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TexSmiles Dental
Employee Handbook

This manual serves as a ready reference for doctors and employees.  It is a summary of personnel
policies, procedures and employee benefits.  It is designed to be a working guide for the administration
of a consistent and fair personnel program.  Please read it carefully and learn its contents.

The policies are intended to:

● Prevent misunderstandings that might arise from unwritten policies, inconsistently applied
policies, or lack of proper communications

● Eliminate the need to make hasty decisions in matters of personnel policies
● Assure uniformity and fairness throughout the practice
● Communicate to everyone within the employment relationship the rights and responsibilities of

all

The policies described are not an expressed or implied contract of employment between the employer
and the employees and do not in any way imply or create any rights, contractual or otherwise.  We
reserve the right to modify, suspend, rescind, interpret and administer any of the policies, procedures,
terms, conditions, and language of any or all parts of this manual deemed to be necessary for the safe,
efficient, and economic operation of the business.

This policy manual replaces all earlier policy manuals, and takes precedence over all memoranda and
oral descriptions of personnel policies, practices, and procedures.  You will be informed of any revisions
to these policies as they occur.  Please keep current with the changes by reading the most recent version
of the manual periodically.  The policy manual is located in a place where it is easily accessible to
everyone.  Please familiarize yourself with these policies, and sign a copy of the Employee
Acknowledgment Form found at the end of this document.

If you have any questions, please feel free to ask.

“AT-WILL” EMPLOYMENT

You are free to terminate your employment with the practice at any time, with or
without a reason, and the employer has the right to terminate your employment at
any time, with or without reason.  Therefore, employment with the practice is not for
a specified term and can be terminated “at-will” by either party.  This employment
policy includes all employees, including those presently employed by the practice.  No
employee or representative of the practice, other than its owner, has the authority to
enter into any agreement for employment for any specified period of time, or to
make any agreement contrary to the foregoing.

However, the “at-will” employment policy can be changed only by written
notification signed by the employer. To be binding, the specific terms or benefits of
any employment must be in writing and signed by the owner.
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RESPONSIBILITIES

Every employee is required to know and work in the standards of the Core Values stated below.  Each
employee will sign an Accountability Agreement, individualized to each position, that states that
employees will exhibit these core values while working at any TexSmiles Dental location.

TexSmiles Dental believes that the strength and future growth of the practice depends directly upon the
contributions made by every employee. We also know that high productivity and efficiency depend on
individual job satisfaction and happiness.

In our effort to implement fair and effective personnel policies, we pledge to:

● Hire people based on their qualifications and potential contributions to the practice
● Provide employees with avenues for addressing job-related concerns
● Recognize each employee as an individual and valuable member of the team
● Maintain safe and healthful working conditions
● Conduct performance reviews periodically, so employees will know where they stand regarding

their work performance and extend guidance and assistance as needed
● Provide a competitive compensation package based largely on industry standards in the

community and the quality of the employee’s work performance
● Welcome your input and suggestions

Your responsibilities are to:

● Be professional and honest in all business dealings on behalf of the practice
● Keep all business and proprietary information in strictest confidence
● Give a productive day’s work commensurate with your individual skills and abilities
● Be friendly and courteous to other employees and patients
● Adhere to office policies
● Address complaints or grievances through established channels

The practice assumes responsibility to:

● Schedule hours of work, and to make changes in the work schedule
● Change work assignments or job classifications as needed
● Change office policies as needed taking into consideration internal circumstances, competitive

forces, and economic conditions
● Dismiss, assign, supervise and discipline as necessary
● Decide and act whenever it is in the best interest of the practice and employees
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OUR PHILOSOPHY

Mission:

Our mission is to be the go-to dentist in Deer Park and surrounding
areas.  We will accomplish this through continuously delivering a “wow”

patient experience.
 

Vision:

Our vision is to have expertly trained doctors, a close-knit team, and a
growing business that supports all its employees.  

Core Values:

● Fantastic Guest Experience: We strive to “wow” every patient, every visit, every time.
● Accountability:  Failure will happen with an empowered team, but we take ownership and

come up with solutions.
● Hungry and Humbly Confident: Patients will feel not just our warmth, but also respect us as

health care professionals who take our job seriously. We are the experts.
● Always be improving: We will continue learning and looking for new ways to improve

ourselves and our practice.
● Have Each Other’s Backs: Serve the team before me.

It is understood and accepted as part of employment that employees will exhibit these core values and
work towards this vision.
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EMPLOYMENT PRACTICES

EQUAL EMPLOYMENT OPPORTUNITY

TexSmiles Dental is an Equal Opportunity Employer that does not discriminate on the basis of actual or
perceived race, creed, color, religion, alienage or national origin, ancestry, citizenship status, age,
disability or handicap, sex, marital status, veteran status, sexual orientation, genetic information, arrest
record, or any other characteristic protected by applicable federal, state or local laws. Our management
team is dedicated to this policy with respect to recruitment, hiring, placement, promotion, transfer,
training, compensation, benefits, employee activities and general treatment during employment.

Accommodations for Individuals with Disabilities: TexSmiles Dental will make reasonable
accommodations, as required by law, for the known physical or mental disabilities of an otherwise
qualified applicant or employee, unless doing so would impose an undue hardship upon TexSmiles
Dental's business operations.  An accommodation is not reasonable if, even with the accommodation,
the employee is unable to perform essential job duties in a manner that would not endanger the
employee's health or safety of the employee or others.

Any applicant or employee who believes they require an accommodation in order to perform the
essential functions of the job should contact the owner to request such an accommodation. Employees
should specify what accommodation they need to perform the job and submit supporting medical
documentation explaining the underlying physical or mental disability and the basis for the requested
accommodation.  We then will review and analyze the request, including engaging in an interactive
process with the employee or applicant, to identify if such an accommodation can be made.  We will
evaluate requested accommodations, and as appropriate identify other possible accommodations, if any.
The employee will be notified of our decision regarding the request within a reasonable period of time.
We will treat all medical information submitted as part of the accommodation process in a confidential
manner.

TexSmiles Dental will endeavor to accommodate the sincere religious beliefs of its employees to the
extent such accommodation does not pose an undue hardship on TexSmiles Dental's operations.  If
employees wish to request such an accommodation, they should contact the Owner.

Any employees with questions or concerns about equal employment opportunities in the workplace are
encouraged to bring these issues to the attention of the practice owner. TexSmiles Dental will not allow
any form of retaliation against individuals who raise issues of equal employment opportunity.  If
employees feel they have been subjected to any such retaliation, they should contact the practice owner.
To ensure our workplace is free of artificial barriers, violation of this policy, including any improper
retaliatory conduct, will lead to discipline, up to and including discharge.  All employees must cooperate
with all investigations.

UNIFORMS
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Dental assistants and hygienists are responsible for purchasing their own scrubs (preferably blue, gray, or
black).  You are responsible for laundering and maintaining your wash-and-wear uniforms - we do
provide laundry facilities on-site. We will launder all uniform items that fall in the category of “personal
protective equipment” as required by OSHA.

EMPLOYEE PERFORMANCE REVIEW

The evaluation of an employee’s job performance is an ongoing process, and may occur at varying
intervals, most likely monthly.

The performance review serves as a guide to evaluate progress, address areas for improvement, as well
as plan further training and establish and commit to future goals. The frequency of evaluations may vary
depending upon the length of service, job position, past performance, changes in job duties, or recurring
performance problems. After the review, you may be required to sign a performance evaluation report
simply to acknowledge that the items have been discussed with you and that you are aware of its
contents.

