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	Employee Handbook	 

R E C E I P T  
I acknowledge that I have received a copy of the RCDC/Northwest Smile Center employee handbook. I agree to read the handbook, and to be bound by the policies, practices and rules contained in the handbook as they are amended from time to time. It is the employee’s responsibility to keep up to date with RCDC’s policies. As such, we encourage employees to revisit the handbook during downtime. 
I understand that:  
1. The handbook is prepared for employee policy purposes only and does not constitute a contract between Rawlins County Dental Clinic and its employees, and should not be construed as such. Further policy information can be obtained by referencing the appropriate section of the policy and procedure handbook that applies to all employees of Rawlins County Dental Clinic. However, some contract employees may not be eligible for all benefits outlined in the handbook. Please refer to your contract. 
2. The policies and information contained in the handbook may be changed or amended at any time by Rawlins County Dental Clinic Management or Board of Directors, with or without notice.  
3. Kansas is an employ at will state, which means either the employee or employer may terminate employment at any time for any non-discriminatory reason. 
4. Only the CEO and Board of Directors of Rawlins County Dental Clinic has authority to enter into any final agreement for employment for any specified period of time or make any changes binding representations or agreements inconsistent with this handbook.  
5. Conflict of Interest: I have read the Conflicts of Interest policy and do not have a conflict of interest or I have disclosed my conflict of interest in writing.  
6. I understand the policies and procedures of Rawlins County Dental Clinic are located in the Policy and Procedure Handbook and it is my responsibility to be familiar with the employee handbook and follow the policies as outlined as well as stay current with the handbook. 
This handbook is not all-inclusive but serves as a set of guidelines and this page will be placed in your employee file. 
_____________________________________________________________________________________ 
Employee Name (Printed)                                                                    Signature 	Date 
 
_____________________________________________________________________________________ 
HR Representative Signature                                                                               Date 
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About Us 
At Rawlins County Dental Clinic (RCDC), our mission is to increase access to quality and affordable oral health care for all residents of Northwest Kansas, regardless of an individual's ability to pay for services. 
Our Vision is to operate a self-sustaining state of the art dental clinic that serves all patients including those who are insured, under insured, uninsured or Medicaid participants for residents of Northwest Kansas and surrounding areas. With affordable payment plans available to all our patients, we strive to improve the overall health of all our patients while promoting access to comprehensive medical care in our tri-state region. 
Our core values are integrity, compassion, accountability, respect, and education. Combined, we use our mission, vision, and core values to guide the organization both internally and within our communities. 
Employment 
Employment Classification 
· Full-time employees are those that are scheduled to work on average at least 32 hours per week. Full-time employees are entitled to RCDC’s benefit package once applicable probationary/waiting periods conclude. Please see Benefits for more comprehensive information. 
· Part-time employees are those that are scheduled to work on average less than 32 hours per week. Occasionally, a part-time employee may be scheduled for more than 32 hours per week. This does not constitute a change in employment classification or benefit eligibility. 
· Contracted employees are those that have a signed employment contract with RCDC. Contracted employees may or not be eligible for other benefits granted to regular employees as outlined in their contracts. 
· Temporary/PRN employees are those that are temporary, not regularly, scheduled, and/or filling a temporary gap in RCDC’s workforce needs. Temporary/PRN employees are not eligible for employee benefits. 
Employment of Minors 
Normally, candidates for full-time employment must have reached their eighteenth birthday. 
However, persons who have reached their sixteenth birthday may be considered for On the Job Training (OJT) employment within the limits of state and federal law, including and not limited to school policy.  
Please note that Kansas is an employ “at-will” state. This means that you or RCDC may terminate our employment relationship at any time and for any non-discriminatory reason(s). 
Outside Employment 
In the best interest of RCDC and our employees’ personal health, all employees should give careful consideration to decisions to accept outside employment. Employees must inform their direct supervisor of all outside jobs and activities that might result in a conflict of interest. Outside employment and activities must not produce adverse effects on performance (i.e., fatigue, inability to accept overtime assignments, an increase in absenteeism, etc.). An employee may not receive income or material gain from individuals or businesses for material produced or services rendered while performing their RCDC job. If at any time outside employment affects an employee’s job performance at RCDC disciplinary action, up to and including termination may result. 
Equal Opportunity Employment 
RCDC is an equal opportunity employer. We do not tolerate discrimination against protected characteristics (gender, age, sexual orientation, race, nationality, ethnicity, religion, disability, veteran status). All employees are to treat others with respect and professionalism. In practice, this means that we:  
· Hire and promote people based on skills, experience or potential and try to reduce bias in every process (e.g. through structured interviews, periodic reviews, etc.).  
· Make accommodations to help people with disabilities move about safely on our premises and use our products, services, and equipment. 
· Use inclusive, diversity-sensitive language, both written and verbally ● Conduct annual diversity and communication training. 
RCDC is committed to ensuring a safe and inclusive workplace. As such, RCDC will investigate and penalize those responsible for discriminatory, offensive, and/or inappropriate workplace behavior. We ask you to report any discriminatory action against yourself or your colleagues to HR. Our company will not retaliate against you if you file a complaint. Any employee who retaliates or discriminates will face disciplinary action. 
Change in Status 
It is crucial for RCDC to keep accurate employment records. It is the responsibility of the employee to promptly inform HR of any changes in address, phone number, marital status, dependents, licensure, banking information used for direct deposit for payroll, or level of education to HR. It is especially important to immediately report any status which might affect the employee’s insurance coverage. Unreported changes may cause insurance claims to be denied or insurance invalid. 
Personnel Records 
Employee records are business records of the clinic and are the property of the clinic. Upon request, you may receive copies of some records such as performance evaluations, your resume/CV, vaccination records, etc. 
Pre-Employment Health Screening 
All new employees must provide RCDC proof of immunizations. Immunizations required: Hepatitis B, current Tuberculosis (TB) test, and current tetanus. All employees of RCDC are subject to random drug testing. 
Re-Employment  
All former employees may be considered for re-employment, in accordance to the law. Reemployment will be based on previous work performance, direct supervisor/recommendation at the time of termination, subsequent work record and other job-related factors. An employee’s eligibility for rehire will be discussed during their exit interview. Please refer to Separation from RCDC. 
Employment of Relatives of Current Employees 
 Employment of relatives and significant others will be reviewed on a case-by-case basis to ensure that such employment does not involve conflicts of interest or other adverse consequences to business operations. Final approval for decisions regarding the employment of relatives will rest with the Board of Directors. Employees involved with failure to disclose employment situations regarding relatives in advance will be subject to discipline, up to and including termination.  
Resignation & Termination  
Since the employment at Rawlins County Dental Clinic is “at will”, not for a definite term, employment may be terminated by the clinic or by the employee at any time with or without cause or notice for any non-discriminatory reason. All employees are expected to give proper notice of resignation to RCDC. Proper notice of resignation must be given to be eligible for paid time off (PTO) payout: two (2) weeks for nonexempt, hourly employees and four (4) weeks for salaried employees, unless otherwise indicated by an employment contract. Please see Separation from RCDC for more comprehensive information. 
 
