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Introduction

We wish to welcome you as a member of our staff.  All of the members of the staff, when dealing with patients, must always keep in mind that the success of this practice equates to the success of the patient’s experience.  At Foot Specialists of Acadiana, all patients will be treated as if they were one our family members. 

Your function here is of great importance, and as a member of a skilled and efficient team you will play a key role in achieving the above objectives.  We strive to maintain a comfortable, and friendly atmosphere.  Our success depends upon your performance and the performance of every staff member.  We will do everything in our power to make sure you are in an optimal working environment.  

This Personnel Manual (hereafter referred to as “Manual”) is designed as a reference guide to familiarize employees in a general way with the employment policies and procedure of Foot Specialists of Acadiana, APMC (hereafter, referred to as “FSOA”).

This is not a contract of employment between you and FSOA.  Sometimes it is necessary to make policy changes, and the policies expressed in this Manual are subject to change at any time at the discretion of FSOA.   Although FSOA will endeavor to notify employees as soon as conveniently possible whenever policy changes are made, due to work schedules, vacations and other circumstances, advance or immediate notice to employees may not always be possible.  In all cases, however, any changes to the policies contained in this Manual are effective immediately upon adoption by FSOA.

All employees are expected to be familiar with the policies and procedures expressed in this Manual.  Please read it carefully.  If you have any questions concerning any of the policies contained in the Manual or any other matter relating to your employment, please contact the Office Manager, who maintains an open communications policy that allows you the opportunity to discuss and resolve any problem or question you may have concerning your employment.

Mission Statement

Foot Specialists of Acadiana endeavors to provide our patients with prompt, courteous, competent, and compassionate service while offering the best leading edge podiatric care possible.

We’re Glad You’re Here

Welcome to Foot Specialists of Acadiana (FSOA).  We are delighted to have you as part of our team. You have been asked to join us because we believe you will contribute to FSOA’s commitment to high quality customer service and employee teamwork.  We think you are the kind of person who appreciates high standards of excellence.

Every member of FSOA is an important part of a team of podiatric professionals. Each of you are integral members of this team and contribute to the Practice’s reputation for providing quality podiatric care and services.  In addition, you are part of a growing, dynamic organization that prides itself on the highest standards of professional excellence. 

It is important at FSOA that we create a work environment that our employees enjoy and appreciate. Over the next few weeks you will want to learn about the policies and practices that will be important to your success.  In reading this handbook, you will be assured a good start to achieve a positive experience in your new job.  

We are pleased to have you on board and best wishes in your new position.  Please do not hesitate to ask for assistance from the Office Manager as the need arises.  I personally look forward to meeting you and welcoming you to a great practice.

This is Your Employee Handbook To Use

This handbook has been prepared to make you feel comfortable in your new job, by giving you some essential information about practice benefits, practices, and requirements.

This handbook is not a contract or a legal document nor is it intended to create any legally enforceable obligations on the part of FSOA, its officers, directors or employees.  In order to retain necessary flexibility in its policies and procedures, FSOA reserves the right to modify the policies and matters in this handbook without prior notice at any time.  These policies do not establish any contractual obligations between the FSOA and its employees.  

Your employment is “at will”.  This means you are free to terminate your employment at any time, for any reason, and FSOA possesses these same rights.  No Office Manager, or other FSOA representative (other than its President in writing) has the authority to enter into any agreement for employment for any specified period of time (except in the case of temporary employees), or to make any agreement contrary to the foregoing.

This handbook has been organized by topic to help you find the information you need easily.  You will want to read the handbook now, so that you can quickly familiarize yourself with its content.  You are also encouraged to talk to your Office Manager and check the bulletin board whenever you want to learn more about FSOA policies, statements, and practices.  You may review this manual at any time, however, it is never to leave the office, nor are copies of this manual allowed.

What is Podiatry

Podiatry is a surgical sub-specialty that deals exclusively with the medical and surgical treatment of all foot and ankle conditions.  Podiatrists treat everything from toenail problems to surgical reconstruction of the foot and ankle.  

A Podiatrist’s degree is a D.P.M. which stands for Doctor of Podiatric Medicine.  The degree is earned after receiving a bachelor’s degree and attending four years of Podiatric Medical School.  After medical school, the podiatrist will finish a residency program before practicing as a podiatric physician.

General Information

Our Employee Relations Policy    

FSOA greatly appreciates the talent and dedication of its employees.  As thanks for your commitment, it is our daily practice to treat employees with dignity and respect.  The following reflects FSOA employee relation’s philosophy:

· Competitive wages and benefits

· A clean, pleasant and safe work environment

· A well-trained and knowledgeable management team to assure high-quality patient care.

FSOA is an equal opportunity employer.  We do not discriminate on the basis of race, color, gender, sexual orientation, marital status, pregnancy, national origin, ancestry, age, religion, disability, citizenship status or any other group protected by law.

To satisfy the diverse needs of our customers, we must function as a team whose goal is to exceed the expectations of our patients with the highest quality of service.  As part of our teamwork philosophy, we have a policy of open communication at all times.  We feel that this is the best way to deal effectively with the daily challenges and opportunities of our business.  We encourage you to take advantage of FSOA’s “Open Door” policy.

Open Door Policy    
Every employee is encouraged to discuss problems, complaints, needs or requests with those in Office Management positions.  Our business is a challenging one that requires a healthy attitude.  By keeping our doors open to you, we hope to keep problems or frustrations from diminishing your spirit for the job of satisfying our patients.

Should you face a problem or need that requires special attention, your Office Manager is the place to start.  

1.
Immediately discuss the problem with your Office Manager.  If you do not feel comfortable discussing the matter with your Office Manager, bring the mater to the attention of Dr. Purdy.

2.
If, after preliminary discussion with your Office Manager, the matter has not been resolved, you are encouraged to discuss the situation with Dr. Purdy, who will consider the complaint and will inform you of his resolution without delay.

3. If you still feel that the issue has not been satisfactorily resolved, you may request a meeting with both Drs. Schunemeyer and Purdy.  

Loyalty

FSOA expects its employees to devote their full time and best efforts to the performance of their employment with our practice.   During full time employment at FSOA, the employee shall not at and time or place or to any extent, either directly or indirectly, engage in any employment or any other activity that is competitive with or interferes with the employee’s work at FSOA.  This does not prohibit the employee from the making of passive, personal investments or the conduct of a private business solely on the employee’s own time; provided it is not competitive with the business of this practice.

Employees shall disclose to the doctors or Office Manager any potential conflicts of interest due to other work interests.  

Employee Status Definitions   

Office Manager- Oversees overall operation of the practice and manages and supervises all 
FSOA employees.

Drs. Schunemeyer and Purdy – Owners of FSOA that function intimately with the 
Office Manager 
Full-Time:  Employees who are scheduled to work an average of thirty-five and one half 
(36) or more hours per week on a consistent basis.

Part-Time:  Employees who are scheduled to work fewer than an average of thirty-five 
and one half (36) hours per week on a consistent basis.

· If you have any questions about your employee status or eligibility for benefits, please contact the Office Manager.

Employee Evaluations, Cross Training, Temporary Assignments, and

Transfers

A.  Employee Evaluations

All new employees are evaluated after the first Ninety (90) day evaluation period.  All other employees are evaluated at least on a six month basis.  Factors considered for evaluation include, among other things, attendance, punctuality, productivity, conduct, skill, ability and quality of work.