You may be required to attend specific educational and training sessions to improve your skills or
performance.
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POLICIES

ACCEPTING ENTERTAINMENT, GIFTS, FAVORS, AND GRATUITIES

No employee shall solicit or accept any gift, gratuity, favor, entertainment, reward, or any other item of
monetary value that might influence or appear to influence the judgment or conduct of the employee in
the performance of his/her job.  Employees can accept gifts or entertainment only in cases where the
gifts or entertainment are of nominal value, are customary in the industry, will not violate any laws, and
will not influence or appear to influence the employee’s judgment or conduct at his/her employer’s
business.

APPEARANCE

Employees are to look and appear professional at all times. That includes wearing neat, clean, and
tasteful clothing. The following are considered to be unacceptable (not a complete list): t-shirts, jogging
suits, sportswear, shorts, very short skirts or dresses, jumpsuits, sheer clothing, garments that are
unnecessarily revealing, slippers, sandals, tennis shoes, casual loafers or work boots, immoderate or
ungroomed hairstyles, rings, ornaments, tattoos, and ornamental piercing(s).

Close contact with patients necessitates meticulous attention to personal and oral hygiene. For example,
the smell of cigarette smoke or the eating of malodorous foods such as garlic and onions, may offend
patients and coworkers and is not allowed.

Any request for a deviation in the Appearance or Uniform Policy must be submitted in writing. However,
such requests are not likely to be approved if they cause any potential undue hardship to the business,
or do not meet the Safety or Uniform Policy requirements of the practice, or might infringe on other
employees’ rights.

Standard uniform for all clinical positions includes clean, non-wrinkled scrubs approved by the practice,
as well as closed-toe shoes.  Tattoos should be covered as much as possible.

Women

● Light jewelry is permitted. Unusual, large, or unprofessional jewelry is not
● It is preferred that hair be worn short or shoulder-length.
● If hair is longer, it is to be tied back in a neat manner so as not to interfere with the performance

of duties
● Nails are to be manicured and their length should not interfere with the execution of duties
● Make-up and perfume are to be kept to a minimum

Men

● Face to be shaved and/or mustaches, beards, and sideburns neatly trimmed
● Hair is to be clean, well trimmed, and well groomed
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ATTENDANCE AND PUNCTUALITY

Absenteeism—To ensure that our patients receive the proper treatment; we must have adequate staff to
handle the workload. Therefore, any unapproved absences from work regardless of the reasons are
unacceptable and constitute an unsatisfactory work record.  New employees who miss more than three
days of work within the orientation and training period will be subject to disciplinary action which could
include termination. Exceptions to this attendance policy would be the serious medical conditions that
are covered by the Family and Medical Leave Act. Other exceptions covered by federal and state
regulations may also apply.

Failure to notify the employer properly of any absence may result in loss of compensation and may be
grounds for disciplinary action (see Job Abandonment). Please call every day during an absence unless
otherwise agreed upon. If you are absent for three consecutive working days due to a personal illness or
disability, you may be required to provide documentation from your certified healthcare practitioner
stating your ability to return to work. Absences longer than one week are converted to a leave of
absence.

Tardiness—If you are unable to report to work or find that you will be more than 15 minutes late, please
notify the employer as far in advance as possible. In case of an unexpected absence, please notify the
employer at least one hour before your shift is scheduled to begin.

HEALTH AND SAFETY

The health and safety of employees and others on TexSmiles Dental property are of critical concern to
TexSmiles Dental. TexSmiles Dental intends to comply with all health and safety laws applicable to our
business. To this end, we must rely upon employees to ensure that work areas are kept safe and free of
hazardous conditions. Employees are required to be conscientious about workplace safety, including
proper operating methods, and recognize dangerous conditions or hazards. Any unsafe conditions or
potential hazards should be reported to management immediately, even if the problem appears to be
corrected. Any suspicion of a concealed danger present on TexSmiles Dental's premises, or in a product,
facility, piece of equipment, process or business practice for which TexSmiles Dental is responsible should
be brought to the attention of management immediately.

Periodically, TexSmiles Dental may issue rules and guidelines governing workplace safety and health.
TexSmiles Dental may also issue rules and guidelines regarding the handling and disposal of hazardous
substances and waste. All employees should familiarize themselves with these rules and guidelines, as
strict compliance will be expected.

Any workplace injury, accident, or illness must be reported to the employee's supervisor as soon as
possible, regardless of the severity of the injury or accident.

NON-HARASSMENT

It is TexSmiles Dental's policy to prohibit intentional and unintentional harassment of any individual by
another person on the basis of any protected classification including, but not limited to, race, color,
national origin, disability, religion, marital status, veteran status, sexual orientation or age. The purpose
of this policy is not to regulate our employees' personal morality, but to ensure that in the workplace, no
one harasses another individual.
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If the employee feels that he or she has been subjected to conduct which violates this policy, he or she
should immediately report the matter to the office manager.  If the employee is unable for any reason to
contact this person, or if the employee has not received a satisfactory response within five (5) business
days after reporting any incident of what the employee perceives to be harassment, the employee
should contact the owner.  Every report of perceived harassment will be fully investigated and corrective
action will be taken where appropriate.  All complaints will be kept confidential to the extent possible,
but confidentiality cannot be guaranteed.

In addition, TexSmiles Dental will not allow any form of retaliation against individuals who report
unwelcome conduct to management or who cooperate in the investigation of such reports in accordance
with this policy.  If the employee feels he or she has been subjected to any such retaliation, he or she
should report it in the same manner in which the employee would report a claim of perceived
harassment under this policy.  Violation of this policy including any improper retaliatory conduct will
result in disciplinary action, up to and including discharge. All employees must cooperate with all
investigations.

SEXUAL HARASSMENT

It is TexSmiles Dental's policy to prohibit harassment of any employee by any supervisor, employee,
customer or vendor on the basis of sex or gender. The purpose of this policy is not to regulate personal
morality within TexSmiles Dental. It is to ensure that all our employees are free from sexual harassment.

While it is not easy to define precisely what types of conduct could constitute sexual harassment,
examples of prohibited behavior include unwelcome sexual advances, requests for sexual favors,
obscene gestures, displaying sexually graphic magazines, calendars or posters, sending sexually explicit
e-mails, text messages and other verbal or physical conduct of a sexual nature, such as uninvited
touching of a sexual nature or sexually related comments. Depending upon the circumstances, improper
conduct also can include sexual joking, vulgar or offensive conversation or jokes, commenting about the
employee's physical appearance, conversation about one's own or someone else's sex life, or teasing or
other conduct directed toward a person because of their gender which is sufficiently severe or pervasive
to create an unprofessional and hostile working environment.

If the employees feel they have been subjected to conduct which violates this policy, they should
immediately report the matter to the owner.  Every report of perceived harassment will be fully
investigated and corrective action will be taken where appropriate.  All complaints will be kept
confidential to the extent possible, but confidentiality cannot be guaranteed.

In addition, TexSmiles Dental will not allow any form of retaliation against individuals who report
unwelcome conduct to management or who cooperate in the investigation of such reports in accordance
with this policy.  If the employees feel they have been subjected to any such retaliation, they should
report it in the same manner in which a claim of perceived harassment would be reported under this
policy.

Violation of this policy including any improper retaliatory conduct will result in disciplinary action, up to
and including discharge. All employees must cooperate with all investigations.

ANTI-HARASSMENT POLICY
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Sexual and other unlawful harassment is a violation of Title VII of the Civil Rights Act of 1964 (Title VII),
as amended. Harassment based on a characteristic protected by law, such as race, color, ancestry,
national origin, gender, sex, sexual orientation, gender identity, marital status, religion, age, disability,
veteran status, or other characteristic protected by state or federal law, is prohibited.

