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1.   ABOUT PMSI TC  \f c \l "1" 
PMSI is a comprehensive healthcare organization that is comprised of a number of physician practices located in Pottstown, PA and surrounding communities. PMSI was formed in August 1978 through the merger of three Internal Medicine Practices and was initially known as Deviney, Guthrie and Popolow, LTD. In May 1980 the office was moved to its current location at 1591 Medical Drive and our name was changed to Pottstown Medical Specialists, Inc. (PMSI) 

Over the years a number of additional medical specialties have been added to the company including the areas of Gastroenterology, Cardiology, Pulmonology, Nephrology, Oncology, Orthopedic Surgery, and Rheumatology. These specialties are complimented by additional services such as an Ambulatory Surgery Center, Sleep Center, Nutrition Counseling, and a Nuclear Cardiology camera.

PMSI also has developed a strong Family and General Practice division. The acquisition and merger of practices as well as opening new practices strategically located throughout the tri-county area have continued this growth.

In May 1998, PMSI partnered with Main Line Health System, a large tertiary healthcare system and Pottstown Memorial Medical Center, a member of the CHS system. This unity between all aspects of our network of healthcare providers allows a continuum of care that enables the company to accomplish our mission: “To provide quality, compassionate care to the residents of our communities which not only maintains but also improves their overall health.”

PMSI does not discriminate based on race, ethnicity, national origin, religion, sex, age, mental or physical disability or medical condition, sexual orientation, claims experience, medical history, evidence of insurability (including conditions arising out of acts of domestic violence), disability, genetic information, or source of payment in the delivery of health care services and will accept for treatment any member in need of the health care services they provide.

2.   HANDBOOK INTRODUCTION TC  \f c \l "1" 
This Employee Handbook is written and designed to provide information and guidance to all employees and to be particularly helpful in acquainting new employees with our various policies and practices. It also includes a summary of our available benefit programs.

As a new employee, this new Handbook should answer many questions you may have regarding your employment with PMSI. You are expected to read this Handbook as soon as possible. 

The statements in this Handbook are not intended to be all-inclusive but to present a summary or guideline to more formalized policies and programs. The benefits, policies, and procedures outlined in this Handbook are constantly reviewed and revised as necessary to meet our needs resulting from both the growth of the Company and the changing environment in which we live and work. PMSI reserves the right to revise, supplement and rescind any policies, programs, or portions of this Handbook. Employees will be notified if changes to this Handbook should occur. Neither this Handbook nor any future revisions or supplements to it create an expressed or implied contract or a guarantee of continued employment for any particular period of time.

Whenever you have a question about PMSI policies and procedures you can refer to this Handbook for guidance. If you should still have questions, your supervisor or Administration will be happy to answer your questions or direct you to someone who can. In some cases, such as employee insurance benefits for example, the official policy may be covered in more detail in a separate booklet, procedure or document. If a question of interpretation arises, the official document will take precedence over this Handbook.

The next page serves as an Acknowledgement of Receipt. You must sign it and return it to your supervisor shortly after beginning employment. This will become a part of your permanent personnel record. 

EMPLOYEE HANDBOOK ACKNOWLEDGEMENT OF RECEIPT

This statement is to acknowledge that I have received a copy of the PMSI Employee Handbook. I understand that this Handbook describes important information about PMSI. I am aware that should I have any questions that are not answered in this booklet or if there is something in this Handbook that I do not understand, I am to contact Administration.

I understand that this Employee Handbook is merely a guide for employees concerning policies, procedures, practices, benefits, etc. and does not constitute a contract of employment or a legal document. I have entered into this employment relationship with PMSI voluntarily and acknowledge that there is no specified or guaranteed length to my employment.

I recognize that the guidelines in this Handbook may be changed from time to time, with or without notice, at management’s sole discretion. I understand that any revised information may supercede, modify or eliminate existing policies, procedures, benefits etc. and that only the CEO has the authority to adopt any revisions to this Handbook.

I understand that it is my responsibility to read, understand and comply with the policies contained in this Handbook as well as any future revisions made to it.

EMPLOYEE SIGNATURE
PRINTED NAME
DATE
3.   COMMUNICATIONS TC  \f C \l "1" 
PMSI recognizes the importance that an effective communications effort has on maintaining and preserving the good working environment that we have developed. We believe that all employees should be kept informed about our general plans and activities as they may relate to your specific job.

Your supervisor can be a good source of information to you. However, the Administration of PMSI is your main source of information and guidance and will keep you informed about issues that can affect your job and your performance.

You will find bulletin boards at all of our locations. Theses are used to post important information and notices of interest that may affect you, including changes to employee benefits and work rules. You should make it a habit to read this information frequently.

We also utilize regular staff meetings, paycheck stuffers, mailings and other means of communication to keep you informed of issues of interest.

The following sections under this heading are intended to communicate our policies and beliefs to emphasize the importance that PMSI places on each.

EMPLOYEE RELATIONS PRINCIPLES TC  \f C \l "3" 
To our patients, you represent the company. To them, what you do and how you say things are extremely important. Companies, like individuals, have personalities that can be friendly and warm. You help form our company’s personality to our patients, regardless of your position.

PMSI believes very strongly that a positive working environment for all of our employees has helped us to attain our goal of providing professional medical service of the highest quality to our patients. For this to continue, adhering to the following Employee Relations Principles must be a continuing goal for all of us:

1. The success of our company is dependent upon the quality and dedication of our employees, who truly are our greatest asset.

2. We must all strive to treat each other, regardless of level in the organization, with dignity and respect.

3. We believe that our employees are intelligent, mature individuals and will be treated as such.

4. The company values the opinions of our employees and encourages their comments and suggestions about ways that our work can be completed in a more efficient and/or effective manner.

5. Our interactions with each other will be guided by patience, compassion and understanding.

6. PMSI will strive to enforce its personnel policies and procedures in a fair and consistent manner to reduce any perceptions of favoritism.

PROBLEM RESOLUTION PROCEDURE TC  \f C \l "3" 
It is our intention to maintain good working conditions and strive to provide fair and prompt consideration of work-related problems or complaints from employees. In order to promote the speedy resolution of any work-related problems you might have, we have developed a formal Problem Resolution Procedure.

Anyone desiring to bring a problem or complaint to the attention of the Chief Executive Officer, or his/her designate, should do so within ten (10) days of the alleged incident.

The CEO, or his/her designate, then will investigate the allegation and an appropriate course of action will be taken when deemed necessary. The outcome of the investigation will be reported to you as expeditiously as possible. Every effort will be made to communicate this outcome to you within ten (10) days of the initial report of the complaint. On occasion the specifics and circumstances of concluding a thorough investigation of a complaint may affect the ability to meet this time guideline.

The Chief Executive Officer is the highest level of PMSI management for the review of employee complaints or problems. The decision made by the CEO will be final.

EQUAL EMPLOYMENT OPPORTUNITY TC  \f C \l "3" 
PMSI is an equal opportunity employer. It is our policy to comply with all local, state and federal laws prohibiting discrimination in employment. All employees, regardless of job title, and applicants are treated without regard to their race, color, religion, creed, gender (except where sex is a bona fide occupational qualification), age, sexual orientation, national origin, marital status, veteran status, disability or any other characteristic protected by law. In order to provide equal employment opportunities to all employees, employment-related decisions at PMSI are based on merit, qualifications and abilities. Such action includes, but is not limited to, the following: employment, promotion, demotion, transfer, layoffs, termination, recruitment and selection for training or affiliated educational, social and recreational programs, and any other term or condition of employment.

Any employee with a question or concern about any type of discrimination in the workplace, including harassment or retaliation, is encouraged to bring this issue to the attention of the Chief Executive Officer by utilizing our internal PMSI Problem Resolution Procedure (see above). The CEO is responsible for PMSI’s compliance with EEOC policies and procedures.

DISABILITY ACCOMODATION TC  \f C \l "3" 
PMSI is committed to complying fully with the Americans with Disabilities Act (ADA) and ensuring equal opportunity in employment for qualified disabled employees or applicants. All employment practices and activities are conducted on a non-discriminatory basis.

Hiring procedures provide individuals with disabilities meaningful employment opportunities. Pre-employment inquiries are made only regarding an applicant’s ability to perform the essential duties of the position.

Reasonable accommodation, which does not cause an undue burden, is available to disabled employees if a disability affects the performance of essential job functions.

PMSI is committed to non-discrimination against any employee or qualified applicants because they are related to or associated with a person with a disability. PMSI follows the ADA and any state or local law that provides individuals with disabilities greater protections than the ADA. There will be no discrimination on the basis of a perceived disability.

HARASSMENT TC  \f C \l "3" 
PMSI is committed to providing a work environment that is free of discrimination and unlawful harassment, whether that harassment is based on an individuals’ sex, race, ethnicity, age, religion, disability or any other legally protected characteristic. Harassment (both overt and subtle) is a form of employee misconduct that is demeaning to another person, undermines the integrity of the employment relationship and is strictly prohibited. PMSI will not tolerate harassment of its employees in any form.

Sexual harassment is broadly defined as unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature. This conduct will be unlawful when:

1. Submission to the conduct is explicitly or implicitly a term or condition of an individual’s employment.

2. Submission to or rejection of this conduct is a basis for employment decisions.

3. This conduct has the purpose or effect of substantially interfering with an individual’s work performance or creates an intimidating, hostile or offensive work environment.

