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A Message From Your Employer

This personal message is for the fine people who help to make this office a successful provider of optometric services. I hope that you will find this booklet helpful in getting to know our Office and its policies. Of course, you should feel free to bring your suggestions, questions, and comments to our attention.

The pride we have in our professional services, in our products, and in the service we provide to our patients is the reason we have grown in the past and expect to grow in the future. I am sure you will feel the same pride as you meet the challenges of your job with this Office.

Mutual respect for one another is a basic ingredient as we work together to reach our common goals. The ease and freedom with which we communicate is also important. We hope this handbook will help with this communication. 

Only with your contributions and effort can we expect to meet our common goals and continue the office’s growth. 



______________________________________
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Conditions of Your Employment

This Employee Handbook is provided to answer common questions posed by employees. It is a summation of our policies, benefits, and work rules and how they will affect you. There may be additional policies. 

Please read this handbook carefully and learn its contents. If you have any questions about our policies and practices that are not answered by this handbook, please feel free to ask your supervisor. The policies and practices set out in this handbook are not intended to imply a contractual relationship, nor are they intended to create any legally enforceable obligations on the part of the Office, its officers, directors or employees. The terms or conditions of any written employment contract or agreement between you and your employer shall take precedence over any conflicting terms or conditions contained in this handbook. 

This Handbook replaces all earlier employee handbooks and takes precedence over all memoranda and oral descriptions of Office personnel policies, practices and procedures. To avoid confusion, please discard and recycle any old manuals and handbooks you may have. With the exception of its policy of at-will employment and those policies compelled by law, the office may change the policies and procedures described in this handbook at any time without further notice.

The effective date of this handbook is: ______________________. 


Equal Employment Opportunity is Our Policy

In keeping with our commitment to the communities in which we do business, this Office is an equal employment opportunity employer. The Office will not discriminate against qualified applicants or employees with respect to any terms or conditions of employment based on race, color, national origin, ancestry, sex, sexual orientation, age, religion, creed, physical or mental disability, medical condition, marital status, citizenship status, military service status, or any other characteristic protected by state or federal law or local ordinance. 

When necessary, we will reasonably accommodate employees and applicants with disabilities if the person is otherwise qualified to safely perform all the essential functions of the position. If you need now, or any time in the future, an accommodation due to a disability please let your supervisor know as soon as possible so that we can accommodate you as best we can. 


At-Will Employment

You are free to terminate your employment with this office at any time, with or without a reason, and your employer has the right to terminate your employment or the employment of others at any time, with or without a reason. Although your employer may choose to terminate employment for cause, cause is not required. This is called “at-will” employment.

No one other than _____________________________________ can enter into an agreement for employment for a specified period of time or make any agreement contrary to the policy of at-will employment. Further, any such agreement must be in writing and signed by your employer.

Your employment with this Office is at-will. This means that you may quit at any time with or without notice and that you may be discharged at any time with or without notice, as long as the reason does not violate state or federal law. There is no promise that your employment will continue for a set period of time, nor is there any promise that your employment will be terminated only under particular circumstances. No Office employee, agent, or representative, except as provided for herein, as the authority to make representations inconsistent with this policy, and any such representations should be disregarded by you.

The policies stated herein supersede all written and oral representations that are in any way inconsistent with it. 

By commencing or continuing employment with this Office you understand and agree with the statements and conditions of employment explained herein regarding your employment status as being “at-will.”


New Hires

Right to Work in the United States

All offers of employment are contingent on verification of your right to work in the United States, as required by the Immigration Reform and Control Act of 1986. Upon receiving a conditional offer of employment, you will be asked to provide original documents verifying your right to work and to sign a verification form (form I-9) required by federal law. If you cannot verify your right to work in the United States, the Office may be obliged to revoke the offer of employment.

Introductory Period

New employees are introductory employees for the first 90 days of employment. During this period you will have the opportunity to learn your new position and see whether you enjoy your employment here. The Office will use this period to determine whether you are able to meet its expectations and are a good fit with the office. Many intangibles go into making that determination, not just the quality of your work but also how you interact with patients and co-workers, how quickly you adapt, reliability, and other factors. 

Introductory periods may be extended for business reasons or because of approved absences taken by the employee. During your introductory period you will not earn vacation time or sick time or otherwise be entitled to employee benefits. Except where otherwise provided in this Employee Handbook, only “regular” employees (those that are no longer “introductory”) are eligible for employee benefits. At the conclusion of your introductory period you will be entitled to the employee benefits offered to you, and you will begin accruing paid and/or unpaid time off. Concluding your introductory period does not alter your status as an “at will” employee or otherwise suggest any promise of continuing employment. 


Employment Status

There are four types of employees at this Office. Your employment status is one of the following:

(1) Introductory Employees
Employees who have not yet completed the “introductory period”;

(2) Regular Full-time Employees
Employees who have completed their introductory periods and are regularly scheduled to work 35 or more hours per week.

(3) Regular Part-time Employees
Employees who have completed their introductory periods and are regularly scheduled to work fewer than 35 hours per week.

(4) Temporary Employees
Employees who are hired for a specific period or specific project, and who are not considered regular or introductory employees.

In addition, an employee may be “exempt” or “nonexempt.” Exempt employees are upper management and professional (e.g., doctors), whereas non-professional and non-management employees are considered nonexempt (e.g. opticians, receptionists, secretaries). Exempt employees are not eligible for overtime pay. Nonexempt employees may earn overtime pay subject to state and federal law and as defined elsewhere in this handbook.

Work Schedules

Your supervisor will inform you of your work schedule. Trading shifts is not allowed except with the prior approval of your supervisor. 

Our standard work week begins at 12:01 a.m. each Monday and ends at 12:00 midnight the following Sunday. Employee work schedules are established within this framework.

If you are a minor (under 18 years of age and not a high school graduate) it is against the law for you to work after 10:00 p.m. on a day preceding a school day. You may not work more than eight hours in one day, or more than 48 hours in one week.

You should always arrive at work at least 10 minutes prior to your scheduled work period so that you can make appropriate preparations to begin working (e.g., put away personal belongings, etc.). Employees that arrive to work more than 10 minutes after their scheduled work period are considered late to work. If you arrive at work early you may not commence work without the express permission of your supervisor until your scheduled workday begins. You may not work more than 8 hours in any given day, or more than 40 hours in any week, without the express permission of your supervisor. Violation of these rules may subject you to termination. 



Employment of Relatives

For reasons of supervision, security, and morale, this Office prohibits the employment of relatives. “Relatives” are defined as mother, father, sister, brother, child, stepmother, stepfather, stepsister, stepbrother, stepchild, niece, nephew, cousin, uncle, aunt or in-laws within these categories. For the same reasons, spouses of employees may not be employed under each other’s direct supervision nor in the same department (e.g. optical, business, reception, professional).

Employees who marry, who become related by marriage, or who undertake co-habitation together may continue their employment if they do not work in a direct supervisory relationship or otherwise present problems in supervision, safety, security or morale. If there are problems, we will attempt to reassign one or both of the employees to an available position for which the employee is qualified to eliminate the problem, but if no such position is available, one of the employees will be asked to voluntarily terminate their employment with the Office. The employees will decide which of them will leave. If the employees do not decide, both will be terminated.




Business Ethics

Outside Employment

Unless you are hired as a part-time employee, your position with this Office is a full-time responsibility requiring your full loyalty. So that you can do your best work, we ask that you do not work full time for another employer while you are employed here. If you are a part-time employee, you may engage in outside employment. We ask that you disclose outside employment to your supervisor or to your employer to allow us to assess whether your outside employment presents a conflict of interest.