Attendance 
It is the policy of RCDC to require every employee to work as scheduled and to arrive at his or her assigned work area at the proper time. Progressive disciplinary action is applied in instances when absenteeism or tardiness is considered to be excessive or patterned.  
· An unexcused absence occurs any time an employee does not receive prior approval from their direct supervisor to be absent. 
· An employee is considered tardy anytime they clock in more than 5 minutes after their scheduled shift begins. 
· Patterned Absences are absences that follow a pattern such as frequent absence(s) on Fridays, Mondays, scheduled weekend shift, scheduled workdays before and/or after holidays, and scheduled workdays before and/or after regular scheduled days off. 
· An unreported absence occurs when an employee misses a scheduled shift without notifying their direct supervisor before the start of the shift. An unreported absence may result in the employee being placed on 90-day probation immediately. 
When a supervisor recognizes excessive absences or tardiness, a verbal warning will be issued and documented. Absences and tardiness will be tracked for a 6-month period. If the employee is absent or tardy more than 3 or more days in a 30-day rolling period during the 6-month period, the employee will receive a written warning that is signed by both the employee and their direct supervisor and placed in the employee’s file. The employee is placed on 90-day probation and will not be permitted time off during that period, including any previously approved time off requests. Any absences and/or continued tardiness in the probationary period may result in termination. 
Each employee is expected to report absences to their direct supervisor. If their supervisor is not available or if the employee is unable to reach their direct supervisor, the employee should notify the Office Manager. In the event the employee’s direct supervisor and the Office Manager are both unavailable, the employee should refer to the chain of command and the organization chart to inform the next appropriate individual. Please refer to Appendix A for the chain of command and Appendix B for the RCDC Organization Chart. It is the employee’s responsibility to know where, when, and whom to inform of absences. The employee must personally report their absences. Failure to properly report an absence may result in disciplinary action and/or ineligibility for personal leave payment.  
Absences of more than one day are to be reported on a daily basis. The daily notification requirement may be waived in cases of hospitalization or extended illness beyond one week if approved by the employee’s direct supervisor and/or Management. However, to keep us informed, the employee must contact their direct supervisor at least weekly. Generally, patterned absenteeism is reviewed on an employee-by-employee basis and is subject to appropriate disciplinary action, up to and including termination.  
Direct Supervisors will attempt to determine the reason(s) for unscheduled absence or lateness. If mitigating circumstances (i.e., proven emergency, personal problem, death in family) exist, an exception to this policy may be considered after consultation with Management. In the event the reasons for the unscheduled absence are due to the employee’s serious health condition or that of a defined family member, the provisions of the leave of absence policy apply. 
Employee Code of Conduct 
Cellphone/Electronics Use 
An employee’s position and responsibilities may require that they carry a cell phone or other electronic device while on duty, at home, or both. In these cases, the employee is responsible for the safekeeping of the cell phone/device and if necessary, may be charged for its 
replacement or repair. In all cases, phone (including call phone) use will be restricted to Rawlins County Dental Clinic business while on duty (unless family emergency). Personal cell phones/electronic devices are not to be used while an employee is clocked in unless it is for a work-related purpose. Violation of this policy may result in disciplinary action, up to and including termination. 
Computer Use 
For security reasons, no employee shall use RCDC computers to access any internet website that contains any form of explicit imagery or language, nudity, sexual activity, violence, gambling, or any other illegal activity, or arrange for the sale or purchase of any personal property. 
Computer use and internet access is to be used for business purposes only. Any use for personal reasons will not be tolerated. This includes accessing messaging platforms, personal email, social media, online games, etc. Violation of this policy may result in disciplinary action as outlined in this handbook, up to and including termination.  
Employees are not to download or install any programs unless explicitly asked to by management. Downloading and/or installing programs from the internet, or otherwise is a threat to RCDC’s IT security measures and is not permitted. 
Clinic Property (Physical and Intellectual) 
All property of RCDC, including but not limited to lockers (whether or not secured by an employee lock), desks, file cabinets, and vehicles used by employees is subject to search and seizure by RCDC management at any time. 
Materials, products, designs, plans, ideas, and data used in our jobs are the work product and property of RCDC, and should never be given to an outside business or individual except through normal channels with appropriate prior authorization. Any improper transfer of material or disclosure of information, even though it is not apparent that an employee has personally gained by such action, constitutes unacceptable conduct. Any employee who participates in such a practice will be subject to corrective action, up to and including termination of employment. 
Competency of Staff 
It is the responsibility of all RCDC employees to contribute to the clinic’s mission, vision, and core values to provide quality patient care. As a result, RCDC maintains systems for ensuring each employee possesses the required competencies and demonstrates appropriate work behaviors. These processes include, but are not limited to, observed demonstration of certain job skills including those needed to meet the age-specific needs of patients. 
Deficiencies in competencies and work behaviors are addressed with employees in an attempt to help them succeed and improve on the job. Inability to make required corrections may result in termination of employment with RCDC. 
Confidentiality 
RCDC does not permit or tolerate any employee breach of patient, dentist, employee, or clinic confidentiality. Please be reminded that all employees are bound by HIPAA. 
1. Information relating to patients is considered to be confidential, including: a) admissions, b) diagnosis, c) prognosis, d) status of care, e) forms of treatment and therapy, f) financial status, g) dental/medical record, h) additional information such as address, occupation, and religion is considered confidential information unless the patient signs appropriate release of information forms.  
2. Information relating to dentist is considered to be confidential, including: a) information relating to the dentist’s dental practice, b) information relating to the dentist's patients, and c) information relating to the dentist's personal life. 
3. Information relating to the clinic's business and employees is considered to be confidential including: a) employee personnel records and payroll information, b) personal information relating to employment (i.e., home telephone number) and personal life, c) long range strategies, pricing, staffing plans and charges, and d) remote site information. 
4. It is recognized that health care employees must exchange some of this information to provide appropriate patient care and carry-on clinic business. However, casual conversation regarding confidential information while in public locations is inappropriate and illegal.  
5. Employees who become aware of confidential information should not discuss information with anyone other than those directly involved. Under no circumstances should employees discuss confidential information outside of the clinic during duty hours and off duty hours.  
6. A patient's rights regarding confidentiality are found in the Rights and Responsibilities of Patients policy. 
7. Employees are required to sign a "Confidentiality Agreement" upon being hired. Violation of this statement or any portion of this confidentiality policy will result in disciplinary action, suspension and/or termination from employment.  
8. If you become aware of confidential information, which is not within the course of your normal job duties and functions, it should not be discussed with anyone other than a member of management.  
Compliance 
RCDC requires every employee to comply with all applicable legal and ethical obligations in the performance of his/her job duties. In addition, RCDC expects every employee to take an active role in detecting and correcting activities that potentially violate applicable laws and regulations.  