Employees, without any fear of retaliation, are encouraged to bring any form of unlawful harassment to the attention of the Chief Executive Officer by utilizing our internal PMSI Problem Resolution Procedure (details on Page 2-2). Any employee, supervisor, or manager who becomes aware of possible sexual or other unlawful harassment of any kind must promptly advise the CEO accordingly.

Upon receiving such information, the company will investigate the complaint and review the results of the investigation with that person. Every effort will be made to keep all matters related to the investigation as confidential as possible. 

Disciplinary action, up to and including termination, will be taken against any employee engaging in unlawful harassment of any kind. 

BULLETIN BOARDS TC  \f C \l "3" 
Bulletin boards are maintained at each of our locations for the purpose of disseminating information of interest to employees.

These notices may include official company information that relates to operational issues, employee benefits, work rules, etc. You should make it a habit to read this information frequently.

Employees also have the opportunity to have personal notices posted on the bulletin boards. These notices should have prior supervisory approval before they are posted. The posting of individual notices on PMSI bulletin boards is a privilege and should not be abused. If notices are posted that are tasteless, obscene or contrary to PMSI’s interests, this privilege may be revoked.
WEBSITE

PMSI also utilizes the employee section of the company website, www.pmsiforlife.com, for access to various forms, notices and general information.

4.   POLICIES & PRACTICES TC  \f c \l "1" 
EMPLOYEE CATEGORIES TC  \f C \l "3" 
When you read this Employee Handbook, you will see terms like “full-time, part time Category 1, etc.” In order to help you understand what is meant by these terms we have provided the following definitions. These terms may be used individually or in combination with each other. If you have any questions about the meaning of any of these terms, please contact Administration.

DEFINITIONS:

Full-time: An employee who is regularly scheduled to work a minimum of thirty–five (35) hours or more per week and whose job has no pre-defined limits as to length. Full-time employees generally qualify for all company benefit programs as set forth elsewhere in this Handbook. 

Part-Time Category 1: An employee who is regularly scheduled to work between twenty (20) and thirty-five (35) hours per week and whose job has no pre-defined limits as to length. Employees in this category generally qualify for many of the company benefit programs as set forth elsewhere in this Handbook. 

Part-Time Category 2: An employee who is regularly scheduled to work less than twenty (20) hours per week and whose job has no pre-defined limits as to length. Employees in this category may qualify for some of the company benefit programs as set forth elsewhere in this Handbook.

PRN: An employee who is not regularly scheduled to work but may be called upon from time to time to work as a need arises. These time periods may range from several hours to several days as assigned. Although these assignments may be scheduled in advance, there generally is little or no advance notification. Employees in this category are not eligible for any company benefits except as mandated by law.

Temporary: Any employee, regardless of the number of hours regularly scheduled to work, who has been hired to work on a temporary project or assignment that may be of definite or indefinite duration, not to exceed one (1) year. A temporary employee has no expectation of attaining any of the previously described categories, no matter the length of the project or assignment. A temporary employee is not eligible to accrue time or receive benefits except those legislated by law in accordance with PMSI eligibility requirements. Should a temporary employee subsequently attain a regular employment status, credit for time worked in the temporary status will be given towards eligibility waiting periods for company sponsored benefit programs.

INTRODUCTORY PERIOD TC  \f c \l "3" 
The introductory period is intended to give new employees the opportunity to demonstrate their ability to achieve a satisfactory level of performance and to determine whether the new position meets their expectations.  PMSI uses this period to evaluate employee capabilities, work habits, and overall performance.  Either the employee or PMSI may end the employment relationship at will at any time during or after the introductory period, with or without cause or advance notice.
All new and rehired employees work on an introductory basis for the first 90 calendar days after their date of hire.  Employees who are promoted or transferred within PMSI must complete a second introductory period of the same length with each reassignment to a new position.  Any significant absence will automatically extend an introductory period by the length of the absence.  If PMSI determines that the designed introductory period does not allow sufficient time to thoroughly evaluate the employee’s performance, the introductory period may be extended for a specific period.

In cases of promotions or transfers within PMSI, an employee who, in the sole judgment of management, is not successful in the new position can be removed from that position at any time during the secondary introductory period.  
Upon satisfactory completion of the introductory period, employees enter the “regular” employment classification.

During the initial introductory period, new employees are eligible for those benefits that are required by law, such as workers compensation insurance and Social Security.  After becoming regular employees, they may also be eligible for other PMSI-provided benefits, subject to the terms and conditions of each benefits program.  Employees should read the information for each specific benefits program for the details on eligibility requirements.  Changes to the start date of any PMSI provided benefit will not impact the length of the introductory period.

Benefits eligibility and employment status are not changed during the secondary introductory period that results from a promotion or transfer within PMSI.
WAGES AND SALARIES TC  \f c \l "3" 
PMSI makes every effort to provide its employees with wages and salaries in line with other companies within the community and general area for similar work requiring like responsibility, experience and skill. We also attempt to identify the relative value of each job in comparison to all other jobs within the company. Each job is generally described 
and as changes in content and requirements occur, new descriptions will be prepared.

The salary structure generally is reviewed annually.

PROMOTION/TRANSFER OPPORTUNITIES TC "PROMOTION/TRANSFER OPPORTUNITIES" \f C \l "3" 
It is to our mutual advantage to have you grow in your job and in the company. Every effort is made to promote from within whenever possible. Most job openings are posted and you are encouraged to contact Administration to express interest in being considered for any position for which you feel you are qualified. The final decision, of course, rests with the company and will be based on, among other things, qualifications, demonstrated ability, experience, past performance and what is in the best interest of both the employee and PMSI.  Employees must remain in the new position for one (1) year. 

PAYROLL TC "PAYROLL" \f C \l "3" 
Direct Deposit

PMSI utilizes direct deposit to pay employees.  When you are hired, you must complete the Authorization Agreement for Direct Deposit form.

Payday/Pay Periods TC "Payday/Pay Periods" \f C \l "5" 
Hourly Employees:  The pay period begins on a Sunday, is bi-weekly, and ends fourteen (14) days later on a Saturday. The payday for each pay period is the following Thursday. The period of time between that Saturday (end of the pay period) and the following Thursday (payday) is needed to process the time records, compute your pay and prepare your check.

Salaried Employees:  Salaried employees are paid on a semi-monthly basis, on the 1st and 15th of the month.  The pay period for the 1st is from the 15th to the end of the prior month, and the pay period for the 15th is from the 1st through the 14th.  
Paystub Distribution TC "Paycheck Distribution" \f C \l "5" 
Paystubs normally are available for distribution at each location by noon on payday. If an employee is unexpectedly absent on a payday, the supervisor will hold the stub until the employee returns or other arrangements are made. If a payday should coincide with a company observed holiday, every effort will be made to distribute paystubs on the last workday preceding the holiday.  If the pay date falls on a Saturday the pay will be Friday, and if it falls on a Sunday the pay will be the following Monday.
PMSI takes all reasonable steps to ensure that paychecks are accurate and are paid promptly on scheduled paydays. If you believe that an error in calculating the amount of pay has been made, promptly bring this discrepancy to the attention of Administration for review. Adjustments, if necessary, usually will be made to your next paycheck.

Classifications TC "Classifications" \f C \l "5" 
Exempt: Employees in this classification are salaried individuals employed in a position that is not subject to the provisions of the Federal Fair Labor Standards Act and/or various state laws governing, among other things, overtime pay, minimum wages and timekeeping requirements. These employees are not eligible for overtime compensation; however, they are required to maintain accurate time records by utilizing the Time and Attendance Module of Optimum Payroll System. 
Non-Exempt: Employees in this classification are paid on an hourly basis for all hours actually worked according to the provisions of the Federal Fair Labor Standards Act and/or various state laws. These employees are paid overtime (at least one and one-half times their regular hourly rate) for all hours actually worked in excess of forty (40) hours per week. They also are required to maintain accurate, legal hours worked time records by utilizing the Time and Attendance Module of Optimum Payroll System. 
Overtime Payments TC "Overtime Payments" \f C \l "5" 
An hourly rate of pay is established at the time of hiring for all non-exempt employees. If you are employed in an hourly, non-exempt job classification that entitles you to overtime pay, our policy is to pay overtime at the rate of 1 ½ times your basic hourly rate of pay, on the following basis:

1. 1 ½ times your regular rate for all hours actually worked in excess of 40 hours per week. The workweek begins at 12:01 AM on Sunday and ends at midnight on the following Saturday. 

2. 1 ½ times your regular hourly rate for all hours actually worked on a company observed holiday (12:01 AM to midnight). 

NOTE:  PTO, holiday, bereavement and jury duty pay are not considered time worked for the purpose of computing overtime. All overtime must be approved in advance by your supervisor.

Timekeeping Records TC "Timekeeping Records" \f C \l "5" 
PMSI is required by law to keep an accurate record of the time worked by all hourly, non-exempt employees to insure that they are paid properly. All non-exempt employees are required to use the Time and Attendance Module of Optimum Payroll System 
that is utilized in each of our locations. Your supervisor will instruct you on the use of this system. 
Contact Administration if you have any questions concerning this information.  Paid hours are based on the hours calculated by the Time Clock Module. Only hours that are recorded can be paid. The Time Clock Module will round all time to quarter-hour (1/4) intervals as follows:

1. Up to 7 minutes before any quarter hour and 8 minutes past any quarter hour will be rounded to the quarter hour (example: 11:55AM will be rounded to 12:00PM; 1:06PM will be rounded to 1:00PM). 

