Policies of Employment 
Section One: Introductions
1-1. Welcome
For all the employees who are beginning employment with Ear, Nose and Throat Consultant of Nevada will be referred to as “ENTC” or “the Company” throughout the rest of the manual. ENTSC, Ear Nose and Throat Surgery Center, will here on out be referred to as ENTSC or “the Company” for situations deemed like ENTC.  On behalf of the Company, I would like to extend a warm and sincere welcome. 
ENTC is a physician practice and Surgery Center that has a long standing of excellence, with a prolific reputation in the Las Vegas Valley. ENTC is known as the premier ENT practice with an outstanding Surgery Center. We are glad to have you as a part of the team, hoping you will have a long and happy tenure with individuals who care, support, and promote your growth with the Company.
MISSION STATEMENT
The mission of Ear Nose and Throat Consultants of Nevada, since its inception, has been to provide excellent care for patients and to accomplish this amongst a friendly, caring atmosphere The physicians of ENTC comprise a group of dedicated and highly trained specialists with a tradition of service, excellence, and medical prowess in the Nevada for the last five decades. This practice thrives on not only routine patient care but assisting those with difficult medical cases/anomalies that others have turned away. Dedication, communication and service to Las Vegas, it community are the driving forces of ENTC. 
1-2. Equal Employment Opportunity
ENTC and ENTSC are an Equal Opportunity Employer that does not discriminate based on actual or perceived race, creed, color, religion, alienage or national origin, ancestry, citizenship status, age, disability or handicap, sex, marital status, veteran status, sexual orientation, genetic information, arrest record, or any other characteristic protected by applicable federal, state or local laws. Our management team is dedicated to this policy with respect to recruitment, hiring, placement, promotion, transfer, training, compensation, benefits, employee activities and general treatment during employment.
ENTC and ENTSC will endeavor to make a reasonable accommodation to the known physical or mental limitations of qualified employees with disabilities unless the accommodation would impose an undue hardship on the operation of our business. If you need assistance to perform your job duties because of a physical or mental condition, please let the Head of Human Resources and/or the Manager know.
ENTC and ENTSC will endeavor to accommodate the sincere religious beliefs of its employees to the extent such accommodation does not pose an undue hardship on the Company's operations. If employees wish to request such an accommodation, they should contact the Head of Human Resources and/or the Manager.
Any employees with questions or concerns about equal employment opportunities in the workplace are encouraged to bring these issues to the attention of the Head of Human Resources and/or the Manager. The Company will not allow any form of retaliation against individuals who raise issues of equal employment opportunity. If employees feel they have been subjected to any such retaliation, they should contact the Head of Human Resources and/or the Manager. To ensure our workplace is free of artificial barriers, violation of this policy including any improper retaliatory conduct will lead to discipline, up to and including discharge. All employees must cooperate with all investigations.
1-3. Non-Harassment
It is The Company’s policy to prohibit intentional and unintentional harassment of any individual by another person based on any protected classification including, but not limited to, race, color, national origin, disability, religion, marital status, veteran status, sexual orientation, or age. The purpose of this policy is not to regulate our employees' personal morality, but to ensure that in the workplace, no one harasses another individual.
If the employee feels that they have been subjected to conduct which violates this policy, they should immediately report the matter to the Manager. If the employee is unable for any reason to contact this person, or if the employee has not received a satisfactory response within five (5) business days after reporting any incident of what the employee perceives to be harassment, the employee should contact the Director of Human Resources/Operations Director. If the person toward whom the complaint is directed is one of the individuals indicated above, the employee should contact any higher-level manager in his or her reporting hierarchy. Every report of perceived harassment will be fully investigated, and corrective action will be taken where appropriate. All complaints will be kept confidential to the extent possible, but confidentiality cannot be guaranteed. In addition, the Company will not allow any form of retaliation against individuals who report unwelcome conduct to management or who cooperate in the investigations of such reports in accordance with this policy. If the employee feels they have been subjected to any such retaliation, they should report it in the same way the employee would report a claim of perceived harassment under this policy. Violation of this policy including any improper retaliatory conduct will result in disciplinary action, up to and including discharge. All employees must cooperate with all investigations.
1-4. Sexual Harassment
It is The Company’s policy to prohibit harassment of any employee by any supervisor, employee, customer, or vendor based on sex or gender. The purpose of this policy is not to regulate personal morality within ENTC or ENTSC. It is to ensure that at ENTC and ENTSC, all employees are free from sexual harassment. While it is not easy to define precisely what types of conduct could constitute sexual harassment, examples of prohibited behavior include: 