It is TexSmiles Dental’s policy to provide a work environment free of sexual and other harassment. To
that end, harassment of our employees by supervisors, coworkers, managers, independent contractors,
interns, customers, vendors, or other persons who are in the workplace or at TexSmiles Dental events is
absolutely prohibited. Further, any retaliation against an individual who has complained about sexual or
other harassment or retaliation against individuals for cooperating with an investigation of a harassment
complaint is similarly unlawful and will not be tolerated. TexSmiles Dental will take all steps necessary to
prevent and eliminate unlawful harassment.

Definition of Unlawful Harassment. “Unlawful harassment” is conduct that has the purpose or effect of
creating an intimidating, hostile, or offensive work environment; has the purpose or effect of
substantially and unreasonably interfering with an individual’s work performance; or otherwise adversely
affects an individual’s employment opportunities because of the individual’s membership in a protected
class.

Unlawful harassment includes, but is not limited to, epithets; slurs; jokes; pranks; innuendo; comments;
written or graphic material; stereotyping; or other threatening, hostile, or intimidating acts based on
race, color, ancestry, national origin, gender, sex, sexual orientation, marital status, religion, age,
disability, veteran status, or other characteristic protected by state or federal law.

Definition of Sexual Harassment.
While all forms of harassment are prohibited, special attention should be paid to sexual harassment.
“Sexual harassment” is generally defined under both state and federal law as unwelcome sexual
advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature where:

● Submission to or rejection of such conduct is made either explicitly or implicitly a term or
condition of any individual’s employment or as a basis for employment decisions; or

● Such conduct has the purpose or effect of unreasonably interfering with an individual’s work
performance or creating an intimidating, hostile, or offensive work environment.

Other sexually oriented conduct, whether intended or not, that is unwelcome and has the effect of
creating a work environment that is hostile, offensive, intimidating, or humiliating to workers may also
constitute sexual harassment.

While it is not possible to list all those additional circumstances that may constitute sexual harassment,
the following are some examples of conduct that, if unwelcome, may constitute sexual harassment
depending on the totality of the circumstances, including the severity of the conduct and its
pervasiveness:

● Unwanted sexual advances, whether they involve physical touching or not
● Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding one’s sex

life, comments about an individual’s body, comments about an individual’s sexual activity,
deficiencies, or prowess

11



● Displaying sexually suggestive objects, pictures, or cartoons
● Unwelcome leering, whistling, brushing up against the body, sexual gestures, or suggestive or

insulting comments
● Inquiries into one’s sexual experiences
● Discussion of one’s sexual activities

Sexual harassment does not need to be motivated by sexual desire to be unlawful or to violate this
policy. For example, hostile acts toward an employee because of his/her gender can amount to sexual
harassment, regardless of whether the treatment is motivated by sexual desire.

All employees should take special note that, as stated above, retaliation against an individual who has
complained about sexual harassment and retaliation against individuals for cooperating with an
investigation of sexual harassment complaint is unlawful and will not be tolerated at TexSmiles Dental.

COMPLAINT PROCEDURE

Any employee who believes he or she has been subject to or witnessed illegal discrimination, including
sexual or other forms of unlawful harassment, is requested and encouraged to make a complaint. You
may complain directly to your immediate supervisor, the office manager, the owner, or any other
member of management with whom you feel comfortable bringing such a complaint. Similarly, if you
observe acts of discrimination toward or harassment of another employee, you are requested and
encouraged to report this to one of the individuals listed above.

No reprisal, retaliation, or other adverse action will be taken against an employee for making a complaint
or report of discrimination or harassment or for assisting in the investigation of any such complaint or
report. Any suspected retaliation or intimidation should be reported immediately to one of the persons
identified above.

All complaints will be investigated promptly and, to the extent possible, with regard for confidentiality.

If the investigation confirms conduct contrary to this policy has occurred, TexSmiles Dental will take
immediate, appropriate, corrective action, including discipline, up to and including immediate
termination of employment.

PRACTICE PROPERTY OR EQUIPMENT

Property or equipment belonging to the practice may not be removed from the premises without
written approval. You will be responsible for the proper care and return of all property and equipment
assigned to your possession. Desks, lockers, computers or other storage devices, as well as any articles or
information found within them, may be inspected by the employer or authorized personnel at any time,
either with or without prior notice or consent.

REFERENCE REQUESTS
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All written, oral, or informal requests for information about employees or former employees are to be
referred to the practice owner.  Such requests usually involve employment information, personal and
business references, descriptions of job duties, etc. No employee may provide (either on or
off-the-record) any information regarding current or former employees to any non-employee. By
following this policy, we can ensure that the information released about an employee is accurate,
authorized, and representative of the practice’s position.

In responding to other employers’ requests for employment information about a former employee
without a signed release, the practice will provide only the individual’s start and end date of
employment, and title of position(s) held.  

In addition, employees and former employees are cautioned to be very careful about what they say
about other employees, the employer, and the practice when they are away from the workplace.

USE OF COMMUNICATIONS AND COMPUTER SYSTEMS

TexSmiles Dental's communication and computer systems are intended primarily for business purposes;
however limited personal usage is permitted if it does not hinder performance of job duties or violate
any other company policy. This includes the voice mail, e-mail and Internet systems. Users have no
legitimate expectation of privacy in regard to their use of TexSmiles Dental systems.

We may access the voice mail and e-mail systems and obtain the communications within the systems,
including past voice mail and e-mail messages, without notice to users of the system, in the ordinary
course of business when the company deems it appropriate to do so. The reasons for which the
company may obtain such access include, but are not limited to: maintaining the system; preventing or
investigating allegations of system abuse or misuse; assuring compliance with software copyright laws;
complying with legal and regulatory requests for information; and ensuring that company operations
continue appropriately during the employee's absence.

Further, we may review Internet usage to ensure that such use with company property, or
communications sent via the Internet using company property, are appropriate.  The reasons for which
we may review employees' use of the Internet with company property include, but are not limited to:
maintaining the system; preventing or investigating allegations of system abuse or misuse; assuring
compliance with software copyright laws; complying with legal and regulatory requests for information;
and ensuring that company operations continue appropriately during the employee's absence.

The employer may store electronic communications for a period of time after the communication is
created. From time to time, copies of communications may be deleted.

Our policies prohibiting harassment, in their entirety, apply to the use of company communication and
computer systems.  No one may use any communication or computer system in a manner that may be
construed by others as harassing or offensive based on race, national origin, sex, sexual orientation, age,
disability, religious beliefs or any other characteristic protected by federal, state or local law.

Further, since the company's communication and computer systems are intended for business use, all
employees, upon request, must inform management of any private access codes or passwords.
Unauthorized duplication of copyrighted computer software violates the law and is strictly prohibited.
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No employee may access, or attempt to obtain access to, another employee's computer systems without
appropriate authorization.

Violators of this policy may be subject to disciplinary action, up to and including discharge.

PERSONAL TELEPHONE, CELL PHONE AND CAMERA PHONE USE

TexSmiles Dental's cell phone policy offers general guidelines for using personal and company cell
phones during work hours.

The purpose of this policy is to help us all get the most out of the advantages cell phones offer our
company while minimizing distractions, accidents, and frustrations improper cell phone use can cause.

This policy applies to all employees.

The following are our basic guidelines for proper employee cell phone use during work hours.

● Do not use cell phones while on-the-clock, except during an immediate emergency.
● Cell phones should not be used when they could pose a security or safety risk, or when they

distract from work tasks
● Do not use cell phones for surfing the internet or gaming during work hours.
● Do not use work phones for personal tasks.
● Do not use cell phones to record confidential information.
● Do not take video or photos without explicit written consent by the patient or guardian when

applicable.