All late arrivals for work, regardless of the length of time late or whether that time is paid or not paid, will be considered as lateness for record keeping and disciplinary purposes.

The timekeeping records we are required to maintain are legal documents and the property of PMSI. Any attempt to falsify time or pay records will result in disciplinary action up to and including termination.

Payroll Deductions TC  \f C \l "5" 
The company is required by law to withhold Federal Income and Social Security taxes from your wages. We must also withhold State Income, Local Earned Income, Emergency Services and State Unemployment Taxes. You may also authorize additional deductions to be made from your pay for programs such as health insurance, 401(k) contributions, etc. All deductions will be reflected on your paystub, as will year-to-date totals for each of these items.

We are required to honor any court or government ordered garnishments or wage attachments. In order for wages to be garnished (e.g. child support, tax levy, student loan, etc.), a signed order must specify the amount to be garnished, the reference number and the mailing address to which a check is to be sent. The signed order to have wages attached should be sent to the attention of the Controller.

An annual statement (W-2) of your total earnings and taxes withheld for the previous year will be given to you no later than January 31st of the following year. This form is needed to complete your Federal, State and Local Income Tax Returns.

If you wish to change exemptions or the amount of tax being withheld, the necessary form is available at the employee section of the PMSI website, office supervisor, or by contacting Administration.

Personnel Records/Disclosure TC  \f c \l "5 
A personnel file is established for every new employee when employment begins. Certain specific and other job-related documents must be retained in your individual personnel file. The contents of each employee’s personnel file are confidential and will be safeguarded against unauthorized access or disclosure. 

Every new employee, at the time of employment, must complete:

1. W-4 Form
2. I-9 Employment Eligibility Form (including required documentation)

3. In Case of Emergency Contact Form

4. Employee Handbook Acknowledgement of Receipt Form

5. Compliance Program Awareness Certification Form 


6.   Employee’s Acknowledgment of Physician Panel Form


7.   Password Form for Payroll and C&S System


8.   Authorization Agreement for Direct Deposit


9.   Authorization Form for Consumer Reports


10.  Applicant’s Agreement & Certification Form


11.  Scheduled Hours Form
Every Employee, at the time of qualification for participation, must complete:

1. 401(k) Enrollment and Beneficiary Designation Form

2. Life Insurance Enrollment/Beneficiary Designation Form

3. Group Health Insurance Enrollment Application (or the Form For Declining Healthcare Coverage)
It is your responsibility to promptly report to Administration any changes in the following information:

1. Name

2. Address

3. Home telephone number
4. Marital status

5. Status of any dependents (including acquiring new dependents and children losing dependent status)

6. Beneficiary

7. Emergency contact information

You are entitled to inspect the contents of your personnel file. This can be done on an appointment basis by contacting Administration and providing at least twenty-four (24) hours advance notice. This inspection must occur during your non-working time and take place in the presence of the CEO or a designee.

Nothing may be removed from the personnel file nor can anything be written on or added to any of the contents of the file. You may take notes and you can request copies of anything in the file, which will be provided at that time. You may also request to have a separate statement added to the file.
LEAVE OF ABSENCE TC  \f c \l "3" 
An unpaid Leave of Absence may be granted to employees under certain circumstances and conditions. Each request is reviewed individually and the decision to approve is based upon various factors such as urgency, length of service and appropriate business and administrative issues. The decision will be made subject to compliance with existing federal and state law requirements (e.g. Family and Medical Leave Act, Uniformed Services Employment and Reemployment Rights Act (USERRA), Pennsylvania Worker’s Compensation Act, PHRA, ADA, Title VII, ADEA, etc.).

Purpose TC "Purpose" \f C \l "5" 
The purpose of granting a Leave of Absence (LOA) is to enable employees to be absent from work for a designated, pre-approved period of time for reasons related to health, personal and family situations or military obligations while providing for possible future employment reinstatement.

Administrative Issues TC "Administrative Issues" \f C \l "5" 
Paid Time Off Benefits
     PTO can be used as follows during an approved LOA:

·  An employee must use current accrued PTO pay in accordance with the provisions of the PTO benefit program.

· An employee must use all banked sick time (if applicable) following the exhaustion of all current accrued PTO time.

· An employee must use all banked PTO (if applicable) following the exhaustion of all current accrued PTO and sick bank time.

· Unpaid time while on a LOA will not be considered towards an employee’s accrual of additional current year PTO pay. 
· An individual on LOA is not eligible for holiday, bereavement or jury/witness duty pay.

· Employees on LOA will be subject to the same paid time off guidelines and requirements as an actively working employee concerning carryover, forfeiture, etc.

Insurance Benefits

· Plans that are paid in full by the company prior to the start of a LOA will continue in the same manner while an employee is on an approved LOA.

· Employees are responsible to continue making their portion of premium payments for any insurance selected that requires employee contributions. This includes the standard insurances and any voluntary, optional plans. At the time a LOA is approved, the procedure to follow for payment of the employee’s portion of the insurance premiums will be received.

Procedural

· Medical certifications may be required to be provided within 15 days by the appropriate employee’s or family member’s health care provider to authenticate the date the condition commenced, likely duration of the condition, medical facts relative to the condition known by the provider as well as a statement that the employee is either unable to perform the essential functions of his/her position or that the employee is needed to care for the family member and an estimate of the time needed. The company may, at its own expense, require a second opinion be provided by someone of its own choosing. If these two medical opinions conflict, a third opinion may be required (again at company expense). This would be provided by a mutually agreed upon individual and this opinion would be controlling.

· Upon notice of the need for a FMLA leave, Administration will provide the employee with notice detailing specific expectations and obligations of the employee and explaining any consequences of failure to meet these obligations. 

· Job restoration will occur upon completion of FMLA leave. An employee will be returned to his/her former position or to an equivalent position with equivalent benefits, pay and other terms and conditions of employment. However, an employee on a FMLA leave does not have any greater right to reinstatement or to other benefits and conditions of employment than if the employee had been continuously employed during the FMLA leave period.

· Employees returning from a LOA due to their own serious health condition must bring a doctor’s statement authorizing this return to work. 

Employees will not be permitted to resume work activities without a doctor’s release!

· If an employee cannot return to work when the FMLA 12-week maximum is reached, a request for conversion to a Personal Leave of Absence may be submitted (see Personal Leave section of this policy for additional details).

NOTE: If it becomes known that an employee is working at another job during an approved leave of absence, that employee may be terminated immediately.

Obviously, all situations cannot be covered within the scope of a written policy. The CEO will review different or unusual cases individually and make a final determination as to the proper disposition.

Types of Leave TC "Types of Leave" \f C \l "5" 
Family Medical Leave Act (FMLA) TC "Family Medical Leave Act (FMLA)" \f C \l "5" 
This law, which went into effect in 1993, is available to provide leave for employees who meet certain eligibility requirements. The law is very complex and includes specific guidelines and requirements for both employees and employers. The following highlights the most important of these details:

Definitions:

1. Covered Employers: Private companies that have 50 or more employees within 75 miles of the worksite during at least 20 calendar weeks in the current or preceding year must comply.

2. Covered Employees: To be covered, an employee must have been employed at least 12 months and have worked at least 1250 hours in the 12 months preceding commencement of FMLA leave. (NOTE: An employee with less than 12 months of service or who has not worked at least 1250 hours during the past 12 months or has already used their annual 12 allotted weeks of FMLA leave may request a Personal Leave (see Personal Leave section for details).

3. Family Member: Son, daughter, spouse, parent

4. Serious Health Condition: An illness, injury, impairment, or physical or mental condition that involves:

a. Any period of incapacity or treatment in connection with or consequent to inpatient care (i.e. an overnight stay) in a hospital, hospice, or residential medical care facility.

b. Any period of incapacity that requires an absence from work, school, or other regular daily activities, of more than three calendar days, that also involves continuing treatment by (or under the supervision of) a health care provider (which may also include absences as a result of work related illness or injury (worker’s compensation)) subject to meeting employment eligibility criteria.

c. Continuing treatment by (or under the supervision of) a “health care provider” for a chronic or long-term condition that is incurable or so serious that, if not treated, would likely result in a period of incapacity of more than three calendar days; or for prenatal care.

5. Continuing Treatment: The employee or family member in question is treated two or more times for the injury or illness by a health care provider. Normally this would require visits to the health care provider or to a nurse or physician’s assistant under the direct supervision of the health care provider. It can also mean that the employee or family member is treated for the injury or illness two or more times by a provider of health care services (i.e. physical therapist) under orders of, or on referral by, a health care provider, or is treated for the injury or illness by a health care provider on at least one occasion which results in a regimen on continuing treatment under the supervision on the health care provider (i.e. a course of medication or therapy) to resolve the health condition.

It also may mean that the employee or family member is under the continuing supervision of, but not necessarily being actively treated by, a health care provider due to a serious long-term or chronic condition or disability which cannot be cured. Examples include persons with Alzheimer’s, persons who have suffered a severe stroke, or persons in the terminal stages of a disease, which may not require active medical treatment.

