Temporary Employee
All employees are hired for temporary employment of up to 60 days. Both the employee and employer will use this
time period to determine if continuation of employment will be beneficial to the hospital and to the employee.
Either party can terminate temporary employment without prior notice. Temporary employees receive no benefits.
Temporary employment will be converted to regular full-time or regular part-time status if employment continues
past 60 days.

Full Time Employee
A full time employee is a person who is scheduled to work on the average of 35 or more hours per week or more
during the calendar year. It is expected that any employee classified as a full time employee willingly works 40
hours weekly or more as needed, unless specifically hired to work less than 40 hours. A full time employee is
entitled to all fringe benefits offered by the hospital for which the employee personally qualifies. Full time
employee schedules will infrequently change.
Full time employees are expected to have work be their primary and greatest priority during regular work hours. In
general, that means full time employees have no preexisting priorities including having dependant individuals for
which the employee is the primary caretaker. Full time employees should plan on taking only the amount of time
off each year they are allowed for paid time off, with the exception of new hires who may take up to 10 days (total)
during their first year which would include the PTO and nonpaid time off. The 10 days should be used for
scheduled time off and if there are emergent needs. Standard policies apply toward scheduling/taking the time off.

Part Time Employee
A part time employee is a person who is scheduled to work less than 35 hours per week. A part time employee is
eligible for fewer fringe benefits. Part time employees may have their schedule changed on a day-to-day basis, as
needed depending on how much business is scheduled.

Seasonal Employee
A seasonal employee is a person who is employed for specific periods (such as summer) for a specific purpose (such
as to replace a regular employee who is temporarily absent). A seasonal employee is not eligible for fringe benefits.

Exempt Employee
Employees who qualify as exempt are those who hold the following positions: executive, professional,
administrative, or outside sales persons. These employees are exempt from overtime, time card, and wage
provisions as stated in the Fair Labor Standards Act (Wage Hour Law).

Work Schedules
Your schedule may vary. We will try to allow you to work a regular schedule that is beneficial to you and to us.
However, given that our workload will vary with seasons, school break periods, and numerous other factors, we
require flexibility. Although our regular hours are Monday through Friday, if pets are hospitalized, they must be
cared for every day. Some weekly, monthly or yearly tasks may be completed during hours when the hospital is
otherwise closed, i.e., mornings, evenings or weekends.
It is expected that part-time employees will cover the full-time employee planned time off when scheduled in
advance and if possible for unscheduled time off. It is expected that full-time employees do not regularly take
unpaid time off except for medical leave or similar reasons approved by Dr. Bennett. It is expected that employees
will continue their shift until all patients are fully cared for, medical records updated and backed up and basic clinic
cleaning tasks are completed.
Very limited time off will be allowed near holidays; do not expect such requests to be approved. Changes in

scheduling among personnel must have prior approval of Dr. Bennett. You must arrange for coverage of your shift
by another staff member and have specific approval by Dr. Bennett. Once you have arranged for a replacement for
your hours then present the request for the change in writing to Dr. Bennett. Only one employee may have time off
per shift. You must then record approved shifts off on the working calendar. All shift changes should be recorded
on the calendar in the pharmacy area.
Personal illness and family emergencies are not considered in category, as they are unplanned. Dr. Bennett will
determine if a family emergency is a true emergency as unfortunately the policy has been abused.

Lunch Schedule - General
We will try to have a two-hour period from 12 p.m. to 2 p.m. when employees should clock out and take a lunch
period of ½ to one hour depending on their number of hours per week. An employee must always be on duty.
However, many times a lunch period will not be at an exact scheduled time. Time to eat will be as allowed by the
daily flow of clients. If the client flow/schedule does not allow for employee free time, lunchtime (time to eat) will
be compensated time. At other times, lunch may be scheduled for one half to two hours, depending on hospital
needs, and is not compensated time.

Work Breaks
All employees will receive a paid break of 10 minutes for every four hours not broken by a meal period. Employees
will not be paid for normal meal periods. Please schedule your breaks at a time when it will not affect our patient
care. Please communicate when you are on a break. Try to take breaks upstairs or outside, behind the clinic. Please
do not leave the premises without permission. Breaks are considered part of the normal workday; therefore, you will
be paid for them.