Disciplinary Action: Improper use of cell phones may result in disciplinary action, up to and including
termination.   Cell phone usage for illegal or dangerous activity, for purposes of harassment, or in ways
that violate the company confidentiality policy may result in immediate employee termination.

OFFICE SECURITY

The employer takes no responsibility for employees’ personal belongings that are lost, damaged, stolen
or destroyed. Some employees are provided with a desk or a locker for their use during work. Prohibited
materials, including weapons, alcohol, illegal drugs, illegally-prescribed drugs or medications, etc. may
not be placed in a desk or locker.

Do not make duplicate office keys. Please notify the employer immediately if your key is lost.

No outside agency, inspector, visitor, inquirer, salesperson, or ex-employee may enter the treatment
rooms or office from the reception room without permission.

WORKPLACE SURVEILLANCE POLICY

In order to promote the safety of employees and company visitors, as well as the security of its facilities,
TexSmiles Dental may conduct video surveillance of any portion of its premises at any time, the only
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exception being private areas of restrooms, and that video cameras may be positioned in appropriate
places within and around TexSmiles Dental offices and used in order to help promote the safety and
security of people and property.

There should be no expectation of privacy in the workplace except in private areas such as restrooms,
showers and dressing areas.

WORKPLACE VIOLENCE

TexSmiles Dental is strongly committed to providing a safe workplace. The purpose of this policy is to
minimize the risk of personal injury to employees and damage to company and/or personal property.

We do not expect employees to become experts in psychology or to physically subdue a threatening or
violent individual. Indeed, we specifically discourage employees from engaging in any physical
confrontation with a violent or potentially violent individual. However, we do expect and encourage
employees to exercise reasonable judgment in identifying potentially dangerous situations.

Experts in the mental health profession state that prior to engaging in acts of violence, troubled
individuals often exhibit one or more of the following behaviors or signs: over-resentment, anger and
hostility; extreme agitation; making ominous threats such as bad things will happen to a particular
person, or a catastrophic event will occur; sudden and significant decline in work performance;
irresponsible, irrational, intimidating, aggressive or otherwise inappropriate behavior; reacting to
questions with an antagonistic or overtly negative attitude; discussing weapons and their use, and/or
brandishing weapons in the workplace; overreacting or reacting harshly to changes in company policies
and procedures; personality conflicts with co-workers; obsession or preoccupation with a co-worker or
supervisor; attempts to sabotage the work or equipment of a co-worker; blaming others for mistakes and
circumstances; or demonstrating a propensity to behave and react irrationally.

Prohibited Conduct: Threats, threatening language or any other acts of aggression or violence made
toward or by any TexSmiles Dental employee WILL NOT BE TOLERATED. For purposes of this policy, a
threat includes any verbal or physical harassment or abuse, any attempt at intimidating or instilling fear
in others, menacing gestures, flashing of weapons, stalking or any other hostile, aggressive, injurious or
destructive action undertaken for the purpose of domination or intimidation.

Procedures for Reporting a Threat: All potentially dangerous situations, including threats by co-workers,
should be reported immediately to any member of management with whom the employee feels
comfortable. Reports of threats may be maintained confidential to the extent maintaining confidentiality
does not impede the company’s ability to investigate and respond to the complaints. All threats will be
promptly investigated. All employees must cooperate with all investigations. No employee will be
subjected to retaliation, intimidation or disciplinary action as a result of reporting a threat in good faith
under this policy.

If TexSmiles Dental determines, after an appropriate good faith investigation, that someone has violated
this policy, we will take swift and appropriate corrective action.

If the employee is the recipient of a threat made by an outside party, that employee should follow the
steps detailed in this section. It is important for TexSmiles Dental to be aware of any potential danger in
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its offices. Indeed, TexSmiles Dental wants to take effective measures to protect everyone from the
threat of a violent act by employees or by anyone else.

JOB ABANDONMENT

If you are absent from work without providing proper notification we will consider you to have resigned.
If you request time off that is denied and take time off anyway, or if you fail to return from an approved
absence on the agreed upon date, or if you walk off the job during your shift, the absence is considered
to be job abandonment and will be treated as a voluntary resignation.

Exceptions may be made to this policy if extenuating circumstances existed that resulted in your inability
to properly notify us of your absence.
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WAGES AND SALARIES

SALARY ADMINISTRATION

TexSmiles Dental will maintain a salary administration program that:

● Allows for differences in individual ability, knowledge, and skill
● Provides incentive to encourage each individual to strive for improved performance

Pay Schedule:  You will be provided information regarding the payday schedule. Wages are paid
according to the designated schedule unless you are notified in advance of a change.

If a payday falls on a day we are closed, you will be paid on the last workday immediately preceding the
closure.

Please review your paycheck for errors. If you find a mistake, report it immediately, so it can be
corrected.  To prevent misunderstandings later, any discrepancies must be reported within 30 days after
receiving the check, or we will assume that no error has occurred.

Hours of Work: You will find your work-days and hours on the posted schedule. You are responsible for
reading the schedule and being available for work when required.  The workdays and hours may be
increased or decreased in response to the needs of the practice.

Office requirements, due to unexpected emergencies and changes in planned procedures, occasionally
make it necessary to work beyond the scheduled work hours.  When overtime is required, you will be
notified as much in advance as possible.  The employer reserves the right to assign employees to jobs
other than their usual assignments when required.

Salary Adjustments: Wages are reviewed periodically. Wage adjustments are discretionary and based on
performance, increased skills, and the individual’s contributions to the welfare and profitability of the
practice.

ATTENDANCE RECORDS

All Employees are responsible, individually, for recording their time when:

● Reporting for work
● Leaving for lunch
● Returning from lunch
● Leaving at the end of the day

Whether on card or computer, your attendance records are used as a means of recording hours worked
and calculating pay.  They record regular hours worked, meal periods, overtime, absences, and paid time
off, etc. Attendance records are legal documentation of hours worked and must not be destroyed,
falsified, defaced or removed from the premises.  All non-exempt employees, whether salaried or hourly,
must complete and sign a weekly time record reflecting actual hours worked each day.  Any mistakes or
omissions on the attendance record are to be reported immediately to the employer, who then will make
the necessary corrections.  Do not permit another employee to enter your time for you.  Likewise, do not
register another employee’s time even if requested to do so.
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If you have to leave the premises for any reason during the regular work period, be sure to get
permission and record the time on your attendance record.

Do not sign in or start work earlier than 5 minutes before your normal starting time or sign out or stop
work later than 5 minutes after your normal quitting time unless overtime has been approved in
advance. This will give you a ten-minute “window” within which to check in or out without incurring
overtime. Employees are not permitted to work on their own initiative before or after scheduled working
hours or during unpaid meal periods or paid rest breaks unless granted written permission from a
manager.  

Time off for which you expect to be paid must be entered on your attendance record during the pay
period in which it occurred.

OVERTIME PAY

TexSmiles Dental defines the workweek as Monday through Sunday.

Overtime rate will be calculated at the rate of one and one-half times the hourly employee’s regular
hourly rate of pay on time worked in excess of 40 hours in a workweek.  Overtime is based on hours
worked, not hours paid, so benefit hours off work (vacation, sick time, holiday) are not considered for
calculating overtime.

Exempt employees are not required to be paid overtime pay.

Overtime is to be authorized in advance.  Employees are not permitted to work more than their regularly
scheduled hours without prior approval and may not work on their own initiative before or after
scheduled working hours or during unpaid meal periods or breaks. Violation of this policy may result in
disciplinary action, up to and including discharge.