unwelcome sexual advances, requests for sexual favors, obscene gestures, displaying sexually graphic magazines, calendars, or posters, sending sexually explicit e-mails, text messages and other verbal or physical conduct of a sexual nature, such as uninvited touching of a sexual nature or sexually related comments. 
Depending upon the circumstances, improper conduct also can include sexual joking, vulgar or offensive conversation or jokes, commenting about the employee's physical appearance, conversation about one's own or someone else's sex life, or teasing or other conduct directed toward a person because of their gender which is sufficiently severe or pervasive to create an unprofessional and hostile working environment.
If the employees feel they have been subjected to conduct which violates this policy, they should immediately report the matter to the Manager. If unable for any reason to contact this person, or if the employee has not received a satisfactory response within five (5) business days after reporting any incident of perceived harassment, the employee should contact the Head of Human Resources or Operations Director. If the person toward whom the complaint is directed is one of the individuals indicated above, the employee should contact any higher-level manager in their reporting hierarchy. Every report of perceived harassment will be fully investigated, and corrective action will be taken where appropriate. All complaints will be kept confidential to the extent possible, but confidentiality cannot be guaranteed. In addition, ENTC and ENTSC will not allow ANY FORM of retaliation against individuals who report unwelcome conduct to management or who cooperate in the investigations of such reports in accordance with this policy. If the employees feel they have been subjected to any such retaliation, they should report it in the same way a claim of perceived harassment would be reported under this policy. Violation of this policy including any improper retaliatory conduct will result in disciplinary action, up to and including discharge. All employees must cooperate with all investigations.
1-5. Drug-Free and Alcohol-Free Workplace
To help ensure a safe, healthy, and productive work environment for our employees and others, to protect ENTC and ENTSC property, and to ensure efficient operations, The Company has adopted a policy of maintaining a workplace free of drugs and alcohol. This policy applies to all employees and other individuals who perform work for both ENTC and ENTSC. 
The unlawful or unauthorized use, abuse, solicitation, theft, possession, transfer, purchase, sale, or distribution of controlled substances (including medical marijuana), drug paraphernalia or alcohol by an individual anywhere on either ENTC or ENTSC premises, while performing business for ENTC or ENTSC (whether or not on Company premises) or while representing the Company, is strictly prohibited. Employees and other individuals who work for ENTC or ENTSC also are prohibited from reporting to work or working while they are using or under the influence of alcohol or any controlled substances, which may impact the employee's ability to perform their job or otherwise pose safety concerns, except when the use is pursuant to a licensed medical practitioner's instructions and the licensed medical practitioner authorized the employee or individual to report to work. 
However, this exception does not extend any right to report to work under the influence of medical marijuana or to use medical marijuana as a defense to a positive drug test, to the extent the employee is subject to any drug testing requirement, except as permitted by and in accordance with applicable law.
Violation of this policy will result in disciplinary action, up to and including discharge.
ENTC and ENTSC maintains a policy of non-discrimination and will endeavor to make reasonable accommodations to assist individuals recovering from substance and alcohol dependencies, and those who have a medical history which reflects treatment for substance abuse conditions. However, employees may not request an accommodation to avoid discipline for a policy violation. We encourage employees to seek assistance before their substance abuse or alcohol misuse renders them unable to perform the essential functions of their jobs or jeopardizes the health and safety of any Company client or employee, including themselves.
1-6. Workplace Violence
ENTC and ENTSC is strongly committed to providing a safe workplace. The purpose of this policy is to minimize the risk of personal injury to employees and damage to Company and personal property.
ENTC and ENTSC does not expect employees to become experts in psychology or to physically subdue a threatening or violent individual. Indeed, ENTC and ENTSC specifically discourages employees from engaging in any physical confrontation with a violent or potentially violent individual. However, ENTC and ENTSC does expect and encourage employees to exercise reasonable judgment in identifying potentially dangerous situations.
Experts in the mental health profession state that prior to engaging in acts of violence, troubled individuals often exhibit one or more of the following behaviors or signs: over-resentment, anger and hostility; extreme agitation; making ominous threats such as bad things will happen to a particular person, or a catastrophic event will occur; sudden and significant decline in work performance; irresponsible, irrational, intimidating, aggressive or otherwise inappropriate behavior; reacting to questions with an antagonistic or overtly negative attitude; discussing weapons and their use, and/or brandishing weapons in the workplace; overreacting or reacting harshly to changes in Company policies and procedures; personality conflicts with co-workers; obsession or preoccupation with a co-worker or supervisor; attempts to sabotage the work or equipment of a co-worker; blaming others for mistakes and circumstances; or demonstrating a propensity to behave and react irrationally.
