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Title Page
Welcome to XYZ PRACTICE
Disclaimer

Introduction

XYZ PRACTICE Mission Statement
Career Opportunities

Open Door Policy

Code of Conduct

Employment

Equal Opportunity Employment
Eligibility For Employment

Familial Employment

Criminal Convictions

Violence

Weapons

Alcohol, Drugs & lllegal Substance Abuse
Sexual and Other Unlawful Harassment
Domestic Violence Statement
Employment Evaluation

Personnel File

Policies & Procedures
Attendance

Parking

Work Schedule Requirements
Staff Meetings

Bulletin Boards

Suggestion Box

Time Cards

Lunch Break

Breaks

Workplace Dress Code
Medical Attention
Compensation

Overtime

Commissioned Sales

Wage and Salary Disclosure
Payroll Schedules

Your Paycheck

Taxes, FICA and Medicare
Individual Retirement Accounts (IRAs)
Working Away From the Office
Performance & Evaluation Reviews

Reimbursement of Expenses

Reporting Personal Information Changes
Gifts, Entertainment & Meals

Visitors

Personal Property

Personal Safety

Food & Beverage

Smoking

Practice Property

Confidential Information Security

Facilities Security

Office Supplies, Postage & Practice Accounts
Practice Vehicles

Practice Equipment

Phone Systems, Voice Mail and Personal Calls
Conservation and Recycling

Computer-Related

Computers and Related Equipment
Internet

E-Mail & Electronic Communication

Policies for Leave of Absence
Eligibility

Personal Leave of Absence
Sick Leave

Short-Term Disability Leave
Unpaid Family & Medical Leave
Funeral Leave

Jury Duty

Military Duty

Severe Weather Closings

Benefits

Overview

Eligibility

Group Medical Insurance
401K Plan

Retirement

Worker's Compensation
Holidays

Vacations

Vacations Schedule:
COBRA

Education - Tuition Reimbursement
Employee Discounts

Discipline Policies
Problem Resolutions
Violation of Practice Policy

Termination of Employment
Termination

Acknowledgment

Notice Drug Testing Policy & Consent




