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ACKNOWLEDGMENT and RECEIPT 
 

I acknowledge that I have received a copy of the Physician’s Handbook ("handbook") for employees of 
Siromed Physician Services, Inc. and its subsidiaries, affiliates, and managed entities ("the Company"). 
The handbook describes important information about the Company’s policies and procedures, and I 
understand that I should consult the Human Resources department regarding any questions about the 
handbook or my employment.  I understand that I will be governed by this handbook as opposed to the 
A4 Employee Handbook.   

 
I understand and agree that it is my responsibility to read the handbook thoroughly and to comply with 
all of the policies and procedures contained therein as well as any revisions to those policies and 
procedures that the Company may make from time to time. I further agree that my continued 
employment is contingent on my adherence to such policies and procedures. 

 

I specifically acknowledge and agree that I have received the Anti-Harassment & Retaliation Policy and 

Complaint Procedure included in the handbook. I agree to read it thoroughly and to abide by the 

requirements. I understand that I must immediately report any conduct that is in violation of the policy. 

I agree that if there is any provision of the policy or procedure that I do not understand, I will seek 

clarification from the Human Resources department. 

I understand and acknowledge that to the extent any policy or procedure in the handbook conflicts with 
the provisions of my employment agreement, the terms of the employment agreement will control. 

 
I have been made aware that the handbook is always available for me to review in hard copy from the 
Human Resources office. 

 
 
 
 
 
 

 
Name Date 

 
 
 

 
 
Signature 
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NOTICE 
 

Whether you have just joined our group or have been with Siromed Physician Services, Inc. or any 
of its subsidiaries, affiliates, and/or managed entities (collectively, the "Company") for a while, 
we are confident that you will find our company a dynamic and rewarding place in which to work, 
and we look forward to a productive and successful association. We consider the employees of 
the Company to be one of its most valuable resources. This handbook has been written to serve 
as the guide for the employer/employee relationship. 

 
This handbook does not constitute an agreement or contract of employment or any other kind 
of contract, expressed or implied. Although some of the information in this handbook may 
suggest, even strongly, that certain steps be followed with respect to employees, these steps do 
not constitute any promise with respect to the employment relationship. 

 

Except for those employees who have a written employment agreement with the Company, 
employment at the Company is for no definite period, meaning that it may be terminated at any 
time by the Company or by an employee with or without cause and with or without any previous 
notice. Exceptions may only be made in writing by the director of human resources, the president 
or the chief executive officer ("Senior Management"). No manager or representative of the 
Company other than a member of Senior Management has the authority to enter into any 
agreement contrary to the foregoing. Any employment agreement entered into by an employee 
and the Company must be evidenced in writing, signed by a member of Senior Management. 

 
To the extent that any provisions of a written employment agreement between the employee 
and the Company conflict with any policy or procedure in this handbook, the written employment 
agreement will control. 

 

This handbook and the information in it should be treated as confidential. No portion of this 
handbook should be disclosed to others, except the Company employees and others affiliated 
with the Company whose knowledge of the information is required in the normal course of 
business. 

 
The provisions of the handbook may be amended or changed at any time without notice. 



 

WORKPLACE ENVIRONMENT 
 

EQUAL EMPLOYMENT OPPORTUNITY STATEMENT 

The Company provides equal employment opportunities (EEO) to all employees and applicants 
for employment without regard to race, color, gender/sex, pregnancy, religion, national origin, 
ancestry, ethnicity, age, marital status, disability, sexual orientation, transgender status, genetic 
information, or any other status or characteristic protected by federal, state or local law(s). The 
Company complies with applicable state and local laws governing nondiscrimination in 
employment in every location in which the Company has employees. This applies to all terms and 
conditions of employment, including, but not limited to, hiring, placement, promotion, 
termination, and layoff, recall, and transfer, leaves of absence, compensation and training. 

 

Any employee that believes or has reason to believe that this policy has been or is being violated 
has the responsibility to report any issues to your immediate supervisor, Senior Management, 
and/or the Human Resources department. 

 
NON-DISCRIMINATION and ANTI-HARASSMENT POLICY and COMPLAINT PROCEDURE 

The Company is committed to a work environment in which all individuals are treated with 
respect and dignity. Each individual has the right to work in a professional atmosphere that 
promotes equal employment opportunities and prohibits unlawful discriminatory practices, 
including harassment. Therefore, the Company expects that all relationships among persons will 
be business-like and free of bias, prejudice and harassment. 

 
It is the policy of the Company to ensure equal employment opportunity without discrimination 
or harassment on the basis of race, color, gender/sex, pregnancy, religion, national origin, 
ancestry, ethnicity, age, marital status, disability, sexual orientation, transgender status, genetic 
information, or any other status or characteristic protected by federal, state or local law(s). The 
Company prohibits any such discrimination or harassment. 

 

Definitions of Harassment 
Sexual harassment constitutes discrimination and is illegal under federal, state and local laws. 
For the purposes of this policy, sexual harassment is defined, as in the Equal Employment 
Opportunity Commission guidelines, as unwelcome sexual advances, requests for sexual favors 
and other verbal or physical conduct of a sexual nature when, for example a) submission to such 
conduct is made either explicitly or implicitly a term or condition of an individual's employment; 
b) submission to or rejection of such conduct by an individual is used as the basis for employment 
decisions affecting such individual; or c) such conduct has the purpose or effect of unreasonably 
interfering with an individual's work performance or creating an intimidating, hostile or offensive 
working environment. 

 
Sexual harassment may include a range of subtle and not-so-subtle behaviors and may involve 
individuals of the same or different gender. Depending on the circumstances, these behaviors 
may include unwanted sexual advances or requests for sexual favors; sexual jokes and innuendo; 



 

verbal abuse of a sexual nature; commentary about an individual's body, sexual prowess or sexual 
deficiencies; leering, whistling or touching; insulting or obscene comments or gestures; display 
in the workplace of sexually suggestive objects or pictures; and other physical, verbal or visual 
conduct of a sexual nature. 

 
Harassment on the basis of any other protected characteristic is also strictly prohibited. Under 
this policy, harassment is verbal, written or physical conduct that denigrates or shows hostility or 
aversion toward an individual because of his/her race, color, gender/sex, pregnancy, religion, 
national origin, ancestry, ethnicity, age, marital status, disability, sexual orientation, transgender 
status, genetic information or any other status or characteristic protected by federal, state or 
local law(s)or that of his/her relatives, friends or associates, and that a) has the purpose or effect 
of creating an intimidating, hostile or offensive work environment; b) has the purpose or effect 
of unreasonably interfering with an individual's work performance; or c) otherwise adversely 
affects an individual's employment opportunities. 

 
Harassing conduct includes epithets, slurs or negative stereotyping; threatening, intimidating or 
hostile acts; denigrating jokes; and written or graphic material that denigrates or shows hostility 
or aversion toward an individual or group and that is placed on walls or elsewhere on the 
employer's premises or circulated in the workplace, on company time or using company 
equipment via e-mail, phone (including voice messages), text messages, tweets, blogs, social 
networking sites or other means. 

 

Individuals and Conduct Covered 

These policies apply to all applicants and employees, and prohibit harassment, discrimination 

and retaliation whether engaged in by fellow employees, by a supervisor or manager or by 

someone not directly connected to the Company (e.g., an outside vendor, consultant or 

customer). 
 

Conduct prohibited by these policies is unacceptable in the workplace and in any work-related 

setting outside the workplace, such as during business trips, business meetings and business- 

related social events. 

It is important to remember that this policy should not, and may not, be used as a basis for 

excluding or separating individuals of a particular gender, or any other protected characteristic, 

from participating in business or work-related social activities or discussions in order to avoid 

allegations of harassment. The law and the policies of the Company prohibit disparate treatment 

on the basis of sex or any other protected characteristic, with regard to terms, conditions, 

privileges and perquisites of employment. The prohibitions against harassment, discrimination 

and retaliation (as discussed further below) are intended to complement and further these 

policies, not to form the basis of an exception to them. 



 

Complaint Process 
The Company requires the reporting of all incidents of discrimination, harassment or retaliation, 

regardless of the offender's identity or position. Individuals who believe they have experienced 

conduct that they believe is contrary to the Company's policy or who have concerns about such 

matters must file their complaints with their immediate supervisor, Senior Management or any 

member of the Human Resources department before the conduct becomes severe or pervasive. 

Individuals should not feel obligated to file their complaints with their immediate supervisor first 

before bringing the matter to the attention of Senior Management or Human Resources. 

 

Early reporting and intervention have proven to be the most effective methods of resolving actual 

or perceived incidents of harassment. Therefore, while no fixed reporting period has been 

established, the Company requires the prompt reporting of complaints or concerns so that rapid 

and corrective action can be taken. The Company will make every effort to stop alleged 

harassment before it becomes severe or pervasive but can only do so with the cooperation of its 

staff/employees. 

