WELCOME!
Gentle Touch Dentistry is very proud of the group of people who just like you have chosen us as their employer.  We sincerely value our team and the high quality of dental care they provide for our patients. 

Gentle Touch Dentistry is a dental management company that acquires, develops and supports dental practices throughout the United States .  Gentle Touch Dentistry provides a complete package of management and financial solutions for a dental practice to create a win/win situation for the patients, Doctor and team.  We believe in a lifetime approach to care which serves our patients’ lifetime interests best.  Gentle Touch Dentistry is dedicated to providing the highest quality healthcare experience possible.  Our mission is to become the market leader in the delivery of dental care, while preserving both its quality of service and patient experience.  

We have a great respect for you and your fellow team members.  This respect recognizes your ability to offer ideas for improving the company and to pursue opportunities for advancement and personal growth.  I encourage you to offer your suggestions, comments or concerns to the  Management Team.  Gentle Touch Dentistry has worked hard to attract and to retain people like you, who take pride in the delivery of patient care.

This handbook was developed to describe some of the expectations of you and to outline the policies, programs and benefits available.  You should familiarize yourself with the contents of this handbook.  It will answer many questions about your employment, however it is impossible to cover everything.  It is designed to acquaint you with Gentle Touch Dentistry and provide you with information about working conditions, employee benefits and policies affecting your employment.  Please ask questions regarding any policy or practice you do not fully understand.  We strive to maintain an open-door communication policy where you are free to discuss issues concerning your employment at Gentle Touch Dentistry.  

We are a growing company and in order to continue growing successfully, we depend upon your commitment to Gentle Touch Dentistry.  I sincerely hope your experience here will be challenging, enjoyable and rewarding.  Again, welcome to Gentle Touch Dentistry.

Sincerely,

Steven Polevoy, D. M. D.

President/Chief Executive Officer

Gentle Touch Dentistry
Statement of Accomplishment Goals,

Corporate Objectives, Beliefs and Values

The Doctors, administration and team of Gentle Touch Dentistry have established the following as their accomplishment goals and corporate objectives:

1.
To provide the persons we serve with the highest quality health care experience possible.

2. To serve our patients in a modern and up to date facility with family-like hospitality using 

state-of-the art managerial and health care technology.

3. We are further committed to becoming and remaining the unquestioned leader in health

care services in those communities and market segments we elect to serve.

4. Ensure the continuance of our organization by enhancing its economic value.

5. To produce happy paying patients, who pay more than it costs to produce, and who repeat and refer.

Summary of beliefs and organizational values

The Doctors and team of GTC believe :

· That our product is a patient who is satisfied beyond their expectations.

· That our patients, their needs, and their optimum care are our first concern.

.

· That a lifetime approach to care serves our patients’ lifetime interests best.

· That a team-centered work environment benefits Doctors and team as well as patients.

· In developing and maintaining a strong corporate culture for the purpose of mutually benefiting all concerned.

· In each person accepting the responsibility for bringing their own actions into harmony with our QCO organizational value systems.

· That the organization must provide an atmosphere where all team members may grow personally as well as professionally.

· In a participative management structure where all members have input into administrative decisions for the purposes of attaining a more sound, strong, and cohesive organization.

· And finally, we believe in a work environment where every person equally shares in the organizational responsibilities, is equally important in helping attain our accomplishment goals, and then has the benefit of proportionally sharing in the rewards of success.

Our Philosophy of Care

We want our patients to keep their teeth for a lifetime in comfort and health.  We are committed to a philosophy of Dentistry which we call "Lifetime Care".  Our philosophy is patient centered and we believe we can positively influence a person's quality of life through "Lifetime Care".

We must know our patients so well and care for them so much as people that we can determine from this knowledge what the best lifetime treatment is for their particular needs.  We will take every opportunity to motivate and educate patients to the point where he/she desires "Lifetime Care".  We need to know if each patient values a healthy mouth and if he/she can handle the investment for the kind of care selected.  We fully understand that not all of our patients are candidates for the Lifetime Care "approach" and that is O.K.  These patients will only respond to "patch and repair" (drill-fill-bill) Dentistry.  We have no problem with this because anything we do is a service to our fellow man.


We are committed to the "Lifetime Care" philosophy for 3 reasons:


1.
We believe lifetime care is in our patient's long-term best interest.

2. We believe the "Lifetime Care" approach offers our patients the highest quality of 

life for the investment made and

3. We believe the "Lifetime Care"  approach to dental care offers a lower lifetime 

cost over the "patch & repair" approach.

Lifetime Care is the quality approach to care.

The Lifetime Oral Healthcare Program

Nature Of The Program :

It’s a program that assesses people’s oral healthcare needs from a lifetime point of view.

It’s a program designed to provide people with maximum oral health for a lifetime.

It removes patients from a patch, repair and maintain approach to care to a “Do it right the first time,” the quality way, approach to comprehensive lifetime care provided by a single organization.

Its objective is to establish an office environment that is so comfortable and attractive that patients will want to come to your office for their oral healthcare all their lives and will encourage all their friends and relatives to do the same.

It’s a program designed to help people keep their teeth for a lifetime.

The earlier in life a person enters the program the lower their cost for maximum oral health care during their lifetime.

Advantages to the Patient:

Lower lifetime cost.

Greater lifetime convenience.

Greater lifetime comfort.

Receives maximum quality care.

Acquires greater quality of life due to the benefits of the program.

What Offering The Program Means To Your Organization:

It means that you will have a superior oral health care program to offer the communities you serve.  If you successfully market and deliver this program it may ensure that you will remain the market leader in your area.  Becoming and remaining the market leader provides your patients with a better care and service package and ensures you that your organization will be able to meet its goal of being on of the community’s most reputable and respected employers.

The end product—happier patients, Doctors and teams who have a fuller, more prosperous life.

EMPLOYMENT

Your Employment Relationship, Schedule & Conditions

Foreword

For interpretation of this handbook, any reference to the “Management Team” should be defined as the managing Dentist or Office Manager

This handbook is intended to provide you with a general understanding of our personnel policies as of June 1, 2005.  You are encouraged to familiarize yourself with the contents of this handbook to answer most questions concerning your employment with Gentle Touch Dentistry.

However, this handbook cannot anticipate every situation nor answer every question about your employment.  In order to retain necessary flexibility in the administration of policies and procedures, Gentle Touch Dentistry reserves the right to interpret, change, revise or eliminate any of the policies and/or benefits described in this handbook at any time with or without notice as deemed necessary.  Policies and procedures described in the handbook are intended as guidelines for management and may not be followed in all circumstances.

Dentist’s Contract Relationship

This handbook is not intended to supersede any language contained in your employment agreement with the company.  However, you are still obligated to abide by these policies as long as they do not contradict language contained in your contract.  If you feel there is contradictory language or have any specific questions, please contact the Management Team.

Disability Accommodation

Gentle Touch Dentistry is committed to complying fully with the Americans with Disabilities Act (ADA) and ensuring equal opportunity in employment for qualified persons with disabilities.  All employment practices and activities are conducted on a non-discriminatory basis.

Hiring procedures have been reviewed and provide persons with disabilities meaningful employment opportunities.  Pre-employment inquiries are made only regarding an applicant's ability to perform the duties of the position.

Post-offer medical examinations are required only for those positions in which there is a bona fide job-related physical requirement.  They are given to all persons entering the position only after conditional job offers.  Medical records will be kept separate and confidential.

Reasonable accommodation is available to all disabled employees, where their disability affects the performance of job functions. All employment decisions are based on the merits of the situation in accordance with defined criteria, not the disability of the individual.

This policy is neither exhaustive nor exclusive.  Gentle Touch Dentistry is committed to taking all other actions necessary to ensure equal employment opportunity for persons with disabilities in accordance with the ADA and all other applicable federal, state, and local laws.

Employee Health Issues
Working in a dental office raises special health issues because of the possibility that employees may be exposed to contagious diseases.  Stringent infection control policies are in place within the office to protect the workers.  This practice urges our personnel to obtain vaccination against Hepatitis B.    As required by OSHA, all accidents and injuries occurring during the workday are to be reported as soon as possible to the Management Team.  Proper OSHA documentation is to be completed by the Management Team.  Medical assistance and subsequent treatment will be provided if necessary.  All employees are required to read the OSHA manual provided to each office.  Each employee is required to supply written documentation that this has been completed within thirty days from date of hire.  This documentation will become a part of the employee’s personnel file.

Employment Relationship
Your employment at Gentle Touch Dentistry should be considered “at will” which means just as you may terminate your employment at will with or with out cause or notice, and the company has the same opportunity in regards to maintaining your employment.  Gentle Touch Dentistry also believes the working conditions, wages, and benefits it offers are competitive with those offered by other offices.  If you have concerns about the working conditions in your office, you are strongly encouraged to voice these concerns openly and directly with the Management Team.  Our experience has shown when employees deal openly and directly with one another, the office environment becomes team oriented.  We feel the individual consideration and team relationships provide the best climate for maximum development of individual and organizational goals.  Most of us have had the unfortunate opportunity to work in an office full of gossip and tension.  This type of behavior is not tolerated at Gentle Touch Dentistry.  Make the most of this new career by becoming a valuable member of your new team.

Employment Categories

It is the intent of Gentle Touch Dentistry to clarify the definitions of employment classifications so you can understand your employment status and benefit eligibility.  These classifications do not guarantee employment.

You are designated as either NONEXEMPT or EXEMPT from federal and state wage and hour laws.  NONEXEMPT includes most HOURLY employees.  These groups are entitled to overtime pay under the specific provisions of federal and state laws.  EXEMPT employees are excluded from specific provisions of federal and state wage and hour laws such as overtime pay.  Most managers fall into the EXEMPT category.  Your EXEMPT or NONEXEMPT classification may be changed only upon written notification by Gentle Touch Dentistry management.

In addition to the above categories, you will belong to one of the following employment categories:

REGULAR FULL-TIME employees are not in a temporary status and are regularly scheduled to work Gentle Touch Dentistry's full-time schedule and average at least 32 hours per week.  Generally, they are eligible for Gentle Touch Dentistry's benefit package, subject to the terms, conditions, and limitations of each benefit program.

PART-TIME employees are not assigned to a temporary status and are regularly scheduled to work less than 32 hours per week.  While they do receive all legally mandated benefits (such as Social Security and workers' compensation insurance), they are ineligible for most of Gentle Touch Dentistry's other benefit programs.

TEMPORARY employees are hired as interim replacements, to temporarily supplement the work force, or to assist in the completion of a specific project.  Employment assignments in this category are of a limited and/or varied duration. Employment beyond any initially stated period does not in any way imply a change in employment status.  Temporary employees retain that status unless notified of a change by the Human Resource Department.  While temporary employees receive all legally mandated benefits (such as workers' compensation insurance and Social Security), they are ineligible for most of Gentle Touch Dentistry's other benefit programs.