B.  Cross Training

All employees will be required to spend some time learning the differing job duties performed throughout the office.  Should the need arise, an employee may be asked to temporarily fill-in or assist at a position in the office different than the specific position they were originally employed to fill.  

C.  Temporary Assignments

Circumstances may arise from time to time that make it necessary to assign an employee to a function outside of his or her normal work area.  Your full cooperation in such situations is vital to the smooth running of FSOA and is expected.  

D. Transfers

As with temporary assignments, employees may be asked to work or assist at locations outside of the office at which they were hired.

Assessment Period
We like to consider your first 90 days in your new position as a “try out” period.  It gives you an opportunity to find out if you want to remain in the health care industry and specifically in your job, and gives FSOA a chance to find out if your work performance, behavior, and attendance can meet our standards for successful employment.

We expect new employees to familiarize themselves with their position and FSOA standards within the assessment period.  For some employees it takes less time, and for others it takes more.  If necessary, we may extend your assessment period.  As during your regular employment, you may decide to resign without stating a reason.  All employees, regardless of classification, status or length of service, are expected to meet and maintain FSOA standards for job performance and behavior.  If we should feel during this period that your working habits are not meeting our standards, we may release you without any effect on your employment record.  We believe it is fair that all of us have a period to adapt to our working environment.  Following completion of your assessment period, your employment will remain “at will”, meaning that both FSOA and you are free to terminate your employment at any time, for any reason, without notice.  Should this be the case, you will read in subsequent sections that FSOA will give considerations in termination and it is expected that you would do the same.  

Experience is the best teacher. Your Office Manager will give you ample opportunity to learn the correct way of performing your job by providing proper instructions.

Accommodation of Individuals with Disabilities
  

FSOA will reasonably accommodate qualified disabled applicants and employees so that they can perform the essential functions of the job at the Foot Specialists of Acadiana.

It is FSOA policy to ensure equal employment opportunity for disabled persons.  This policy covers all aspects of employment including, but not limited to, hiring, assignment, promotion, demotion, transfer, discharge, wage and benefit administration, and selection for training.

In order to implement this policy, FSOA will make good faith efforts to accommodate the physical and mental limitations of qualified disabled employees or applicants unless such an accommodation would impose undue hardship on FSOA business, require substantial financial cost and expense, or place in jeopardy the safety of the disabled individuals, his or her co-workers, FSOA security, customers of this Practice or the general public. Requests for accommodations should be directed to the Office Manager.  Each accommodation request will be handled on a case-by-case basis, and every effort will be made to comply with it.

Offer of Employment and Expectations

Prior to making an offer of employment, FSOA reserves the right to undertake a background reference check for determining an applicant’s suitability for employment.  The background check may include an investigation of personal references, a credit check, contacting previous employer’s and will be in conformance with details set forth in the FSOA “Application for Employment” for all new applicants.  

Loyalty - FSOA expects its employees to devote their full time and best efforts to the performance of their employment with our practice.  During full time employment at FSOA, the employee shall not at any time or place or to any extent, either directly or indirectly, engage in any employment or any other activity that is competitive with or interferes with the employee’s work at FSOA.  This does not prohibit the employee from the making of passive, personal investments or the conduct of a private business solely on the employee’s own time; provided it is not competitive with the business of this practice.

Employees shall disclose to the Office Manager any potential conflicts of interest due to other work interests.

Professional Conduct - Employees are expected to treat co-workers courteously and to not engage in discrimination in any fashion. It is expected that your personal life will be left outside this office.  A spirit of friendliness and courteousness is a must in a small office such as FSOA. Also, if we disagree with one another, we do so agreeably.

Employee Privileges

    Health and Welfare

Employees become eligible for the benefits provided by FSOA after successful completion of the assessment period.  Some of these benefits include uniform allowance, group health and dental insurance coverage for the employee, and workers’ compensation.  In addition, employees become eligible to participate in a 401(k) retirement plan at the completion of two (2) years.  At that time the Office Manager will schedule a meeting with you to discuss these benefits in detail.    Other benefits are discussed in subsequent sections.  

Uniform Allowance

You will be given a uniform allowance.  Allowances will be issued to new employees at the completion of the evaluation / introductory period.  They are as follows:         

· The number of sets and times of issue are at the discretion of management.

· Lab Coat provided one time.

Approval of uniform will be determined by the Office Manager.  Scrubs and lab coats remain the property of FSOA.

Holidays    

If you are scheduled to work on a holiday, you will receive holiday pay at 50% of your regular hourly wage in addition to the regular pay for hours worked.


FSOA recognized holidays are as follows:

· New Year’s Day

· Memorial Day



· Mardi Gras

· Fourth of July

· Labor Day

· Thanksgiving Day 

· Christmas Day

Meals    

Under normal conditions, you may expect up to 60 minutes per eight (8) hour work shift.  The employee break room may be, but is not required to be utilized during lunch.  

As this is an un-paid meal break, all non-salaried employees must sign out at the beginning of the break and sign back in at the break’s completion.  You are required to inform the Office Manager when you are leaving and when you return.

The office does not close during lunch.  Employees should refer to a lunch schedule provided by their Office Manager to ensure proper and adequate phone and office coverage.

As scheduled, office meetings will take place and employees are required to attend.  You will receive regular pay compensation for the hour and meals will be provided.  

Vacations    

Foot Specialists of Acadiana recognizes the value of rest and relaxation and encourage staff to use all vacation benefits each year.  Employees become eligible for paid vacations at the completion of one year of service.  Employee vacation time is calculated on January 1 of each year to determine vacation benefits for the New Year.  There is no rollover for this benefit.  It is suggested that early determination of time off be given, as overlapping employee vacation requests may result in denial of the benefit if done at the end of the year.  

Full-time employees are entitled to time off with pay according to the following:



Completed years of Service

Weeks Paid Vacation (Time off with pay)





 1 - 3




5 working days







 4+ years



10 working days

Part-time employees are entitled to pro-rated vacation benefits based on their average weekly hours worked during the previous twelve (12) months of employment.  As with other benefits, temporary employees are not eligible for vacation pay and do not accrue any vacation.

Because we feel it is important for all employees to enjoy some time off for rest and relaxation, pay is not given in lieu of vacation. Earned vacation is to be taken before December 31st  in the year following the completion of eligible service.

A request for vacation form must be completed and submitted to your Office Manager for approval at least three weeks in advance of your requested time off.  Vacations will be granted based upon the Practice’s operational needs, doctor’s schedules, and the employee’s request.  However, should a conflict of requests arise, the employee having seniority with FSOA, will be given preference.  Should an employee’s first request be impossible to grant, another suitable time will be arranged.

Part time employees working more than 30 hours a week are entitled to vacation benefits in a percentage proportionate to their full time equivalent and determined by the average number of hours worked per week over the past 12 months. For example, an employee working 30 hours a week would receive 75% (30/40=75%) of the vacation time provided to a full time employee. Those working 30 hours or less a week are not entitled to vacation benefits.

Podiatric Treatment

Employees with foot and ankle conditions in need of care will receive care free of charge in the cases of routine or uncomplicated conditions.  Complicated surgical or extensive treatment as deemed so by the treating physician will be regarded as a discounted service.  