When possible, the Company encourages individuals who believe they are being subjected to 
such conduct to promptly advise the offender that his or her behavior is unwelcome and request 
that it be discontinued. Often this action alone will resolve the problem. 

 
Any reported allegations of harassment, discrimination or retaliation will be investigated 
promptly. The investigation may include individual interviews with the parties involved and, 
where necessary, with individuals who may have observed the alleged conduct or may have other 
relevant knowledge. 

 
Confidentiality will be maintained throughout the investigatory process to the extent consistent 
with adequate investigation and appropriate corrective action. 

 

Responsive Action 

Misconduct constituting harassment, discrimination or retaliation will be dealt with promptly and 

appropriately. Responsive action may include, for example, training, referral to counseling, 

monitoring of the offender and/or disciplinary action such as warning, reprimand, withholding of 

a promotion or pay increase, reduction of wages, demotion, reassignment, temporary 

suspension without pay or termination, as the Company believes appropriate under the 

circumstances. 

False and malicious complaints of harassment, discrimination or retaliation will also be the 

subject of appropriate disciplinary action. 

Retaliation is Prohibited 

Retaliation against an individual for reporting harassment or discrimination or for participating 
in an investigation of a claim of harassment or discrimination is a serious violation of this policy 



 

and, like harassment or discrimination itself, will be subject to disciplinary action. Acts of 
retaliation should be reported immediately and will be promptly investigated and addressed. 

 
INTERNAL INVESTIGATIONS 

 

From time to time, it will become necessary to investigate internal company matters. Internal 
investigations may include, but are not limited to accident investigations, theft, workplace 
violations, or harassment. It is in the best interest of not only the Company, but each and every 
employee as a group to cooperate in these investigations. Therefore, it is the policy of the 
Company that employees be required to fully, honestly and truthfully cooperate with any 
company investigation. 

 
Any employee who refuses to participate, refuses to cooperate or interferes with any company 
investigation may be subject to disciplinary action up to and including termination, in the sole 
discretion of the Company. 

 
AMERICANS with DISABILITIES ACT STATEMENT 

 

The Company is committed to complying with all applicable provisions of the Americans with 
Disabilities Act (“ADA”). It is the Company's policy not to discriminate against any qualified 
employee or applicant with regard to any terms or conditions of employment because of such 
individual's disability, record of having a disability or perceived disability so long as the employee 
can perform the essential functions of the job. 

 
The Company will reasonably accommodate a qualified individual with a disability so that he or 
she can perform the essential functions of his or her job unless doing so causes a direct threat to 
the individual or others in the workplace and the threat cannot be eliminated by reasonable 
accommodation and/or the accommodation creates an undue hardship to the Company. 

 

The Company encourages individuals with disabilities to come forward and request reasonable 

accommodations. An employee with a disability who believes they need a reasonable 

accommodation to perform the essential functions of his or her job should contact the Human 

Resources department. 

RELIGIOUS ACCOMMODATION 
 

The Company will attempt to make reasonable accommodations for employee observance of 

religious holidays and sincerely held religious beliefs unless doing so would cause an undue 

hardship on the Company operations. If you desire a religious accommodation, you are required 

to make the request to your supervisor as far in advance as possible.  



 

EMPLOYMENT 
 

EMPLOYMENT CLASSIFICATIONS 

All employees are designated as either nonexempt or exempt under state and federal wage and 
hour laws. The following is intended to help employees understand employment classifications 
and employees’ employment status and benefit eligibility. These classifications do not guarantee 
employment for any specified period of time. The right to terminate the employment relationship 
is retained by both the employee and the Company. 

 

Exempt employees are generally managers or professional, administrative or technical staff who 
ARE exempt from the minimum wage and overtime provisions of the Fair Labor Standards Act 
(FLSA). Exempt employees hold jobs that meet the standards and criteria established under the 
FLSA by the U.S. Department of Labor. 

 
The Company is committed to being in compliance with FLSA and all regulations interpreting the 
Act. While exempt employees are generally entitled to their full salary regardless of the actual 
hours worked, certain deductions from salary are permitted, such as, but not limited to, personal 
absences of a day or more, leave under the Family and Medical Leave Act (FMLA), or deductions 
for disciplinary suspensions of a full day or more imposed in good faith for infractions of 
workplace conduct rules or safety violations of major significance. All pay deductions for an 
exempt employee must be authorized by his or her specialty chief/director or Human Resources. 
Pay deductions that are not permitted by the FLSA are strictly prohibited. If any exempt employee 
believes that a deduction is improper, he or she should immediately notify Payroll and/or Human 
Resources. Payroll will promptly investigate any such matter brought to its attention to 
determine whether there has been a violation of this policy. It is the obligation of all employees 
to cooperate in such an investigation. Any improper or mistaken salary deduction will be 
remedied promptly. 

 
Nonexempt employees are employees whose work is covered by the FLSA. They are NOT exempt 
from the law’s requirements concerning minimum wage and overtime. The Company is 
committed to paying employees for all hours worked; there is no "off-the-clock" work. If any 
employee believes he or she has not been paid for all hours worked or his/her pay is inaccurate 
for any reason, he or she should immediately notify the Payroll and/or the Human Resources 
department. 

 

The following categories for both exempt and nonexempt employees have been established by 

the Company: 

 

Regular, full time: Employees who are scheduled to work on average 30 or more hours per work 

week. Full time employees meeting this criteria are eligible for certain health and welfare benefits 

on the first day of the month following the date of hire. If hired the first day of the month, then 

such benefits are effective immediately. Other applicable benefits will be available 



 

on the first date of hire regardless of the date on which the employee commences employment, 

consistent with the Company plan documents. 

 
Regular, part time (less than 30 hours): Employees who work on average less than 30 hours per 
work week. Part time employees meeting this criteria will be eligible for applicable benefits on 
the date of hire, consistent with the Company plan documents. 

 
BACKGROUND and REFERENCE CHECKS 

 

To ensure that individuals who join the Company are well qualified and to ensure that the 
Company maintains a safe and productive work environment, it is our protocol to conduct pre- 
employment background checks on all applicants who accept an offer of employment. 
Background checks may include, but are not limited to, verification of any information on the 
applicant’s CV or application form. 

 

All offers of employment are conditioned on receipt of a background check report that is 
acceptable to the Company. All background checks are conducted in conformity with the Federal 
Fair Credit Reporting Act, the Americans with Disabilities Act, and state and federal privacy and 
antidiscrimination laws. Reports are kept confidential and are only viewed by individuals involved 
in the hiring process. 

 
If information obtained in a background check may lead the Company to deny employment, a 
copy of the report will be provided to the applicant, and the applicant will have the opportunity 
to dispute the report’s accuracy. 

 

Background checks may include a criminal record check, although a criminal conviction does not 
automatically bar an applicant from employment. Additional checks such as a driving record or 
credit report may be made on applicants for particular job categories if appropriate and job 
related. 

 
The Company also reserves the right to conduct a background check for existing employees to 
determine eligibility for promotion or reassignment in the same manner as described above. 

 
IMMIGRATION LAW COMPLIANCE 

 

The Company only employs United States citizens and persons who are authorized to work in the 
United States and does not unlawfully discriminate on the basis of citizenship or national origin. 

 

In compliance with the Immigration Reform and Control Act of 1986, all newly hired employees 
as a condition of employment must complete the Employment Eligibility Verification Form I-9 
and present documentation establishing identity and employment eligibility. Former employees 
who are rehired must also complete the form if they have not completed an I-9 with the Company 
within the past three (3) years, or if their previous I-9 is no longer retained or valid.  

 
Employees with questions or seeking more information in immigration law issues are encouraged 



 

to contact the Human Resources department. Employees may raise questions or complaints 
about immigration law compliance without fear of reprisal. 

 

NEPOTISM, EMPLOYMENT of RELATIVES and DATING RELATIONSHIPS 

The Company wants to ensure that corporate practices do not create situations such as conflict 
of interest or favoritism. This extends to practices that involve employee hiring, promotions and 
transfers. 

 
For purposes of this policy, the Company defines "close relatives" as spouses, domestic partners, 
father, mother, father-in-law, mother-in law, grandfather, grandmother, son, son-in-law, 
daughter, daughter-in law, uncle, aunt, nephew, niece, brother, sister, brother-in-law, sister-in- 
law, step relatives, cousins, domestic partner relatives, cohabitant or any individual with whom 
an employee has a close personal relationship. 

 

Prohibited employment relationships: Except with the prior written approval of Senior 
Management, which may be withheld in the Company’s sole discretion, the hiring of close 
relatives is prohibited if the employment of a relative would result in the creation of: 

• Close relatives that have a reporting responsibility to each other. 

• An employee and their close relative working in the same department. 

A conflict of interest or the appearance of a conflict of interest is created by the hiring of a close 
relative, including hiring a close relative for any position that has an auditing or control 
relationship to the employee's job. 

