Health and Dental Insurance
Due to the Affordable Care Act and Washington State’s specific requirements, we have lost our group health
insurance coverage plan as of 12/31/2013. This necessitates a change in the employee benefit.
We want employees to have health insurance. Since we no longer have a group plan for coverage we encourage
employees to use the resources available through the state @ https://www.wahealthplanfinder.org or otherwise
to obtain a plan that they select. The employee may choose any level of plan. The plan may or may not include
vision coverage.
Health insurance benefit for full-time eligible employees will be up to $160 per month, paid as an additional
amount of income to the employee each month employee provides proof of coverage for the preceding month.
The proof must be provided before the 27th of the month to allow for the amount to be included on the next
paycheck. This reimbursement type may change if the laws change or are further clarified. Failure to provide the
monthly documentation may result in the loss of that month’s benefit.
Reliable attendance is extremely important for the business. As an incentive for perfect attendance for full-time
eligible employees and our desire that our employees have vision and dental insurance coverage an additional
$40 will be paid to the employee each month employee provides proof of such coverage for the preceding
month. The coverage may be included in a package with the health insurance or may be separate. Perfect
attendance includes there is no lateness, missing a full or partial scheduled shift or leaving early as defined in the
employee manual.

Veterinary Services for Employees
The IRS considers any employee discount over 20% to be taxable income. All employees are eligible for 20%
off their invoiced items for all their personal pets.
In addition to the 20% off the invoice, full-time employees may each year designate 2 pets to receive an
additional 30% discount. The compensation for this will be included in the following paycheck less appropriate
employment taxes. This method satisfies the IRS ruling as anything over 20% is considered taxable income.
Foods or other medical products which are marked up less than the expected discount will be sold at cost without
a discount.
Fees must be paid on the day services are performed, except as authorized by Dr. Bennett. Failure to pay fees
when performed/due will cancel the discount until the employee’s account is paid-in-full. Any balance due may
be deducted from the next paycheck.
Invoices and payments for employees must be completed by a second employee.
Pets that do not live with the employee or belong to other family members, neighbors, etc will be charged the
normal fees without discounts.
Any fees owed when employment ends will be deducted from the final paycheck.

Paid Time Off
Paid time off incorporates time off for planned events (vacation, etc) and unplanned events (illness, family
needs, bereavement, jury duty, etc) and for Beaver Lake Animal Hospital needs. Paid time off is separate,
different and in addition to holiday pay. Paid time off may also be used to cover for times when you are not
working your regular schedule due to clinic needs, such as days when the doctor is not in (on her time off). Paid
time off may be used if the schedule is quiet and you are offered the time to go home. Once the paid time off
hours are exhausted any other time off will not be compensated.
In order for all employees to receive their planned time days and to allow normal business operations, please
schedule your planned time six weeks in advance with your supervisor. Time off scheduling conflicts will be
decided based on a combination of seniority and on request date. Do not expect planned time off around
holidays.
Paid time off will be calculated during January every year. This time will be paid for up to 40 hours per week.
Hours are calculated based on the average number of hours worked per week for the last fiscal year (total # hours
worked the last fiscal year /52). The first January, one week paid time off will be available. The next three years

employees will be given two (2) weeks paid time off. The next five years of service employees will receive three
(3) weeks paid time off per year. Thereafter employees will receive four (4) weeks of paid time off per year.
For example, the first January an employee hired in the middle of the year and worked a total of 800 hours
would be entitled to 15.38 hours of paid time off (800/52 = 15.38).
An employee that was hired in December and worked 160 hours would receive only 3.08 hours (160/52 = 3.08).
Another example, either employee continues working and works 2040 hours in the year. The calculation would
be 2040 / 52 = 39.23 hours for each of two weeks of paid time off.
For unused paid time off, up to 1 week will be carried over to the next fiscal year. Any remaining paid time off
that has not been used will be forfeited at the end of the calendar year.
When voluntarily terminating your employment with this hospital, if you have given two weeks’ notice, the
employee will be paid for unused paid time off up to one week time. Paid time off hours will not be paid for as
part of or in conjunction with the two-week notice time and will be lost if there are lateness or absences during
the 2 week time period.
The hospital reserves the right to require a physician’s certification as proof of illness or inability to return to
work or, conversely, a doctor’s release for recovery from illness permitting an employee’s return to work.

Unpaid Time Off
We recognize many employees value time off each year. The first year they may not be eligible for a full 40
hours paid, but an employee may take up to 10 days (total) off the first year they are eligible, but will only be
compensated for the hours earned as noted above. Each year thereafter one week of unpaid planned time off
may be granted if requested and scheduled at least 4 weeks in advance in addition to the paid time off weeks.

