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WELCOME:

You are now part of our staff and are a very important part of what will make this practice to continue to grow and be successful.

Dr. Schoene’s Podiatry practice was established in 1991.  The offices are located at:

351 S. Greenleaf Street #C Park City, IL 60085
410 W. Ontario Street #240, Chicago, IL 60610

Dr. Schoene strives and stresses consistent, quality and considerate care of her patients. It is of utmost importance to consider these aspects when dealing with patients and others that are involved with the care of patients.  This is a service business and like all others, if the care and service is not excellent, the patients will look elsewhere for their needs.

This handbook will cover all the policies and benefits of this organization.  It is important that you familiarize yourself with these policies as they are important and will assist you with performing your job to the highest of standards.
We wish you all the best in your position with us.

Sincerely,

Lisa M. Schoene, DPM,ATC, FACFAS
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ABOUT THE COMPANY:
ABOUT DR. SCHOENE:

Dr. Lisa M. Schoene graduated from the State University of New York at Stony Brook in 1986 with a bachelor’s degree and completed four years of Podiatric Medical School at the Dr. William M. Scholl College of Podiatric medicine until 1990.  She completed her residency at the VA Medical Center at North Chicago in medicine and surgery.  Dr. Schoene is triple board certified by the American Board of Podiatric Surgery, Orthopedics and Primary Podiatric Medicine.

Dr. Schoene is also a Certified Athletic Trainer.  Being a Podiatrist and Athletic Trainer is a very rare combination that she shares with only a few physicians in the country.

Devoting herself to excellence and knowledge in sports medicine, she was one of 17 Podiatrists to work at the summer Olympic Games in Atlanta in 1996, and has volunteered at the United States Olympic training center in Colorado in 1999.   She is also the Podiatrist for the DePaul Blue Demons athletic program, and was the Podiatrist and Trainer for the Semi-professional football team the Chicago Panthers for 5 years.  Dr. Schoene was on the medical staff and on the field for the World Cup USA/Soccer games here in Chicago in 1994.  Other sports medicine coverage includes; AVP Pro beach volleyball, Chicago marathons, Triathlon’s, Lacrosse tournaments, as well as other races,  artistic and theatrical events.

Dr. Schoene has consulted at area high schools and colleges as well, for their athletic programs.

Dr. Schoene has a special interest in Dance medicine, treating many young, recreational, upcoming and professional dancers.  She is a consultant for the Joffrey Ballet in Chicago, as well as other theatre and performance venues.

Lecturing is another one of Dr. Schoene’s interests and she has lectured, on many topics worldwide as well as nationally to Podiatrists, Podiatric students, Physical therapists, Athletic Trainers, and other groups.       

DESCRIPTION OF EMPLOYEMENT CLASSIFICATION:

FULL TIME EMPLOYEES:

Anyone who works a minimum of 30 hours per week, for three consecutive months.

PART TIME EMPLOYEES:

Anyone who works less than 30 hours a week.

PROBATIONARY PERIOD:
All new employees are under a 90 day (3 month) probation period.  There will be an informal 30 and/or 90 day review to determine the employee’s suitability for the position for which they were hired, as well as to allow the employee an opportunity to determine how well the position will satisfy their needs.  During this period no customary benefits are granted.
EMPLOYER-EMPLOYEE CONFIDENTIALITY:

Any discussions between doctor and employee will always stay confidential and will never be discussed with any other employee or outside agency.  Any release of personal information will only be done with either verbal or written consent of the employee.

WORKDAY AND WEEKLY OFFICE HOURS:

The Gurnee office has the following hours:
MONDAY:              9:00-4:00 PM
TUESDAY:             9:00-5:00PM

WEDNESDAY:      9:00-7:00PM (MASSAGE 3:00-7:00PM)

THURSDAY:          9:00-4:30PM

FRIDAY:                  9:00-1:00PM  

SATURDAY:           9:00-12:00PM (MASSAGE 10:00-12:00PM)

The Chicago office has the following hours:

MONDAY:                4:00-8:00PM

THURSDAY:           6:30-12:00PM

Employees hours vary with the above schedule and you are expected to be at the office at your scheduled times.