As part of RCDC’s Compliance Program, the Board of Directors has adopted a Code of Conduct to provide standards by which all employees shall conduct themselves to protect and promote organization-wide integrity and enhance RCDC’s ability to achieve its mission. Adherence to the Code of Conduct is a condition of continued employment for all employees. Discipline for failure to abide by the Code of Conduct may, in Rawlins County Dental Clinic’s sole discretion, range from oral correction to termination.  
The Code of Conduct addresses several legal requirements applicable to Rawlins County Dental Clinic and its employees, including the federal False Claims Act ("FCA"). The FCA is intended to prevent and detect fraud, waste, and abuse of government funds. Briefly summarized, it is a violation of the FCA for anyone to knowingly submit, or cause another person to submit, a false claim and receive government funds. Violators are liable for civil penalties of $5,500 to $11,000 per claim, plus three times the amount of the claim. The FCA provides that private parties may bring an action on behalf of the United States. These private parties, known as "qui tam relators" may share in a percentage of the proceeds from an FCA action or settlement.  
As described in the Code of Conduct, there are various mechanisms by which an employee may report internally any suspected violation of laws or regulations. Rawlins County Dental Clinic shall not tolerate retaliation of any type against any employee who, in good faith, reports any suspected incident of non-compliance, either internally or to any government entity.   
Conflict of Interest 
Employees have an obligation to conduct business within guidelines that prohibit actual or potential conflicts of interest. Appearances count when it comes to conflicts of interest since those whom our success depends upon may judge our conduct by its appearance. If an employee believes a conflict of interest exists, it must be disclosed. Until the potential conflict has been disclosed and resolved with the CEO, treat the situation as if a conflict definitely exists. An actual or potential conflict of interest occurs when an employee is in a position to influence a decision that may result in a personal gain for the employee, or a relative of the employee, as a result of RCDC's business dealing. A relative is any person who is related by blood or marriage, or whose relationship with the employee is similar to that of persons who are related by blood or marriage. NOTE: Personal gain may result not only in cases where an employee or relative has significant ownership in a business with which RCDC does business, but also when an employee or relative receives any financial incentive, bribe, substantial gift, or special consideration as a result of any transaction or business dealings involving RCDC. 
Dental Treatment 
Please see Benefits for more comprehensive information regarding RCDC’s policy of dental treatment for employees and their families. 
Disaster Plan 
One of the major responsibilities of the clinic in serving the community is to provide emergency services needed in case of disaster. All employees are expected to be available if and when needed, should a disaster occur. In addition, each employee should be familiar with the clinic’s disaster plan. Administration authorizes the activation of the clinic’s disaster plan in which case all departments are to initiate their specially assigned duties.  
Employee Health Program 
Rawlins County Dental Clinic provides a program which ensures that employees are capable of performing the essential elements of their position duties and are sufficiently free of communicable diseases to provide a safe environment in which to work.  
The drug screen has been designed to meet the above objectives through pre-employment physicals, as well as follow-up of any health-related incidents. The employee health program will ensure compliance with all related federal and state laws.  
Employees reporting back to work after an injury or illness (other than those occurring on the job and reported according to policy) must present a release to full duty without restrictions or if permanent restrictions an employee must be able to complete their essential job duties with or without accommodations. Employees must follow all attendance policies. Please refer to Attendance for more information.  
Any employee whose observable behavior, appearance, speech, dexterity, etc., which provides suspicion of the employee being under the influence of drugs and/or alcohol may be asked to submit a specimen for testing. Any employee who is suspected of diverting or stealing RCDC drugs can be asked to submit a specimen for testing. Disciplinary action, up to and including termination will be enforced. 
Ethics 
All RCDC employees share in the responsibility of observing a code of ethics. This code of ethics requires truthfulness, honesty, and integrity in all human activities. In general, the following applies to all clinic employees:  
· Information concerning patients, fellow employees, and other clinic business of a confidential nature must not be discussed with persons not concerned with such information, and never with people outside of the clinic.  
· Dentists have the training, primary responsibility and legal right to diagnose and treat oral illness and injury.  
· An employee’s conduct in his/her private, as well as professional life, should be consistent with the responsible image that the clinic wants to project to patients, visitors and the general community.  
· Discussing personal issues/problems with patients is inappropriate.  
· Employees must maintain a professional relationship with patients. Associating, dating or fraternizing with patients, while in treatment or after discontinuance of treatment is unprofessional and is strictly prohibited, as is any attempt, by words or conduct, to engage a patient or former patient in a sexual or intimate relationship.  
· Employees must complete all documentation in an accurate and complete manner from the time of application throughout the employment relationship.  
The demonstration of unethical behavior will be addressed through the disciplinary process up to and including termination.  
Exclusion from Care 
It is the policy and practice of RCDC to acknowledge and carefully consider a request made by any employee not to participate in an aspect of care due to its conflict with his/her personal cultural values, ethics and/or religious beliefs. It is the responsibility of all employees to identify any potential conflicts they perceive and request accommodation. Employees are responsible for identifying these conflicts, in advance, in order to prevent situations that could affect continuity and/or quality of care. The conflicts should be identified by the employee to their direct supervisor. In emergency situations and other situations where accommodating conflict may adversely affect patient care, the clinic may be unable to make such an accommodation. 
Incident Reports  
Despite our best measures, incidents may occur at RCDC, which are out of the ordinary and which need to be reported to direct supervisors and management. Instances that occur to non-employees must be reported on an Incident Report form and submitted to the CEO. Occurrences must be completed on an Incident Report form before the completion of the shift and submitted to the employee’s direct supervisor. The supervisor reviews and signs off before submitting to the CEO.  
Lunch/Meal Periods 
Employees will normally not work more than five hours without taking a one (1) hour meal period. Occasionally, an appointment may run long due to unforeseen circumstances. In this event, RCDC management will work with providers to ensure employees are granted adequate time to eat and rest. Exceptions should be approved by the employee’s direct supervisor. The lunch break is the employee’s time and is not compensable. While RCDC encourages employees to use this time as a break from work and to decompress while taking the time to eat and fuel themselves, we also recognize that due to the rural nature of our area, it is not possible for all employees to vacate the premises for lunch. Meals may be taken at unoccupied workstations providing employees clean up after themselves. 
Personal Appearance & Hygiene 
The hygiene and appearance of the clinic employees have a significant effect on the confidence our patients and visitors have in us as healthcare professionals. These factors also affect the environment in which co-workers and dentists work. Therefore, it is the policy of RCDC for employees to dress in a professional and business-like manner as relevant to their position. Direct supervisors will address non-compliance with employees. Depending on the severity, an informal method of addressing this non-compliance for the initial incident may be used, such as an informal verbal warning. Incidents thereafter will result in discipline up to and including termination. 
Personal Phone Calls 
Personal telephone calls must be kept to an absolute minimum, and be limited to calls of an urgent or emergency nature only. Employees may provide the front office telephone number to immediate family members, a child’s school or day care provider, and others with a need to know in the event of a true emergency. 
Calls received for employees through the front office will only be transferred in cases of family emergency. No long-distance calls are permitted.  