Improper Dealing with Patients, Suppliers or Others

Just as this Office has a responsibility to conduct its business ethically and in strict compliance with all applicable laws and regulations, so too it expects its employees to act in accordance with the highest standards of business and professional ethics, both on and off the Office premises. Employees must avoid any appearance of impropriety. It is crucial that you observe all applicable laws and regulations while conducting business on behalf of this Office.

You may not engage in any of the following activities:

· Attempt to influence the purchase or use of the Offices’ services or obtain special favors by making payments to or giving consideration to patients or others.

· Furnish gifts and entertainment at Office expense or for the Offices’ benefit unless they meet all the following criteria:

· the value is $50.00 or less
· no applicable law, regulation, or accepted ethical standard is violated; and
· you keep specific records for the Office to show that these limits and criteria have not been exceeded.

· Solicit or accept payments, fees, prizes, awards, or consideration of any kind from a supplier or vendor that does business with the Office unless you have the prior approval of your Supervisor or your employer after you make a full disclosure regarding the matter.

Confidential Information


During the course of your employment you will come into possession of trade secrets or confidential information that belongs to this Office or your employer. This information includes, but is not limited to, patients lists and information, financial information, leases, licenses, agreements, sales figures, business plans, vendor information, third party payer information (HMO’s, managed care plans, PPO’s), and other proprietary information. All this information, whether about the Office, its patients, customers, suppliers, or employees is strictly confidential. This information must not be disclosed to anyone, including family members, outside the Office, or to any Office employee who is not entitled to the information, either during or after your employment. Any doubts about the confidentiality of information should be resolved in favor of confidentiality. 

Conflicts of Interest

This Office’s employees are expected to avoid situations that create an actual or potential conflict of interest in which an employee’s actions or loyalties are divided between personal and Office interests or between Office interests and those of another.

If you have a question about whether or not you have conflict of interest, please bring it to the attention of your supervisor. Any doubt should be resolved in favor of disclosure and a request for specific guidance.

You must avoid any activity, agreement, business investment, or interest that could be in conflict with this Office’s interests or that could interfere with your duty and ability to best serve the Office. If you are unsure whether a conflict exists, consult management immediately. Prohibited activities include, but are not limited to:

· Owning, operating, or being employed as an employee or consultant by any business that competes, directly or indirectly, with this Office.

· Having a direct or indirect financial relationship with a competitor or supplier; however, no conflict will exist in the case of ownership of less than 1% of the publicly traded stock of a corporation.

· Engaging in any other employment or personal activity during your work hours or using Office supplies or equipment in other employment.

· Using this Office’s name, logo, stationary, supplies, equipment, or other property for personal purposes, unless you have been granted approval in advance of that use. This policy includes, but is not limited to, the personal use of company computers, telephones (including cellular telephones), fax machines, postage and postage meters, vehicles, and office machines and supplies of any kind.

· Soliciting this Office’s employees, suppliers or patients to purchase goods or services of any kind for non-Office purposes, or to make contributions to any organization or in support of any causes, unless you have been granted permission to do so in advance.


· Soliciting or entering into any business or financial transaction with a fellow office employee whom you supervise, either directly or indirectly, unless your employer has granted approval in advance of that transaction. This restriction applies to all such transactions, 
· however small, including, but not limited to:

- Hiring a subordinate to perform personal services; and
- Soliciting a subordinate to participate in an investment of any kind with you.

When a conflict of interest is found to exist, the conflict may result in discipline or, when appropriate to eliminate the conflict, the termination of employment.



Medical Examinations

Generally, pre-employment medical examinations are not necessary. Nonetheless, your employer reserves the right to request a medical examination or drug testing if such examination or drug testing will be needed in order to determine whether an employee is able to perform the essential functions of his or her job, or when periodic examinations to assess fitness for duty are necessary or when medical monitoring is required by federal, state, or local law.

This Office does not discriminate against an employee or job applicant on the basis of disability. We will not use the results of a medical examination to withdraw an offer of employment or discharge an employee unless the results reveal that (1) the disability limits the individual in the performance of the essential functions of the job, and no reasonable accommodation can be made, or (2) even with reasonable accommodation, the disabled person would pose a direct threat to him/herself or to the health and safety of other employees.

The results of any medical examination performed on behalf of your employer will be collected and maintained on separate forms and in separate medical files and treated as confidential.


Personnel Records

This Office keeps a personnel file on each employee. The contents of your file, except for letters of reference, and certain other limited kinds of information, are open for your inspection at reasonable times and at reasonable intervals at your request. You may make copies of certain papers in your file. Please contact the office manager or your supervisor if you wish to see or copy your personnel file and a time will be arranged where you can do so.

Any changes in your personal data such as address, phone number, marital status, or number of dependents must promptly be reported to the office manager so that Office records, including those on which your benefits are based, can be kept up to date.

Your personnel records will be kept private. However, there are certain times when information may be given to persons outside the Office. These are:

· In response to a subpoena, court order, or order of an administrative agency;
· To a government agency as part of an investigation by that agency of the Office’s compliance with applicable law;
· In a lawsuit, administrative proceeding, grievance, or arbitration in which you and this Office or your employer are parties;
· To administer employee benefit plans;
· To a health care provider;
· To first aid or safety personnel, when necessary; and
· To a prospective employer or other person requesting a verification of your employment, but only (a) if you give us a written release allowing us to give out information, or (b) we are providing only the dates of your employment, your last or present job title, and the fact of your employment.



Inspection of WORKSTATIONS and Personal Belonging

The Office reserves the right to search workstations, lockers, desks, Office vehicles, lunch boxes, briefcases, purses, coats, toolboxes, and other personal property of employees, and their contents, for illegal drugs, alcohol, weapons, and stolen property, collectively referred to as “contraband.” The Office will conduct searches only when there is reasonable cause to believe that you have contraband in your possession. However, any contraband in plain view may be confiscated. “Reasonable cause” means facts that would lead a person of reasonable prudence and knowledge to believe that contraband is located on the person or in the area to be searched.

When contraband is not in plain view, but there is reasonable cause to believe that contraband is on Office property, a supervisor or your employer will ask for your permission to conduct the search. You have no reasonable expectation of privacy in and may not withhold permission for searches of Office supplied containers, including desks, lockers, toolboxes, and Office vehicles.

The Office also reserves the right to inspect office computers, including email accounts containing personal email that are accessed through the office computer. Any emails you send or receive through office computers are not confidential, and websites you visit are recorded. 




E-Mail, Voicemail, and Computer Network System Privacy

This Office respects the individual privacy of its employees. However, an employee cannot expect privacy rights to extend to work-related conduct or the use of Office-owned equipment or supplies. Personal or other inappropriate use of the Office information systems, including e-mail, voicemail, facsimile, and computers, will result in disciplinary action up to and including termination of your employment. You should be aware of the following policies.

Office Right to Access Information

Although employees may have individual access codes to voicemail, e-mail, and computer network systems, these systems are accessible at all times by the Office managers and may be subject to periodic unannounced inspections for business purposes. All system pass codes must be available to the Office manager and/or your employer, and employees may not use pass codes that are unknown to the Office. Backup copies of e-mail and voicemail are maintained and can be referenced for business purposes without your prior knowledge or consent.

Systems Use Restricted to Office Business

Employees are expected to use cell phones, office phones, e-mail, voicemail, and computer network systems for Office business only and not for personal purposes. Personal purposes include, but are not limited to, soliciting or proselytizing for commercial ventures, religious or political causes, outside organizations, or other non-job-related solicitations, as well as non-work-related communications with family and friends.

Forbidden Content

Employees are prohibited from using the Office information systems in any way that may be disruptive or offensive to others, including, but not limited to, the transmission of sexually explicit messages, cartoons, ethnic or racial slurs, or anything that may be considered or construed as harassment or disparagement of others.