It is absolutely imperative that each employee be on the job in the appropriate attire and at the proper times.  It is a condition of employment that each employee has arranged for dependable transportation so that you are able to arrive at the job on time everyday.

In the event that an unexpected circumstance causes an employee to be more than 15 minutes late, or absent that day, the employee must notify the doctor that morning via cell phone, and the rest of the office staff.  Frequent unexcused tardiness is cause for disciplinary action and possible termination.

OFFICE KEYS:

An employee who has a key to the office is responsible for them.  Keys are not to be copied and given out to other employees by anyone other than the doctor.  If the key is lost or stolen, it is the responsibility of the employee to alert the doctor immediately. Upon termination or resignation, all keys are to be turned over to the doctor.
OFFICE MEETINGS:
On a monthly or bi-monthly basis the office will have an informal office meeting to go over any new information or updates; this will also be a time for employees to suggest new ideas and to go over recent seminars etc.

EQUIPMENT & COMPUTERS:

Equipment purchased for use at the office is expected to be treated by employees with dew respect.  Abuse or neglect of equipment will not be permitted and will be cause for disciplinary action or dismissal. Equipment is to be used only in the performance of duties associated with Gurnee Podiatry & Sports Medicine. Please refer to Dr. Schoene for use of the equipment for personal use.

Personal cell phone usage should be kept to a minimum, and is preferred to be used for emergency only, while on duty at the office.

EQUAL OPPORTUNITY STATEMENT:

Gurnee Podiatry & Sports Medicine (Dr. Lisa M. Schoene) does not discriminate against any employee or application for employment because of race, religion, sex, age, national origin, or sexual preference.  This nondiscrimination policy applies, but is not limited to the following areas; employment, promotion, demotion, layoff, termination, rates of pay, other forms of compensation and selection for training.  All training opportunities and promotions are based upon individual ability, personal qualifications, motivation and dedication to Gurnee Podiatry & Sports Medicine. 
GENERAL OFFICE INFORMATION:

SECURITY:

It is important that all employees take care to secure the keys to the office.  It is also important to lock the doors while alone in the office when patients are not present, and to lock up the office when leaving at night. Anyone seen lingering around in or outside the office and premises should be asked to leave and law enforcement should be alerted as needed.

ROBBERY:

In the unforeseen incidence that an attempt is made to rob the practice, no action should be taken by any employee in any way that subjects them to possible bodily injury.  No amount of cash or other office valuables is worth the risk of harm to any employee or patient.  All demands of the robbers should be met without any form of resistance, and no attempts should be made to signal for help until such time as all threat of injury, both personally or to anyone in the office is non-existent.

FIRE:

R        RESCUE: remove patients from area where fire is.

A         ALARM: pull alarm or call 911

C         CLOSE:  close doors isolating fire area

E         EVACUATE: leave building
DO NOT PANIC! REMAIN CALM:

1. Remove any patient from the office

2. Report the fire call 911

3. Confine the fire by closing all doors

4. Use hand extinguisher if applicable

5. Take special precaution regarding any explosive materials, removing them.

6. Turn off al electrical appliances and computers if time permits.

7. Avoid inhaling smoke and crouch down to exit as needed

8. Alert neighboring doctor’s offices via cell phone as needed

9. Alert “Greenleaf Square” management as needed

ACCIDENTS:

In the case of any accident toward a patient, alert the doctor immediately, if needed alert 911 for ambulance help.  If a minor injury occurred, simple first aid is sufficient.  Follow up with the patient later in that day or the following day to inquire that the injury has not worsened.