WHAT CONSTITUTES TIME WORKED

From your actual commencement of duties until the end of your workday, except for time spent at lunch
or dinner, constitutes time worked. Getting ready and clean-up time, employee meetings in the
beginning or during the day are also time worked. Arriving early, leaving late, or preliminary time spent
in attending to personal matters such as grooming, changing clothes (unless required by the nature of
the job), are not considered time worked. Do not sign in until you are ready to go to work. Likewise, do
not work after you have signed off on the attendance record or computer time clock. For purposes of
calculating overtime, time worked does not include paid time off.

WHEN THE DOCTOR IS AWAY

When the doctor is away from the office and therefore not seeing patients, it provides the employees an
opportunity to complete unfinished tasks.  Check with the doctor or the office manager, no later than
the day before, to determine if your presence is required while the doctor is gone.  For example, the
clinical employees may be asked to take the time off and the administrative employees to come to work
to answer the phone and get caught up, etc.  If your presence is not required at the office, you may, with
approval:

● Take time off without pay
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● Take time off and use paid time off you have earned but not used.  Please indicate on your
attendance record if you would like to use PTO hours.

INCLEMENT WEATHER AND INACTIVE TIME PAY

This policy establishes guidelines during periods of extreme weather conditions, emergencies or special
circumstances.

Unless an emergency closing is announced, all employees are expected to report to work. However, all
employees are urged to use their own discretion in deciding whether they can commute safely to work.

If the weather or other emergency conditions prevent employees from reporting to work or arriving on
time, you are required to notify the office manager no later than 7:00 a.m. on that day.

When unable to report to work because of weather conditions, or if inactive time is necessitated, the
time off may be without pay (exceptions may be made at the employer’s discretion). If the time off is
without pay, hourly paid employees have the option of using any paid time off they have earned.
Salaried employees may, at the employer’s discretion, be paid for hours not worked due to inclement
weather or other inactive time.

COMPENSATORY TIME OFF (COMP TIME)

Comp Time is receiving time off in-lieu-of overtime payments when overtime is worked and it is not
permitted.

CONTINUING EDUCATION AND TRAINING

You will be compensated for time spent in employer-mandated and documented lectures, meetings or
training programs as required by federal and/or state law.

Expense reimbursement for the continuing education event that has been agreed upon will be
determined at the employer’s discretion and in accordance with state and federal minimum wage laws.

● Types of expenses to be considered may include:
● Travel (mileage, airfare, etc.)
● Meals
● Accommodations
● Tuition
● Supplies

Instead of a dollar-for-dollar reimbursement, you may be allowed a per-diem amount to cover daily
expenses.

Within 30-days of the course completion, please submit the following for reimbursement of the agreed
upon expenses:

● Evidence of completion of the course
● Copies of receipts for incurred expenses

Copies of certificates and units earned will be maintained in your personnel file.
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You will be compensated wages for applicable travel time to and from Employer mandated and
documented lectures, meetings or training programs as required by federal and/or state law.

DIFFERENT CAPACITY WORK RATE

Non-exempt employees may be paid a separate straight-time rate of pay for dissimilar types of work
performed during the same workweek, which may include team meetings, training, and continuing
education. Traveling to or attending a seminar or workshop are considered dissimilar types of work than
the work conducted during a normal workday. The time may therefore be paid at a different rate from
your regular rate of pay while attending such seminars or workshops.

RECERTIFICATION

For the purposes of recertification, any continuing education requirement must be managed (planned
and scheduled) by you. Please arrange to attend courses during the hours you are not scheduled to
work.

Upon completion of recertification, please provide us with a copy of the renewed license. TexSmiles
Dental assumes no responsibility for employees who become delinquent in the number of units needed
for recertification and who, consequently, lose their license.
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EMPLOYEE BENEFITS

EMPLOYEE CLASSIFICATION

For purposes of employee benefits eligibility, employees are classified according to specific terms and
definitions. However, all employees, including new employees, are “at-will” employees. The employee
classifications are:

New Employees—employees who are employed for less than ninety (90) calendar days are considered
new employees. This initial time of employment is considered the orientation and training period. The
duration of the orientation and training period can be extended at the employer’s discretion.

New employees do not earn nor are they eligible for benefits during the orientation and training period.
Upon satisfactory completion of the orientation and training period, they are:

● Considered potentially qualified
● Reclassified as a regular or temporary employee
● Enrolled to participate in applicable benefit plan(s)
● Informed of the above

Regular Full-Time Employees—employees who are paid either a salary or an hourly rate and who
regularly work 36 hours within a workweek.  Under special conditions (illness, etc.) a regular full-time
employee may work fewer hours in a week for up to three (3) months without losing regular full-time
status. With mutual consent between employer and employee, this time may be extended.

Regular Part-Time Employees—employees who work less than the number of hours regularly worked by
full-time employees are considered regular part-time employees.

Temporary Full-Time Employees—employees whose service is intended to be of limited duration and
who work the same number of weekly hours worked by regular full-time employees are considered
temporary full-time employees. Temporary full-time employees are not eligible for benefits.

Temporary Part-Time Employees—employees whose service is intended to be of limited duration and
who normally work fewer hours than those worked by regular full-time employees. Temporary part-time
employees are not eligible for benefits.

Exempt Employees—employees who are exempt from the minimum wage and overtime provisions of
the Fair Labor Standards Act (FLSA) as amended and/or applicable state law are considered exempt
employees. Such employees include employees who qualify as an exempt executive, administrative,
professional employees, outside sales persons, and computer programmer/analysts.

Non-Exempt Employees—employees who are not exempt from the minimum wage, overtime and
timecard provisions of the FLSA and/or applicable state law are considered non-exempt employees.

Change in Employee Status—A change in status may result by a decision made by the employer or by an
employee having regularly worked the number of hours worked by employees in another status.

Employees who change from part-time to full-time status receive new employee status and are subject
to all policies pertaining to new employees (see above). For example, if full-time employees earn a one
week paid vacation after one year of service, and three weeks after five years, the former part-time
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employee must complete one year of full-time service before earning a one week vacation, and five
years before earning three weeks of paid vacation.

At the employer’s discretion, employees who change from part-time status to full-time status may
receive a 50% service credit for years previously worked as a part-time employee. For example, a
part-time employee who has worked for the practice 4 years would receive a service credit of 2 years.

PERSONAL TIME OFF (PTO)

TexSmiles Dental will grant PTO on the basis of hours worked and tenureship with the company.  You will
be eligible to start accumulation and usage on the 366th day of employment.

● Earning Method: Fixed, earned throughout the year in pay periods.
● Base rate: up to 40 hours per year.

Upon the 2nd anniversary of employment, employees will earn up to 80 hours per year of PTO.

Employees have a carryover limit of 40 hours, and are allowed to accumulate a maximum balance of
Eighty (80) hours of PTO at any time.

A personal time off request form must be filled out thirty(30) days prior to your last day of work and
require a manager’s approval. TexSmiles Dental will attempt to have employees stagger planned time off
in an effort to avoid affecting production. Therefore granting of time off requests will be solely at the
discretion of management, the manager or area supervisor who will make every effort to accommodate
each employee.

PTO may be taken at any time the employee is eligible with the following provisions:
● Employees are expected to take their paid personal time as a means of rest and diversion for

themselves and their families.
● If two or more employees request the same time off, the employer reserves the right to approve

time off requests based on employee seniority as defined by length of employment.
● A paid company holiday that falls during the personal time off period will be considered as a paid

holiday and not personal time off.
● Accrued PTO time will not be paid as excess wages.

