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EMPLOYEE HANDBOOK

1.0 Welcome
Welcome to Caring Hands Veterinary Clinic, LLC (CHVC). We’re pleased that you have joined our practice. You have been carefully chosen because of your skills and abilities. CHVC is committed to a high standard of excellence, and we are looking to you to help achieve and maintain that standard.
We want you to enjoy working here and being a part of the veterinary  team. We hope you will help advance our practice and at the same time achieve personal development.
Please note that this handbook is not a contract or promise of employment for any specific length of time. The employee is an at-will employee and nothing in the employee handbook alters the at-will nature of the employment relationship. The employer may terminate or modify its guidelines, procedures, or benefits at any time.
Management reserves discretion to interpret and apply the guidelines or procedures. The handbook supersedes all previously issued guidelines or procedures.
Should you have any questions as to the interpretation of any information in this handbook or any other employment matters, please contact Hospital Management.
Sincerely,
Caring Hands Veterinary Clinic
2.0 The History
2.1 Caring Hands Veterinary Clinic, LLC.
Caring Hands Veterinary Clinic, LLC opened its doors On December 1st 2012, realizing Dr. Sajeesh Thomas’s dream to provide comprehensive medical and surgical care for animal patients. The modern facility is equipped with the latest technologies. Most diagnostic, surgical, and treatment procedures can be handled within the hospital. Non-working hours and holiday emergencies are handled by Blue Pearl Animal Hospital or University of Pennsylvania -MJR veterinary hospital.
As an accredited member of the American Animal Hospital Association, Caring Hands Veterinary Clinic, LLC adheres to rigid requirements for quality medical care and participates in comprehensive hospital inspections. We are proud to be a member of the organization!
We welcome you to our Team! We feel that your skills and talents will contribute to our hospital and to your career goals as well.
2.2 AAHA History
The American Animal Hospital Association was founded in November 1933 in Chicago. About 100 veterinarians attending the American Veterinary Medical Association annual meeting in August had nominated Dr. Mark Morris to chair a committee to plan a new association. The other members of the committee were Drs. D. A. Eastman, A. R. Theobald, L. H. Lafond, J. F. McKenna, J. V. Lacroix, and S. W. Haigler. These seven veterinarians saw the need to improve the practice of small-animal medicine and recognized that a national, fraternal association that promoted the exchange of information could facilitate improved standards and continuing education from the profession.
Two years later, the Association was formally incorporated. On October 18, 1935, the State of Illinois granted a charter to the American Animal Hospital Association. 
The founders emphasized the importance of small-animal practice and felt that veterinarians were obligated to provide better facilities and methods than were generally available. That philosophy is still a guiding principle of AAHA today. It has also helped stimulate and maintain the growth and development of the practice of small-animal medicine throughout the world.
Today AAHA is respected internationally for its dedication to professional development, hospital standards, outstanding publications, and the excellence of its education programs. Its organizational strength is a tribute to the vision of its founders and the leadership and dedication of the many veterinarians who have devoted their time and energy to serving the Association through the years. As a result, the association continues to be on the leading edge of the veterinary profession.
AAHA Standards of Accreditation
The AAHA Standards of Accreditation include more than 900 individual standards and 8 major sections. A highly qualified, trained consultant evaluates all applicable standards in the following sections during an evaluation:
· Anesthesia
· Client Service
· Contagious Disease
· Continuing Education
· Dentistry
· Diagnostic Imaging
· Emergency/Urgent Care
· Examination Facilities
· Housekeeping and Maintenance
· Human Resources
· Laboratory
· Leadership
· Medical Records
· Pain Management
· Patient Care
· Pharmacy
· Safety
· Surgery
We are very proud to be an accredited AAHA hospital member in 2014, a distinction claimed by only 15 percent of the small-animal facilities in North America.

3.0 Practice Mission, Vision, and Core Values
Mission Statement
Our goal is to help pets live longer, healthier lives and enjoy time with their owners. We do this by providing high-quality medical and surgical care for pets and by providing excellent client education and service to our clients.
Vision Statement
To be recognized as the premier small-animal practice in our community, offering unparalleled client service to pet owners and cutting-edge veterinary care to pets. Our clients will always see and know our compassion for them, and they will see and know our commitment to providing the highest level of preventive and medical care for their pet. 
Core Values: 
Caring: We will give Care and Compassion to the pets and be Considerate to the clients and fellow employees.
Helping: We will tend to the day to day needs of the practice, not limited to our individual job   responsibilities. 
Respect: We will respect our clients and our coworkers as if they were members of our family. 
Integrity: We will conduct ourselves in a manner that will instill confidence and trust in all of our interactions.
Smile: We will foster a friendly environment, which begins with a warm welcome to each pet and owner from the moment they arrive and throughout their time with us. 
Trust: We will gain our clients’ trust and confidence because honesty and integrity guide all our actions. Our clients will know our caring commitment to the health of their pets.



4.0 Acknowledgment of Receipt
I have received a copy of the Caring Hands Veterinary Clinic employee handbook. I understand that I am to become familiar with its contents, as it outlines my responsibilities, benefits, and the practice’s policies for its employees.
I also understand that I am an at-will employee, which means that either the employee or the practice can terminate the employment relationship at any time, without cause or notice. Nothing in the handbook, or any other practice document, alters the at-will nature of the employment relationship.
The handbook does not create a contract for employment, either expressed or implied, and it is not a guarantee of employment for any specific length of time. Only the owner of the practice is authorized to enter into employment contracts on the practice’s behalf, and all employment contracts must be in writing and signed by the parties. 
Management has sole discretion to interpret and apply the practice’s guidelines and procedures. The practice may terminate, rescind, suspend, or change any of its guidelines, procedures, or benefits at any time and without prior notice. 
The current version of the handbook supersedes all previous versions and all previously issued policies, guidelines, or procedures, both written and unwritten.
Please sign as an acknowledgement once the Employee Handbook has been read.
		