Treatment by FSOA of immediate family members will be done so on a discounted basis.  Immediate family includes mother, father, sister, brother, spouse, children, grandparents, mother-in-law or father-in-law (if legally married).  

The discounted rates applicable to treatment will be discussed on an individual basis.

Loans

FSOA cannot and will not make any personal loans to employees.

  Absence from Work    
Circumstances can arise in any employee’s life that causes time off from work.  For some of these Circumstances, you may be eligible to receive pay during these absences.  For other circumstances, you will not continue to be paid, but you may be eligible to sustain your employment status and continue to receive certain benefits.

Different policies apply to different reasons for being absent.  Please read each of the following categories, so that you will know what to expect.

Bereavement    

Bereavement refers to a death in the immediate family.  Immediate family includes mother, father, sister, brother, spouse, children, grandparents, mother-in-law or father-in-law (if legally married).  As of completion of the assessment period, full-time employees are eligible for time off with pay under these unfortunate circumstances.

Generally, you are eligible for a maximum of two (1) day off with pay.  However, if considerable travel is required (over 100 miles); you may be eligible for a maximum of two (2) days off with pay.  This extension is at the discretion of the Office Manager.  Temporary employees are not eligible for bereavement pay. 

To be eligible for bereavement leave, the employee must notify the Office Manager.  An employee may request additional time, however, such time, if granted, shall be considered a personal leave of absence.  Please refer to Leave of Absence policies for leave parameters.
Jury Duty    

After completing the assessment period, regular full-and part-time employees are eligible for jury duty pay.  If you are called to serve, please notify your Office Manager immediately.  It is also important that you bring a copy of the jury duty notification to your Office Manager.

Eligible employees will be paid their usual compensation.  Employees should endorse Jury payment to FSOA in order to receive their full daily wages on their bi-weekly paycheck.  Upon returning to work, an employee should complete a benefit form, accompanied with a receipt for days served to ensure timely payment for each day of jury service up to a maximum of five (5) working days per year.  Employees should report to work on days, or partial days, when excused from Jury duty.

During paid jury duty service, your FSOA benefits will remain in force.  Temporary employees are not eligible for jury duty pay.

Leaves of Absence    

FSOA will consider Leaves of Absence with or without pay for eligible employees due to family, medical, or personal situations, and will grant EMPLOYEE MEDICAL, FAMILY MEDICAL and NEW CHILD Leaves in compliance with the federal Family Medical Leave Act and applicable State Law.  In addition, military leaves are also granted based on state and federal laws.

This handbook is intended to provide summary information about the types of available leaves and eligibility requirements.  It does not contain a complete statement of all of the terms, conditions and obligations relating to leaves of absence.  The FSOA Family and Medical Leave Policy, Extended Medical Leave Policy, Personal Leave Policy and Military Leave Policy are available from the Office Manager.  Any employee who anticipates needing a leave of absence and wishes to maintain continuity of service and certain benefits, a Leave of Absence must be applied for, and will be reviewed by the Office Manager.  The application for a Leave of Absence requires a specific reason, a statement of the expected duration, and in the case of employee or family medical situations, a Medical Certification completed by the health care provider.

In the case of foreseeable leaves, such as leaves for planned medical treatment, or for the birth of your child, you must complete and submit a Request for Leave of Absence Form at least thirty days (30) in advance of the leave.

For unforeseeable events, such as accidental injury causing a serious health condition, premature birth, or a sudden change in the employee’s health, you are expected to notify the Foot Specialists of Acadiana of the need for leave as soon as it is possible to do so.  Notice is generally expected within one or two business days of finding out the need for the leave.  You must verbally notify your supervisor of the incident as soon as possible and then submit a Request for Leave of Absence along with the appropriate Medical Certification to the Office Manager.

If you fail to comply with these notice requirements, your leave may be delayed or denied.

To extend a Leave of Absence, it is important that your written request for an extension be received three days prior to the expiration of the original leave.  Should an employee exceed 30 days of a leave, the practice may require the employee to submit payment for their medical insurance premiums.  

All time covered by authorized Leave of Absences will be considered as continuous employment for the purpose of seniority and benefits.   

Types of Leave  
EMPLOYEE MEDICAL:  As of the completion of the assessment period, you are eligible for a medical leave of absence due to a serious medical condition that makes you unable to perform your job.  Leave will be granted for up to twelve (12) weeks in a twelve (12) month period.  An extended medical leave of up to an additional twelve (12) weeks, and subject to certain conditions, may be granted with approval.  A Medical Certification on a form available from the Office Manager must accompany your request for leave or be submitted no later than fifteen (15) days after your request.  A medical release will also be required before you can return to work.

EXTENDED EMPLOYEE MEDICAL:  Following an EMPLOYEE MEDICAL LEAVE, you also may be eligible to apply for an Extended Medical Leave for an additional twelve (12) weeks, up to 24 weeks total.

FAMILY MEDICAL and NEW CHILD:  If you have completed twelve (12) months of service, you may be eligible for a family leave due to a serious health condition of your spouse, child, or parent which requires your absence from work, or to care for your child after birth or placement with you for adoption or foster care.  Leave may be granted up to twelve (12) weeks in a twelve (12)-month period.

Note:  Time off due to EMPLOYEE MEDICAL, FAMILY MEDICAL and NEW CHILD are combined in determining the maximum allowable leave time of twelve (12) weeks total in a 12-month period.  While an employee is on EMPLOYEE MEDICAL, FAMILY MEDICAL or NEW CHILD Leave, FSOA will continue to pay for your health benefits to the same extent as if you were not on a leave.  In addition, if you take an EMPLOYEE MEDICAL, FAMILY MEDICAL or NEW CHILD Leave, you will be returned to an equivalent position upon your return from your leave.  (There is no such guarantee for EXTENDED MEDICAL or PERSONAL Leaves.)  EMPLOYEE MEDICAL and FAMILY MEDICAL Leave also may be taken on intermittent or reduced schedule basis.  Under certain circumstances, and at the Foot Specialists of Acadiana’s discretion, intermittent or reduced schedule leave may be granted for NEW CHILD Leave.

MILITARY:  So that we may plan for your absence and return, we request that you go to your Office Manager to receive more detailed information and fill out leave of absence forms if you  are going to be absent from work due to service in the uniformed services.  You will receive information about your responsibilities concerning your leave and benefits.  The cumulative length of your Military Leave(s) generally must not extend beyond five years.  

Upon completion of military service, you must report back to work or apply for Reemployment within the time period prescribed by federal regulations in order to maintain your practice status and reemployment rights

Sick Leave / Personal Days  

A request for personal hours off should be completed for all personal days 10 days in advance.  Sick days happen and time off may be needed.  It will not be considered an abuse of time off if the employee has 6 or fewer personal / sick days in any 12 month period.  Any more may be deemed and abuse of time off and may result in disciplinary action.

Absence from Work, Reporting In  

If for any reason you are unable to report for work, you are expected to personally notify  the Office Manager at least two (2) hours before your normal reporting time or one (1) hour prior if your shift starts at 7:30am .  This provides the Office Manager time to plan for distribution of duties.

If you are unable to immediately reach your Office Manager, please leave the following information in a voice mail format to the Office Manager then attempt to contact the doctors:

· Name 

· Date and time you were scheduled for work

· Reason for not being able to report

· Phone number where you can be reached

You are personally responsible for properly notifying your Office Manager.  YOU MAY NOT use friends, relatives or fellow employees to report your absence.  Failure to follow the required absence reporting procedures will result in disciplinary action.