1-7. The Americans with Disabilities Act
The Americans with Disabilities Act (ADA) of 1990 is a civil rights act prohibiting discrimination against individuals with disabilities in employment, public services and transportation, public accommodations, and telecommunications. The ADA Amendments Act (ADAAA), effective January 1, 2009, was adopted to restore the original intent of the ADA by providing a clear and comprehensive national mandate for the elimination of discrimination.
To be considered disabled under the ADA, you must:
1. Have a physical or mental impairment that substantially limits one or more major life activities.
2. Have a record of such an impairment; or
3. Be regarded as having such an impairment.
Additionally, to be covered by the ADA, you must be otherwise qualified for the job, program, or activity to which access is sought.
Under the ADA, employment decisions must be based on your ability to perform the essential functions of your position with or without reasonable accommodation. The agency is not required to make accommodations that would eliminate one or more essential functions of your job or that would impose an undue hardship on the operation of the agency’s business. Under the ADA, for the purposes of providing reasonable accommodation, ENTC and ENTSC are the agency providing the reasonable accommodation. In addition, the ADA seeks to delay consideration of medical or disability-related information until a conditional job offer has been made to the best- qualified applicant. If a Company employee is unable to perform the essential functions, Human Resource Management will assist the employee and the agency appointing authority by identifying vacancies for a possible reassignment.
An ADA Coordinator will be available for contact for information on the Act and who will respond to questions or complaints about its application in that agency. The Americans with Disabilities Act (ADA) & the ADA Amendments Act (ADAAA) Employment Provisions Guide Human Resource Management’s ADA point of contact can be reached at Human Resource Management’s ADA Coordinator at (phone number). Resources regarding the employment provisions of the law and can be reached at (phone number and name) (NAC 284.120, 284.441)
1-8. Employee Classifications
Exempt Employees
Exempt employees receive a flat salary regardless of the hours they work per week and are not eligible for overtime.
Non-Exempt Employees
Non-exempt employees are paid for all hours worked, are eligible for overtime and are subject to federal and state wage and hour requirements.
· Regular Non-exempt/full-time employees: These employees work 30 hours or more a week, 130 hours or more a month, are regularly scheduled for full-time work weeks, and are eligible for benefits, subject to the terms, limitations, and conditions of each benefit programs. 
· Regular Non-Exempt Temporary Workers: These employees work 29 hours or less a week, less than 129 hours a month, and are not eligible for benefits. 
Temporary Employees/Per Diem
Temporary employees or Per Diem are hired for a specific term or project or for specific days and are not eligible for any benefits other than those required by law. These employees do not require notice for termination. 
Probationary Period: All employees must successfully complete their probationary period of ninety (90) days and upon completion will be considered an employee of ENTC/ ENTSC. All exempt and non-exempt employee must complete this probationary period, however temporary and/or per diem workers are not required to complete any probationary period and can relieved of their employment at ENTC/ENTSC at any time, without notice. 
Failure to perform KPIs and duties listed in job description, and pass evaluation by supervisor prior to or by the end of probationary period will result in the end of employment due to failure to perform during probationary period. Payment will be provided within 72-hour period. 
Prohibited Conduct
Threats, threatening language or any other acts of aggression or violence made toward or by any Company employee WILL NOT BE TOLERATED. For purposes of this policy, a threat includes:
any verbal or physical harassment or abuse, any attempt at intimidating or instilling fear in others, menacing gestures, flashing of weapons, stalking or any other hostile, aggressive, injurious, or destructive action undertaken for the purpose of domination or intimidation.
Procedures for Reporting a Threat
All potentially dangerous situations, including threats by co-workers, should be reported immediately to any member of management with whom the employee feels comfortable. Reports of threats may be maintained confidential to the extent maintaining confidentiality does not impede Company's ability to investigate and respond to the complaints. All threats will be promptly investigated. All employees must cooperate with all investigations. No employee will be subjected to retaliation, intimidation, or disciplinary action as a result of reporting a threat in good faith under this policy.
If the Company determines, after an appropriate good faith investigation, that someone has violated this policy, the Company will take swift and appropriate corrective action.
If the employee is the recipient of a threat made by an outside party, that employee should follow the steps detailed in this section. It is important for the Company to be aware of any potential danger in its offices. Indeed, the Company wants to take effective measures to protect everyone from the threat of a violent act by employees or by anyone else.


