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INTRODUCTION 
 
This Employee Handbook is designed to provide you a source of information that is 
important to you as an employee of Doctors Health Group (DHG).  Included is information 
about our philosophies & principles, employment practices, rules and regulations, pay, 
benefits, along with your responsibilities as an employee.  This handbook will serve as a 

guideline to the various policies, practices, and conditions of employment.  The first step 
in any successful activity is a clear understanding of the guidelines that regulate that 
activity.  For this reason, it is your responsibility to become familiar with this handbook.  
Keep this book handy for ready reference. 
 
This Employee Handbook cannot anticipate every situation or answer every question about 
employment.  It is not an employment contract and is not intended to create contractual 
obligations of any kind, nor is any provision to be construed to constitute contractual 
obligations of any kind or a contract of employment between DHG and any of its 
employees.  Neither the employee nor DHG is bound to continue the employment 
relationship if either chooses, at its will, to end the relationship at any time.  Employment is 
terminable by either the employee or the employer at will, with or without notice or cause. 
 
It should be recognized that changes in medical care practices, in standards of medical 
center accreditation, in legal and other social and economic factors may necessitate 
amending clinic policies from time to time.  In order to retain necessary flexibility in the 
administration of policies and procedures, DHG reserves the rights to change, revise, or 
eliminate any of the policies and/or benefits described in this Employee Handbook, except 
for its policy of employment-at-will, at any time with or without notice.  The only recognized 
deviations from the stated policies are those authorized and signed by the President of 
DHG, or his/her designee. 
 
This Employee Handbook contains confidential information.  Employees shall not distribute 
the Employee Handbook or discuss the contents of the Handbook with any person outside 
DHG. 
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 History 
 
Doctors Health Group was founded in 1995 and operates medical clinics throughout 
Northeast Arkansas.  Current clinic locations are Jonesboro, Paragould and Rector 
Arkansas.  DHG currently employs just over 100 employees.  
Revision Date 04/21/09 

 

 Mission Statement 
 
Doctors Health Group supports the mission of St. Bernards Healthcare by providing 
multiple access points for healthcare services in Northeast Arkansas. 
 

 Customer Service 
 
Doctors Health Group has an unwavering focus on the customer.  As an organization, 
Doctors Health Group continuously strives to understand and respond to the needs and 
expectations of its customers and exceed those expectations.  This same approach carries 
over to working relationships within the organization, where employees treat one another 
as valued customers also.  Our employees are the ones who see, hear, and serve our 
customers every day.  Therefore, each employee will be challenged to evaluate and strive 
to achieve excellent customer service in his or her individual roles at DHG.   
 
 

 Union Free Environment 
 
Our conviction is that the best and most rewarding employee management system results 
from a direct relationship between management and employees.  This is why we prefer to 
deal with employees directly rather than through a third party. 
 
Doctors Health Group is a non-union institution.  It is the belief of DHG that representation 
by an outside organization is not necessary in order for the employees to enjoy fair 
treatment and good working conditions. 
Revision Date 03/01/04 
 

 Employee Relations 
 
We believe that the mutual interest of management and employees can best be served by 
living under the following principles each day: 
 
DHG will strive to maintain wage rates, which are competitive to wage rates of the 
community for comparable types of work under similar working conditions. 
 
It should be recognized by both employees and leaders that compensation is dependent 
on a number of factors including the manner in which the employee meets the work 
standards expected in the job. 
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DHG’s goal is to maintain a staff of competent, regular employees by following the best 
possible hiring techniques. 
 
Should a vacancy occur in the clinics, an effort will be made to fill the position with 
someone from within the organization with due regard for ability, qualifications, experience, 
and length of service. 
 
A grievance procedure and open door policy will be available to employees for use in 
problem resolution. 
 
We will strive to maintain reasonable hours of work, favorable employee benefits and 
working conditions. 
 

EMPLOYEE RESPONSIBILITIES 
 
Employees of Doctors Health Group occupy positions of trust and confidence.  Therefore, 
they should be above reproach in delivering their duties and job responsibilities. 
Effective Date: 03/01/04 
 

 Unscheduled Absenteeism 
 
Each employee’s job in the clinic is very important and demands dependability and faithful 
attendance. 
 
Employees unable to report for work as scheduled must notify their supervisor, or the 
person designated by the supervisor, as far in advance as possible before starting time, 
otherwise, the absence may be considered unauthorized.  Notification from another 
employee, relative, or anyone other than the employee, is not acceptable except under 
emergency conditions.  Failure to notify the appropriate supervisor, or designee, properly in 
accordance with this Policy, may result in disciplinary action up to and including termination 
of employment. 
 
Frequent absences (excused or unexcused) may result in disciplinary action up to and 
including termination of employment. 
Revision Date 03/01/04 
 

 Confidentiality 
 
Employees of Doctors Health Group occupy positions of trust and confidence.  Therefore, 
employees who access or discuss confidential patient and business related information 
should only do so on a need-to-know basis and should keep in mind the location and 
presence of others.  This policy extends to all DHG documents, records, or any written 
material, including electronic mail communications.  If violated, the employee is on grounds 
for termination. 
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All information about patients is confidential.  Legal problems can develop if this confidence 
is violated.  Unauthorized disclosure or breach of the confidential patient information may 
result in corporate as well as individual liability.  A patient’s personal or medical problems 

should never be discussed with other patients, visitors or anyone else nor should 
information about a patient be discussed in any location where it can be overheard.  
Revision Date 05/01/09 
 
  
 

Tuberculin Skin Test 
 
In the interest of the health and safety of yourself, your fellow employees and the patients, 
nurses and physicians will be required, upon employment and at least annually thereafter, 
to undergo TB testing or if medically contraindicated, provide appropriate medical 
documentation that you do not have infectious Tuberculosis disease. 
 
Each employee must accept the responsibility of keeping his or her examination and skin 
test records up to date on an annual basis.  
 

Hepatitis B Vaccination 
 
All employees at risk of exposure to bloodborne pathogens may receive, free of charge, 
vaccination against Hepatitis B. 
Effective Date: 03/01/04 
 

 Infection Control 
 
The transmitting of infections to patients or staff can have serious consequences in a clinic 
setting.  Employees are to follow all policies outlined in the Infection Control Manual. 
Effective Date: 03/01/04 
 
 
 
 

Registered or Licensed Personnel 
 

All professionally registered or licensed associates are required to keep their registration 
certificates or licenses current.  A copy of the current registration certificate or license must 
be submitted to the Practice Site Administrator prior to employment and to their supervisor 
with each renewal.  Copies of continuing education documentation completed for this 
purpose should also be submitted to the supervisor.   Revision Date 03/01/04 
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Certified Personnel 
 

All certified personnel are required to keep their certificates current.  A copy of the current 
certificate must be submitted prior to employment and then to their supervisor with each 
renewal.  Copies of continuing education documentation completed for this purpose should 
also be submitted to the supervisor. Revision Date 03/01/04 
 
 

 Accidents/Unusual Occurrences 
 
Employees of Doctors Health Group must report any accident on the job, any accident 
involving a patient or visitor, or any job related illness. 
 
Failure to immediately report job related illnesses or accidents could affect eligibility for 
payment of benefits or for workers compensation. 
 
You should always recommend a visitor, who may have been injured to seek immediate 
medical care. 
 
Incident reports are required for all unusual occurrences, including injuries to visitors.  Your 
supervisor may request information from you in completing such a report. 
 
Failure to follow this policy, including failure to report any accident or unusual occurrence 
as required, or failure to cooperate in the investigation of any accident or unusual 
occurrence, may lead to disciplinary action up to and including termination. 
Revision Date 03/01/04 
 
 

 Harassment 
 
It is the policy of Doctors Health Group to treat all employees equally in their terms and 
conditions of employment.  The harassment of any employee is contrary to this policy and 
may be considered a violation of federal law and will be considered justification for 
disciplinary or other appropriate action.  This policy applies to all employees, supervisors, 
agents and non-employees, including physicians, who have contact with employees during 
working hours.  This policy defines harassment and outlines the method by which it is 
reported. 
 