Equal Employment Opportunity

In order to provide equal employment and advancement opportunities to all individuals, employment decision will be based on merit, qualifications and abilities.  Gentle Touch Dentistry does not discriminate in employment opportunities or practices on the basis of race, color, religion, sex, national origin, age, ancestry, marital status, sexual orientation, veteran’s status, physical/mental disability unrelated to an individual’s ability to perform the essential functions of a job with or without accommodation, or any other characteristic protected by law except where a bona fide occupational requirement demands such factors be taken into consideration.

Gentle Touch Dentistry will make reasonable accommodations for qualified individuals with known disabilities unless doing so would result in an undue hardship.  This policy governs all aspects of employment, including selection, job assignment, compensation, discipline, termination and access to benefits and training.

It is also important to remember that Gentle Touch Dentistry maintains an Employment At Will policy for all employees not under contract.

Job Performance

Employees are responsible for performing the duties in their job description adequately and properly.  If you have not received a copy of your job description, please notify your office Management Team.  Gentle Touch Dentistry policies and procedures must be followed.  Employees are expected to establish rapport with fellow team members and should not behave in a manner that obstructs or hinders another employee from completing assigned duties.

Employees are expected to operate in a manner that is safe to themselves, their co-workers, and the patients and to follow office safety and OSHA protocol at all times.  It is the responsibility of employees hired for licensed positions to keep their licenses current and supply the company with proof of valid licenses.  Gentle Touch Dentistry will not be held responsible for an employee losing a required license because of failure to comply with continuing education requirements.  

Employees should not bring personal problems to work.  Employees should not conduct personal business during working hours.  Employees may not use or be under the influence of alcohol or illegal drugs during work time.  No medication should be used which impairs job performance.  Gentle Touch Dentistry reserves the right to test an employee under reasonable suspicion or following an on-the-job accident for alcohol or drugs.

You and the office Management Team are strongly encouraged to discuss job performance and goals on an informal, day-to-day basis.  Additional formal performance evaluations are conducted to provide both office management and yourself the opportunity to discuss job tasks, identify weaknesses, recognize strengths, and to provide positive approaches for meeting goals.  Formal performance evaluations are normally scheduled annually for all regular full-time and part-time employees, coinciding generally with the anniversary of the employee's original date of hire.  New employees may receive a formal evaluation after 90 calendar days from their start date.  Please keep in mind that a scheduled evaluation does not guarantee an increase in compensation.  Please see the Compensation section of this handbook for further details.

Layoffs

If Gentle Touch Dentistry determines that reductions in workforce are necessary, consideration will be given to the company’s need for ability and flexibility, in making such determinations.  However, final determination is at the discretion of the company and will be based on performance and economic demands.

License Verification

All licensed employees, upon being hired, are required to present proof of licensure or certification to the corporate office.  It is the responsibility of all employees to keep their licenses or certificates current.  Gentle Touch Dentistry is not responsible for keeping any employee’s license or certification current or in good standing.  

At Gentle Touch Dentistry’s discretion, it may be determined that paying for an additional state license or certification (i.e. initial x-ray training/certification, expanded duties, etc.) is necessary to help employees perform at a higher level and enhance patient care.  The company will pay for the renewal of CPR certification for clinical employees according to state guidelines.  An Educational Assistance form must be completed and approved by your Management Team before the company will agree to cover any license or certification courses.

Outside Employment

You may hold a job with another organization as long as you satisfactorily perform your job responsibilities unless you are under contract with Gentle Touch Dentistry (i.e. Doctors).  We will try to work with your other schedule and be flexible but if a conflict arises, your obligation to GTD must be met first.  You will be judged by the same performance standards and will be subject to Gentle Touch Dentistry's scheduling demands, regardless of any existing outside work requirements. 

If Gentle Touch Dentistry determines your outside work interferes with your performance or ability to meet the requirements of Gentle Touch Dentistry, you may be asked to terminate the outside employment if you wish to remain with Gentle Touch Dentistry.  This includes any modifications to your job requirements by Gentle Touch Dentistry.  Outside employment will present a conflict of interest if it has an adverse impact on Gentle Touch Dentistry.

Personnel Data Changes

It is your responsibility to promptly notify Gentle Touch Dentistry of any changes in your personnel data.  Personal mailing addresses, telephone numbers, number and names of dependents (for insurance purposes), individuals to be contacted in the event of an emergency, educational accomplishments, and other such status reports should be accurate and current at all times.  If any personnel data has changed, please notify the management team.

Personnel Files

Gentle Touch Dentistry maintains your personnel file during your active employment.  The personnel file includes such information as your job application, resume, records of training, documentation of performance appraisals, salary increases, and other employment records.

Personnel files are the property of Gentle Touch Dentistry, and access to the information they contain is restricted.  Generally, only supervisors and management personnel of Gentle Touch Dentistry who have a legitimate reason to review information in a file are allowed to do so.  The company will follow all state and federal laws governing accessibility to personnel files.

If you wish to review your own file or have copies of information, you should contact GTC in writing.  With reasonable advance notice, you may review your own personnel files at the Home Office and in the presence of an individual appointed by Gentle Touch Dentistry to maintain the files.  Copies of information is restricted to documents signed by you or authorized by the Management Team.

Rehire Seniority
To recapture seniority you must have had two or more years of continuous service before you resigned, and a break in service of 90 calendar days or less.  After you have worked the period of time equal to your break in service, the recaptured seniority will be added to your current seniority on your new hire date anniversary.  Recaptured seniority accrual will apply to vacation benefits and possibly other issues.

Rest & Meal Periods

Every effort is made to have lunch breaks at regular times for at least 20 to 30 minutes.  However, due to the uncertainty of patient care, the scheduling for lunch breaks may vary at the discretion of your Management Team.  Lunch breaks will also require flexibility of the employee (i.e. rotating, etc.).  

In order to provide excellent patient care and keep our practices in smooth working order, rest or personal breaks will not be scheduled.  Your Management Team will allow these types of breaks when deemed necessary.  Keep in mind that each office has it’s own schedule and will be handled individually.
Remember you must clock out for all breaks and anytime you leave the office for personal issues.  You should also check with your Management Team before leaving the office during work time.  The consequences for not clocking out for breaks may include disciplinary action.  Rest and Meal Periods are governed differently in every state, however, we intend to comply with those laws that apply.  If you have questions or concerns, please contact the Management Team.

Safety
Gentle Touch Dentistry is committed to providing a safe and healthy working environment.  The company makes every effort to comply with OSHA standards.  All employees are expected to work to maintain safe and healthy working conditions.  They should also adhere to proper operating practices and procedures designed to prevent injuries and illnesses.  It is important that any and all accidents occurring during the workday be reported as soon as possible to the Management Team.  Please review the “Workers’ Compensation” section of this handbook on how to report a work related injury.  OSHA Regulations must be followed carefully in regards to our infection control program.  In the interest of everyone’s safety, it is required that eyeglasses or protective eyewear be worn while performing lab procedures and chairside procedures, or when soldering or grinding.  In the interest of safety for patients and employees, gloves, masks, and lab jackets also are required while performing lab or chairside procedures.  Heavy-duty rubber gloves must also be worn for cleaning instruments, equipment, and surfaces.  Any violation that relates to the safety of the company’s employees or patients whether willful or not will result in disciplinary action up to and including termination.  

We invite your suggestions that might improve the safety for our employees and patients.

Termination

Employees desiring to terminate their employment with Gentle Touch Dentistry are requested to notify their office at least two weeks in advance of their intended termination.  Such notice should preferably be given in writing to your Management Team.  Gentle Touch Dentistry reserves the right to accept an employee’s notice of resignation and to accelerate such notice to be effective immediately, or on any other date prior to the employee’s intended last day of work that the company deems appropriate.  

All employment relationships with Gentle Touch Dentistry are on an at-will basis.  Although the company hopes our relationship with our employees are long term and mutually rewarding, Gentle Touch Dentistry reserves the right to terminate the employment relationship at any time, with or without cause or notice.

Your benefits will be affected by termination.  All unused vacation hours will be paid to you on your last paycheck.  It should also be noted that any outstanding balances or advances owed to the company for issues such as lab fees, continuing education or signing bonuses will be deducted from your last check.  Every effort should also be made on the employee’s part to pay any outstanding balances owed to the company, or such balances may be turned over to a third party collection agency

Work Schedule

Employees are expected to be at the office and ready to work at the beginning and conclusion of the work schedule.   One team member is required to have the office unlocked at least 15 minutes prior to opening.  The office Management Team will determine this person.  All other team members and Doctors should be at the office 15 minutes prior to their starting time.  Everyone should be ready for the Morning Huddle at it’s designated time.

The unpredictable nature of dental care occasionally requires a longer than normal workday.  The team will be expected to stay if necessary.  We will try to be flexible and rotate which team members must stay late.  In a non-emergency situation, an employee who wants to work more hours than scheduled must get approval from the office Management Team before working the extended hours.

Employees are requested to arrange personal medical appointments for themselves and their dependents during hours other than when patients are scheduled in the office.  If such appointments must be made during the employee’s normal workday approval must be obtained from the office Management Team.  Please also review the Attendance Policy of this handbook.

Every effort will be made to keep the hours of the practice consistent.  However, an office has the option to change the work schedule when necessary with the approval of the Management Team.

JOB DESCRIPTIONS

Your Duties and Responsibilities
The following job descriptions include the most common positions in every dental office.  Please take the time to review your position so that you understand what your primary duties and responsibilities are.  Obviously, you are not expected to meet all of these obligations immediately, however, you should continue to make progress in becoming a productive member of your team.  You will be constantly evaluated on your abilities to meet the criteria of your job description.  It is your responsibility to understand these duties and responsibilities so please ask questions from your Management Team if you need assistance or additional training.

These job descriptions may be changed as necessary.  

If your position is not outlined in this section, please consult your manager or supervisor for a job description.  

Gentle Touch Dentistry 

Job Description

Job Title: 
Business Assistant


Reports To:
Managing Dentist/Office Manager/Practice Administrator/Regional Director 


FLSA Status: 
Hourly

Prepared By: 
Management Team 

Summary:  Organizes and maintains the functions associated with operating the front office area.  This includes all the essential functions listed below and as assigned in the future.

CORE FUNCTIONS

	· Attend and contribute to daily huddle.

	· Attend and contribute to weekly team meetings.

	· Write clearly, concisely, logically, and legibly.

	· Demonstrate accuracy in spelling and basic math.