Employee Signature								Date
1. ___________________________________________________			____________________
2. ___________________________________________________			____________________
3. ___________________________________________________			____________________
4. ___________________________________________________			____________________
5. ___________________________________________________			____________________
6. ___________________________________________________			____________________
7. ___________________________________________________			____________________
8. ___________________________________________________			____________________
9. ___________________________________________________			____________________
10. __________________________________________________			____________________



5.0 Employment Practices

5.1 Equal Employment Opportunity Statement

Caring Hands Veterinary Clinic’s  policy is to provide equal employment opportunity to all qualified individuals without regard to race, color, religion, national origin, age, gender, disability, veteran status, or any other characteristic or status protected by applicable law. This policy applies to all personnel actions, including recruitment, hiring, discipline and discharge, training, evaluation, promotion, compensation, and benefits. If you believe you have been subjected to any type of unlawful discrimination, you should provide a written complaint to your supervisor or to human resources. Your complaint should be specific and should identify the persons involved and any witnesses. The practice will promptly investigate the matter and take appropriate action to resolve the situation.

5.2 Immigration Laws
The hospital complies with applicable immigration laws. As a condition of employment, all persons hired must provide satisfactory documentation of their identity and authorization to work in the United States. The most common forms of identification are driver’s licenses and social security cards. However, other documents can be used. If you have any questions or need more information, please contact our human resources department.
You can obtain a copy of the latest I-9 form online at http://www.uscis.gov.

5.3 Antiharassment/No Discrimination Policy 
Antiharassment Policy

Employees are expected to treat others with respect. The hospital prohibits harassment, including harassment based on gender, race, color, religion, national origin, age, disability, or status in any group protected by federal, state, or local law. This policy applies to the workplace and to work-related activities. It also extends to harassment of non employees, such as clients, vendors, and building services personnel. 
Prohibited Conduct

Harassment includes conduct or statements that denigrate or show hostility to a person because of that person’s race, color, gender, religion, national origin, age, disability, or other characteristics. Such conduct is prohibited if:
· It has the purpose or effect of creating an intimidating, hostile, or offensive work environment.
· It unreasonably interferes with an individual’s work performance.
· It otherwise adversely affects an individual’s condition of employment, or employment opportunities.

Harassing conduct includes, but is not limited to, epithets, slurs, threats, or hostile acts based on race, color, religion, gender, national origin, age, disability, and other characteristics. It also includes offensive cartoons, posters, calendars, notes, letters, email, remarks, jokes, and written or graphic material that denigrates or shows hostility to an individual or group.
In addition, sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature where:
· Submission to such conduct is explicitly or implicitly a term or condition of employment
· Submission to or rejection of such conduct is used as the basis for decisions affecting an individual’s employment
Sexual harassment can include, but is not limited to, inappropriate questions about a person’s sex life; repeated and unwanted requests for dates; gestures or other nonverbal behavior; and unwelcome touching, grabbing, fondling, slapping, kissing, massaging, or intentionally brushing up against another’s body. Furthermore, any harassment directed at a person because of that person’s gender is also prohibited, regardless of whether the harassment is sexual in nature. 
Complaints
If you believe you have been harassed, or have knowledge of other workplace harassment, you should promptly report it to the HR manager. If you are not comfortable reporting the matter to the HR manager, you should report it to [alternate person with authority]. Inappropriate conduct should be reported before it begins to interfere with an employee’s work environment or job performance. 
Investigation
The hospital will investigate all complaints of harassment. The extent of the investigation will depend on the circumstances and the nature of the allegation, but will usually involve interviewing the complaining party, the offending party, and any witnesses. Investigations will be conducted as confidentially as practicable; however, information will be disclosed to the extent necessary to properly investigate the complaint. All employees are required to cooperate fully in any investigation.
Disciplinary Action
The appropriate parties will be informed of the results of an investigation. If management determines that an employee violated this policy, the employee will be subject to disciplinary action, which may include immediate termination of employment.
Retaliation
The hospital prohibits retaliation against any employees who, in good faith, report harassment or who participate in an investigation. If you believe that you or someone else has been subjected to retaliation, promptly notify the HR manager.

5.4 Employee Categories
· A regular, full-time employee is one who is scheduled to work a minimum of 35 hours per week  on a regular  basis. Employment will be for an indefinite period, and  there is a 90-day introductory period. After the 90-day period, full time employees are eligible for a medical insurance allowance. 
· A regular, part-time employee is one who is scheduled to work less than 35 hours per week on a regular basis. Benefits will not be provided to part-time employees at this time. However, the Hospital Management has allocated employee discounts to the employees’ pet services..
· Temporary employees are those who work on either a part-time or full-time basis with the understanding that the employment can be terminated when the assigned job has been completed. Termination can also take place when a specific date has been reached.
· Exempt Employees are those who hold executive, managerial, administrative, or professional jobs. Any employee who holds a position that meets certain tests established by the Fair Labor Standards Act (FLSA) will be exempt from overtime pay.
· Nonexempt employees are those whose job positions do not meet the tests for exempt employees under the FLSA. Employees will be paid 1.5 times their regular hourly rate of pay for any time worked over 40 hours in a given week. Any overtime hours must be approved by Hospital Management prior to reaching 35 hours.  

5.5 Personnel Records: Retention, Access, and Confidentiality
As part of your employment with us, it will be necessary for you to complete many records. These records will include your employment application as well as records for purposes of meeting federal and state laws. During your employment, it is important that your personnel records be kept up-to-date. Please advise management in writing of any change in your name, address, telephone number, family status, insurance beneficiaries, or the name of the person to be notified in case of an emergency.
Personnel files are confidential and full access is not given to employees. Access to personnel files is at the discretion of management. Requests to access your personnel file should be submitted in writing.

6.0 Employee Hours

6.1 Work Schedules
Employees are responsible for obtaining their work schedule once the schedule is posted. The schedule would be posted one month ahead. Employees are expected to arrive on time and clock in no earlier than 15 minutes prior to their scheduled start time unless otherwise indicated. 
Any changes that take place in scheduling must be requested in writing two weeks in advance for review by  supervisor/Hospital Management. You also are responsible for arranging for a substitute employee who will be capable of handling your job responsibilities if you are not able to report to work. Because the care required to support clients’ needs is priority, there may be occasions when time off is denied. Exceptions may be made in the case of a family emergency or personal illness. Your supervisor must approve of any temporary changes in your work schedule. 
Lunch/Dinner is scheduled for 30 minutes at the time agreed upon by the employee and the immediate supervisor/Hospital Management. The state and federal laws regarding lunches and breaks are applicable to all employees.  Eating and drinking in the presence of clients is not allowed. Food is not allowed in the reception area or near the computer terminals. 
Lunch/Dinner will be taken one at a time. When an employee is at lunch/dinner, other employees will cover the tasks (attending calls, client appointments, etc). The surgery/post-op recovery/ICU/treatment area will not be left unattended. When there is one person on duty, lunch will be scheduled at a time agreed upon by the employee and the duty doctor to maintain patient monitoring. 