Harassment is any annoying, persistent act or action that singles out an employee to that 
employee’s objection or detriment, because of, but not limited to race, sex, age, religion, 

ancestry, national origin, physical disability, or mental condition.  All communications 
between employees or between employees and patients, visitors, and customers (or 
vendors) should be carried on in a calm and professional manner.  Harassment may 
include any of the following: 
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1. Verbal abuse or ridicule.  This includes epithets, derogatory comments, slurs 

or unwanted sexual advances, invitations, or comments. 
 

2. Interference with an employee’s work.  This includes physical contact such 

as assault, blocking normal movement, or interference with work directed at 
an individual because of his/her sex or other protected status. 

 
3. Displaying or distributing sexually offensive or racist materials.  This includes 

derogatory posters, cartoons, drawings or gestures. 
 

4. Discriminating against any employee in work assignments or job related 
training. 

 
5. Intimate physical contact. 

 
6. Making sexual or racial innuendos. 

 
7. Demanding favors (sexual or otherwise), explicitly or implicitly, as a condition 

of employment, promotion, transfer or any other term or condition of 
employment. 

 
8. Retaliation for having reported harassment. 

 
It is every employee’s responsibility to ensure that his/her conduct does not include or 

imply harassment in any form.  If, however, harassment or suspected harassment has or is 
taking place, the following will apply: 
 

1. Any harassment or suspected harassment should be reported to the 
supervisor.  If any employee is not comfortable with reporting the matter to 
the supervisor, then the harassment should be reported to the Practice Site 
Administrator or President of Doctors Health Group.  If possible, this 
complaint should be in writing, setting forth all pertinent facts.  However, the 
complaint does not have to be in writing.  All communications concerning the 
complaint will be confidential, and provided only to those employees of DHG 
on a need-to-know basis. 

 
2. Any employee who receives a report of or has knowledge of harassment 

shall promptly inform his/her supervisor, the Practice Site Administrator or 
President of Doctors Health Group in writing who will then determine whether 
further investigation is warranted. 

 
3. The Practice Site Administrator or President of Doctors Health Group shall 

investigate each complaint and/or a designated representative and a 
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determination of the facts will be made on a case-by-case basis.  The 
appropriate supervisor and/or the Practice Site Administrator or President of 
Doctors Health Group will then take appropriate action up to and including 
discharge.  It is understood that not all conduct that violates the policy 
warrants termination or other disciplinary action against the offender and 
there may be circumstances where it is impossible to determine exactly what 
happened, thus precluding strong disciplinary action. 

 
4. The results of the investigation shall be kept confidential and provided only to 

those employees of DHG on a need-to-know basis. 
 

   5. The investigative files, including the complaint will be maintained by DHG 
Administration.  Any disciplinary action taken will also be documented in the 
employee’s personnel file. 

 
DHG will not tolerate harassment or any form of retaliation against an employee who has 
either instigated or cooperated in an investigation of alleged harassment.  Violation of this 
provision may result in discharge. 
 
False accusations are considered serious and will result in disciplinary action up to and 
including discharge.  Revision Date 03/01/04 
 
 

No Solicitation/Distribution 

 Bulletin Board Policy 
 

Introduction:  In an effort to avoid the disruption of health care operations or the 
disturbance of patients, the following rules will apply to solicitation and distribution on DHG 
clinic property. 
 
 

A. NON-EMPLOYEES 
 

Visitors, patients, vendors, and other persons not employed by DHG may not solicit or 
sell or distribute literature or any other materials at any time or for any purpose on 
DHG property.  This does not apply to pharmaceutical representatives or literature 
distributed by St. Bernards Medical Center or Healthcare Medical Group. 

 

B. EMPLOYEES 
 

1. Patient Care Areas.  Solicitation and distribution are prohibited at all times in  
    immediate patient care areas. 
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2. Working Time.  Solicitation by employees at DHG clinics during working time is 
prohibited.  Working time includes the working time of the employee doing the 
soliciting and the employee being solicited.  An employee who is not on working 
time may not solicit an employee who is on working time.  Solicitation in 
non-immediate patient care areas will be permitted during break periods and other 
non-working time of both the employee doing the soliciting and the employee being 
solicited. 

 
3. Working Areas.  Distribution of non-DHG literature by employees at DHG clinic is 

prohibited in all working areas.  Distribution of such materials is permissible in 
non-work/non-immediate patient care areas during break periods and other 
non-working time of both the employee doing the distribution and the employee 
receiving the materials. 

 
4. Off-Duty Employees.  Off-duty employees are prohibited at all times from entering 

any immediate patient care area other than for the purpose of visiting a patient 
during normal visitation hours.  Furthermore, they are prohibited from interfering 
with or disturbing any on-duty employee's performance of his/her work duties. 

 
5. Definition.  "Immediate patient care area" includes patient rooms, waiting rooms, 

lobby and corridors, and other evaluation or treatment areas, and all similar areas 
where patients may be present for purposes of treatment, evaluation, sample 
collection, and/or consultation.  It does not include non-patient care areas such as 
the kitchen and break room. 

 
 

 Dress and Appearance 
 
Our employees must assure that a professional image is continuously visible by wearing 
the appropriate attire for their department.  The purpose of establishing standards of dress 
and grooming is to project that professional image.  Employees are required to maintain 
standards of dress that are appropriate to the individual departments and the work they 
perform.   
Revision Date 03/01/04 
 
 

 Smoking Policy 
 
It is the policy of Doctors Health Group to prohibit smoking and the use of other forms of 
tobacco (smokeless tobacco) in all Doctors Health Group facilities.  This policy applies to 
all staff, employees, visitors, and patients and to all areas in buildings housing Doctors 
Health Group employees and patients. 
 
Smoking is permitted in designated areas outside the clinics. 
Revision Date 03/01/04 



 

 -11- 

 

Garnishments 
 
Doctors Health Group expects employees to conduct their personal lives in a manner, 
which will reflect credit upon DHG.  Anything done by employees in their personal affairs 
which involves DHG in legal proceedings started by their creditors is looked upon as a 
serious matter.  If a creditor obtains a garnishment on your earnings, DHG is required by 
law to deduct the necessary payment. 
 
Employees may be subject to disciplinary actions for multiple indebtedness resulting in 
garnishment. 
Revision Date 03/01/04 
 

 Doctors Health Group Rules 
 

Rules of Conduct 

 
The appearance and conduct of all employees and the work areas reflects on the image of 
DHG.  Employees must, therefore, perform their duties efficiently, courteously, and to the 
best of their abilities.  Employees are expected to refrain from actions that will reflect poorly 
on themselves and DHG.  Proper conduct and performance are requirements in any work 
environment.  If there are times when those standards are not being met, then the 
supervisor may point out performance or behavioral problems which require the 
employee's attention and improvement.  Certain actions may subject an employee to 
disciplinary action, ranging from a verbal warning or reminder, written reprimand, 
suspension, or termination.  There is no requirement that discipline follow any specific 
sequence.  Based upon the severity of the conduct, termination may result from the first 
offense.  The specific disciplinary action utilized will depend on the nature of the violation, 
prior work history and tenure.  Of course, both you and DHG have the right to terminate our 
employment relationship at any time, for any reason or no reason, as long as the 
termination does not violate state or federal statutes. 
 
The following are examples only of some conduct, which may result in disciplinary action, 
including termination: 
 

1. Rudeness, insolence, or other improper conduct, including vulgarity and excessive 
use of profane language, toward another employee, patient, visitor, vendor or 
customer. 

 
2. Excessive absences, tardiness, or absence without notice. 

 
3. Divulging confidential information to any unauthorized person. 

 
4. Theft and/or dishonesty, or any attempt thereof.  This includes, but is not limited to, 

misappropriation of DHG property or merchandise, including unauthorized use of 
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DHG telephones, equipment, materials or property, or materials or property of a 
DHG employee or customer. 

 
5. Misuse, destruction, theft, conversion, or unauthorized removal of DHG property, or 

anyone’s property, or failure to report misuse, destruction, theft, conversion or 
unauthorized removal of such property by another employee. 

 
6. Insubordination and deliberate disobedience of instructions from a supervisor, 

including disrespectful conduct. 
 

