EMPLOYEE HANDBOOK OF
PERSONNEL POLICIES AND BENEFITS
FOR THE OFFICE OF
FOOT CARE ASSOCIATES, P.C.

Welcome to Foot Care Associates, P.C. We are glad to have you on our team. At FCA we believe that our employees are our most valuable assets. In fact, we attribute our success as a company in significant part to our ability to recruit, hire, and maintain a happy and productive work force. We hope that during the time of your employment with FCA, you will become a productive and successful member of the FCA team.

We are in the people business. Foot Care Associates has an uncompromising commitment to place the patient first. This principle guides the formulation and evaluation of all procedures and conduct, whether administrative or clinical.

Our goal is to provide professional medical service of the highest quality for patients while maintaining an environment that fosters the professional and personal growth of the individual staff member. To achieve such goals and personal growth of the individual staff member, it is necessary to work as a team with each member accepting a fair share of the workload through individual dependability, integrity, responsibility and pride in accomplishment. Each job is important; a productive, cooperative atmosphere is beneficial to the employees as well as to the patients.

Remember to be kind, sympathetic, and understanding with all patients, no matter how trying the circumstances may be. People who are ill or uncomfortable are under added stress and may be depressed or unable to respond with good humor. It is also important to be alert to potential problems that may result from patient dissatisfaction. The Doctor(s) should be informed of such situations without delay. The rare abusive patient should also be reported immediately to the Doctor.

This employee handbook describes, in summary form, the personnel policies and procedures that govern the employment relationship between Foot Care Associates and its employees. The policies stated in this handbook are subject to change at any time at the sole discretion of the Company. The handbook supersedes any prior handbooks or written policies of the Company that are inconsistent with its provision. You may receive updated information concerning changes in policy from time to time, and those updates should be kept with your copy of the handbook. If you have any questions about any of the provisions in the handbook, please ask Dr. Guiliana.



EQUAL OPPORTUNITY EMPLOYER

This Equal Employment Opportunity Policy reaffirms the policy and commitment of Foot Care Associates to providing equal employment opportunities for all employees and job applicants. The company endorses and will follow our EEO Policy in implementing all employment practices, policies, and procedures.

Foot Care associates will recruit, hire, train, and promote persons in all job titles without regard to race, color, religion, national origin, sex, age or physical or mental disability (except where the disability prevents the individual from being able to perform the essential functions of the job and cannot be reasonably accommodated in full compliance with the law). The company will make employment decisions so as to further the principle of equal employment opportunity. FCA will ensure that promotion decisions are in accord with principles of equal employment opportunity by imposing only valid nondiscriminatory requirements for promotional opportunities. The company will also ensure that all personnel decisions and actions, including, but not limited to compensation, benefits, promotions, layoffs, returns from layoff, and termination, will be administered without regard to race, color, religion, sex, age, national origin, or disability.

All employees are expected to comply with our Equal Employment Opportunity Policy. 
 

HARASSMENT

It is the policy of Foot Care Associates to provide an environment free from sexual and sex-based harassment. It is against the policy of the Company for any employee, whether a manager, supervisor, or co-worker to sexually harass another employee. Sexual harassment or sex-based harassment occurs when the unwelcome physical conduct of a sexual nature becomes a condition of an employee's continued employment, affects other employment decisions regarding the employees, or creates an intimidation, hostile, or offensive working environment.

Sexual and sex-based harassment may include:
1. Requests for sexual favors;

2. Unwanted physical contact, including touching, pinching, or brushing the body;

3. Verbal harassment, such as sexual innuendoes, suggestive comments, jokes of a sexual nature, sexual propositions, and threats;

4. Non-verbal conduct, such as displays of sexually suggestive objects or pictures, leering, whistling, or obscene gestures, and

5. Acts of physical aggression, intimidation, hostility, threats, or unequal treatment based on sex (even if not sexual in nature). 

In providing a productive working environment, FCA believes that its employees should be able to enjoy a workplace free from all forms of discrimination, including harassment on the basis of race, color, religion, gender, national origin, age, and disability. It is FCA policy to provide an environment free from such harassment.

