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The Need for a Personnel Policy
Manual in the OMS Office
A written policy manual clarifies the rules of a practice.
An effective personnel policy manual allows employees to
know the expectations of the practice, assures fairness in
treatment of employees, and helps the practice remain in
compliance with employment laws. 

Your policy manual should include the date the manual
became effective, as well as the dates of any revisions.
Please also remember to update signatures when revisions
are made or new policies are introduced. Each employee
should receive a copy of the manual and should sign a
statement that he or she received and read it. Some
managers find it helpful to update the personnel manual
prior to the annual review period, review the revisions
with the employees and obtain a signature that an
updated copy was provided.

Following are some general code of conduct policies,
compensation policies and miscellaneous leave of absence
policies that can be adapted to fit the needs of your
practice’s personnel policy manual. 

Because addressing all applicable “rules of (employment)
engagement” takes time and effort that most
doctors/administrators can’t spare from their other
responsibilities, AAOMS developed the Model Medical
Practice Personnel Policy Manual Compliance Plan to
help you quickly and easily develop your own set of
practice rules and guidelines. It also provides an outline
of personnel policies for practice management that can be
adapted to your practice. 

The following material is excerpted from Sections 1, 7,
and 18 of the AAOMS Model Practice Personnel Policy
Manual Compliance Plan.

General Information
The primary purpose of distributing these personnel
policies is to define as clearly as possible the
responsibilities of the practice, and to outline the
responsibilities of the employees of the practice. These
policies do not constitute an employment agreement and
should not be construed as a contract of employment. 
All employees are Employees at Will.

The practice does not employ any individual on a
permanent basis or for a defined time period. All
employees are Employees at Will and are subject to
dismissal without cause or explanation.

This manual covers all employees, with the exception of
doctors, nurse practitioners and physician’s assistants,
and anyone who is under contract on behalf of
[PRACTICE NAME].

You were hired because we believe your skills, talents and
experience will help this practice deliver high quality,
compassionate and reliable service. These factors are
extremely important to us and to our patients and their
families.

The development of harmonious relations among our
practice’s personnel is essential to their effective
operation. It is also vital in making the office a pleasant
and enjoyable environment in which to work.

For all of these reasons, each employee is expected to
conform at all times to the following general code of
conduct:
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(1) Confidentiality of Information
The medical care we provide to our patients is personal
and highly confidential. Employees should never disclose
or distribute any information or documents regarding the
practice, including, but not limited to, the practice’s
policies, practices and fees, its patients (including the
patient’s name, diagnosis, treatment or any other
information relating to the patient), the doctors, or co-
workers to anybody for whom the information is
unauthorized or unnecessary (together referred to as
“Confidential Information”). Patient charts and other
information, whether computer-based or hard copy, are
highly confidential. Confidential information may not be
discussed in hallways, stairways and other public places,
whether within or outside of the practice. All confidential
information must be properly secured at the end of each
day. Absolutely no information may be released to any
unauthorized person, either orally or in writing, except in
accordance with a written authorization signed by a
person with legal authority to do so. In addition, an
employee may only refer to a patient’s chart when it is
essential to his or her work responsibilities. Referring to
medical information for other purposes or otherwise
breaching this duty of confidentiality may be a cause for
immediate dismissal.

(2) Interpersonal Relations
Employees should be kind, cooperative and
understanding to all patients, their families, and their co-
workers, no matter how adverse the circumstances may
be. Politeness and firmness should be used in dealing with
difficult people. Conflicts with supervisors or co-workers
are to be handled outside the presence of patients or the
general public and in a professional and courteous
manner.

(3) Loyalty
Employees should support the policies and reputation of
the practice, the doctors, and the other staff members.
Disagreements with policies and procedures should be
discussed with the administrator, doctors, and/or
supervisors and should be handled in a professional and
courteous manner outside the presence of patients and
the general public.

(4) Professional Conduct and Appearance
Conduct, personal appearance, and the appearance of
work areas are a direct reflection of the quality of the
services provided. Professional conduct includes
cooperation for the common good and mutual respect for
each other’s position and responsibilities.

Compensation
Payday is [bi-weekly on Friday] [every _____________]
[before the _____ and the _____ of each month] for the
preceding period. In the event that this day falls on a
holiday, paychecks will be issued on the last working day
prior to the normal pay date. No advance in salary will
be made under any circumstances. [Employees are
expected to personally punch in the time clock at the
commencement of their shift and punch out for any
breaks, including lunch, and at the end of their shift.]

All compensation paid to employees will be subject to
federal, state and local withholding and to Social Security
taxes based on exemption information supplied by the
employee. The practice contributes an equal amount to
each employee’s share of Social Security paid. Full
information on the Social Security Act and its application
to employees may be obtained from a local Social
Security office.

Careful records will be kept regarding hours worked.
This will be done whether the employee is paid on an
hourly basis or receives a fixed salary in order to comply
with federal and state employment regulations.

Salaries are strictly confidential. No one other than the
employee, the administrator [the bookkeeper] and the
doctor is authorized to have information about the salary
rates of employees. [Payroll is handled by an outside
payroll service.] 

The unauthorized disclosure of your compensation
package or any other employee’s compensation package
is grounds for immediate dismissal.

Bonuses, including Christmas bonuses, are not routinely
provided.

Miscellaneous

Maternity Leave
Absences due to any pregnancy-related conditions will be
treated as any other disability and paid according to our
personal time/sick leave policy.

Leaves of Absence
It is the policy of this office to grant unpaid leaves of
absence when it is in the best interest of the employees
and this office. 