Password Security and Integrity

Employees are prohibited from the unauthorized use of the access codes of other employees to gain access to their e-mail and voicemail systems without the express prior authorization and request of the other employee.


Separation Procedures

When you leave employment here you must return all supplies, keys, and other Office property. You may also be asked to participate in an exit interview with a representative of the Office. During this interview you may be asked about your view regarding work with this Office, including your duties, training, supervision, and benefits. You may be asked to sign an exit form that states that you have received your final paycheck and that you have returned all Office property. If you owe any money to the Office, you will be asked to make arrangements for repayment at this time.

In addition, at the exit interview, you will be provided with information regarding any conversion or continuation rights to your insured benefits. When you leave the Office, you or your dependents may have the right to continue your group medical benefits temporarily under the federal statute commonly called COBRA.

While the Office may in its discretion offer a separation payment, it is not customary and employees should not expect one. If you terminate your employment you will receive your final check within three business days of your last day. If your employment is terminated by the Office you will receive be able to pick up your final check within 24-hours or a deposit will be made into your account within that time. 


Your Pay

Pay Periods

Paydays are either  every other Friday /  twice a month /  ___________________, depending on the office’s pay policy. Your check will be distributed at some point during the regular work hours on the regular payday.

Timekeeping

All employees not specifically exempted in writing from doing so must use the time clock or time sheet to punch in and punch out, or record the time, at the beginning and end of their shifts, and for meal breaks. Ten-minute rest breaks need not be punched but are required in accord with applicable labor law.

Timecards are prepared for each pay period and are given to your supervisor for approval before each payday. You must keep accurate timecards and, unless they are collected for you, turn them in when they are due. A timecard must not be altered. Corrections must be approved by your supervisor and initialed by you. Falsification of time records will lead to disciplinary action up to and including termination. Falsification includes punching the timecard of a fellow employee, asking a fellow employee to punch your timecard, or falsifying your own timecard.

If you are a part-time or temporary employee, you must turn in your timecard to your supervisor for approval according to the schedule given to you.

Nonexempt employees will be paid for mandatory meetings and training but must note “meeting” or “training” next to the time recorded.

Overtime

Some employees are exempt from the overtime requirements of the law. Exempt employees are paid on a salary basis and are in executive, administrative, or professional positions. Nonexempt employees are paid either a salary or on an hourly basis and receive overtime pay for time worked in excess of 40 hours per work week.

You may be required to work overtime. If you are nonexempt, you are paid for overtime at one and a half times the regular hourly rate if you work more than 40 hours in a single work week or for the first eight hours you work on the seventh day of a work week, and, if required by state law, if you work more than eight hours in any day.

To work overtime you must obtain permission from your supervisor or the office manager. If you work overtime without permission you will be paid overtime, but you may be disciplined, up to and including discharge.


Rest and Meal Breaks

You must report to work in enough time to be ready to start your job at the beginning of your shift, generally at least 10 minutes before your shift begins. You are expected to arrange your personal schedule to comply with your assigned work hours.

If you work three hours or more in a workday, you must take a paid ten-minute break. If you work five hours or more, you must take a paid ten-minute break and an unpaid meal break of not less than thirty minutes, which should be scheduled with your supervisor. If you work seven hours or more, you must take two paid ten-minute breaks (one in the morning and one in the afternoon) and an unpaid meal break of at least 30 minutes. All ten-minute breaks must be taken on the Office premises. Your supervisor will tell you when you can take your breaks but if you have not been told to take a break you are expected to do so on your own at a time that minimizes the impact on the office. Breaks should be taken so as to not interfere with patient care, and not more than one employee may take a break at any time.

Bonuses

On occasion, qualifying employees may be awarded a discretionary bonus. Bonuses are based upon such factors as Office performance and individual merit and are awarded at the sole discretion of the Office and your employer.

Expense Reimbursements

The Office will reimburse employees for reasonable expenses incurred for business purposes. Examples of such expenses include specified costs associated with business trips, certain automobile expenses, and incidental purchases of supplies, tools and equipment undertaken at the Office’s request. All business travel must be approved in advance by your supervisor. Only reasonable expenses will be reimbursed, and only expenses that were approved in advance.

If you have any questions about what expenses, if any, will be reimbursed, you must ask your supervisor before incurring the expense. You should submit completed expense records within 30 days of incurring the expense, together with original receipts for all expenses for which you seek reimbursement.

Payroll Deductions

Federal and state laws require the withholding of the following taxes from your wages:

(1) Federal Income Tax
(2) State Income Tax
(3) Federal Insurance Contributions Act (FICA) (Social Security and Medicare)
(4) State Disability Insurance Contributions (SDI)


If you want to change the number of your exemptions or allowances or your marital status for federal or state income tax withholding purposes, complete the appropriate form which is available from your supervisor.

Garnishment

If the Office receives a court order to garnish your wages, we must comply with that order. A garnishment will reduce your take-home pay. 


Company Benefits

Medical Insurance

After completion of your introductory period all regular full-time employees are eligible for coverage by the Office’s group medical plan, if the Office maintains one for its employees. Temporary, introductory, and part-time employees are not eligible for these medical benefits. Eligibility requirements and further information concerning insurance benefits are described in the Summary Plan Description or an equivalent document which will be furnished to you.

You should verify your eligibility for coverage before undergoing treatment in order to ensure that the treatment is covered. To verify your insurance coverage for medical treatment or problems, or if you need claim forms, contact your supervisor.

You must tell your supervisor if your address changes, if you get married or divorced, or if the number of your dependent’s changes. This Office reserves the right to change, amend, or discontinue the benefits it offers to its employees at any time and without further notice. The Office’s right to make these changes is not limited by your length of service, or by your reliance on the availability of these benefits in deciding whether to accept, continue, or retire from employment with this Office.

Paid Leave

Everyone needs time off from work, and this Office offers eligible employees paid vacations, personal holidays, and sick leave. Time off is paid on the basis of your base hourly rate, excluding premiums and overtime compensation, if any. Temporary employees are not entitled to time off with pay.

Vacations/Paid Time Off (PTO)

After completion of the introductory period, regular, full-time employees accrue vacation days on a monthly basis according to the following schedule (checked boxes only):

From completion of introductory period through 
three years of continuous service	5 days/year

From the beginning of the fourth year of continuous service
through the tenth year of continuous service	10 days/year

Eleventh year of continuous service and thereafter	15 days/year


Regular part-time employees regularly scheduled to work 20 or more hours per week accrue vacation on a pro-rata basis. Employees regularly scheduled to work less than 20 hours per week do not earn vacation time. No vacation days accrue during the introductory period.
	Vacation and PTO do not roll over from year to year. If, for instance, you are eligible for 5 days per year but only use 4 days the first year you will not have 6 days available the following year. You will have 5 days because days do not carry over. You will not accrue additional days beyond the maximum based on the table above.  

You are strongly encouraged to take your vacation within the year after you earn it because you may accrue a maximum of one year’s unused vacation. Once you have accrued one year’s vacation time, no additional vacation time will accrue until you have used some of it and reduced the number of available days below the previous year’s level. You may not receive pay instead of vacation except when leaving employment with the Office.

You may not take vacation before you earn it unless you obtain permission of your supervisor. If you become ill during your vacation, you will not be able to count those vacation days as sick days. However, your supervisor may reschedule your vacation, at his or her sole discretion.

If you are on vacation on an official Office holiday and you would have otherwise been scheduled to work that day the day will count as the holiday and not as a vacation day taken.