	· Speak, understand, and write grammatically correct English.

	· Demonstrate a thorough knowledge of dentistry.

	· Facilitate interoffice team communication with respectful and constructive problem solving techniques (QCO).

	· Understand and respect the behavior, attitude, and beliefs in congruence with the values and vision of the

	practice.

	· Maintain a clean and uncluttered environment in the work and reception area.

	· Focus conversations with patients on the patient or dentistry, avoiding personal problems or gossip.

	· Educate patients at every opportunity.

	· Greet each patient with a smile as welcomed guests to the practice.

	· Introduce each new patient to other team members (2 – 1 Transfer).

	· Listen to each patient's needs.

	· Promote treatment plans and encourage patients to begin treatment.

	· Maintain an outgoing, friendly attitude with patients and team members at all times.

	· Ask each patient for a referral.

	· Perform all other duties as assigned.

	· Complete tasks within given time frames.

	· Answer questions from patient and team members cheerfully.

	· Contribute to team spirit.

	· Combine efficiency, productivity, and caring for patients in all actions.

	· Demonstrate exceptional human relation skills.

	· Dress according to office policy.


· Monitor key indicators each day to evaluate attainment of its goals.

· Complete a team action plan at the end of every meeting.

· Resolve conflict among team members quickly and fairly.

· Maintain a professional demeanor at all times.

· Answer the telephone by the third ring in a warm, friendly voice identifying the office, self and asking “How may I help you?”.

ESSENTIAL FUNCTIONS

Reception Tasks:

	· Receive and distribute mail.

· Open & distribute email messages appropriately (once at morning huddle & again after lunch.

	· Turn on and off office music system each day.

	· Distribute telephone messages.

· Confirm dental and hygiene appointments two days prior to appointment.

	· Determine and meet the needs of each caller.

	· Communicate each patient's arrival promptly.


· Send new patients and referral sources thank you notes and/or gifts.
· Keep broken appointments to less than 5%.

	· Coordinate answer machine/service during team absence:  beginning of day, lunch, end of day & meetings.

	· Screen doctor and team telephone calls.

	· Manage patient records: create new patient chart, label, type letters, update address changes on chart, recall card, and computer.

	· Pull and file charts.

	· Coordinate and follow up each patient referral to specialists.

	· Coordinate premedication and prescriptions.

	· Tag all charts with month and year stickers indicating month and year of next appointment.

	· Supervise and train system implementation.

	· Respond quickly, fairly, and professionally to team questions, concerns, and problems.

	· Perform tasks for other office personnel in their absence.

	· Provide support for other office personnel during periods of high activity.

	· Prepare monitors of practice statistics and provide to doctor for daily and weekly team meetings.

	· Coordinate marketing projects.

	· Oversee attainment of office goals within timeline.

	· Oversee submission of reporting tools to HEARTLAND CONSULTING.

	· Coordinate public relations activity.

· Coordinate time sheet submittal to Management Team promptly.

· Complete Absence Report and submit to Practice Administrator.

· Coordinate training of new team members on computer/software. 



	Scheduling Tasks:

· Inform team during the daily huddle of scheduled patients who have not been seen for regular continuing care visits. 

	· Schedule all appointments according to the scheduling policy in operations manual.

	· Maintain patient records and charts accurately to ensure easy retrieval.  

	· Document all patient activity, treatment, and transactions in computer daily.

	· Solicit personal and health history information from each new patient tactfully and properly record it into the computer.

	· Prepare and post schedule in each operatory and update changes during the day.

	· Collect copayment from each patient on the date of treatment and provide a receipt or walk-out statement.

	· Complete required documentation and posting of each copayment.

	· Monitor no shows, cancellations, and pending treatment.

	· Maintain full schedule by filling openings and broken appointments.  

	· Add to the "quick-call list" by asking each patient for permission to be placed on the list. 

	· Follow office procedures for patient referrals and transfers to other doctor’s offices. 

	· Ensure the practice meets its production goals through efficient scheduling.

	· Reappoint each patient for future care before they leave the office.

	· Call late patients within 10 minutes of scheduled appointment.

	· Dismiss patients with doctor's approval and follow office protocol.

	· Make notes in chart regarding broken appointments or late patients.

	· Contact ________ unscheduled patients per each month.

	· Maintain a current list of patients being contacted for reappointment to ensure appropriate contact. 

	· Document reactivation efforts in the patient chart and in the Patient Reactivation Log.

	· Separate charts into two categories:  appointed and unappointed.

	· Pull past-due charts from the appointed section at the end of every month and reschedule each patient's missed appointment.

	· Follow a telephone script consistently when contacting patients.

	· Contact each unscheduled patient at least three times in a 30-day period.

	· Follow telephone contact with a card when patient is not reached.

	· Send final contact letter to patients who do not respond to reactivation efforts.

	· Periodically contact patients whose charts have been archived.

	· Mail appointment cards.

	· Coordinate purge project and chart audit.


Financial Tasks:

	· Prepare treatment plan estimates and present to patients gaining acceptance.

	· Reach agreement and document financial arrangement with each patient before scheduling treatment.


· Report diagnosed and accepted treatment for all treatment plans.

	· Maintain accounts receivable control and aging, monitoring accounts receivable ratio, and provide reports to doctor each week.

	· Follow the written collection protocol of the practice.

	· Keep abreast of financing options, MC/VISA, dental charge accounts, and bank loans.

	· Create and send monthly statements according to operations manual.

· Maintain appropriate levels of office and computer supplies.

· Follow up on NSF checks promptly according to operations manual.

· Process patient refunds promptly.

	· Obtain approval for credit and other adjustments to patients' accounts, post them, and maintain accurate and complete written documentation.

	· Monitor and maintain appropriate petty cash balances.

	· Take deposit to bank and complete credit card deposit on terminal daily.


· Contact all past due accounts by telephone the day they are delinquent.

	· Reconcile daily schedule to daily billings to ensure each appointment is properly billed.

· Fax end of day reports to Home Office.

· Complete all end of month procedures the first working day of each new month.

	· Collect and enter insurance forms data and signatures from patients.

	· Verify and enter insurance coverage and obtain accurate benefit information for each patient.

	· Answer insurance company inquiries and follow up on rejected claims.

	· Complete, document, and mail or electronically file all insurance billings daily.

	· Track all insurance claims to ensure the full payment is received within six weeks of billing.

· Coordinate collection accounts with Management Team.


This job description is not intended to be all inclusive, and changes will be made as necessary.  Duties assigned that are not included in this job description should also be carried out.  Please keep in mind the success of the practice depends on everyone working together as a TEAM!

Gentle Touch Dentistry
Job Description

Job Title: 
Clinical Manager/Dental Assistant


Reports To:
Managing Dentist/Office Manager/Practice Administrator/Regional Director 


FLSA Status: 
Hourly

Prepared By: 
Management Team 

Summary:  To oversee day to day clinical operations of the office to insure procedures are followed in a way that allows the practice to thrive.  Also responsible for assisting the dentist in clinical treatment of patients.

CORE FUNCTIONS

	· Attend and contribute to daily huddle.

	· Attend and contribute to weekly team meetings.

	· Write clearly, concisely, logically, and legibly.

	· Demonstrate accuracy in spelling and basic math.

	· Speak, understand, and write grammatically correct English.

	· Demonstrate a thorough knowledge of dentistry.

	· Facilitate interoffice team communication with respectful and constructive problem solving techniques (QCO).

	· Understand and respect the behavior, attitude, and beliefs in congruence with the values and vision of the

	practice.

	· Maintain a clean and uncluttered environment in the work area.

	· Focus conversations with patients on the patient or dentistry, avoiding personal problems or gossip.

	· Educate patients at every opportunity.

	· Greet each patient with a smile as welcomed guests to the practice.

	· Meet and greet all patients as welcome guests to the practice.

	· Introduce each new patient to other team members (2 – 1 Transfer).

	· Listen to each patient's needs.

	· Promote treatment plans and encourage patients to begin treatment.

	· Maintain an outgoing, friendly attitude with patients and team members at all times.

	· Ask each patient for a referral.

	· Complete tasks within given time frames.

	· Perform all other duties as assigned.

	· Answer questions from patient and team members cheerfully.

	· Contribute to team spirit.

	· Combine efficiency, productivity, and caring for patients in all actions.

	· Demonstrate exceptional human relation skills.

	· Dress according to office policy.


· Monitor key indicators each day to evaluate attainment of its goals.

· Complete a team action plan at the end of every meeting.

· Resolve conflict among team members quickly and fairly.

· Maintain a professional demeanor at all times.

· Answer the telephone by the third ring in a warm, friendly voice identifying the office, self and asking “How may I help you?”.

ESSENTIAL FUNCTIONS

Clinical Manager Tasks:

· Divide tasks between self and clinical personnel (supplies and equipment maintenance).

· Responsible for making sure procedures are followed as listed in operations manuals.

· Scheduling of clinical team.

· Devise cleaning schedule for clinical area of office.

· Facilitate important clinical communication among team members.

· Ensure OSHA compliance of the office.

· Coordinate evaluations of clinical team members.

· Conduct recruiting of clinical team.

· Provide training for the clinical team.

Dental Assistant Tasks:

	· Maintain patient comfort and be sensitive to patient's real or imagined fear of being alone in the treatment room.

	· Oversee darkroom, solution supplies, and equipment.

	· Possess exceptional human relation skills.

	· Ability to work with interruptions and manage multiple tasks.

	· Demonstrate exceptional manual dexterity.

	· Ability to complete tasks within time frame.

	· Turn on and off each day the x-ray machine, compressor, lights, water, nitrous and oxygen tanks, and suction system.

	· Check that schedules are properly posted in the treatment rooms.

	· Verify charts are ready.

	· Clean and sterilize instruments and burs.

	· Keep abreast and follow of OSHA regulations.

	· Review schedule.

	· Oil hand pieces and sterilize according to manufacturer’s guidelines.

	· Sterilize hand pieces and disinfect operatories after each patient.

	· Empty trash, suction traps and run cleaner through suction each day.

	· Keep sterilization room organized.

	· Vacuum at end of day and when needed.

	· Review new patient health history.

	· Conduct new patient interview according to new patient guidelines for toothache patient and conversion exams.

	· Introduce doctor to patient.

	· Escort patient to treatment room.

	· Enter complete treatment plan into each chart.

· Call each patient after difficult treatment.

· Clean impression trays.

· Strive to maintain dental supplies at less than 4-6% of overhead.

· Prepare impressions and/or models for the lab.

· Make temporaries.

· Make custom trays.

· Maintain all lab supplies and equipment in an orderly, clean condition.

· Perform all expanded duties allowed by state law.