Holidays
Paid holidays are in addition to paid time off. This hospital will be closed on certain holidays each year. Listed
below are the paid holidays we will compensate full-time employees for if it occurs on the employee’s regularly
scheduled day to work:

New Year’s Day
Memorial Day
Independence Day
Labor Day
Thanksgiving
Christmas Day

January 1
Last Monday in May
July 4
First Monday in September
Fourth Thursday in November
December 25

All employees will be expected to work a full day if the hospital is open before and after the holiday in order to
receive the day off with pay.
On some holidays, the hospital will be closed for additional days or ½ days (holiday eves). These days or ½
days are for the benefit of all staff, and will not be paid or compensated days. For instance, the Friday after
Thanksgiving, we may be closed or we may close early on Christmas or New Years eves. An eligible full-time
employee would be compensated for Thursday, Thanksgiving, but not Friday. Paid time off may be used to
compensate for Friday if requested and the hours are available.
Because of the nature of this profession, this hospital will provide animal care 365 days a year. Everyone in this
hospital will be expected to work some holidays if animals are hospitalized. We will rotate the holiday duty
among all employees. Because Thanksgiving, Christmas, and New Year’s Day fall close together, employees
will be required to work at least one shift during this time if pets are hospitalized. Employees required to work
on the holiday will be compensated with one and one half times the regular rate of pay.
Temporary or part-time employees will not be entitled to paid holidays.

Continuing Education
We must strive to continue to learn everything possible about veterinary medicine to be as valuable an asset to
the business as possible.

This hospital encourages all of our employees to further their veterinary education by attending classes that
pertain to their job responsibilities. Because we are committed to continuing education, we will consider paying
certain expenses for employees with more than one-year service that may include tuition, travel expenses, books,
accommodations, and/or supplies. Wages, up to 8 hours of class-time per day will be paid time. Travel time and
non-class time will not be compensated. Meals will not be compensated. The reimbursed expenses must be
agreed upon in writing by Dr. Bennett before registering for the classes.
In most cases employees will be encouraged to attend CE at meetings to allow sharing of a hotel room if the
meeting is out of the area.
Before you can be reimbursed, your supervisor will need to have the following: a detailed description of the
cost, evidence that the course has been completed successfully (e.g., grade sheet, transcript), a letter describing
the information that was taught in the class, and a statement explaining the recommendations that the employee
would like to have implemented in the office.
Please give your supervisor a copy of all certificates that have been earned so that they may be placed in your
personnel file. Please give your supervisor two weeks’ notice when registering for classes so that the workload
can be shared or temporary help can be hired.
Attendance to continuing education put on by our distributors and suppliers is encouraged, but not mandatory.
Wages will not be paid for attendance to these events. The education provided by these seminars may assist in
making employees better trained and improve performance, so may assist in attaining raises in pay. Attendance
to these opportunities is viewed positively and that attendees are properly trying to improve their understanding
of the offered subjects. Attendance and learning from these opportunities will be viewed positively when it is
time to evaluate wages.
Completing online courses and training available through many veterinary related sources is encouraged and is
again viewed positively.
Please read the Veterinary Technician journal as it is available monthly. Reviewing other veterinary journals
and our books and other in-house CDs and DVDs is highly recommended.

Educational Assistance/Recertification
This hospital will pay all costs associated with the recertification of licenses. Please submit information in
writing regarding your needs to your supervisor. Staff must be employed full-time for at least one year to
qualify for this reimbursement.

Membership Dues
After one year of employment, staff may request financial assistance for the payment of dues for organizations
related directly to the job. Please see your supervisor to request such assistance.

Military Leave
Full time employees should notify their supervisor immediately after notification of orders for active duty. A
copy of the military notice or orders should be submitted to the hospital director. Upon return from such leave,
the employee should be offered back the original position and/or one of similar type at a pay raise equal to the
cost of living index since the employee left.
Full time employees who belong to the National Guard or reserves will be allowed to take time off from their
duties without pay to attend training seminars. When the employee has any choice as to the time of service, the
employee should request a time that will be favorable to the needs of the practice.

Leave of Absence
Employees who have been with this hospital for one continuous year may be entitled to an unpaid leave of
absence for medical or personal reasons. This leave will be limited to 14 days (2 work weeks) and, in special
circumstances, may be extended to include another 14 days (total of 4 work weeks).
All requests for a leave of absence will be handled on an individual basis and a decision will be made based on
performance, the employee’s length of service, the reason for the request, responsibility level, and the impact the

leave will have on the other staff. Please submit all requests to the doctor in charge with as much advance notice
as possible. When requesting a leave due to a disability, employees must submit the following:
1.
2.

A doctor’s statement verifying the disability and the length of recuperation.
A statement verifying the employee’s ability to return to work without restriction.

All employees are to file for state disability benefits immediately following the accident or injury.

Workers’ Compensation Insurance
As a Washington worker, you are entitled to treatment from a qualified medical provider of your choice and
other benefits if you are injured on the job. Under state law, you have a duty to immediately report your accident
to your employer (Dr. Bennett).
This hospital will provide workers’ compensation insurance in accordance with the state laws for any employee
who is injured on the job. Please use good judgment when handling all animals. All injuries must be reported to
your supervisor immediately so that the proper claims can be filed. A safety section is provided within this
manual. Please do not lift animals greater than 40 pounds without assistance. We have wallet cards available
with the pertinent information for you to keep if for if you have an injury and require medical care.
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