Pay for PTO will be at the employee’s regular rate of pay.  Paid PTO will not be considered as time worked
for the purpose of computing overtime for hourly employees.  Any remaining accrued PTO hours will be
paid at the employee’s termination.

You may be required to take time off while the doctor is on vacation.

If you fail to return from personal time off on the scheduled date, the failure to return will be considered
job abandonment and treated as a voluntary termination.

SICK TIME / SICK LEAVE

At this time, TexSmiles Dental does not pay employees for sick leave. However, we will observe federal
COVID-related sick leave regulations.
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If a sudden illness makes it impossible for an employee to request sick leave before the workday begins,
the employee shall notify the office manager no later than THREE HOURS before the start of the
workday. If an employee is too ill to place the call, have a relative or other responsible individual make
the call. Failure to follow this procedure will void the claim for paid sick leave and can be grounds for
disciplinary action up to and including termination.

At the employer’s discretion, you may be required to bring a certified healthcare practitioner’s certificate
verifying the medical reason for your absence, when you are absent for less than three days. If you are
absent due to illness for more than three day, you will need to bring a certified healthcare practitioner’s
certificate verifying the reason for your absence. The note should also state that you are able to perform
your regular work assignment and state if there are any restrictions pertaining to your duties or the
number of hours you can work.

Medical Leave of Absence:  If you are unable to return to work within six working days, you may be put
on a leave of absence.

Employees who know in advance that they will be absent for health reasons must give advance notice,
including the probable start date and duration of the absence. A healthcare provider’s statement must
be submitted in writing verifying the reason for the disability and the leave’s beginning and expected
ending dates.

During a leave of absence because of illness, you are to notify the employer daily of progress unless
otherwise agreed upon.

The medical leave of absence is without pay.  You do not accrue seniority or PTO while on a leave of
absence.

If you take a leave because of a personal serious health condition, you must provide a note from your
physician verifying that you are able to return to work and can assume your regular work duties. The
letter must also state if there are any restrictions pertaining to duties or the number of hours you can
work.

Unless applicable state or local laws require otherwise, reinstatement cannot be guaranteed to any
employee returning from medical leave. We will endeavor to place employees returning from leave in
their former position or in a position comparable in status and pay, subject to budgetary restrictions, the
company’s need to fill vacancies, and the ability to find qualified temporary replacements.

Accepting outside or supplemental employment while on a leave will result in the employee’s
discharge, unless written permission has been given to you by the owner dentist.

Your employment with the practice may end if any of the following occurs:

● When not returning to work on the scheduled day of return
● When the purpose for requesting the leave was misrepresented
● When the request for a leave of absence is denied and you take time off anyway
● When, for business and economic reasons, the job is not available

Notice of an Employee’s return to work after a medical leave of absence must be given in advance so
that scheduling adjustments can be made.
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HOLIDAYS

At certain times of the year, we will observe holidays and, therefore, we will be closed. To offset any loss
of wages, these observed holiday closures will be paid, as outlined below.

Regular Full-Time Employees—after successful completion of the orientation and training period, you
are eligible for paid holidays.

Regular Part-Time Employees—after successful completion of the orientation and training period, you
are eligible for paid holidays. The days below will be observed as paid holidays:

Holidays Observed
New Year’s Day January 1
Memorial Day Last Monday in May
Independence Day July 4
Labor Day First Monday in September
Thanksgiving Day Fourth Thursday in November
Christmas Eve Day December 24

These holidays will only be paid when they fall on a day you are regularly scheduled to work and the
office is closed. In some cases, we may choose to substitute a different day for the actual holiday if it falls
on a day we wouldn’t normally work, in which case, that day will become the paid holiday.

To be eligible for holiday pay, you must:

● Normally be scheduled to work on the day the holiday is observed and the office is closed
● Work on the last regularly scheduled workday before the holiday and the next regularly

scheduled workday following the holiday, unless you are on a pre-approved absence or are using
available paid sick leave

● Not be on a leave of absence

Holiday pay is equivalent to the hours worked in your regular workday. Therefore, if you would have
worked 8 hours on the day the holiday is observed, your holiday pay will be 8 hours. Paid holidays are
not counted as hours worked for overtime calculation purposes.

If you choose to use any available paid time off during a period when a holiday is observed, the day will
still count as a paid holiday. Your paid time off balance will not be reduced for the paid holiday.

RETIREMENT PLAN

At this time, a retirement plan package is under development.

MEDICAL BENEFITS

Medical benefits are administered by Gusto, and you will be eligible after you have completed 90 days of
employment. TexSmiles Dental will pay the employer’s portion of the base plan offered for only those
who are employed - costs associated with any dependents, spouses, supplemental coverage, and higher
than base level plans will be your personal responsibility.
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DENTAL BENEFITS

Specified regular employees will receive the following dental benefits with the provisions outlined
below.  Dental benefits cover the type of general dentistry that is normally performed within the
practice.  Dentists who are specialists (i.e. Orthodontists, Periodontists, etc.) may, upon request, make
exceptions on an individual employee basis.

Regular Full-Time and Part-Time Employees—after completing 3 months of uninterrupted employment,
regular full-time and part-time employees receive a 50 percent courtesy discount off of the office fee on
dental treatment excluding lab fees for themselves. If you have existing dental insurance, your
copayment and deductible paid will always be equal to or less than 50% of the total office fee for your
treatment.

Before receiving treatment employees have to complete a comprehensive health history as well as
commit to taking full responsibility to pay for the treatment that is not covered by the 50% courtesy
offered by the employer.

Treatment may be scheduled during regular working hours, possibly to fill for a no-show or short-notice
cancellation, or outside working hours at the employer’s discretion.  If dental treatment is scheduled
during regular working hours, the time involved is not considered work time and employees are to sign
out for attendance purposes and sign back in when returning to work.

If employment is terminated for any reason, you will owe the balance and arrange for payment on the
same basis as any other patient with an outstanding balance.  If needed, continuation of treatment will
be charged at the regular rate.

HEPATITIS B VACCINATION

Hepatitis B vaccination is made available to employees who are reasonably expected to be in contact
with blood (or its products) in the performance of their duties.  The vaccination is made available within
10 days of the initial assignment to employees who have not already been vaccinated.  The employer will
pay the immunization expense.  Employees who decline to have the vaccination will be asked to sign a
formal statement of declination but may later change their mind.

BREASTFEEDING AND EXPRESSING MILK RIGHTS

We support our female employees’ right to breastfeed and/or express milk.  If our female employees
choose to do so during work hours, they may use a private area for this purpose up to one year after the
birth of a child.  Reasonable unpaid time for breaks will be provided each day to be used for
breastfeeding or expressing milk. Break times must be mutually agreed upon by the employer and
employee.  This is intended to allow employees who are new mothers to return to work more easily and
to create goodwill and a more productive atmosphere. The employer reserves the right to modify or
rescind the accommodation if it creates an undue hardship on the business.

NOTE: Applies to employers with between 15 and 49 employees
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MEAL PERIOD

You will be scheduled for an unpaid meal period of at least 30- minutes after no more than five hours of
work.  An employee may not work through a mandatory meal period or be allowed to shorten the work
day by a corresponding period of time.  There are two exceptions: 1) You may (with the employer’s
permission) voluntarily agree to waive the right to a meal period, provided the work day is no more than
six hours; 2) A paid working meal period may be permitted if the nature of the work does not permit you
to be released from duty and you have entered into a written agreement with the employer for a
working paid “on duty meal period”.

JURY DUTY

When called to serve on jury duty, you are to submit a copy of the summons to the employer or your
manager immediately.  You are also required to submit certification from the court listing the actual days
of service.