· Promote treatment plans and encourage patient to accept treatment.

· Educate new team members as to the location of supplies, equipment, and materials.

· Perform four-handed assisting and delegated expanded duties.

· Take, develop and mount x-rays.

· Provide comprehensive post-op instructions.

· Wear gloves, mask, eye protection, lab coats with every patient.

· Check that treatment rooms are ready, stocked, and clean at the beginning of each appointment.

· Seat patients and have proper set up for procedures.  Try not to leave your patient unattended in the chair.  When bringing patient to treatment room, greet them and introduce yourself and the Doctor.

· Anticipate and assist Dentist needs at all times.

· Accurately chart all procedures, record date, and services rendered.

· At the end of each visit dismiss patients; make sure patients chart is complete indicating procedures done today and what procedure is to be completed at the next visit and time allowed.  According to our charting guidelines.

· Perform clinical procedures as state laws allow.

· Notify Business Assistant if a patient should be called in the evening after a difficult appointment.

· Fill out lab slips for lab work to be done making sure all information is correct with dates, signatures, and shades.  Contact the labs for pick up and delivery and be sure cases are sent to the correct lab.  Keep a file of copies of lab slips in case there are questions regarding a case.




This job description is not intended to be all inclusive, and changes will be made as necessary.  Duties assigned that are not included in this job description should also be carried out.  Please keep in mind the success of the practice depends on everyone working together as a TEAM!

Gentle Touch Dentistry
Job Description

Job Title: 
Dental Assistant


Reports To:
Managing Dentist/Office Manager/Practice Administrator/Regional Director


FLSA Status: 
Hourly

Prepared By: 
Management Team 

Summary:  Responsible for assisting the dentist in clinical treatment of patients.

CORE FUNCTIONS

	· Attend and contribute to daily huddle.

	· Attend and contribute to weekly team meetings.

	· Write clearly, concisely, logically, and legibly.

	· Demonstrate accuracy in spelling and basic math. 

	· Speak, understand, and write grammatically correct English.

	· Demonstrate a thorough knowledge of dentistry.

	· Facilitate interoffice team communication with respectful and constructive problem solving techniques (QCO).

	· Understand and respect the behavior, attitude, and beliefs in congruence with the values and vision of the

	practice.

	· Maintain a clean and uncluttered environment in the work area.

	· Focus conversations with patients on the patient or dentistry, avoiding personal problems or gossip.

	· Educate patients at every opportunity.

	· Greet each patient with a smile as welcomed guests to the practice.

	· Meet and greet all patients as welcome guests to the practice.

	· Introduce each new patient to other team members (2 – 1 Transfer).

	· Listen to each patient's needs.

	· Promote treatment plans and encourage patients to begin treatment.

	· Maintain an outgoing, friendly attitude with patients and team members at all times.

	· Ask each patient for a referral.

	· Complete tasks within given time frames.

	· Perform all other duties as assigned.

	· Answer questions from patient and team members cheerfully.

	· Contribute to team spirit.

	· Combine efficiency, productivity, and caring for patients in all actions.

	· Demonstrate exceptional human relation skills.

	· Dress according to office policy.


· Monitor key indicators each day to evaluate attainment of its goals.

· Complete a team action plan at the end of every meeting.

· Resolve conflict among team members quickly and fairly.

· Maintain a professional demeanor at all times.

· Answer the telephone by the third ring in a warm, friendly voice identifying the office, self and asking “How may I help you?”.

ESSENTIAL FUNCTIONS

Clinical Tasks:

	· Maintain patient comfort and be sensitive to patient's real or imagined fear of being alone in the treatment room.

	· Oversee darkroom, solution supplies, and equipment.

	· Possess exceptional human relation skills.

	· Ability to work with interruptions and manage multiple tasks.

	· Demonstrate exceptional manual dexterity.

	· Ability to complete tasks within time frame.

	· Turn on and off each day the x-ray machine, compressor, lights, water, nitrous and oxygen tanks, and suction system.

	· Check that schedules are properly posted in the treatment rooms.

	· Verify charts are ready.

	· Clean and sterilize instruments and burs.

	· Keep abreast and follow of OSHA regulations.

	· Review schedule.

	· Oil hand pieces and sterilize according to manufacturer’s guidelines.

	· Sterilize hand pieces and disinfect operatories after each patient.

	· Empty trash, suction traps and run cleaner through suction each day.

	· Keep sterilization room organized.

	· Vacuum at end of day and when needed.

	· Review new patient health history.

	· Conduct new patient interview according to new patient guidelines for toothache patient and conversion exams.

	· Introduce doctor to patient.

	· Escort patient to treatment room.

	· Enter complete treatment plan into each chart.

· Call each patient after difficult treatment.

· Clean impression trays.

· Strive to maintain dental supplies at less than 4-6% of overhead.

· Prepare impressions and/or models for the lab.

· Make temporaries.

· Make custom trays.

· Maintain all lab supplies and equipment in an orderly, clean condition.

· Perform all expanded duties allowed by state law.

· Promote treatment plans and encourage patient to accept treatment.

· Educate new team members as to the location of supplies, equipment, and materials.

· Perform four-handed assisting and delegated expanded duties.

· Take, develop and mount x-rays.

· Provide comprehensive post-op instructions.

· Wear gloves, mask, eye protection, lab coats with every patient.

· Check that treatment rooms are ready, stocked, and clean at the beginning of each appointment.

· Seat patients and have proper set up for procedures.  Try not to leave your patient unattended in the chair.  When bringing patient to treatment room, greet them and introduce yourself and the Doctor.

· Anticipate and assist Dentist needs at all times.

· Accurately chart all procedures, record date, and services rendered.

· At the end of each visit dismiss patients; make sure patients chart is complete indicating procedures done today and what procedure is to be completed at the next visit and time allowed.  According to our charting guidelines.

· Perform clinical procedures as state laws allow.

· Notify Business Assistant if a patient should be called in the evening after a difficult appointment.

· Fill out lab slips for lab work to be done making sure all information is correct with dates, signatures, and shades.  Contact the labs for pick up and delivery and be sure cases are sent to the correct lab.  Keep a file of copies of lab slips in case there are questions regarding a case.




This job description is not intended to be all inclusive, and changes will be made as necessary.  Duties assigned that are not included in this job description should also be carried out.  Please keep in mind the success of the practice depends on everyone working together as a TEAM!

Gentle Touch Dentistry
Job Description
Job Title: 
Dentist


FLSA Status: 
Exempt

Prepared By: 
Management Team 

Summary:  To provide a lifetime approach of dental care for all of our patients.  To manage the office and insure its compliance with the guidelines set forth by Gentle Touch Dentistry and any government agency.  

CORE FUNCTIONS

	· Attend and contribute to daily huddle.

	· Attend and contribute to weekly team meetings.

	· Write clearly, concisely, logically, and legibly.

	· Demonstrate accuracy in spelling and basic math.

	· Speak, understand, and write grammatically correct English.

	· Demonstrate a thorough knowledge of dentistry.

	· Facilitate interoffice team communication with respectful and constructive problem solving techniques (QCO).

	· Understand and respect the behavior, attitude, and beliefs in congruence with the values and vision of the

	Company.

	· Maintain a clean and uncluttered environment in the work area.

	· Focus conversations with patients on the patient or dentistry, avoiding personal problems or gossip.

	· Educate patients at every opportunity.

	· Greet each patient with a smile as welcomed guests to the practice.

	· Introduce each new patient to other team members (2 – 1 Transfer).

	· Listen to each patient's needs.

	· Promote treatment plans and encourage patients to begin treatment.

	· Maintain an outgoing, friendly attitude with patients and team members at all times.

	· Ask each patient for a referral.

	· Complete tasks within given time frames.

	· Perform all other duties as assigned in accordance with the values and vision of the company.

	· Complete a team action plan at the end of every meeting.

	· Answer questions from patient and team members cheerfully.

	· Contribute to team spirit.

	· Combine efficiency, productivity, and caring for patients in all actions.

	· Demonstrate exceptional human relation skills.

	· Dress according to office policy.


· Monitor key indicators each day to evaluate attainment of its goals.

· Resolve conflict among team members quickly and fairly.

· Maintain a professional demeanor at all times.

· Assure that the telephone is answered by the third ring in a warm, friendly voice identifying the office, self and asking, “How my I help you?” or “How may I help your smile today?”.

ESSENTIAL FUNCTIONS

Leadership Tasks:

	· Work with management team to develop a written purpose and mission for the practice.

	· Communicate passionately to the team the vision and the values of the practice daily.

	· Coach, support, and inspire team members to achieve peak performance each day.

	· Set production and collection goals the practice can realistically strive to achieve. 

	· Review production and collection trends at monthly meetings with team members.

	· Communicate clear performance expectations to the team members each day.

	· Supervise the interviewing and hiring of new team members by the Practice Administrator or Office Manager.

	· Schedule and lead weekly team meetings.

	· Insure training of all team members by the Practice Administrator is completed.

	· Supervise implementation of clinical and management tools.

	· Keep abreast of the latest dental services, materials, and high-tech equipment.

	· Supervise and monitor hygiene production goals.

	· Supervise performance of all team members and notify Practice Administrator/Regional Director or Management Team of any issues.

	· Keep abreast of products, services, and treatments for Hygienists and periodontal procedures.

	Clinical Tasks:

· Demonstrate diagnostic and clinical proficiency in all areas of general dentistry including but not limited to:  Endodontics, Prosthedontics, Dental Radiology, Oral Diagnosis, and General Oral Surgery.
· Identify and communicate areas of dentistry to the Management Team where additional training would be beneficial.
· Establish clinical goals based on procedures, the proper mix of service, and the practice's standards of performance.
· Comply with the Quality Assurance standards of the practice as set by the community, ADA and the Company’s life time care philosophy.
This job description is not intended to be all inclusive, and changes will be made as necessary.  Duties assigned that are not included in this job description should also be carried out.  Please keep in mind the success of the practice depends on everyone working together as a TEAM!




Gentle Touch Dentistry
Job Description

Job Title: 
Hygienist


Reports To:
Managing Dentist/Office Manager/Practice Administrator/Regional Director 


FLSA Status: 
Hourly

Prepared By: 
Management Team 

Summary:  Responsible for performing licensed hygiene procedures, educating patients and management of soft tissue program.  

CORE FUNCTIONS

	· Attend and contribute to daily huddle.

	· Attend and contribute to weekly team meetings.

	· Write clearly, concisely, logically, and legibly.

	· Demonstrate accuracy in spelling and basic math.

	· Speak, understand, and write grammatically correct English.

	· Demonstrate a thorough knowledge of dentistry.