6.2 Meal and Break Policy
Caring Hands Veterinary Clinic complies with state and federal laws regarding meals and breaks. 
Mandatory Meal Period: Employees who work at least 8 consecutive hours will be provided a (30 minute) meal break. Your meal period is not included in the total hours of work per day and is not compensated time. The 30 minute meal break will be deducted accordingly during payroll processing. Nonexempt employees are strictly forbidden from performing any work during meal breaks. Employees who work a 6-hour shift will be entitled to one 15-minute break that should be taken in the middle of the shift if practicable. Employees who work a 8-hour shift will be entitled to two 15-minute rest breaks in addition to the required meal break. 
Rest Breaks: Caring Hands Veterinary Clinic understands that our employees will have greater job satisfaction and be more productive when they are rested and refreshed. Nonexempt employees are permitted a 15-minute rest break for each 4 hours of work. Employees on rest breaks are not required to clock in and clock out, since time on breaks is considered “time worked” and is compensated time. You are encouraged to leave your workstation during breaks. Please coordinate with your coworkers, supervisors, and the doctor on duty to facilitate rest breaks. 
Employees are not permitted to use meal periods or rest breaks to account for late arrival or early departure from a work shift. Employees may not combine meal or break periods to extend their time off duty.
 
6.3 Flexible Hours and Flexible Time
While flexible time may not apply to all positions at our hospital, we will make it available for those positions that can accommodate this type of schedule. This work arrangement needs to be set up with Hospital Management. There are core hours that must be staffed due to patient caseload or client needs, and there are flexible hours when staffing may vary according to employees’ needs and appointment schedules. 
6.4 Attendance/Tardiness/Absence
Caring Hands Veterinary Clinic is dedicated to running a smoothly functioning practice. Consequently each employee is crucial to our mission of delivering excellent care to our patients and excellent service to our clients. Each employee is very important to us and it is essential that each employee carry a fair share of the workload. Employees who are late and accumulate numerous unexcused absences are detrimental to our hospital operations and result in unfairly burdening other employees. 
Absence is defined as failure to report to work when scheduled without prior authorization. We understand that some absences will occur and are unavoidable. We may require a doctor’s statement if the absenteeism is consecutive and/or excessive. 
However, if you find that you must be late or absent, it is extremely important to follow these steps at the earliest:
	1.	 Contact your Hospital Management at the hospital to regarding your absence no later than 1   
                                 hour before operating hours.
	2.  Give some indication of when you will be able to work.
	3.	 If you can’t reach your supervisor, contact the doctor on duty.


All employees are expected to arrive at work on time, clock-in, and clock-out as per scheduled work hours by themselves . If an employee forgets to clock out, then the manager/Doctor must be informed as soon as possible. Any change to each employee’s schedule must be approved by Hospital Management.
Attendance is directly related to your accountability and will be considered in your performance reviews.

6.5 Facility Shutdown/Severe Weather
During severe weather conditions (i.e. snow, tornadoes, hurricanes, or floods that make travel to/from work dangerous or impossible), please call the Hospital Management for information on hospital closings. 
If there is inclement weather and the hospital is open, any employee who fails to show up for work will take that day as a vacation day, personal leave day, or day without pay. 
If there is inclement weather and the hospital is closed, full-time salaried employees will be compensated for that time. New full-time salaried employees who have not accrued enough vacation days will take the day without pay. Employees who are paid on an hourly basis will be paid only for actual hours worked. 

7.0 Wages and Salary
7.1 Pay Periods
Caring Hands Veterinary Clinic has a standard bi-weekly pay schedule for hourly employees.  This means that employees will be paid every other week (i.e. Week 1 and Week 2 would be paid on the subsequent Friday of Week 3). 
If you elect automatic deposit, your paycheck should be credited to your account on payday or the following business day. If payment by check is selected, your paycheck will be provided on payday.
Where benefits are applicable, certain amounts may be deducted from your paycheck consistent with the benefits you have chosen. Please review your paycheck stub to make sure everything is accurate. In case of a discrepancy, please contact Hospital Management immediately.
7.2 Advancement of Wages
We have a strict policy of not advancing wages under any circumstances.

7.3 Time Reporting
All exempt and nonexempt employees are required to use the time clock system to record their hours worked using the following guidelines:
· Please record your time accurately, as your time recording is the basis for your pay. Time recordings are the responsibility of each employee and this task cannot be delegated to another team member. If you miss an entry, please alert your Hospital Management as soon as possible.  
· Clock-in no earlier than 15 minutes before the start of your shift unless otherwise specified. 
· As per state regulations, employees working at least 8 hours per day are required to clock out and take a meal breaks (30 minutes). It is imperative that you clock-in once the lunch break is done. If the lunch break is not recorded in the hospital software, the meal break will automatically be taken off when processing your paycheck. 
· As per state regulations, every 4 hours of work allow for a Rest breaks of (up to 15 minutes). This does not require employees to clock-out. 
· It is imperative that each employee keeps track of the weekly hours. Part-time employees should not exceed 35 hours in any week. If it appears that you will reach or exceed 40 hours in a week, Hospital Management must be notified immediately as any overtime requires pre-approval. 
· Substituting or exchanging hours with other employees must be approved by your supervisor/Hospital Management. 
· Paychecks/Direct deposit are distributed biweekly. For questions about your paycheck and/or corrections, please contact the Hospital Management.

7.4 Overtime
It is the policy of Caring Hands Veterinary Clinic to comply with all federal and state provisions for overtime and to control labor costs. This practice will make every effort to schedule work hours that are convenient for all employees. When overtime becomes necessary, we ask that all employees make themselves available to work the extra hours. 
Our workweek starts on Sunday and ends on Saturday. Overtime is defined as any time worked over 40 hours per week at 1.5 times the regular rate of pay. 
Nonexempt employees are eligible for overtime pay. However, all overtime must be approved in advance by Hospital Management. Please report all overtime in the time recording system in the week in which it was worked. 
Exempt employees are not eligible for overtime. Exempt employees are executive, administrative, or professional employees whose jobs meet specific criteria. 