7. Intimidation or coercion of another employee for any reason. 
 

8. Fighting or assault, or engaging in any physical violence, threats of physical 
violence, or any reckless conduct toward any employee, or anyone else.  This 
includes any conduct that endangers the life, safety, or property of an employee, 
customer or visitor.  Horseplay is prohibited. 

 
9. Sexual or other unlawful or unwelcome harassment. 

 
10. Possession, sale, consumption, use or distribution of illegal drugs. 
 
11. Use of illegal drugs or alcohol during working hours and/or reporting to work      
      under the influence of illegal drugs or alcohol, and/or while operating employer-      
     owned equipment. 

 
12. Willful, negligent, frequent or substantial damage or destruction of DHG 
      property, or anyone’s property. 

 
13. Possession of firearms or other weapons, cameras, recording equipment or  
      transmitting devices on DHG premises or a job site without the consent of  
      management. 
    
14. Poor work performance, poor work productivity, or poor workmanship, including  
      inefficient or negligent performance of assigned duties, loafing on the job,  
      sleeping on the job and/or negligent/ intentional restriction of output. 

 
15. Excessive personal phone calls.  Calls are to be kept to a minimum and brief as  
      possible. 

 
16. Absent from work without notice two consecutive days without notice. 

 
17. Performing unauthorized work. 

 
18. Failure to report an accident, including an accident by another employee. 
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19. Having unauthorized personal visitors on the job site. 
 

20. Clocking in for another employee or recording another employee’s time without  
       prior authorization of the supervisor. 

 
21. Falsification or misstatement of employment application, reports, records, or  
      documents. 

 
22. Concealment of errors/mistakes. 

 
23. Failure to comply with all DHG rules, policies, guidelines, and  
      directives, including, but not limited to, those set forth in this Employee  
      Handbook. 

 
24. Any action or negligence which harms or potentially harms a patient. 

 
25. Violation of any and all safety rules and policies. 

 
26. Violation of any and all state or federal regulations or laws. 

 
27. Violation of any provision of the Employee Handbook. 

 
The above violations are not all inclusive.  The list provides only a partial explanation of 
some of the reasons that disciplinary action may be taken.  Employees may be subject to 
various forms of disciplinary action, including termination, for any of the violations. 
Revision Date 03/01/04 
 

 Patient Rights 
 
In keeping with DHG’s philosophy of respecting the rights of its patients, we insist that all 

employees treat patients with consideration and respect.  If you have any questions about 
how to properly deal with a patient, check with your supervisor.  If you witness or are aware 
of any type patient abuse you must immediately report this to your supervisor and the 
Practice Site Administrator or President of DHG, who will then report it to the proper 
authorities.  Effective Date: 03/01/04 
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 Open Door Policy 

 
DHG recognizes that the accumulation of unspoken, unanswered complaints results in 
dissatisfaction and destroys what otherwise could be a pleasant work relationship.  
Therefore, when a problem does occur, it is to everyone’s benefit to ensure a prompt and 

fair solution.  That is the purpose of the following “open-door” procedure: 
 

  When you have a problem or complaint, you should discuss it with your 
supervisor at the earliest convenient time.  It is hoped that your complaint 
can be settled by the two of you to your mutual satisfaction. 

 

  If you and your supervisor do not reach a solution, you may then see the 
Practice Site Administrator or President of Doctors Health Group. 

  Effective Date: 03/01/04 
   

 

 Conflict Resolution/Grievance Procedure 
 
It is the purpose of Doctors Health Group to provide an effective and acceptable means for 
employees to bring concerns about their well being at work to the attention of the 
leadership.  Therefore, a conflict resolution/grievance procedure has been established for 
resolving these situations. 
 
When people work together over a period of time, it is normal for sensitive things to come 
up once in a while.  When you see a problem that needs a solution, help find a solution.  If 
you have a concern, talk with your supervisor as soon as possible.  This will bring about a 
healthier atmosphere for everyone involved. 
 
It is the employee’s responsibility to become familiar with the grievance procedure.    As an 
employee, it is important to know that the grievance procedure is available to you and that 
you must start the procedure within 30 days of the occurrence.  Please contact the Practice 
Site Administrator or President of Doctors Health Group or your supervisor for details 
regarding the grievance procedure.  During the grievance procedure, DHG Administration 
is available to assist any employee at any step in the grievance procedure. 
 
Remember:  During the grievance procedure, practice these basic principles. 
 

 Focus on the situation, not on the person. 

 Maintain the self-confidence and self-esteem of others. 

 Maintain good relationships with coworkers. 

 Take initiative to make things better. 
Revision Date 03/01/04 
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 Safety Policy 
 
It is DHG’s intent to comply with all local, state, and federal safety laws, standards, codes 

and regulations, and we expect you to do the same.  We expect everyone to perform his or 
her job in a safe manner and in accordance with the procedures outlined in our Safety 
program.  Failure to do so can lead to discipline, up to and including termination. 
 
It is DHG’s intent to always maintain effective standards for guarding against injuries and 

illness while on the job.  To be successful, proper attitudes toward the prevention of injuries 
and illness on the part of all employees are required.  Success in all safety and health 
matters also depends upon cooperation among DHG, its supervisors, all employees and 
between each employee and fellow worker.  Only through such cooperation, attitudes and 
efforts can a safety record in the best interest of all be established and preserved. 
 
DHG strives to enact, maintain and improve DHG’s safety standards, and expects full 

cooperation toward the prevention of occupational (job related) accidents, injuries and 
illness. 
 
Supervisors seek to develop the proper attitudes towards safety in themselves and in those 
they supervise, and to ensure that, all operations are performed with the utmost regard for 
the safety of all personnel involved, including them. 
 
Employees are responsible for wholehearted, genuine cooperation with all aspects of 
safety and health including compliance with all rules and regulations, and for continuously 
practicing safety while performing their duties.  All personnel shall practice safety at all 
times.  Only safe methods and equipment shall be used. 
Effective Date: 03/01/04 
 

  

 Employee Injuries 
 
Workers compensation insurance for accidents occurring on the job is provided for all 
employees pursuant to state law.  An employee who suffers an occupational injury in 
the performance of his/her duty may receive workers compensation benefits.  The 
benefits provided are set in accordance with state law. 
 
In order for an employee to qualify for workers compensation, the employee, unless 
rendered physically or mentally unable by the injury, must: 
 

1.  Any employee injured on the job is to report to his/her supervisor and complete  
 an “Incident Report”.  The Incident Report should be forwarded to     the 
Practice Site Administrator within 24 hours of the action or injury. 

2.  The injured employee will then report to one of the DHG physicians that is 
working in the clinic. 
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3.  The employee is required to fill out the Worker’s Compensation Form N at the 
time of being treated.  The Workers Compensation Form N is then sent to the 
Practice Site Administrator. 

 
DHG will not be responsible for disability, medical, or other benefits prior to receipt of 
the employee’s report of injury, unless the employee is physically or mentally unable to 

complete the report. 
 
Failure to report injuries may result in problems involving payment of benefits and could 
lead to disciplinary action up to and including termination of employment, if the 
employee fails to report a known injury.  DHG may require medical examinations for an 
injured employee at its own discretion and expense in compliance with state law. 
 
DHG will not be liable for the payment of workers compensation benefits for injuries that 
occur during an employee’s voluntary participation in any off-duty recreational, social, 

or athletic activity sponsored by DHG. 
Effective Date:  07/01/2002 
 

Workplace Violence Policy 
 
It is the policy of DHG that rules and regulations regarding behavior in the workplace are 
necessary for the efficient operation of DHG and for the benefit and safety of all 
employees.  Management cannot prevent violence in our workplace alone.  This must be a 
joint effort by every employee.  DHG encourages each employee to report possible 
problems to management. 
 
Conduct that interferes with operations that discredit DHG, or that is offensive to patients, 
visitors, customers or co-workers will not be tolerated whether that conduct be that of an 
employee, associate of an employee, patient, customer or visitor.  Any act of violence, 
which impacts the workplace, will be cause for investigation and subject to action by DHG.  
Violence is any act of aggression or any statement, which could be perceived as intent to 
cause harm to DHG or an individual whether personal, such as physical or emotional, or 
impersonal, such as property damage or theft. 