	· Facilitate interoffice team communication with respectful and constructive problem solving techniques (QCO).

	· Understand and respect the behavior, attitude, and beliefs in congruence with the values and vision of the

	Company.

	· Maintain a clean and uncluttered environment in the work area.

	· Focus conversations with patients on the patient or dentistry, avoiding personal problems or gossip.

	· Educate patients at every opportunity.

	· Greet each patient with a smile as welcomed guests to the practice.

	· Introduce each new patient to other team members (2 – 1 Transfer).

	· Listen to each patient's needs.

	· Promote treatment plans and encourage patients to begin treatment.

	· Maintain an outgoing, friendly attitude with patients and team members at all times.

	· Ask each patient for a referral.

	· Complete tasks within given time frames.

	· Perform all other duties as assigned in accordance with the values and vision of the company.

	· Complete a team action plan at the end of every meeting.

	· Answer questions from patient and team members cheerfully.

	· Contribute to team spirit.

	· Combine efficiency, productivity, and caring for patients in all actions.

	· Demonstrate exceptional human relation skills.

	· Dress according to office policy.


· Monitor key indicators each day to evaluate attainment of its goals.

· Resolve conflict among team members quickly and fairly.

· Maintain a professional demeanor at all times.

· Answer the telephone by the third ring in a warm, friendly voice identifying the office, self and asking “How may I help you?”.

ESSENTIAL FUNCTIONS

Clinical Tasks:

	· Maintain patient comfort and be sensitive to patient's real or imagined fear of being alone in the treatment room.

	· Perform quality dentistry and maintain the highest standards of care.

	· Keep abreast of the latest dental services, materials, and high-tech equipment.

	· Keep abreast of products, services, and treatments for periodontal procedures.

	· Provide home care instructions to each patient.

	· Keep instruments sharpened (curettes prior to SC/RP).

	· Use gloves, mask, eyewear, and lab coat with every patient.

	· Sterilize hygiene instruments and operative instruments.

	· Set up and break down rooms.

	· Disinfect room and equipment after each patient.

· Place barrages on equipment in accordance with OSHA guidelines.

	· Ask each patient to address hygiene postcard.

	· Introduce patient to Doctor enthusiastically.

	· Support consultations.

	· Use intraoral camera to educate patients.

	· Update patient education posters in operatory.

	· Follow Doctor’s recommendation for patient's treatment plan.

	· Maintain membership in and attend local hygiene association meetings.

· Place Arestin.

· Take, develop, and mount x-rays.

· Cross train in other areas of office.

· Maintain hygiene equipment – suction lines & traps, cavitron, prophy angle.

	· Keep abreast of products, services, and treatments for Hygienists and periodontal procedures.

· Attend continuing education courses annually.

· Enter complete treatment plan into each chart.

· Call each patient after difficult treatment.

· Be sure treatment room is ready, stocked and disinfected before a patient is brought into the room.

· Greet patient and introduce yourself when bringing them to the treatment room.

· Review and update patient health history, dental history and dental charting at each visit.

· Collect preliminary data prior to Doctor’s initial exam which would include necessary x-rays, full mouth charting-including complete periodontal charting.  Oral cancer screening.

· Educate patients as to the condition of their oral health, their options for treatment, what to expect with/without treatment – guiding them to an informed decision.  (NOTE:  Hygienists cannot diagnose, but are knowledgeable enough to inform patients of what the Doctor might recommend for treatment.)

· Perform prophylaxis.

· Administer fluoride treatments.

· Apply dental sealants.

· Render soft tissue management (scaling, root planning, incidental curettage, sub gingival irrigation and developing personalized homecare program for periodontal patients).

· Maintain inventory and place oral hygiene supplies to be ordered.

· Try not to leave your patient unattended in the chair.

· Accurately chart all procedures performed including date, services, necessary clinical notes (i.e. prognosis, treatment options etc), procedures and time needed for next visit and your initials.

This job description is not intended to be all inclusive, and changes will be made as necessary.  Duties assigned that are not included in this job description should also be carried out.  Please keep in mind the success of the practice depends on everyone working together as a TEAM!




Gentle Touch Dentistry
Job Description

Job Title: 
Office Manager


Reports To:
Managing Dentist/Practice Administrator/Regional Director 


FLSA Status: 
Hourly

Prepared By: 
Management Team 

Summary:  Organizes and maintains the functions associated with operating the office.  This includes all the essential functions listed below and as assigned in the future.

CORE FUNCTIONS

	· Attend and contribute to daily huddle.

	· Attend and contribute to weekly team meetings.

	· Write clearly, concisely, logically, and legibly.

	· Demonstrate accuracy in spelling and basic math.

	· Speak, understand, and write grammatically correct English.

	· Demonstrate a thorough knowledge of dentistry.

	· Facilitate interoffice team communication with respectful and constructive problem solving techniques (QCO).

	· Understand and respect the behavior, attitude, and beliefs in congruence with the values and vision of the

	practice.

	· Maintain a clean and uncluttered environment in the work and reception area.

	· Focus conversations with patients on the patient or dentistry, avoiding personal problems or gossip.

	· Educate patients at every opportunity.

	· Greet each patient with a smile as welcomed guests to the practice.

	· Introduce each new patient to other team members (2 – 1 Transfer).

	· Listen to each patient's needs.

	· Promote treatment plans and encourage patients to begin treatment.

	· Maintain an outgoing, friendly attitude with patients and team members at all times.

	· Ask each patient for a referral.

	· Perform all other duties as assigned.

	· Complete tasks within given time frames.

	· Answer questions from patient and team members cheerfully.

	· Contribute to team spirit.

	· Combine efficiency, productivity, and caring for patients in all actions.

	· Demonstrate exceptional human relation skills.

	· Dress according to office policy.


· Monitor key indicators each day to evaluate attainment of its goals.

· Complete a team action plan at the end of every meeting.

· Resolve conflict among team members quickly and fairly.

· Maintain a professional demeanor at all times.

· Answer the telephone by the third ring in a warm, friendly voice identifying the office, self and asking “How may I help you?”.

ESSENTIAL FUNCTIONS

Leadership Tasks:

	· Supervise and train system implementation.

	· Respond quickly, fairly, and professionally to team questions, concerns, and problems.

	· Perform tasks for other office personnel in their absence.

	· Provide support for other office personnel during periods of high activity.

	· Prepare monitors of practice statistics and provide to doctor for daily and weekly team meetings.

	· Coordinate marketing projects.

	· Oversee attainment of office goals within timeline.

	· Oversee submission of reporting tools to HEARTLAND CONSULTING.

	· Coordinate public relations activity.

· Coordinate time sheet submittal.

· Complete Absence Report and submit to Practice Administrator.

· Coordinate training of new team members on computer/software. 

· Complete new employee packets in a timely manner.

· Prepare work schedule for team members.

· Provide recurrent team training and development.

· Provide documentation on performance issues of each team member.

· Train Business Assistants to be able to duplicate Office Manager tasks.

· Continual communication with Doctor and Practice Administrator/Regional Director.

	· Communicate passionately to the team the vision and the values of the practice each daily.

	· Coach, support, and inspire team members to achieve peak performance each day.


· Introduce an external marketing plan after determining that all existing patients are being treated in accordance with the practice's values.
	· Create comprehensive job descriptions and update as required.

	· Communicate clear performance expectations to the team members each day.

	· Assess staffing needs and coordinate all interviewing and hiring of new team members with Practice Administrator/Regional Director.


· Coordinate and supervise training of all team members with Practice Administrator.
	· Schedule performance planning and growth conferences semi-annually.

	· Coordinate all vacation schedules and requests for time off.


· Keep abreast of the latest dental services, materials, and high-tech equipment.
	· Coordinate training for all newly hired team members.

	· Coordinate hiring of all team members.

	· Coordinate coverage for team members during sick days, CEU, or vacation.


· Supervise all team members.
· Schedule and coordinate departmental team meetings and any in-service training (e.g., CPR).
This job description is not intended to be all inclusive, and changes will be made as necessary.  Duties assigned that are not included in this job description should also be carried out.  Please keep in mind the success of the practice depends on everyone working together as a TEAM!

BENEFITS

Benefit Programs And Qualifying Factors

Continuing Education

Gentle Touch Dentistry provides continuing education to all employees, and we feel this training is what makes our team so successful.  This training will not only benefit you in the office, but it is something you can build upon throughout your career.  If your position requires continuing education credits to retain your license, most of these credits if not all may be met by participating in what is offered.  The continuing education is not required, but it is beneficial to your career growth with the company.  You will be compensated for attending most courses offered by Gentle Touch Dentistry.  Some travel expenses are covered as well.  You are typically not paid for attending courses offered by third party organizations unless specified otherwise.

If additional continuing education hours are needed, or if a particular course related to your position would be valuable to you and the company, you may complete an Educational Assistance form.  This form must be approved by your Management Team prior to you attending the course.  This benefit does not cover tuition reimbursement for college, but is intended to provide financial assistance for individual courses.  

Dental Benefits

All full and part-time employees are eligible for dental benefits following 90 calendar days of employment.  This benefit covers 100% of general services provided in your office excluding any lab fees.  The employee must pay all lab fees and any services provided outside your office such as specialty services.  This benefit also covers your immediate family, which is defined as your spouse and dependent children.  

There is a 15% discount for extended family members (parents, brother, sister, grandparents).

Some dental benefits such as specialty or cosmetic services may be available in your office at a special price.  However, this must be pre-approved by your Doctor and the Management Team Department.  You may also receive special benefits for other services such as Invisalign or whitening products as offered and approved by your Management Team.  Your dental benefits are based on what is offered in your practice.  You are not eligible to go to another Gentle Touch Dentistry office or any other office and receive dental benefits as outlined above without prior approval from the Management Team Department.

Holidays
Gentle Touch Dentistry observes the following paid holidays:  New Year’s Day, Memorial Day, Fourth of July, Labor Day, Yom Kippur, Thanksgiving Day, and Christmas Day.  
There is a 90-calendar day waiting period before employees are eligible for paid holidays.  Employees must also work their scheduled shift before and after the holiday to receive holiday pay.  Only pre-approved absences such as vacation will be exemptions of this guideline.  Part-time employees are eligible for paid holidays that fall on their normally scheduled day.  These hours are paid at what their normal shift would be up to eight hours.  For example if they normally work 4 hours on Mondays then they will be paid for 4 hours on Memorial Day.

Profitability Bonus

All full and part-time hourly employees are eligible for quarterly bonuses once they have been with the organization for one full quarter.  Successful completion includes the concept that the principles of the training are implemented within your office.  Part-time employees will receive a prorated bonus.  You must be employed for the entire quarter to be eligible for any bonus.  The Compensation Committee will review eligibility for all bonuses.