8.0 Policies
8.1 Introductory Period
A 90-day introductory period has been established for all new employees. During this time period, you will be trained on the fundamentals of the job. You will be evaluated periodically on your progress and your ability to use the training to perform your work in an acceptable manner.
During this time, the employer and the introductory employee will have an opportunity to evaluate each other in terms of the following traits:
· Being on time
· Developing a good working relationship with other employees as well as clients
· Adhering to the dress code and standards of conduct policy
· Performing job responsibilities
For salaried full-time regular employees: Those who successfully reach the 90th day of employment will be eligible for the benefits that apply to your position. 
For hourly employees: Those who successfully reach the 90th day of employment will be eligible for employee discounts and related incentives. 
If your work performance does not prove to be satisfactory or meet anticipated results, employment can be terminated at this time. 

8.2 Code of Conduct
We are all representatives of this hospital in the eyes of our families, friends, clients, and the public. This places an important responsibility on us. Both on and off the job, we all have countless opportunities to make friends and to win goodwill and respect for the hospital. On the other hand, thoughtless words and acts can blemish the good relations developed by the hospital through its service to clients and the community.
Because your conduct is critical to your success and that of the hospital, you are expected to maintain the highest standards of personal and professional conduct. We expect all employees to uphold the following Code of Professional Conduct:
· Act with honesty and integrity in all communications with coworkers, supervisors, and clients.
· Treat clients and coworkers with respect at all times.
· Handle all patients with compassion. Abuse of animals will not be tolerated and constitutes grounds for dismissal.
· Avoid gossip, which can damage morale and confidentiality.
· Uphold the core values of the practice at all times.
When management finds that an employee’s conduct is not acceptable, disciplinary action may be taken. This may range from informal discussion with the employee to immediate discharge. The hospital will consider, in its opinion, the seriousness of the situation, the employee’s work history, and other relevant factors.

8.3 Non-solicitation Policy
8.3.1 Non-solicitation Information
Distributing written material on our premises during working time is prohibited to avoid interference with the workday and to prevent perceived coercion, conflict of interest, discomfort in the workplace, and collecting, soliciting, and acceptance of contributions.
8.3.2 Solicitation for Outside Causes
While we respect your participation in causes you believe in, we cannot allow these outside activities to take you away from your work, to interrupt another employee’s work, or to make other employees feel pressure to participate or contribute. Consequently solicitation of a coworker is prohibited while either of you is on work time. Employee distribution of literature, including handbills and leaflets, is prohibited in work areas at all times. Trespassing, soliciting, or literature distribution by nonemployees on hospital premises is prohibited at all times.
8.3.3 Solicitations and Employee Gifts
Employees will not solicit for any purpose on hospital property except when authorized by your supervisor. If approved, we ask that the solicitation take place during meal periods, breaks, and nonworking times.
Any charitable efforts or fund-raising solicitations are to be handled by the hospital management. Our policy is to protect our employees from solicitors and peddlers.
This hospital does not approve of solicitation during working time for gifts or contributions for terminating employees, bereavements, marriages, or other purposes.
8.4 Smoking
Because the safety and health of our clients, pets, and employees are a priority, smoking and the use of smokeless tobacco are not allowed inside the building. This rule will be strictly enforced because secondhand smoke has been proven to be harmful. Use of smokeless tobacco is often offensive to fellow employees and/or clients, and flammable materials are stored in this hospital at all times. 
Employees who smoke or use tobacco must do so outside at the rear of the hospital during rest or meal breaks.
8.5 Parking
While on hospital property, we ask that you practice safe driving and parking habits. To be courteous to our clients, we ask that employees use parking spaces farther out in the parking lot. If you are arriving for work or leaving work when it is dark, please park closer to the building in the areas that are well lit. When it is dark or at any other time you have concerns, please use our buddy system when going to and from your car.
8.6 Drug-Free Workplace
8.6.1 Drug-Free Workplace Policy
Caring Hands Veterinary Clinic promotes a drug-free workplace. Employees under the influence of alcohol or drugs on the job can pose critical risks to our patients and the safety and health of other employees. The purchase, transfer, use, or possession of illegal drugs and being under the influence of alcohol at work are prohibited at any time. Any employee found to have possession of or be under the influence of alcohol or drugs will be terminated immediately. Any possession of illegal drugs either through purchasing or selling while at the practice will involve police notification. 
If you are properly taking medication under prescription by your doctor that might affect job performance, it is necessary to make the Hospital Management aware of such information. If said drugs do not have an effect on your job performance or travel to and from the practice, you may be allowed to continue working while using the medication. A doctor’s note may be required and this will be at the discretion of the Hospital Management.
8.6.2 Controlled Substance Handling Policy
All controlled substances are kept in a locked cabinet. Only the doctor on duty or an assigned technician will have permission to hold a key and gain access while on duty. The use of all controlled drugs must be recorded in the controlled substances log. Any expired drugs must be discarded appropriately under guidelines set by the DEA. 
8.7 Reporting Accidents or Injuries
When working with animals that can be dangerous, employees should never jeopardize their own safety. Please use extreme caution when handling all animals, as the well-being of our employees, clients, and patients is our main concern. Employees should never lift big animals by themselves because this can lead to injuries.
Employees who have experienced or witnessed an accident involving an injury to an employee, visitor, or patient, regardless of the seriousness, are required to report the accident to the supervisor immediately. Any employee who has suffered a job-related injury or has been exposed to occupational health hazards is to report immediately to his or her hospital supervisor. Failure to report accidents or injuries may delay the processing of insurance and benefits claims and may violate legal requirements.
All employees are expected to take the following steps to report accidents and injuries:
1. Notify the doctor on duty of any injury or accident as soon as possible. This includes injuries or accidents involving yourself or any that you witness on the premises. 
2. After you have received medical attention, please file an accident report with your supervisor.
3. Contact the practice manager if you will need to miss work and need to file a workers’ compensation claim. 
8.8 Workplace Safety
This hospital makes it a priority to take measures to ensure the safety, health, and well-being of patients, employees, and clients by maintaining a safe work environment. 
The employer is responsible for explaining and enforcing all safety rules. The employee is responsible for knowing and adhering to all safety rules, policies, and procedures. 
We provide a first aid kit for all employees. Please ask your supervisor to show you the location. If you notice that certain supplies are low, please let someone know so the kit can be restocked and kept current. Don’t hesitate to call 911 in the event of an emergency.
Please know and abide by all occupational safety regulations outlined by OSHA. Be sure to dispose of all hazardous waste in appropriate containers. 
Please know, understand, and follow the evacuation and emergency procedures outlined in our emergency preparedness plan in the event that these events occur while you are at work.
8.8.1 Workplace Safety/Emergency Procedures
It is our goal to provide a workplace that is safe for employees, clients, and patients. Any employee who notices a hazardous or unsafe condition is to report it to the supervisor immediately. Be sure to follow the important steps listed below to avoid injuries:
· When an emergency occurs, please remember the following:
a. Stay calm. 
b. Evacuate the building while ensuring the safety of each pet.
c. Do not run!
d. Walk briskly if necessary.
e. Go to the designated meeting spot:Outside, in front of the clinic. If that location is not reachable, go outside to the back of the facility).