Absences of more than one day must be reported daily unless other arrangements have been agreed upon with your Office Manager.  Absences of more than three working days due to illness or injury require an approved Medical Leave of Absence (see page 21).  A doctor’s note may be required by your Office Manager for each separate instance of absence, repeated absence, or extended absences.

If any employee fails to report to work without calling for two (2) consecutive days, (also known as no-call, no shows), it will be necessary for FSOA to remove the individual from the payroll as a “voluntary quit”.  In addition, if you are excessively absent, you may be subject to discipline up to and including discharge.

Late for Work    

Punctuality - being at the Foot Specialists of Acadiana on time and ready for work is part of good attendance and critical to our ability to provide exceptional service to our patients.  
If you are late, you place an extra burden on fellow employees.  You may also be disciplined for being late.  If unusual circumstances cause you to be more than fifteen (15) 
minutes late, please call your Office Manager so that someone can cover your shift until 
you arrive.  Excessive tardiness may subject you to discipline, up to and including discharge.

Weather Emergencies 

Occasionally, the weather in Louisiana is such that driving to work may endanger the life of the employee and others. The guideline to follow when deciding whether or not to come to the office should be whether or not the local public school system is open, has delayed opening or is closed. If the school is closed because of weather, please attempt to call the Office Manager to confirm office closure.  If the office is to be closed, the Office Manager will attempt to contact all staff members before it is time to leave for work.  In the event of office closure, it will be the decision of the individual employee as how they would prefer the day to be treated.  The employee may elect to use a paid personal day for this event, otherwise, the day will be treated as a non-paid work day.

Attendance Policy    

So that attendance and punctuality are treated consistently throughout the Foot Specialists of Acadiana, FSOA has established an Attendance Policy.   All employees, including salaried employees, are required to clock in and out daily.  Any missed clock ins or outs will have to be verified and approved by the office manager or doctors.

Unexcused Absences

As noted in the policy, certain instances of absence, early departure, or tardiness may be excused under this policy if previous arrangements have been made with your Office Manager.  Unexcused absences, which are the occasion for discipline under this Policy, include the following situations:

· Failure to call in at least two (2) hours in advance of a scheduled shift

· Tardiness in excess of fifteen (15) minutes

· Calling in sick on a requested day off that was denied (unless cleared with a doctor’s note)

· Any absence of more than two consecutive days for which illness is claimed, but you were unable to provide medical documentation

· Any unusual patterns of absence or tardiness which constitute abuse of the FSOA’s policy.
Disciplinary Schedule

Disciplines will be administered as follows:

A)  One (1) occurrence of disregard for office policy or unexcused absence within a rolling twelve- (12) month period: verbal discussion with Office Manager and First Written Warning 
B) Three (3) occurrences of disregard for office policy or unexcused absence within a rolling twelve- (12) month period: verbal discussion with Office Manager and Second Written Warning

C)
Five (5) occurrences of disregard for office policy or unexcused absence within a rolling twelve- (12) month period: verbal discussion with Office Manager, and a Final Written Warning

D) Seven (7) occurrences of disregard for office policy or unexcused absence within a rolling twelve- (12) month period: Dismissal

No Call / No Show Violations

· The first day that you fail to call in and show up will result in a Final Written Warning

· The second day that you fail to call in and show up within a twelve- (12) month period results in Dismissal.

· Two consecutive no-call no-show days will result in removal from the payroll and regarded as having voluntarily quit your job.

· Please ensure that you have read and understand your responsibilities for proper attendance and punctuality.  If you have any questions, please ask your Office Manager. 

Pay & Performance

Overtime    

For hourly employees, overtime is paid if you work in excess of 80 hours in the designated pay period, at one and one-half times the regular hourly rate.  No overtime may be worked unless previously authorized by your Office Manager.  “Donated” time or unscheduled work without pay is neither expected nor permitted.

Performance Evaluation    

You can expect feedback from your Office Manager both informally (on-the-job) and during formal performance reviews.   It is our intent that feedback occurs so you, the doctors, and your Office Manager have an understanding of your performance.  

You may expect a formal evaluation after completion of your assessment period and then every 6 months from each employee’s anniversary date.  At the assessment period evaluation (end of three months), employees are not customarily eligible for an increase in pay.

During these reviews you are encouraged to discuss your progress and establish objectives.  You are also encouraged to discuss these issues with your Office Manager on an informal basis at any time.  There will be no discussion of wages during performance evaluations.

Advancement and Wage Review

Advancement and rate of pay are based on demonstrated ability, experience, responsibility, punctuality, conduct and length of service.  FSOA employees can expect to receive a wage review annually from the start date.  Raises are based upon the current employee hourly rate and one can expect to receive a minimum of 2% cost of living raise.  In addition, and in alignment with past performance reviews, an additional raise of up to 5% may be given.  All wage reviews are dependent on the current business and economic conditions of FSOA.  

Work Scheduling    

FSOA workweek commences on Sundays and completes on Saturdays as a standard measure.  In general, employees should expect to work 5 days in a standard workweek, with two days off.  Your Office Manager will provide you with your work schedule, which will be subject to change with reasonable notice.  If you have any questions concerning the work schedule, feel free to ask your Office Manager.

Pay Day    

Your paycheck will be available every two weeks on alternating Friday’s.  Payment is issued for work completed in previous two weeks.  Employees may not pick up checks other than their own.  The Office Manager will distribute the checks on payday by hand, unless the employee otherwise requests in writing.  It is the responsibility of the employee to review paychecks for accuracy.  Any discrepancies should be reported immediately to the Office Manager.  

If a payday falls on a holiday, employees will be paid on the day before the holiday.  If you are on vacation, you may arrange to 1) pick up your check on your regular payday, 2) request in writing that your check be mailed to your home, or 3) request that your check be held for you to pick up on your return from vacation.  

Checks will be distributed to relatives, only after the employee has designated in writing, that the named person can receive their payroll check.  

Reimbursable Expenses

FSOA will reimburse you for any purchase made for the clinic with personal funds with the prior approval or direction of the Office Manager.  Mileage, at the rate approved by the FSOA, will be paid for your use of your personal car on FSOA business and will be determined using the online site Map Quest for mileage calculation.  When traveling out of town to conduct FSOA business, receipts are required for all reimbursable expenses which include, but are not limited to lodging, meals, taxi/shuttle fares, parking, and highway/bridge tolls.  The Office Manager will give details as to the limits that exist for such items.  Reimbursement for expenditures such as room service, laundry/dry cleaning, movies and other entertainment will not be allowed. In the event of a lost or no receipt for which a duplicate cannot be obtained, a sworn statement may be submitted.  You may be reimbursed by providing the Office Manager with an invoice that provides your destination, mileage and any other expenses.

Signing In & Signing Out    

To keep an accurate record of your time, employees are required to use the time clock by which pay will be determined.  All write-ins must be approved by the Office Manager.

If an employee fails to correctly clock in or out for their time worked, it may result in a delay of pay for those hours worked.  Excessive failure to properly report your hours worked may result in disciplinary action.  Falsification of time records is a violation of FSOA policy and is grounds for disciplinary action including discharge.  Falsification includes clocking in/out for another employee, asking another employee to clock in/out for you or falsifying your own time worked, whether intentionally or accidentally, by clocking for hours you did not work.