If you are called to serve on jury duty, you will be given a Leave of Absence.  All employees will be paid
their regular wages, less the amount paid by the court, while on jury duty.  Please submit a copy of the
compensation received from the jury service for our payroll records.

If you are released before the end of the workday, you are to return to work for the balance of the day.

WORKERS’ COMPENSATION

Employees are covered by workers’ compensation insurance for work-related injuries or occupational
diseases.  TexSmiles Dental pays the cost of this insurance.

Workers’ compensation benefits provide medical, surgical, and hospital treatment, in addition to
payment for loss of earnings that result from work-related injuries. Benefits include:

● Cash benefits for both impairment and disability (disability payments cover certain physical
problems, while impairment benefits cover disability and loss of wages)

● Medical benefits within the legislated limits
● Rehabilitation benefits, including both medical rehabilitation and vocational training for cases

involving severe disabilities
● Compensation paid to an injured worker is decided by a rate set by law-usually a percentage of a

regular weekly wage with a fixed maximum and minimum amount, subject to a total maximum
limitation figure

● Compensation payments typically begin from the first day of an employee’s hospitalization or
after the third day following the injury if an employee is not hospitalized

Reporting Injuries: If you are injured while working, notify the employer immediately and fill out the
Accident Report Form, regardless of how minor the injury may be. Failure to report an accident can
result in a violation of legal requirements, and can lead to difficulties in processing benefit and insurance
claims. The practice will not pay for any medical treatment given before the employer was made aware
of the injury.

Serious injuries or illnesses involving time off or work-related deaths must be reported to the branch of
the government responsible for workers’ compensation. The employer will file injury reports with the
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insurance carrier within five days after the injury occurs. Check the posted information for the name of
the insurance carrier and the expiration date of the present insurance coverage.

Our insurer regularly reviews and audits medical claims for indications of fraud. Persons who willfully
make false statements or conceal material facts to obtain disability benefits may be punished by both
imprisonment and fines. The employer does not discriminate or retaliate against employees who have
filed legitimate workers’ compensation claims.

Disclaimer Notice: The employer or the insurance carrier may not be liable for the payment of any
workers’ compensation benefits for any injury that arises out of an employee’s voluntary participation in
any off-duty recreational, social, or athletic activity that is not part of the employee’s work-related
duties.

ALCOHOL AND DRUG ABUSE

Being under the influence of any drug or alcoholic beverage on the job poses a serious risk to employees’
and patients’ health and safety.  Therefore, employees are strictly prohibited from the illicit use,
possession, sale, conveyance, distribution, or manufacture of illegal drugs, intoxicants, or controlled
substances.  Illegal activity and substance abuse, both on and off the job, can lead to termination.

In addition, employees are strictly prohibited from the abuse of alcohol and prescription drugs. Legally
prescribed medications are only permitted within the practice to the extent that the uses of such
medications do not adversely affect your job performance, your safety or that of others.  If you are using
a drug or a medically prescribed medication that is known or advertised as possibly affecting or
impairing judgment, coordination, or other senses or which may adversely affect the ability to perform
work in a safe and productive manner, it is your responsibility to advise the doctor of this fact before
reporting to work.

Drug and Alcohol Testing: If there is reasonable cause to suspect that you are under the influence of any
illegal or non-prescribed drugs, you will be required to immediately submit to a medical examination
and/or to submit to urine, blood, saliva, breath, and/or hair testing for drugs or alcohol.  The reasonable
cause may be related to appearance, behavior, speech, excessive absenteeism, frequent accidents,
declining performance, and situations involving safety, security, or accidents.  Reasonable cause may also
involve retesting workers who have completed or are in a rehabilitation program.  Employee acceptance
of medical examinations and testing is a condition of employment.  Therefore, refusal to submit to a
drug or alcohol test will be considered equivalent to a confirmed “positive” test and will result in
immediate disciplinary action which may include discharge.

Inspections to Administer and Enforce Policy: In order to promote a safe, productive, and efficient
workplace, the employer reserves the right to inspect any articles and property in the employees’
possession.  The inspection may include lockers, desks, boxes, packages, lunch boxes, containers, and any
other object on practice property.

Notification of Criminal Charges: Any employee charged with alleged use or possession of drugs or
convicted of a criminal drug statute must notify the employer in writing within five calendar days.  Any
violation of this Alcohol and Drug policy will result in adverse employment action up to and including
dismissal and referral for criminal prosecution.
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Employee Assistance: Employees with substance abuse problems are urged to seek help.  Alcoholics
Anonymous (AA) and Narcotics Anonymous (NA) provide information and support. Local chapters are
listed in the telephone directory.

EMPLOYEE RELATIONS

NON DISCLOSURE

The practice makes available to each employee certain confidential information, including but not
limited to patients’ names, treatment histories, medical records, addresses, communications, files, bills
and payment records; as well as office forms, manuals, etc.  These items are of substantial value, highly
confidential, and constitute the professional and trade secrets of the employer.  They are provided and
disclosed to the employee solely for use in connection with the employment.

In adherence with HIPAA regulations and this confidential and non-disclosure policy, each employee
shall:

● Regard and preserve the information as highly confidential and the trade secrets of the
employer.  Such information is not to be discussed away from the premises or within hearing
distance of any patient or unauthorized person.

● Not disclose, nor permit to be disclosed, any of the information to any person or entity.
● Not photocopy or duplicate, and shall not permit any person to photocopy or duplicate, any of

the information without employer’s consent and approval.
● Not make use of the information for their own benefit or the benefit of any person or entity

other than the employer.
● Not continue to keep any information after termination of employment.

Employees are not to release personal information regarding present or former employees, that is,
phone number, address, etc., without the employee’s specific and prior approval in writing.

Employees handling confidential information, including personnel files, are responsible for its security
and extreme care is to be exercised to ensure that it is safeguarded to protect the practice, each
employee, the suppliers, the patients, and the employer. Any employee who violates this confidentiality
and disclosure policy is subject to disciplinary action up to and including discharge, and possible legal
action.

Although not intended to discourage employee’s creativity, any system, idea, or communication
developed during your employment with the practice is the property of the practice and remains so even
after termination.

PERSONNEL RECORDS

The employer must keep certain personnel records in order to comply with legislated record keeping and
reporting requirements. These records are confidential and only available to authorized personnel.
Employees who access their own or co-worker’s confidential employee files without authorization will be
disciplined.
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Security and Confidentiality—the physical safety and privacy of personnel records must be secured at all
times. Physical safeguards include locked files and/or special computer access codes. Entry to the files is
strictly limited to authorized personnel only on a need-to-know basis.

Inspection of Records—employees and past employees may inspect and copy certain documents in their
personnel files. These inspections are limited to no more than twice in a 12-month period. A request for
an appointment to review the file with the practice administrator present must be submitted in writing.

The following types of records are available for review:

● Employment applications and personnel action forms (including those for promotions, salary
changes, and job title changes).

● Form I-9 and other documents related to employment eligibility and identity.
● Form W-4 and related tax withholding information.
● Time cards and attendance records.
● Performance reviews.
● Awards and commendations.
● Accident reports.
● Records regarding workplace exposures to toxic substances and any related medical information

in the employer’s possession.
● Warnings, reprimands, and other documents related to disciplinary actions (excluding

documents prepared in connection with ongoing investigations).
● Any reported problems or concerns reported by the employee.
● Medical records.  (At employer’s discretion, medical records may be released to the employee’s

physician rather than to the employee.  See below for information on excluded medical
documents.)

● Workers’ compensation information relevant to the current employer including claims, injury
reports, and medical reports.

● Benefit enrollment and election forms, including designation of beneficiary forms.
● Emergency contact information.