The scheduling of your vacation is based on the Office’s operational needs and the requests for vacation and leaves of absence of other employees. You must give your supervisor at least 30 days’ advance notice before you take your vacation. All vacation requests must be approved in advance by your supervisor. If there is a conflict in requests for time off, the person requesting the time off first will be given preference.

Holidays

This Office provides the following paid holidays each year (checked holiday’s only):

  New Year’s Day
  Martin Luther King Day
  Presidents’ Day
  Memorial Day
  Independence Day
  Labor Day
  Thanksgiving Day
  Christmas Eve, after 4:00 p.m.
  Christmas Day
  New Year’s Eve, after 4:00 p.m.

Both full-time and part-time employees are eligible for this benefit. Employees are paid the number of hours they would have been regularly scheduled to work on the day in question. To receive holiday pay, the employee must work either the scheduled workdays before or after the holiday. Temporary and introductory employees are not eligible for paid holidays.


Holiday pay for nonexempt employees consists of two components, the employee’s straight time hourly rate plus compensation for all hours normally worked.

When a holiday falls on a Saturday, it will be observed the preceding Friday. When it falls on a Sunday, it will be observed the following Monday. Holidays that fall during a scheduled vacation do not count as a vacation day used if you would have otherwise been scheduled to work that day.

Personal Holidays

As a regular, full-time employee, you receive annually one personal paid holiday. Your personal paid holiday may be used as you wish to observe a religious holiday, your birthday, or to take care of a personal commitment. You may take this time off at any time during the year with approval in advance from your supervisor.

Sick Leave

Employees accrue sick leave on a monthly basis at a rate of one-half day for each month of service, up to a total of five (5) days per year for regular employees and three (3) per year for part-time employees. Your sick leave is not carried forward from one year to the next, and you will not be paid for unused sick leave. If applicable law provides for greater sick leave benefits the legal benefits will be provided. 

If you are sick you should call your supervisor within one hour of the beginning of your shift and let him/her know you are using a sick day, or you may not receive sick pay for that day. If you miss work because of sickness, we may ask you to do one or more of the following:

- Provide a doctor’s certificate as a condition to receiving sick leave pay;
- Undergo a physical examination to determine your fitness for duty, at the Office’s expense, by a physician selected by the Office;
- Obtain a doctor’s certificate that you can safely perform all the essential functions of your position, with or without reasonable accommodation, before you are allowed to return to work.

If you are hospitalized or out sick for more than seven calendar days for an injury or illness that is not work-related, you should apply for State Disability Insurance (SDI) benefits. Your supervisor can assist you in obtaining the form needed to apply for SDI.

Sick leave can be used in increments of one-half day. You may use your sick leave only if you or an immediate family member (parent, spouse, or child) are sick, injured, for your medical and dental appointments, or for the brief illnesses or medical and dental appointments of your children, parents, or your present spouse or significant other. Abuse of the Office’s sick leave policy may lead to discharge from employment. You may also use sick leave for the avoidance of illness. 

Your Job Performance

Evaluations

Your supervisor may review your job performance with you at least once per year, and whenever the Office is contemplating a pay raise. The purposes of these evaluations are:

· To evaluate the strengths and weaknesses of your work;
· To communicate these to you; and
· To set future performance goals.

Your supervisor may prepare a written assessment of your job performance, which may be reviewed by your employer. After that, you will meet with your supervisor to discuss the evaluation, at which time you are encouraged to ask specific questions and to comment about your evaluation. You will be allowed to write your own comments on the evaluation form and to sign it to show that you have read it and discussed it. You may request a copy of the completed form for your own records. A good performance evaluation does not guarantee a pay raise, nor is it a promise of continued employment. 

Attendance and Absences

One of the basic indicators of your performance is regular attendance. You must be on time. Whenever you are unable to come to work or will be more than a few minutes late, you must let your immediate supervisor know of your expected absence or late arrival as soon as possible. You may arrange for a co-worker that normally has the same job responsibilities as you to cover for you, in which case you should notify your supervisor of this fact at the time you notify him/her of your expected absence.

An absence is a failure to report to work that is not due to a scheduled vacation, personal holiday, sick leave, bereavement leave, jury duty, witness duty, or an approved leave of absence, as provide in this handbook. If you are sick or injured and cannot come to work, the Office needs your cooperation to properly cover your job. Therefore, you must notify your supervisor that you will be absent and of when you expect to return to work. If you do not know your return date, you must call your supervisor each day within one hour of the beginning of your regularly scheduled shift. If you are absent three consecutive workdays without authorization or notice to the Office, at the end of the third day it will be assumed and deemed that you have voluntarily quit your job. 


If you know in advance that you are going to be absent you must schedule the absence with your supervisor at least one week in advance. Excessive absences and failures to report absences will lead to discipline, up to and including discharge. Absences are excessive if they occur frequently or if they show a pattern. Absences immediately before or after holidays and weekends are suspect. Frequent absences for minor complaints such as a headache or stomachache are also suspect.

Tardiness

You must arrive at your job location and be ready to start work at the beginning of your assigned shift and be ready to resume work on time after authorized rest and meal periods. Tardiness may lead to discipline up to and including discharge.

Although traffic or weather conditions might seem to be an excuse for being late, you should always plan your commute to work so as to arrive on time, by leaving earlier to avoid congestion or when the weather is inclement. When tardiness is unavoidable, try to notify your supervisor of how late you will be. Cellular telephones are helpful.

Repeated or excessive tardiness will lead to disciplinary action up to and including discharge. Tardiness is excessive if you are frequently or unnecessarily late, or if you demonstrate a pattern of tardiness.

Discipline

Unsatisfactory performance may subject you to discipline. The nature of the discipline imposed will depend upon the seriousness of the problem and your record of prior performance, behavior problems or safety violations. This Office has the absolute right to determine what disciplinary action is appropriate based on the facts of each case. Not all available forms of discipline are appropriate to every disciplinary situation, and it is not required that your employer treat each form of discipline as a step in a series to be followed with an employee before discharge. No practice of employee discipline implies that “progressive” discipline is required or that employment may be terminated only for cause.



Unpaid Time Off

Approved Leaves of Absence

Sometimes an employee may need to take a leave of absence from employment. To the extent that your need to take leave is sufficiently foreseeable, you must give 30 days’ advance notice; otherwise, inform us as early beforehand as possible.

Regardless of the nature of the leave of absence, you must submit a written request for leave to your supervisor as soon as possible. The request must indicate when your leave will begin and when you expect your leave to end. 

If you take actions during your leave that are inconsistent with an intention to return to your employment with this Office, such as accepting employment with another employer or moving to another city, you will be considered to have voluntarily terminated your employment as of the time you take the inconsistent action. If your leave of absence expires and you do not contact your supervisor concerning a date to return to work, you will be considered to have voluntarily terminated your employment as of the date of expiration.

Described below, where checked, are the leaves of absence permitted by this Office:

  Medical Leave: Non-occupational Disability

Eligibility and terms of leave. Regular employees who have been employed for at least 12 consecutive months, who have worked 1250 hours in the last 12 months, and who become, as a result of a serious health condition, unable to perform the essential functions of their position, are eligible to take a medical leave of absence of up to 12 work weeks in a 12-month period.

When it is medically necessary, you may take your leave on an intermittent basis or use a reduced-time schedule, that is, work fewer hours per day or per week than your usual schedule requires. If you request a leave of absence that is foreseeable because of a scheduled medical procedure, you must make a reasonable effort to schedule it so that it will not unduly disrupt Office operations (e.g. during a traditional slow period), subject to the approval of your health care provider. 

If you are granted a leave of absence, you may be required to provide periodic reports, as requested, that describe your status and when you expect to return to work. 