Employees who place or receive an abundance of personal phone calls or employees that make unauthorized personal calls may receive disciplinary action, up to and including termination.  
Problem Solving 
Effective working relationships are best achieved in an atmosphere where problems and opinions can be discussed freely. When an employee perceives a problem or believes a situation is unjust, inequitable, and/or is a hindrance to effective operations, they shall be allowed to voice such concerns without fear of reprisal to them or other involved parties. 
Current employees must present written notice of their concern within three (3) business days of the event or issues leading to the problem or within three (3) business days of when the employee should have reasonably known or become aware of the event or issue. 
The employee problem solving procedure consists of the following steps: 
1. The Direct Supervisor receives written notice of the concern and responds. 
2. If the employee is not happy with the supervisor’s resolution. If the employee is not satisfied with their supervisor’s resolution, they may appeal to the Management Team by requesting to be added to the next regular meeting’s agenda. 
3. If the employee is unsatisfied with Management’s resolution, the employee may appeal to the Board of Directors in writing and the Board will respond. 
4. If the Board’s response is unsatisfactory to the employee, they may then appear before the Board by requesting to be added to the next regular meeting’s agenda. The decision reached in Step 4 is final and binding. 
Sexual Harassment 
RCDC Clinic does not and will not permit employees to engage in unlawful discriminatory practices, harassment, or sexual harassment involving patients, visitors, co-workers, or members of the Board of Directors. Violation of this policy will lead to disciplinary action, up to and including termination.  
It is policy and practice of the clinic that its employees and their work environment shall be free from all forms of harassment and intimidation. Verbal harassment and physical contact of a sexual nature by any employee, Office Manager, Dental Director or member of the Board of Directors, including sexual advances, request for sexual favors, or other conduct which tends to create an intimidating, hostile or offensive work environment, is strictly prohibited.  
An employee who believes they are being subjected to any type of harassment including sexual harassment by a co-worker, director, Office Manager or other individual (whether employed by the clinic or not), or who believes his/her employment is being adversely affected by such conduct should report such incidents either to the Office Manager or Board of Directors.  
Slack 
RCDC uses Slack for all official correspondence to and between staff. This is the platform updates will be pushed out from supervisors. New employees will receive an email invitation to RCDC’s Slack. Once registered, Slack can be used on a desktop, laptop, tablet, and or/ smartphone. If an employee has legitimate concerns about being able to meet this requirement, they should inform HR immediately. 
It is the employee’s responsibility to have reliable access, notifications set correctly, respond to messages in a timely manner, and be up to date with all information sent via Slack. Failure to do so may result in missing important announcements, clinic closure notices, education, etc.  
Smoke Free/Tobacco Free  
Tobacco use by employees is prohibited while on duty, on clinic owned or managed property which includes vehicles, clinic, arriving for duty or exiting the clinic property after duty and while conducting business – related activities off clinic property. Violation of this policy will lead to disciplinary action up to and including termination.  
No Smoking on Rawlins County Dental Clinic property. Disciplinary action will be enforced. 
Solicitation 
To avoid disruption of health care operations or disturbances of patients, the following rules apply to solicitation and distribution of literature on Rawlins County Dental Clinic property. Persons not employed by the clinic may not solicit or distribute literature on clinic property at any time for any purpose. Employees of the clinic may not solicit at any time for any purpose in immediate patient care areas, or in any other area that would cause disruption of health care operations or disturbances of patients such as corridors in patient treatment areas and rooms used by patients for consultations with physicians or meeting with family and friends. Employees may not distribute literature at any time for any purpose in work areas. 
Telephone Courtesy 
 Employee courtesy in using the telephone is of great importance, and projects a favorable image for both the facility and the employee. Here are some helpful tips:  
· Answer properly and promptly.  
· Identify yourself by name. “Rawlins County Dental Clinic, this is (employee’s name).” ● Give accurate and careful answers.  
· Take messages carefully with the caller’s name, return number, organization (if applicable), and a brief message for the callee.  
· Always say ‘please’ and ‘thank you’.  
· Hang up gently.  
· Speak clearly and use a helpful and pleasant tone of voice at all times.  
· If information requested is unavailable, offer to return the call. Then return the call. 
Theft 
For security reasons, the backdoor of the clinic is intended as a staff-only entrance and shall remain locked at all times. Employees are urged to be alert to the entry of unauthorized persons in work areas. If a person does not appear to be a patient or family member of a patient, or appears to be lost, please offer assistance in directing the person to their destination. Please report any and all suspicious activity to your direct supervisor. 
The cooperation of all employees is essential if the problem of theft is to be minimized. Employees must ensure that supplies and equipment are stored in approved areas and that maximum-security measures are observed. Clinic property, not previously issued, may not be removed from the premises except by written authorization in advance from the employee’s direct supervisor. 
It behooves employees to not bring excessive amounts of money or valuables with them to the clinic or leave in their vehicle on clinic property. RCDC is not responsible for loss and/or theft of personal items. 
Time Records 
All Rawlins County Dental Clinic non-exempt (hourly) employees are required to clock in and out each day on which they are scheduled to work. Each employee is expected to work the hours assigned broken only by meals when workload permits or time is assigned. Other periods of absence must be specifically approved on a time record by the Office Manager.  
Each employee is expected to clock in and out for their own time worked. Clocking in/out a fellow co-worker is not permitted. An employee must clock out if leaving Rawlins County Dental Clinics property for nonwork related reasons. Employees utilizing services at the clinic shall clock out prior to receiving these services.  
Each employee is expected to follow his/her work schedule. Employees should not report to work in more time than is normally needed to reach their workstations after clocking in -not to exceed 15 minutes. Tardiness is not acceptable and will be reviewed on a case-by-case basis. At the conclusion of the work shift, employees must leave work and clock out in the same reasonable time frame. The Office Manager must specifically approve any deviations.  
An employee is not to leave the general work area except for meal periods, which are one (1) hour in duration, and a ten (10) minute break which may be taken if workload permits.  
Each employee should ensure that his/her time is recorded completely and accurately. Time sheets are reviewed for accuracy by HR and approved by the CEO for payroll processing. 
It is the responsibility of the employee to inform their direct supervisor/HR of failure to clock in/out or time off that will affect the accuracy of the employee’s paycheck. Repeated failure to clock in and out may result in disciplinary action, up to and including termination.  
Compensation & Professional Development 
This section addresses guidelines for compensation according to their employment status, performance management, and professional development. 
Under the Fair Labor Standards Act (FLSA), there are two types of employees: 
· Non-exempt employees – those who are covered by the FLSA’s minimum wage and overtime provisions. 
· Exempt employees – who aren’t covered by the FLSA because they meet three exemption criteria: (1) they are paid at least $23,600 per year, (b) they are paid on a salary basis, and (c) they perform exempt job duties (“executive,” “professional,” and “administrative.”) Most employees must meet all three criteria to be exempt. 
Overtime 
Occasionally, job requirements and responsibilities may result in an employee working more than regularly scheduled hours. RCDC will pay overtime in compliance with local and federal laws. 
Exempt employees are not entitled to overtime pay by federal law. In the event an exempt employee must work overtime, RCDC encourages employees to attempt to limit overtime hours to 10 hours per week to prevent overworking and burnout (50 total hours). 
Non-exempt
 