It is against the policy of the Company for any employee, whether a manager, supervisor, or coworker, to harass another employee. Prohibited harassment occurs when verbal, or physical conduct that defames or shows hostility toward an individual because of his or her race, color, religion, gender, national origin, age or disability, or that of' the individual's relatives, friends, or associates, creates or is intended to create an intimidating, hostile, or offensive working environment interferes or is intended to interfere with an individual's work performance; or otherwise adversely affects an individual's employment opportunities.


Any employee who believes he or she has been sexually harassed or discriminated or harassed because of ones race, color, religion, gender, national origin, age, or disability, should report the conduct immediately to Dr. Guiliana. If the complaint should be directed toward Dr. Guiliana, Dr. Mullen should be advised.  

A thorough and impartial investigation of all complaints will be conducted in a timely and. confidential manner. Any employee of the Company who has been found, after appropriate investigation, to have sexually harassed, discriminated or harassed another employee because of ones race, color, religion, gender, national origin, age, or disability or another employee will be subject to disciplinary action up to and including termination. Please refer to your signed copy of the Sexual Harassment Policy for Further review. 
GENERAL DESCRIPTION OF FOOT CARE ASSOCIATES, PC.

Foot Care Associates is a full service, state- of- the- art Podiatric facility. Our Board Certified physicians specialize in the treatment of all foot and ankle conditions by medical as well as surgical means.  Adults as well as children of all ages are welcome.  

The following is a partial list of disorders that we treat:

· Foot deformities (bunions, hammer toes, etc)

· Corns and calluses

· Heel problems

· Fractures and other trauma

· All skin and nail conditions (fungal nails, athletes foot, warts) 

· Pediatric conditions (intoe/outoe)

· Diabetic foot conditions

· Sprains and strains

· Many others

Our practice is dedicated to providing quality healthcare. Our 3500 square foot facility is equipped with whirlpools, X-ray capability certified by the State Department of Environmental Protection, and a full service store, Foot Care Solutions, which carries a wide variety of foot health products.  

We participate with many HMOs as well as Medicare.    

EMPLOYMENT STATUS

Foot Care Associates, P.C. maintains standard definitions of employment and classifies employees in accordance with these definitions:

6. Full-time: Employment in an established position requiring 40 hours or more of work per week. 
7. Part-time: Employment in an established position requiring less than 40 hours of work per week. Normally a part-time schedule, such as portions of days or weeks, will be established. Participation in benefits programs for part time employees is limited to:

· Participation in paid company-observed official holidays. 

· Eligibility for worker's compensation benefits.

8. Temporary: Employment in a job established for a specific purpose, for a specific period of time, or for the duration of a specific project or group of assignments. Participation in benefits programs for temporary employees is limited to eligibility for worker's compensation. 

All employees, regardless of employment status, are subject to all Company rules and procedures. All employees are required to document their work hours via a time clock located in the file room. Falsification/alteration of this document is an offense that may result in termination. 


TRAINING PERIOD
All employees of Foot Care Associates are employed on an orientation basis until they have completed the first 90 days of their employment. This 90 days period is designed to determine whether the employee is suited to the job and capable of satisfactorily performing the work assigned. Mentorship will be performed by Lynn Rosequist for all floor personnel and by Rose Ann Villano for all administrative staff.  

After you have been employed for 90 days, you will be evaluated and informed on your progress by your mentor. A satisfactory rating upon completion of the 90-day orientation period will qualify you as a regular employee. An unsatisfactory rating at any time during the orientation period may result in your immediate termination.


EMPLOYEE RECORD

Personnel records are maintained on every employee with FCA and are kept by management in a secure location. The information is kept up-to-date. Employees are expected to provide management with precise and current information regarding any changes.

Applications for employment, resumes, status report forms, performance appraisals, current job descriptions and other information directly related to employment decisions and job performances are kept in employee personnel files. 


Inspection of personnel files must be conducted in the presence of the management. Files are not to be removed from the office. The employee, with the permission of management, may obtain copies of any material from the employment file.

 
CONFIDENTIAL INFORMATION

Confidential information is defined as privileged information found in a patient's medical records and personal and work-related information in an employee's personal record.

All information relating to a patient's care, treatment, or condition as determined by conversation with the patient's medical record, constitutes confidential information. Employees should never discuss a patient's medical condition with other personnel, friends, or families. Disclosure of a patient's presence in the clinic or medical department also could indicate the nature of the patient's illness and therefore, should not be released without prior authorization.

