
 

 

 

Copyright © 2009 • The Health Care Group, Inc. • All Rights Reserved.   

ii 

TABLE OF CONTENTS 
 

PAGE 

 
PREFACE ..................................................................................................................................................... I 
PART I ....................................................................................................................................................... III 
HOW TO USE THIS MANUAL ............................................................................................................. III 

WHY DEVELOP A PERSONNEL POLICY MANUAL? .................................................................................................. III 

PRACTICAL TIPS IN DRAFTING AND IMPLEMENTING THE MANUAL ........................................................................ III 

A WORD ABOUT ELECTRONIC MANUALS ................................................................................................................V 

GUIDELINES FOR USING THE TEMPLATE ................................................................................................................ VI 

COMPLIANCE WITH THE LAW .............................................................................................................................. XIII 

PART II........................................................................................................................................................ 1 
SECTION I – INTRODUCTION .............................................................................................................. 2 

ADMINISTRATION .................................................................................................................................................... 3 

COVERAGE .............................................................................................................................................................. 3 

PRINCIPLES OF CONDUCT ........................................................................................................................................ 3 

PRINCIPLES OF CONDUCT FOR ALL EMPLOYEES ..................................................................................................... 4 

DEFINITIONS ............................................................................................................................................................ 6 

SECTION II – PRACTICE POLICIES .................................................................................................... 8 
CHILDREN IN THE WORK PLACE ............................................................................................................................. 8 

CONFIDENTIALITY OF INFORMATION ....................................................................................................................... 8 

SECURITY OF PREMISES AND ACCESS CODES .......................................................................................................... 9 

INTERPERSONAL RELATIONS ................................................................................................................................... 9 

ANTI-NEPOTISM POLICY ....................................................................................................................................... 10 

LOYALTY .............................................................................................................................................................. 10 

POLICY PROHIBITING HARASSMENT AND DISCRIMINATION .................................................................................. 10 

PERIODIC MEDICAL EXAMINATION/SCREENING .................................................................................................... 12 

PROFESSIONAL CONDUCT AND APPEARANCE ........................................................................................................ 13 

SECTION III – WORKING HOURS ..................................................................................................... 14 
WORK HOURS ....................................................................................................................................................... 14 

BREAKS ................................................................................................................................................................. 15 

LUNCH BREAKS ..................................................................................................................................................... 15 

RECORD KEEPING.................................................................................................................................................. 15 

OVERTIME ............................................................................................................................................................. 16 

ATTENDANCE ........................................................................................................................................................ 17 



 

Copyright © 2009 • The Health Care Group, Inc. • All Rights Reserved.  
iii 

SECTION IV – COMPENSATION AND PERFORMANCE REVIEWS .......................................... 18 
PAY PERIOD .......................................................................................................................................................... 18 

PAY ADJUSTMENTS ............................................................................................................................................... 19 

PAYROLL TAXES AND OTHER WITHHOLDING ....................................................................................................... 19 

CONFIDENTIALITY OF PAYROLL ............................................................................................................................ 20 

LOST OR STOLEN PAYCHECKS ............................................................................................................................... 20 

PERFORMANCE EVALUATIONS – GENERAL ........................................................................................................... 21 

SECTION V – PERSONNEL FILE AND RECORD KEEPING ......................................................... 23 
PERSONNEL FILE AND RECORDS ............................................................................................................................ 23 

IMMIGRATION REFORM AND CONTROL ACT OF 1986 ............................................................................................ 23 

LEAVE OF ABSENCE .............................................................................................................................................. 24 

CHANGE OF EMPLOYEE STATUS ............................................................................................................................ 24 

LEAVE RECORDS ................................................................................................................................................... 25 

SECTION VI – EMPLOYEE CONTINUING EDUCATION .............................................................. 26 
TRAINING .............................................................................................................................................................. 26 

CONFERENCES AND PROFESSIONAL ASSOCIATION ................................................................................................ 26 

SEMINARS AND EDUCATIONAL EVENTS ................................................................................................................ 26 

EXPENSE REIMBURSEMENT ................................................................................................................................... 27 

SECTION VII – PERSONNEL ACTIONS ............................................................................................ 28 
PROMOTION – GENERAL ........................................................................................................................................ 28 

SEPARATION .......................................................................................................................................................... 28 

DISCIPLINARY ACTION .......................................................................................................................................... 30 

WILLFUL MISCONDUCT ......................................................................................................................................... 33 

EXIT INTERVIEWS .................................................................................................................................................. 33 

SECTION VIII – GRIEVANCES GENERALLY ................................................................................. 35 
GENERAL .............................................................................................................................................................. 35 

REPORTING OF PROBLEMS ..................................................................................................................................... 35 

SECTION IX – DRESS CODE ................................................................................................................ 36 
GUIDELINES .......................................................................................................................................................... 36 

SECTION X – PAID TIME OFF ............................................................................................................ 38 
OPTION ONE – PTO ........................................................................................................................................... 38 

GENERAL POLICY .................................................................................................................................................. 38 

PAID TIME OFF ("PTO") ........................................................................................................................................ 38 

HOLIDAYS ............................................................................................................................................................. 43 

WEATHER-RELATED ABSENCE ............................................................................................................................. 44 

REIMBURSEMENT POLICY ...................................................................................................................................... 44 



 

 

 

Copyright © 2009 • The Health Care Group, Inc. • All Rights Reserved.   

iv 

OPTION TWO – DESIGNATED LEAVE ........................................................................................................... 44 

GENERAL POLICY .................................................................................................................................................. 44 