 

General 
 
Employees are expected at all times to conduct themselves in a positive manner so as to 
promote the best interests of DHG.  Such conduct includes: 
 

1. Complying with all of DHG safety and security regulations and policies; 
 

2. Complying with DHG’s harassment policy; 

 
3. Treating all customers, visitors, and co-workers in a courteous manner; 
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4. Refraining from behavior or conduct deemed offensive or undesirable, or which 
is contrary to DHG’s best interests; 

 
5. Reporting to management suspicious, unethical, or illegal conduct by co-

workers, patients, customers, visitors, or suppliers without fear of retaliation; 
 

6. Cooperating with DHG investigations; 
 

7. Handling the property of DHG and of individuals with care and respect to the 
owner. 

 
The following conduct is prohibited and may subject the individual involved to disciplinary 
action, up to and including termination: 
 

1. The use of profanity or abusive language; 
  
 2. The possession of firearms, explosives, weapons (including hunting weapons), 

on DHG property; 
 

3. Fighting or assault on a co-worker, physician, patient, customer, or visitor; 
 

4. Threatening or intimidating co-workers, physician, patient, customers, or 
visitors; 

 
5. Retaliation for having reported inappropriate conduct or for having cooperated 

in an investigation of inappropriate conduct;  
 

6. Intentional interference with an employee’s work;  
 
7. Theft, destruction, defacement, or misuse of DHG property or of the property of 

an employee, physician, patient, customer, or visitor. 
 
This listing is illustrative of the type of behavior that will not be permitted.  It is not intended 
to be an all-inclusive listing.  Any violation of DHG’s policies or any conduct considered 
inappropriately or unsatisfactory may, at management’s discretion, subject the employee to 
disciplinary action, up to and including termination. 
 

Procedures 

 
It is every employee’s responsibility to ensure that his or her conduct does not include or 
imply breach of this policy.  Furthermore, it is every employee’s responsibility to report 
suspicions of such behavior, whether by employee or non-employee, to an appropriate 
member of management.  If, however, violence, threats of violence or suspected violence 
to a person or property have taken place or are taking place, the following will apply: 
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1. Any violence, threat of violence or suspected violence to person or property should 
be reported to the employee’s supervisor.  If the threat or action involves the 

supervisor, then it should be reported to the Practice Site Administrator or President 
of Doctors Health Group.  An oral or written statement setting forth all pertinent facts 
will be required. 

 
2. Should an employee receive a bomb threat, the employee should notify his or her 

supervisor immediately.  The supervisor should immediately notify the local police 
department and Doctors Health Group Administration. 

 
3. Any supervisor who receives a report of, has knowledge of, or suspects the 

occurrence of violence or threats of violence, should promptly assess the most 
important action to be taken first.  That action may involve notifying DHG 
Administration, or other action to ensure the direct safety of personnel or property.   

 
4. The local police department and DHG Administration will work with the supervisor in 

investigating the report and will determine the appropriate action and/or discipline to 
be taken with the offender up to and including termination. 

 
5. The local police department and DHG Administration will work with employees who 

report that they have been subjected to violence to support efforts to reduce the 
harm, which has been or is being done. 

 
6. Appropriate confidentiality and documentation of each report should be  
    maintained. 
 Effective Date: 03/01/04 

 

 Searches and Inspections 
 
In order to accomplish the objectives of this Policy, DHG reserves the right at all times, 
while employees are entering, departing, or are on DHG premises, projects, work sites, or 
when reasonable suspicion exists, to have properly authorized supervisors or search 
personnel (including drug detection dogs) conduct unannounced searches and inspection 
of DHG facilities, properties, projects, work areas, rest areas, parking lots, driveways, 
loading docks, and any vehicle owned or leased by DHG, including but not limited to, 
lockers, desks, file cabinets, etc., as well as employee’s personal effects, including but not 

limited to, baggage, briefcases, boxes, bags, purses, parcels, lunch boxes, food/beverage 
containers, tool boxes, outer clothing (coats, etc.) and vehicles. 
 
Although DHG will attempt to notify employees before conducting a search of an 
employee’s personal effects, searches may be initiated without prior notice and conducted 

at times and locations as deemed appropriate by DHG.  AT NO TIME will employees or 
others be touched nor will any clothing be removed during these searches and inspections, 
unless conducted and required by legal authorities, although employees may be asked to 
empty their pockets. 



 

 -19- 

 
An employee’s refusal to consent to a search when requested by DHG constitutes a 
violation of this Policy. 
 
Employees are discouraged from bringing personal items to work.  In order to avoid the 
possibility of theft, you should assure that your valuables are properly put away in a safe 
place.  DHG cannot be responsible for any employee’s personal property loss. 

 
Prohibited items or substances found will be turned over to the law enforcement authorities 
when appropriate.   
 
Any employee found in possession of an item prohibited by this Policy or specified in this 
Handbook will be sent home and will be subject to possible discipline, up to and including 
discharge. 
Searches and inspections will comply with state and federal laws. Effective Date: 03/01/04 
 

 Cellular/General Telephones/Pagers 

 

Cellular Phones 
 
Personal use of cellular/pager phones should only be observed during lunch periods or 
work related activities.  These devices should be kept in the off position during any other 
period of time. 
 

General Telephone Use 
 
Although DHG realizes that there are times when an employee may need to use the 
telephone for personal reasons, it is expected that good judgment will be used in limiting 
the length and frequency of such calls.  Additionally, no long distance personal calls may 
be made on DHG phones without prior approval from the employee’s supervisor. 
Effective Date: 03/01/04 
 
 
 
 

 Use of DHG Equipment and Computer Systems 

 
To the extent that DHG provides any supplies, uniforms, equipment and materials 
necessary for you to perform your job, these items are to be used solely for DHG’s 

purposes.  Employees are expected to exercise care in the use of DHG equipment and 
property and use such property only for authorized purposes.  Loss, damages or theft of 
DHG property should be reported at once.  Negligence in the care and use of DHG 
property may be considered grounds for discipline, up to and including termination. 
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DHG’s equipment, such as telephone, postage, facsimile and copier machine, is intended 

to be used for business purposes.  An employee may only use this equipment for non-
business purposes in an emergency and only with the permission of his or her supervisor.  
Personal usage, in an emergency, of these or other equipment that results in a charge to 
DHG should be reported immediately to your supervisor or accounting so that 
reimbursement can be made. 
 
Upon termination of employment, the employee must return all DHG property, equipment, 
keys, work product and documents in his or her possession or control. 

 

Use of DHG Computer System 
 
It is the policy of DHG that the use of its computers and software is limited solely to 
appropriate business use.  Employees are not allowed to use the computer system for their 
personal benefit. 
 
Employees are strictly forbidden from installing personal or unauthorized software on the 
system.  Further, this policy reaffirms that DHG’s employees have no reasonable 
expectation of privacy with respect to any computer hardware, software, electronic mail or 
other computer or electronic means of communication or storage, whether or not 
employees have private access or an entry code into the computer system.  DHG reserves 
the right to monitor the use of its computer system. 
Effective Date: 03/01/04 
 
 

 E-Mail and Internet Policy 
 
Certain employees may be provided with computers and have access to the Internet and 
E-mail (electronic mail) system to assist them in performing their jobs.  Employees are 
responsible for using the computer, Internet and E-mail systems properly and in 
accordance with this policy.  Any questions about this policy should be addressed to DHG 
Administration. 
 
If you abuse your right to use the computer, Internet or E-mail systems, it will be taken 
away from you.  In addition, you may be subject to disciplinary action, including possible 
termination, and civil and criminal liability. 
 

E-Mail Use 
 
The E-mail system is the property of DHG.  It has been provided by DHG for use in 
conducting DHG business.  All communications and information transmitted by, received 
from, or stored in this system are company records and property of DHG.  The E-mail 
system is to be used for DHG purposes only.  Use of the E-mail system for personal 
purposes is prohibited. 
 



 

 -21- 

Employees have no right of personal privacy in any matter stored in, created, received, or 
sent over the DHG E-mail system. 
 
DHG, in its discretion as owner of the E-mail system, reserves and may exercise the right 
to monitor, access, retrieve, and delete any matter stored in, created, received, or sent 
over the E-mail system, for any reason and without the permission of any employee. 
 