Applying for the leave. You must submit (1) a written request for leave of absence, and (2) a written certification from your health care provider containing the following information:

(1) The date on which your disability begins or will begin;
(2) The probable duration of your condition; and 

(3) A statement that, due to your serious health condition, you are (or will be) unable to perform the functions of your job.

If you request intermittent leave or leave on a reduced-time schedule, you also must provide certification of the medical necessity for either kind of leave, its expected duration, and, if applicable, the date on which your medical treatment is to be given and the duration of the treatment.

If you need additional leave (up to the 12-week maximum) after the time stated in your original certification, you must submit recertification containing the information outlined above.

Return to work. When you are ready to return to work, you must present certification from your physician that you are able to safely perform all of the essential functions of your position or can do so with reasonable accommodation.

If you take 12 work weeks of leave or less in a 12 month period due to either your own serious health condition (not including pregnancy) or family care, you are entitled, upon your return from leave, to be reinstated in the position you held before going on leave or to be placed in an equivalent position with equivalent employment benefits, pay, and other terms and conditions of employment. If you take more than 12 work weeks of leave you will not necessarily be reinstated to an equivalent position, nor will you necessarily be reinstated at all.

Integration with other benefits. When you become disabled you should apply for State Disability Insurance benefits. You are not paid by the Office during a leave of absence for non-occupational disability and must exhaust your sick leave, accrued vacation time, and your personal holiday as a condition of your leave. These benefits will be integrated so that you do not receive over 100 percent of your regular pay. The amount of paid time off that you use before your disability payments begin will not lengthen the amount of leave to which you are entitled.

Limited continuation of benefits. You will not accrue vacation or sick leave, nor will you be paid for holidays that occur during your leave of absence. The Office will maintain your group health benefits, if any, during the first 12 work weeks of any leaves of absence you take during the relevant 12-month period for the purposes of non-occupational disability, disability due to pregnancy, childbirth, or related medical conditions, or family care, under the same terms and conditions of coverage that would prevail had you not gone on leave.

  Medical Leave: Disability Because of Pregnancy, Childbirth, or Related Medical Conditions

A pregnancy that involves high risk or complications must be treated the same as other disabilities. This leave must be provided to any employee, including part-time and introductory employees. 


Eligibility and terms of leave. If you are female, you are entitled to a leave of absence due to disability during the time that you are actually disabled on account of pregnancy, childbirth, or related medical conditions, up to a maximum period of four months. You may take this leave, as needed, for all disabilities related to each pregnancy. The leave does not have to be taken in one consecutive period of time.

Applying for leave. You should give notice of your need for a pregnancy-related leave of absence as soon as you know, with reasonable certainty, the expected date on which your leave will begin. You should submit a Request for Leave of Absence, and you must present written certification from your health care provider stating your anticipated delivery date and the estimated duration of your absence, including any period of time before and after delivery that you are expected to be disabled, assuming normal delivery. Any request for a leave of absence after your disability has ended will be treated as a request for family care leave or, if not available, for a personal leave of absence.

Return to work. To return to work, you must present a written release from your health care provider certifying that you are able to perform safely all of the essential functions of your position or can do so with reasonable accommodation.

Upon return from leave, you will be reinstated to the position you held before your leave began, unless one of the following conditions exists:

· Your job has ceased to exist for legitimate business reasons;
· Your job could not be kept open or filled by a temporary employee without substantially undermining the Offices’ ability to operate safely and efficiently;
· You have directly or indirectly indicated your intention not to return to your job;
· You are no longer able to perform the essential functions of your position with or without reasonable accommodation.

If you cannot be reinstated to your job, you will be offered a substantially similar position provided that:

· A substantially similar position exists and is available,
· Filling the available position would not substantially undermine the Offices’ ability to operate safely and efficiently, and
· You are qualified for the position.

Integration with other benefits. You are not paid during your leave of absence for pregnancy, childbirth, or related medical conditions, but, if you choose, you may use your sick leave, accrued vacation time, and your personal holiday time during your leave. When you become disabled you should apply for State Disability Insurance. The paid time you use will be integrated so that you do not receive more than 100% of your regular pay,


You will not accrue vacation or sick leave, nor will you be paid for holidays during your leave of absence.

The Office will maintain your group health benefits, if any, during the first 12 work weeks of any leaves of absence you take during the relevant 12-month period for the purposes of disability due to pregnancy, childbirth, or related medical conditions, or family care, under the same terms and conditions of coverage that would prevail had you not gone on leave.

  Personal Leave

Personal leaves of absence of up to 30 days for personal reasons other than those provided for by particular policies in this handbook may be granted at the sole discretion of your employer, in extraordinary circumstances. The duration of leave is at the sole discretion of the Office. You should submit a Request for Leave of Absence as soon as possible before the leave is to begin. Failure to report to work on the first day after expiration of the leave will be deemed a voluntary termination of your employment.

Personal leaves of absence are unpaid. You must exhaust your accrued sick and vacation days and personal holidays before you begin a personal leave of absence. Vacation and sick leave are not earned and do not accrue during a personal leave of absence, and an employee on leave is not eligible for holiday pay. 

  Military Service

All regular and introductory employees may take leaves of absence to accommodate service in the Armed Forces, Military Reserves, and National Guard. The specific terms of the absence and of your rights to reinstatement, seniority, benefits, and compensation after a military leave are governed by law. If you have questions about military leaves of absence, please contact the Office Manager.

  Other Allowable Time Off

  Jury Duty

If you receive a jury summons, you must notify your supervisor immediately. If you are not excused from jury duty or your work schedule cannot be rearranged to avoid conflict, you will be allowed to take time off, without pay, for each full or partial working day you serve on jury duty. 

You must report to work on days or parts of days when you are not required to serve. If you do not return to work immediately after jury duty ceases it will be assumed that you have voluntarily resigned.


  Witness Duty

You may be required by law to appear in court as a witness. You will be allowed to take unpaid time off for this purpose, but you are expected to give your supervisor reasonable advance notice of when you will be absent, and your supervisor may require that a subpoena be issued to compel your attendance at court (or at a deposition).

  Voting Time

If your work schedule prevents you from voting on election day, you may take up to two hours off with pay to vote. You must give your supervisor at least two days’ advance notice that you will need time off to vote on election day. Your supervisor may require you to take voting time at the beginning or end of your shift and will ask you to present a voter’s receipt before you are paid for the “voting time.”

  Death in Immediate Family

You may be absent without pay for up to three consecutive workdays because of a death in your immediate family or of your domestic partner. Immediate family includes current spouse, mother, father, sister, brother, child, mother-in-law, father-in-law, grandparents and grandchildren. This benefit is also available to part-time employees and employees in their introductory period, though it will extend the introductory period by the number of days taken.

  School Visits

If you are the parent or guardian of a child or children enrolled in kindergarten through grade 12, you may take time off from work, up to four hours per school year, per child, to visit the child’s school. You must provide reasonable advance notice of your planned absence to your supervisor. 

If you are the parent or guardian of a child who has been suspended from school and you receive a notice from the child’s school requesting that you attend a portion of a school day in the child’s classroom, you may take unpaid time to appear at the school. You must, prior to your planned absence, give reasonable notice to your supervisor that you have been requested to appear in your child’s school. 

If you are asked by your supervisor, you must provide documentation from the school verifying the date and time of your visit(s). This will be unpaid time off, though you may use accrued vacation time or personal holidays if you choose and so indicate to your supervisor.



Job-Related Illness or Injury

Workers’ Compensation Insurance

This Office is in full compliance with all applicable laws requiring insurance coverage to protect its employees who may be injured or become ill in the course of doing their work. This insurance provides medical, surgical, and other benefits including wage-loss protection at no cost to you. Please contact your supervisor if you have any questions about workers’ compensation insurance.