Attendance/Lateness/Absence
Being late, absences or leaving before all patients are cared for affects our hospital operations as well as the jobs of
other staff members. In order to run our hospital with a smooth day-to-day schedule, the promptness of each
employee is of utmost importance. Your job is crucial to the excellent care we want to offer to our patients.
You should be ready to work when you clock in. Your personal belongings should be stored, etc before clocking in.
You should clock in before your actual scheduled time. For instance, if you are to start your shift at 8 a.m. then
clocking in at 8:00 a.m. will be considered that you are late.
If an employee may need to be late, miss a shift or a partial shift, the employee must send an email to
idrpets@aol.com to request and/or notify Dr. Bennett. The communication does not excuse the employee but is
documentation of the request or notice. A text to 425 442 0752 may also be sent but is not a substitute for the email.
It is extremely important to follow these steps if you are going to be late or absent:
A. Email idrpets@aol.com and you may call 425 442 0752 and leave a message. Do not call after 11 PM or before
7 AM.
B. Give some indication of when you will be able to work.
C. You should try to contact another employee to cover your shift.
We understand that there will be incidents beyond your control; however violations will call for disciplinary action
that may include termination. Being late or being absent for even a single scheduled shift will forfeit the perfect
attendance hours/incentive for the next year’s calculation listed in the Benefits section. Attendance is also
considered for wage advancement. Any lateness or unexpected absences will delay raises. Do not expect even the
consideration of a wage increase if there is any lateness or absence in the prior 6 months.
You should anticipate inclement weather and prepare accordingly. Snow and ice are expected in the winter. If our
clients can get here, we expect our staff to get here. You should have a plan to be to work on time every shift. Where
you live is your choice. Being able to get to work on time should be taken into account. It is known that the shorter
the commute the easier and faster it is. We don’t instruct you where to live but you will be held accountable for
your attendance.

It should be noted that Paid Time Off (PTO) for full-time employees is the maximum amount of time the employee
should plan to use for vacation, illness and other time off needs after their second January with us. During the first
year since PTO may be limited we allow some additional time off without pay. Exceeding PTO after the second
January may require an employee’s status be changed from full-time to part-time or have other consequences.

To help maintain our budget, you should be trying to avoid overtime. You should not be clocking in too early.
Clocking in more than 10 minutes before your shift begins is inappropriate unless needed to assist a client or patient.
Additionally when possible take the full hour for your lunchtime. When possible plan your activities and duties to
be able to leave as soon as possible at the end of your shift.

Facility Shutdown/Snow Days
Our business may be closed down, on occasion, for a variety of reasons. These may include, but are not limited to,
environmental emergency situations, power outages, severe weather conditions, and emergency family crises. If the
director closes the hospital because of any decision, staff may use paid time off hours if available for compensation.

Pay Information
Pay periods will run from the 29th day of the month to the 28th day of the month.
Paydays are on the first day of the month.
Some amounts may be additional income on your paycheck for certain benefits.
There may be certain amounts deducted from your paycheck concerning the benefits you have chosen including
balance due for veterinary services. A deduction will be made to your final paycheck if you have not return hospital
property (scrubs, etc) in good repair. Please review your paycheck stub to make sure everything is accurate. For any
discrepancy, contact the bookkeeper immediately. For information on deductions and corrections, see your
bookkeeper.

Overtime
This hospital will make every effort to schedule work hours that will be convenient for all employees. Your
supervisor must approve all overtime. When overtime becomes necessary, we ask that all employees will be flexible
to work the extra hours.
The hourly employees will be paid for overtime worked in excess of 40 hours per work week (Monday through
Sunday) at one and one half times their regular rate of pay. To help maintain our budget, you should be trying to
avoid overtime. You should not be clocking in too early. Clocking in more than 10 minutes before your shift begins
is inappropriate unless needed to assist a client or patient. Additionally when possible take the full hour for your
lunchtime. When possible plan your activities and duties to be able to leave as soon as possible at the end of your
shift.
Employees who are termed “exempt” are not eligible for overtime. The Fair Labor Standards Act defines these jobs
as technical, professional, managerial, executive, and administrative.

Advancement of Wages
We have a strict policy of not advancing wages under any circumstances.

Salary and Performance Evaluations
New hires are given a performance/merit evaluation or review at the conclusion of a 60-day introductory period.
Although satisfactory completion of the introductory period does not normally result in a wage increase, an
employee may be considered for a wage increase based on the results of the evaluation and/or applicable
circumstances. It is intended that we will be competitive with our overall salary and benefit package. We try to
adhere to a wage scale which is based on skill level.

At least once a year, each employee is given a performance review and may receive a wage increase based on:
Merit, improving your overall job skills
Continuing education completed
Performance of job function
Contributions of new ideas that may improve the practice
Relations with other staff members
Attitude toward an employee’s job
Attendance
Compliance with safety and hospital protocols
Financial stability of the practice
Your supervisor will discuss with you, in confidence, the specifics of your individual merit rating review. Your
supervisor also can assist you with recommendations for strengthening deficiencies or with plans for improvements
as may be deemed appropriate.
Raises can be given at any time. Any increase of wage will be under the sole discretion of the hospital director or
administrator. Increases of wages or raises are not an automatic policy in this.
An increase in wage can come in other forms rather than money. Examples would be a profit sharing program,
medical and/or dental insurance, bonus money, incentive programs built on the financial success of the practice, and
payment for ongoing continuing education outside of the practice.
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