employees
 
are
 
entitled
 
to
 
overtime
 
pay
 
at
 
one
 
and
 
a
 
half
 
times
 
your
 
regular
 
hourly
 
wage.
 
We
 

ask employees monitor their hours and inform their direct supervisors when approaching overtime. 
 
 
Payroll 
RCDC processes payroll biweekly or every two weeks with paydays every other Friday. RCDC utilizes ADP for payroll processing. Upon hire, employees will receive an email to their personal email instructing them how to set up their ADP employee access account. This account is self-service and grants employees’ access to paystubs and tax forms, as well as allows them to update personal and direct deposit information. RCDC does not cut paper checks for payroll. All employees are required to provide a bank account that will facilitate direct deposit. Should an employee need to update their direct deposit information, they must submit all required information and forms to the Administrative Manager at least 5 business days prior to the next pay day. 
Voluntary Payroll Deductions 
RCDC will deduct only deductions required by law such as, but not limited to, social security, federal withholding, state withholding, garnishments, etc. Any other payroll deductions sponsored by RCDC must be authorized by the employee in writing. These deductions may include supplemental insurance premiums as well as the following optional elections: 
· AFLAC – employees may enroll in additional coverages and plans including but not limited to: cancer, accident, disability, and health policies at annual enrollment with the clinic’s AFLAC representative. 
· MASA – medical transport coverage 
· Vision Care Direct – supplemental vision coverage 
Jury Duty 
A full-time employee will be paid their regular base hourly rate while serving jury duty up to 30 days per calendar year. A salaried employee called to jury duty will receive regular salary while serving jury duty. 
Performance Reviews and Conduct Management 
In an effort to ensure the competence of all clinic employees, each employee will have at least one (1) annual performance review with their supervisor and the employee completes a self-assessment as well. The performance review process provide a method for evaluating an employee’s performance against an agreed upon job description, goals, and expectations. Quality performance is recognized and deficient performance or behavior is addressed. 
The CEO and HR will establish and maintain a clear understanding, with employees, areas of job responsibility, performance objectives, standards of performance, and clinic policies. It is direct supervisors’ responsibility to assist their employees in meeting performance and conduct standards. Employees are expected to exercise sound judgment, common courtesy, and appropriate behavior and attitude towards all patients and coworkers.  
When an employee’s performance/behavior does not meet standards, the direct supervisor and HR, to the extent possible, will use positive educational tools to develop and implement a corrective action plan, if necessary. 
Benefits 
RCDC employees, based upon employment status, may be eligible for benefits. Full-time employees are eligible for enrollment in employer-sponsored medical insurance and dental insurance.  
Medical Insurance 
A full-time employee becomes eligible for employer-sponsored medical insurance upon the 1st of the month following the conclusion of the first 60 days of employment as a full-time employee. 
RCDC caps employer cost of individual coverage for employee medical insurance at $450 per month per full-time employee. In the event of changes made to the employer-sponsored medical insurance plan and/or provider/carrier, employees that continue coverage will be responsible for costs that exceed $450 per month as a payroll deduction. 
Dental Insurance 
As an employee of Rawlins County Dental Clinic, an offered benefit is dental care. Full-time employees (30 or more hours per week) are eligible for dental insurance through Delta Dental of Kansas beginning the 1st of the month following the conclusion of the first 60 days of employment. RCDC pays premiums for eligible employees. Employees have the option to add additional coverage for spouses and/or child(ren) in which premiums are deducted through a payroll deduction. 
For eligible employees, insured spouses and child(ren), RCDC will write off applicable deductibles and the remaining balances after insurance pays for services rendered in-house up to the maximum benefit per benefit period. Once this maximum benefit has been reached for the insured spouses and children, they are still eligible to receive oral health care services at RCDC at 50% of full-fees. Employees that exhaust their benefits are eligible to receive preventative services at no cost to the employee and all other services at 50% of full-fees. Insured individuals under RCDC’s dental insurance may receive services elsewhere but are wholly responsible for all charges incurred at any outside organization. 
Employees have the right to waive dental coverage for themselves, spouses, and children. Employees that opt to waive coverage are eligible to receive in-house preventative services at no cost and all other in-house services at 50% of full-fees. Spouses and children are eligible to receive in-house services at 50% of full-fees. Part-time and temporary employees are not eligible for dental insurance through RCDC but are eligible for in-house preventative care at no cost and all other in-house services at 50% of full-fees. Spouses and children of part-time and temporary employees may receive services at 50% of full fees. 
Retirement 
Eligible employees, those that have been employed at RCDC for at least one (1) calendar year, that gross earnings from RCDC for the previous year exceeds $5000, and gross earnings from RCDC for the upcoming year are expected to exceed $5000, may participate in RCDC’s employer-sponsored SIMPLE IRA. RCDC will match up to 3% of eligible contributions, based upon pre tax wages. Employee IRA contributions are deducted through a payroll deduction.  
Contributions may be changed each payroll, if the employee desires. Change in contribution forms must be turned into HR no later than the Friday before the upcoming payday the employee wishes the change to take effect. Employees may elect to contribute a percentage of their wages or a set dollar amount. RCDC will match an employee’s contribution up to 3% of their pre-tax wages. An employee may opt to contribute less than 3%, in which RCDC will only match up to the employee’s contribution. Likewise, an employee may elect to have more than 3% of their pre tax wages as a contribution in which RCDC will match up to 3% of the employee’s pre tax wages. 
RCDC does not have a vesting period. Upon employment separation, the employee retains ownership of both employee and employer contributions to the employer-sponsored IRA. 
Examples: 
· John Doe has elected to contribute 3%. Their pre tax wages are $100. Their contribution is $3 and RCDC matches the contribution of $3, totaling $6 contribution for the pay period. 
· Jane Doe has elected to contribute $5 per paycheck. Their pre-tax wages are $100. RCDC’s matching contribution is $3, totaling $8. 
· Doe Deer elected to contribute $2 per paycheck. Their pre-tax wages are $100. RCDC’s matching contribution is $2, totaling $4 
Leave 
Bereavement Leave 
Losing a loved one is traumatizing. As such, RCDC provides bereavement leave to eligible employees to allow time to cope and mourn. In the event of a death in the immediate family of a full-time or part-time employee, they will be granted the equivalent of three (3) consecutively scheduled days of paid bereavement leave, no more than twenty-four (24) hours for full-time employees. Compensation for bereavement leave will be paid separately from paid time off (PTO). Additional days may be granted, with their supervisor and management’s approval. If the employee has exhausted their PTO, they may request unpaid time off (UPTO). 
Immediate family is defined as the employee’s parents, grandparents, siblings, spouse/partner, child, grandchild, and all above mentioned in-laws. Unused bereavement leave does not accrue and is not paid out upon separation from RCDC, regardless of the reason. Employees that are on a Leave of Absence are not eligible for paid bereavement leave. Emergency bereavement (unable to give twenty-four (24) hour notice) will not be counted as against the employee. 
Leave of Absence 
RCDC provides unpaid leave of absence for eligible employees who miss work due to medical, family (adoption, foster parenting, dependent care, etc.), military, personal, bereavement, jury duty, or educational reasons after completing ninety (90) days of employment, or as otherwise required by federal or state law. 
If an employee is not available to work for fifteen (15) consecutive work days for reasons other than scheduled vacation, an employee must request a leave of absence. An employee may use accrued paid time off, as applicable, while on leave of absence. 
The type of leave of absence determines the maximum length for a leave of absence. A leave of absence is typically granted for a period not to exceed twelve (12) consecutive work weeks in any twelve (12) month period, unless federal or state law otherwise provides for additional time. Any leave of absence may be extended with approval from the employee’s direct supervisor and/or the CEO and are determined upon a case-by-case basis.  
Typically, for a leave of absence exceeding thirty (30) consecutive calendar days, the employee’s performance review date will be advanced by the total length of the absence. 
Requests for leave of absences are considered on the basis of the employee’s length of service, performance record, responsibility level, reason for request, and RCDC’s ability to reorganize its workload and obtain satisfactory replacement during the requested leave period. Employees may utilize PTO and FLMA leave concurrently providing the employee complies with RCDC’s PTO policies. Please see Paid Time Off. 
Military Leave 
Employees called into military service are granted leave, consistent with existing laws. Members of reserve units are granted absence days without pay for their 2-week summer training sessions. At the employee’s request, paid time off (PTO) may be used for fulfilling this obligation. For an approved military leave of absence, anniversary dates are not adjusted. Employees returning from a leave of absence granted for military reasons will be reinstated without loss of seniority. 
Parental Leave 
Eligible employees may utilize FMLA leave for: the birth of a child and to bond with the newborn child within one year of birth; the placement with the employee of a child for adoption or foster care and to bond with the newly placed child within one year of placement; prenatal care; incapacity related to pregnancy and/or a serious health condition following the birth of a child.  
Medical Leave 
Medical leave may be granted to employees who are physically unable to work due to a medical reason such as an employee injured on the job and is absent from scheduled work for ten (10) or more consecutive days. A physician’s statement permitting the return to work is required for any employee returning from a medical leave of absence. Anniversary dates may be subject to adjustment upon return from a medical leave of absence. 
Medical Certification 
An employee requesting a medical leave of absence due to their own illness or injury, or a covered person’s serious health condition, must supply appropriate medical certification. Medical certification is due no later than fifteen (15) days after the request for leave of absence is made. Failure to comply in a timely manner may result in a delay of the processing of the leave of absence request.  
Leave of absences are unpaid. However, an employee may elect to use their accrued paid time off and/or may be eligible to receive pay from other supplemental insurance plans. 
 