Even if employees use a password to access the E-mail system, the confidentiality of any 
message stored in, created, received, or sent from DHG’s E-mail system still cannot be 

assured.  Use of passwords or other security measures does not in any way diminish 
DHG’s rights to access materials on its system, or create any privacy rights of employees 

in the messages and files on the system.  Any password used by employees must be 
revealed to DHG as E-mail files may need to be accessed by DHG in an employee’ 
absence. 
 
Employees should be aware that deletion of any E-mail messages or files will not truly 
eliminate the messages from the system.  All E-mail messages are stored on a central 
back-up system in the normal course of data management. 

 
Even though DHG has the right to retrieve and read any E-mail messages, those 
messages should still be treated as confidential by other employees and accessed only by 
the intended recipient.  Employees are not authorized to retrieve or read any E-mail 
messages that are not sent to them.  Any exception to this policy must receive the prior 
approval of DHG Administration. 
 
DHG’s policies against sexual or other harassment apply fully to the E-mail system, and 
any violation of those policies is grounds for discipline up to and including discharge.  
Therefore, no E-mail messages should be created, sent, or received if they contain 
intimidating, hostile, or offensive material concerning race, color, religion, sex, age, national 
origin, disability or any other classification protected by law. 
 
The E-mail system may not be used to solicit for religious or political causes, commercial 
enterprises, outside organizations, or other non-job related solicitations. 
 
The E-mail system shall not be used to send (upload) or receive (download) copyrighted 
materials, trade secrets, proprietary financial information, or similar materials without prior 
authorization from their supervisor.  Employees, if uncertain about whether certain 
information is copyrighted, proprietary, or otherwise inappropriate for transfer, should 
resolve all doubts in favor of not transferring the information and consult DHG 
Administration. 
 
Users should routinely delete outdated or otherwise unnecessary E-mails and computer 
files.  These deletions will help keep the system running smoothly and effectively, as well 
as minimize maintenance costs. 
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Employees are reminded to be courteous to other users of the system and always to 
conduct themselves in a profession manner.  E-mails are sometimes misdirected or 
forwarded and may be viewed by persons other than the intended recipient.  Users should 
write E-mail communications with no less care, judgment and responsibility than they would 
use for letters or internal memoranda written on DHG letterhead. 
 
Because E-mail records and computer files may be subject to discovery in litigation, 
employees are expected to avoid making statements in E-mail or computer files that would 
not reflect favorably on the employee or DHG if disclosed in litigation or otherwise. 
 
Any employee who discovers misuse of the E-mail system should immediately contact the 
Information Systems Manager, Practice Site Administrator or President of DHG. 
 
Violations of DHG’s E-mail and Internet policy may result in disciplinary action up to and 

including discharge. 
 
DHG reserves the right to modify this policy at any time, with or without notice. 
 

Internet Use 
 
Certain employees may be provided with access to the Internet to assist them in 
performing their jobs.  The Internet can be a valuable source of information and research.  
In addition, e-mail can provide excellent means of communicating with other employees, 
our customers and clients, outside vendors, and other businesses.  Use of the Internet, 
however, must be tempered with common sense and good judgment. 
 
Although DHG recognizes that the Internet may have useful applications to DHG business, 
employees may not engage in Internet use without prior approval from the DHG 
Administration, and unless a specific business purpose requires such use.  Absent such 
approval, employees may not access the Internet using DHG computer systems, at any 
time or for any reason.  “Surfing the Net” is not a legitimate business activity. 
 
Approval from the DHG Administration is required before anyone can post any information 
on commercial on-line systems or the Internet.  Any approved material that is posted 
should obtain all proper copyright and trademark notices.  Absent prior approval from DHG 
to act as an official representative of DHG, employees posting information must include a 
disclaimer in that information stating, views expressed by the author do not necessarily 
represent those of DHG. 
 
If you abuse your right to use the Internet, it will be taken away from you.  In addition, you 
may be subject to disciplinary action, including possible termination, and civil and criminal 
liability. 
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Your use of the Internet is governed by this policy and the E-Mail Policy. 

 

Disclaimer Of Liability For Use Of Internet 
 
DHG is not responsible for material viewed or downloaded by users from the Internet. The 
Internet is a worldwide network of computers that contains millions of pages of information. 
 Users are cautioned that many of these pages include offensive, sexually explicit, and 
inappropriate material.  In general, it is difficult to avoid at least some contact with this 
material while using the Internet.  Even innocuous search requests may lead to sites with 
highly offensive content.  In addition, having an e-mail address on the Internet may lead to 
receipt of unsolicited e-mail containing offensive content.  Users accessing the Internet do 
so at their own risk. 
 

Duty Not To Waste Computer Resources 
 
Employees must not deliberately perform acts that waste computer resources or unfairly 
monopolize resources to the exclusion of others.  These acts include, but are not limited to, 
sending mass mailings or chain letters, spending excessive amounts of time on the 
Internet, playing games, engaging in online chat groups, printing multiple copies of 
documents, or otherwise creating unnecessary network traffic.  Because audio, video and 
picture files require significant storage space, files of this or any other sort may not be 
downloaded. 
 

No Expectation Of Privacy 
 
The computers and computer accounts given to employees are to assist them in 
performance of their jobs.  Employees should not have an expectation of privacy in 
anything they create, store, send, or receive on the computer system.  The computer 
system belongs to DHG and may only be used for business purposes. 
 

Monitoring Computer Usage 
 
DHG has the right, but not the duty, to monitor any and all of the aspects of its computer 
system, including, but not limited to, monitoring sites visited by employees on the Internet, 
monitoring chat groups and news groups, reviewing material downloaded or uploaded by 
users to the Internet, and reviewing e-mail sent and received by users. 
 
 

Blocking Of Inappropriate Content 
 
DHG may use software to identify inappropriate or sexually explicit Internet sites.  In the 
event you nonetheless encounter inappropriate or sexually explicit material while browsing 
on the Internet, immediately disconnect from the site. 
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Prohibited Activities 
 
Material that is fraudulent, harassing, embarrassing, sexually explicit, profane, obscene, 
intimidating, defamatory, or otherwise unlawful, inappropriate, offensive (including offensive 
material concerning sex, race, color, national origin, religion, age, disability, or other 
characteristic protected by law), or violates DHG’s equal employment opportunity policy 

and its policies against sexual or other harassment may not be downloaded from the 
Internet or displayed or stored in DHG’s computers.  This provision also applies to voice 

mail systems, or any other electronic or telephonic communication systems.  Employees 
encountering or receiving this kind of material should immediately report the incident to 
their supervisors or the DHG Administration.  DHG’s equal employment opportunity policy 
and its policies against sexual or other harassment apply fully tot he use of the Internet and 
any violation of those policies is grounds for discipline up to and including discharge. 

 

Games And Entertainment Software 
 
Employees may not use DHG’s Internet connection to download games or other 

entertainment software, or to play games over the Internet.  Employees may not install 
personal software or hardware on the computer system. 
 

Illegal Copying 
 
Employees may not illegally copy material protected under copyright law or make that 
material available to others for copying.  You are responsible for complying with copyright 
law and applicable licenses that may apply to software, files, graphics, documents, 
messages, and other material you wish to download or copy.  You may not agree to a 
license or download any material for which a registration fee is charged without first 
obtaining the expressed written permission of the DHG Administration. 

 

Accessing The Internet 
 
To ensure security and to avoid the spread of viruses, employees accessing the Internet 
through a computer attached to DHG’s network must do so through an approved Internet 

firewall.  Accessing the Internet directly by modem is strictly prohibited unless the computer 
you are using is not connected to DHG’s network. 
 

Sending Unsolicited E-Mail (Spamming) 
 
Without the express permission of their supervisors, employees may not send unsolicited 
e-mail to persons with whom they do not have a prior relationship. 
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Virus Detection 
 
Files obtained from sources outside DHG, including disks brought from home; files 
downloaded from the Internet, newsgroups, bulletin boards, or other online services; files 
attached to e-mail; and files provided by customers or vendors may contain dangerous 
computer viruses that may damage DHG’s computer network.  Employees should never 

download files from the Internet, accept e-mail attachments from outsiders, or use disks 
from non-DHG sources, without first obtaining the expressed written permission of the 
Information Systems Manager. 
 

