Work Ethic
Employment is a two way street. As an employer we hold ourselves responsible to provide a clean, comfortable, safe work
environment. We try to make working here enjoyable, stimulating and rewarding. In return we expect employees to have a
strong work ethic. While we cannot fully define here what is involved with demonstrating a strong work ethic the simple
structure is that employees show up on time for their shifts capable and willing to complete the needs of the employer.
Work ethic is demonstrated every day by those that have it. The employee will work with enthusiasm throughout each and
every work day.

Introductory Period/Temporary Employment
The first two months of your employment will be an introductory period. Benefits will not be available during this time.
At the end of two months, your performance will be reviewed, and if proved satisfactory, you will be placed on regular
working status. When placed on regular status, you will be eligible to accrue all benefits, which apply to your position. If
your performance is not acceptable and/or further training and counseling are not resulting in progress, you may be
terminated without further notice.

Equal Employment Opportunity
It is our policy to be fair and impartial in all of our relations with employees and applicants regardless of race, creed, color,
sex, age, disability, national origin, or veteran status. This policy applies to initial hiring, pay structures, employee benefits,
promotions, and other conditions of employment.
All decisions made with respect to recruiting, hiring, and promotions for all job classifications will be made solely on the
basis of individual qualifications related to the requirements of the position. We require our employees to be able to
complete the regular required job duties as listed on the employment application and in our job description section of this
employee manual. We are a small business and fall outside of some of the protections the law provides for employees with
disabilities, etc.

Immigration Laws
This hospital will employ only United States citizens and aliens who are authorized to work in the United States. These
individuals must comply with the Immigration Reform and Control Act of 1986. This hospital will require that each new
employee sign and date the first section of the Immigration and Naturalization Service Form I 9; and if a previous I 9 is
more than three years old, it will become null and void.

Sexual Harassment
It is the policy of this hospital that all of our employees should be able to enjoy a work atmosphere free from all forms of
discrimination, including sexual harassment.
Sexual harassment infringes on an employee’s right to a comfortable work environment and is a form of misconduct, which
undermines the integrity of the employment relationship. No employee, male or female should be subjected to unsolicited
and unwelcome sexual overtures or conduct, either verbal or physical.
Sexual harassment does not mean occasional compliments of a socially acceptable nature. Sexual harassment refers to
conduct which is offensive to the individual, which harms morale, and which interferes with the effectiveness of our
business.
Examples of sexual harassment include repeated offensive flirtations, advances, or propositions; continued or repeated
verbal abuse of a sexual nature; explicit or degrading verbal comments about another individual’s appearance; and the
display of sexually suggestive pictures or objects or any offensive or abusive physical conduct. It also includes the refusal
to take any personnel action on the basis of any employee’s submission to or refusal of sexual overtures. No employee
should so much as imply that any individual’s “sexual cooperation” will have any affect on the individual’s employment,
assignment, compensation, advancement, career development, or any other condition of employment.

Violation of this policy will not be permitted and will result in disciplinary action, including termination.
Anyone experiencing a violation of this policy may meet with a supervisor or hospital owner. Every effort will be made to
keep the employee’s identity confidential, if requested.

Pregnancy Employment
Working in a veterinary hospital has several inherent possible hazards to fetuses. It is the responsibility of the employee to
notify the doctors and her supervisor of the pregnancy as soon as possible so that an additional fetal level dosimeter badge
can be ordered to wear while employee is assisting with radiographs. Using proper technique and personal protective
equipment assisting (as always) with radiographs will not affect the safety of your fetus. Pregnancy is not a reason to not
assist with radiography contrary to the misconception of many. To help educate you to allow you to make the best decisions
for you and your child we have available sources of information specific for working in a veterinary practice while
pregnant. If you become pregnant you should take a list of your employment duties and tasks as well as your conditions of
employment to your doctor to obtain the authorization to continue to complete those regular duties. Continued employment
prior to maternity leave will be based on the employee’s fulfillment of her regular duties and meet the conditions of
employment. Due to discrimination laws (we are not allowed to discriminate) inability to perform normal and regular job
required tasks for any reason will require the employee resign or be discharged.
In our small hospital all employees must be capable of performing the hours and the essential elements of the job for which
he/she was hired including lifting and restraining patients. To prevent discrimination employers are prohibited from
removing an employee from their hazardous job simply because the employee is or will become pregnant and the fetus may
be affected.

Family Medical Leave Act/ Washington State Family Care Act
Due to the number of employees we have we are not regulated by the state or federal or state FMLA. We are regulated by
the WSFCA. In summary we cannot guarantee or hold a position for an employee that requires time off beyond accrued
and available Paid Time Off for illness, pregnancy or caring for other family members.

