/week in a normal 40 hour week.  Thus, she works 23/40 = 58% of the week and therefore gets 58% of one day's pay as holiday pay.

Benefits:

· The following holidays are given off with pay:

· New Year's Day (January 1st) 

· Memorial Day (spring)

· Independence Day (the 4th of July) 

· Labor Day (end of summer)

· Thanksgiving Thursday (late fall)

· Christmas Day (December 25th)

Birthdays:  To celebrate each team members birthday the practice will do something special that day for all of the team members to participate in.

Team Member Attendance at Special Functions

To keep abreast of their profession, and to promote growth in our team members, we will ask you from time to time to participate in functions both in town and out of town.  In-town functions can include educational or growth seminars, special gatherings with other dental practices, or may simply account for travel between the practice's offices.  Out-of-town functions can include regional or national AAO meetings, special educational or growth seminars, special skills training, or may even include team appreciation trips.  Since there are many complications that may arise in coordinating such functions, the following guidelines have been established.  There is a Continuing Education Clause you must sign before participating in any in-town function outside of the practice's offices.

In-Town Functions, on Behalf of the Practice

· When a team member drives her own car between offices, not between her home and an office, she will be compensated for the miles driven, as long as it has been pre-approved.

· Team members who are approved to drive to special in-town functions will be reimbursed for the miles driven.

· Team members who are approved to use their card to run errands for the practice will be reimbursed for the miles driven.

· In rare instances when a team member pays for travels on behalf of the practice (bus, plane, etc. travel), they will be reimbursed by the practice if it has been pre-approved.

Benefits:

· Team members will receive the present federal mileage amount for each mile driven.

Out-of-Town Trips Required by the Practice

Orthodontic-related functions that improve the team member's ability to better serve our patients will be required by the practice from time to time.  We hope that each team member will see these as opportunities to grow both personally and professionally. 

· These trips include national and regional meetings and continuing education.

· While on the trip, if the team member does not attend all the required meetings (which will be listed before the trip), they must reimburse the practice for all expenses it had incurred.

· Not all team members are required to go on all trips, but those who are asked are encouraged to go for the ultimate good of the patients and the practice.

Benefits:

· The team members receive their usual 8 hours per day pay for each day out of town, this does NOT include weekends.  Weekend pay will be negotiated between the practice and the team members before the trip, typically, by having days off with pay before or after the trip.

· The practice will give the team members a daily food allowance and pay for all lodging and transportation (or give federal mileage standard if the team member's car is pre-approved for use).

Note:  There is a Continuing Education Agreement that you must sign before participating in any out-of-town function.

Out-of-town Trips, on Behalf of the Team Member

Every once in a while the practice will reward one or more of the team members for efforts that go way beyond their position descriptions to help the practice maintain exceptional patient care.  A trip of this type may be a team outing, a bonus trip or function, growth weekends, etc.

· Team members are not required to go on a team trip, although it is encouraged for team cohesiveness.

· A team member may decline the benefit if they care to.

· Since this is a bonus for thanking team members for doing a great job, the team member will not be paid any salary while participating in these functions should they occur on a weekend, but will pay the usual salary should they be taken during the usual work week.

Benefits:

· The practice will pay for all lodging and transportation for the trip, but will not pay for mileage if the team member's car is used.

Continuing Education Desired by the Team Member

To encourage team members to improve their minds, the practice will pay for certain educational expenses, which for federal tax purposes, must be directly related to their work.  When taking these courses the following guidelines apply:

· Courses must be taken at in-town institutions, and travel to courses is paid for the team member.

· Courses must never be taken during working hours, unless the course is required by the practice.

· Courses must be fully attended (100% of classes) and the final grade must be at least a B or else the team members must reimburse the practice for all expenses incurred.

· If the team members drops the course, she must reimburse the practice for all expenses incurred.

· If a team member is sent to a course to train in laboratory skills, the team member must work his or her normal work week for the practice for at least three years following that training.  If that team member's employment is terminated by themselves or the practice, before that three years are up, the team member must reimburse the practice for the cost of the lab course and all expenses incurred in taking that course.

Also, see the special Continuing Education Agreement that must be signed at the end of this manual.