Any unauthorized disclosure by employees could render FCA liable for damages on grounds of defamation or invasion of privacy.

Any employee who violates the confidentiality of medical information is subject to serious disciplinary action, including termination.

During the course of employment, an employee will acquire information that is confidential. Employees should not discuss outside the facilities or talk over with other employees these bits of information. Even casual conversation with other employees may be overheard and, thereby, violate the right of privacy of others. There is to be no discussion of confidential information except as professionally required. All information should be considered confidential.

Do not give personal opinions to others regarding patients' conditions and/or treatment. If you are requested by someone for confidential information, you should tell them that all information is confidential and if they need information, they can discuss it with the doctor in charge.

If confidential information is released without permission, an employee is subject to dismissal. 

Please refer to your FCA HIPAA Policy handbooks for further information regarding confidentiality. Dr. Mullen serves as FCA Compliance Officer and should be contacted regarding information as well as potential breeches of confidentiality and patient privacy.
GENERAL RULES AND REGULATIONS

We believe that our employees are and will continue to be good citizens, both in the community and on their jobs, and that they ordinarily will not engage in acts contrary to the best interest of themselves, other employees, or patients. However, in instances in which employees do engage in conduct contrary to these interests, they will receive discipline appropriate for such misconduct. The degree of discipline in each case, up to and including discharge, will be determined by the severity of the situation involved.

Unacceptable Activities

Generally speaking, we expect each person to act in a mature and responsible way at all times. However, to avoid any possible confusion, some of the more obvious unacceptable activities are noted below. Your avoidance of these activities will be to your benefit as well as the benefit of Foot Care Associates. If you should have any questions concerning any work or safety rule or any of the unacceptable activities listed, please see Dr. Guiliana for an explanation. Occurrences of any of the following violations, because of their seriousness, may result in immediate dismissal, without warning.

· Willful violation of any FCA rule. 
· Any deliberate action that is extreme in nature and is obviously detrimental to FCA efforts to operate profitably. 
· Willful violation of security or safety rules or failure to observe safety rules or FCA safety practices. 
· Negligence or any careless action which endangers the life or safety of another person. 
· Being intoxicated or under the influence of controlled substance drugs while at work.
· Use or possession or sale of controlled substance drugs in any quantity while on FCA premises, except medications prescribed by a physician which does not impair work performance. 
· Unauthorized possession of dangerous or illegal firearms, weapons or explosives on FCA property or while on duty. 
· Engaging in criminal conduct or acts of violence, or making threats of violence toward anyone on FCA premises or when representing FCA.
· Fighting or provoking a fight on FCA property, or negligent damage of property.
· Insubordination or refusing to obey instructions properly issued by management pertaining to your work; 
· Consistent and inexcusable refusal to help out on a special assignment. 
· Threatening, intimidating or coercing fellow employees on or off FCA premises - at any time, for any purpose. 
· Engaging in an act of sabotage; willfully or with gross negligence causing the destruction or damage of company property, or the property of fellow employees, patients, suppliers or visitors in any manner. 
· Theft of FCA property or the property of fellow employees; unauthorized possession or removal of any company property, including documents and charts, from the premises without prior permission from management; 
· Unauthorized use of company equipment or property for personal reasons.
· Dishonesty; willful falsification or misrepresentation on your application for employment or other work records; lying about sick or personal leave; falsifying reason for a leave of absence or other data requested by FCA.
· Alteration of FCA records or other documents. 
· Giving confidential or proprietary FCA information to competitors or other organizations or to unauthorized FCA employees without permission from management.
· Breach of confidentiality of personnel information or conscious and repetitive violation of HIPAA guidelines.
· Malicious gossip and/or spreading of rumors.
· Engaging in behavior designed to create discord and lack of harmony; interfering with another employee on the job; willfully restricting work output or encouraging others to do the same. 
· Immoral conduct or indecency on FCA property. 
· Conducting a lottery or gambling on FCA premises without consent of management.
Unsatisfactory or careless work or failure to meet production or quality standards as explained to you by the management and annual employee reviews.
· Consistent mistakes due to carelessness despite necessary instruction and training. 
· Any act of harassment, sexual, racial or other; telling sexist or racial-type jokes; making racial or ethnic slurs. 
· Unauthorized leaving of work before the end of a workday or not being ready to work at the start of a workday without approval of your manager.
· Excessive use of company telephone for personal calls.
· Smoking within FCA premises. This should be limited to outside only.
· Creating or contributing to unsanitary conditions. 
· Posting or removing or altering notices on any bulletin board on company property without permission.
· Obscene or abusive language toward any manager, employee or patient; indifference or rudeness towards a patient or fellow employee; any disorderly/antagonistic conduct on company premises.
· Failure to immediately report damage to, or an accident involving FCA equipment. 
· Soliciting during working hours and/or in working areas without authorization; selling merchandise or collecting funds of any kind for charities or others without authorization during business hours. 
· Failure to maintain a neat and clean appearance in terms of the standards established by FCA; any departure from accepted conventional modes of dress or personal grooming; wearing improper or unsafe clothing. 