· Health Care Provider: “A doctor of medicine or osteopathy, who is authorized to practice medicine or surgery (as appropriate) by the State in which the doctor practices” or “ any other person determined by the Department of Labor (DOL) to be capable of providing health care services.” Under the DOL’s regulations, other “individuals capable of providing health care services” include only podiatrists, dentists, clinical psychologists, optometrists, chiropractors, nurse practitioners, nurse-midwives, and Christian Science.

· Equivalent Position: A position that must have the same pay, benefits, and working conditions, including privileges, perquisites and status. It must involve the same or substantially similar duties and responsibilities, which must entail substantially equivalent skill, responsibility and authority.

Leave Entitlements TC "Leave Entitlements" \f C \l "5" 
PMSI has determined that the 12-month period will be measured forward from the date any employee’s first FMLA leave begins.  A covered employee is entitled to twelve (12) “workweeks” of leave during the twelve-month period observed by the employer:

1. For the birth of a child

2. For the placement of a child with the employee for adoption for foster care

3. To care for a “family member” with a “serious health condition”

4. As a result of a “serious health condition” which makes the employee unable to perform the functions of his/her own job.
Subject to the terms, conditions, and limitations of the applicable plans, PMSI will continue to provide health insurance benefits for the full period of the approved leave provided that arrangements have been made for Employee to pay his or her share of the premium during that time period.

Benefit accruals, such as PTO, or holiday benefits will continue during paid leave, but will not accrue during any unpaid leave.  

Personal: This leave, subject to Administrative review and approval, is available to employees immediately upon beginning employment. This type of unpaid leave is available to employees who need to attend to personal matters that fall outside the scope of the Family Medical Leave Act (FMLA) or when FMLA eligibility requirements have not been met or when FMLA duration maximums have been reached (see FMLA section for further details).

Requests for a Personal Leave should be in writing and submitted to Administration at least ten (10) days in advance or as soon as practicable related to the facts and circumstances of the situation. Each request will be reviewed individually. Approval of any request will be for a fixed period of time, not to exceed 30 days.

If an employee on an approved leave is unable to return to work after 30 days, an extension may be requested through Administration. As with the original request, Administrative approval may be granted for up to an additional 30 days. A request for an extension should be submitted at least 10 days before the expiration of a current leave.

Military: This leave, which is available to employees immediately upon beginning employment, is provided by PMSI to enable employees to fulfill their military obligations to the Armed Forces, Reserves, or National Guard. This is generally utilized for the annual 2-week training sessions but may also be used should an emergency activation (call-up) situation occur. 

In accordance with USERRA, employee paid-time-off benefits do not accrue during this absence. Upon return to work; an employee will be reinstated with full seniority and credit for the time actually spent on a Military LOA.

An employee called to active military duty should notify Administration immediately so proper arrangements can be made. Upon completion of duty, an employee is expected to return to active work in accordance with the provisions of USERRA. If this does not occur, it will be assumed that the employee has voluntarily resigned.

REIMBURSEMENT FOR JOB-RELATED EXPENSES TC  \f C \l "1" 
Expenses incurred directly for your job will be reimbursed through accounts payable after submission of all receipts. No purchases are to be made without the express approval of the doctor to whom you report; the Chief Executive Officer or your supervisor.

No PMSI vendor accounts are to be used by employees for personal purchases.

CONFIDENTIALITY TC  \f C \l "3" 
As a condition of continued employment with PMSI, employees agree to hold in confidence all confidential information which they may acquire while employed, except as specifically authorized in the course of performing their job responsibilities.

Absolute and complete confidentiality is expected concerning any information that is either directly or indirectly related to our patients, our employees or any aspect of PMSI’s business operation (e.g. procedures, purchasing, billing, correspondence, etc).

Outside of job responsibilities, there will never be any excuse for any individual to reveal or to discuss the details of any of the above indicated types of information with anyone, including family, friends, or co-workers.

Any employee who compromises the confidentiality of any information related to PMSI’s business, patients or employees will be subject to disciplinary action up to and including immediate termination.

EMERGENCY CLOSINGS TC  \f C \l "3" 
At times, emergencies such as severe weather can disrupt company operations. In extreme cases, these circumstances may require the closing of some or all PMSI offices. 

When operations are officially closed due to emergency conditions, the time off from scheduled work will be unpaid. With supervisory approval, employees may use available paid leave time, such as unused PTO benefits.
In cases where an emergency closing is not authorized, employees who fail to report for work will not be paid for the time off. Employees may request available paid leave time such as unused PTO benefits.

LICENSES, REGISTRATIONS AND CERTIFICATIONS TC  \f C \l "3" 
Employees whose job duties require continued license, registration or certification by the State or one of its professional service agencies must, at their own expense, maintain a current license, registration or certificate. Employees are required to furnish a copy of all licenses, registrations and certificates, as well as renewals, to Administration.

Employees whose job duties require license, registration or certification are encouraged to maintain their own professional liability insurance coverage.

RESIGNATION/TERMINATION TC "RESIGNATION/TERMINATION" \f C \l "3" 
While we hope that your association with PMSI will be a satisfying experience, we realize that our employment relationship may end some time in the future.

A resignation occurs when an employee voluntarily initiates the employment separation process. This includes those situations when proper advance notice has been given and the individual is eligible for rehire consideration. A termination is a separation that is usually involuntary and initiated by the company.

A voluntary resignation should be submitted in writing by the employee to Administration.  The minimum satisfactory resignation notice period under any circumstance is two (2) weeks, so appropriate arrangements and plans can be made. 
5.   BENEFIT PROGRAMS TC  \f C \l "1" 
Fringe benefits are a very important part of your total compensation package. We are proud of the quality and comprehensiveness of our overall combined package of wages and company- sponsored and voluntary, supplemental benefits that are available to our employees. Each of these programs further reinforces our continuing belief that you are an important and valuable asset – not only to us, but also to your family.

Our benefit package includes Health/Prescription/Dental Insurance, Life and Accidental Death & Dismemberment Insurance, 401(k) Plan, paid time off and holidays. To complement this core of company provided benefits, we also offer a variety of additional, specialized voluntary programs including Supplemental Life Insurance, Accidental Death & Dismemberment Insurance, Cancer Medical/Income Replacement and Short Term Disability Insurance.

In general, eligibility for benefits is based upon length of employment and your current “Employment Category” as defined on page 4-1 of this Handbook. Eligibility criteria for each specific benefit can be found on the following pages in this Benefit Programs Section.

Some of our benefit programs may require employee contributions. Health and Dental Insurance will be handled by payroll deduction on a pre-tax basis through our Section 125 Plan.

Details of all these benefits are outlined in this Handbook or separate booklets and pamphlets. The Company reserves the right to change any of the provisions of these benefits, including the insurances and the carriers. If you should have any concerns or questions about your benefits, please contact Administration directly for assistance. 

INSURANCE
Health/Prescription TC  \C E \l "5" 
Purpose

The purpose of our Employee Group Health Insurance Program is to provide you and your family with financial assistance for hospital, physician and medication expenses and protection from catastrophic, financially devastating medical costs. Our flexible benefit plan design, which includes several different health insurance options, gives each employee the ability to select the plan and level of coverage that best meets the needs of their family.

Eligibility
Full-Time: Employees and their eligible dependents may be covered after completion of 90 days of employment

Part-Time Category 1: Employees and their eligible dependents may be covered after completion of 180 days of employment


Part-Time Category 2: Not eligible for this benefit

Effective Date of Coverage

The effective date of coverage for all newly eligible employees and their dependents will be the first day of the month following completion of the above-stated eligibility waiting periods.

Cost

The company will pay a percentage of the monthly premium expense to cover eligible full-time and part-time employees themselves under our basic level insurance option. Specific employee cost information and enrollment literature for all of our plans and levels of dependent coverage will be provided shortly before completing the eligibility-waiting period.

The employee portion of the monthly premium cost for individuals who choose dependent coverage or a higher-level plan option will be administered through payroll deductions. These deductions are handled on a pre-tax basis through our Section 125 Plan. 

Opt-out feature: As an additional feature of our health insurance program, the company will compensate any eligible employee who elects to decline health insurance coverage through PMSI. An employee will be compensated at the rate of $25 per month when coverage is declined.

This opt-out payment is made quarterly and is considered taxable income. An employee who elects to decline coverage must complete and sign the Decline Insurance Coverage Form and provide proof of other coverage. If an eligible employee has health care or dental coverage as a dependent of another PMSI employee, (s)he is not eligible to receive the opt-out payment.

Benefit Levels

Several different insurance options are available through our flexible benefit plan design. Please refer to the Summary Plan Description Booklets and enrollment literature for complete information regarding levels of coverage and specific benefit explanation.

General
Our plan provides a 2-week “Open Enrollment” period each year when employees can change their previous decisions about enrollment, dependent coverage or plan option selections. 
Dental TC  \f C \l "5" 
Purpose

The purpose of our Dental Insurance Plan is to provide you and your family with financial assistance for covered dental services. These covered services may include diagnostic, preventive, minor, general, oral surgery, restorations and orthodontics.