Standards of Conduct
See code of conduct in Instruction, Corrections, Conduct and Termination section

Employee Grievances and Personnel Issues
We encourage employees to discuss any questions regarding policies or any other matters relating to employment with Dr.
Bennett. Every effort will be made to make this an outstanding place to work. Please let your supervisor know if there are
ways we can improve by writing your suggestions down. Please state how your recommendation will benefit the hospital,
staff or patients.
Communication about wages, personal progress, and other personnel related issues initiated by the employee should be
discussed during a scheduled time for a formal meeting or as mutually reasonable. Please schedule an appointment during
a quieter time of day with Dr. Bennett, and make a note about which issue(s) is to be discussed. Dr. Bennett will review
your personnel file or our policies and be prepared to give you and the issue her full attention.
Employees are expected to conduct themselves in a professional manner. It is recommended that you do not bring up
issues of your wages, or issues you are unhappy with during informal times.

Interpersonal Conduct
Professional behavior is a term of employment. The behaviors required for team members are:
1. Each team member will conduct self in a professional manner, refraining from making negative or derogatory comments.
2. Each team member will extend self to welcome new team members and aid in helping new persons through the transition
period.
3. Each team member will rise above the level of “gossip”, defined as negative or slanderous remarks about any other team

member, including managerial or veterinary staff.
4. Legitimate complaints about anything regarding another team member should be brought only to Dr. Bennett’s attention
at an appropriate time. Please have any such complaints written to provide documentation. If it isn’t important enough to
write down and be documented it is more difficult for corrective actions to be taken.

Drug and Alcohol Policy
To ensure a safe and productive work environment, the hospital prohibits the use, purchase, sale, possession, or transfer of
any alcoholic beverage, marijuana or not legally prescribed controlled drug while on hospital property or during company
time.
The hospital also prohibits any employee reporting for or being at work while under the influence of alcohol or drugs. If
you are using a prescribed drug that might in any way affect job performance, report this to your supervisor immediately.
Any violation of this policy will result in disciplinary action, including termination.
If there are facts or circumstances which would indicate that an employee is under the influence of alcohol or any drug, the
hospital may require the employee to take the appropriate test to determine whether the employee is under the influence of
any drug or alcohol. A person is considered to be under the influence when the test for alcohol indicates the equivalent of
.05 percent (blood alcohol content) or greater or when there is any detectable level of drugs in the body. Refusal to submit
to such a test is grounds for termination.
If prescription or other the counter legal drugs are noticeably affecting your affect and/or job performance you may be
asked to leave. With our patients lives at stake, we cannot have employees that are mentally impaired.

Smoking
We do not hire people that smoke and reserve the right to discharge an employee if they become a smoker. Because the
safety and health of our clients, pets, and employees is a priority, smoking is not allowed on the premises, inside or out.
This rule will be strictly enforced because flammable materials are stored in this hospital at all times. Employee clothing
and hair must be free of cigarette odor.

Parking
While on hospital property, we ask that you are courteous and practice safe driving and parking habits. The employee
parking is provided free; however, to be courteous to our clients, we ask employees use spaces farther out in the parking lot.

Library
The library is available for use by all employees. Please keep all library materials on the premises. Any employee who
would like to check out materials must have the permission of the hospital director. If permission is granted you should
leave a slip of paper with doctor Bennett and notify her when the item is returned. When returning materials, please put
them in the proper place.

Keys/Locks/Security
A back door key will be given to employees who are responsible for opening and closing the hospital. The technicians will
receive a back door key. Always lock the door if you enter or leave the hospital after hours.
The last person to leave the hospital at night is responsible for seeing that all doors are locked and the lights out.
In the event of an emergency, the doctors may be in the hospital after hours. This hospital is not to be used except during
the regular working day. Other than those regular working hours, employees are not to be on the premises.

Use of Hospital Facilities
Any personal use of the hospital facilities must have prior approval from the hospital owner. The animal bathing and
laundry facilities are not to be used by employees for personal use unless prior approval has been granted.

Personal Phone Calls
From time to time, there are occasions when we have a need for incoming and out going phone calls. Some of these
occasions may be school situations, family emergencies, and personal circumstances. Our office will allow the use of the
phones for these purposes; however, we ask that these calls be made during lunch and break periods, and from an upstairs
phone. Please keep personal calls to only a few minutes, and only when necessary. We recommend you use your personal
cell or digital phone for these purposes.
Please help prevent incoming personal calls. Give your work number only for use if there is an emergency. All nonemergency calls should be directed to your home or cell phone number. If a nonemergency personal call comes in, a
message will be taken and a note will be left at your work station or posted on the bulletin board. Return calls should be
made on your break or lunch time. Please keep your calls short so that our schedule can continue to run smoothly. When
making a personal long distance call, please use your own cell phone, telephone calling card, call collect, or charge the call
to your home phone.
Personal cell phones should be set to silent or be turned off during your working time. You may check them during your
break or lunch time.

Personal Computer Use and Internet Access
Employee use of business computers is to be limited to practice needs only. Any internet use on the business computers is
to be only for established purposes such as obtaining laboratory results. Additional approved uses include
visiting/researching on VSPN, VIN, AVMA or AAHA or any specific requests made by Dr. Bennett. All other use of the
internet must be by specific authorization by Dr. Bennett.
To help provide network security for the business network if a staff member desires to surf the web on their breaks and
lunches, they must bring their own device and may log on through the beaver lake guest wireless network.