Occurrences of any of the following activities, as well as violations of any FCA rules or policies, may be subject to disciplinary action, including possible immediate dismissal. This list is not all-inclusive and, notwithstanding this list, all employees remain employed "at will."

If during the course of your employment a performance problem is detected, your supervisor will discuss the problem with you and offer any appropriate assistance needed to remedy the situation. If the performance problem continues, the normal steps of disciplinary action by the Company will be oral warning, written warning, and termination of employment. Employees also may receive a five-day suspension in appropriate circumstances as a final disciplinary action prior to termination. If you have successfully completed your training period but revert to the problem that warranted the probation, you may be subject to termination without repeating the foregoing steps of disciplinary action. Furthermore, if you engage in misconduct deemed serious enough by the Company, in it's sole discretion, you may be subject to immediate suspension and/or termination without administration of the sequential steps of discipline.
 
Parking and Access to Premises

Parking is permitted only in the “upper” parking lot to allow patients closer and easier access to the building.


HOURS OF WORK POLICY

FCA patient care hours are as follows:

                     Hackettstown Office                    Washington Office

Monday:       8:30-12:30   1:30pm -7:00pm

Tuesday:      8:30-1:00

Wednesday: 8:30-1:00                                                   8:30- 11:45     1:30-6:00pm (Wednesdays only)    

Thursday:     8:30-11:45   1:00pm-7:00pm

Friday:          8:30-1:00

 
Patient demands or emergencies occasionally may require some employees to work outside of these hours. An employee's cooperation in meeting such challenges is considered when evaluating job performance. No employee is permitted to work overtime without prior approval of management.
Employees who are eligible and work overtime receive compensation at the rate of one and one-half times the straight-time hourly rate of pay applicable to the position. This compensation is paid at the end of each pay period.

All employees are required to take a one-hour lunch period. 


Time Record

Employees are required to keep an accurate record of hours worked via time cards. This record is your responsibility. Any absences from the office should be explained.


An accurate paycheck depends on an accurate time card, and an accurate time card depends on the individual employee. Establish the habit of clocking in no earlier than 15 minutes prior to your shift.


 
Pay Periods

The pay period is Monday through Friday. Your salary is computed on weekly basis. Paychecks are issued every Monday. 


Lost Paycheck

Employees are responsible for their paychecks after they have been issued. Checks lost or otherwise missing should be reported to the office manager so that a "stop payment" order may be initiated and a replacement issued. The employee may be responsible for the stop payment charge. Employees are expected to cash paychecks on their personal time.

PERSONAL DAYS/ SICK DAYS

Vacation/Personal days/ Sick Days

After you have been employed with FCA for one year, you are entitled to one week personal vacation time (based on hours). Gradual increases in this time may be rewarded for outstanding performance during annual employee reviews. 


Vacation time may be taken at any time during the calendar year with the written approval of management. Management will make every effort to permit the employee to take vacation at the requested time. However, management must provide for adequate staffing levels and employees should cooperate when scheduling vacation leave. Requests should be made as far in advance as possible in order to help guarantee time off. FCA makes no distinction between personal days, vacation days, and sick days. 

If a conflict occurs when scheduling vacation leave within a department, management will have discretion to prohibit vacation at that particular time. If the employee does not use the allocated hours by the end of the calendar year, they will not be entitled to roll them over into the following year.  


Basis for Paid Vacations/Sick Days: 

The basis of paid personal time is made by hours, not work days. 