In the case of any accident toward an employee, alert the doctor immediately, if needed alert 911 fie ambulance help.  If a minor injury occurred, simple first aid is sufficient.  Follow up with the doctor as needed for reporting of the injury and or disability for insurance compensation.
COMPENSATION & WORK SCHEDULE:

PAYDAY:

Employees are paid once every 2 weeks. In the Gurnee office on Wednesday and in the Chicago office it is on Thursday. The previous 2 weeks pay period will constitute the hours for the paycheck.

It is the responsibility of the employee to complete the pay sheet each day and turn over to the doctor at the end of the pay week.

Paychecks will be hand delivered to the employee, after the time sheet is checked, signed and a check is cut.  Any errors noted should be reported to the doctor for correction.

CHANGE OF EMPLOYEE STATUS:

An employee must notify the doctor immediately of any change in tax withholding, marital status, address changes so that appropriate changes can be made for payroll/taxes.

LEAVE OF ABSENCE:

Dr. Schoene will grant a leave of absence to a full time employee when necessary for medical or personal emergencies of sufficient importance.  All requests must be in writing and presented to the doctor as early as possible.  If possible, dates if known should be included in the request such as out times and expected return dates.

If while on leave of absence, the employee determines that she/he will not be able to return on the previously approved date, then it is requested that another request for extended leave be completed.

If while out on leave the employee decides not to return to work, it is requested that notice be given as early as possible, so that a permanent replacement can be found.

Personal days or vacation days (when applicable) can be used during leave of absence, otherwise no pay will be granted during the leave of absence.

PERFORMANCE REVIEW:

All new employees will have an informal review after 30 and 90 days.   This is to determine whether the employee has realized the intended job functions and responsibilities as delegated at the start of employment.  Additionally it gives the employee a chance to ask questions which may arise. After the initial review, a performance evaluation is made each year on the anniversary date of their employment (if the employee starts employment between 1st and 15th of the month the anniversary date is the following year of that month, if the employee starts between 15th and 30th of the month, the anniversary date is the beginning of the next month of the next). This review will help determine the employees strengths and weakness and to assist the individual in performance growth and development.

SALARIES:

Salaries are typically adjusted at the annual review, unless a specific differently timed review is needed due to a significant job description/position change. Salaries may be adjusted on the basis of the following factors but not limited to, and not necessarily in order of importance:
Meeting or exceeding specific goals

General quality and quantity of work

Effectiveness in building the office team

Dependability

Solving problems

Conduct on the job

Cost of living increase

Salary increases are earned and based on performance, if job duties change or decrease, this may effect the rate of increase.

JURY DUTY:

There will not be any pay compensation for jury duty.  The days required for serving jury duty may be counted as vacation days and or as personal days.

SEVERE WEATHER CONDITIONS:

It is important that the employee calls the doctor, if weather is keeping them from making it to the office on time.  If in the event that the doctor is unable to get to the office for patients due to weather conditions, attempts to reschedule the patients will be made.  If necessary the schedule may be taken home by one of the employees or doctor in order to call the patients on the schedule if needed.

EMPLOYEE BENEFITS:

HOLIDAY PAY:

The following  6 “holiday” days are paid to permanent full time employees, if their normally scheduled work day falls on one of these holidays. An employee who has been employed for 3 months will be eligible for holiday pay.
NEW YEARS DAY,                          LABOR DAY
MEMORIAL DAY,                           THANKSGIVING DAY
INDEPENDENCE DAY                 CHRISTMAS DAY
VACATION PAY:

All full time employees are entitled to paid vacation days after one year of employment.  All part time employees may take vacation time with no benefits with approval by the doctor. Paid vacation is earned the current year and taken the following year (the anniversary month serves as the individual employee’s yearly calendar).

All vacations must be scheduled in advance and a written slip is to be presented to the doctor for approval.   Vacations will be scheduled based on operational needs of the office, but will be given fair consideration and alternate times will be discussed if there is a conflict.  Seniority may decide which employee takes vacation if there is 2 or more asking for the same time off.  It is preferred that not more that one week be taken at a time if possible, due to overloading of duties by other employees.