Benefits:

· The practice will pay 100% of all courses the team members takes that are required by the state or practice.

· The practice will pay 50% of all courses the team members takes that will improve her performance up to a maximum of $200 per year.  The benefit cannot be accumulated from year to year.

Attitude and Personal Appearance 

Attitude

· Orthodontic services require the patient to assist us in rendering that service and thus, we must earn their respect through understanding and courtesy no manner how much the patient may distress us: courtesy and respect must also be extended to fellow team members.

· All of us are here for the same purpose—to assist the doctor in serving the patient’s needs—no daily task is more important.  For this reason, the patient’s needs come first and when asked to help with tasks outside of your designated position (DA, receptionist, bookkeeper, etc), you must consider it a priority if we are to achieve our purpose.

· As a health care employee you must recognize that fear, worry, and financial obligation are foremost in patients’ minds and must be considered when reacting to their needs.  If you are truly “others-concerned” and momentarily replace your own needs with theirs, and if you momentarily believe that their opinion of the situation is your own, avoiding judgment of them, then you will serve the patient and yourself well.  This also extends to your teammates.

· Promptness, courtesy, sympathy and dignity, with a quiet warmth and friendliness not applies to one-on-one conversations, it also applies to telephone conversations, faxes and emails.  Be tactful in relaying information to and about patients; a good rule of thumb is to speak of a patient not in your presence as if he or she were—this will eliminate destructive gossip and embarrassment of the patient and yourself.

· Avoid loud laughter and highly humorous conversation in-groups where patients can see or hear since the patients or parents may misunderstand and feel that employees are laughing at or talking about them, or are not giving the patients sufficient attention.

· Your cheerful willingness to help and work with others is a very important part of your job.  Success in your own efforts will depend upon the help of your fellow employees—they, in turn, will depend on you.

· Being friendly with your teammates when not treating patients is encouraged, but not when with patients since it interferes with serving them some people enjoy talking as they work, but you are expected to listen to the patient and respond in such a manner as to support their comments and needs.

· A team attitude is a must if we are to get along.  Undue concerned about your own convenience and comfort and work responsibilities and business when asked for help or when changes are made will not foster a team effort.  Everybody resists change, initially, but once the shock has passed, it is best to consider how the change may first benefit the patient, then our teammates and then ourselves we usually find the change acceptable.

Uniforms

· The clinical team members must choose the uniforms they will wear, and have the doctor's approval before they are purchased on behalf of the practice.

· The clerical team members should wear normal clothing or a uniform that looks like normal clothing, which is attractive, professional looking, and contributes to the friendly atmosphere of the reception and communications areas.

· The team members must wear their uniforms each patient treatment day of the week.  On non-patient treatment days they may wear anything that is neat, clean, and professional looking.

· All uniforms must be kept neat and clean at all times, whether there are patients in the office or not: team members must purchase their own shoes, which must be coordinated with their uniforms, polished or cleaned daily, and replaced when deemed necessary by the practice.

· Stockings, pantyhose, socks, etc., must be kept in good condition and replaced periodically.

· Sweaters or scarves may be worn if desired.

· The entire team is responsible for assuring that their team members are presentable and will counsel each other when help is required.

· If a uniform allowance is given, team members need to turn in receipts (or copies of receipts) at least equal to the uniform allowance paid in a year.  If these receipts are not provided by the team member Federal Law requires us to reclassify the uniform allowance as salary, requiring that taxes and social security be deducted from the amount reimbursed the team member.  This is a Federal Law effective for year 1991 and all following years until notified the law has changed.

Benefits:

· For non-conditional full time team members, the practice will purchase the uniforms.

Oral And Physical Hygiene

· Hair must always be clean and neatly kept; the hair must not fall in the team member's face or in the patient's face when working in the patient's mouth.  Professional looking team members feel and work better and make the patient and family feel more at ease.

· Make-up or perfume improves the appearance, but should NOT be excessive or too noticeable.

· Jewelry should not interfere with working (e.g. hanging pendants, medals, etc.); rings should not be worn by the clinical team members when working in the patient's mouth, except for wedding bands, unless prohibited by sterilization laws.  Excessive numbers of rings should not be worn by the clerical team members.