 

New marriages or close relationships: Employees are expected to promptly disclose covered 
relationships, as defined above, whenever they come into existence. The following must be 
reported to a member of management and the Human Resources department; failure to 
promptly disclose this information may lead to disciplinary action up to and including 
termination: 

• An employee who begins a dating relationship or becomes close relatives with another 
employee, if one of the employees is in a supervisory position with respect to the other 
employee. 

 

Employees who marry, become members of the same household, or otherwise become close 
relatives may continue employment as long as there is not a) a direct or indirect 
supervisor/subordinate relationship between the employees or b) an actual conflict of interest 
or the appearance of a conflict of interest. 

 
If an employee promptly discloses a relationship that violates the above, the Company may seek 
to relocate either the employee or the relative to a position which does not violate the policy or 
if the Company decides that a reassignment is not feasible or desirable, the Company may ask 
one of the employees to resign. 

 

Existing relationships: When the Company acquires a group where a relationship(s) already 
exists, employees are expected to promptly disclose their relationship to a member of 



 

management and the Human Resources department. 
 

The Company reserves the right to apply the above guidelines to situations where there is a 
conflict or the potential for conflict because of the relationship between employees, even if there 
is no direct-reporting relationship or authority involved. 

 
Any exceptions to the above must be approved by Senior Management and Human Resources. 
Written justification for the exception must be submitted to the Human Resources department 
prior to any employment decisions. 

 

SEPARATION of EMPLOYMENT 
 

Termination of employment can occur with or without cause, as outlined in each employee's 
individual employment agreement. For those employees without employment agreements, 
employment remains "at will" and the employment relationship may be terminated by either 
party at any time with or without cause. 

 

Return of Company Property 
A separating employee must return all Company property at the time of separation, including 
keys, PCs, manuals, credit cards and access cards (if applicable). Failure to return some items may 
result in deductions from the final paycheck. Any outstanding expense balances due to the 
Company, will be expected to be paid at the time of separation.  

 

Exit Interview 
The separating employee shall contact Human Resources as soon as notice is given to schedule 

an exit interview. The purpose of the interview is to discuss employment, reasons for leaving the 

Company, clarify or advise on any benefits or payroll information, ensure that all Company 

property has been returned/collected and complete any other administrative particulars. 

If scheduling an exit interview is not feasible, an exit interview survey will be sent to the employee 

for completion to be returned to Human Resources. 

Rehire 
Former employees who are terminated without cause and who leave the Company while in good 
standing (to include no outstanding balances due to the Company) may be considered for 
reemployment. In cases where a separated employee seeks reemployment, an application must 
be submitted and the applicant must meet all minimum qualifications and requirements of the 
position applied for in order to be considered. 

 

An applicant or employee who is terminated with cause or who resigned in lieu of termination 
for cause will be ineligible for rehire. 
 

 
 
 



 

WORKPLACE EXPECTATIONS 
 

CONFIDENTIALITY of RECORDS 

There is a legal necessity of protecting the privacy and confidentiality of each patient’s medical 

record(s) (including financial records), in accordance with Federal and State laws/regulations 

including, but not limited to the Health Insurance Portability and Accountability Act of 1996 

(HIPAA). All employees are required to take the HIPAA and Compliance training as instructed by 

the Company Compliance Officer. 

 

No employee may disclose at any time, during and after her/his employment, any Protected 

Health Information (PHI), patient details, billing or chart information to third parties or persons 

outside this office, including family and friends, unless s/he is specifically authorized to do so by 

the Company’s Medical Records Custodian or a member of Senior Management in writing. This 

restriction extends to revealing any information over the phone, by fax, e-mail or any other form 

of communication verbal or otherwise. 

 

Failure to comply with these confidentiality guidelines may result in immediate dismissal from 

employment. In addition, it may subject the employee to personal liability for money damages 

resulting from the employee’s unauthorized disclosure, along with civil and criminal prosecution. 

 

CONFIDENTIAL COMPANY AFFAIRS 
 

The Company’s internal business affairs, particularly confidential information, represent 
proprietary assets that each employee has a continuing obligation to protect. Information 
designated or generally regarded as confidential is to be discussed with no one outside the 
Company and only discussed within the Company on a “need to know” basis. In addition, 
employees have a responsibility to avoid unnecessary disclosure of internal information about 
the Company, its employees, customers and its vendors. This responsibility is not intended to 
impede normal business communications and relationships but is intended to alert employees to 
their obligation to use discretion to safeguard internal Company affairs. 

 
Confidential business information: The protection of confidential business information is vital to 
the interests and the success of the Company. Such confidential information includes, but is not 
limited to, the following: Management Information Systems (MIS) databases and/or software, 
compensation data, financial information, pending projects and proposals, marketing strategies 
and contact lists, employee personnel information, information shared during business meetings 
and customer/patient information.  

 
Access: Employees are prohibited from attempting to obtain confidential information for which 
they have not received access authorization. 

 
Security: Management is responsible for coordinating the security and control of the Company’s 
information and for approving any exceptions. Supervisors are responsible for identifying 



 

information that should be classified as confidential and should then work closely with 
management to develop procedures to secure and control the information. Once information 
has been designated as confidential, it should be clearly identified as such and properly secured. 

 

Employee information: Inquiries for information concerning current or former employees should 
be referred to the Human Resources department. 

 

Salary information: The Company encourages employees to keep salary information 
confidential. 

 

Violations: Employees violating any of the above will be subject to disciplinary action, up to and 
including termination and may also be subject to legal action. 

 
MEDIA INQUIRIES 

 

All media inquiries directed to the Company must be referred to the Legal department. Only 
authorized representatives may make statements on behalf of the Company. 

 

CONFLICTS of INTEREST 

Employees are expected to represent the Company in a positive and ethical manner and have an 
obligation to avoid conflicts of interest. The Company prohibits its employees from engaging in 
any activity, practice or act which conflicts with, or appears to conflict with, the interests of the 
Company, its customers/patients or its vendors. Employees are not to engage in, directly or 
indirectly either on or off the job, any conduct which is disloyal, disruptive, competitive or 
damaging to the Company. Company property, information or business opportunities may not 
be used for personal gain. 

 
Conflicts of Interest could arise in the following circumstances: 

• Being employed by, or acting as a consultant to, a competitor or potential competitor, 

supplier or contractor, regardless of the nature of the employment, while employed with 

the Company. 

• Hiring or supervising family members or closely related persons. 

• Serving as a board member for an outside commercial company or organization. 

• Owning or having a substantial interest in a competitor, supplier or contractor. 

• Accepting gifts, discounts, favors or services from a customer/potential 

customer/patient, competitor or supplier, unless equally available to all company 

employees. 

• Business actions taken on behalf of the Company may conflict with the employee’s own 

personal interests. 

 
Employees are not to give, offer, or promise, directly or indirectly, anything of value to any 
representative of a customer, a potential customer, or of a financial institution in connection with 



 

any transaction or business that the Company may have with such customer, potential 
customer/patient or financial institution. 

 

Employees with a conflict-of-interest question should seek advice from a member of 
management. Before engaging in any activity, transaction, relationship or company action that 
might give rise to a conflict of interest, employees must seek review from their manager, the 
Legal or Human Resources department. 

 

OUTSIDE EMPLOYMENT 
 

Employees with employment agreements must comply with the terms of their agreements 
concerning outside employment. Employees without employment agreements are permitted to 
engage in outside work or to hold other jobs, subject to certain restrictions as outlined below. 

 

• Activities and conduct away from the job must not compete with, conflict with or 
compromise the Company interests or adversely affect job performance and the ability 
to fulfill all job responsibilities. 

• Employees are prohibited from performing any services for customers/patients on 
nonworking time that are normally performed by the Company. 

• This prohibition also extends to the unauthorized use of any Company tools or equipment 
and the unauthorized use or application of any confidential information. 

• In addition, employees are not to solicit or conduct any outside business during paid 
working time. 

 

Employees are cautioned to carefully consider the demands that additional work activity will 
create before accepting outside employment. Outside employment will not be considered an 
excuse for poor job performance, absenteeism, tardiness, leaving early, refusal to travel or 
refusal to work additional or different hours. If the Company determines that an employee’s 
outside work interferes with performance, the employee may be asked to terminate the outside 
employment. 

 
Employees who have accepted outside employment may not use vacation time to work on the 
outside job. Fraudulent use of vacation time will result in disciplinary action up to and including 
termination. 

 

ATTENDANCE, PUNCTUALITY and ABSENCES 

To achieve reasonable efficiency, and to minimize additional workload on employees, the 
Company must have limitations on unexcused absences and lateness. Part of your success as an 
employee depends on your regular attendance at work and being at your job location ready to 
work on time. The Company considers regular attendance as an essential function of each 
employee’s job. Except in a medical or other extreme emergency, an absence will not be excused 
if the employee does not call in as required. 

 
Vacation time must be scheduled with the scheduling department in advance. Patterns of 



 

absenteeism or tardiness may result in discipline even if the employee has not yet exhausted 
available vacation time. Absences due to illnesses or injuries that qualify under the Family and 
Medical Leave Act (FMLA) will not be counted against an employee’s attendance record. Medical 
documentation within the guidelines of the FMLA may be required in these instances. 