Eligibility


Full-Time: Employees and their eligible dependents may be covered after 
completion of 90 days of employment.


Part-Time Category 1: Employees and their eligible dependents may be covered 
after completion of 180 days of employment.


Part-Time Category 2: Not eligible for this benefit.

Effective Date of Coverage

The effective date of coverage for all newly eligible employees and their dependents will be the first day of the month following completion of the above stated eligibility-waiting periods.

Cost

The company will pay a percentage of the cost to cover employees and their eligible dependents. Specific employee cost information and enrollment literature will be provided shortly before completing the eligibility-waiting period.

Benefits

Dental benefits are often complex and detailed, and may include waiting periods before coverage will pay for some of the more major and extensive types of dental procedures. Please refer to the Summary Plan Description that is included in the packet of enrollment literature you will receive shortly before reaching completion of the eligibility-waiting period for details concerning benefit levels.

General

 A detailed COBRA information section concerning your ability to continue coverage due to loss of eligibility is described elsewhere in this insurance benefit section of the Handbook.  Claim forms and general information are available by contacting Administration.

COBRA TC "COBRA" \f C \l "5"  

General Notice

On April 7, 1986 a new Federal law, the Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA) was enacted. This public law (Pub. L 99-272) requires that most employers sponsoring group health plans offer employees and their families the opportunity for a temporary extension of health coverage (called “continuation coverage”) at group rates in certain instances where coverage under the plan would otherwise end. This section is intended to inform you, our employee, in a summary fashion, of your rights and obligation under the continuation coverage provisions of this law. If you are married, your spouse and/or family will also be mailed a copy of this notice. (Both you and your spouse should take the time to read this notice carefully.)

If you are an employee of PMSI and become covered under our Group Health Plan, you have the right to choose this continuation coverage if you lose your group health coverage because of a reduction in your hours of employment or the termination of your employment (for reasons other than gross misconduct on your part).

The spouse of an employee covered under PMSI Group Health Plan has the right to choose continuation coverage for himself/herself if (s)he loses group health coverage under the PMSI Group Health Plan for any of the following reasons:

1. The death of the spouse

2. A termination of the spouse’s employment (for reasons other than gross misconduct) or reduction in the spouse’s hours of employment

3. The spouse (employee of PMSI) becomes entitled to Medicare

4. The dependent child ceases to be a “dependent child” as defined under the PMSI Group Health Plan

In the case of a covered dependent child of an employee covered under the PMSI Group Health Plan, (s)he has the right to continuation coverage if group health coverage under the PMSI Group Health Plan is lost for any of the following reasons:

1. The death of a parent

2. A termination of the parent’s employment (for reasons other than gross misconduct) or reduction in that parent’s hours of employment with PMSI

3. The parent’s divorce or legal separation

4. The parent (employee of PMSI) becomes entitled to Medicare

5. The dependent child ceases to be a “dependent child “ as defined under the PMSI Group Health Plan

In the event loss of coverage should occur due to any of the above described reasons, the Plan Administrator, upon receiving notification of such an event occurring, will send to affected individuals information and details related to the specifics of continuing group 

health insurance coverage. This notice will be sent to the last known address of record for these individuals.

Under the law, the employee or family member has the responsibility to inform the PMSI Group Health Plan’s Administrator of a divorce, legal separation, or a child losing dependent status under the PMSI Group Health Plan within 60 days of the date of the event or the date on which coverage would end under the Plan because of the event, whichever is later. PMSI Administration has the responsibility to notify the Plan Administrator of the employee’s death, termination, reduction of hours of employment or Medicare entitlement. Similar rights may apply to certain retirees, spouses, and dependent children if PMSI commences a bankruptcy proceeding and these individuals lose coverage.

When the Plan Administrator is notified that one of these events has happened, the Plan Administrator will in turn notify you that you have the right to choose continuation coverage. Under the law, you have at least 60 days from the date you would lose coverage because of one of the events previously described, or the date the notice of your election right is sent to you, whichever is later, to inform the Plan Administrator that you want continuation coverage. 

If you do not choose continuation coverage, your group health insurance will end.

If you choose continuation coverage, PMSI is required to give you coverage that, as of the time coverage is being provided, is identical to the coverage provided under the plan to similarly situated employees or family members. This law requires that you be given the opportunity to maintain continuation coverage for three (3) years unless you lost group health coverage because of a termination of employment or reduction in hours. In those cases, the required continuation coverage period is eighteen (18) months. These 18 months may be extended to 36 months if other events (such as death, divorce, legal separation or Medicare entitlement) occur during that 18-month period.

The initial 18 months may be extended to 29 months if an individual is determined (under Title II or XVI of the Social Security Act) to be disabled and the Plan Administrator is notified of that determination within 60 days. The affected individual must also notify the Plan Administrator within 30 days of any final determination that the individual is no longer disabled. In no event will continuation coverage last beyond three (3) years from the date of the event that originally made a qualifying beneficiary eligible to elect coverage.

The law provides that continuation coverage may be terminated for any of the following reasons: 

1. PMSI no longer provides group health coverage to any of its employees

2. You fail to pay the premiums on time

3. You become covered by another group health plan, unless that plan contains any exclusions or limitation with respect to any pre-existing condition you or your covered dependents may have

4. You become entitled to Medicare

5. You extend coverage for up to 29 months due to your disability and there has been a final determination that you are no longer disabled.

You do not have to show that you are insurable to choose continuation coverage. The cost of continuing your group health insurance will be 102% of the current premium cost to PMSI. There is a 30-day grace period for receipt of our regularly scheduled premium payment. The law also says that, at the end of your continuation coverage period, you must be allowed to enroll in an individual conversion health plan that it provided by the PMSI Group Health Plan carrier.

This law applies to the PMSI Group Health Plan. If you have any questions about the law, you should contact Administration, PMSI, 1610 Medical Drive, Suite 310, Pottstown PA 19464. Also, if you change marital status, or you or your spouse change address, please notify Administration at the above address.

Life and Accidental Death &Dismemberment TC  \f C \l "5" 
Purpose

The purpose of our employee group Life and Accidental Death and Dismemberment Insurance Plan is to provide your beneficiary with financial assistance in the event of your death.
Eligibility


Full-Time: Employees are eligible after completion of 90 days of employment.


Part-Time Category 1: Employees are eligible after completion of 180 days of 
employment.


Part-Time Category 2: Not eligible for this benefit.

Effective Date of Coverage

The effective date of coverage for all newly eligible employees will be the 1st day of the month following completion of the above stated waiting periods.

Cost

The company pays 100% of the cost for this policy.

Benefit Level

The Life Insurance benefit is in the amount of $20,000. The plan also includes Accidental Death and Dismemberment Insurance, which may provide additional supplemental benefits under specific circumstances.

General

Beneficiary information should be periodically reviewed to insure accuracy.  You will have the opportunity to convert this coverage to an individual policy upon termination employment or loss of eligibility status. Information will be provided at that time concerning these details and procedures to follow.

Voluntary Optional Insurance TC  \f C \l "5" 
To further assist our employees in providing for the welfare of their families, additional insurances are available on a voluntary, optional basis. Additional information and details are available by contacting Administration.

PAID TIME OFF
We believe that it is in the best interest of our employees and the company to provide a reasonable amount of paid time off for rest and relaxation, observing company holidays, recuperating from occasional illnesses, etc. The following describes some of the most important features of the individual components of our overall Paid Time Off program.

Definition
Paid Time Off (PTO) provides all Full Time and Part-Time 1 employees with paid time away from work that can be used for Vacation, Sick, and Personal time. PTO must be scheduled in advance and have supervisory approval, except in the case of illness or emergency. The PTO policy takes the place of sick absence, your personal day, and vacation days. All time away will be deducted from the employee’s PTO accrual in no less than one hour increments. Company Holidays, Jury Duty, Military duty, and Bereavement are not included in this policy. They continue to be a separate benefit.

Eligibility

All Full time and Part-Time 1 employees are eligible to earn PTO. Part-Time 1 employees will earn it at a reduced rate. (See schedule below) PTO is based on hours worked.  PTO is accrued and earned from your starting date of employment with PMSI.  PTO is not accrued on overtime hours or unpaid leave. PTO is not earned by Part-Time 2, Temporary, or contract employees.  PTO is accrued on the following schedules:

	                                             Full Time Employment

Years of Completed Service:                                     Accrual  Rate:                         Accrual % Rate

1-5 years                                                                     16 days/128hrs max                6.1538

6-10 years                                                                   21 days/168hrs max                8.0769

11 plus years                                                               26 days/208hrs max              10.0000

                                             Part-Time 1 Employment

Years of Completed Service:                                     Accrual Rate:                          Accrual % Rate                      

1-5 years                                                                     13 days/104 hrs max               5.0000

6-10 years                                                                   18 days/144 hrs max               6.9230

11 plus years                                                               23 days/184 hrs max               8.8461                            




Administration
PTO should be scheduled as early as possible in advance with your manager. Absences that are not scheduled ahead and approved by your manager (with the exception of sudden illness or emergency) will be considered an unscheduled PTO (UPTO) and will not be paid and may result in disciplinary action.  Use of PTO that is not scheduled and approved before the scheduled start time and use of PTO in an excess amount of already accrued time will be considered a UPTO occurrence. Consecutive days are counted as a single occurrence. UPTO is addressed through the performance evaluation and through progressive discipline as described in the following schedule: 

	12 month rolling period                                        Action

________________________________________________________________

1st & 2nd UPTO occurrence                                 No disciplinary action/mgr. coaching
3rd UPTO occurrence                                          Verbal Warning
4th & 5th occurrence                                             Written Warning
6th occurrence                                                       Up to and including dismissal
2nd Written warning in 24 months                      Up to and including dismissal


When a written warning must be given to an employee, the office manager will retain a copy of the warning and a copy will go to the employee’s personnel file in Human Resources/Administration. It should be the intent of both the employee and manager to work together in an attempt to avoid future occurrences of unscheduled absences.