Mandatory Employee Reporting 
An employee that has been granted a leave of absence due to qualifying medical/health issues (please see above) must contact their direct supervisor by phone weekly regarding the status of their condition and intentions to return to work. Direct supervisors will then provide HR with their reports for the employee’s file. 
Employee Benefits and Leave of Absence 
RCDC will continue employee insurance coverage at active status rates for the duration of an approved family or medical leave of absence. The employee will not be required to reimburse RCDC for the employee (single) portion of any insurance premium for a period of up to 8 consecutive weeks leave. The employee will be responsible for any spouse or family premiums that occur while they are on leave. 
Reduced Schedule & Intermittent Leave 
Reduced schedule or intermittent leave may be granted for an employee experiencing a serious health/medical condition or affecting a family member upon certification of need for such leave. Reduced schedule leave means that the number of hours typically worked by the employee is reduced for a specific time period. Intermittent leave means that the employee will take a specified amount of leave on a scheduled sporadic interrupted basis such as a few days or hours at a time. Paid time off, if available, may be used. 
Extended Leave for Serious Health Conditions 
An employee who has taken leave due their own serious health condition(s) may request an extension of the leave on a month-to-month basis for a maximum of three (3) months upon: 
1. Written request to their direct supervisor and HR 
2. Proof that the serious health condition(s) prohibits return to work 
3. RCDC approval, which may or may not be approved dependent upon the above factors and business needs 
Paid Time Off (PTO) 
RCDC utilizes a personal paid time off (PTO) model to provide employees with a flexible and equitable means to use time off with pay. 
PTO can be utilized for vacation, personal emergencies, caring for sick child, mental health days, short term illness and more. An eligible employee accrues hours immediately upon employment; however, they may not use these hours until after their 90th day of employment. 
Two factors determine how much time an employee accrues: 
1. Length of consecutive, eligible employment at RCDC 
2. The amount of straight time hours for which an employee works, up to 2080 hours per year. 
As such, an employee’s actual accrual may vary from pay period to pay period based upon the number of straight time hours the employee works in each respective pay period. 
Table: PTO Accrual & Maximum Annual Carryover 
	Years of Service 
	Accrual Rate 
	Annual PTO Accrual * 
	
	Maximum Payout
	 
 

	
	
	
	
	upon termination
	

	Less than 2 years 
	0.02 x hours worked 
	35.84 hours (4.48 days) 
	64 hours (8 days) 

	2 – 4 years 
	0.04 x hours worked 
	66.56 hours (8.32 days) 
	120 hours (15 days) 

	5 – 10 years 
	0.06 x hours worked 
	99.84 hours (12.48 days) 
	184 hours (23 days) 

	Greater than 10 years 
	0.08 x hours worked 
	133.12 hours (16.64 days) 
	240 hours (30 days) 


*Annual PTO accrual based upon 32 hours of work. Actual accrued PTO may vary slightly due to straight time hours worked. 
	The maximum annual carryover is unlimited. Employees are encouraged to utilize their PTO.