· In the event of fire, follow these steps:
a. Remain calm.
b. Notify the fire department immediately.
c. Evacuate the building while ensuring the safety of each pet. 
d. If you are trapped, keep all the doors closed and seal the cracks with wet towels if practicable.
e. Do not panic! Do not jump from any window. If you can break a window and call for help, do so, but protect your face from flying glass.
f. Fire extinguishers are located in the following areas: On the wall in the hallway between the treatment area and bathrooms.
				
· In the event of an earthquake, follow these steps:
a. Stay Calm.
b. Find shelter under a doorway frame or under a table.
c. Remain there until earthquake movement have subsided.
d. Evacuate the building while ensuring the safety of each pet. Then, go to the designated spot: Outside, in front of the clinic. If that location is not reachable, go outside to the back of the facility).
· When lifting, please remember the following:
a. Lift with your legs.
b. Bend your knees.
c. Keep your back straight.
d. Wear appropriate shoes.
e. Keep the load close to your body.
f. Get help for lifting large patients or objects.

· All equipment and materials should be stored safely. Keeping the hospital and offices neat and tidy will help prevent accidents.
· Do not operate damaged or defective equipment. Please report any defective equipment to the hospital administrator immediately. 
· All employees are required to wear footwear that is appropriate and safe. Walking barefoot or wearing open-toed shoes is strictly prohibited.
· All electrical panels, fire exits, and door exits are to remain unlocked at all times during business hours.
· Please wear your designated personal protective equipment in all applicable situations. For instance, it is important to always wear radiograph protection and keep the door closed while taking radiographs 
· The wet floor sign should be displayed whenever the floor may be wet and while weather conditions may cause wet floors (rain, snow, etc).
· If there is an emergency evacuation, each employee must be prepared to work collectively so that it can proceed smoothly.

8.9 Workplace Security

Caring Hands Veterinary Clinic has a workplace security policy to protect employees and the practice. All employees are responsible for knowing, understanding, and abiding by the following policies.
Building security: Employees who lock up at night must activate the alarm system before leaving the premises. Please alert the practice manager immediately if you notice nonfunctioning external lights.
No weapons on premises: To promote a safe and secure workplace free of violence, Caring Hands Veterinary Clinic prohibits the possession or use of dangerous weapons on hospital property. Hospital property includes the hospital building, sidewalks, and the parking lot. Dangerous weapons include, but are not limited to, knives, guns, and explosives. 
Computer, email, and Internet usage: [Veterinary practice name] email and Internet must be used in an ethical and professional manner. Email and Internet access may not be used for transmitting, retrieving, or storing communications of a defamatory, discriminatory, or harassing nature or materials that are obscene or X-rated. Messages with derogatory or inflammatory remarks about an individual’s race, age, disability, religion, national origin, physical attributes, or sexual preference shall not be transmitted. Abusive, offensive, or profane language in transmissions as well as harassment of any kind is strictly prohibited. 
Electronic communications sent on our computers are considered hospital property and are not guaranteed to be private or confidential. [Veterinary practice name] reserves the right to examine and monitor files, emails, and Internet usage. Do not download files from the Internet and do not open files if you do not know the sender.
Employees must not transmit copyrighted materials on the practice’s network. Employees must respect all copyrights and may not copy, retrieve, modify, or forward copyrighted materials. If you wish to share something of interest on the Internet with others, do not copy it to a network drive. Instead, supply the URL (uniform resource locator, or “address”) for the recipient to look at.
This hospital is not to be used except during the regular working day. Employees are not to be on the premises outside of regular scheduled working hours, with the exception of doctors or staff called in by doctors to assist.

8.10 Care and Use of Hospital Facilities
It is essential to maintain a neat, organized, efficient, and clean hospital at all times. Please clean up after yourself and help keep our facility in good working condition. Before leaving each day, clean up the area for which you are responsible. 
Each employee is responsible for overseeing his or her specific workstation or work area for cleanliness on a day-to-day basis. Cleanliness of the entire hospital is the responsibility of each and every employee. If an employee sees that one area of the hospital, inside or outside, is being neglected, it shall be the responsibility of that employee to help in the cleanliness of this area and bring the problem to the attention of management. There will be a cleaning chart to initial after completing cleaning tasks. 
Our break area must remain clean and organized at all times. All employees must clean up after themselves. We ask that family, guests, and clients not be allowed in the break room. 
If you notice that hospital/pantry supplies are getting low, please let your supervisor know. Please follow the guidelines provided by Hospital Management for listing supplies.
Please store all personal belongings in the closets or lockers provided. Do not leave valuables out. 
Any personal use of the hospital facilities or equipment must have prior approval from the hospital owner. The animal bathing and laundry facilities are not to be used by employees for personal use without prior approval.
8.11 Care and Maintenance of Equipment
Each employee is accountable for the care and upkeep of equipment in specific areas, including proper maintenance. Maintenance instructions are available for all major equipment. We understand that mistakes or accidents can happen. If you feel that equipment in the hospital is not functioning properly or is not being cared for in a proper manner, please advise your supervisor or employer.
8.12 Personal Phone Calls/Cell Phones
It is the policy of this veterinary practice to limit personal phone usage (calls, text messages, etc) to meal and rest break periods in the break room or off the premises. You are asked to place your cell phone away in your locker during your shift when you are working. This policy is in place to ensure that we may deliver exceptional patient care and quality service to our clients. 
Exceptions to this policy may be requested of your supervisor in the event that you are expecting important phone calls such as those involving family or child illness. 