Holidays

 The office is closed on the following days:
· New Year's Day 
· Memorial Day
· Independence Day
· Labor Day
Thanksgiving Day
· Christmas Day 



 
 
 
 Request for Time Off 

All time off shall be requested in writing on forms provided by management. Time off must be pre-approved, dated and returned to the requesting employee. 
 

Common courtesy would dictate that advance notice be given in the event that another employee, who has requested the same time off could be considered for that specified time. Otherwise, a 24+hour notice is required. This may be done by telephone and followed with the required form in writing.

NON-SMOKING ENVIRONMENT

FCA is designated as a non-smoking work environment. Smoking is not permitted anywhere within the building.

PERSONAL APPEARANCE

Employees in a medical office are health professionals and are expected to look and act professionally. Employees should be clean and well groomed at all times and dress in a manner appropriate for their job.

Uniforms will be provided to all floor personnel.

Leisure time clothes such as shorts, jeans, jogging suits or see-through clothes are not considered appropriate professional apparel.

Patients' confidence in the medical office is significantly enhanced by good physical hygiene demonstrated by employees. Personal cleanliness and care of hair, fingernails, hands, and body odor are particularly noticeable. Should management call a personal hygiene problem to your attention, please recognize the matter in a spirit of constructive criticism.

PERSONAL PHONE CALLS

FCA understands and accepts certain personal phone calls. Calls to arrange transportation, checks on safety or well being of immediate family and other important outgoing calls can be made. They should be local calls and must be made at a time when they do not interfere with your work. Long distance calls should be made only with prior approval of management. All phone calls should be as brief and as infrequent as possible. Avoid having people call you at work particularly pertaining to social activities. 

Remember, do not tie up the phone lines for too long as there are important calls coming in from patients and doctors. Any consistent breech of this policy will be discussed at your annual employee review and may adversely affect your review.

FOOD AND DRINK

Eating is limited to the file area only.

Drinks are allowed at workstations but containers must be removed daily and are not allowed to accumulate

HOUSEKEEPING

We are proud of our office and further take pride in keeping it clean and neat. Quality patient care demands an extra measure of cleanliness. While it may not be your responsibility to clean the entire facility, we certainly do expect your participation in caring for the area in which you work.

We expect drawers, cabinets, and storage areas to be neatly arranged. This helps in controlling quantities of supplies being stored, and expedites re-ordering procedures. Desk tops and work counters should be kept uncluttered and completely cleaned off at the end of the day. Anything left on the floor should also be picked up and put away at the end of the day.

Patient care areas are the most essential. Any time you see anything in those areas that needs to picked up, wiped off, or cleaned, please help by getting it done as quickly as possible. After all, we are all working towards the same goals. You are also expected to participate in keeping the eating area in proper order. This includes disposing of food and/or containers in the refrigerator. 


 

 
LEAVE OF ABSENCE WITHOUT PAY
A leave of absence without pay for proper cause may be granted by FCA, provided it does not seriously affect operations and/or the quality of care provided to patients. A request for leave of absence must be presented to the office manager in writing. A leave of absence must not exceed ninety (90) days. Vacation, sick, and personal time will not be affected by granted leave of absence without pay. Examples of this would be maternity leave as well as jury duty.


OTHER ABSENCES

Other absences will be considered on an individual basis. Any employee who has used all vacation and personal time must apply in writing for leave of absence or for any time off' without pay. Any prolonged illness or other absences that are going to keep the individual from working for an extended period of time must be approved if that employee desires to return to work.

MATERNITY LEAVE

Maternity leave will begin and end on the basis of an employee's physician's written statement regarding her ability to work. 

It is the policy of this practice to grant a maternity leave of absence without pay to an employee whenever practical to do so, in order to continue the employee's employment relationship with the practice during the period of pregnancy and recovery from childbirth. An employee on a maternity leave of absence may not accept other employment. Any employee will be reinstated to her former or equal position when returning from leave.

BEREAVEMENT LEAVE

Bereavement leave will be granted to employees in the event of absence necessitated by the death of a family member. In the event of the death of an employee's spouse, child, parent, or sibling, the employee will be granted three days off work with pay. In the even of the death of an employee's grandparent, father or mother-in-law, or son or daughter-in-law, the employee will be granted one day off work with pay. Personal days or vacation days may be used if additional time off is needed.