The regularly scheduled hours that are worked by the employee on a particular day, are what will be paid for that day if taken as a day off( personal or vacation)

Vacation days will not be accumulated from year to year, and compensation will not be given for unused time or in case of resignation or termination.

Vacation days will not be paid in advance, but will be paid on the regularly scheduled pay dates. Mailing of a paycheck can be done as needed.

5 VACATION DAYS AFTER FIRST YEAR (OF EMPLOYMENT)

8 VACATION DAYS AFTER SECOND YEAR

12 VACATION DAYS AFTER THIRD YEAR

14 VACATION DAYS AFTER FOURTH YEAR

16 VACATION DAYS AFTER FIFTH YEAR

2 DAYS GIVEN FOR EACH ADDITIONAL YEAR THEREAFTER.

PERSONAL DAYS:
Personal days are defined as time needed for personal business or illness.  After 3 months employees will become eligible for these days. There will be 3 days given per year as personal days. The normally scheduled work hours for that day will be paid to the employee for that day off.
All personal days are to be requested off by written notice.
Personal days will not be accumulated from year to year and compensation will not be given for unused time, or in case of resignation or termination.

SICK DAYS:

Sick time is allotted personal days (see above).  It is requested that the doctor be notified as early as possible in the scheduled work day if calling in sick.

401K RETIREMENT BENEFITS:

After 1 (one) year of permanent employment the employee may opt to contribute to the 401 K plan set up with our office.  The employee contributes part of the salary from each paycheck, and it will be deposited directly into the account at Smith Barney, directed by a specific broker.  Specifics of the account and operation of the pooled account can be discussed in detail upon initial contribution. 

Decision to change the amount of deposit may be changed at the beginning of July or January of that year.

PROFESSIONAL PODIATRIC CARE:

If simple podiatry care is needed, every effort to render this will be given at no charge or with minimal cost and if specific care is given and is covered by an insurance plan, co-pays or out of pocket expenses will be kept to a minimum.

If family members are receiving care from Dr. Schoene, every attempt will be made to keep the costs to a minimum.   

EMPLOYEE CODE OF CONDUCT:

EMPLOYEE DRESS& APPEARANCE:

Physical appearance of all employees is very important.  Any medical assistants or receptionists dealing directly with patients should wear white slacks and colored top and white gym shoes, or white skirt and colored top. Blue jeans are never permitted and sandals are not permitted if the employee is in contact with patients.    

CONFIDENTIALITY:

It is imperative that employees do not discuss individual patients, their conditions, x-ray findings with anyone outside the office.  This is governed by the HIPPA privacy act. (HEALTH INFORMATION PORTABILITY PRIVACY ACT).  Discussing any of doctors diagnosis or treatments of any patients with any outside organizations without her consent is prohibited in regards to patient care it is best to consult the doctor when in doubt.

EMPLOYEE CONDUCT AND COURTSEY:

All employees are expected to maintain a standard of conduct consistent with the operation of a service business dealing with the public.

Since this business is service orientated, courtesy is expected with regards to patient telephone callers and other clients.  It is of the utmost importance to be pleasant and courteous to each other.  Good habits lead to productive and enjoyable atmosphere.  Please never lose your “cool” with patients.  If there is a problem with a patient please alert the doctor and we will work on the issue together.
EMPLOYEE USE OF ALCOHOL & NARCOTICS:

Drinking during working hours or on the company premises and or coming to work under the influence of alcohol or drugs or bringing and consuming any intoxicating substance o the company property is forbidden.  Any violation of the above items will be ground for immediate dismissal.  The use of illegal drugs or substances is strictly forbidden while under the employ of Gurnee Podiatry & Sports Medicine (Dr. Schoene) whether during or after working hours.  Any person violating this rule is subject to immediate dismissal and loss of benefits.
HARASSMENT:

This office will not tolerate any form of harassment.  Any employee who feels they have been discriminated against should notify the doctor for discussion. Harassment or discrimination of any kind by another employee will result in termination of the harasser.