The following types of documents are not accessible to employees:

● Pre-employment reference information, including letters, notes, and information provided by
prior employers or from other relevant sources (information gained from public records will be
made available to the employee).

● Medical records that the employee can obtain from his or her healthcare provider.
● Records relating to ongoing investigations of policy violations, prohibited conduct, or criminal

offenses.
● Documents developed or prepared for use in grievance or court procedures.

NOTE: Documents will be retained in accordance with the requirements of federal and state law.

An employee can request copies of any documents that the employee previously had provided to the
employer or that had previously been provided to the employee. An employee can add a statement to
qualify or counter information in their personnel files. The statement must be factual and directly
relevant to the employee’s performance or employment qualifications.

A third party may subpoena employment records from a current or former employer. If employment
records are subpoenaed, the employee must be notified and has the right to object to production of the
records.
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PERSONAL DATA CHANGES

Employees are requested to help keep their records up-to-date by informing the employer of any
changes in personal information. So that we can keep the records updated, please report any of the
following changes when they occur:

● Name
● Home address
● Telephone numbers
● Number of dependents (a new Form W-4 must be completed for income tax withholding

purposes within 10 days of the change if the change results in a decrease in the number of
dependents)

● Marital status
● Education (courses completed and other training or skills acquired)
● Military status (if appropriate)
● Physical or other limitations
● Beneficiary designations for insurance, disability, pension, and profit sharing plans
● Person(s) to notify in case of an emergency

PROBLEM RESOLUTION PROCEDURE

The purpose of a resolution procedure is to ensure fair and equitable treatment for all employees.

We are eager to learn of any condition that may be causing problems for you on the job. Such conditions
cannot be corrected unless you make them known. A problem may involve work conditions, policies,
alleged discrimination, harassment, or anything else that prevents a fair and productive work
environment.

You are encouraged to use the following procedure so a problem can be addressed and resolved as soon
as possible. Please state the situation as clearly as possible, preferably in writing, within ten working days
after you become aware of the situation. Any complaints of harassment must be reported immediately
to either the office manager or the owner, who will then follow through according to the harassment
policy described earlier in this manual.

Step 1. The Office Manager

(If not applicable, go to step 2)
● The office manager checks the circumstances and provides a solution to the problem within five

working days
● In the event you are not satisfied that the problem has been resolved—proceed with Step 2

Step 2. The Employer

● The employee brings the situation to the attention of the owner in writing within ten working
days

● The owner investigates the circumstances and returns a decision within five working days
● The owner’s decision on a given issue does not set precedence for future decisions areas.
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RESPONSIBILITY AND CONDUCT

Certain standards of personal integrity and human behavior are an integral part of good character and
respect for the rights of others. Unprofessional conduct disrupts the orderly flow of business, hurts
morale, and lessens the quality of patient care. As we explained elsewhere in this handbook,
employment with the practice is at the mutual consent of the employee and the employer, and
employment may be discontinued at-will, at any time, by either the employee or the employer, with or
without cause or advance notice. Although we do not exercise a formal system of discipline, an
employee may, at the employer’s discretion, be given a warning and the opportunity to correct a
problem before discharge. The employer reserves the right to take any disciplinary action as deemed
appropriate.

Identifying every type of conduct or performance considered unprofessional is impossible.  However, we
note again the four Core Values to use as guidance--fantastic guest experience, always be improving,
hungry and humbly confident, have each other’s backs. In addition, we provide the following examples
of conduct and performance problems that could result in disciplinary action, including discharge:

1. Unexcused or repeated absences or tardiness

2. Unauthorized personal telephone calls or attending to personal affairs during work hours

3. Misuse of electronic e-mail or internet communications system

4. Working unauthorized overtime

5. Destruction or negligent abuse of office property

6. Refusal to work scheduled or emergency overtime

7. Posting, removing, or tampering with posted notices without permission

8. Leaving premises during working hours without authorization

9. The use of any equipment owned by the practice for personal reasons without permission

10. Mishandling, misappropriation, or unauthorized removal or possession of the funds or property of the
employer or other employees

11. The use of any practice-owned equipment, including computers without permission

12. Personal behavior outside the office which could be harmful to the reputation of the practice

13. Inability to establish rapport with the employer, other employees or patients

14. Unsatisfactory work performance and/or attitude

15. Violation of any employer policy, including policies described in this manual, as revised from time to
time

16. Improper disclosure of confidential information or adherence to all HIPAA requirements, including
information contained in employee records

17. Falsifying or destroying any records, including timekeeping records

18. Reporting to work or working while under the influence of alcohol or illegal drugs
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19. Possession of alcohol or illegal drugs while on duty or on the employer’s premises

20. Illegal activity and substance abuse, both on and off the job

21. Disloyalty, insubordination, misconduct, and/or engaging in rude or discourteous conduct

22. Refusing to accept a reasonable and proper assignment

23. Recording information or tampering with another employee’s attendance record

24. Falsifying, making inaccurate entries, or omitting requested information on the employment
application form or other company records

25. The employer’s good faith belief that employee has knowingly given false statement(s)

26. Dishonesty, theft or fraud

27. Non-compliance with acts and rules of the State Board of Examiners

28. The possession of firearms within the practice

29. Failure to use assigned safety equipment or failure to abide by safety rules and policies

30. Creating or contributing to unsanitary conditions

31. Refusal to treat a patient without employer’s permission

32. Sexual harassment, religious harassment, or other unlawful harassment of another person

33. Establishing a competing business during the employment or engaging in work that creates a conflict
of interest in the opinion of the employer

34. Refusal to sign the Performance Review form or other required employment-related documents

35. Discussing work-related issues within hearing distance of patients

36. Failure to report to work without providing adequate notice as described elsewhere in this handbook

37. Accessing their own or co-worker’s confidential employee files without authorization

38. Abusive or bullying behavior towards others

SEPARATION FROM EMPLOYMENT

Employees serve “at-will” and those who quit, are discharged, or fail to respond to a recall; will be
regarded as separated from employment.

Separations are classified as either voluntary or involuntary and will be processed in accordance with
the separation policies and procedures that follow.

Voluntary: A voluntary separation is a resignation initiated by the employee. We realize that
occasionally an employee resigns to pursue other interests. Although you may resign at-will, at any time,
with or without cause or advance notice, you are requested to provide at least two weeks’ advance
notice, in writing.
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Although an employee may give several weeks’ notice, the employer may find it inefficient, disruptive or
undesirable to permit the employee to work for the period specified and reserves the right to accelerate
the effective date of the resignation. In-lieu-of-notice pay may be awarded at the employer’s discretion.

Unauthorized Leave: If you request time off that is denied, and take the time off anyway, that time off
will be considered job abandonment and treated as a voluntary termination.

Involuntary: A permanent separation initiated by the employer for any reason, i.e. lack of work, inability
to perform satisfactorily the duties of the position, reorganization and/or relocation, unprofessional
conduct, practice being sold, etc.  

The above items are not intended to show all the possibilities that might result in involuntary release
from employment.

RETURN OF PROPERTY

If you quit, any property belonging to the practice must be returned on or before your last day of work.
If your employment is terminated, any property belonging to the practice must be returned immediately.
Items may include uniforms, keys, manuals, equipment, etc.  Your cooperation is appreciated.  We
reserve the right to take any legal action necessary to ensure our property is returned.
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Acknowledgement of Receipt of Manual

(Please tear this sheet off of the packet and return to Employer.)

I have received the handbook (Version of 6/2021), and I understand that it is my responsibility
to read and comply with the policies contained in this handbook and any revisions made to it.

___________________________________

Printed Name

___________________________________

Signature

___________________________________

Date
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