The bonus is broken down as outlined below:

	
	3 & 4

Chairs
	5, 6 & 7

Chairs
	8 & 9 Chairs
	10 & 11 Chairs
	12 +

Chairs

	Monthly

Threshold
	$10,500
	$12,000

($15,000–2 docs)
	$18,000
	$21,000
	$24,000

	Quarterly

Threshold
	$31,500
	$36,000


	$54,000


	$63,000


	$72,000




· Your threshold is based on the number of chairs in your office.  

· The Quarterly Threshold is the minimum profit that must be obtained after doctor profit sharing is calculated before the team shares in the profits.

· Just like the doctor’s quarterly profitability bonus, this bonus is based on a 12 month rolling average.

· Each team member must meet the eligibility requirements to qualify for profit sharing.

· 10% of all profits after that threshold is met will be equally divided between the team members.  The calculation is as follows:

	
	Income after doctor profit sharing for the quarter is calculated



	Minus
	Quarterly Threshold (for your practice)



	Equals
	Amount Over the Threshold



	Times
	10%



	Equals
	Amount to be shared equally among all team members

(Paid out to eligible team members only)


Example for 6 chair facility with 5 team members:

	
	Income after doctor profit sharing for the quarter is calculated

$50,000

	Minus
	Quarterly Threshold (for your practice)

$36,000

	Equals
	Amount Over the Threshold

$14,000

	Times
	10%

$1,400

	Equals
	Amount to be shared equally among all 5 team members

$280 ($1,400 divided by 5 team members)


Referral Bonus
As many of you know, we are constantly striving to grow all of our practices.  The key to successful growth starts with a good team.  If you know of a quality candidate looking for a new opportunity, refer them to your Management Team or the Management Team Department.  Remember the Law of Seven Circles says you’re only seven people from knowing everyone in the world.  If you are happy working with Gentle Touch Dentistry, why not share the experience with others.  Referral Bonuses are paid for the following:

$250   FOR TEAM MEMBERS


$2,000   FOR DOCTORS

Bonuses are paid at half upon the candidate’s hire date and the remaining portion is paid after 90 calendar days of employment for team positions and 180 calendar days of employment for Doctors.  New employees must list your name as the “Referred By” on their new employee paperwork for you to be eligible for this benefit.  These bonuses will be paid at half the listed amounts for part-time positions.  

Vacation
Only full-time employees are eligible for paid vacation after six months of employment.  First six-month and part-time employees are able to schedule unpaid vacation with prior approval from their Management Team.  Please keep in mind if you switch from part-time to full-time status that you must complete six months of full-time employment before you are eligible for paid vacation.  

At your six-month anniversary date, you will be eligible for two weeks of paid vacation.  After 1 year of employment, you are eligible for 3 weeks paid vacation.
Your weeks of vacation should be scheduled when your Doctor will be out of the office as well.  Any deviation of this policy must be approved by your office Management.  Every effort will be made to accommodate your vacation requests, however, some decisions must be made in the best interest of the business.  All vacations must be approved by completing a Time-Off Request Form.  This procedure is also covered in the Attendance section of the handbook.

All earned vacation must be used by your next anniversary date, in other words, you cannot “roll” your unused vacation over to the next year.  Earned but unused vacation will not be paid out to current employees.  If a full-time employee leaves Gentle Touch Dentistry after one or more years of employment, they will be paid out any unused vacation hours.  There is no vacation payout should you leave the company within one year of employment.  

Paid vacation will accrue on a monthly basis and can be used in advance if approved by your manager.  Earned vacation time will be vested on the last day of each full month of employment.  If the employee leaves Gentle Touch Dentistry during the first year of employment, he/she will not be eligible for a vacation payout, however if the employee leaves Gentle Touch Dentistry after two or more consecutive years of employment, the employee will only be paid out unused accrued vacation.   

Example:

Employee joins the company on February 1, 2005 and leaves the company on November 10, 2006.  The employee will be eligible for the following vacation accrual:

Vacation Accrual Calculation:

February 2006 – October 2006 = 9 months * 6.66 hrs/month = 59.94 hrs/ 8hrs per day = 7.5 days of accrued vacation.

This payout policy will not apply to team members who worked at least one year as a full time nonexempt employee then transferred into an exempt position.  In this situation, the team member was not advanced vacation, and accrued all of their vacation during their first year of employment.

Workers’ Compensation

To provide for payment of your medical expenses and for partial wage continuation in the event of a work-related accident or illness, all employees are covered by workers’ compensation insurance.  If you are injured or become ill on the job, you must immediately report this to your Management Team.  They should in turn have you complete an Incident Report to be submitted to the Management Team Department.  This ensures that Gentle Touch Dentistry can assist you in obtaining the appropriate medical treatment.  Your failure to follow this procedure may result in a government violation in reporting the accident, which may consequently jeopardize your right to benefits.  You may also be subject to disciplinary action for not following this procedure as well.

Neither Gentle Touch Dentistry nor the insurance carrier will be liable for the payment of workers’ compensation benefits for injuries that occur during your voluntary participation in any off-duty recreational, social, or athletic activity sponsored by Gentle Touch Dentistry.  The receipt of benefits under this program is not to be construed as a guarantee of employment for any specific duration.  Questions regarding this benefit should be directed to the Management Team Department.

ATTENDANCE & LEAVES OF ABSENCE

Attendance Policy
Since each of you is a vital part of the success of this practice, it is very important for you to be at work when you are scheduled.  Any non-emergency appointments should be made after hours or should try to be made on days off.  We also understand from time to time an emergency comes up or a child is sick.  However, it’s a good idea to have backup plans such as emergency daycare. 

Any deviation from your scheduled hours must be approved by your Management Team.  This includes calling in sick, leaving early, scheduling vacation days, etc.  You must call every day you are absent stating the nature of your absence and your anticipated return.  You must speak to a member of your Management Team because leaving a message is not acceptable.  Asking your spouse or anyone else to give this notice is also unacceptable except under special circumstances.  If you do not call within the first four hours of any scheduled workday, it will be considered a no call/no show.  Three consecutive days of no call/no show will deemed a voluntary resignation.

If you are absent for three or more consecutive days due to an illness, you must submit a Doctor’s release to return to work.  It is important to remember that any absence longer than three days not classified as a vacation is considered a leave of absence.  Leaves of absence must be approved by your Management Team and the Director of Management Team.

Your coworkers suffer, the patients suffer and your paycheck suffers when you aren’t at work.  Excessive absenteeism especially within your first 90 days of employment, no call/no shows or tardiness will be cause for disciplinary action up to and including separation from the company.  Please review the Disciplinary Actions Procedure of this handbook as well.  Also, our evaluation of your performance will take into account your attendance record.

Time Off Request

Employees who wish to request time off (with or without pay) should complete a Time-Off Request Form.  The request should be made with as much notice as possible before the absence for instance 30 calendar days would be ideal.  The form should be filled for all absences including vacation, sick days, doctor appointments, medical leave, personal leave, jury duty, or military duty.  The Management Team may prepare the request for an employee out on sick days, medical leave, bereavement leave, or medical leave when the employee has no advance warning.  In some cases, it may be impossible to be sure of the exact return-to-work date.  The form should be submitted with an estimated return-to-work date and updated when the information is available.  Employees should also attempt to find their own replacement and document this on the form.  If they need help finding coverage, they should contact their Practice Administrator or Regional Director.  Time-Off Request Forms must be approved by your Management Team before the absence is deemed “Approved”.  
Bereavement
If you wish to take time off due to the death of a family member, you should notify your Management Team immediately.  You will be excused from work for up to 5 days for an immediate family that includes your spouse, mother, father, children or stepchildren, of which 3 days will be paid.  In the event of the death of your siblings, in-laws or grandparents you will be excused for up to 2 days, of which 1 will be paid.
If you feel you need to have additional time off beyond what is outlined above, please discuss this with your Management Team.  We understand this is a very difficult time so please keep your Management Team informed as to when you will return to work.  

Inclement Weather
Employees will not be paid for any scheduled days missed due to weather conditions.  If you anticipate difficulty in getting to work, you should contact your Management Team as soon as possible.  Employees should make every effort to get to work even if they must arrive late.  A call list or chain should be developed so that everyone can be contacted in a timely manner.  You should anticipate your office being open unless you are notified otherwise.  Please keep in mind we must contact our scheduled patients as well.  Simply calling the radio station announcing the office is closed is not an option.
In the event the office is forced to close early due to inclement weather, full day pay will be given so long as the hours worked were more than 3, and there were considerable difficulties in getting to work.  In the event the office closes early because of a forecasted weather problem, only hours worked will be paid.  

Jury Duty
All employees are allowed unpaid time off if summoned for jury duty.  If you are summoned to appear, you must submit a copy of the jury summons to your Management Team immediately.  You must also provide proof of service after you complete your service.  Gentle Touch Dentistry will make no attempt to have your service on a jury postponed except when business conditions necessitate such action.

Military Duty

Leaves of absence without pay for military are granted to employees.  If you are called to active military duty or to Reserve or National Guard training, or if you volunteer for the same, you should notify your Management Team and submit copies of you military orders immediately.  You will be granted military leave of absence without pay for the period of military service, in accordance with applicable federal and state laws.  Every reasonable effort will be made to return eligible employees to their previous position or a comparable one.  All benefits that operate on an accrual basis (vacation, holidays, etc.) will cease to accrue during any period of military leave that exceeds 30 days.  During your leave, if you wish to continue your health insurance, you must continue payment of your employee premium.

Personal Leave of Absence
If an employee needs to be away from work for compelling personal reasons, he/she may apply for a personal leave of absence.  However, personal leaves will be granted only under extremely unusual circumstances to attend to urgent matters that cannot be reasonably taken care of without absence from work.  Such leaves are given without pay and must be approved in advance by the Management Team.  Other benefits such as vacation must be used prior to requesting a leave.

An employee may request a personal leave after he/she has completed 90 calendar days of service.  A completed “Leave Request Form” must be presented to Management Team with as much notice as possible.  Each request for a personal leave will be treated on its own merit, but in no case will it be less than three days or in excess of 90 calendar days.  Requests for personal leave will be evaluated based on a number of factors, including anticipated staffing considerations during the proposed period of absence.

Subject to the terms, conditions, and limitations of the applicable plans, Gentle Touch Dentistry will continue to provide health insurance for the full period of the approved personal leave, however, you must pay the full monthly premium until you return to work full-time.  Benefit accruals, such as vacation or holiday benefits, will be suspended during the leave and will resume upon return to active employment.