· Clinical team member's fingernails must be kept as short as possible and immaculate, with no polish, since they will be placed in the patient's mouth.

· Adequate personal hygiene must be maintained at all times.  Team members must go outside the treatment area to blow their nose and must wash their hands upon returning.

· Proper oral hygiene must be practiced and all team members must brush between meals and after snacks during the day to provide an example for the patients and for the good of their own oral health.

· Offensive foods (onion or garlic) must never be consumed during the workday, especially by clinical team members who will be in close contact with patients for long periods of time.

· Although alcoholic beverages may be relaxing at the end of a workday, they must never be consumed during a workday and will be grounds for immediate dismissal if patients are injured or the practice's reputation is tarnished by the imbiber.  The practice does not discriminate against individuals who admit to an alcohol problem and will, if it deems appropriate, refer that employee to the appropriate clinic with leave of absence to attend them.
· Team members found to be engaging in the use of illegal drugs at work or in private will result in immediate dismissal.

Habits

· Smoking is not permitted anywhere in or near the office.  In the event a team member smokes off- premises, but still has offensive smoke odor in their hair and clothes, they will be asked to stop smoking during the work day when it is noticeable at work.  If the offensive odor problem continues, they will be asked to seek employment where they will be happier.

· Chewing gum will be permitted only in the team member’s lounge.  

· Eating in front of others who are not eating shows poor manners and is unprofessional looking.  Thus all eating and drinking should be done in the team member’s lounge or designated areas, and refreshments must only be consumed during breaks and in the designated areas.  There is to be no consumption of beverages or eating in the clinic treatment areas, front desk, reception area or treatment coordinator room, which are patient areas.

Personal Phone Calls and Visitors

· Between 8 and 9 A.M. and between 3 and 5 P.M. only emergency incoming phone calls will be accepted; otherwise messages will be taken and given to the team members when time permits.  The team member must return the calls on their breaks, as necessary and prudent: your patients and team need you and are your first priority.
· Between 9 AM and 3 P.M.  Incoming phone calls will be transferred to the team members, but they must keep the call short (1-2 minutes) and hang up if they are needed for patient treatment.

· Team member with beepers or cellular phones must leave them in their locker area during the workday.  When working your attention must be focused on patients and work and not personal problems or communications.
· Please advise the front desk/team members in the event that you are expecting an emergency call.
· Incoming or outgoing calls for moonlighting team members are prohibited and team members are encouraged not to take second jobs.  If this becomes a problem and the team member's work is affected, the team member will be asked to choose which job they will stay with.

· Outgoing calls should be kept brief, on an outgoing line, and long distance must not be charged to the practice.

· Non-patient family and friends who visit the practice should not interfere with the team member’s work, especially during patient treatment time.

Non-Solicitation Policy

· Walk-in solicitations are not permitted for any purpose during working hours.  

· An employee may not engage in solicitation of other employees during working hours. 

· Literature distribution is not permitted for any purpose at any time anywhere in or near the office.

Use of Office Equipment and Office Areas

Office equipment and work areas are designed to make the work more productive for the team member using the equipment or work area.  The team member using the equipment or work area is responsible for its care and maintenance.  Thus, it is unfair for other team members not designated to use that equipment or work area to use it without the permission of the person responsible for it.  To reduce problems with equipment and work areas the following guidelines have been established.

Use of Office Equipment

· The doctor's office and other team members' work areas are for their use, and not for general use by others unless they are invited.

· Equipment (copiers, typewriters, etc.) are for business purposes, and are not for personal use by the team members unless prior approval has been made and it is not used during normal work hours.

Maintenance of Equipment

· All team members are required to have a program to do periodic maintenance on the equipment they are responsible for, to keep it in proper working order.  This refers to daily cleaning and periodic maintenance of lab equipment, treatment area equipment, records equipment, typewriters, computer equipment, copiers, telephone equipment, etc.

· Team members are required to do light housekeeping to clean up at the end of the A.M. and P.M., along with other chores on non-patient treatment days.  Specific team members will be rotated through these positions on a daily or weekly basis.