Amendments And Revisions 
 
This policy may be amended or revised from time to time as the need arises.  Users will be 
provided with copies of all amendments and revisions. 
 
Violations of this policy will be taken seriously and may result in disciplinary action, 
including possible termination, and civil and criminal liability. 
 
Use of the Internet via DHG’s computer system constitutes consent by the user to all of the 
terms and conditions of this policy. 
 

On Screen E-Mail Disclaimer 
 
This E-mail network is a private information system of DHG.  Individuals using this system 
expressly consent to monitoring of their activities.  Anyone using this system in violation of 
DHG’s E-mail and internet policy may be subject to disciplinary action, up to and including 

discharge. 
 
Employees are reminded to be courteous to other users of the system and always to 
conduct themselves in a professional manner. 
 
Because E-mail and Internet records and computer files may be subject to discovery in 
litigation, DHG employees are expected to avoid making statements in E-mail or computer 
files that would not reflect favorably on the employee or DHG if disclosed in a litigation or 
otherwise. 
 
Any employee who discovers misuse of the E-mail system should immediately contact the 
DHG Administration. 
Effective Date: 03/01/04 
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 EMPLOYMENT PRACTICES 
 

 Equal Employment 
 
Doctors Health Group is built upon teamwork and equal opportunity.  We can continue to 
be successful when people are treated fairly, allowed to grow, and achieve their potential.  
It is the policy of DHG to ensure equal opportunity in all personnel actions taken.  
Therefore, selection and other employment related decisions will be made without regard 
to an individual’s race, religion, color, national origin, sex, age, disability, or veteran status. 

 
Any violation of these equal opportunity policies should be reported immediately to the 
Practice Site Administrator or President of Doctors Health Group. 
Revision Date 03/01/04 
 

 Employment at Will 
 
Employment with DHG is voluntarily entered into, and the employee is free to unilaterally 
terminate the employment relationship at will at any time, with or without notice and for any 
reason or no reason at all, with or without cause.  Similarly, DHG may terminate the 
employment relationship at will at any time, with or without notice and for any reason or no 
reason at all, with or without or cause, so long as there is no violation of applicable federal 
or state law. 
 
Policies set forth in this Employee Handbook are not intended to create a contract, nor are 
they to be construed to constitute contractual obligation of any kind or a contract of 
employment between DHG and any of its employees.  No employee, supervisor, manager 
or DHG representative is authorized to represent to any employee that they are employed 
by DHG on any other basis, and each employee should never interpret any such person’s 

remarks, or anything written in this Employee Handbook, as a guarantee of continued 
employment.  The provisions of the Employee Handbook have been developed at the 
discretion of management and, except for its policy of employment-at-will, may be 
amended or canceled at any time, at DHG’s sole discretion. 
Revision Date 03/01/04 
  

 Hiring Practices 
 
The success of Doctors Health Group depends on qualified and competent employees.  
We carefully select our employees through written application, interviewing, and verification 
of past employment.  We hire employees who can carry on the work with ability, 
enthusiasm and focus on our customers. 
 
The U.S. Immigration and Naturalization Service requires the employee and Doctors 
Health Group to establish identity and employment eligibility.  The employee must 
complete Section I of Form I-9 and provide specific documents that verify that information. 
Revision Date 03/01/04 
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Employment of Relatives 
 
It is the goal of Doctors Health Group to avoid creating or perpetuating circumstances in 
which the possibility of favoritism, conflicts of interest, or impairment of efficient operations 

may occur.  Therefore, while relatives of employees may be hired, relatives may not work 

the same department nor in a direct reporting relationship, unless on a temporary 

(less than 3 months) and approved by DHG administration. 
 
Relatives are defined as: father, mother, son, daughter, brother, sister, wife, husband, 
grandparent, aunt, uncle, niece, nephew, or an individual who has acquired such a 
relationship through marriage or who makes his or her home with an employee, and is in 
any way related to that employee.  Department managers should exercise caution in hiring 
decisions to ensure that a new employee is not placed in a direct reporting relationship with 
a relative, as defined by this policy. 
 
Should two employees in a reporting relationship become relatives, as defined in this 

policy, during their employment with DHG, the choice will be theirs as to which 

employee accepts a transfer into an available position, suitable to his or her skill and 

experience.  If, between the two employees, a decision cannot be made, the employee 

with the least seniority must transfer into the next available position suitable to his or 
her skill and experience. 
 
The existing employment of relatives in a direct reporting relationship will be grandfathered 
into this policy so that employees can remain in their current position.  Until otherwise 
notified by DHG, all related employees who are hired or employees who became relatives 
after the effective date of this policy must abide by this policy.  Supervisors should contact 
the Director of Practice Site Administrator for assistance in facilitating a transfer. 
Effective Date:  11/01/1999 
  

 New Employee Orientation 
 
New employees will attend a general orientation before reporting to their individual 
department.  Each new employee attending general orientation will complete and sign a 
general orientation checklist to document the review of the required information.  This 
checklist will be placed in each individual’s personnel file. 
 
Department orientation is conducted for every new employee upon arriving at the 
department.  Department orientation begins with an introduction to the department staff 
and includes information about the department and its operation. 
 
Each new employee will complete and sign the department orientation checklist to 
document the review of the required information.  This checklist is required to be submitted 
with the employee’s completed 90-day evaluation and sent to DHG Administration. 
Revision Date 03/01/04 
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 Performance Evaluation 
 
Employee’s performance may be appraised periodically.  This review may consist of a 
written appraisal and a discussion of the evaluation.  The reviews help supervisors 
evaluate performance in an objective, consistent, and uniform manner.  The review also 
helps employees understand where they need to improve and why. 
Revision Date 03/01/04 
 
 

 Discipline 
 
The type of discipline used will vary depending upon the nature of the violation or offense.  
Your tenure, performance, and prior work history may also be relevant in arriving at a 
determination as to the necessary discipline. 
Effective Date: 03/01/04 
 
 

 Terminations 
 
Employees who find it necessary to terminate their services with DHG should give at least 
a two-weeks written notice (management level - 4 weeks written notice) to their department 
director, unless management approves a lesser time.  Employees must understand that 
this is to be a working notice.  Time off under the Paid Time Off Policy and holidays cannot 
be substituted for notice. 
Revision Date 03/01/04 
 
 

 WAGE AND SALARY ADMINISTRATION 
 

 Employment Status 
 
 

Full-time Employment - Employees who accept work assignments of 40 hours per week, 
as scheduled by DHG, will be regarded as regular, full-time employees and will be entitled 
to all benefits.  Employees who do not fulfill a 40-hour per week status will be considered 
part time and are not entitled to full benefits. 
 

Temporary Status - Temporary status is assigned to employees who are employed for a 
short time (not to exceed three (3) months unless extended with the approval of the 
appropriate administrative person).  Temporary status employees will be eligible for 
performance appraisals and possible wage increases but not for the employee benefit 
programs. 
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Part-time Status - Employees who agree to work less than 40 hours per week.  Part-time 
employees will be eligible for performance appraisals and possible wage increase, but not 
for the employee benefit program. 
 
 

 Scheduling 
 
Because of the nature of clinic work, it is necessary to staff many positions fourteen (14) 
hours each day and to schedule employees evenings, nights, weekends, and holidays.  It 
is not possible to establish the same working hours and days for all employees. 
 
In order to maintain operational efficiency and provide adequate employee coverage, the 
scheduling assignments will be the responsibility of the supervisors or designee. 
 
As part of the essential job functions, employees will be expected to work these 
assignments with cooperativeness and helpfulness.  Also, as part of the essential job 
functions, employees must be willing to work overtime. 
Revision Date 03/01/04 
 

 Employee Dates 
 

Hire Date - The date when the employee starts to work.  This date is not adjusted. 
 

Service Date – This date changes each time the employee changes their employment 
status, i.e. full-time to part-time, etc.   
 