8.13 Internet and Email
Caring Hands Veterinary Clinic is committed to providing the highest-quality patient care and client service. To meet our hospital goals, we rely on our employees to be dedicated and productive while at work. Therefore, hospital computers may not be used to surf the Internet or check personal email during work hours. The hospital has wireless Internet access that employees may use during meal breaks.

8.14 Social Networking 
The hospital respects the right of employees to use social networking sites (e.g., LinkedIn, MySpace, Facebook), blogs, and personal websites as a medium of self-expression and social contact. However, if you choose to identify yourself as an employee of this hospital, some people may interpret your comments and views as those of the hospital. Therefore, it is important that you observe the following guidelines:
· Your personal blog should include a clear statement that the views expressed are your own and that you do not represent the hospital. 
· Your communications on social media should be respectful toward the hospital, its employees, its clients, and its competitors. Social media should not be used to harass, intimidate, criticize, or disparage coworkers, supervisors, clients, or others. You should not use vulgar, profane, or obscene language.
· You must not disclose or disseminate confidential information, whether it is the hospital’s or a client’s information.
· You should not make reference to clients without their permission. In the absence of their expressed permission, any reference to clients or their animals should be made without individually identifying information. 
· Your social networking should not be done during work time and should not interfere with your job performance. 
· You should comply with copyright law. When quoting or incorporating copyrighted material, you should use appropriate 
· cites to the sources. 
· The hospital’s name and logo should not be used without expressed permission. 
If you have any questions about the meaning or application of any aspect of this policy, please discuss it with management.








 8.15 Employee Grievances

All of our policies and procedures will be enforced in a fair and consistent manner. Our hospital rules exist to provide each employee with a safe, healthy, and productive environment in which to fulfill our mission of providing the best care available to our clients and their pets.

Throughout your employment with this practice, there may be occasions when personal or work problems arise. When these occur, we ask that you seek help from your immediate supervisor. If a solution cannot be reached with your supervisor or you feel you cannot talk to your supervisor, please bring the problem to the attention of the hospital director or practice owner.


8.16 Dress Code/Uniform Allowance
Caring Hands Veterinary Clinic strives to maintain a professional image. Our employees interact with clients on a daily basis and we want them to be comfortable with the appearance of our team. Our uniform policy exists to maintain our desired professional image and to promote safety in the workplace. 
All employees are expected to wear a uniform and safe shoes (No open-toed shoes are allowed. Uniforms are to be clean and neat at all times.). This includes veterinary technicians and assistants and client service representatives. Some exceptions may apply.
All staff members are responsible for the cleanliness of their uniforms. Wrinkled, stained, or damaged uniforms are not acceptable. Each employee is responsible for replacing old or damaged uniforms and purchasing extra uniforms. We recommend keeping a spare uniform in your locker in case you need to change during the day.

8.17 Voting Leave
Voting in local, state, and federal elections is a right of each citizen. We encourage you to participate in the voting process. Please vote at times during the day when you are not scheduled to work. 

8.18 Outside Employment/Conflict of Interest
Caring Hands Veterinary Clinic prohibits its employees from engaging in any activity, practice, or act that conflicts or is perceived to conflict with the interest of Caring Hands Veterinary Clinic. 
During your employment, you may be in a position to directly or indirectly select or recommend goods or services provided by outside vendors. If you, members of your family, or close personal friends could benefit in any way from such selection, you have a conflict of interest. 
Additionally, it may be a conflict of interest if you work at another veterinary hospital in our area that provides the same services. Every employee is required to disclose conflicts of interest or potential conflicts of interest to Hospital Management.
8.19 Confidentiality and Nondisclosure
8.19.1 Confidentiality Agreement Form
I understand that in the course of my employment with Caring Hands Veterinary Clinic, I may have access to confidential information relating to clients, patients, other employees, and hospital financial and business operations. This information may be in many forms, including written, electronic, oral, overheard, or observed. 
I will not disclose confidential information to clients, family, friends, coworkers, or anyone else unless permitted by hospital policy or applicable law, or to perform my duties at Caring Hands Veterinary Clinic.
All confidential information is the property of Caring Hands Veterinary Clinic, and I will protect the confidential nature of this information even after I sever from the practice. 
I understand that violations of this policy are subject to management action, including termination of employment.
I have read the above policy and agree to abide by it.
Employee Signature							Date
1. ___________________________________________________			____________________
2. ___________________________________________________			____________________
3. ___________________________________________________			____________________
4. ___________________________________________________			____________________
5. ___________________________________________________			____________________
6. ___________________________________________________			____________________
7. ___________________________________________________			____________________
8. ___________________________________________________			____________________
9. ___________________________________________________			____________________
10. __________________________________________________			____________________
	

8.20 Performance Evaluations
A review of your job performance will be conducted at the end of your 90-day introductory period. This will serve as an initial review to determine continuation of employment.  If employment continues, performance reviews will take place on an annual basis. Specific dates regarding reviews will be given closer to the timeframe of reviews.
In preparation for performance reviews, all employees will be expected to write a brief self-evaluation on the following areas (100 word minimum each): 
· Proficiency: Have your efficiency and ability to perform your assigned tasks improved? 
· Increased responsibility: Have you assumed additional responsibilities? Have you done anything additional that has decreased the workload for the professional staff?
· Increased value: What have you done to further the hospital goals?
· Education: Have you attended any learning seminars that increased your knowledge, skills, and ability?
· Longevity: How many years of good service do you have with the practice?
· Suggestions: Please share your suggestions for improving the quality of service and standard of care. What can we do to improve?  
· Strengths & Growth Opportunities: Please share your strengths that are applicable in veterinary practice. Additionally, please share areas of improvement that will help you grow professionally? 
· Accomplishments & Goals: Please share a synopsis of past accomplishments. Additionally, please share your short-term (the next year) and long-term (the next 5 years) professional goals. 
The performance review does not necessarily guarantee a wage increase. We cannot promise that every employee will receive a raise every year because conditions may exist that control our ability to give a wage increase. There are, however, elements under your own control that can affect your pay increase. The primary element in considering a salary increase is your job performance. For example: performance of assigned duties and responsibilities, attitude, attendance record, personal initiative, responsiveness to your supervisor and the doctors, client communications, technical skills,  and attendance at staff meetings. 
If necessary, additional performance reviews may take place if Hospital Management identifies areas of concern that need to be addressed. 
Our hospital encourages each employee to discuss any problems or questions about job expectations or performance openly and honestly. The yearly review gives us an opportunity to discuss your strengths and growth opportunities. This will enable us to help you reach your individual professional goals as well as the collective goals of Caring Hands Veterinary Clinic.
The policy of this hospital is that we should all work together to complete job duties and to achieve hospital goals. In doing so, we will be able to provide the highest-quality care for our patients and high levels of service to our clients. 