Occupational Disability Leave

You are entitled to take a leave of absence for the duration of any disability due to an occupational illness or injury. When on occupational disability, you must be examined by a health care provider and certified to be disabled from returning to your employment. During your leave, you will receive workers’ compensation insurance benefits if applicable under state law. 

Your leave of absence will end as soon as a health care provider certifies that you are able to perform safely all the essential functions of your job, with or without reasonable accommodation. If the Office receives medical evidence satisfactory to it that you will be permanently unable to resume safely all the essential functions of your job, with or without reasonable accommodation, and if reassignment to a vacant position is not possible, your employment will be terminated.

You will be reinstated to your former position when a health care provider certifies that you are able to perform safely all of the essential functions of your job, with or without reasonable accommodation. The exceptions to this rule are as follows:

· When you directly or indirectly indicate that you do not intend to return to work;
· When your former position no longer exists;
· When the Office had to replace you as a business necessity;
· When you are no longer qualified for your former job; and
· When you cannot return to your former job without posing a direct threat to your health or safety or to the health and safety of another employee or patient.

During a leave of absence for occupational disability, you may, at your option, integrate unused sick leave, personal holidays and accrued vacation time so that you do not receive over 100 percent of your base pay. You are not, however, compelled to do so. 

During your leave you will continue to accrue vacation and sick leave, and you will be eligible for paid holidays. Your group health plan benefits will continue uninterrupted during your absence. You will also be credited with service for the period of your disability.




Communications At This Office

Procedure When You Are Concerned About Conditions Affecting Your Job

If something about your job is bothering you or if you feel that you have not been treated fairly or in accordance with Office policy, you should talk with your supervisor or employer about your concerns. It may not always be possible to achieve the result you want, but if it is not, an attempt to explain to you why it is not will be made. No employee will be disciplined or otherwise penalized for raising good faith concern. All employees are encouraged to discuss with your employer office policies that they feel are bad, as well as recommend policies that they believe would be beneficial to the Office. Your opinion is welcome and will always be given due consideration.

Bulletin Boards

The Office may have a bulletin board in a designated area for the purpose of communications with its employees. Posting in this area is limited to Office-related materials including statutory and legal notices, safety and disciplinary rules, Office policies, and memos of general interest relating to the Office.

Solicitation

You may engage in solicitation on Office premises only during your non-working time and the non-working time of the person being solicited. “Non-working time” means time during meal periods or breaks and before or after work hours. This rule includes soliciting for showers, gifts, or donations to charity.


Company Rules Strictly Enforced

Misconduct

It is not possible to provide employees with a complete list of every possible offense that will, like unsatisfactory job performance, result in discipline, including discharge. However, in order to give you some guidance, examples of unacceptable conduct are listed below. You should be aware that conduct that is not listed, but that is unprofessional or potentially embarrassing, adversely affects or is otherwise detrimental to the interests of the Office, or the interests of its employees, patients, or the public at large, may also result in disciplinary action, up to and including immediate termination. 

(1) Malicious or willful destruction or damage to Office property or supplies, or to the property of another employee, patient, or a visitor;
(2) Theft or unauthorized removal from Office premises of any Office property, or the property of another employee, patient, or a visitor;
(3) Obtaining employment or employee benefits by giving false or misleading information; falsifying or omitting any material information on employment documents or records, including your or a co-worker’s time records;
(4) Dishonesty of any kind in relations with the Office or its patients;
(5) Bringing or possessing firearms, weapons, or other hazardous or dangerous devices or substances on Office property without proper authorization;
(6) Possession, use, sale or distribution of alcoholic beverages or illegal drugs on Office property or while conducting Office business, or reporting for work or working under the influence of alcohol or illegal drugs;
(7) Insubordination, including improper conduct toward a supervisor or refusal to perform tasks assigned by a supervisor;
(8) Fighting on Office property, or “horseplay” or any other action that is dangerous to others or to Office property, or that disrupts work;
(9) Harassing, threatening, intimidating, or coercing another employee, a patient, or members of the public, at any time, including off-duty periods;
(10) Giving Office products or services free of charge or at a discount to any person without prior authorization or in violation of Office policies;
(11) Pleading guilty to or being convicted of any crime other than a minor traffic violation;
(12) Unauthorized disclosure or use of any confidential information about the Office or its patients or any trade secrets that you have learned through your employment;
(13) Failure to follow all safety rules, to cooperate in safety inspections, or to promptly report all unsafe conditions encountered during work to the appropriate person;
(14) Failure to return to work on a timely basis after the termination of an approved leave of absence;

(15) Failure to observe the terms and conditions of all software agreements and licenses to which the Office may be a party, including the illegal copying of software from Office computers;
(16) Unauthorized use of Office equipment; and
(17) Violation of any Office policy, including any of the policies described in this handbook, as revised from time to time.

Nothing in the above listing alters the at-will nature of your employment with this Office. This is merely a listing of some examples of the types of behavior for which discipline may be expected. 

Workplace Safety and Health

Required Programs

This Office has adopted an injury and illness prevention program (the “Safety Program” or “IIPP”), which is administered by the designated Safety Program Administrator. Each employee receives training in this program, and employees receive appropriate training upon a change in job assignment, when the introduction of new substances, processes, procedures or equipment presents a new hazard, or when the Office receives notification of a new or previously unrecognized hazard.

The responsibility for safety extends to every individual working at this Office. The Office has established its comprehensive program to maintain the safety and health of its employees and strongly encourages every employee to report any unsafe condition, accident (no matter how minor), and near miss, so that the Office can take corrective action as soon as possible.

The Office requires that all equipment and machinery be in proper working order and safe to work with at all times. If any equipment or machinery breaks down, do not use it until a qualified technician certifies that it is repaired and safe.

Except for the most minor repairs (e.g. replace or tighten a screw, etc.), never try to fix broken equipment or machinery yourself. Tell your supervisor of any equipment breakdown as soon as it happens. If the breakdown requires emergency repairs, your supervisor will try to deal with the emergency situation as soon as possible.

Smoking

This Office is committed to providing a healthy and safe workplace. In keeping with this commitment, smoking is strictly prohibited in or on Office premises, including restrooms, lunchrooms, and lounges, or in any Office vehicle. Employees who smoke do not receive extra break time. Employees that smoke must, at all times, ensure that they do not smell of smoke, including their clothing and their breath. 


First Aid

The Office maintains a complete first-aid kit. Your supervisor will show you where it is kept. Please see your supervisor if additional first-aid supplies are needed.

General Security

The following security procedures must always be followed to ensure your safety and the safety of your fellow employees, and to ensure the confidentiality of the Office’s proprietary information:

(1) Always lock the Office doors if you are in the office alone, especially during hours the office is closed to the public;
(2) Never handle significant sums of cash in front of windows, open doors, or patients;
(3) Do not hesitate to call police if you suspect there is or may be a problem. It is far better to cancel a call-in progress than to call too late;

Violence Prevention

The Office is proud of its record in preventing workplace violence and maintaining a safe work environment. However, given the increasing violence in society in general, this Office has adopted the following policies to deal with any violence that may occur on its premises, and to ensure the safety of its employees.

· Report all threats of violence, both direct and indirect, as soon as possible to your supervisor, or, if he or she cannot be reached, to your employer. Be as specific as possible.
· Report all suspicious individuals or activities to your supervisor as soon as possible.
· Do not put yourself in peril at any time.
· If you hear a violent or potentially violent commotion near you, do not try to see what is happening. Call 911 immediately and hide or leave the office through an unseen exit.
· Cooperate fully with security, law enforcement and medical personnel that respond to a call for help.
· Let the Office respond to inquires from the media about violence on its premises so that the Office can speak with one voice.
· If you are qualified, you may provide first aid and/or CPR to injured persons.