Use of the Team Members Lounge Area

The team members lounge area is for the enjoyment of all, and in order for everybody to enjoy it, it is important to have guidelines for the use of it.

· Food which has a strong or offensive odor must not be cooked in the team members lounge (except if permitted by the doctor on non-patient treatment days).

· Sometimes we are in a hurry and forget to clean up after ourselves, but it is important to clean up after ourselves, immediately, so that others who also are in a hurry to use the lounge don't waste their time cleaning up after us.

· Designated team members will be responsible for periodic cleaning (dusting, vacuuming, etc.) of the lounge area and emptying the trash.

· The team members should label their own food that they keep in the refrigerator or cabinets, so that others will leave it alone.  Food bought for general team use need not be labeled, but when not sure it is best to ask if anyone owns the food before consuming it.

· Eating and drinking must be restricted to the lounge or private office areas, and food or drink must not be consumed in the reception area or clinical area, except if permitted during non-patient treatment days.

Legal Considerations

OSHA Requirements

· This practice is meeting all guidelines regulated by the CDC, EPA, and Federal O.S.H.A. programs for record-keeping and safety management.

· All team members must have their OSHA training and protection as documented in the team member's OSHA Medical/Personnel Record.

· All employees must be OSHA trained within five days of being hire.  The appointed individual will conduct the training program and the team member must sign that it was completed.

· All employees will be required to wear masks, glove, and protective eye-wear during certain procedures.  This will be updated as the OSHA requirements are updated.

· Any questions regarding accidents involving in-office hazardous materials should be reported immediately, or at most within three days, to the doctor.

· If a team member has an accident or is over-exposed to hazardous materials, please notify the doctor and fill out a team member Body Fluid Exposure Report/Accident Report.

· Hepatitis B Vaccines will be offered to all team members.  Team members who refuse to have the vaccine should present a letter from their physician stating there is a problem and/or needs to sign a waiver stating that the team member accepts any responsibility of infection.

Benefits:

· The office will cover the expense of the Hepatitis B Vaccine.

HIPAA Requirements

· This practice is meeting all guidelines regulated by HIPAA and each team member must also.

· All team members must have their HIPAA training 
· They must study the practice HIPAA forms and handouts: Notice of Practice Policies on Patient Privacy; Acknowledgement of Receipt of Notice of Practice Policies on Patient Privacy; and, Patient’s Level of Privacy Consent.

· They must sign their Staff HIPAA Training Signature Form to acknowledge their training.
General Policies For Office Emergencies

· All team members are required to pass a Cardiopulmonary Resuscitation course and know the Heimlich Method for a choking person.

· Every team members must know where Emergency Kits are in all offices.

· Every precaution should be taken to avoid accidents.  If an accident does occur, the doctor should be notified immediately.  If a team member is injured, report it and get prompt assistance.

· If a medical emergency befalls one of our patients or office visitors, the doctor will handle the situation.  However, all team members should be prepared to assist and not discuss the accident with those involved except to find out what has occurred.

· For the protection of all, only the doctor can administer first aid to a patient.

· All team members should know the location of fire exits and all fire extinguishers and know how to use them in case of fire.

· Team members must know all OSHA designated emergency procedures as outlined in The Environmental Safety Handbook.

Confidentiality and Termination Of Employment

Confidentiality and Professional Ethic

We are all proud of our practice and like making others aware of our accomplishments.  Unfortunately, there are others out there who are not of high integrity and may selfishly use that information against the practice or patient.  Thus, the team members should discuss only what is of interest to the patient and family when she is with them, or in public, and never discuss their own problems or anything going on in the practice.  A team member must also follow the HIPAA guidelines about patient confidentiality and must never discuss a patient with anyone except the doctor and team members involved with that patient.

· Please follow the guidelines below for Practice Confidentiality:

· All matters relating to the office are confidential and are never to be discussed outside the office or within hearing distance of any patient.

· Divulging any information about the office to anyone outside the office is grounds for immediate dismissal since all information is legally confidential.

· Practice problems, statistics, finances, policies, etc., must NEVER be discussed in front of a patient or family, or in public, at any time.