Personal Conduct

Appearance    To maintain FSOA quality image, it is important for you to be neat and well groomed at all times.  Your appearance is an important part of the impression patients have of Foot Specialists of Acadiana.  Look the part!

Female Employees

Personal Grooming

You should bathe and use deodorant daily.  Excessive amounts of perfume or cologne are not appropriate.  Although you are free to smoke on your own time, employees may not come to work smelling of smoke.  Hair and fingernails must be clean and well trimmed; excessive length in nails is not permitted.  It is expected that you will arrive for work fully groomed.

Hair
Wear your hair in a conservative style.  Conservative in style means no wild curls or cuts; braided hair may not be adorned with beads or other ornamentation.  Hair color must be conservative and of natural hues, for example brown, red, black, blondes and gray.  The use of hair sprays, greases or gels on the hair should be minimal.

Make-Up 
Wear your make-up in a conservative fashion.  This means it must appear natural.  The current trend toward shocking and unusual colors in eye shadow, nail polish and lipstick is not conservative.

Jewelry

Excessive jewelry is not permitted; pierced ears are permissible and must be worn in the lower lobe and must be no larger than the size of a quarter.  All jewelry must be tasteful and appropriate for your outfit. Piercing of visible body parts other than ears is not permissible.  Any body art such as tattoos must remain covered.

Shoes

Must be appropriate for your attire, and safe for your work area.

Business Attire (when appropriate)

Appropriate business attire is expected of you at all times while working in patient contact areas.  Sweaters or blouses with skirts, dresses suitable for a business atmosphere or suits should be worn.  Please be conservative in skirt length, height of splits, and necklines.  Pants may be worn, but should be conservative in style (no stirrup pants, denim, or tight-fitting pants). Employees engaged in direct clinical patient contact will be provided with a lab coat that must be worn over their clothing at all times, the clinical staff may wear provided scrub suits under their lab coat.

Male Employees

Personal Grooming

You should bathe and use deodorant daily.  Excessive amounts of cologne are not appropriate.  Although you are free to smoke on your own time, employees may not come to work smelling of smoke.  Hair and fingernails must be clean and well trimmed; excessive length in nails is not permitted.  Keep your shoes shined and in good repair.

It is expected that you will arrive for work fully groomed.

Hair

Wear your hair in a conservative style.  Hair should be clean and neatly trimmed to a length that does not exceed the top of your shirt collar, nor be over your ears.  The use of hair sprays, greases or gels on the hair should be minimal.

Mustaches
Are permitted as long as they are well trimmed (do not exceed the bottom of the upper lip) and are fully-grown on off time or vacation time.

Jewelry

Excessive jewelry is not permitted.  No earrings.  Chains may not be worn if they are visible outside of the shirt.  One ring may be worn.  Any body art such as tattoos must remain covered.

Shoes

Must be appropriate for your attire, and safe for your work area.  

Business Attire

Appropriate business attire is expected of you at all times while working in patient contact areas.  Your attire should always be clean and neatly pressed.  Ties, shirts, shoes, and socks should be well coordinated.  A tie is mandatory at all times in patient contact areas.  

· Employees engaged in direct clinical patient contact will be provided with a lab coat that must be worn over their clothing at all times, the staff may wear scrub suits under their lab coat.

· All employees must adhere to the grooming standards set by the Foot Specialists of Acadiana.  It is important that you follow these guidelines and take great pride in your personal appearance.  
Commitment to Service Excellence    
Our patients expect to be impressed by the gracious manner and quality of service they receive from every FSOA employee.  That is why they choose Foot Specialists of Acadiana over others.

Our FSOA patients come to our office expecting gracious and efficient service.  How we serve our patients is our competitive advantage and how FSOA differentiates ourselves from other medical practices.  This difference is you, the employees of FSOA.  Customer service is our business, whether a smile, a friendly “hello”, or going above and beyond to deliver exceptional service.  

We want our employees to display courtesy to our patients and fellow employees at all times.  Mutual respect and dignity will go a long way to building relationships between our patients and our employees.

Patient Privacy 


Patients have a right and an expectation to complete privacy when using the services at FSOA.  As an employee, you are in a position to observe the personal lives of patients.  It is mandatory that you refrain from discussing your observations either within or outside the Foot Specialists of Acadiana. Our patients put us in a position of trust, and we cannot betray that trust.

Any requests for information regarding the business of the Foot Specialists of Acadiana or related matters are to be directed to the Office Manager or one of the doctors.  This includes financial data, patient treatment programs, medical records, and x-rays.  If a reporter, photographer or anyone else questions you about the business of the Foot Specialists of Acadiana, please refer the person to the above individuals.

Any breach of confidentiality will be cause for disciplinary action, up to, and including termination.

Policy Against Harassment  
Foot Specialists of Acadiana strictly prohibits and does not tolerate harassment of any of our employees, applicants, suppliers or customers.  Any form of harassment related to an individual’s race, color, religion, sex, gender, sexual orientation, age, national origin, disability, citizenship status or any other protected status is a violation of this policy and will be treated as a disciplinary matter.  

Harassment may take many forms, but the most common forms include:

· Offensive verbal conduct

· Offensive visual conduct

· Offensive physical conduct

· Threatening remarks 

What happens to employees who violate this policy?

Violation of FSOA Harassment Policy will subject an employee to disciplinary action, up to and including discharge.

FSOA’s Office Manager is covered by this policy and is prohibited from engaging in any form of harassing conduct.  No individual has the authority to suggest that employees or applicant’s employment or advancement will be contingent upon a personal relationship.

How do I report incidents of harassment?

Harassment of our employees in connection with their work by non-employees is also a violation of this policy.  Any employee who experiences or observes any harassment of an employee by a non-employee should report the harassment to the Office Manager.  Appropriate action will be taken.

If you feel that you are being harassed by another employee or by anyone else, you should tell that individual how you feel.  Additionally you should report the matter to your Office Manager, so that FSOA can ensure that the conduct is stopped.

If the problem involves your Office Manager, or if you do not feel that the matter can be discussed with your Office Manager, you should report the problem directly to one the doctors immediately.  Your complaint will be kept as confidential as possible.  Neither harassment nor retaliation, in any form, will be tolerated.

If you have any questions about FSOA Harassment Policy, please discuss them with your Office Manager. 

Solicitation Policy    
Solicitation or distribution of materials in this facility or on FSOA property is prohibited unless authorized by the physicians.  Employees or other persons not employed at FSOA may not solicit or distribute literature for any purpose at any time anywhere on the property of this facility.

Drug-Free Workplace Policy   

FSOA has a strong commitment to its employees to provide a safe workplace and to promote employee health.  Consistent with the spirit and intent of this commitment, FSOA has established a policy regarding substance abuse.  Our goal is to maintain a work environment that is free from the effects of substance abuse.

While FSOA has no intention of intruding into the private lives of its employees, we do expect employees to report for work in condition to perform their duties.  We recognize that employee off-the-job as well as employee on-the-job involvement with alcohol and drugs can have an impact on the workplace, on Foot Specialists of Acadiana patients, and on fellow employees.