Unpaid leaves of absence may be granted to full-time and
part-time employees who have completed at least one
year of continuous service.
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A leave of absence must be requested in writing and must
include the reason for the leave of absence. It must be
submitted at least thirty (30) days prior to
commencement of the leave period unless it is an
emergency. Emergencies are determined on a case-by-case
basis.

Requests for the following leaves of absence will be
granted: disability, including maternity and adoption;
military service; and other compelling personal reasons.

An employee who returns to work at the conclusion of
an approved leave of absence shall be restored to his/her
former position or a similar position unless circumstances
have so changed that it is impossible or unreasonable to
reinstate the employee. Employees may make
arrangements to pay for their own health insurance
premiums and all other benefits during an approved
leave.

Leave for Employee’s Serious Health Condition
If you request a leave of absence for your own serious
health condition, you will be granted leave under the
following conditions:

If the leave is planned in advance, you must provide at
least thirty (30) days’ notice prior to the anticipated leave
date, using the practice’s official Leave of Absence
Request Form.

If the leave is unexpected, you should notify your
supervisor or the practice administrator by filing the
Leave of Absence Request Form as far in advance of the
anticipated leave date as is practicable. (Normally, this
should be within two (2) business days of when the need
for the leave becomes known to the employee.)

Any time that you expect to be or are absent for more
than five (5) consecutive work days as a result of your
own serious health condition (including pregnancy), you
will be required to submit appropriate medical
certification from your doctor. Such certification must
include, at a minimum, the date the disability began, a
diagnosis, and the probable date of your return to work.

All practice benefits that operate on an accrual basis will
cease to accrue during any period of unpaid leave. 

You will be required to use all unused sick and vacation
days during your leave period. Once such unused sick
and vacation days are exhausted, the balance of your
leave will be without pay. You will not be entitled to any
additional paid vacation or sick days during the leave
period.

All group health benefits will continue during the leave
provided you continue regular employee contributions to
these plans. (Other benefits such as retirement plan(s),
life insurance, and long-term disability, will be governed
in accordance with the terms of each benefit’s plan.)

During your leave you may also be required to provide
the practice with additional doctor’s statements on
request from the practice or the practice’s insurance
carriers at reasonable intervals, attesting to your
continued disability and inability to work. You may also
be required to submit to medical examinations by doctors
designated by the practice at its discretion and at the
practice’s expense, at the beginning of, during, or at the
end of your leave period, and to provide the practice with
access to your medical records as required. 

Before you will be permitted to return from medical
leave, you will be required to present the practice with a
note from your doctor indicating that you are capable of
returning to work and performing the essential functions
of your position, with or without reasonable
accommodation. Where required, the practice will
consider making reasonable accommodation for any
disability you may have in accordance with applicable
laws.

Leave Entitlement
Eligible employees are entitled to a leave for up to twelve
(12) weeks in any twelve-month period (or longer if
required by applicable state or local law or, in the case of
a leave for an employee’s serious health condition, where
a leave extension is requested and approved).

Leave taken to care for a child after birth, adoption, or
placement in your home for foster care must be taken in
consecutive workweeks. Leave taken for the employee’s
or a covered family member’s serious health condition
may be taken consecutively, intermittently, or on a
reduced work/leave schedule based on certified medical
necessity. In such instances the practice will follow
applicable federal and state laws in reviewing and
approving such leave requests.

Reinstatement Rights
Eligible employees are entitled on return from leave to be
reinstated to their former position or an equivalent
position with equivalent employment benefits, pay, and
other terms and conditions of employment. Exceptions to
this provision may apply if business circumstances have
changed (e.g., if the employee’s position is no longer
available due to a job elimination). Exceptions may also
apply for certain highly compensated employees under
certain conditions. In addition, the employees on a leave
extension are not guaranteed reinstatement.
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Civic Duties
Employees are encouraged to participate in both the
judicial and election processes. Full-time employees who
are summoned to serve on a jury will be permitted such
absences over and above any sick leave and vacation
time. Summons for jury duty should be reported
immediately to your supervisor, since work schedules
must be readjusted if you are called to serve.

[You will not be paid by the practice for jury duty during
a normally scheduled workday. You will be paid for the
service by the courts, and this money will be paid directly
to you by them. You may request a vacation day if you
so choose. When the court appearance does not take a
whole day, the employee is expected to return to work.
Pay will be given for the hours actually worked.]

[For jury duty during a normally scheduled workweek,
you will be paid the difference between the amount
received as a juror and the base amount which would
have been earned for that period (excluding overtime
pay).]

Participation in the election process should be performed
on your own time.

Beverage Breaks
There is no stated time for a beverage break. You may
consume beverages at your desk area provided that all
work areas are kept clean. At no time may any beverages
be placed upon any operating equipment and beverages
should, if possible, be kept in containers that cannot be
easily knocked over. Personal space must be kept neat
and tidy. No food may be consumed at your desk.

Lunch Breaks
The normal lunch break is [one (1) hour] thirty (30)
minutes and this time must be taken. This lunch break is
non-compensated time; therefore, you may leave the
office during this period. Lunch breaks will be scheduled
by the supervisors to assure continuous coverage of all
office duties. Employees cannot interrupt someone on a
scheduled lunch break, nor can an employee change
working hours or scheduled lunch times without prior
approval of the supervisor. You must clock out when you
begin your break and clock in when you return. Lunch
breaks may not be taken at the end of a shift.

These are but a few of the issues you may wish to
address in your practice’s policies and procedures. For
more information and suggestions, you can order your
own copy of this valuable resource manual online at
aaoms.org or by calling AAOMS Publications at
800/366-6725.