Cleanliness of the Hospital/Care of Equipment
Cleanliness is an ongoing quest. The field of veterinary medicine and surgery demand clean and, at times, aseptic
conditions. Also, our clients demand a clean, well-kept facility. This job is to be undertaken by all employees on a
continual basis. When time permits, closely observe your work area and clean and set it in order as necessary. If there is
additional time, help other members of your team maintain cleanliness.
When working with our supplies, equipment, and hospital materials, please use caution and care. Our equipment and
supplies are expensive to purchase and sometimes difficult to replace. Accidents happen. However, if negligence or
carelessness is cause, termination may be required to prevent further such events. Employees may be held financially liable
for deliberate damage of equipment.
We will insist on maintaining a neat, organized, efficient, and clean hospital at all times. As an employee of this hospital,
please clean up after yourself and take the initiative to keep our facility in good working condition. Before leaving each
day, clean up the area for which you are responsible.
It will be the responsibility of each employee to oversee a specific workstation for cleanliness on a day-to-day basis. The
employee will be held accountable for a specific section of the hospital. Cleanliness of the entire hospital is the
responsibility of each and every employee. If an employee sees that one area of the hospital, inside or out, is being
neglected, it shall be the responsibility of that employee to help in the cleaning of this area and discuss the problem with the
employer later.

Dress Code/Uniform Allowance
All employees are requested to dress in a manner that is acceptable for meeting clients and other professionals. Further
definition will be provided if the situation requires.
You will be required to wear a name badge, the supplied scrub tops as well as safe shoes. Uniforms are to be clean, neat and
odor free at all times. Please wear pants that coordinate with the scrub tops. When uniforms need to be replaced, please
contact Dr. Bennett. Uniforms and badges should be returned as soon as possible after employment ends. The replacement

cost of uniforms and badges that are not returned within 10 business days from termination will be deducted from the final
paycheck in accordance with the Washington Administrative Code.
Jewelry and body adornments should be kept to a minimum. Earrings and other jewelry should be conservative since pets
can be unpredictable, and dangling items may become either a safety issue or affect pets or their owners negatively.
Pierced earrings are acceptable. Any other body part that may be pierced should not be adorned. Hair color and styles
should be conservative. Long hair should be safely tied back.

Personnel Records
As part of your employment with us, it will be necessary for you to complete many records. These records will include
your employment application as well as records for purposes of meeting federal and state laws. All records must be
prepared truthfully and honestly. During your employment, it is important that your personnel records be kept up to date.
Please report to the office in writing any change of your name, address, telephone number, family status, insurance
beneficiaries, or the name of the person to be notified in case of an emergency.
Some of these changes may affect insurance coverage or the amount of tax that the hospital is required by law to withhold
from your paycheck. Your home telephone number will be important in case of an emergency. Changes, such as
educational or technical achievements, should also be reported so that they may be appropriately noted in your personnel
file. If, on an application or resume, an employee falsifies a statement, it will be grounds for immediate termination.

Voting
Voting in local, state, and federal elections is a right of each citizen. We encourage your participation in the voting process.
It would be appreciated if you could vote at times during the day when you are not scheduled to work, e.g., early morning
or after hours. If this is impossible, work with the hospital director or administrator to stagger your work with fellow
employees, giving yourself time to perform this important function. Up to one hour in national election years will be
compensated if required.

Outside Employment
We ask that all regular full-time and part-time employees dedicate themselves to the interest of our hospital and practice.
Staff members are discouraged from any outside business activity because it can take away time and interest from job
responsibilities as well as affect performance reviews. We try to be as flexible with scheduling as possible to accommodate
your needs. But we ask for your flexibility when required by other employee emergencies and needed time off.

Confidentiality and Nondisclosure
This hospital regards our information on clients and their pets as highly confidential and is not to be discussed with anyone
other than hospital employees or veterinarians.
Fees, clinic services, or the characteristics of veterinarians (our or others) are not to be criticized, judged, or discussed with
individuals or our clients. Employees must refrain from giving negative opinions of any veterinarian, hospital or client.
Employees are not to express an opinion on the size of a client’s bill to the client. All client relations and communication
must be kept courteous and professional.
All records, X-rays, charts, test results, and financial information are to be held in confidence. Client records are to be
duplicated or transferred only with the approval of the client and attending veterinarian.
There are times when clients can be rude to support staff. It is expected for these clients to be given all the courtesy as for
our well-mannered clients. You are not expected to allow yourself to be bullied, but you are being employed to serve all
our clients and their needs. Please refer to the doctor in charge if required for a particular situation. It is not our policy to
promote abusive clients. Please be sure to inform the doctor if a client has been rude, disrespectful or otherwise illmannered.

Policy and Procedure Manual
We have developed a hospital policy and procedure manual. In a medical hospital it is important that there is uniformity.

The manual is not meant to stifle learning new and better ways but rather it contains the current accepted methods that
should be followed to allow all our staff to be consistent. The manual is a work in progress. We change it as needed. All
items are in a Microsoft Word file and are easily changed as needed. Please bring suggestions for change to us. Changes
can be recorded in pen or pencil if adopted and the page can be reprinted as needed.

Policy Setting
Dr. Bennett sets policy. You may be consulted for your opinion. But Dr. Bennett will make final determinations.
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