8.21 On-Call Employees and On-Call Pay
Availability for on-call duty will be shared equally among the veterinarians and technicians. The on-call schedule will be set monthly, as applicable.
The on-call team will be contacted by the doctor on duty or hospital administrator. You must leave current and accurate phone numbers with the hospital when you are on-call. You are expected to be able to respond to a phone call within 5 minutes and to arrive at the hospital for duty within 30 minutes.

9.0 Employee Benefits
Updated January 2022:

9.1 Veterinary Services for Employees
Employees who own pets will be offered veterinary services at a reduced rate after they have completed the 90-day introductory period. Please reference the employee discount chart for further details. 
Employees must have complete and up-to-date information on their pets. Employees’ pets will be boarded only if space is available. Employees who wish to bathe and groom their pets must do so with supervisor approval after regular working hours. If another employee is involved in the bathing and grooming, 20 percent of the normal fees will be charged. 
9.2 Vacations
Caring Hands Veterinary Clinic recognizes that vacations are important to each employee’s well-being. 
Paid Time Off (PTO) will be utilized for employees eligible to accrue pto hours. 
Please schedule your vacation time 3 weeks in advance with Hospital Management. If there are scheduling conflicts, preference will be given to the employee who submitted a request first. All vacation requests must be approved by the Hospital Management.
9.3 Holidays
 
Caring Hands Veterinary Clinic will be closed on the holidays listed below: 
New Year’s Day
Memorial Day
Independence Day
Labor Day
Thanksgiving Day
Christmas Day

Holiday Protocol effective September 1, 2015: 
· If a Holiday falls on a working day (Monday through Saturday), CHVC will be closed on that working day only.
· If a Holiday falls on a Sunday, CHVC will be closed on the Monday following the Holiday only.

We are pleased to offer Paid Holidays to full-time employees who consistently work a minimum of 35 or more hours on a weekly basis. The minimum required hours is subject to change in the future. 
· Employees must complete the 90-day Introductory period to qualify. 
· The Holiday pay, regardless of day, will be a fixed 8 hours of pay.
· This paid Holiday policy will be effective September 1, 2015.

Additionally, accommodations can be made by Hospital Management for employees having 9000+ hours.

9.4 Sick Leave
Paid Time Off (PTO) will be utilized for employees eligible to accrue pto hours.
9.5 Personal Days
Paid Time Off (PTO) will be utilized for employees eligible to accrue pto hours.
9.6 Paid Time Off
Full-Time employees are eligible for Paid Time Off (PTO) as follows:
· 1 Year: 5 Days (40 hours)
· 2 Years: 6 Days (48 hours)
· 3 Years: 7 Days (56 hours)
· 4 Years: 8 Days (64 hours)
· 5 Years: 10 Days (80 hours)
· 6 Years: 11 Days (88 hours)
· 7 Years: 12 Days (96 hours)
· 8 Years: 13 Days (104 hours)
· 9 Years: 14 Days (112 hours)
· 10+Years: 15 Days (120 hours)
PTO will be accrued per pay period. Any pto time that has not been used will be forfeited at the end of the calendar year unless special arrangements have been made. 
Additionally, accommodations can be made by Hospital Management for employees having 9000+ hours. 
9.7 Military Leave
The Uniformed Services Employment and Reemployment Rights Act, a federal law, provides certain reemployment rights to people who serve in the military. If you are called to active duty, your right to reemployment upon your return will be governed by applicable law.
9.8 Domestic Violence Leave
In times where you, or someone in your family or household, needs to get medical attention, legal assistance, social services or other help in dealing with domestic or sexual violence, Caring Hands Veterinary Clinic will follow federal, state and city laws governing this need.
It is important to notify the Hospital Management at least 48-hours before you need to take leave. Employees would need to provide documentation showing the reason for your absence. Your information will be confidential. 
The amount of unpaid leave will depend on a number of factors and will be considered on a case-by-case basis. 
9.9 Leave of Absence
Full-time employees who have been with this hospital for 1 continuous year may be entitled to an unpaid leave of absence for medical or personal reasons. Except as required by law, this leave will be limited to 30 days and, in special circumstances, may be extended to include another 30 days.
All requests for a leave of absence will be handled on an individual basis and a decision will be made based on performance, the employee’s length of service, the reason for the request, and the impact the leave will have on the other staff. Please submit all requests to the practice manager with as much advance notice as possible. Employees must exhaust all PTO days before being granted additional unpaid time off for a leave of absence. 
9.10 Family and Medical Leave Act
The Family and Medical Leave Act (FMLA) is not applicable for a business of this size and number of employees. 

9.11 Maternity Leave
All full-time employees may have the option of taking a maternity leave without pay. This leave is not considered an interruption of employment. A 2-month leave is the maximum time allowed. If you experience problems during the postpartum period and you need more time to recuperate, please notify your supervisor as soon as possible. Any leave request beyond the normal 2 months will be up to your supervisor. Continued employment prior to maternity leave will be based on the employee’s fulfillment of her regular duties, except for the following: heavy lifting, exposure to X-rays, exposure to all gas anesthetics, or any other duties deemed hazardous by your physician.
Please note: It is the employee’s responsibility to notify the doctors and her supervisor of the pregnancy as soon as possible to prevent any exposure to the previously listed agents. 
Employees must work full-time for 1 continuous year in order to qualify for maternity leave.

9.12 Paternity Leave
This is currently not offered.
9.13 Bereavement Leave
After the 90-day introductory period and in the event of a death in the immediate family, our hospital offers full time employees bereavement leave to provide a time of mourning for employees who experience the loss of an immediate family member. Bereavement leave is up to 1 day of paid leave. Immediate family members include spouse, child, mother, father, sister, brother, mother in-law, father-in-law, brother-in-law, sister-in-law, grandparent, and grandparent-in-law. A copy of the death certificate is required to receive this compensation.
When you need bereavement leave, please inform Hospital Management who will authorize leave and make the necessary arrangements. 