 

Not reporting to work and not calling to report the absence is a no-call/no-show and is a serious 
matter. Employees who fail to contact his or her supervisor when he or she is going to be absent 
or late before the start of his or her shift, will be classified as unexcused and may be subject to 
disciplinary action. A no call/no show lasting three (3) days may be deemed a violation of this 
policy as well as a breach of the employee's employment agreement and constitute grounds for 
termination.  

 

ATTIRE and GROOMING 

Appropriate appearance, personal hygiene and professional image are expected of employees 
while at work or on Company business. Employees are expected to be neat, clean and well-
groomed while on the job. Grooming and dress must be consistent with the standards for a 
business environment and must be appropriate to the type of work being performed. 

Employees working at contracted facilities and office-based locations (with the exception of an 
Office Manager) are to wear proper doctors’ uniforms, like medical lab coats, scrubs. 

 

The Company is confident that employees will use their best judgment regarding attire and 
appearance; however, management reserves the right to determine appropriateness. Any 
employee who is improperly dressed will be counseled or in severe cases may be sent home to 
change clothes. Continued disregard of the above may be cause for disciplinary action. 

 
ELECTRONIC COMMUNICATION, INTERNET and SOFTWARE SYSTEMS 

 

The following guidelines have been established for using the Company's computer systems and 
Company-provided electronic devices and email: 

 

• Company or facility provided equipment (e.g., cellular phone, laptops, and computers) 

and services (i.e., Internet access) may not be used for transmitting, retrieving or storing 

any communications of a defamatory, discriminatory, harassing or pornographic nature. 

• The following actions are forbidden when using the Company's computer system and 

equipment: using disparaging, abusive, profane or offensive language; creating, viewing 

or displaying materials that might adversely or negatively reflect upon the Company or be 

contrary to the Company’s best interests; and engaging in any illegal activities, including 

piracy, cracking, extortion, blackmail, copyright infringement, and unauthorized access to 

computers and Company, office-based location or contracted facility provided equipment 

such as cellular phones and laptops. 

• Employees may not copy, retrieve, modify or forward copyrighted materials, except with 

permission or as a single copy to reference only. 



 

• Employees must not use the system in a way that disrupts its use by others and are 

prohibited from sending or receiving files that are not related to work. There are some 

restrictions on sending or receiving large work-related files. Contact the IT department 

with any questions or concerns. 

• Employees should not open suspicious e-mails, pop-ups or downloads. Contact the IT 

department with any questions or concerns to reduce the release of viruses or to contain 

viruses immediately. 

• Employees must use the Company's encrypted email procedure (i.e., enclose the word 

secure in the subject line) when sending protected data outside of the Company (i.e., to 

an address other than @a4anes.net/Company email address). 

• Internal and external e-mails are considered business records and may be subject to 

discovery in the event of litigation. Be aware of this possibility when sending e-mail within 

and outside of the Company. 

 
Right to Monitor 
All Company-supplied technology and Company-related work records belong to the Company 
and not to the employee. The Company routinely monitors use of Company-supplied technology. 
Inappropriate or illegal use or communications may subject an employee to disciplinary action 
up to and including termination. 

 

SOCIAL MEDIA-ACCEPTABLE USE 
 

The Company respects the right of any employee to maintain a blog or web page or to participate 

in a social networking, twitter or similar site. However, to protect the Company's interests and 

ensure employees focus on their job duties, employees must adhere to the following rules: 

• Employees may not post on a blog or web page or participate in a social networking, 
twitter or similar site during working time or at any time with Company equipment or 
property. 

• All rules regarding confidential and proprietary business information and protected 
health information (PHI) apply in full to blogs, web pages, social networking, twitter and 
similar sites. Any information that cannot be disclosed through a conversation, a note or 
an e-mail also cannot be disclosed in a blog, web page, social networking, twitter or similar 
site. 

• Regardless of whether HIPAA is implicated, employees may not post information 
pertaining to patient care on a blog or web page or other social media cite. 

• Whether an employee is posting something on his or her own blog, web page, social 
networking, twitter or similar site or on someone else’s, if an employee mentions the 
Company and also expresses either a political opinion or an opinion regarding the 
Company's actions, the poster must include a disclaimer which specifically states that the 
opinion expressed is his/her personal opinion and not the Company’s position. This is 
necessary to preserve the Company's good will. 

• Be respectful of your potential readers and colleagues. Please do not use discriminatory 



 

comments, personal insults, libel or slander when commenting about the Company, your 
superiors, co-workers or our competitors. Please note that all of the Company's policies, 
including those on discrimination, harassment and retaliation apply to employees’ use of 
social networking and media. Any conduct which is impermissible under the law if 
expressed in any other form or forum is impermissible if expressed through a blog, web 
page, social networking, twitter or similar site. For example, posted material that is 
discriminatory, harassing,  obscene, defamatory,  libelous  or  threatening  is  forbidden. 
Company policies apply equally to employee blogging. 

 

The Company encourages all employees to keep in mind the speed and manner in which 

information posted on a blog, web page, social networking, twitter or similar site can be relayed 

and often misunderstood by readers. While an employee’s free time is generally not subject to 

any restrictions by the Company - with the exception of the limited restrictions above – the 

Company urges all employees to refrain from posting information regarding the Company or their 

jobs which could embarrass or upset co-workers or which could detrimentally affect the 

Company's business. Employees must use their best judgment. 

Employees with any questions should review the guidelines above, the company social 

medial policy and/or consult with their manager and/or the Human Resources department. 

SOLICITATIONS, DISTRIBUTIONS and POSTING of MATERIALS 

The Company prohibits the solicitation, distribution and posting of materials on Company 

property, at office-based locations or contracted facilities by any employee or non-employee, 

except as may be permitted by this guideline. 

Provisions 
• Non-employees may not solicit employees or distribute literature of any kind on Company 

property, office-based location or contracted facility premises at any time. 

• Employees may only admit non-employees to work areas with management approval or 

as part of a Company-sponsored program; these visits should not disrupt workflow. An 

employee must accompany the nonemployee at all times. Former employees are not 

permitted onto Company property, office-based locations or contracted facilities except 

for official Company business. 

• Employees may not solicit other employees during work times, except in connection with 
a Company-approved or sponsored event. 

• Employees may not distribute literature of any kind during work times or in any work area 
at any time, except in connection with a Company-approved or sponsored event. 

• The posting of materials or electronic announcements are only permitted with approval 
from the Human Resources department. 

 

Violations of this policy should be reported to the Human Resources department. 
 

Please note that this policy is not intended to and shall not be interpreted to interfere with or 
prohibit engaging in activities which are protected under the National Labor Relations Act (NLRA). 



 

 
EMPLOYEE PERSONNEL RECORDS 

 

Employee files are maintained by Human Resources and are considered confidential. Managers 
and supervisors may only have access to personnel file information on a need-to-know basis. 

 
A manager or supervisor considering the hire of a former employee or transfer of a current 
employee may be granted access to the file, or limited parts of it, in accordance with 
antidiscrimination laws. 

 

Reviewing Your File 
Personnel file access by current employees and former employees upon request will generally be 

permitted unless otherwise required under state law. Personnel files can only be reviewed within 

the Human Resources department and will be viewed along with a Human Resources 

representative. Copies can only be made of documents previously signed by the employee. These 

files are Company property, therefore, the removal of anything from the file is not allowed. 

Representatives of government or law enforcement agencies, in the course of their duties, may 
be allowed access to file information. 

 

Updating Personal Information 
Employees are responsible for updating personal information with the Company. Any change to 
your address, telephone number, your individual emergency contact number or emergency 
contacts can be done in ADP or by contacting the Human Resources department. 

 

A change to your name, family status or work authorization should be done by notifying Human 
Resources using your approved company email address. 

 

Employees who leave the Company for any reason, are responsible for updating the Company on 

any address change in order to assure proper receipt of W-2 forms for taxes and other 

information regarding benefits or legally required notices. Former employees requesting a 

change must advise the Human Resources department in writing via email or fax.  

In addition, after leaving the Company, if an employee has money in the Company 401(k) plan, 

he or she will need to contact the 401(k) vendor to update any change of address or other 

information. 



 

EMPLOYMENT VERIFICATIONS and REFERENCES 

All requests for employment verifications must be referred to the Human Resources department 
in writing, fax (734-773-3471) or a mail service. A signed written authorization by the employee 
to provide employment information must accompany the request.  

 
To protect employee rights to privacy, all outside requests for information for legal compliance, 
such as subpoenas, housing authority and no-fault insurance requests, regarding current or 
former employees must be referred to the Legal department for review and response. 

 

The Company does not provide employee information such as addresses and telephone numbers 
to outside persons or agencies unless legally required to do so. 