When a personal leave ends, every reasonable effort will be made to return the employee to the same position, if it is available, or to a similar available position for which the employee is qualified.  However, Gentle Touch Dentistry cannot guarantee reinstatement in all cases.  If an employee fails to report to work promptly at the expiration of the approved leave period, Gentle Touch Dentistry will assume the employee has resigned without notice.  No Personal Leave of Absence can last longer than 12 weeks. 





Maternity Leave
As a business with fewer than 50 employees, Gentle Touch Dentistry is exempt from the Family and Medical Leave Act.   No pay is given for maternity leave, and employees cannot be guaranteed a position, same or different, when they are able to return from their leave.
Timekeeping & Compensation

Compensation Program

To attract and retain employees, Gentle Touch Dentistry endeavors to pay salaries competitive with those paid by other practices in the market.  Your salary will normally be reviewed annually on your anniversary date.  

Gentle Touch Dentistry reserves the right to evaluate your compensation at any time.  An evaluation does not guarantee an increase, however your compensation is directly influenced by your performance.

Questions regarding your compensation should be directed to your Management Team.  Please keep in mind that everyone’s compensation is held in the strictest of confidence.  Discussing your salary with other team members may result in progressive disciplinary action up to and including termination.

Expense Reimbursements

You will be reimbursed for approved expenses that you incur related to your employment.  The most common expenses you may incur could be mileage or meals.  In order to be reimbursed for any expense, you must have prior approval from a member of your Management Team and a receipt for confirmation of the expense.  You must also complete an expense report.  Meal expenses should not exceed $10 per meal and mileage is reimbursed at $.25 per mile.  Please submit this report along with your receipts to your Management Team for processing.  You must have a receipt to be reimbursed for any expense.  There are limits to what will be reimbursed for all expenses so please make every effort to keep costs within reason.  

Payroll Processing

Payroll is processed every two weeks with payday being every other Tuesday for a total of 26 payrolls per calendar year.  You will be paid for the previous two workweeks prior to the Tuesday payday.  The workweek runs Sunday through Saturday.  Every effort will be made to email any changes in payroll processing.  All required deductions, such as federal, state, and local taxes, and all authorized voluntary deductions, such as health insurance contributions, will be held automatically from your paychecks.

Gentle Touch Dentistry takes all reasonable steps to insure you receive the correct amount of pay in each paycheck, and you are paid promptly on the scheduled payday.  Please review your paycheck for errors.  In the unlikely event there is an error, please bring the discrepancy to the attention of the Payroll Department immediately.

Training Pay
Most of the time you will be compensated for attending training courses such as The Heartland Experience and the Dental Universities.  Every effort will be made to notify you prior to any training about how compensation will be handled.  However, if Gentle Touch Dentistry pays for a non-company sponsored training course such as a state sponsored program or outside course, you may not be compensated for attending.  Please ask your Management Team about any further questions you may have regarding training pay.

Travel Pay
Since most training at Gentle Touch Dentistry is voluntary, you will be paid one-way drive time in most circumstances.  However, when a course is required or you are required to travel to another location to work, you will be paid drive time both ways.  For instance, New Employee Orientation is required so drive time is paid both ways.  However, if you volunteer to work at another office, you will not be compensated for your drive time at all.  Mileage on the other hand is always paid round trip for business related travel.  Our current rate of reimbursement for travel is $.25 per mile.

Your normal commute to work will not be compensated nor if you accept a position that designates travel between offices as part of the job description.  If you have any other questions, please refer them to your Management Team prior to your travel.

Timekeeping

It is the policy of Gentle Touch Dentistry to comply with all applicable laws that require records to be maintained of the hours worked by our employees.  In order to ensure you are paid correctly and in a timely manner, all hourly employees will be required to record their time worked.  Hourly employees are responsible for tracking their time by logging into the electronic time clock at the start and finish of each workday.  Hourly employees must also log in and out for all breaks including lunch.  

Salary employees must inform their manager of any scheduled or unscheduled absences from their standard workweek for any reason.  Salary employees may either utilize the electronic time clock or complete a weekly time sheet to be submitted to the Management Team.

Please ensure you are following the Timekeeping policy correctly and in a timely manner.  Failure to comply may lead to disciplinary action.  Mistakes made by the employee in reporting their hours worked or expenses will be corrected on the next payroll.  Errors made by Management will be corrected as soon as possible.  Altering, falsifying, tampering with time records, recording time on another employee’s time card or not following this policy will result in disciplinary action, up to and including termination.

Conduct, Policies, & Disciplinary Action
Code Of Conduct

Specific rules and regulations are necessary in order to provide for the safety and welfare of our employees and patients.  In order to maintain an efficient business atmosphere on a daily basis, you are urged to avoid the following examples of company violations.  The following list is not all-inclusive and you will be subject to all other necessary and reasonable rules of conduct.  It is not possible to anticipate every violation and Gentle Touch Dentistry retains the right to terminate an employee at any given time for any of the following violations.

1. Negligence or willful inattention to patient care.

2. Discourteous or insubordinate conduct.

3. Disclosure of confidential office information.

4. Discussing compensation information with others.

5. Theft or dishonesty.

6. Smoking on company property.

7. Frequent or repeated absence or tardiness.

8. Willfully disregarding Gentle Touch Dentistry policies or procedures (e.g. OSHA, regulations).

9. Failure to perform duties adequately and properly.

10. Falsification of records including time clock fraud.

11. Any act which might endanger the safety or lives of others.

12. Use of alcohol or illegal drugs during the workday (or being “under the influence”).

13. Conducting personal business during working hours.

14. Fighting, throwing things, horseplay, practical jokes, or other disorderly conduct which may endanger the well being of any employee or patient.

15. Threatening, intimidating, coercing, using abusive language, or otherwise interfering with the performance of fellow employees or the treatment of patients.

16. Unauthorized use of the telephone.

17. Conviction of a felony or a serious misdemeanor.

18. Failure to keep required licenses current.

19. Destruction or abuse of office property.

20. Sexual Harassment.

21. Failure to report a work related injury.

22. Misrepresentation of facts in obtaining employment.

23. Leaving the office during working hours without authorization.

24. Refusal to work or follow the direction of the Management Team.

25. Participating in office gossip.

26. Unauthorized solicitation of fellow employees.

Disciplinary actions will be administered for these violations listed above and for other violations deemed necessary according to the procedures outlined in the “Disciplinary Actions Procedure” section.

Computer Usage & Email
Computers, computer files, e-mail, internet access and software furnished to employees are property of Gentle Touch Dentistry, whether accessing resources from home or at our work site, and are intended for business use only. You should not use a password, access a file or retrieve any stored communication without authorization.

Gentle Touch Dentistry strives to maintain a workplace free of harassment and sensitive to the diversity of its employees. Therefore, Gentle Touch Dentistry prohibits the use of computers, access to the Internet and the e-mail system in ways that are disruptive, offensive, or harmful to morale.  For example, the display or transmission of sexually explicit images, jokes, or anything that may be construed as harassment or showing disrespect for others is not allowed.

E-mail may not be used to solicit others for commercial ventures, religious or political causes, outside organizations or other non-business matters. Incidental and occasional personal use of electronic communications and Internet access records will be treated like any other company record. All electronic communications and Internet access records will be treated like any other company record. The company e-mail system and Internet access records are not private and you should have no expectation that they are.

Gentle Touch Dentistry purchases the license for 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, Gentle Touch Dentistry does not have the right to reproduce such software for use on more than one computer.

You may only use software on local area networks or on multiple machines according to the software license agreement. Gentle Touch Dentistry prohibits the illegal duplication of software and its related documentation.  All software other than what was initially provided by Gentle Touch Dentistry must be approved by the company prior to installation.

You should notify your immediate manager, a member of the IT Department or any member of management upon learning of violations of this policy. Should you violate this policy, you will be subject to corrective action, up to and including dismissal.

Confidentiality

All matters relating to the office or to the patients are confidential and are never to be discussed outside the office or within hearing distance of any patient.  Materials relating to patient care (charts, lab work results, schedules showing patient names, etc.) should never be left in areas where other patients might see them.  Computer terminals displaying patient information should not be left on in areas where patients might view them.  The office restricts release of any information about a patient (name, address, age, sex, nature of illness or injury, general condition, etc.) to members of the public or press, other professionals, pharmacies, families, friends, etc., without the patient’s written authorization.  Requests from insurance companies for clinical information or medical/dental histories must always be accompanied by a signed release from the patient or the patient’s guardian.  The Management Team should review all subpoenas that require the photocopying of the entire patient chart before it is reproduced.  Original charts and x-rays are never to be released. 

There are two areas involving telephone calls where discretion must be exercised as well.  When calling a patient on the telephone, it is important not to leave messages containing medical or dental information as well as account balances owed on answering machines or with other parties.   It is appropriate to leave a message requesting that the patient return your call at the office.  The second area involves incoming telephone calls where the caller asks, “Is Mrs. Smith there?” or  “Does Mrs. Smith have an appointment today?”  In both these instances, the fact that Mrs. Smith is a patient is confidential, and information regarding her should not be given to anyone regardless of whether or not she has an appointment.

Gentle Touch Dentistry adheres to all other regulations prescribed by HIPAA (Health Insurance Portability & Accountability Act), and all employees are expected to abide by these rules as well.  Divulging any information to anyone outside the office is grounds for immediate dismissal since all information is confidential.

Disciplinary Actions Procedure

Gentle Touch Dentistry considers all relevant facts before deciding what specific corrective action, if any, to impose.  Disciplinary action can call for any of four steps, however this is the most common order of progression -- verbal warning, written warning, final written warning, and termination.  The order of progression is dependent on the seriousness of the violation.  Certain types of offenses are serious enough to justify a termination without going through the usual progressive discipline steps.  After 12 months from the date of the last warning, all related warnings will be nullified unless the seriousness of the offense deems otherwise.

By using progressive discipline, we hope most problems can be corrected at an early stage, benefiting both you and Gentle Touch Dentistry.  However, employment with Gentle Touch Dentistry is based on mutual consent by you and Gentle Touch Dentistry.  Just as you are free to leave for any reason, we reserve the same right to end our relationship with you at any time for any reason not prohibited by law.

If you feel you have been treated unfairly according to this policy, please review the “Problem Resolution Process”.

Drug & Alcohol Policy

Gentle Touch Dentistry prohibits the use of alcohol, illegal drugs or any controlled substance, other than a prescription drug, on company property.  Possession, sale, use of or being under the influence of any of the above substances is prohibited on company time, including breaks.  Violations to this policy are grounds for disciplinary action, up to and including termination.  A condition of your employment at Gentle Touch Dentistry is you will report to your job in an appropriate mental and physical condition, ready to work.  The Management Team shall determine your fitness for duty.