The following is a statement of FSOA Drug-Free Workplace Policy:

1.
The use, possession, sale or distribution of narcotics, drugs, or controlled substances while on the job or during the workday is a dischargeable offense.  Any illegal substances will be turned over to the appropriate law enforcement agency and may result in criminal prosecution.

2.
For purposes of this policy, lunch, break time and work-sponsored activities are considered to be part of an employee’s “working day”.

3.
Some of the drugs which are illegal under federal, state or local laws include, among others, marijuana, heroin, hashish, cocaine, hallucinogens, and depressants and stimulants not prescribed for current personal treatment by an accredited physician.

4.
Employees undergoing prescribed medical treatment, including taking such medication during the working day, should report such treatment to the Office Manager.  The use of controlled substances as part of a prescribed medical treatment program is naturally not grounds for disciplinary action, although it is important for us to know such use is occurring, in order to protect the safety and health of our staff and patients.

5.
The use or possession of alcohol during the working day or reporting to work under the influence is also a violation of FSOA policy against substance abuse and which may result in disciplinary action up to and including discharge.

Firearms and Weapons Policy 


The FSOA prohibits the possession, carrying, and/or use of any types of firearms or weapons on FSOA property.  For the purpose of this policy, FSOA is defined as all property and facilities of FSOA, including parking areas, buildings, grounds (grass and sidewalk areas), FSOA vehicles, personal vehicles used for FSOA business, and all other locations where FSOA employees are conducting business, or acting within the course and scope for their employment, or acting on behalf of FSOA.  Such other locations include, but are not limited to, other locations, where FSOA employees are providing services.  Violation of this policy will result in disciplinary action up to and including termination.

    Disciplinary Action    

It is extremely important to the success of our business that FSOA policies are enforced. Violation of a policy that is contained in this manual, or a practice rule that is posted or otherwise communicated in the Foot Specialists of Acadiana, may result in disciplinary action.  Such action may begin at any of the following steps, depending on the severity of the infraction.

· Counseling or verbal communications

· Written communications

· Final warning, suspension or probation

· Dismissal

Unacceptable Behavior  

Common sense and basic values is usually a reliable guide as to what is acceptable behavior in a service business.  The following list of prohibited actions can result in disciplinary action up to and including discharge.  It is not intended to be comprehensive and does not alter the employment at will relationship between the employee and FSOA.  FSOA reserves the right to immediately terminate any employee for reasons it believes, at its sole discretion, to be appropriate, with or without cause, and without notice.

· Theft (unauthorized removal), attempted theft or misappropriation (unauthorized 
storage, transfer or use) of practice, employee, FSOA or patient property, including 
items found on the Foot Specialists of Acadiana’s premises.  All articles found on Foot 
Specialists of Acadiana premises must be turned into your Office Manager.  

· Refusing to obey the direct request of a Office Manager unless such request is illegal, 
and any improper conduct toward a Office Manager.  If your Office Manager 
requests that you do something and you disagree, always follow the instructions at the 
time.  You can and should discuss the matter privately with your Office Manager at a 
later time and follow the Open Door policy.

· Refusing to cooperate with a Foot Specialists of Acadiana investigation. All FSOA 
employees are expected to report any violations of policies and procedures.

· Failure to perform work assignments satisfactorily, safely and efficiently.

· Failure to observe established fire, safety, civil defense rules and common safety 
practices, or contributing to unsanitary or unsafe conditions.

· Interfering with or hindering work schedules, failing to work a shift as scheduled or 
arranging your own replacement on a shift without the permission of your Office 
Manager.

· Loitering or sleeping on the job.

· Possession of dangerous or deadly weapons or hazardous substances on Foot 
Specialists of Acadiana premises or while off Foot Specialists of Acadiana property in 
the performance of Foot Specialists of Acadiana duties.

· Dishonest, immoral, illegal, immature or indecent conduct; soliciting persons for 
immoral purposes; or the aiding and/or abetting of any of these activities.

· Excessive absenteeism or tardiness (unrelated to the Family Medical Leave Act, 
Workers’ Compensation or a disability).

· Possession, use, distribution, selling or being under the influence of narcotics, related 
drugs, or alcoholic beverages while on Foot Specialists of Acadiana property or while 
conducting Foot Specialists of Acadiana business.

· Unprofessional conduct, such as gambling or fighting on Foot Specialists of Acadiana 
property, coercion, intimidation or threats of any kind against patients, Office 
Managers or fellow employees; making derogatory or unfounded statements about 
FSOA, its employees or its patients; using vulgarity or failing to be courteous at all 
times.

· Harassment of fellow employees, Office Managers, or patients, including any form of 
sexual harassment.

· Abusing, defacing or destroying Foot Specialists of Acadiana property or the property 
of patients, fellow employees, or FSOA funds.

· Falsification of time records or Foot Specialists of Acadiana work records.

· Falsification of any employment records, while applying for employment or at any 
time during employment.

· Removal, duplication, loss or transferring possession of a Foot Specialists of Acadiana 
keys.

· Leaving your department or work area without the permission of your Office 
Manager or being in locations other than your assigned work areas.

· Failure to maintain accurate and proper accountability and control of cash banks and 
deposits.  This includes excessive or repeated cash shortages or other errors.

· Improper check, cash or credit card handling.  Failure to follow proper procedure 
for handling checks/cash/credit cards.

· Smoking on FSOA property and/or not on an authorized break.

· Unauthorized disclosure or use of any confidential information about FSOA, its 
employees or patients, or any trade secrets that you have learned through your 
employment at FSOA.

· Failure to return to work on a timely basis following expiration of an approved leave 
of absence.

· Violation of any other Foot Specialists of Acadiana policy or procedure or criminal or 
civil law.

· Clocking in and out for another employee

· Taking or using any facilities, equipment, supplies, medications, or drug samples for 
personal use without the express permission of a staff physician.

· Chronic violation of the attendance policy
· Disclosure of your terms of employment including benefits and wage to any other 
FSOA employee, associate, or persons in positions to pass personal information to 
other FSOA employees or associates.
Computer Services    

FSOA provides computers, computer files, software and the electronic mail (“E-mail”) system to assist you in completing your job duties as quickly and efficiently as possible.  This equipment and any other informational storage or retrieval services (including systems like the Internet) that the Foot Specialists of Acadiana provide are to be used for business purposes only. Consequently, use of these facilities for personal reasons is strictly prohibited and all computer pass codes must be available to the practice at all times.  Failure to follow these rules and any personal or inappropriate use of these systems can lead to discipline up to and including discharge.

FSOA and its affiliates reserve the right to enter, search and monitor the computer files or E-mail of any employee, without advance notice.  Such action will be taken for business purposes such as investigating theft, disclosure of confidential business or proprietary information, personal abuse of the system, or monitoring work flow or productivity.

Software



It is illegal and therefore against FSOA policy to load unlicensed or unauthorized software on the practice’s computers.  To do so could cause interference with the operation of the licensed software and/or breach the authorized software’s license agreement.

In some instances employees are provided access to commercial services via systems such as the Internet, CompuServe, America On-line, etc.  Such services, where provided are to be used solely for authorized business purposes.  Misuse, misappropriation or utilization of such services without authorization will result in disciplinary action up to and including discharge.