 
Reference Requests 
The Company does not allow letters of reference to be written by any employee on behalf of the 
Company without the Company's express authorization and discourages the giving of personal 
references. In the event a personal reference is provided it must be made clear that the reference 
is given by the employee in his or her individual capacity and not on behalf of the Company. 

 

BUSINESS CONDUCT  

The Company’s protocol for conducting business depends on the Company’s adherence to, and 

enforcement of proper business conduct principles which are outlined in the “All employees are 

required to participate in the Company’s compliance training program Failure to follow the 

policies, guidelines and procedures in this program may result in disciplinary action up to and 

including termination. 

In order to report an issue or to have questions answered relating to business conduct, please 

call the Compliance Hotline number at 734-263-2401 or email ComplianceOffice@a4anes.net. 

It is an essential principle of the Company that employees comply with the law with respect to 

activities associated with any reimbursement from both government and private payors, for the 

services provided by the Company to patients. The Company expects its employees to adhere to 

the highest standards of integrity in submitting these claims with regard to the accuracy in the 

description of the service, the rate or fee that is being charged, the identification of the individual 

rendering the service and all aspects of the claim which substantiate it for payment. 

In instances where there is any question with regard to the appropriateness of the data upon 

which a claim will be submitted, employees are expected to seek guidance in accordance with 

the corporate compliance program. The Company does not discriminate or retaliate against any 

individual who reports, in good faith, a potential compliance violation, including whistleblowers, 

in accordance with applicable law. 

All employees are expected to be aware of the significant legal penalties associated with 

improper, inappropriate, inaccurate or false claims. Any employee who becomes aware of 

mistakes of an honest nature that are made in claims submission is expected to notify the 

mailto:ComplianceOffice@a4anes.net


 

appropriate personnel so that the mistake can be corrected. The Company engages in ongoing 

internal compliance audits, and employees are expected to cooperate with such activities so as 

to assure that the Company’s claims processing meets high standards. The corporate compliance 

program manages the processes by which the Company fulfills its obligations. 

The Company makes available a wide variety of resources for any instances of questions or 

concerns regarding the expectations and activities pursuant to the corporate compliance 

program. Disciplinary action, up to and including termination, may be imposed upon employees 

for conduct or actions which are not in agreement with the compliance program. 

The Company is subject to various compliance regulations, including Federal and State False 
Claims Acts, fraud and abuse laws, anti-kickback statutes, program participation guidelines for 
federal and state health plans and other health care related rules and regulations. Annual training 
includes information and testing on these subjects. 

 

EMPLOYEE CONDUCT and WORK RULES 

Standards of Conduct 
The Company is committed to providing the highest quality of service to its customers/patients, 
and a motivated and cohesive workforce is vital to accomplishing this fundamental business 
objective. The Company expects its employees to conduct themselves in a professional manner, 
perform assigned work duties, comply with all established policies and behave responsibly and 
in accordance with the law at all times. This is expected while on Company premises, at office 
practices, contracted facilities, attending Company functions or otherwise performing work- 
related activity. 

 
It is the responsibility of all employees to observe the protocols and regulations necessary for the 
proper operation of the Company. Each supervisor is responsible for the proper and efficient 
operation of their department and for enforcing all protocols and regulations. Disciplinary action 
may be imposed upon employees for conduct or actions which interfere with or prevent the 
Company from effectively performing its activities. The Company does not have a “progressive 
disciplinary” policy and may at its sole discretion, terminate employees for “first offense” 
violations, as outlined, where applicable, in each employee's employment agreement. 

 

In addition to maintaining and enforcing conduct and work rules to protect the interests and 
safety of all employees and the organization, the Company complies with all applicable federal, 
state and local laws and regulations concerning employer/employee rights and obligations. 

 

The following, although not an exclusive listing is considered inappropriate and unacceptable 
and shall be sufficient cause for disciplinary action up to and including termination: 

 

• Non-performance of job duties to which the employee is assigned, inattention to or 
unsatisfactory performance of duties, and/or poor conduct. 

• Disregard for, or violation of any Company work rules and/or policies. 

• Misuse of or improper access to Protected Health Information (PHI). 



 

• Misuse, misappropriation, damaging or destruction of Company property, 
customer/patient property or property belonging to fellow employees or conversion of 
the said property for personal gain or use. 

• Any acts of dishonesty; falsification of, but not limited to, Company and/or medical 
documents or records, enrollment of non-qualified dependents in Company sponsored 
benefit plans, misuse of Company funds, falsification or destruction of any timekeeping, 
financial and employment records. 

• Excessive tardiness or absence from work, including but not limited to, unauthorized 
absence from an assigned work area, abuse of meal and break privileges, and the failure 
to report to work as scheduled without notifying a member of management. 

• Violation of any lawful or refusal to carry out any lawful directions or other acts of 
insubordination and/or lack of cooperation with supervisors or co-workers relating to the 
performance of job duties, including but not limited to unreasonable delay in carrying out 
instructions or the refusal to work overtime. 

• Any type of workplace disruptive or disorderly behavior, including but not limited to, 
fighting, assaulting or intimidating another employee, bad or nasty behavior, horseplay, 
using Company media to harass others, or use of language that is inappropriate or 
derogatory. 

• Violation of any safety, security or health rules or engaging in conduct that creates a 
safety, security or health hazard. 

• Using, displaying or possession of firearms, other weapons or any other hazardous or 
dangerous material/device on Company property, contracted facility or office-based 
locations, including parking lots or while engaged in Company business. 

• Sexual or other illegal harassment of a fellow employee, customer/patient or members 
of the general public or any other actions, remarks, jokes or slurs that may be taken as 
discriminatory or harassment of a protected class. 

• Abusive treatment or language or discourteous conduct directed toward a 
customer/patient or fellow employee. 

• Any behavior or action determined to be detrimental to the Company, including but not 
limited to serious misconduct or illegal conduct, violations of public law or commission of 
a criminal offense, participating in illegal operations, and intoxication at work, possession, 
sale, use or distribution of illegal drugs or narcotics. 

• Unauthorized manufacturing, distribution, dispensing, possession, use or being under the 
influence of alcohol or illegal or controlled substances when reporting to work, on 
Company property, contracted facility or office-based locations or in connection with 
Company business; the possession of opened containers of alcohol or illegal possession 
of any controlled substances on Company property, contracted facility or office-based 
locations. 

• Refusal to take an alcohol or drug test in keeping with the Company’s policies and/or state 
or federal law. 

• Misuse or disclosure of privileged and/or confidential information or its use for private 
gain whether or not it is to the detriment of the Company. 

• Criminal, dishonest, or other unsuitable conduct which interferes with job performance 
or has an adverse effect on the efficiency of the Company. 



 

• Theft, destruction, misuse or damage of Company property, including vehicles, 
equipment or supplies, or the property of another employee, customer/patient, supplier 
or visitor; or the unauthorized use of any Company property or vehicle for personal 
reasons. This also applies to contracted facilities or office-based locations. 

• Distribution of written or printed materials, vending, selling, soliciting or collecting 
contributions for any purpose on the premises when an employee is working or in work 
areas. 

• Misuse of electronic media, including but not limited to computers, email, telephones, 
cellular phones, digital cameras, voicemail, fax machines, bulletin boards, wire services, 
on-line services, internet and intranet. These systems are for work-related use and may 
not be used for political or religious causes; for chain letters; to communicate content 
reasonably considered threatening, offensive or derogatory to any individual or group; or 
for any other purpose which is illegal or against Company policy. Internet or email use 
must not be used to send or receive communications, or visit sites containing offensive 
content. Offensive content includes, but is not limited to, sexual comments or images, 
racial slurs, or any comments that would offend someone on the basis of his or her age, 
sex, race, sexual orientation, marital status, religious or political beliefs, national origin, 
disability, or any other characteristic protected by law. 

• Reprisal or threatening reprisal of employees who exercise rights protected by law or by 
Company policy. 

• Recording without permission, including video recording a patient and/or fellow 
employee without their consent. 

• Sleeping or loafing on the job. 

• Smoking (to include e-cigarettes) on the job (except in designated areas). 

• Non-reporting or concealing defective practices. 
• Giving a Company ID access card to any person not entitled to it or assisting any non- 

employee to enter Company premises without permission. 

• Posting or removing notices or signs or defacing any company property. 
• Working for another employer during scheduled work periods, unless approved by the 

Company. 



 

HEALTH AND SAFETY 
 

DRUG-FREE WORKPLACE 
 

The Company is committed to establishing and maintaining a work environment free from the 
use of illegal drugs, abuse of alcohol and prescription medications, whether on or off the job. 
None of its employees shall abuse any controlled substance at any time, including prescribed 
medications. Medications lawfully prescribed must not interfere with an employee’s capacity to 
perform those duties and tasks required by his or her employment. Additionally, none of the 
Company's employees can be under the influence of alcohol or be affected by the use of alcohol 
during the time period required to perform their duties and obligations of employment. The 
abuse of drugs and alcohol poses a serious threat to the health and safety of the Company, its 
employees and its patients/ individuals whom they serve. 