PTO can be taken if the time has already been accrued.  You cannot take PTO if there is a zero balance or a negative balance in your accrual without the explicit approval of the Company CEO or his appointed designee.  If your absence is due to illness and you are absent longer than 3 days, a doctor’s release to return to work will be required.

Carry Over 
The maximum of 80 hours PTO can be carried over into the next calendar year, to provide a buffer for illness and personal needs in the beginning of the year. The total number of hours carried over from year to year can never exceed 80. Any time in excess of 80 hours will be lost if it is unused at the year end.

Termination of Employment  

Any PTO accrued balance will be paid out to the employee upon termination with PMSI if the termination is voluntary (resignation) and a 2 week written notice is given. Any employee who voluntarily terminates without the 2 week notice or any employee who is terminated involuntarily for any reason is not entitled to payment of unused PTO.  If an employee has used PTO time not yet accrued, and employment terminates, the PTO taken is deducted from the final paycheck.  Employees who give two weeks’ notice of employment termination must work the two weeks without utilizing PTO.    TC  \f C \l "3" 
Notification of Absences
If you will be unable to work due to an illness or injury, you personally should notify your supervisor as early as possible in advance of your scheduled starting time. 

Holidays TC  \f C \l "5" 
The purpose of this benefit program is to provide you with paid time off for those holidays that are observed by the company.

Eligibility

All Full-Time and Part-Time Category 1 employees who have successfully completed 90 days of employment are eligible for this benefit. Part-Time Category 2 and Temporary employees do not receive Paid Holiday benefits.

Observed Holidays

PMSI provides six (6) paid holidays to eligible employees. The six (6) designated holidays observed by the company are:

1. New Year’s Day

2. Memorial Day

3. Independence Day

4. Labor Day

5. Thanksgiving Day

6. Christmas Day

General

· Should a company-observed holiday fall on an employee’s regularly scheduled day off, (s)he will receive a “Replacement Holiday” off with pay. This replacement day must be taken within thirty (30) days before or after the actual holiday with advance supervisory approval. A replacement holiday may not be carried beyond thirty (30) days. 

· The number of hours of Holiday or Replacement Holiday pay will be equal to the number of hours an employee is regularly scheduled to work on the day of the holiday. 
· Holiday pay is an amount equal to your regular hourly rate of pay. 

· To be paid for a holiday, employees must work their last scheduled workday before and the first scheduled workday after the holiday or had been previously scheduled off in advance (e.g. vacation, regularly scheduled day off). 

· Generally, a holiday that falls on a Saturday will be observed on the preceding Friday and a holiday that falls on a Sunday will be observed on the following Monday.

· If a holiday falls during an employee’s vacation or while on jury duty, you will receive Holiday Pay for that day.

· Any non-exempt, hourly employees who work on a company observed holiday would be paid 1 ½ times their regular rate of pay for all hours actually worked on that holiday. In addition, they will also receive their regular Holiday Pay for that day.

· Holiday pay is not available to individuals who are on leave and not actively working (E.g. Personal Leave, FMLA leave, etc.).

· Holiday Pay is not considered as time worked for overtime calculation purposes.

Bereavement Pay
PMSI understands that when a death occurs in an employee’s family, different family members are impacted in different ways. To assist employees and their families at such a difficult time, the company provides employees with paid time off to attend to personal and family needs.

Eligibility

All actively working employees, regardless of their length of employment or employee category, except those in temporary employment status, are eligible to receive this benefit.

Benefit Levels

Immediate Family: An employee may take up to three (3) days off with pay in the event of the death of a member of your “immediate family” For the purposes of this policy, “immediate family” includes: parent, step-parent, parent-in-law, sibling, step-brother, step-sister, spouse, child or person in a romantic or shared domicile relationship.

Close Relative: An employee may take one (1) day off with pay in the event of the death of a “close relative.” For the purposes of this policy, “close relative” includes: aunt, uncle, nephew, brother-in-law, sister-in-law, grandparent, or grandchild.

General

· If bereavement occurs during an employee’s scheduled PTO, the employee will be entitled to another PTO day.
· Bereavement pay will be at the employee’s regular rate of pay and will be equivalent to the number of regularly scheduled hours of work for the day(s) of absence.

· Bereavement pay is not considered as time worked for overtime calculation purposes.

· Should absence for bereavement be needed that is longer than provided under this policy, PTO pay may be utilized.

· Requests for bereavement time off, whether paid or unpaid, should be directed to the office manager/supervisor so that proper arrangements can be made.

Jury and Witness Duty Pay TC "Jury and Witness Duty Pay" \f C \l "5" 
PMSI encourages employees to participate in our judicial process when called for jury or witness duty. We will provide financial support to employees who fulfill their civic obligation as jurors or witnesses.

Eligibility 

All actively working employees, regardless of their length of employment or employee category, except those in temporary employment status, are eligible to receive this benefit.

General

· To be eligible to receive this benefit, a copy of your jury summons or subpoena must be presented to your supervisor at least three (3) days prior to the date of your jury or witness duty so necessary arrangements can be made during your absence. A copy must also be submitted to Administration.
· Employees will be paid for serving on a jury or as a witness at their regular rate of pay. The number of hours of pay will be equivalent to the number of regularly scheduled work hours for the day(s) of absence.

· Time spent on jury or witness duty is not considered as time worked for overtime calculation purposes.

· Should a company-observed holiday fall within a period of jury or witness duty, eligible employees will receive holiday pay in accordance with the guidelines of that policy.

· If for business-related reasons your presence is urgently needed in the office, the company may request a postponement of your jury duty services until a later date. 

· When dismissed from jury or witness duty, you are required to inform Administration and are expected to report back to work on your next regularly scheduled workday. You may be requested to submit proof of jury duty service, such as pay stubs, upon returning to work.

401 (k) & Profit Sharing Plan TC "401 (k) & Profit Sharing Plan" \f C \l "5" 
Financial planning and preparation for your retirement are important. The company places great importance on this retirement planning process and provides financial assistance to employees preparing for their retirement years.  PMSI will contribute to this plan every year on your behalf once all eligibility requirements are met.  You may also contribute to this plan after 30 days of employment.  You will be given an election form at the time of hire.  Recognizing the importance of retirement planning, you will automatically be enrolled through payroll deduction at a contribution rate of three (3) percent.  You may change your contribution level or opt out at any time by completing an election form.
Information concerning the details of this plan (e.g. eligibility, contributions, vesting, investment options, etc.) will be explained in the Summary Plan Description and other documents that will be provided with your enrollment literature at the time you become eligible to participate. The following is a brief summary of some highlights of the plan:

Eligibility

1. Attain age 21

Employee Contributions [401(k) Plan]

1. Can range from 1% to 15% of gross pay (up to IRS annual maximums)

2. Employee’s contribution is fully vested (100%) immediately

Company Contributions
1. Safe Harbor Basic Company Contribution is fully vested immediately.

2. Profit Sharing – If it is determined that the company will make a profit sharing contribution it becomes vested according to the following vesting schedule:

Years of Employment



% Vested
   Less than 2 Years                                               0

               2                                                             20

               3                                                             40

               4                                                             60

               5                                                             80

               6                                                            100

Questions about the Pottstown Medical Specialists, Inc. Profit Sharing 401(k) Plan should be directed to Administration.

Social Security TC "Social Security" \f C \l "5" 
This federal program may provide benefits to you after you retire under certain circumstances. There are other benefits that may be provided by Social Security such as Medicare benefits, permanent disability income, death benefits, etc.

This program is funded with equal amounts of money that are contributed by both the employee and the company. PMSI and the employee currently contribute 6.2% of the required amount of gross earnings under current IRS guidelines into Social Security and an additional 1.45% of gross earnings into Medicare. Our contributions will change to comply with periodic indexed increases attributable to increases as a result of inflation.

Changes to your name or marital status should be reported immediately to the nearest local Social Security office to ensure that you receive credit for all payments made on your behalf.
6.   RULES & GUIDELINES TC  \f C \l "1" 
Every company must establish some rules and provide guidelines to its employees regarding what is expected of them as well as what they can expect from the company. Our rules exist not only for the benefit of you and the company but also our patients and your co-workers. 

These guidelines of expectations cover such things as behavior, decency, fairness, and concern for others. We believe that as an adult you will conduct yourself accordingly. This will then enable us to keep these rules and guidelines to a minimum.

APPEARANCE AND DRESS CODE TC "APPEARANCE AND DRESS CODE" \f C \l "3" 
PMSI respects personal decisions about work-related appearance, but we must establish standards of acceptable employee appearance. Hairstyles, cosmetics and jewelry must be compatible with job duties and must not interfere with performance or safety standards. Good grooming is especially important for health care personnel.