Even when properly used, certain physician prescribed medication can be either mood altering or cause drowsiness.  You must discuss possible side effects of prescription medication with your doctor.  You must also review your job responsibilities with your physician to determine what safety precautions might be necessary on the job.  If there is a potential problem, you must report the use of such medication to your Management Team before you begin work.  The side effects will be reviewed and alternative work may be discussed, so the risk of personal injury to you or others can thereby be reduced.  This information shall be considered confidential.

Employees may be required to undergo tests for drugs and alcohol whenever a member of the Management Team has a reasonable suspicion someone is under the influence of drugs or alcohol while at work, or one is in violation of the policies relating to the unauthorized possession, use or sale of alcohol and drugs. By way of example, “reasonable suspicion” may include, but is not limited to:

· The smell of alcohol on the breath or body.

· Slurred speech or disorientation.

· Repetitively abnormal or erratic behavior.

· Personality changes.

· Apparent and repeated lapses in judgment.

· Possession of drug related devices or paraphernalia.

· Reliable reports by other employees of drug use.

· Frequent use of unexplained absences from the employee’s workstation.

· Other clandestine or suspicious behavior.

  If any of the above circumstances warrant testing, the following procedure should be used:

1. The Management Team member who believes the administration of a drug/alcohol test is warranted, based on a “reasonable suspicion” as described above, should immediately contact the Management Team.
2. The Management Team should immediately inform the employee of the fact a drug/alcohol test is being required and of the basis upon which it is being required.

3. At the earliest opportunity, an appointment should be set up to have the drug/alcohol test administered by a licensed health care professional.  A member of the Management Team should escort the employee to the healthcare facility.  

4. When someone undergoes a drug/alcohol test, one will be required to sign a written consent in advance as furnished by the company or healthcare facility.  If an employee refuses to undergo a test upon request, they shall be informed that such refusal is grounds for disciplinary action, up to and including termination.  If the employee persists in the refusal to undergo the test, the matter should be referred to the Management Team for appropriate follow-up action.

5. As soon as possible, a member of the Management Team should document in writing the basis upon which the test was required, by providing a brief description of the circumstances.  This documentation should be submitted to the Management Team.

6. A Breathalyzer will be used when available or a blood test for alcohol testing.  A positive alcohol threshold level equal to the state’s definition of intoxication will be considered a violation of this policy.  A urine test will be taken for drug testing. The test for drugs will be conducted by an independent laboratory.  All results will be conveyed to the employee.

7. If someone tests positive for drugs or alcohol, their employment at Gentle Touch Dentistry will be terminated.

8. Should an employee undergo testing, they will be suspended from work until results of the drug test are received.  If someone is suspended pending test results, they will be paid for time on suspension upon notification of a negative test result.  Should an employee test positive, they will not be compensated during their suspension.

Emergency Evacuations

Evacuation procedures have been established to support Gentle Touch Dentistry's commitment to providing a safe injury free working environment.  Events that could require total or partial evacuation of the office include fire, explosion, hazardous material spills or leaks, bomb threats, tornadoes, earthquake, flash floods, or work place violence.  The office Management Team should identify all exits and the areas suitable for protection during certain situations such as tornadoes.  Please adhere to all local warnings issued by local authorities when it comes to emergency situations.  When the time arises for evacuation, please utilize the closest exit or protective area. 

Nepotism & Personal Relationships

Family members shall not work in the same office or department without the prior consent of Management Team.  If the employment of a family member or a personal relationship develops that causes conflicts or problems in the workplace, transfers to other offices or termination of those involved may be warranted.  In addition, claims of partiality in treatment at work or personal conflicts from outside the work environment carried into day-to-day working relationships will not be tolerated.

This policy shall apply without regard to gender or marital status and without regard to the sexual orientation.

Non-Disclosure/Non-Compete

The protection of confidential business information and trade secrets is vital to the interests and the success of Gentle Touch Dentistry.  Such confidential information includes, but is not limited to, the following examples:


Patient lists



Training Materials

   
Customer preferences


Employee information (Compensation, Addresses, etc.)

   
Marketing strategies


Research and development strategies

Employees who improperly use or disclose trade secrets or confidential business information will be subject to disciplinary action, up to and including termination of employment, even if they do not actually benefit from the disclosed information.  Gentle Touch Dentistry also reserves the right to pursue legal action against those that violate this policy.

Office Cleaning

It is the responsibility of all employees to remedy and correct any condition that detracts from the professional appearance of their workstations or the office as a whole.  Team members should tidy all workstations at the end of the morning and at the end of the day.  Special attention should be paid to the reception room and the bathrooms.  Employees are responsible at all times for their own personal belongings.  For those offices with kitchens, please make sure these areas are cleaned and monitored on a regular basis including the refrigerator.

Office Facilities and Equipment

Employees may not use the office or office equipment for personal business without the express permission of the Managing Dentist.  Employees may make limited use of office telephones for local calls for personal matters during lunch.  Incoming personal calls, other than emergencies, should be cleared with the Management Team.  All personal calls are to be documented and sent to the Management Team along with reimbursement.  All employees with any keys to the office must return them at their time of separation.    Employees should only eat in designated areas of the office.  Employees are expected to keep their work areas clean and equipment in good working order at all times.  Employee parking is provided at all locations.  As a courtesy, the parking spaces closest to the office entrance are reserved for our patients.

Problem Resolution Process

Gentle Touch Dentistry is committed to providing the best possible working conditions for you.  Part of this commitment is encouraging an open and frank atmosphere in which any problem, complaint, suggestion, or question receives a timely response from the Gentle Touch Dentistry Management Team.  The company strives to ensure fair and honest treatment of all employees.  When disagreeing with established rules of conduct, policies, or practices, you can express your concern through the problem resolution procedure.  You will not be penalized, formally or informally, for voicing a complaint with Gentle Touch Dentistry in a reasonable, business-like manner, or for using the problem resolution procedure.  If a situation occurs when you believe a condition of employment or a decision affecting you is unjust or inequitable, you are encouraged to make use of the following steps:

   1.  You must present the problem in writing to your Management Team within five calendar days after the incident occurs.  If they are unavailable or you believe it would be inappropriate to contact them, you may present the problem to the Management Team 
    2.  You will be notified within 10 business days by the Management Team with a decision.

Not every problem can be resolved to everyone's total satisfaction, but only through understanding and discussion of mutual problems can you and Management develop confidence in each other.  This confidence is important to the operation of an efficient and harmonious work environment, and helps to ensure everyone's job security.

Personal Appearance

Your personal appearance may be the patient’s first impression of your practice.  Personal hygiene is to be meticulously maintained at all times.  Makeup should be used in moderation, breath odor kept fresh, and heavy perfumes or cologne avoided.  Many people are offended by the smell of cigarette smoke so please insure your breath and clothes are free of this as well.  Personal hygiene care should be completed before the workday or during the lunch break, but not during work time.  Nail polish should be conservative and carefully maintained.  Nail length should not interfere with assigned tasks.  Long hair should be kept back if the employee is working chairside.  It is requested that employees refrain from eating or displaying food in front of patients and to not chew gum when patients are in the office.  No heavy or bulky jewelry should be worn.  Conservative earrings may be worn, however no other rings associated with body piercing should be visible.  Tattoos should also be covered by clothing whenever possible.  

Again, these guidelines cannot cover every possible issue, and are not intended to discriminate against anyone.  Our sole purpose is to insure a professional team represents our organization.  Your anticipated cooperation is appreciated.

Solicitation

In an effort to assure a harmonious work environment, persons not employed by Gentle Touch Dentistry may not solicit or distribute literature in the workplace at any time for any purpose.  Gentle Touch Dentistry recognizes you may have interests in events and organizations outside the workplace.  However, you may not solicit or distribute literature concerning these activities during work time.  Work time does not include lunch periods, work breaks, or any other periods in which you are not on duty.  You may not utilize bulletin boards or email as a means of solicitation either.  Please keep in mind people come to work for the benefit of their careers.  They do not come to work to be pressured into joining groups or to buy products.  Your cooperation with this policy is appreciated.  

Uniforms
We want to present a professional atmosphere not a trendy look.  Dental Assistants and Hygienists should wear appropriate scrubs, matching T-shirts without lettering, white stockings, white uniform shoes, and a lab coat.  Female Business Assistants and Dentists should wear professional style business clothes, stockings, and dress shoes.  Jeans, T-shirts, sweatshirts, casual shorts, etc. are not acceptable.  Male Business Assistants and Dentists should wear dress slacks and shirt with coordinating tie and socks plus dress shoes.  Some Doctors may prefer to wear scrubs; while this is permitted, it is not encouraged.  When wearing light clothing, please remember to wear light colored undergarments.  Offensive lettering or images on your clothing are prohibited.  The appropriateness of all clothing remains at the discretion of the company and employees may be sent home to change.  

Unlawful Harassment
Gentle Touch Dentistry is committed to providing a work environment free of discrimination and unlawful harassment.  Actions, words, jokes, or comments based on an individual's sex, race, ethnicity, age, religion, or any other legally protected characteristic will not be tolerated.  Any harassing conduct including unwelcome sexual advances, verbal or written sexual or racial abuse, sexually degrading words, unwelcome physical contact, the display of sexually suggestive pictures or objects and any retaliation for reporting harassment is prohibited, whether committed by Dentists, Managers, or other team members.  As an example, sexual 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.

Anyone engaging in sexual or other unlawful harassment will be subject to disciplinary action, up to and including termination of employment.

Visitors At The Office

We like to be friendly, hospitable, and cooperative with people who wish to visit our practice.  This includes outside groups such as school classes and small parties of employee relatives.  However, for safety and convenience of everyone concerned certain guidelines must be followed:

   1.  No visitors are permitted beyond the front office without explicit approval the Management Team.

   2.  Anyone wishing to host or escort a group in the office must contact the Management Team as far in advance as possible to allow for adequate preparation and minimum disruption to the practice.

   3.  While escorting any visitors, you will be responsible for the visitor's safety.  Any visitor who creates a disturbance or who acts in any way which endangers their own safety or others will be asked to leave the office immediately.

   4.  Any unauthorized visitors will be asked to leave the office immediately.

   5.  All visitors must enter through the front office.  

Employee Acknowledgement Form

This Employee Handbook describes important information about Gentle Touch Dentistry, and I understand I should consult my Management Team regarding any questions I may have.

Furthermore, I acknowledge that I have received this handbook, and I understand it is my responsibility to read and comply with the policies set forth and any revisions made to it.

_________________________________________________

Your Printed Name

_________________________________________________

Your Signature

_________________________________________________

Your Office

____________________________

Today’s Date
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