· Personal problems should always be discussed in private with the appropriate team member or doctor rather than among employees, and NEVER in front of patients.

· We agreed when hired about our compensation for the work we do, although getting more is nice, too.  Knowing what others get without knowing the circumstances can use petty jealousy and reduced moral.  Thus, team members shouldn’t discus their compensation.

· Negative comments, or discussion of any professional (GP Dentist, Oral Surgeon, etc.) relative to anything he or she does is unfair and extremely unprofessional.  No person is qualified to judge another professional, and in most cases the negative comments are inappropriate and based on false information, so please refrain from such comments no matter what the circumstances or whatever others may say.

· Ethnic or offensive joke telling is NOT permitted, since there is always someone who will be offended or feel bad.

· Avoid all idle or malicious talk about your fellow employees; gossip seldom includes all the facts and it is easy to be unfair or to harm someone unintentionally.  We expect each employee to carry his/her own share of the work and to set a good example for others in the spirit of teamwork.  If a situation or misunderstanding occurs, please resolve it with those involved and do not involved others who cannot resolve it; if not resolved the doctor will resolve it, possibly through termination of employment.

· Please follow the guidelines below for Patient Confidentiality:

· Understand and follow all HIPAA guidelines.

· The relationship between a doctor and patient is personal and is strictly confidential, both ethically and legally.  An employee may acquire certain facts relative to patients in due course of employment.  All such information, whether of medical or business nature, is to be considered strictly confidential and all employees are must hold such information private. Under no circumstances are the business or medical affairs of our patients to be discussed with any outside party.  If this should occur, the employee is liable to immediate dismissal.

· Divulging information about a patient to anyone not directly involved with their care, or who has a legal right to it, will be grounds for immediate dismissal for legal reasons.  No medical information or reports may be released to patients, their spouses, or relatives, or to outside organizations, except upon specific instruction by the doctor.  If a request has been made in writing and signed by the patient or his or her authorized representative, this information may be released only if approved by the doctor.

· All matters relating to our patients are confidential and are never to be discussed outside the office or within hearing distance of any patient.  Patient charts, lab work results, schedules showing patient names, etc., should never be left in public areas.  

· Computer terminals displaying patient information should not be left on in areas where patients might view them and misinterpret what they may find.

· The office restricts release of any information about a patient (name, address, age, sex, nature of illness or injury, general condition, etc.) to members of the public or press, other professionals, pharmacies, families, friends, etc., without the patient's written authorization.  Request from insurance companies for clinical information or medical/dental histories must always be accompanied by a signed release from the patient or the patient's guardian.

· All requests for data or subpoenas, which require the photocopying of the entire patient chart, should be reviewed by the doctor before the chart is reproduced.

· There are two areas involving telephone calls where discretion must be exercised: 1) When calling a patient on the telephone, it is important not to leave messages containing medical or dental information on answering machines or with other parties.  It is appropriate to leave a message requesting that the patient call Susie in the dentist's office and a number to call.  2) The second area involves incoming telephone calls where the caller asks, “Is Mrs. Smith there?” –or– “Does Mrs. Smith have an appointment today?”  In both these instances, the fact that Mrs. Smith is a patient is confidential and information regarding her should not be given to anyone regardless of whether or not she has an appointment.  An exception to this is the school system; we will acknowledge that a student has or had an appointment should a member of the school administration inquire.

Termination of Employment By the Practice

Termination of employment by the practice is rare.  If it occurs, the practice will do all it can to help the team member see why her actions have intolerably disrupted the practice.  Termination of employment by the practice can result from:

· a team member being excessively late or absent.

· a team member who is unable to get along with the doctor or the team members in general.

· a team member who is not capable of performing the work she has been hired to do, and there are no other positions available for her.  If a team member duties require passing a state examination and the team members does not pass, their employment will be terminated, because they cannot perform the duties for which they were hired.

· a team member who engages in other jobs outside the practice, and through lateness, sickness, absenteeism, or tiredness, disrupts the operation of the practice in the performance of her duties.

· a team member who engages in activities (work, negative comments, etc.) outside the practice or within the practice, which are detrimental to the well-being and reputation of the practice.