Review Date - The date an employee receives a periodic performance evaluation. Revision 

Date 03/01/04 
 

Time and Attendance Records 
 
It is a legal requirement that a record be kept of all hours worked each workday and each 
workweek.  This record must be accurate and show all hours the employee has worked. 
 
It is the responsibility of the employee to accurately record only his/her hours worked.  If an 
employee fails to record his/her time worked, pay for those hours may be withheld until the 
appropriate record is completed and will be paid on the next scheduled payroll processing 
date. 
Revision Date 03/01/04 
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 Pay Periods 
 
Pay periods are bi-weekly and may vary by clinic.  It will be approximately five days 
between the day the pay period ends and the day paychecks are issued because of the 
time it takes to process data and to prepare the checks/direct deposit notifications. 
Revision Date 03/01/04 
 

 Meal Periods/Rest Periods 
 
Employees scheduled to work five (5) or more hours in a workday may be entitled to at 
least a 30-minute unpaid meal period.  During this period, it is anticipated that employees 
will be completely relieved of their work responsibilities.   
 
 

 Overtime 
 
Doctors Health Group believes that overtime should be discouraged whenever possible.  
However, if an hourly employee works overtime, this employee will receive overtime pay.  
The Fair Labor Standards Act requires the payment of overtime to hourly employees after 
40 hours of work in a workweek.  Overtime will be calculated only for hours worked.  
Benefit hours (holidays, PTO, sick pay, education hours, etc.) will not be used in the 
calculation of overtime. 
 
Working overtime is an essential job function of each employee.  Revision Date 03/01/04 

 
 

 Payroll Deductions 
 
In accordance with federal and state laws, the following deductions will automatically be 
made from each paycheck where applicable: 
 

 Federal Income Tax (FIT) 

 Social Security (FICA) 

 Applicable State and Local taxes 

 Garnishments, tax levies, and other deductions authorized by proper legal proceedings 
(i.e. child support) 

 
In addition to the mandatory deductions, employees may authorize voluntary deductions to 
be made.  These include but are not limited to: 
 

 401(K) plan 

 Insurance premiums 

 AFLAC supplement insurance 
Revision Date 03/01/04 
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 Paychecks 
 
Employees are paid every other Friday for the bi-weekly pay period.  Direct deposit 
notifications will be available on Thursday prior to payday.  Employees will receive 
paychecks/direct deposit notifications in their clinic unless other arrangements are made 
through their supervisor. 
Revision Date 03/01/04 
 
  

 Paycheck Errors/Lost Paycheck 
 
Employees should notify their supervisor if they believe an error has been made in their 
pay.  If an error has been made through no fault of the employee, a supplemental check 
will be issued as soon as possible.   
 
A lost paycheck should be reported to the Assistant Controller immediately. Payment will 
be stopped and another check issued.  Employee may be required to sign an affidavit 
stating the check has been lost and if found will be turned in to DHG Administration.  
Additionally, there may be a stop payment fee charged to the employee  Revision Date: 

4/01/2000 
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EMPLOYEE BENEFITS 
 

 Holidays 
 
Doctors Health Group observes six (6) paid holidays each year.  The authorized holidays 
are: 
 

 New Years Day 

 Memorial Day 

 Independence Day 

 Labor Day 

 Thanksgiving Day 

 Christmas Day 
 
Full-time employees receive 8 hours of holiday pay.  To be entitled to holiday pay, an 
employee must be on the active payroll and must work the scheduled shift before and the 
scheduled shift after the holiday.  If an employee is scheduled to work on the holiday, 
another day will be designated as the holiday (within 90 days after the holiday has been 
observed by DHG). 
Revision Date 03/01/04 
 

 PTO - Paid Time Off 
 
Taking time off gives us balance.  Doctors Health Group recognizes that the varying needs 
and individual preferences for time off requires a program that gives you the greatest 
possible flexibility in determining when to use time away. 
 
Think of the PTO program as a pool of time for each individual.  This pool will hold hours of 
time that will be used for the majority of the days you are away from your job. 
 
You may use these hours for time away such as: 

 Time off for vacations 

 Unexpected absences such as a casual illness 

 Illness in the family 

 Religious observances 

 Personal business 
 
Holidays, bereavement, military leave, jury duty and certain leaves of absence will be 
handled separately from the PTO program.  Your PTO must be used in conjunction with 
leaves of absences such as FMLA and special leave. 
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To be eligible to earn PTO, you must be an employee with the following classifications: 
 

 Full-time, 40 hours per pay period 
 
You will receive PTO for every year you work.  The amount of PTO you receive depends 
on the calendar year in which you started work.  You may contact the Practice Site 
Administrator or your supervisor for further information on the amount of PTO. 
 
You may use PTO in a minimum of four-hour increments.  PTO may not be carried over 
from year to year, so it is important that you use your PTO well.  While your PTO gives you 
more flexibility, it gives you more responsibility as well.  Remember, you will still need to 
schedule time with your supervisor. 
 
Your paycheck stub will track the number of PTO hours you have.  As you take PTO, the 
number of hours is subtracted, so your paycheck will reflect the unused balance. 
 
When you retire or leave DHG, you will be paid for any untaken hours of PTO.  You will be 
paid for these hours at your base salary, provided proper notice has been given.  However, 
if you leave during your first year or are terminated at any time, you will forfeit any PTO 
balance. 
Revision Date 05/01/09 
 

 Other Paid Time 
 

Compassionate Pay 
 
Up to three (3) days with pay is authorized in the event a death occurs in the employee’s 

immediate family.  Immediate family is defined as: 
 

 husband/wife 

 mother/father 

 son/daughter 

 brother/sister 

 mother-in-law/father-in-law 

 grandparents/grandparents-in-law 
 

Civic Responsibility 
 
Employees who are called for jury duty will not be penalized for any scheduled hours 
missed.  Employees who report for jury duty but are not chosen to serve on a jury are 
expected to return to work for the balance of their shift. 
 
Employees subpoenaed to appear in court on behalf of DHG will be paid their regular 
wages for all such time required by the court. 
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DOCTORS HEALTH GROUP, INC. 

PTO PROGRAM 
       

Calendar Year PTO Accrual 
       

Full-Time 

40 Hours Per Week 

       

                             Years of Service  Hours Days   

                    (Calendar year in which you      

                   reach milestone anniversary.)      

       

                               0 to 12 months  0 0   

       

                               1 year of service  Prorated according to the month   

   in which you were hired.  Please refer  

   to the prorated PTO chart below   

       

                           2 - 4 years of service  128 16   

                           5 - 9 years of service  168 21   

                           10 + years of service  208 26   

       

                 If you were hired within the last year, review the table below to see the amount of PTO you will receive.  

       

       

Prorated PTO (Full-time Employees Only) 

       

               Month Hired Year One Year Two  

            

   Hours Days Hours  Days  

 January 0 0 128 16  

 February 0 0 120 15  

 March 0 0 112 14  

 April 0 0 108 13.5  

 May 0 0 100 12.5  

 June 0 0 92 11.5  

 July 0 0 88 11  

 August 0 0 80 10  

 September 0 0 72 9  

 October 0 0 68 8.5  

 November 0 0 60 7.5  

 December 0 0 56 7  

       

                 * PTO Cannot be taken in your first 90 days of employment.    

                 ** If you leave or are terminated in your first year of employment, any PTO left will be forfeited.  
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 Insurance 
 
Doctors Health Group offers employees comprehensive insurance programs to provide 
protection against the financial burden, which can result from major illnesses or accidents.   
 
As changes occur in the employee’s employment status, it is the employee’s 

responsibility to contact the DHG Administration to apply for insurance benefits.  
Employees must do so within 30 days from the effective date of the status change. 
 
Questions concerning any insurance program should be referred to DHG Administration.  
DHG Administration will provide the necessary pamphlets, forms and materials to assist 
employees in their understanding of each type of insurance program in which they are 
enrolled. 
Revision Date 03/01/04 
 

 Employee Assistance Program 
 
Doctors Health Group Employee Assistance Program (EAP) is a completely confidential 
program designed to help employees and their family members with personal problems.  
The EAP is paid for by DHG.  Assessment interviews and limited counseling sessions with 
the EAP counselors are free to all employees.      Revision Date 03/01/04 
 

 Leaves of Absence 
 
A leave of absence is an authorized absence from work for an extended period of time with 
or without pay while the employee is still considered an employee without loss of 
continuous service. 
 