You may not use the FSOA Systems in any way that may be seen as insulting, disruptive, or offensive by other persons, or harmful to moral, and which violates the FSOA’s policy of reasonable personal use.  Examples of forbidden transmissions include sexually-explicit messages, cartoons or jokes: unwelcome propositions or love letters; ethnic or racial slurs; or any other message that can be construed to be harassment or disparagement of others based on their sex, race, sexual orientation, age, national origin, or religious or political beliefs.  Use of FSOA Systems in violation of this guideline may result in disciplinary action, up to and including termination.

FSOA handles sensitive information about its clients, that is confidential and proprietary, and it is important that this information remain confidential and proprietary.  To ensure this, each employee is provided with passwords and encryption keys so that only they may access their own information.  Employees are required to maintain the confidentiality of their passwords and encryption keys to ensure that other employees or any other persons may not gain unauthorized access to their messages and information.  Also, employees are prohibited from the unauthorized use of the passwords and encryption keys of other employees to gain access to other employees’ messages and information.  All passwords and password changes must be reported to the Office Manager immediately. 

Ethical Standards


Employment by FSOA carries with it a responsibility to be constantly aware of the importance of ethical conduct.  Employees must refrain from taking part in, or exerting influence in, any transaction in which their own interests may conflict with the best interests of FSOA.

Exactly what constitutes a conflict of interest or an unethical business practice is both a moral and a legal question.  FSOA recognizes and respects the individual employee’s right to engage in activities outside his or her employment, which are private in nature and do not in any way conflict with, or reflect poorly on the practice.  Management reserves the right, however, to determine when an employee’s activities represent a conflict with the practice’s interests and to take whatever action is necessary, including terminating the employee.

It is not possible in a general policy statement of this sort to define all the various circumstances and relationships that would be considered ethical.  The list below suggests some of the types of activity that would reflect in a negative way on an employee’s personal integrity or that would limit the ability to discharge job duties and responsibilities in an ethical manner.

1.
Participating in civic or professional organization activities in a manner whereby confidential practice information is divulged.

2.
Misusing privileged information or revealing confidential data to anyone.

3.
Using one’s position in the practice or knowledge of its affairs for outside personal gains.

4.
Engaging in practices or procedures that violate anti-trust laws or other laws regulating the conduct of practice business.

5. Soliciting or accepting any payments, fees or consideration from a patient, supplier or vendor that does business with the Foot Specialists of Acadiana.

FSOA Property and Confidential Information    

During the course of your employment, you may come into possession of confidential information or trade secrets that belong to FSOA.  Training materials, techniques, operating manuals, data processing systems, programs, procedures, data bases, sales and marketing information, marketing strategies, financial information, personnel information, discoveries and inventions including processes, data, lists, systems, products, training materials, operating manuals, and other matters conceived or put into practice while an employee works for FSOA are the property of FSOA and not the employee.  In addition, this information is not common public knowledge and is therefore considered Confidential Information.  Unauthorized use or disclosure of Confidential Information or trade secrets to a third party may cause irreparable harm to FSOA.  All FSOA materials and possessions relating to any Confidential Information must be promptly returned upon discharge from FSOA. In addition, disclosure of any proprietary information following termination of employment, to include but not limited to current and past employees, could result in FSOA taking legal action against you in order for FSOA to protect itself from the unauthorized use or disclosure. 

Proprietary Information

The following is a list of examples of proprietary information of FSOA.  Proprietary information is information that is the exclusive property both tangible and intangible of Foot Specialists of Acadiana and may not be used, or reproduced in any way.  Any unauthorized use is punishable by the governing laws of the state of Louisiana.

· The name of Foot Specialists of Acadiana, APMC

· Office systems

· Billing Operations

· Forms

Foot Specialists of Acadiana Facilities and Security  

Premises   

Employees may not be on Foot Specialists of Acadiana property outside of their working time without the implied or express permission of your Office Manager.  Implied permission is strictly limited to the following circumstances:

· to collect your paycheck

· to attend a meeting scheduled by your Office Manager or FSOA owner

· to pick up other employees at the end of their shift to take them off the property

· to visit the Office Manager to check your files, vacation status, to discuss issues concerning your pay, scheduling problems, or other work related problems

· to pick up or return your lab coats

· to check your work schedule

· to retrieve personal items

Should any other occasion arise when you need to be on the premises outside of your working time, please obtain express written approval in advance from your Office Manager.   Foot Specialists of Acadiana premises include all interior Foot Specialists of Acadiana areas and all exterior working areas.

Personal Property    

FSOA tries to prevent property loss of any kind.  Personal property, except tools or clothing necessary for the job, may not be brought to the Foot Specialists of Acadiana.  

FSOA management has the right to inspect any personal packages you may be carrying, including your purse, briefcase, knapsack, etc. as you enter or leave the Foot Specialists of Acadiana and to search any vehicle if on Foot Specialists of Acadiana property.

Employees must not remove property of patients or fellow employees from the Foot Specialists of Acadiana.  FSOA considers it THEFT to remove, store, transfer or use any property of a patient, fellow employee, or the Foot Specialists of Acadiana without permission.

This policy also extends to items found on Foot Specialists of Acadiana property.  If the owner cannot be immediately identified, please turn found items into the Office Manager.

The Foot Specialists of Acadiana does not assume responsibility for loss of valuables.  Prevention is the best policy.

Telephone Usage    

If you need to use a phone, please do so during your breaks or meal period.  Personal phone calls during work periods, including the use of cellular phones and pagers, are not permitted.  Long distance phone lines are to be used for business purpose only and should not be used for personal use under any circumstances.  Please ask your family and friends to avoid phoning while you are on duty unless an emergency occurs.  

We are aware that at times, urgent or emergent calls may be necessary.  If you need to make such a call, it is to be done after notification to the Office Manager or Physician.  Any outside calls made to an employee are to be done so through the FSOA phone lines.  If a situation requires more than a brief interruption, the employee must take the call privately and do so off the clock.

Visitors

During office hours, all visitors – including patients – must report to the front desk.  After hours, any personal visitor entering the office should be immediately directed to the Office Manager.  Visitors are not allowed to roam through the office, use entrances other that the main entrance or casually visit with employees.  Employee family and friends should avoid or limit their visitation with the employee at work.

It is the responsibility of all employees with children, to make advanced arrangements with outside persons or services should the need for childcare arise.  Failing any of these options, the employee is required to give advance notice for permission for the child to be brought to the office.   If this request is not granted, the employee must use vacation time.  Should none be available, an unexcused absence will be placed in the employee record.

In Service Education

Our goal is to upgrade services and professional expertise of all of our staff. Your Office Manager may ask you to attend special demonstrations, lectures, and other meetings to enhance your skills. Occasionally opportunities will be available to attend educational meetings outside of the office.  

Other Policies and Procedures

Injuries & Accidents    

Any on-the job accident must be reported at once to your Office Manager and to the doctors.  Prompt reporting of an accident is important not only to your welfare, but also for that of your fellow employees.  Minor accidents could be an indication of unsafe conditions or practices that could result in a more serious injury to someone else.

To assure the prompt handling of a claim it is necessary to follow the steps illustrated below:

1)  Employee reports the accident immediately to the Office Manager or Doctors.

2)  If the employee requires immediate medical attention he/she should notify the senior physician on property, or in their absence, the senior employee on-site. That individual will direct the employee where to seek medical attention.