· The team members who discusses personal practice statistics, levels or numbers of team members personnel, treatment costs, practice or personnel income or expenses, or anything negative or detrimental to the practice, in front of the patients, their families, or visitors, or to anyone else who is not a team member.

· a team member who has an excessively negative attitude about the doctor, the staff, or the practice in general, which disrupts the operation and morale of the practice.

· a team member who consumes alcoholic beverages and/or drugs before the end of the day on any work day.

· a team member who steals from the practice or its' employees.

· a team member who divulges confidential information is described in the confidentiality section.

· Other reasons that the team member is made aware of by the practice, yet continues to do.

Severance Pay:

· Severance pay for termination by the practice will consist of vacation pay, if the team member has worked six (6) months into that year since her anniversary date, plus well pay for the full months she has worked that year.

· If the team member is asked to leave immediately, the practice may choose to pay the next two weeks (at the end of each week) as extra severance pay.  This two weeks severance is at the sole discretion of the doctor and is only paid if the team member does not say negative things about the doctor or practice.

Termination of Employment By the Team Member
Sometimes it is time for a team member to move on to something else and there are many reasons as there are team members.  When they leave they will be missed, but in order to make the transition as painless as possible, the following guidelines must be followed:

· If a team member is going to leave the practice, she must give at least three (3) and preferably six (6) weeks Written Notice before the last day she plans to work.

· Employees who give their Written Notice of termination in 3 to 6 weeks will be considered as definitely leaving the practice, and must leave after that 3 to 6 week period.  An agreement must be reached by BOTH the doctor and the team members, if the team member decides to stay after giving written notice.

· Supervisors, who leave without training their successors, will forfeit all severance pay.

· Terminated employees who are re-hired at the doctor's discretion will re-enter the conditional employment period just as any other new employee, and will then be compensated at the salary level which both she and the doctor agree to.

Severance Pay:

· Severance pay for termination by the employee will consist of vacation pay, if the team member has worked six (6) months into that year since her anniversary date, plus well pay for the full months she has worked that year.

· If the team members terminates employment with at least three (3) weeks notice, and the doctor want her to leave sooner, the practice will pay the next two weeks (at the end of each week) as extra severance pay.  This two weeks severance is at the sole discretion of the doctor and is only paid if the team member does not say negative things about the doctor or practice.

Team Meetings and Personnel Records

Team meetings allow us to meet formally as a group to perform many functions that are not easily perform individually.  Team meetings can take on many forms and include:

· Optimization Team Meetings to design install and critique changes in the practice systems and procedures.  All team members, including doctors are required to attend.

· These team meetings can be scheduled as part of an extensive optimization program, taking many meetings to complete.

· These team meetings can be scheduled as one or a series of two or more team meetings to design, install and critique just one particular system.

· Periodic Team Meetings will be held with all team members for the purposes of:

· partaking in the Communications Circle to get back into relationship with other team members.

· partaking in the morning team meeting (5 minutes) to discuss the days 

· scheduling and preparing for as pleasant and productive a day as possible.

· discussing practice problems and to work out solutions to these problems.

· Impromptu Team Meetings (non-periodic meetings, scheduled within an hour or day when there is an immediate problem or situation that cannot wait for the periodic meeting.

Personnel Records

Personal and Medical Records are required by the federal and state governments and by OSHA.  Each team member will have a complete bound Medical/Personnel Record in their records folder, which contains all hiring and evaluation materials and financial data for taxes, etc.  To keep it current, please notify the practice of any changes in this data.

· Changes in family status, address, payroll data or other pertinent data should be kept current.

· These records are confidential.  Any information in these records is not to be discussed with other team members or outside the practice.

· As part of your personal file, please sign and date the following page, indicating that you understand and accept the above guidelines and procedures for employment at this practice.  A copy of this signed and dated page will be kept in your personnel record.

· It is realized by the team member that this Team Member Appreciation Manual cannot cover all of the complications that may arise in the application of these guidelines and that they are written in good faith with the good of the patients, team members and practice in mind.  Should problems arise in the application of these guidelines they will be worked out with the team member always keeping in mind the need for exceptional patient care, which is why we exist and what we strive for.  We hope that you appreciate this and appreciate each other and the patients as much as we do your wonderful work.  Please sign the signature page below acknowledging that you understand all that is in this manual.  If there is anything you do not understand, please ask the doctor or designated team member to explain it to you.  Thank you.