 
Employee Assistance and Drug-Free Awareness 
Illegal drug use and alcohol misuse have a number of adverse health and safety consequences. 
Information about those consequences and sources of help for drug/alcohol problems is available 
from the Human Resources department. 

 

The Company will assist and support employees who voluntarily seek help for such problems 
before becoming subject to discipline and/or termination under the policy. Such employees may 
be allowed to be placed on leaves of absence, referred to treatment providers and otherwise 
accommodated as required by law. Such employees may be required to document that they are 
successfully following prescribed treatment and to take and pass follow-up tests if they hold jobs 
that are safety sensitive or that require driving or if they have violated the policy previously. 

 
Employees must report to work fit for duty and free of any adverse effects of illegal drugs or 
alcohol. This policy does not prohibit employees from the lawful use and possession of prescribed 
medications. Employees must, however, consult with their doctors about the medications’ effect 
on their fitness for duty and ability to work safely and promptly disclose any work restrictions to 
their supervisors. Employees should not, however, disclose underlying medical conditions unless 
directed to do so. 

 
Drug Testing  
The company reserve the right to perform a drug test based on reasonable suspicion of 
impairment. Testing may include, but shall not be limited to, the taking of blood, urine, saliva and 
hair-samples.  

 

Work Rules 
The following work rules apply to all employees: 

 

• Whenever employees are working, are operating any Company vehicle, are present on 

Company premises, office-based locations or facilities, or are conducting related work off- 

site, they are prohibited from: 



 

o Using, possessing, buying, selling, manufacturing or dispensing an illegal drug (to 

include possession of drug paraphernalia). 

o Being under the influence of alcohol or any drug as defined (unless medication is taken 
as prescribed), while on duty or while on Company property. 

• The presence of any detectable amount of any illegal drug or illegal controlled substance 

in an employee’s body while performing Company business or while in a Company facility 

is prohibited. 

• The Company will not allow any employee to perform their duties while taking prescribed 

drugs that adversely affect the employee’s ability to safely and effectively perform their 

job duties. Employees taking a prescribed medication must carry it in the container 

labeled by a licensed pharmacist or be prepared to produce it if asked. 

• Any illegal drugs or drug paraphernalia will be turned over to an appropriate law 

enforcement agency and may result in criminal prosecution. 

 

Consequences 
Employees who refuse to cooperate with required tests or who use, possess, buy, sell, 
manufacture or dispense an illegal drug in violation of the policy will be terminated. 

 
The first time an employee tests positive for alcohol or illegal drug use under the policy, the result 
will be disciplinary action, up to and including termination. 

 

Inspections 
The Company reserves the right to inspect all portions of its premises for drugs, alcohol or other 
contraband. All employees, consultants and visitors may be asked to cooperate in inspections of 
their persons, work areas and property that might conceal a drug, alcohol or other contraband. 
A search of Company/office-based locations/contracted facilities, equipment and property, 
including employee’s desks, lockers, bags and containers may be conducted at any time and need 
not be based on reasonable suspicion. Any illegal, unauthorized or prohibited item or substance 
may be taken into custody and turned over to the proper management personnel or law 
enforcement agency, whichever is appropriate. Employees who possess such contraband or 
refuse to cooperate in such inspections are subject to appropriate disciplinary action, up to and 
including termination. 

 
Crimes Involving Drugs 
The Company prohibits all employees from manufacturing, distributing, dispensing, possessing 
or using an illegal drug in or on Company premises or while conducting Company business. 

 

Employees are also prohibited from misusing legally prescribed or over-the-counter (OTC) drugs. 
Law enforcement personnel shall be notified, as appropriate, when criminal activity is suspected. 

 
SMOKE-FREE WORKPLACE 

 

In order to provide and maintain a safe and healthy work environment for all employees and 



 

visitors, the Company prohibits smoking (to include e-cigarettes) on all company premises, 

office-based locations and contracted facilities where noted. Smoking is prohibited as follows: 

• All areas of company buildings and facilities where applicable. 

• All company-sponsored off-site conferences and meetings. 

• All vehicles owned or leased by the Company. 
 

Smoking is permitted in designated areas outside the corporate office building and only during 
established breaks. Contracted facilities and office-based locations may have their own 
designated areas or be smoke-free. Smoking materials should be disposed of in designated 
receptacles and not used to litter the Company, contracted facility or office-based property. 

 
Employees who violate the smoking guidelines will be subject to disciplinary action up to and 
including termination. 

 

WORKPLACE SECURITY 

The protection of the Company assets, as well as employees’ personal security and property, is 
the responsibility of every employee. In addition, you are expected to exercise reasonable care 
for your own protection and your personal property while at work or on company business. 

 
Unlawful or improper conduct on company property, office-based locations or contracted 
facilities, either by employees or others, is not permissible. The Company may use video cameras 
in the workplace. The Company reserves the right to search company property including lockers, 
desk, computers and other workspaces at any time with or without notice. Personal property and 
vehicles may be searched upon any reasonable concern that an employee has brought on 
company property, including parking lots, illegal drugs, and weapons or may have put 
unauthorized company property into a vehicle, briefcase etcetera. Personal property and vehicle 
searches, with or without notice, may be instituted in the event the Company believes there is a 
problem with theft of company or personal property from the facility. Employees may refuse the 
search of their vehicle; however, refusal of such a search may result in termination. 

 

Firearms or other weapons are not permitted on company property at any time. However, the 
Company will abide by any state specific or Federal law as it relates to the storing and 
transporting of legally owned firearms or weapons. Security guards (if authorized) and law 
enforcement officers may possess firearms or weapons while in or on company premises. If the 
Company suspects that an employee or employees have possession of weapons or dangerous 
instruments, the Company reserves the right to take appropriate investigative action including, 
but not limited to, searching containers, lockers, purses, briefcases, packages, automobiles 
(except where prohibited by law), offices or desks, whether or not such places are locked or have 
restricted access. 

 
Access Cards 
Identification (ID) access cards are provided to employees and must be worn at all times while 
on company property, or where applicable on office-based locations or contracted facilities. Lost, 
stolen or damaged ID access cards must be reported immediately to Human Resources at the 



 

corporate office or where appropriate at the contracted facility or office-based location. A 
replacement will be issued; however, a fee may be incurred for lost ID access cards. All ID access 
cards must be returned upon separation from the Company. 

 
Any misuse of official ID access cards, entering or assisting others to enter restricted or closed 
areas without proper authority, is a violation of the Company policy. Violations of the above may 
be subject to disciplinary action, up to and including termination. 

 
WORKPLACE VIOLENCE 

 

All employees, customers, patients, vendors and business associates must be treated with 
courtesy and respect at all times. Employees are expected to refrain from conduct that may be 
dangerous to others. 

 

Conduct that threatens, intimidates or coerces another employee, customer, patient, vendor or 
business associate will not be tolerated. The Company resources may not be used to threaten, 
stalk or harass anyone at the workplace or outside the workplace. The Company treats threats 
coming from an abusive personal relationship as it does other forms of violence. 

 

Indirect or direct threats of violence, incidents of actual violence and suspicious individuals or 
activities should be reported as soon as possible to a member of management, security 
personnel, Facilities and/or Human Resources department. When reporting a threat or incident 
of violence, the employee should be as specific and detailed as possible. Employees should not 
place themselves in peril, nor should they attempt to intercede during an incident. 

 

Employees should promptly inform the appropriate personnel at the contracted facility, office-
based location or Human Resources department of any protective or restraining order that they 
have obtained that lists the workplace as a protected area. Employees are encouraged to report 
safety concerns with regard to any intimate partner violence. 

 

The Company will promptly and thoroughly investigate all reports of threats of violence or 
incidents of actual violence and of suspicious individuals or activities. The identity of the 
individual making a report will be protected as much as possible. In order to maintain workplace 
safety and the integrity of its investigation, the Company may suspend employees suspected of 
workplace violence or threats of violence, either with or without pay, pending an investigation. 

 

Anyone found to be responsible for threats of or actual violence or other conduct that is in 
violation of these guidelines will be subject to prompt disciplinary action up to and including 
termination. 

 

The Company encourages employees to bring their disputes to the attention of their supervisors 
or Human Resources before the situation escalates. The Company will not retaliate against 
employees making good-faith reports of violence, threats or suspicious individuals or activities 
nor will it discipline employees for raising such concerns. 

 



 

SAFETY 

It is the responsibility of each employee to conduct all tasks in a safe and efficient manner 
complying with all local, state and federal safety and health regulations and program standards, 
and with any special safety concerns for use in a particular area or with a patient. 

 
Each employee has the responsibility to identify and become familiar with the emergency plan 
for the work area. The Company, contracted facilities and office-based locations should have 
posted or communicated an emergency plan detailing procedures in handling emergencies such 
as fire, weather-related events and medical crises. 