9.14 Jury Duty
Caring Hands Veterinary Clinic supports all employees who are called on to serve the community. We support and encourage all forms of community participation. If you are called to serve on a jury, full time employees will be paid the difference between the jury fees and your hourly rate. Since you will be paid for time away from your job, you will be expected to report to work if you are excused during the work day.
Please contact your supervisor as soon as possible so that arrangements can be made to cover your job responsibilities.

9.15 Retirement Plans/Profit Sharing/Pension/Bonus or Incentive Programs
Retirement Plan offerings with 4% matching are available to employees with a minimum of 1000 hours completed. There are two Enrollment periods for each calendar year (January & June). If eligible, employees can request additional details.
9.16 Continuing Education/Educational or Recertification Assistance 
Employees who have successfully completed their 3-month introductory period will be eligible to receive continuing education benefits.Caring Hands Veterinary Clinic offers up to $150 per year to all full-time employees who has completed 12 consecutive months of employment to participate in seminars and training programs that relate to their specific job. Usage of funds and attendance at seminars or courses must first meet approval by the immediate supervisor prior to registration. 
Before you can be reimbursed, your supervisor will need to have the following: a detailed description of the costs with original receipts, evidence that the course has been completed (e.g., grade sheet, transcript, CE certificate), a letter describing the information or key points that were learned, and a statement explaining the recommendations that the employee would like to have implemented in the office. Additionally, please give your supervisor a copy of all certificates that have been earned so that they may be placed in your personnel file. 
It is our sincere wish that each and every qualified employee take part in this program for self-improvement. This practice has the right to suspend this program when economic and tax considerations exist. When scheduling classes, please do so with your daily job responsibilities in mind; we do not want our day-to-day operations disrupted. 
We maintain a library of resources (books, articles, CDs, DVDs) for employees to enhance their knowledge and skills. We encourage all employees to take advantage of this opportunity. Please follow our library checkout system when taking materials out of the facility. 

9.17 Membership Dues
This is currently not offered.
9.18 Life Insurance
This is currently not offered.
9.19 Health Insurance
Full time employees are eligible for health insurance contribution from CHVC. Upon eligibility, request additional details for enrollment.
9.20 Workers’ Compensation Insurance
This practice provides workers’ compensation insurance in accordance with the state laws for any employee who is injured on the job. Please report any job-related injury to your supervisor immediately so proper claim forms can be filed with workers’ compensation. This is also important so you receive the benefits you are entitled to receive under this policy.
9.21 Accidental Death and Dismemberment Insurance
This is currently not offered.
9.22 Disability Insurance
This is currently not offered.
9.23 Employee Assistance Programs
This is currently not offered.

10.0 Termination and Resignation
The following is a list of violations to our code of conduct that could lead to disciplinary action, including immediate dismissal. This is only a partial list because it would be impossible to cite every possible violation: 
· Lying on the employment application or dishonesty with supervisors
· Consuming alcoholic beverages or illegal drugs on hospital property
· Destroying or damaging hospital property
· Disregarding safety regulations
· Being rude to clients/other employees or showing an unwillingness to work
· Stealing hospital property
· Language that insults, threatens, intimidates, or abuses other employees/clients
· Unexcused absenteeism or tardiness
· Participating in activities that may be inconsistent with the rules of conduct
· Sexual harassment, indecent exposure, and immoral conduct
· Inhumane and cruel treatment of animals
· Breach of confidentiality: giving confidential information about clients, staff members, or doctors  to unauthorized persons

10.1 Disciplinary Procedures
Employees who do not meet required job performance standards are subject to disciplinary action. Employees who violate the rules and policies of the hospital also are subject to disciplinary action.
This action consists of a verbal warning, a written warning, probationary status, and termination. The employee must make immediate and sustained improvement. In some circumstances immediate termination and discharge are warranted and will be carried out. The hospital reserves the right to terminate any employee when warranted.
Some problems or conduct may, in management’s discretion, warrant termination for the first offense. Any action taken should not be interpreted as establishing a precedent for other cases.
10.2 Termination
This veterinary practice will treat all terminations of employment as either voluntary or involuntary. They are defined in the following manner:
· Voluntary: This is a resignation that has been initiated by the employee. We understand that there are times when an employee may choose to leave this practice to pursue other interests. Please give your supervisor at least 2 weeks’ notice. You will receive compensation for any unused vacation time in your final paycheck. At the exit interview, your supervisor will ask you to fill out a questionnaire regarding your job, benefits, communication, and pay. This will enable us to improve employee relations.
· Involuntary: This is a termination that has been initiated by the employer. This may be a result of layoff, poor job performance, or for cause. There are occasions when the behavior or performance of an employee falls short of our expectations. When this happens, your supervisor will take immediate action. This action may include verbal and written warnings, suspension, and/or termination. In the event of a termination, you must return all uniforms, badges and keys in good condition. If the related items are not returned, the cost for replacement and any account balances for personal pets will be deducted from your final paycheck.


10.3 Resignation
We hope that your employment at Caring Hands Veterinary Clinic will be rewarding. We understand that there will be circumstances that may cause employees to resign voluntarily. Should you need to resign, we ask that you follow the guidelines below regarding notice and exit procedures.
1. Employees are asked to give 2 weeks’ notice and doctors are asked to give 1 month’s notice to facilitate smooth operations and transition.
2. All resignations must be in writing and should state the reason for resignation.
3. Your supervisor will conduct an exit interview to learn the reason you are leaving and to review your job performance. Upon termination, all benefits will be discontinued. Please do not request vacation time during the hiring and training of a new employee for your position. Any veterinary bills owed to this practice for personal pet care will be subtracted from your final paycheck, and compensation for any unused vacation will be added to your final paycheck (where applicable). 
4. Please return all keys, uniforms, badges, and equipment to your supervisor. If these items are not returned in good working order, the cost to replace them will be deducted from your final paycheck. 
 
10.4 Exit Interview
In the event that you leave employment, we ask that you participate in our exit interview process. Please fill out the exit interview questionnaire honestly and with as much detail as possible so that we may make improvements in our employee relations and operations. Your cooperation is appreciated. Your responses will be kept confidential.
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