Continuing Education Agreement

For Continuing Education I Desire and the Practice Agrees to ... I Agree to the Following:

· All courses will be taken at nearby institutions and I will pay my own travel expenses.

· No course will be taken during working hours, unless authorized by the practice in writing.

· All courses will be fully attended (100% of classes) and my final grade will be at least a B, or else I will have the practice deduct all of the expenses I have incurred from my paycheck.

· If I drop the course I will have the practice deduct all of the expenses I have incurred from my paycheck.

· If I am or will be a laboratory technician and I am sent to a course to train in laboratory skills, I will work my normal workweek for the practice for at least three years following that training.  If the practice or I terminate my employment before that three year period is up, I will have the practice deduct all of the expenses I have incurred from my paycheck and separately pay any balances owed the practice.

· All courses I take that are not required by the practice and are not done during my normal work week (or if I am a part time employee) will not be covered by the practices liability insurance.

For Optional Out-of-town Trips ... I Agree to the Following:

· I realize that I am not required to go on a team trip and may decline the offer, but I will attend whenever possible for team cohesiveness.

· Since this is a bonus trip I realize that I will not receive my usual salary while participating in these functions should they occur on a weekend.  But, I will be paid my usual salary should they be taken during the days of the week I usually work.  If I am part time, I will be paid a percentage of the work-week I normally work.

· I will participate in the team functions and try to stay within the spirit of the functions.

For Out-of-Town Trips Required By The Practice ... I Agree to the Following:

· I realize that not all team members go on all trips, but when asked 

· I will go for the ultimate good of the patients and the practice.

· I will attend national and regional meetings and other courses required by the practice.

· While on the trip, I will attend all the required meetings, a list of which I will receive before the trip.  If I do not attend all of the meetings I will have the practice deduct all of the expenses I have incurred from my paycheck.

· All out-of-town courses, whether optional or not, whether done during my normal work week or not, will be covered by the practices liability insurance from when I depart until I return.

I will abide by the above agreements.

Name:  __________________________________________________________________________

Signature:  _______________________________________________________________________

Date:   _____________________________

Office Policies & Benefits

Signature Page

I have read this Personnel Manual and understand the policies and procedures.  

I understand that the policies and procedure of the office, as described in this manual, may be changed at any time with or without notice.  

I also understand that the provisions of this manual do not constitute a contract of employment.  I understand that my employment is not for a specified term and that it may be terminated with or without cause at the will of either the doctor or myself.  

I agree to abide by the guidelines outlined in this Office Policies & Benefits Manual.

Name:  ____________________________________________________________________

Signature:  _________________________________________________________________

Today's Date:   _____________________________

Date Started Working: _______________________

Make a copy of this page, have the employee sign it and place the signed page in his/her personnel file.

Problem Resolving Communications Form

This form is to be used when there is a problem that needs to be resolved involving a team member.  This includes, but is not limited to:

· Harassment of any team member, patient or family member by a team member

· Harassment of any team member by a patient or family member or referral source

· Unprofessional conduct of a team member towards patients/family or other team members

· Other as necessary

Accusation about someone (team member, patient, etc.):
On date: ___________ at time ____:____ am pm, (person) ____________________________________________________

did the following: __________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________
_____________________________________________________________________________________________________________
_____________________________________________________________________________________________________________
Your Name: __________________________
Signature:  ____________________
Date: _________

Disciplinary Warning or Action Taken

This includes all warnings and any disciplinary action taken with regard to the above problem.

 None Required ______________________________________________________________________________________
Employee’s Name: _______________________________________
Position: _________________________________
Restated Problem: (include dates and description of what actually happened):

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________
Date Disciplinary Warning given or Action taken on date: ______________
The Warning Given or Action Taken:

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________
Signature of Doctor: ____________________________________________ Date: _________________
Any follow-up notes on the disposition of this problem (include dates):

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

Signature: ____________________________________________ Position: __________________ Date: _________________
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