PERSONAL PHONE CALLS:

Company phones are for business use only. Personal phone calls are reserved for break period and urgent calls only. Personal cellular phones are permitted, but the employee must limit the time spent on the phone for urgent calls and emergencies only or during break periods.  Long distance calls are to be restricted to business only and not permitted for personal use.

SMOKING:

There will be no smoking within the building at any time.  Employees may smoke outside only.

TELEPHONE ETIQUETTE:

Good telephone manners and a pleasant voice are important when caring for patients in the health care industry.  Phones should be answered within 3 rings.  When taking messages it is important to record the caller’s first and last name telephone number time of call and take evening numbers so that the doctor may call back after patient hours.  Attach applicable message to a patient chart before giving the message to the doctor.  Please reread the name and numbers to the caller for accuracy.  Please do not give out any patient diagnosis or treatment information without doctor’s consent or if you are sure the person speaking is the intended party to receive the information.

WORK POLICIES:

All of these policies are prohibited.  Violation of these policies may lead to

Disciplinary action and/or termination.

1. Falsification of applications for employment or on any company reports, records or statements.

2.  Carrying weapons or attempting bodily harm to anyone.

3.  Stealing, gambling or malicious mischief or verbal abuse to any other employee or office worker.

4. Deliberate interference with office operations or other employees

5. Smoking within the building.

6. Using any facility drugs samples, equipment, x-rays or supplies without doctors consent.

7. The violation of or failure to comply with the doctor’s orders or published rules in this handbook.

8. Repeated absenteeism or tardiness.

9. Inappropriate behavior or activity during working hours and on company property.

10.  Insubordination, including refusal to perform work assigned within the employee’s job duties. 

11. Discourtesy to any patient.

12. Careless negligence or improper use of property, supplies or funds.

13. Failure to report to work without notifying the doctor.

14. Leaving work during scheduled hours without permission by the doctor.

15. Failure to comply with the dress code.

16. Improperly charging or calculating the company during a pay period or misrepresenting the amount of hours worked.

ABSENTEEISM AND JOB ABANDONMENT:

An employee who is unable to attend work due to illness, accident, death in the family or other reasons, should contact the doctor as quickly as possible, preferably on the same day.  An employee absence from work and failure to notify the doctor about the absence is constituted as “job abandonment”.  Such action of non-notification by the employee is grounds for termination.

LEAVING THE COMPANY:

RESIGNATIONS:

An employee must give at least 2 weeks notice to the doctor prior to leaving.  More time is preferred in the event that job training is necessary (billing). Compensation will be given if the employee stays after their resignation date to train the replacement person.
TERMINATION:

An employee will be discharged if she/he cannot or will not do satisfactory work after proper instruction, for subordination or for use of illegal drugs and or alcohol, stealing or for unsatisfactory behavior or attendance. (see additional list enclosed within). Any or all of the items listed within this manual are grounds for disciplinary action or termination.

The employee-employer relationship is terminable as well, this handbook is not a contract and the personal policies are subject to change at the doctor’s discretion at any time.  Either the employee or company can terminate the employment at any time.
Upon termination the employee:

1. will return any keys, property, manuals or materials

2. turn in final time sheet and forwarding address for tax purposes

3. any unused personal days or vacation days will not be granted

4. in the event of a voluntary resignation, the doctor will conduct a final evaluation upon request for use in supplying requested references in the future.

REFERENCE INQUIRES:

All references made by outside parties, such as potential employers, investigative agencies etc. with regards to employment history concerning but not limited to general reputation, character, personal characteristics, performance, ability, attendance, dates of employment or salary, shall be directed by the doctor.
I_____________________________________have read and understand the Employee handbook of Gurnee podiatry & Sports Medicine, aka                         Dr. Lisa M. Schoene.  I understand the benefits, policies and general information of this practice. Questions I have had have been discussed with the doctor and have been clearly explained.

_______________________________________          ____________________

Employee signature                                                         Date