On-the-Job Injuries

If you or another employee are injured on the job, you should seek medical treatment immediately. If necessary, call an ambulance. If the injury is less serious, contact your supervisor and make arrangements to get medical help.


If you are injured you may be sent to one of the Office’s physicians for medical treatment, unless you have notified the Office in writing that you wish to see your own physician. In emergency situations, a particular referral may not be possible or practical.

Substance Abuse

This Office is required by law to provide a safe and healthy work environment for you and all other employees. Further, the Office has adopted the goals of providing the best possible service to its patients and of always improving its public image. To achieve these goals, the Office has the following rules about the use, possession, and sale of drugs and alcohol by its employees.

The illegal use, sale, distribution or possession of narcotics, drugs or controlled substances while on the job or on Office property will result in immediate discharge. Conviction for the illegal use, sale, or possession of narcotics, drugs or controlled substances off duty or off Office property may also result in discharge. If you are arrested for a drug-related offense and are awaiting trial, you will be suspended without pay. If you plead guilty, no contest, or are convicted, you will lose your job.

Alcohol may not be consumed on Office property, and the use of alcohol during working hours is prohibited.

The foregoing policies do not apply to medications sold over the counter or prescribed by a licensed physician. However, if you cannot perform all of the essential functions of your position satisfactorily, even with reasonable accommodation, because you are taking a medication, the Office may require you to see a Doctor at Office expense, and may be required to take a leave of absence or sick day(s) if the doctor concludes that you cannot do your job safely and efficiently because of the medication.

Your Appearance

You are working at a doctor’s office. Professional appearance and demeanor are essential to your job and the Office. You are a representative of the Office, so you must present a clean and professional image to our patients, co-workers, vendors, and management. You must practice good grooming and personal hygiene. You must dress in uniform if uniforms are required, or if not, in an otherwise professional and appropriate manner. T-shirts, sweatshirts, and jeans are not professional or appropriate. In addition, appropriate footwear must be worn at all times while you are on Office property. If you do not dress in a professional manner, or are not groomed appropriately, you may be asked to leave and not return until you are appropriately dressed and groomed and will not be paid for that time. 



Harassment

This Office is committed to providing a work environment that is free of discrimination. In keeping with this policy, this Office strictly prohibits harassment of any kind, including harassment on the basis of sex, race, color, religion, gender, age, mental or physical disability, medical condition, national origin, marital status, veteran status, sexual orientation, or any other characteristic protected under federal law, state law, or local ordinance. 

Sexual Harassment Policy Statement

Title VII of the Civil Rights Act of 1964, as amended, prohibits employment discrimination on the basis of race, color, sex, age or national origin. Sexual harassment is included among the prohibitions.

According to the United States Equal Employment Opportunity Commission (EEOC), sexual harassment consists of unwelcome sexual advances, requests for sexual favors or other verbal or physical acts of a sexual or sex based nature when (1) submission to that conduct is made either explicitly or implicitly a term or a condition of an individual's employment; (2) an employment decision is based on an individual's acceptance or rejection of that conduct; or (3) that conduct interferes with an individual's work performance or creates an intimidating, hostile or offensive working environment.

It also is unlawful to retaliate or take reprisals in any way against an employee who has articulated a good faith concern about sexual harassment or discrimination against him or her or against another individual.

Sexual harassment is unlawful, and the prohibited conduct exposes not only the Office, but also the individuals involved in that conduct, to significant liability under the law. Accordingly, the Office management is committed to vigorously enforcing its Sexual Harassment Policy at all levels within the Office. Employees should treat other employees with respect and dignity in a manner that does not offend the sensibilities of a coworker.

Examples of conduct that would be considered sexual harassment or constitute retaliation are presented in the “Statement of Prohibited Conduct” below. These examples are provided to illustrate the kind of conduct proscribed by this Policy. This list is not exhaustive.

Statement of Prohibited Conduct

The Office’s management considers the following conduct to be illustrative of some of the conduct that violates this Office’s Sexual Harassment Policy:

A. Physical assaults of a sexual nature, such as:


1. Rape, sexual battery, molestation, or attempts to commit these assaults; and

2. Intentional physical conduct that is sexual in nature, such as touching, pinching, patting, grabbing, brushing against another employee's body, or poking another employee's body.

B. Unwanted sexual advances, propositions or other sexual comments, such as:

1. Sexually oriented gestures, noises, remarks, jokes, or comments about a person's sexuality or sexual experience directed at or made in the presence of any employee who indicates or has indicated in any way that such conduct is unwelcome in his or her presence;

2. Preferential treatment or promises of preferential treatment to an employee for submitting to sexual conduct, including soliciting or attempting to solicit any employee to engage in sexual activity for compensation or reward; and

3. Subjecting, or threats of subjecting, an employee to unwelcome sexual attention or conduct or intentionally making performance of the employee's job more difficult because of the employee's sex.

C. Sexual or discriminatory displays or publications anywhere in the Office’s workplace by Office employees, such as:

1. Displaying pictures, posters, calendars, graffiti, objects, promotional materials, reading materials, or other materials that are sexually suggestive, sexually demeaning, or pornographic, or bringing into the Office work environment or possessing any such material to read, display, or view at work. A picture will be presumed to be sexually suggestive if it depicts a person of either sex who is not fully clothed or in clothes that are not suited to or customarily accepted for the accomplishment of routine work in and around the workplace and who is posed for the obvious purpose of displaying or drawing attention to private portions of his or her body.

2. Reading publicly or otherwise publicizing in the work environment materials that are in any way sexually revealing, sexually suggestive, sexually demeaning, or pornographic; and

3. Displaying signs or other materials purporting to segregate an employee by sex in any area of the workplace (other than restrooms and similar semi-private lockers and changing rooms).

D. Retaliation for sexual harassment complaints, such as:


1. Disciplining, changing work assignments of, providing inaccurate work information to, or refusing to cooperate or discuss work-related matters with any employee because that employee has complained about or resisted harassment, discrimination, or retaliation; and
2. Intentionally lying about, falsely denying, exerting pressure, or otherwise attempting to cover up conduct such as that described in any item above.

E. Other acts

1. The illustrations stated above are not to be construed as an all-inclusive list of prohibited acts under this Policy.

2. Sexual harassment is unlawful and hurts other employees. Moreover, each incident of harassment contributes to a general atmosphere in which all persons who share the victim's sex suffer the consequences. Sexually oriented acts or sex-based conduct have no legitimate business purposes. Accordingly, the employee who engages in that conduct should be and will be made to bear the full responsibility for that unlawful conduct.

Schedule of Penalties for Misconduct

The following schedule of penalties applies to all violations of the Office’s Sexual Harassment Policy, as explained in more detail in the Statement of Prohibited Conduct. When progressive discipline is provided for, each instance of conduct violating the policy moves the offending employee through the steps of disciplinary action. In other words, it is not necessary for an employee to repeat the same precise conduct in order to move up the scale of discipline.

Note that, in light of each employee’s status as an at will employee, no particular progressive schedule of discipline is promised, guaranteed, or required, and any employee may be immediately discharged for any act of harassment, with or without prior discipline and with or without proof of the alleged conduct. The Office reserves the right to modify, follow, or not follow the schedule of discipline at the Office’s discretion and without further notice.

A written record of each action taken pursuant to the policy will be placed in the offending employee's and alleged victim's personnel files. The record will reflect the conduct or alleged conduct; the nature, scope, and findings of the investigation; and the warning given or other discipline imposed.

A. Assault

Any employee's first proven offense of assault or threat of assault, including assault of a sexual nature, will result in dismissal.