	Upon separation from RCDC employment, unused PTO will be paid out at not more than 1.5

	times the annual PTO accrual.
	 


Changes in employment status may affect PTO accrual. Employees that accrue PTO and switch to part-time or PRN will cease to accrue PTO and will be paid out their accrued hours in accordance with the policies outlined above. PTO hours paid out are paid at the employee’s base rate and does not include overtime pay. PTO hours do not count towards calculating overtime payments. Abuse of this policy will not be tolerated and may result in termination. PTO Requests 
The process for requesting time off is as follows: 
1. Employee fills out Request for Time Off form available in the bottom level of the East hanging paper organization toward the back of the building. 
2. Employee submits request to their direct supervisor. 
3. Direct supervisor approves/denies/alters request, signs, and gives to HR 
4. HR finishes request, adds it to the PTO calendar and other applicable areas 
Requests for time off are requests and employees should not assume they will be granted approval automatically. Approval for requests for time off is granted based upon several factors including but not limited to: staff availability, first come first serve, years of service, employee performance, and more. The clinic is obligated to maintain staffing levels to adequately provide expected services. Supervisors have the authority to limit time off as necessary to meet their department’s responsibilities. Except for illness and emergency, all scheduled time off requires supervisor approval at least twenty-four (24) hours in advance. As a general rule, the sooner time off requests are submitted, the more time RCDC has to accommodate the request. Unscheduled absences may lead to corrective action in accordance with RCDC’s policies. 
Paid Sick Leave 
RCDC recognizes that employees will need days off from work from time to time to address their own or family member’s medical needs. Further, RCDC strives to promote a positive work environment which includes asking sick individuals to refrain from coming to work when ill. 
Full and part-time employees will accrue sick leave at the rate of 0.02 hours per hour worked. For example, an employee that averages thirty-two (32) hours of work per week will accrue the equivalent of one week, thirty-two (32) hours of paid sick leave annually. 
Employees may carry over unused sick leave with a maximum accrual of 128 hours (16 days or 4 weeks). Upon separation from RCDC for any reason, whether voluntary or not, unused sick leave is not eligible for payout. 
Upon employment, new eligible hires will begin to accrue sick leave but are not permitted to use accrued sick leave until after their ninetieth (90th) day of employment 
Appropriate use of sick leave includes: employee’s personal illness, well-care, medical appointments in addition to illness and well-care of an employee’s immediate family/dependents. Sick leave cannot be used prior to accrual. Once exhausted, employees may use PTO. 
RCDC reserves the right to require employees to provide a note from a physician verifying that an absence was caused by a medical situation. Likewise, RCDC also reserves the right to require documentation from a physician authorizing the employee to safely return to work. 
Inappropriate use of sick leave is a serious transgression. Sick leave use is tracked by HR and reviewed for patterned absences, misuse, or discrepancies to ensure this policy is not abused. Employees found abusing the sick leave policy may be subject to corrective action as outlined in the Employee Handbook, including dismissal. 
Donation of Paid Sick Leave 
Once annually, in the employee’s anniversary month, the employee will have the opportunity to donate their paid sick leave hours to a community bank for use by fellow co-workers in the event of an emergency, as outlined below. For example, an employee that has amassed over the maximum accrual of 128 hours of paid sick leave may choose to donate sixteen (16 hours) to the community pot and can then begin accruing sick leave again. However, if the employee reaches the accrual maximum again, the employee will not be able to donate hours until their next anniversary month and will no longer accrue sick leave until their accrued hours drop below the maximum accrual amount. 
The donation of accrued paid sick leave by the employee is strictly voluntary. The donated time will go into a leave bank to be used by eligible recipients. The identity of the donors nor recipients will be disclosed to employees. The donation is on an hourly basis without regard to the dollar value of the donated time. An employee cannot contribute more than 50% of their current balance or no more than sixty-four (64) hours, whichever is less. Employees cannot borrow against future sick leave to donate. Employees that are on a leave of absence are not eligible to donate. 
Request for Donated Paid Sick Leave 
Employees who would like to make a request to receive donated paid sick leave from their co-workers must have a situation that meets the following: 
Medical emergency, defined as a medical condition of the employee or an immediate family member that will require the prolonged/extended absence of the employee from duty and will result in a substantial loss of income to the employee due to the exhaustion of all paid leave available. An immediate family member is defined as a spouse, child or parent. or 
Major disaster, defined as a disaster declared by the president under §401 of the Robert T. Stafford Disaster Relief and Emergency Assistance Act (the Stafford Act), or as a major disaster or emergency declared by the president pursuant to 5 U.S.C. §6391 for federal government agencies. An employee is considered to be adversely affected by a major disaster if the disaster has caused severe hardship to the employee or to a family member of the employee that requires the employee to be absent from work. 
Employees who meet the eligibility criteria and would like to request donated paid sick leave are required to complete a Request for Donated Paid Sick Leave form and submit to HR. Requests will be reviewed and granted/denied by HR, the employee’s immediate supervisor, and the CEO. 
Employees who receive donated paid sick time cannot receive more than 50% of the available paid sick time bank at the time of the request and can receive no more than 384 hours (48 days, 12 weeks) within a rolling 12-month period 
Nothing in this policy will be construed to limit or extend the maximum allowable absence under the Family and Medical Leave Act. 
Unpaid Time Off (UPTO) 
Employees may elect to take unpaid time off (UPTO) if: 
a) Approval for time off has been authorized by direct supervisor at least 24 hours before 
UPTO is utilized, or 
b) Illness occurs and the employee does not have available PTO to use and 
c) Employee maintains minimum hours needed to meet benefit criteria 
To determine if an employee meets the minimum hours needed to meet benefit criteria, RCDC utilizes a rolling 12-week average of paid hours including hours worked, PTO, holiday pay, and accounts for hours assigned off at no fault of the employee (i.e., clinic closure, low staffing requirements, etc.). A full-time employee’s average hours worked for any given 12-week average must be at least 32 hours per week to be eligible for unpaid time off to avoid benefit repayment to the clinic.  
The 12-week average will consist of all hours paid over the most recent 6 payroll periods divided by 2 to get an average of paid hours per week for the selected period. The Administrative Manager will inform employees once monthly in the week of the second paycheck of the month of their 12-week average. Should any employee’s average drop below 32 hours per week, the employee will receive written notice and be given 4 weeks to reinstate a 12-week average to at least 32 hours per week. If an employee does not reinstate their weekly average to at least 32 hours per week by the end of the next consecutive 4 weeks, RCDC reserves the right to terminate benefit coverage, transition the employee to part-time status, corrective action plan the employee, place the employee on probation, and/or terminate the employee. 
Employees that take UPTO without meeting the benefit criteria, as applicable per employee status, will be responsible for paying/repaying all benefits paid by RCDC in the period UPTO was utilized at a rate equal to the shortage of hours. In addition, the employee may be subject to further action as described above. At any time, an employee may request their 12-week average. It is the employee’s responsibility to ensure they are in compliance with benefit criteria. 
Holidays & Clinic Closure 
RCDC observes the following six (6) holidays: New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving, and Christmas Day. Holiday pay will only be paid on the days of which the clinic is otherwise open, and on the employee’s regularly scheduled work day. Employees are eligible for holiday pay beginning on day 1 of their employment.  If the holiday falls on a Saturday, time will be taken and the clinic will be closed the preceding Friday. If the holiday falls on a Sunday, time will be taken and the clinic will be closed the following Monday. 
Historically, RCDC is also closed on the Friday after Thanksgiving and Christmas Eve which are not eligible for holiday pay. Employees may elect to utilize PTO or their floating holiday for these days but are not required to do so. 
New Year’s Eve (December 31st) is not a paid holiday nor is the office closed (unless it or New Year’s falls over the weekend). RCDC uses the afternoon of the last business day of December to complete necessary end-of-year tasks. All employees, regardless of position, should be prepared to work the full day or until dismissed by their supervisor. 
In the event the clinic is closed outside of these events, such as for inclement weather, employees may elect to use PTO but are not required to do so. 
Floating Holiday Policy
Rawlins County Dental Clinic (RCDC) provides eligible employees—those who meet full-time and benefits eligibility—with four (4) floating holidays per calendar year, in addition to RCDC’s regular paid holidays.
Purpose and Use
Floating holidays are intended to provide flexibility and may be used for:
· Religious or cultural observances
· The employee’s birthday
· State or federal holidays not observed by RCDC
· Other personal time off, subject to supervisor approval