Employees with patient contact must wear either scrubs or a uniform. Employees without patient contact must wear what is considered proper attire for the position, using sound judgment and good taste in selecting clothes. Under no circumstances will tube or tank tops, tee shirts or sweat pants be acceptable attire.

PMSI is judged by the appearance of its employees. Personal appearance reflects our standards and your own commitment to your work. Neatness and cleanliness of clothing, hair and person are essential.

ATTENDANCE/PUNCTUALITY TC "ATTENDANCE/PUNCTUALITY" \f C \l "3" 
PMSI believes that each member of our staff is important and contributes to the overall success of the company. Regular attendance by all scheduled employees each day is essential to maintaining the high quality of patient care and level of service that we provide. Unscheduled absences detract from an office’s ability to operate effectively and cause an undue burden on co-workers who must fill in for absent employees. It is very important, therefore, that employees not only report for work on scheduled workdays but also arrive to work on time.

If you are unable to come to work or will be late it is important to notify your supervisor before the beginning of the workday. If you are going to be absent for more than one day, this same notification procedure must be followed on each day of absence. Your supervisor will discuss with you any additional specific call-out procedures for your office location.

Any unscheduled absence will be considered excused only when you have notified your supervisor in advance of your work schedule. Any unexcused absence of three (3) consecutive scheduled workdays is considered job abandonment and we will assume you have voluntarily resigned.

If an employee incurs an excused absence of three (3) or more consecutive days due to illness or injury, a physician’s statement must be provided upon return that verifies the period of absence and your ability to return to work. A physician’s statement may be requested, if appropriate, for any length of absence.

Failure to follow prescribed call-out procedures or excessive occurrences or patterns of lateness and/or absenteeism will result in disciplinary action up to and including termination.

CONFLICTS OF INTEREST TC "CONFLICTS OF INTEREST" \f C \l "3" 
PMSI recognizes that individuals have different interests and needs and many employees are involved in activities outside of the workplace. We believe that many of these involvements are beneficial and contribute to providing balance to an employee’s work and family responsibilities and we encourage and support these efforts.

We also recognize that some outside activities, including other employment opportunities, may present a conflict of interest with PMSI. Employees are required to avoid conflicts of interest with PMSI or any activities that interfere with your job performance and resolve any such issues to the satisfaction of PMSI.

DISCIPLINE TC "DISCIPLINE" \f C \l "3" 
PMSI believes that, except in extreme cases, disciplinary action is designed and is intended as a constructive, not punitive, process. Consistent with this belief, we support a progressive discipline process whenever possible. This provides an employee ample opportunity to be informed of deficiencies and communicates the need to take corrective action.

Customarily, the progressive disciplinary procedure has four (4) steps:

1. Verbal warning/counseling (will be documented)

2. Written warning

3. Suspension

4. Termination

Any employee receiving counseling or discipline is expected to demonstrate immediate and sustained improvement in the deficient area. Failure to respond acceptably will result in further discipline, up to and including termination.

When a suspension is determined to be appropriate or necessary, it will be without pay. No paid time off benefits (e.g. PTO, holiday, etc.) will be paid to an employee on an unpaid suspension.

Lastly, we recognize that some situations are more serious than others and, based on PMSI’s determination of the seriousness of the offense, we reserve the right to bypass any or all of the steps preceding termination.

EMPLOYMENT OF RELATIVES TC "EMPLOYMENT OF RELATIVES" \f C \l "3" 
PMSI desires to be as flexible as possible regarding the employment of relatives within the company. It is always our desire to employ the most capable individuals and to make fair employment decisions. Therefore, except as outlined below, the employment of relatives in any job classification, department or office is viewed as acceptable.

Should an inter-personal relationship deteriorate, whether between relatives or not, which interferes with the effective working relationships between employees, departments or offices, management will respond appropriately to insure that effective business operational issues are not compromised. 

Limitations

1. Under no circumstance will relatives report directly one to the other.

2. Should two current employees, where a direct reporting relationship exists, subsequently become relatives, and PMSI desires to retain both individuals, every effort will be made to transfer one or the other to a comparable position in another location.

Any exception to this policy requires the approval of the CEO.

HOURS OF WORK TC "HOURS OF WORK" \f C \l "3" 
The starting and ending times of positions may vary by department and location and are determined by business and operational issues. Each employee’s work schedule will be established at the time of employment.

During the course of employment, adjustments to work schedules may be made after consultation with an employee. Some positions, because of work demands, may require work outside the normal established hours. Any hours worked outside of normally schedule hours, including “make-up hours”, requires advance supervisory approval.

Deviations from your normal hours of work may occur in order to meet the needs of PMSI and its patients. Employees are expected to cooperate with reasonable requests for additional time and/or changes in schedule. PMSI expects employees to adjust their schedule when unusual needs arise.
SMOKING TC "SMOKING" \f C \l "3" 
PMSI maintains a smoke-free office setting. Smoking is not permitted in any part of any building. Smoking outside the building should be away from the public entrances. Employees should be aware that patients and visitors to our different PMSI locations might need to be advised of this policy.

SECURITY TC "SECURITY" \f C \l "3" 
Providing a safe and secure workplace in a reasonable fashion for our employees, patients, equipment and buildings is important to the company. Patients and visitors are expected to enter buildings through front entrances.

Employees should take care to secure their personal property. The company can assume no liability in the event any personal property is damaged, lost or stolen from the premises.

The company prohibits the unauthorized possession of illegal drugs, alcohol, firearms, weapons, explosives or other improper materials at work. The cooperation of all employees is needed in administering this policy. 

NO SOLICITATION/DISTRIBUTION TC "NO SOLICITATION/DISTRIBUTION" \f C \l "3" 
Persons not employed by PMSI may not, at any time, solicit or distribute literature that is not directly related to the medical practice or its operations in any area of the offices.

Employees may not solicit or distribute non-work related literature and/or material during working times, in working areas or patient care areas of the office. “Working/patient care areas” include but are not limited to such areas as the reception area, patient corridors, exam rooms, etc. “Working time” includes the working time of either the employee doing the solicitation or distribution or the employee being solicited or to whom literature is being distributed. This does not include break times, or other non-working time.

These guidelines exist to prevent disruption to our operations and interference with work performance. Employees who violate these rules will be subject to disciplinary action.

TELEPHONES TC "TELEPHONES" \f C \l "3" 
Calls to all PMSI offices should be answered promptly and politely, using a pleasant tone of voice at all times. Please identify yourself and your office or department. Always give the caller your attention, speaking distinctly. Remember to smile – the caller cannot see it, but it can be heard.
PMSI believes that our telephones should be used for business purposes. While occasional personal calls may be permitted, no employee is allowed to place or receive a consistently heavy volume of personal calls as this is disruptive to the smooth and efficient operation of our work. You will, be allowed to use the phone for personal calls during your breaks or lunch period. No employee shall charge any personal long distance calls to PMSI. Such unauthorized long distance charges by employees will be grounds for disciplinary action. Please use the telephone directory when possible.

COMPUTER/E-MAIL USAGE TC "COMPUTER/E-MAIL USAGE" \f C \l "3" 
Computers, computer files, the e-mail system, and software furnished to employees are PMSI property intended for business use. Those employees with password-protected computers must register the password with their supervisors. To ensure compliance with this policy, computer and e-mail usage may be monitored. PMSI employees should have no expectations of privacy in their computer files, business-related or personal.

PMSI strives to maintain a workplace free of harassment and sensitive to the diversity of its employees. Therefore, PMSI prohibits the use of computers and the e-mail system in ways that are disruptive, offensive to others, or harmful to morale. 

PMSI purchases and licenses the use of various computer software for business purposes and does not own the copyright to this software or its related documentation. Unless authorized by the software developer, PMSI does not have the right to reproduce such software for use on more than one computer.

Employees may only use software on local area networks or on multiple machines according to the software license agreement. PMSI prohibits the illegal duplication of software and its related documentation.

Fire and water can render computers inoperative. Employees should not drink or eat around sensitive computer equipment.

Employees should notify their immediate supervisor, the Department Manager or any member of Administration upon learning of violations of this policy. Employees who violate this policy will be subject to disciplinary action, up to and including termination of employment.

7.   HEALTH AND SAFETY

Providing a safe and healthy work environment for employees is of the utmost importance to PMSI. Much has been done to work towards the goal of eliminating occupational injuries and illnesses. These efforts including training, education, personal protective equipment and providing information to employees about workplace safety and health issues through regular communication channels such as meetings, bulletin board postings, memos, etc.

The success of any safety program depends on the alertness and personal commitment of everyone. Each employee is expected to follow safety guidelines and procedures and exercise caution in all work activities. It is in the best interest of everyone (employees, patients, and visitors) that any unsafe condition be reported to your supervisor immediately.

As a health care organization our safety efforts must be very comprehensive. This section describes some of the more important aspects of our overall safety program. Everyone will receive appropriate safety training/education to help us meet our goal of having a safe and healthy workplace.