VACATION LEAVE ................................................................................................................................................. 45 

SICK LEAVE .......................................................................................................................................................... 48 

[PERSONAL DAYS .................................................................................................................................................. 50 

MATERNITY LEAVE ............................................................................................................................................... 50 

HOLIDAYS ............................................................................................................................................................. 51 

DEATH OF A FAMILY MEMBER – BEREAVEMENT LEAVE ....................................................................................... 52 

MILITARY LEAVE .................................................................................................................................................. 52 

LEAVE OF ABSENCE .............................................................................................................................................. 53 

LEAVE FOR EMPLOYEE'S MEDICAL CONDITION [USE FOR PRACTICES NOT REQUIRED TO COMPLY WITH FMLA] . 53 

[FAMILY AND MEDICAL LEAVE -OPTION - FOR PRACTICES WHO MUST COMPLY WITH FMLA. ............................. 55 

[ALTERNATE PROVISION:  FAMILY AND MEDICAL LEAVE ..................................................................................... 56 

REINSTATEMENT RIGHTS ...................................................................................................................................... 59 

CIVIC DUTIES ........................................................................................................................................................ 59 

DISABILITY LEAVE ................................................................................................................................................ 60 

ABSENTEEISM ....................................................................................................................................................... 60 

SECTION XI – EMPLOYEE BENEFITS .............................................................................................. 62 
FIRST 90 DAYS OF EMPLOYMENT .......................................................................................................................... 62 

HEALTH INSURANCE ............................................................................................................................................. 62 

COBRA ................................................................................................................................................................ 64 

HIPAA .................................................................................................................................................................. 64 

RETIREMENT PLAN ................................................................................................................................................ 65 

GROUP TERM LIFE AND DISABILITY INSURANCE .................................................................................................. 65 

MALPRACTICE INSURANCE .................................................................................................................................... 65 

HEALTH INSURANCE PLANS .................................................................................................................................. 65 

[OPTION - LONG TERM DISABILITY PLAN ........................................................................................................... 66 

[OPTION - PROFIT SHARING PLAN ....................................................................................................................... 67 

[OPTION – 401(K) RETIREMENT SAVINGS PLAN .................................................................................................. 67 

[OPTION – CAFETERIA PLAN – FLEXIBLE BENEFITS ............................................................................................ 67 

SECTION XII – WORKPLACE ACCIDENTS AND HEALTH, SAFETY AND SECURITY ........ 70 
ACCIDENTS OR COMPLAINTS ................................................................................................................................. 70 

WORKERS' COMPENSATION ................................................................................................................................... 70 

HOUSEKEEPING ..................................................................................................................................................... 74 



 

Copyright © 2009 • The Health Care Group, Inc. • All Rights Reserved.  
v 

SECTION XIII – USE OF OFFICE FACILITIES AND PROPERTY ............................................... 75 
SMOKE-FREE, ALCOHOL-FREE AND DRUG-FREE OFFICE ENVIRONMENT ............................................................. 75 

NON-INTERFERENCE WITH BELIEFS ....................................................................................................................... 75 

PERSONAL USE OF OFFICE EQUIPMENT AND SUPPLIES .......................................................................................... 76 

MEDICAL PRACTICE CONFIDENTIALITY ................................................................................................................ 76 

COMPUTER HARDWARE AND SOFTWARE .............................................................................................................. 78 

SOFTWARE PIRACY/OFFICE TECHNOLOGY ............................................................................................................ 81 

E-MAIL AND OTHER TELEPHONIC COMMUNICATIONS ........................................................................................... 84 

WORK PLACE SEARCHES ....................................................................................................................................... 85 

NEW TECHNOLOGY ............................................................................................................................................... 86 

USE OF CELL PHONES, BLACKBERRIES, ETC. ........................................................................................................ 86 

SECTION XIV – MISCELLANEOUS ................................................................................................... 87 
OUTSIDE EMPLOYMENT ........................................................................................................................................ 87 

EMPLOYEE INFORMATION ..................................................................................................................................... 87 

AMENDMENT POLICIES .......................................................................................................................................... 88 

BINDING ARBITRATION ......................................................................................................................................... 88 

PART III .................................................................................................................................................... 89 
EXHIBITS ................................................................................................................................................. 90 

EXHIBIT A – MEMORANDUM ............................................................................................................................... 91 

EXHIBIT B-1 – LETTER OF ACKNOWLEDGEMENT – OPTION 1................................................................................ 92 

EXHIBIT B-2 – LETTER OF ACKNOWLEDGEMENT – OPTION 2................................................................................ 93 

EXHIBIT C – EMPLOYMENT APPLICATION FORM ................................................................................................ 94 

EXHIBIT D – EMPLOYEE CHANGE OF STATUS FORM ............................................................................................. 98 

EXHIBIT E – EMPLOYEE EVALUATION FORM ........................................................................................................ 99 

EXHIBIT F – REQUEST FOR LEAVE OF ABSENCE .................................................................................................. 101 

EXHIBIT G – HEALTH INSURANCE WAIVER ......................................................................................................... 102 

EXHIBIT H – NEW HIRE VERIFICATION DOCUMENTS .......................................................................................... 103 

EXHIBIT I – FEDERAL LAWS AFFECTING GROWING PRACTICES ........................................................................... 105 

EXHIBIT J – POLICY PROHIBITING HARASSMENT AND DISCRIMINATION .................................................................. 111 

EXHIBIT K – ACKNOWLEDGEMENT .................................................................................................................... 112 