 

It is the responsibility of the employee to advise of any safety and health infraction that occurs 
by an employee or that the employee witnesses. 

 

Employees are expected to adhere to the required Centers for Disease Control and Prevention 

(CDC) health guidelines as written, to include any necessary vaccinations and comply with the 

necessary department/specialty protocols regarding protective equipment or infection control. 

For information: 
 

• Call 1-800-232-4636 or 1-800-CDC-INFO. 

• Check for Frequently Asked Questions (FAQs) and other updated information at the CDC 
web site at www.cdc.gov or 

• Check your local county health department or web site. In Michigan, check 
https://www.michigan.gov/mdhhs/ for more information about the response 
capability in the Michigan community. In Ohio, check 
https://odh.ohio.gov/wps/portal/gov/odh/home for more information about the 
response capability in the Ohio community.  

 

It is the Company’s intent to conduct all aspects of its business in a manner that is protective of 
human health and the environment. Each person shares the responsibility to incorporate 
environmental, health and safety awareness into daily activities. 

 
Every employee assumes the responsibility of individual and Company, office based or contracted 
facility location safety. Failure to follow safety and health guidelines, report infractions or 
engaging in conduct that places the employee, patient, client or Company property at risk can 
lead to employee disciplinary action, up to and including termination. 

http://www.cdc.gov/
http://www.doh.state.fl.us/
http://www.doh.state.fl.us/
https://www.michigan.gov/mdhhs/
https://odh.ohio.gov/wps/portal/gov/odh/home


 

COMPENSATION 
 

WAGE ADMINISTRATION 

Paychecks 
All employees are paid on the Company’s normal pay cycle. Employees may be paid by direct 
deposit (unless prohibited by law or extenuating circumstances exist) to either a savings or 
checking account at the financial institution of their choice. 

 

If paid by direct deposit it is the Company's protocol that employee electronic paystubs are 

available online through the HRIS system; otherwise, paychecks will be mailed to the employee’s 

home address on file. Changes or new requests for direct deposit must be made on a new direct 

deposit authorization form along with providing supporting documentation and submitted to the 

Human Resources department. 

If the normal payday falls on a Company-recognized holiday, paychecks will be distributed off 
cycle one workday before or after the holiday. 

 

Overtime not reported to the Payroll department by the pay period deadline for reporting time, 
will be processed and paid during the following pay period. 

 
In the event of a lost paycheck and before a replacement check can be issued, the Payroll or 
Human Resources department must be notified in writing as soon as possible. In the event the 
lost paycheck is recovered, the employee must remit the amount of the replacement check to 
the Company within 24 hours of the time it is demanded. 

 
Deductions 
If an employee wishes to change the number of exemptions previously claimed, a new Form W- 
4 must be submitted to the Human Resources department. 

 

Salary advances, advanced paycheck distribution and loans are not permitted. Deductions from 
paychecks are made for federal income tax, social security contribution, and other deductions as 
authorized by you, garnishments, or other reasons as required by law. 

 
TIME REPORTING  

 

Employees may be required to complete a daily attendance report, clock in and out of a time 
keeping system or comply with other time monitoring methods. All time off taken from work 
should be appropriately recorded and be approved by the applicable person. Employees are 
required to submit hours timely. 

 

EMPLOYEE TRAVEL and REIMBURSEMENT 
 

Employees will be reimbursed for reasonable expenses incurred in connection with pre-approval 
travel on behalf of the Company. 



 

 
Travelers seeking reimbursement should incur the lowest reasonable travel expenses and 
exercise care to avoid the appearance of impropriety. If a circumstance arises that is not 
specifically covered in the travel policies, the most conservative course of action should be 
adopted. 

 

Travel for staff must be authorized in advance. Travelers should verify that planned travel is 

eligible for reimbursement before making travel arrangements. Within 30 days of the completed 

travel, an employee must submit travel expenses to the Finance Department via the 

reimbursement form with supporting documentation to obtain reimbursement of expenses.  



 

TIME OFF 
 

FAMILY and MEDICAL LEAVE ACT (FMLA) 

Basic Leave Entitlement 
FMLA requires covered employers to provide up to 12 weeks of unpaid, job-protected leave to 
eligible employees for the following reasons: 

 

• for incapacity due to pregnancy, prenatal medical care or childbirth; 
• to care for the employee’s child after birth, or placement for adoption or foster care; 
• to care for the employee’s spouse, son, daughter or parent, who has a serious health condition; 
or 

• for a serious health condition that makes the employee unable to perform the employee’s job. 
 

Military Family Leave Entitlements 
Eligible employees whose spouse, son, daughter or parent is on covered active duty or call to 
covered active-duty status may use their 12-week leave entitlement to address certain qualifying 
exigencies. Qualifying exigencies may include attending certain military events, arranging for 
alternative childcare, addressing certain financial and legal arrangements, attending certain 
counseling sessions, and attending post-deployment reintegration briefings. 

 

FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 
weeks of leave to care for a covered servicemember during a single 12-month period. A covered 
servicemember is: (1) a current member of the Armed Forces, including a member of the National 
Guard or Reserves, who is undergoing medical treatment, recuperation or therapy, is otherwise 
in outpatient status, or is otherwise on the temporary disability retired list, for a serious injury or 
illness*; or (2) a veteran who was discharged or released under conditions other than 
dishonorable at any time during the five-year period prior to the first date the eligible employee 
takes FMLA leave to care for the covered veteran, and who is undergoing medical treatment, 
recuperation, or therapy for a serious injury or illness.* 

 

*The FMLA definitions of “serious injury or illness” for current servicemembers and veterans are 
distinct from the FMLA definition of “serious health condition”. 

 

Benefits and Protections 
During FMLA leave, the employer must maintain the employee’s health coverage under any 
“group health plan” on the same terms as if the employee had continued to work. Upon return 
from FMLA leave, most employees must be restored to their original or equivalent positions with 
equivalent pay, benefits, and other employment terms. 



 

Use of FMLA leave cannot result in the loss of any employment benefit that accrued prior to the 
start of an employee’s leave. 

 

Eligibility Requirements 
Employees are eligible if they have worked for a covered employer for at least 12 months, have 
1,250 hours of service in the previous 12 months*, and if at least 50 employees are employed by 
the employer within 75 miles. 

 

*Special hours of service eligibility requirements apply to airline flight crew employees. 
 

Definition of Serious Health Condition 
A serious health condition is an illness, injury, impairment, or physical or mental condition that 
involves either an overnight stay in a medical care facility, or continuing treatment by a health 
care provider for a condition that either prevents the employee from performing the functions 
of the employee’s job, or prevents the qualified family member from participating in school or 
other daily activities. 

 

Subject to certain conditions, the continuing treatment requirement may be met by a period of 
incapacity of more than 3 consecutive calendar days combined with at least two visits to a health 
care provider or one visit and a regimen of continuing treatment, or incapacity due to pregnancy, 
or incapacity due to a chronic condition. Other conditions may meet the definition of continuing 
treatment. 

 

Use of Leave 
An employee does not need to use this leave entitlement in one block. Leave can be taken 
intermittently or on a reduced leave schedule when medically necessary. Employees must make 
reasonable efforts to schedule leave for planned medical treatment so as not to unduly disrupt 
the employer’s operations. Leave due to qualifying exigencies may also be taken on an 
intermittent basis. 

 

Employee Responsibilities 
Employees must provide 30 days advance notice of the need to take FMLA leave when the need 
is foreseeable. When 30 days’ notice is not possible, the employee must provide notice as soon 
as practicable and generally must comply with an employer’s normal call-in procedures. 

 

Employees must provide sufficient information for the employer to determine if the leave may 
qualify for FMLA protection and the anticipated timing and duration of the leave. Sufficient 
information may include that the employee is unable to perform job functions, the family 
member is unable to perform daily activities, the need for hospitalization or continuing treatment 
by a health care provider, or circumstances supporting the need for military family leave. 

 

Employees also must inform the employer if the requested leave is for a reason for which FMLA 
leave was previously taken or certified. Employees also may be required to provide a certification 
and periodic recertification supporting the need for leave. 

 

 



 

Employer Responsibilities 
Covered employers must inform employees requesting leave whether they are eligible under 
FMLA. If they are, the notice must specify any additional information required as well as the 
employees’ rights and responsibilities. If they are not eligible, the employer must provide a 
reason for the ineligibility. 

 

Covered employers must inform employees if leave will be designated as FMLA-protected and 
the amount of leave counted against the employee’s leave entitlement. If the employer 
determines that the leave is not FMLA-protected, the employer must notify the employee. 

 

Unlawful Acts by Employers 
FMLA makes it unlawful for any employer to: 

 

• interfere with, restrain, or deny the exercise of any right provided under FMLA; and 
• discharge or discriminate against any person for opposing any practice made unlawful by FMLA 
or for involvement in any proceeding under or relating to FMLA. 

 

Enforcement 
An employee may file a complaint with the U.S. Department of Labor or may bring a private 
lawsuit against an employer. 