3)  If the injury is not a medical emergency, or requires only first aid, authorization for practice paid treatment must be obtained from Drs. Schunemeyer or Purdy, prior to treatment. A medical emergency is defined as an immediate threat to life, limb, or eye-site

4)  An accident form must be completed with the Office manager within three days of the accident.  The employee will then take this information to the treatment facility.

5)  Employees are required to submit all written information, including the bill, restrictions, work authorizations that they receive from the treatment center for their injury.

6)  Employees choosing their own physician or failing to follow the above guidelines may be ineligible for coverage. 

7)  All employees will be required to present an authorization from the attending physician permitting them to return to work.

Reporting Emergencies    
One of the main concerns of the Management staff of FSOA is the safety of our employees and patients.  The best way to ensure safety is through our constant awareness.  There are a few basics that everyone should be aware of. The most important thing to remember is if you ever become aware of a serious situation, go to the nearest telephone and dial 911 or contact one of your fellow employees.  It is important to calmly relay any information pertaining to the emergency such as:



1.  Your name



2.  Your exact location



3.  Nature of the emergency

Fire

1.
DO NOT PANIC

2. If fire cannot be contained, assist in removal of any patients in immediate danger,


pull the closest fire alarm and call  911               
3. Use the closest fire extinguisher to try to control the fire provided this could be 


done without any injury to yourself.

Robbery
1.
If you are approached by a robber, do not fight - give them the money.  No amount of money is worth the life of an employee.


2.
Dial 911 at the first opportunity.

3. Try to be observant of the robber’s appearance in the event that you are called 


upon for a description.

Patient Injury/Accident

1.
Notify the Office Manager or one of the doctors.

2.
Report your name, location and type of accident.

3.
Remain calm.

Power Failure
1.
Keep CALM.

2.
Emergency lights will come on momentarily.

3.
Have patients stay where they are, and Management will keep everyone informed.

In all of the above emergency situations, it is important to remember that ONLY Management and/or the Fire Department will take the responsibility of evacuating the Foot Specialists of Acadiana.

Violence Reporting Policy


FSOA goal is to maintain a safe work environment for all its employees.  However, because of increasing violence in our society in general, FSOA has adopted the following policies to deal with any violence that may occur on Foot Specialists of Acadiana premises, and to ensure the safety of our employees.  To comply with these policies, please do the following:

1.
Report all threats of violence, both direct and indirect, as soon as possible to your Office Manager, or, if he or she cannot be reached, to a doctor.  Be as specific regarding the facts as possible.

2.
Report all suspicious individuals or activities to your Office Manager or to a doctor as soon as possible.

3.
Do not put yourself in danger.

4.
If you hear any violent activity or commotion near your workplace, do not attempt to see what is happening.  Call your Office Manager, or 911 immediately, whichever is most appropriate under the circumstances, warn others if it is possible to do so safely, and hide from any potential danger or threats.

5.
Cooperate fully with law enforcement and emergency medical personnel that respond to a call for help.

6.
Do not respond to inquiries from the media about violence on Foot Specialists of Acadiana property, but let the Office Manager or one of the doctors respond to such inquiries.   

7.
If you are qualified, provide first aid to injured persons.

Records, Keeping Up-to-Date    

When you decided to join FSOA you completed various forms, which contained important information.  Keeping this information correct and current enables us to reach you in an emergency, forward your mail and W-2 forms, maintain your insurance and other benefits and compute your payroll deductions.  Please notify your Office Manager promptly of changes in:

· Address and telephone number

· Marital status

· Legal name

· Life insurance and/or retirement plan beneficiary designation

· Status of dependents covered or no longer eligible to be covered under the medical/dental plan

· Number of dependents for withholding tax purposes

· Alien registration status

· Employment authorization status
Resignation    

We hope that your tenure at FSOA will be a happy and prosperous one.  However, we understand that at certain times a change in jobs is necessary.

If you are considering leaving your present job, please talk to your Office Manager or one of the doctors.  They may be able to assist you with your decision.

We hope a solution to your career requirements can be met.  If it becomes necessary to resign, we request you give your Office Manager at least a two-week written notice.  

It is important for you to realize that many benefits are paid in advance.  If you decide to terminate your employment without notice, you may owe money to FSOA that has been paid on your behalf since we will not be given sufficient time to terminate these benefits.  Also, keep in mind that do not take lightly the retention of FSOA property, and any keys or other sensitive materials not surrendered will be immediately retrieved through legal measures.

Separation Procedures


When you leave FSOA, you must return all supplies, keys, uniforms and other FSOA property.  You also will be asked to participate in an exit interview with the Office Manager.  If you owe any money to FSOA, you will be asked to make arrangements for repayment at that time.  The Office Manager will provide you with information regarding your health and medical insurance benefits and continuation of benefits (i.e., COBRA) rights.

Accumulated time off such as vacation, sick and personal leave will be forfeited.  Other benefits such as retirement will be determined by the current benefit policy.  The OM will cover all details of these benefits.  

Lay-Off Procedure

  In the event FSOA experiences an unexpected or unusually reduced workload, a lay-off may be necessary.  The following methodology will be utilized to determine workload needs: 

· FSOA will determine how many employees are needed to maintain quality services for the practice;

· If it is decided there are too many people given the current condition of FSOA, a lay-off will proceed based upon consideration of employees’ skill and ability, attitude, seniority and the amount and type of work and services that is required to be performed at FSOA;

· any persons laid-off will be paid two weeks regular pay.

· any persons laid-off will be given first option to return to FSOA should the workload improve.

Termination of Employment

Your employment is terminable at will, so that both you and FSOA remain free to choose to terminate your employment at any time.  If you are considering terminating your employment, it may be mutually beneficial to discuss the reasons with the Office Manager.  Misunderstandings, if that seems to be the problem, can often be corrected.  If it is still your decision to terminate your employment, you should submit a letter of resignation to the Office Manager.  We ask that you give us no less than two-week's notice of your intention. 

On the other hand, if we decide to terminate your employment, we will grant you the same courtesy, or pay you two week's salary in lieu of notice. In case of dismissal for misconduct, insubordination or flagrant disregard of the necessary rules and regulations of employment herein described, the employee forfeits all rights to severance pay.

At-Will Employment Policy

Your probationary employment is terminable at will, which means that either FSOA or I may terminate your employment at any time, for any reason, with or without notice -- FSOA is not obligated to provide written of verbal documentation for termination.  During this probationary period, FSOA is not required to pay any due benefits or severance.  Termination based on age, race, gender, political preference or sexual orientation is strictly prohibited at FSOA

Acknowledgment of Employee Handbook    

I acknowledge receiving a copy of the FSOA Handbook.  I understand that I am responsible for familiarizing myself with the information contained in this book.  I also understand that the Employee Handbook contains employment guidelines only and is not intended to be a contract of employment.  I also understand that FSOA expressly reserves the right to change, modify or delete rules, policies and benefits contained in the Employee Handbook at any time without notice, except for the at-will nature of my employment, which can only be changed by the President of FSOA in writing.  I understand that my employment is terminable at will, which means that either FSOA or I may terminate my employment at any time, for any reason, with or without notice.  I agree to keep myself informed of all the changes in matters contained in the Employee Handbook and any other matters affecting my job.  I also acknowledge that any delay or failure by FSOA to enforce any of its policies or rules will not constitute a waiver of FSOA right to enforce its policies and rules in the future.

Signature: _______________________________________       
Date:
___/___/___

Social Security Number: _____________________________
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