B. Other acts of harassment by coworkers

An employee's commission of acts of sexual harassment other than assault will result in non-disciplinary oral counseling on the alleged first offense; written warning, suspension, or discharge on the first proven offense, depending on the nature or severity of the misconduct; and suspension or discharge on the second proven offense, depending on the nature or severity of the misconduct.

C. Retaliation

Alleged retaliation against a sexual harassment complainant will result in non-disciplinary oral counseling. Any form of proven retaliation will result in suspension or discharge on the first proven offense, depending on the nature and severity of the retaliatory acts, and discharge on the second proven offense.

D. Supervisors

A supervisor's commission of acts of sexual harassment (other than assault) with respect to any other employee under that person's supervision will result in non-disciplinary oral counseling on the alleged first offense; final warning or discharge for the first proven offense, depending on the nature and severity of the misconduct; and discharge for any subsequent offense.

Procedures for Making, Investigating, and Resolving Sexual Harassment and Retaliation Complaints

A. Complaints

The Office will provide its employees with convenient, confidential, and reliable mechanisms for reporting incidents of sexual harassment and retaliation. Accordingly, the Office designates at least two persons in supervisory or managerial positions at the workplace to serve as Investigative Officers for sexual harassment issues. Generally, this will be the Office Manager and your employer.

The Investigative Officers may appoint “designees” to assist them in handling sexual harassment complaints. Persons appointed as designees shall not conduct an investigation until they have received training equivalent to that received by the Investigative Officers. The purpose of having several persons to whom complaints may be made is to avoid a situation in which an employee is faced with complaining to the person, or a close associate of the person, who would be the subject of the complaint.


Complaints of acts of sexual harassment or retaliation that are in violation of the sexual harassment policy will be accepted in writing or orally, and anonymous complaints will be taken seriously and investigated. Anyone who has observed sexual harassment or retaliation should report it to a designated Investigative Officer. A complaint need not be limited to someone who was the target of harassment or retaliation.

Only those who have an immediate need to know, including the Investigative Officers and/or his or her designee, the alleged target of harassment or retaliation, the alleged harassers or retaliators, and any witnesses will or may find out the identity of the complainant. All parties contacted in the course of an investigation will be advised that all parties involved in a charge are entitled to respect, and that any retaliation or reprisal against an individual who is an alleged target of harassment or retaliation, who has made a complaint, or who has provided evidence in connection with a complaint is a separate actionable offense as provided in the schedule of penalties. This complaint process will be administered in a manner consistent with federal labor law when bargaining unit members are affected.

B. Investigations

Each Investigative Officer will receive training about sexual harassment and the procedures under this policy and will have the responsibility for investigating complaints or having an appropriately trained and designated Office investigator do so.

When a complaint is made, the Investigative Officer will have the duty of immediately bringing all sexual harassment and retaliation complaints to the confidential attention of your employer. The Investigative Officer will maintain a file on the original complaint and follow-up investigation.

All complaints will be investigated expeditiously by an Investigative Officer or his or her designee. The Investigative Officer will produce a written report which, together with the investigation file, will be shown to the complainant on request within a reasonable time. The Investigative Officer is empowered to recommend remedial measures based on the results of the investigation, and the Office management will promptly consider and act on that recommendation.

C. Cooperation

An effective sexual harassment policy requires the support and example of Office personnel in positions of authority. Office agents or employees who engage in sexual harassment or retaliation or who fail to cooperate with Office-sponsored investigations of sexual harassment or retaliation may be severely sanctioned by suspension or dismissal. By the same token, officials who refuse to implement remedial measures, obstruct the remedial efforts of other Office employees, and/or retaliate against sexual harassment complainants or witnesses may be immediately sanctioned by suspension or dismissal.


Procedures and Rules for Education and Training

Education and training for employees at each level of the workforce are critical to the success of the Office’s Sexual Harassment Policy. The following documents will help the Office meet its goals in this area: the Sexual Harassment Policy, Statement of Prohibited Conduct, the Schedule of Penalties for Misconduct, and Procedures for Making, Investigating, and Resolving Sexual Harassment and Retaliation Complaints. These statements will be provided to each employee, and copies are available from Office management at any time.

Education and training include the following components:

A. 	For all Office employees: As part of general orientation, each recently hired employee will be given a copy of the Policy on Sexual Harassment and be requested to read and sign a receipt for the Office’s policy statement on sexual harassment so that they are on notice of the standards of behavior expected. In addition, supervisory employees will, at their discretion or upon the request of the employee, explain orally the kinds of acts that constitute sexual harassment, the Office’s serious commitment to eliminating sexual harassment in the workplace, the penalties for engaging in harassment, and the procedures for reporting incidents of sexual harassment.

B. 	For all employees: All persons employed at the Office may be asked to participate on office time in seminars that teach strategies for resisting and preventing sexual harassment. When and if offered, these seminars will be conducted by one or more experienced sexual harassment educators, including one instructor with work experience in the trades.

C. 	For all employees with supervisory authority over other employees and all employees working in a managerial capacity: All supervisory personnel may be asked or required to participate in an annual training sessions on sex discrimination. At least one third of each session should be devoted to education about workplace sexual harassment, including training (with demonstrative evidence) as to what types of remarks, behavior, and pictures will be tolerated in the Office workplace. Each participant will be informed that they are responsible for knowing the contents of the Office’s Sexual Harassment Policy and for giving similar presentations at safety meetings to employees.
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Procedure on Termination of Your Employment

Your employment with the Office is at will, which means that you may terminate your employment at any time, with or without notice, for any reason, and similarly, the Office can terminate your employment at any time, with or without notice, for any legal reason. No one other than your employer, personally, has the authority to alter this arrangement, to enter into an agreement for employment for a specified period of time, or to make any agreement contrary to this policy. Furthermore, any such agreement must be in writing and must be signed.

Your employment may be terminated through one of the following actions:

· Voluntary resignation;
· Retirement;
· Reduction in force;
· Reorganization of the Office (including, but not limited to, job elimination);
· Involuntary termination, with or without cause, with or without notice;
· Failure to return to work in a timely fashion after an absence;
· Failure to report for work without notice for three consecutive work days;
· Prolonged disability resulting in an inability to safely and satisfactorily perform all the essential functions of the job with or without reasonable accommodation; or
· Death.

If you wish to resign from the Office, you are requested to give at least two weeks advance notice, if possible. While advance notice is not required, it is appreciated. Upon notice of resignation, the Office may, at its discretion, pay you for all hours of work for which you are scheduled, up to the noticed date of termination or a period of two weeks from the date of notice, at the Office’s discretion, and excuse you from coming to work during that time.


ACKNOWLEDGMENT OF RECEIPT OF THIS
EMPLOYEE HANDBOOK

I acknowledge that I have been given a copy of the Employee Handbook. I understand that this Handbook summarizes Office personnel guidelines, and that it is furnished to me solely for my information. 

I further understand that the statements contained in the Handbook are not intended to create any contractual or other legal obligations and that my employment is “at-will” as explained in the Handbook. I also understand that the Office at any time may modify or rescind any of its policies, benefits, or practices described in the Handbook, except for its policy of at-will employment and those policies required by law.

I acknowledge that it is my responsibility to read and become familiar with the contents of the Handbook, and I agree to do so and to abide by it. In particular, I will or have read and will abide by the Office Policy on Sexual Harassment contained within the Handbook.

Dated: _____________



Signature:	____________________________________
Print name: 	____________________________________
Print Email: 	____________________________________


Note to the employee: The original of this form will go into your personnel file. A copy will be sent to you by the Office via mail, email, or provided to you after you sign this Acknowledgment.
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