Full time employees and part-time employees who have been employed for one year and 
have 1,250 compensable hours in the twelve (12) months preceding the request for leave 
may be eligible for Family Medical Leave.  Employees may take Military Leave any time 
after his or her hire as provided by the Uniformed Services Act. 
 
Refer questions to the DHG Administration for detailed information regarding the leave of 
absence policy. 
Revision Date 03/01/04 
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 Family and Medical Leave Act Policy 

 

Family or Medical Leave of Absence 
 
Employees who have been with DHG for at least one (1) year and who worked at least 
1,250 hours during the previous year will be eligible for "leave" under the Family and 
Medical Leave Act.  This provides eligible persons with up to twelve (12) weeks unpaid 
leave during a twelve (12) month period for certain qualified family and medical situations. 
 

Reasons for Taking Leave 
 

1. For the care of the employee's child (birth or placement for adoption or foster 
care); 

 
2. For the care of the employee's spouse, dependent child or parent who has a 

serious health condition; or 
 

3. For a serious health condition that makes the employee unable to perform the 
essential functions of his or her job. 

 

 

Leave Year 
 
For purposes of leave under this policy, the leave year (the 12-month period) shall be a 
"rolling 12-month period" measured backward from the date an employee uses any family 
leave.  
 
When leave is for a serious illness of the employee and the employee has PTO and sick 
bank, the employee must use this benefit and the leave, which will run concurrently with 
the FMLA leave.  The remainder of the leave time will be unpaid.  The first three days paid 
will be from PTO and then the employee may use their sick bank until it’s depleted.  Once 
the sick bank is depleted, the employee will receive payment from their PTO.  The 
employee may not be off without pay until their benefit time is depleted.  In cases where 
the employee does not have PTO, the first three days off will be without pay before 
receiving payment from the sick bank. 
 
When leave is for the care of a family member, or for birth or adoption of a child, the 
employee must use PTO, which will run concurrently with, the FMLA leave. 
 
Employees who request family leave should consult with the Practice Site Administrator for 
details.   
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Advance Notice and Medical Certification 
 
Where the need for the leave is foreseeable DHG requires that written notice be provided 
to Human Resources thirty (30) days in advance of the leave.  
 
Depending on the circumstances, DHG requires that the employee furnish DHG with a 
medical certificate to support the need for a leave due to the employee's serious health 
condition or that of the family member.  Medical certification forms are available from DHG. 
 At the end of the leave, the employee is requested to present a doctor's certificate of 
fitness to return to work.  
 

Intermittent Leave 
 
Employees may take intermittent leave or may work a reduced leave schedule to reduce 
the usual number of hours per day or per workweek.  Intermittent or reduced leave 
schedules must be medically necessary or specifically approved by DHG. 
 

Employment and Benefits Status 
 
In most circumstances, employees returning from family leave will be restored to their 
original or equivalent positions with equivalent pay, benefits, and other employment terms. 
 DHG may find it necessary to deny reinstatement to certain highly compensated 
employees, but only if it is found necessary to avoid substantial and grievous economic 
injury to DHG's operation. 
 
Employees who take advantage of family leave will be eligible for any employment benefit 
that accrued prior to the start of the leave. 
 

Medical Insurance Coverage 
 
During a family leave, employees may continue to participate in DHG's group health plan 
under the same conditions as if they continued to work.  DHG will make arrangements with 
employees requesting leave for the continued payment of the employee's share of the 
medical premium.  If an employee fails to make premium payments as arranged and 
becomes in arrears for more than thirty (30) days, coverage will terminate.   

 

Other Rights and Obligations 
 
DHG will not interfere with the exercise of any right provided under the Family and Medical 
Leave Act.   
 
We have posted and will continue to display the poster entitled "Your rights under the 
Family and Medical Leave Act of 1993."  For more information about our Family Leave 
Policy, please contact the Practice Site Administrator. 
Revision Date 03/01/04 
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 Retirement Program 
 

 

401(K) Plan 
 
Doctors Health Group makes available to each employee the opportunity to participate in a 
401(K) Plan.  Enrolling in the 401(K) Plan allows the employee to reduce their current 
federal state income tax while setting aside money for retirement.  It’s an easy, affordable 
way to save money more profitably than with a regular savings plan. 
 
Information is available by contacting DHG Controller.  Appointments can be made for 
the DHG 401(K) plan administrator to come to your clinic location to discuss or enroll in 
the 401(K) plan. 
Revision Date 03/01/04
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ACKNOWLEDGMENT OF SECURITY POLICIES 
 
I acknowledge that it is the policy of DHG to develop, implement, and amend security 
policies for the purpose of protecting the property of DHG, as well as the property and lives 
of the employees of DHG.  By accepting employment with DHG, or by continuing at my 
employment with DHG, I agree to abide by all written and verbal policies or instructions 
with regard to security issues. 
 
I acknowledge that all desks, cabinets, lockers, vehicles, or work spaces, are and remains 
DHG property and subject to its control, inspection or search at any time, without notice.  
This also includes all equipment, computers, electronic and telephonic communication 
systems that I may use, and all communications and information transmitted by, received 
from, or stored in these systems that I may use.  I acknowledge that I have no expectation 
of privacy in these areas or with these devices or equipment.  This includes any electronic 
mail that I may send or receive.  Further, the property or other items considered in violation 
of DHG rules or policies, or state or federal law may be removed. 
 
I acknowledge that, within DHG’s discretion, local, state or federal authorities may be 
permitted access to DHG's premises or projects to search or inspect DHG desks, storage 
or work spaces, contents and property or any other item mentioned in this policy, to 
investigate and make arrests for possible violations of law. 
 
With regard to property owned by me that I bring onto the property or projects of DHG, I 
understand that DHG reserves the right, and I agree to allow DHG to: 
 

1. Search all briefcases, purses, bags, tool boxes, packages, lunch boxes, containers 
or other items that I may have brought onto DHG premises, property or projects; 

 
2. Stop and search my vehicle at any time that it is on DHG premises; 

 
3. Use security detection or inventory or access control devices; systems or personnel; 

 
4. Use undercover investigators, electronic and eyewitness surveillance to enforce 

rules and local, state or federal laws, to extent such surveillance is not prohibited to 
law; and 

 
5. Make changes in its security policies. 

 
I acknowledge that DHG is not responsible for my personal property brought onto the 
premises or projects.  I acknowledge that, with regard to any internal management 
investigation, or any external law enforcement investigation, I have an obligation to fully 
cooperate in the investigation, including the truthful communication of all knowledge that I 
might have concerning the matter being investigated.  I understand that failure to 
cooperate, in any manner, with such an investigation, can result in my discharge from 
employment. 
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I acknowledge that no firearms, explosives, weapons (including hunting weapons), alcohol 
or controlled substances are permitted on DHG premises or at my place of work at any 
time. 
 
 

 

                                                                                                                   _           
APPLICANT/EMPLOYEE (PRINT)    DATE 
 
 
 
                                                                                                                   _ 
APPLICANT/EMPLOYEE SIGNATURE    DATE 
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Doctors Health Group 

 HANDBOOK ACKNOWLEDGMENT 
 
In consideration of my employment, I agree to conform to the rules and policies of Doctors 
Health Group (DHG).  I understand that my employment and compensation can be 
terminated with or without cause, and with or without notice, at any time, at the option of 
either DHG or myself. 
 
I hereby acknowledge that I have been given the opportunity to review and state that I 
understand the contents of the Employee Handbook.  I further acknowledge that I have 
been given the opportunity to ask questions concerning its contents.  I state that I will be 
cooperative in complying with the rules and policies set forth herein.  I understand that 
revisions may be made to the Employee Handbook at any time and I will abide by those 
revisions.  Further, I agree that the Employee Handbook or any other policy made by DHG 
is not a contract of any kind, implied or expressed, including one for employment, but is for 
my information only. 
 
 
 
__________________________________ 
Employee Name (Print) 
 
__________________________________ 
Employee Signature 
 
Date:______________________________ 
 
 
 
 
 
 