WORKER’S COMPENSATION TC "WORKER’S COMPENSATION" \f C \l "3" 
PMSI is insured under the Pennsylvania Workers’ Compensation Law, which protects you against financial loss in the event of a compensable accident or occupational illness.  For specific information about the coverage or claims, contact a member of Administration.  Under the terms of this insurance, accidents and injuries must be reported promptly to the insurance company.  
Accident Reporting Procedure

Any accident, no matter how slight the injury or damage and no matter who is responsible, which involves an employee, patient or other person and occurs (a) on the premises or (b) off the premises but in the course of PMSI business, must be reported immediately to your office manager.  If you were injured or witnessed the accident, you must submit a complete written report of the occurrence, including the time, place, circumstances, names of persons involved, and the names of witnesses, if any. Report forms are available from your office manager or a member of Administration.  
DRUG & ALCOHOL ABUSE TC "DRUG & ALCOHOL ABUSE" \f C \l "3" 
PMSI is committed to maintaining a safe workplace and promoting the highest standards of employee health.  Attainment of these goals is directly dependent upon establishing and maintaining a workplace free from the adverse effects of illicit drugs, controlled substances and alcohol use. This policy is designed and intended to protect the health, safety and welfare of our employees, patients, visitors and property.

For the purposes of this policy, the following definitions apply:

· Alcohol: Any form of beverage containing alcohol and any prescription or over-the-counter medication containing alcohol.

· Company Premises: Includes company facilities, buildings, vehicles, surrounding grounds, parking areas and all other locations at which an employee conducts business on behalf of the company regardless of whether such location is owned or leased by a customer or vendor. Company premises also include vehicles of employees when the employee is on duty.

· Illegal Drug: “Illegal Drugs” as used in this policy means any controlled substance as defined in the Controlled Substance, Drug, Device and Cosmetic Act and included in Schedule I and Schedule II as defined by Section 802(6) of Title 21 of the United States Code, the possession of which is unlawful under Chapter 13 of the title. 

· On Duty: Includes break and meal periods in addition to actual working time, 
regardless of whether the employee is on company premises during such time and 
regardless of whether the employee is paid for this time.

The use of illegal drugs on company premises is inconsistent with law-abiding behavior expected of all citizens. An employee who uses illegal drugs, on or off duty, tends to be less productive, less reliable and prone to greater absenteeism, resulting in the potential for increased costs, delays and risks to PMSI, its employees and patients. The use of illegal drugs, on or off duty, by an employee can impair the ability of that employee to perform critical tasks, and can result in the potential for accidents on duty and for failures that can pose a serious threat to the health, safety and welfare of others. 

The legal use of prescribed drugs is permitted on the job only if it does not impair an employee’s ability to perform the essential functions of his or her job effectively and in a safe manner that does not endanger the employee or other individuals.

PMSI requires as a condition of employment that all employees will abide by the law. In the event an employee is convicted of the manufacture, sale, distribution or dispensation of a controlled substance, the employee will be terminated.  
PMSI also believes that the best interests of the company, its patients and our employees are served by ensuring that our workplace remains free from abusers of alcohol. Use of alcohol while on duty on company premises, except for specific management approved occasions, will subject you to disciplinary action up to and including termination.

Employee Testing

PMSI reserves the right to require the testing of employees for drug and/or alcohol use under the following circumstances:

Reasonable Suspicion Testing: An employee may be required to submit to drug and alcohol screening whenever the company, through its supervisors, managers, officers, or physicians has a reasonable suspicion, based on objective evidence, that an employee is using or abusing alcohol or drugs. Such evidence may include but is not limited to alcohol on the breath, lapses in performance, inability to appropriately respond to questions, credible allegations made by another employee based on personal observation, third party reports by law enforcement officials, involvement in an accident or near accident and physical symptoms of alcohol or drug influence.


Random Testing: An employee who has previously tested positive for drugs 
and/or alcohol will be subject to random drug and alcohol screening for a period 
of one year following the first drug and/or alcohol screening. During that one-year 
period, a positive test shall result in termination of employment.

Post-Accident and Safety Testing: An employee who is involved in any workplace accident or violates any safety rule or regulation may be subjected to a drug and/or alcohol screening test.

If, as the result of the above company initiated testing, an employee tests positive or is found to have a substance or alcohol abuse problem, the employee will be subject to disciplinary action up to and including immediate termination. Any possibility of continued employment will be contingent on that employee satisfactorily completing a drug and/or alcohol treatment program approved by the company.  If an employee refuses testing or treatment, (s)he will be terminated immediately.

Self-Identification and Rehabilitation

Employees may also self-identify themselves as having either a drug or alcohol problem. In the interest of encouraging employees to seek help, an employee who seeks help voluntarily for a drug or alcohol problem will not be terminated or disciplined for any involvement with drugs and/or alcohol which (s)he admits in connection with his or her initial request for help. An employee will not be considered to have voluntarily sought help if the request for help is at the point where an employee has been requested to undergo drug or alcohol testing by the company.

An employee who self-identifies will be required to take an unpaid leave of absence (in accordance with our LOA policy stated elsewhere in this Handbook) and will be permitted to return to work only upon certification of fitness-for-duty from a drug and/or alcohol treatment center approved by the company. The cost of attendance at such a treatment center is the responsibility of the employee but may be covered by the company’s medical insurance plan if the employee is a participant. 

Upon return to work from a Leave of Absence, the employee will be required to follow an on-going treatment plan developed by a drug and/or alcohol treatment program approved by the company.  They must also permit the company to have direct contact with the treatment program to confirm that the employee is following his or her treatment plan. The employee’s failure to authorize the company to monitor his or her compliance or to follow such a treatment plan shall result in termination.

As a condition of continued employment, the employee will be subject to random testing for a period of one (1) year.

Employees with questions about this policy or issues related to drug or alcohol use in the workplace should feel free to contact Administration without fear of reprisal.

GOOD HOUSEKEEPING TC "GOOD HOUSEKEEPING" \f C \l "3"  

Since the public is likely to see most of our work areas, it is important to maintain a neat, clean and orderly workplace. By making an effort to keep your work area neat, clean and orderly you not only reinforce PMSI’s professional image but also contribute to the creation of a pleasant and efficient work environment. Examples of practices to avoid include having piles of paper on the floor, and having empty cups or discarded food containers on your desk.

For sanitary reasons food consumed in any designated area of the office should not be left out, and spills and crumbs should be wiped clean. Consumption of food and drink is restricted to certain areas that must be in compliance with OSHA regulations.

ILLNESS AND INFECTION CONTROL TC "ILLNESS AND INFECTION CONTROL" \f C \l "3" 
PMSI is concerned about the health and welfare of our patients and employees. If an employee has a contagious illness or infection, (s)he should inform the doctor to whom (s)he reports and also Administration. Each situation will be reviewed individually but generally these employees will be excluded from direct patient contact. It is expected that employees who do not usually have contact with patients should be sensitive not to expose co-workers to any contagious illness or infection.

IMMUNIZATIONS AND TESTS TC "IMMUNIZATIONS AND TESTS" \f C \l "3" 
Every employee is required to have a PPD Tuberculin Skin Test. The test will be administered within the first two weeks of employment at one of the medical offices (at no charge) unless one of the following circumstances applies:  

· documentation is provided of a TB test within the last year

· documentation is provided that employee has had a positive response in the past

· documentation is provided of receipt of the BCG vaccine.
Every employee who may have exposure to blood and body fluids will be offered a Hepatitis B Vaccination (at no charge). Information regarding the Hepatitis B Vaccine is provided to every employee. Employees may accept or reject the vaccine offer. An informed consent or informed refusal form will be signed by the employee documenting his or her decision. This form is maintained in a separate employee personnel health file as mandated by OSHA. An employee who initially rejects the offer of vaccination may change his or her mind at a later date and receive the vaccine. 
OSHA COMPLIANCE TC "OSHA COMPLIANCE" \f C \l "3" 
The Occupational Safety and Health Administration (OSHA)’s goal is to promote safe work practices in an effort to minimize the incidence of illness and injury experienced by employees. PMSI is committed to the same goal. As part of all new employment orientation every employee will receive training in compliance with all OSHA regulations. All employees will be instructed about specific chemical hazards in the workplace, including review of the Material Safety Data Sheets (MSDS). As necessary, employees will receive special training regarding new chemical substance hazards, new safety policies or other specific training. Employees will receive annual retraining.

All employees will be provided with personal protective equipment, at no cost, as well as training in its use, as necessary to do their jobs safely. Safety, housekeeping and sanitation standards will be maintained to ensure the health and safety of all employees. Medical and first aid supplies will be readily available to every employee at every office.

It is your responsibility to be aware of potential hazards and to use personal protective equipment when necessary. Every office and/or department has safety, emergency preparedness, hazard communications and infection control manuals readily accessible to all staff. 

An employee with concerns as to the health or safety conditions of any office should contact the PMSI Administrative Office or a member of the PMSI Safety Committee.
COMPLIANCE PROGRAM TC "COMPLIANCE PROGRAM" \f C \l "3" 
PMSI adheres to a corporate compliance program to ensure the organization consistently complies with applicable laws relating to business activities. Employees may obtain a copy of the PMSI Compliance Program from their office manager/supervisor or Administration.
Questions or concerns may be addressed by contacting the PMSI Compliance Hotline at 610-326-8005 X189.  While you are free to leave a message anonymously, if you would like to leave your name, your message will be addressed personally.
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