SALARY INCREASES

FCA pays equitable salaries based on the responsibilities of the position and employee performance. Salary increases are administered on the basis of merit and your employer's evaluation of your job performance. Salaries are routinely “benchmarked” against other practices in our geographical area and are consistently maintained above normal. 

Each January, a cost of living adjustment will be provided following the one year anniversary of the employee. Management reserves the right to rescind this policy at any time.  
JOB PERFORMANCE APPRAISAL

One of the most frustrating employment experiences is working under conditions in which job performance information is not provided. Generally, an employee cannot be expected to improve specific areas without adequate guidelines. One of the aims of our practice is to see that you are kept advised of how well you are doing or which areas are in need of improved performance. When you are doing an outstanding job, you deserve recognition for it.

During the time of your training period, your mentor will discuss the various aspects of your performance that will be assessed. Included are factors such as attitude, cooperativeness, learning ability, initiative, and the quality as well as quantity of work performed. These discussions are based on the premise that people respond when they know clearly what is expected of them and how they are performing.

In addition to day-to-day communication, management will meet with you at least once a year, after your initial training period, to conduct a formal Performance Appraisal. During this conference, we will review your performance, and you will have an opportunity to discuss any and all aspects of your work. This is also the time to discuss any professional goals you would like to accomplish in the year ahead.

GRIEVANCE PROCEDURE

It is the policy of this practice to insure that employees receive fair and equitable treatment, to provide employees with an easy, accessible procedure for expressing dissatisfaction, and to foster sound employer/employee relations through good communications in the ultimate reconciliation of work- related problems. Should an employee feel that their has a grievance unable to be resolved informally, these steps should be followed:

9. The employee should request a hearing in writing within ten days, stating the specific reasons(s) why they feel the grievance is justified. The request must be received by management within ten days of the incident resulting in the grievance.

10. Management will have ten days to prepare and return to the employee a written explanation of how and why the incident was justified.

11. If the employee is not satisfied with the response from management, the employee will then have ten days to file a written grievance report to Dr. Guiliana.
12. Drs. Guiliana, Mullen and Nesheiwat will have ten days to respond in writing to the grievance report indicating how the matter should be settled.

13. If not satisfied, the employee has ten days to answer the doctors settlement by submitting a formal written request to the doctors for a hearing. The hearing must be scheduled within the following ten day period.

14. The doctors will hear the grievance without prejudice and have five days to issue their ruling. The doctor’s decision after the hearing shall be final. 

A grievance procedure does not apply to the following issues unless the grievance alleges discrimination or process violation.
· Termination at will.

· Rate of pay.

· Employee benefits.

· Position classification.

· Actions caused by reductions in work force or reduction in operating revenues (practice income).

· Non-selection for promotion when the sole basis for the grievance is the employee's allegation that they are better qualified than the person selected. 



TERMINATION
If any time after an employee's training period it is necessary for us to terminate your employment, you will be given one weeks notice or severance pay to compensate you for one week of employment. If you decide that you must end your employment here, we ask you also to recognize that there were obligations on both sides. As a talented person who fills a real need at this practice, you will not be easy to replace, especially after several years of employment. While we recognize that there are many good reasons for leaving your job, we are going to miss you. It would be helpful if we could get someone to replace you before you leave, and perhaps even have the benefit of you training your replacement for a short while. Please give a two-week, or more, notice in writing when you plan to terminate. It will be appreciated. If possible, we would also like to interview you in order to gain insight on how we can improve our future employee-employer relationships. 

 
Final paycheck is normally made available at time of termination or on the next payday following the date of termination. Checks are issued through normal payroll distribution channels. However, alternate arrangements may be made for methods of distribution.

ACKNOWLEDGMENT AND RECEIPT OF HANDBOOK

I acknowledge that I received a copy of Foot Care Associates EMPLOYEE HANDBOOK. I understand that I have an obligation to familiarize myself with it's contents and the provisions of this handbook, policy manual, work rules, practices and/or procedures of Foot Care Associates, P.C.


I understand that nothing in this handbook constitutes a contract of employment or guarantee of benefits, and that my employment is for no definite duration, and is an employment “at will” relationship. As such, I enjoy the right to terminate my employment with or without cause or notice at any time and my employer reserves the right to do the same.

SIGNATURE:__________________________________

WITNESS:_____________________________________