 

FMLA does not affect any Federal or State law prohibiting discrimination or supersede any State 
or local law or collective bargaining agreement which provides greater family or medical leave 
rights. 

 

For more details about the FMLA policy and/or to apply, please contact the Benefits department. 
 

PERSONAL LEAVE of ABSENCE 

Should a situation arise that temporarily prevents an employee from working, he or she may be 

eligible for a Leave of Absence (LOA) without pay. However, employees must be employed for at 

least three (3) months prior to the requested leave. 

Any request for a LOA must be submitted in writing as far in advance as possible and it will be 

reviewed on a case-by-case basis by the employee's supervisor and/or manager and the Human 

Resources department. 

The decision to approve or disapprove is based on the circumstances, the length of time 

requested, the employee's job performance and attendance and punctuality record, the reasons 

for the leave, the effect the employee's absence will have on the Company and the expectation 

that the employee will return to work when the leave expires. 

 
For more details about the LOA policy and/or to apply, please contact the Human Resources 
department. 

 

 
 



 

BEREAVEMENT LEAVE 

An employee who wishes to take time off due to the death of a spouse, domestic partner, father, 

mother, father-in-law, mother-in-law, grandfather, grandmother, son, son-in-law, daughter, 

daughter-in law, uncle, aunt, cousin, nephew, niece, brother, brother-in-law, sister, sister-in-law, 

step relative, should notify his or her supervisor immediately and should also discuss the 

necessary duration. Documentation may be required. 

Bereavement leave will be granted unless there are unusual business needs or staffing 
requirements. Paid bereavement leave is based on a total of twenty-four (24) hours or an eight 
(8) hour shift/day, does not need to be consecutive, can only be taken in a minimum of eight (8) 
hours and is granted according to the following schedule: 

 

• Employees are allowed a total of twenty-four (24) hours of leave in the event of the death 

of the employee’s spouse, domestic partner, child, father, father-in-law, mother, mother-

in-law, brother, sister, son, son-in-law, daughter, daughter-in-law, grandparent or 

grandchild. 

• Employees are allowed a total of eight (8) hours of paid leave in the event of death of the 

employee’s aunt, uncle, or cousin, brother or sister-in-law, and your spouse’s 

grandparent.   

 
JURY DUTY 

The Company complies with all federal and state court attendance leave laws and regulations. If 

an employee is summoned to jury duty, it is the employee’s responsibility to immediately notify 

his or her supervisor by submitting a copy of the juror summons. 

Employees will keep any jury duty compensation received from the court and the Company will 

pay the employee’s regular base pay, less the jury duty compensation, for up to two (2) work- 

weeks of jury service, unless a longer period is prescribed by applicable state or local law. 

On days when an employee is excused from jury duty, released early or if their regular hours do 
not conflict with jury duty, are expected to come to work as usual, unless otherwise provided by 
applicable state or local law. 

 

MILITARY LEAVE of ABSENCE 
 

The Company is committed to protecting the job rights of employees absent from work due to 
service in the uniformed services of the United States. In accordance with federal and state law, it 
is the Company’s policy that no employee or prospective employee will be subjected to any form of 
discrimination based on that person's membership in or obligation to perform service for any of 
such uniformed services. Specifically, no person will be denied employment, reemployment, 
promotion or other benefit of employment on the basis of such membership. Furthermore, no 
person will be subjected to retaliation or adverse employment action because such person has 
exercised his or her rights under applicable law or Company policy. If any employee believes that 



 

he or she has been subjected to discrimination in violation of Company policy, the employee must 
immediately contact the Human Resources department. 

 
Employees taking part in a variety of military duties are eligible for benefits under this policy. 
Such military duties include, but are not limited to, leaves of absence taken by members of the 
uniformed services, including Reservists and National Guard members, for training, periods of 
active military service and funeral honors duty, as well as time spent being examined to 
determine fitness to perform such service. Subject to certain exceptions under the applicable 
laws, these benefits are generally limited to five (5) years of unpaid leave of absence. 

 
Employees requesting leave for military duty should contact the Human Resources department 
to request leave as soon as they are aware of the need for leave. 

 

For request forms and detailed information on eligibility, employee rights while on leave and job 
restoration upon completion of leave, please contact the Human Resources department. 

 

STATE/LOCALITY-SPECIFIC LEAVES of ABSENCE 

Please contact the Human Resources department for any state/locality-specific leave of absence 
information, including, but not limited to, information regarding parental leave, first responder 
leave, state military leave, domestic violence leave, voting leave, and other leaves of absence 
that may be available to you under applicable state and/or local law. 

 
WORK RELATED ACCIDENTS, ILLNESS or INJURY 

The Company is covered under statutory state workers’ compensation laws. Employees who 
sustain work-related injuries must immediately notify their supervisor and the Human Resources 
department. 

It is the Company protocol to investigate all work-related injuries, illness and incidents. By 

identifying the possible cause of the injury, illness or incident, corrective actions are developed 

to prevent a reoccurrence of the incident. 

Workers Compensation light duty assignments 
When an employee suffers an “On the Job Injury” that is covered by workers compensation and 
may not return to their normal duties – due to restrictions placed on them by their workers 
compensation physician, the Company may make available to the employee a light duty position. 

 
The duties assigned to the employee will be at the sole discretion of the Company and will be set 
in accordance with the restrictions set by his/her workers compensation physician or case 
worker.  A light duty assignment is a temporary assignment that may not last longer than nine 
(9) months. 

 

 
 
 



 

BENEFITS 
 

BENEFITS SUMMARY and ELIGIBILITY 

The Company’s benefit plans allow eligible employees to elect certain benefits to meet their 
needs. The Company is committed to offering employees and their families a comprehensive 
array of benefit choices that give the flexibility to tailor benefits to specific needs. The Company 
periodically reviews the program to ensure that it is competitive and reserves the right to make 
any changes to the plans. For more information regarding benefits programs, please refer to the 
Summary Plan Descriptions (SPD) for the various plans offered, which are available by contacting 
the Human Resources department. 

 
Health and Welfare Plans 
Eligible employees can select from Health and Welfare Benefits, i.e., medical, dental, vision, 
health care and/or dependent care flexible spending accounts, health savings account, voluntary 
life and AD&D insurance, and voluntary short- and long-term disability. Additional direct billed 
voluntary insurance products are also available. Employees pay for their portion of elected 
benefits through payroll deduction. 

 
Retirement Savings Plan 
The 401(k) Profit Sharing Plan provides a convenient way to save by regularly contributing of pre-
tax earnings, subject to the annual dollar limit set by IRS. The Company also provides a ROTH 
401(k) so employees may elect to contribute to the Plan with post-tax earnings. Please note that 
pre-tax and post-tax contributions when combined cannot exceed the annual dollar limit set by 
the IRS. Employees choose how to invest their savings under the Plan and investment earnings, 
if any grow tax-free. 

 

There are no enrollment forms and new employees are auto enrolled at 5%. New employees may 
opt-out of auto enrollment within the first 30 days of employment. Additionally, employees may 
enroll, change or stop their 401(k) and/or Roth 401(k) election at any time. 

 
For employees who contribute to the Retirement Savings Plan and do not make an investment 
election, the Plan will invest their contribution into a default fund. 

 

Eligibility for Benefits 
Employees who are classified as part-time, benefits eligible or full-time, benefits eligible qualify 
for most benefits. Benefits are effective the first of the month following date of hire.  

 

New employees or newly eligible employees must enroll for benefits within 30 days of their 
eligibility date or wait for the upcoming open enrollment period. 

 
 

Employees can enroll, cancel or change their benefits outside of the open enrollment period only 
when there is a qualifying life event. Examples of qualified life event include marriage, divorce, 
birth or adoption of a child, death of a dependent and change in employment status of a spouse. 



 

 

Refer to the Company’s online enrollment resource for more information. 
 

Coverage for medical, dental, and vision end on the last day of the month in which employment 
ends. Life insurance, AD&D, and disability ends on the day in which employment ends or when 
there is a qualifying event. COBRA, a federal law that mandates health coverage continuation, will 
be offered to the employee and their dependents as appropriate. 

 

For more details regarding any of the above benefit options, contact the Human Resources 
department. 

 
HIPAA 

 

The Company meets the legal requirements of the Health Insurance Portability and 
Accountability Act of 1996 (HIPAA) for those employees receiving, or eligible to receive, any type 
of health benefit offered. HIPAA protects the privacy of ‘protected health information’. The 
Company has established procedures to protect this confidential health information. Employees 
with questions should contact the Human Resources department or HIPAA privacy officer. 

 
 

CONTACT INFORMATION 

 
Human Resources 
2006 Hogback Road 
Suite 5A 
Ann Arbor, MI 48105 

HR Main Fax: 734-773-3471 
Worker’s Comp: 734-263-2403  
Corporate Office Main Line: 734-263-2395 
 
Business Conduct 
Compliance Hotline: 734-263-2401 

  
 

  
 

 

 