Floating holidays are made available at the beginning of each calendar year for current employees. New hires receive a prorated allotment based on the calendar quarter in which employment begins.
Floating holidays may be used at any time during the year with prior approval. Floating holidays may not be scheduled immediately before or after a paid RCDC holiday unless the clinic is closed.
Example:
 If Independence Day falls on a Thursday, a floating holiday may not be taken on Friday, July 5th, unless the clinic is closed.
In limited circumstances, such as an employee’s birthday, requests that fall adjacent to a paid RCDC holiday may be reviewed on a case-by-case basis to ensure adequate staffing.
Employees must specify the reason for the request when submitting a floating holiday request. Requests must be submitted and approved in advance. Floating holidays may not be backdated or used for unscheduled absences. Floating holidays may be used if the clinic is closed and the employee is otherwise unable to work.
Floating Holiday Coupons and Tracking
Floating holidays are issued in the form of floating holiday coupons, each representing eight (8) hours of paid time off.
Employees are responsible for retaining and managing their floating holiday coupons.
When a floating holiday is used, the employee must attach the corresponding coupon to the timesheet for the applicable pay period.
If a floating holiday coupon is not attached, the time off will be recorded as PTO.
RCDC does not independently track floating holiday usage or balances.
· Lost or misplaced floating holiday coupons will not be replaced.
Accrual and Separation
Floating holidays accrue at a rate of one (1) day per calendar quarter. Employees may, with approval, use floating holidays in advance of accrual. Advance use is permitted with the understanding that the employee intends to remain employed for the full calendar year.
If an employee separates from employment prior to year-end and has used more floating holidays than earned on a prorated basis:
· Unused floating holidays are forfeited and will not be paid out upon separation.
· Used but unearned floating holidays will be deducted from the employee’s final paycheck at the employee’s regular rate of pay at the time the floating holiday was used, as permitted by law.
Expiration
Floating holidays do not roll over from year to year. Any unused floating holidays at the end of the calendar year are forfeited.
By requesting and using floating holidays, employees acknowledge and agree to the terms of this policy.
 
Separation from RCDC 
This section outlines resignation and termination of our employees as well as a general progressive disciplinary action process. We remind you that Kansas is an employ “at-will” state. This means that you or RCDC may terminate our employment relationship at any time and for any non-discriminatory reason(s). 
 
Progressive Discipline Process 
Our progressive discipline process has four (4) steps of increasing severity. These steps are as follows: 
i. Verbal warning and informal meeting with supervisor 
ii. Formal written warning 
iii. Formal disciplinary meeting and corrective action plan 
iv. Termination 
The severity of the discipline will correspond to the severity of the transgression. For example, a minor, one-time offense will trigger Step I. More severe violations may skip the first steps and result in more advanced disciplinary action. 
Supervisors will inform an employee when a progressive discipline process is launched. Additionally, supervisors will document all verbal and written warnings, corrective action plans, and supporting documents for the employee’s file. Pointing out a minor performance issue is not necessarily a verbal warning and may be considered part of general, ongoing feedback by an employee. Supervisors may skip or repeat steps at their discretion, within reason, however, RCDC is not obligated to follow the steps in the discipline process. Employees may be terminated without launching a progressive disciplinary process without warning for serious violations. 
Exit Process 
Upon resignation, HR will set an exit interview date with the employee. This interview is meant to gain insight for organization leadership to work towards a better work environment. The information provided is confidential and does not impact any relations with the employee at separation. At this time, HR will also discuss removal from Slack, benefits, IRA, PTO payout, active account balances, eligibility for rehire, and the employee’s final paycheck. If an employee’s account is not paid in full by their last day of work, the remaining balance will be deducted from the employee’s final paycheck. 
On the final day of employment, the employee will need to remove all personal belongings from the premises and turn in any keys, clinic property, and other items supplied by RCDC. 
 

Appendix A: Chain of Command 
I have a question/comment about… 
· Time off requests 
· Policy and procedure directly relevant to my position 
· Conflict with peer 
 
I have a question/comment about… 
· the suction in an operatory, pano not working, etc. 
· Equipment malfunctions 
· Dental supplies 
· Clinical best practices 
· How to maintain/clean equipment 
 
I have a question/comment about… 
· HR – reviews, compensation, benefits, PTO,  conflict with peer/supervisor/management,  professional development etc. 
· Payroll – time sheets, changing information,  tax withholding, etc. 
· Internal collections – ARSI payoff amounts,  delinquent accounts 
· Sedation – paperwork, scheduling 
· Marketing/Media/Branding 
· Accounts payable 
 
I have a question/comment about… 
· Scheduling 
· Insurance – billing, pre-authorizations, coverages, credentialing 
· Patient account status, payments, etc. 
· Office supplies 
· General business office/front desk questions 
I have a question/comment about… 
· Financials 
· Strategic planning 
· Grants/Funding 
· Recruitment 
· Overall clinic policy and procedure 
· Conflict with Administrative Manager 
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Rawlins County Dental Clinic Organization Chart                 
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* Dentists are wholly autonomous in patient care and within their scope of practice but will report to the Clinical Manager for all
other things such as purchasing supplies, equipment, lab questions, etc. Similarly, assistants report to for the same.
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