Section 2: Wages, Hours, Pay 

The workday is a flexible period. However, for EXEMPT employees, it is based on a 40-hour workweek; 8 hours, 5 days a week. Non-exempt workers who are full-time will always have more than 30 hours, however, over time past 40 hours mut be approved by the supervisor. Daily or temporary workers will have an agreed upon number of hours on a weekly basis from management that could fluctuate. You will be paid for all hours worked. Pay for time worked will be computed from the time you register in for work until you are effectively released from duty and register out. If you DO NOT clock in, you will not receive payment until clock-in. Every employee will receive ONE free pass where missed clock-in will be forgiven 

2-1. Rest Periods

In the state of Nevada, you are entitled to one paid 10-minute rest period for each four hours of work. To the extent possible, rest periods will be provided in the middle of each four (4) hour period worked. Rest periods are not to be added to extend the lunch period without prior approval from a supervisor.



2-2. Meal Periods

If you work 8 (eight) continuous hours in a day, you will be provided with a lunch period of 30 minutes in length each workday. This lunch period will not be considered work time and will therefore be unpaid. Management may schedule lunch periods to ensure that we are adequately staffed at all times.

2-3. Overtime

All employees must clear all overtime or compensatory time with their supervisor prior to accruing any such time. Employees who work overtime without receiving prior authorization may be subject to disciplinary action up to and including termination of employment.

Non-Exempt Employees
Federal law mandates that a non-exempt employee is entitled to overtime pay for any time worked over 40 hours in a work week. Overtime pay is based on actual hours worked. Time off for sick leave, vacation, or any leave of absence will not be considered hours worked for purposes of calculating overtime pay. Overtime is calculated at one and one-half times the employee’s normal hourly gross pay rate. All normal deductions are applicable to overtime pay.
Compensatory time in lieu of overtime is not permissible for non-exempt employees.

Exempt Employees
Exempt employees are expected to devote the hours necessary to complete the requirements of their job. Compensatory time in lieu of salary is not permitted. However, the employee’s supervisor can grant compensatory time in addition to the employee’s salary at the supervisor’s discretion, only by approval of Director. 

2-4. Time Clock and Timecards

You are required to accurately record all hours worked, meal periods, holiday, sick and vacation time. All Employees must log in to the proper system at the beginning of their shift to accurately keep a record of their hours worked- for non-exempt employees. All timecards must be properly completed, and you are responsible only for your own timecard.

You are not to begin work more than 5 minutes prior to the start of your shift or work beyond 5 minutes after the end of your shift without prior approval of your supervisor.
You are to sign your timecard to attest that the hours recorded are accurate and are the total hours that you worked. You should not sign any timecard that is inaccurate and notify your supervisor immediately if there are any changes. You may not change anyone else's timecard or allow anyone else to manage your timecard.


Section 3: Employee Benefits 

3-1. Benefits Overview 

In addition to good working conditions and competitive pay, it is ENTC and ENTSC Company policy to provide a combination of supplemental benefits to all eligible employees. In keeping with this goal, each benefit program has been carefully devised and established for the benefit of the employee groups specified. (Need to follow up and establish what these will be)
These benefits include time-off benefits such as vacations, and holidays, and insurance and other plan benefits. We are constantly studying and evaluating our benefits programs and policies to better meet present and future needs of the Company and its employees. The next few pages outline the current benefits programs of ENTC and ENTSC provided to its employees (and their families?) and intended to serve only as a guideline. Any questions about insurance, benefits and additional eligibility questions should be directed to the ENTC and ENTSC Department Supervisors for further inquiry.
Further, Operations Director, Danielle Cichon, 702-792-6700 Ext 1020, dcichon@entc.com retains full discretionary authority to interpret the terms of the plans, as well as full discretionary authority regarding administrative matters arising in connection with the plans and all issues concerning benefit terms, eligibility, and entitlement. Any and all concerns regarding Benefits issues, pay structure, or additional concerns, please speak with your manager so it can be determined how best to move forward. 

3-2: Insurance Coverage and Eligibility 

At ENTC and ENTSC, we offer Employees health insurance coverage, Medical, Dental and Vision. These plans are offered through Shea Insurance and Ease Enrollment. Upon hiring, and completion of the 90-day probationary period, the employee will be invited to enroll for all benefits they choose, based on eligibility status of position. 
The Following benefits programs are available to eligible employees through our PEO:
· 401K Savings program
· Employee Sharing Program
· Cafeteria Plan
· Dental Insurance
· Vision Insurance
· Health/ Medical Benefits
· Short- and Long-Term Disability
· Sick Leave Benefits
· Supplemental Life Insurance
· Supplemental Medical Coverage
· Workers’ Compensations Insurance
All Insurance (Medical, Dental and Vision) will be offered to employees during first 30 days of employment, or they can complete during open enrollment. Employees’ will be sent a login to enter the Ease portal, once verified, hired, and initiated at ENTC/ENTSC. They will be able to select all options they desire, based on eligibility. All selections will be deducted directly from their pay either every pay period or every other. 

Workers’ Compensation Insurance is provided at no cost to the Employees. This program covers any injury or illness that is sustained in the course of employment that requires medical, surgical, or hospital treatment. Based on legal requirements and short waiting period, Workers’ Compensation Insurance can be utilized. 

If an employee sustains a work-related injury or illness, regardless of the severity, they should immediately inform their supervisor. Proper procedure will allow for documentation, processing, and initiation of Workers’ Compensation Claims. 

Neither ENTC/ENTSC nor the Insurance carrier will be liable for any Workers’ Compensation payments/claims or compensatory claims that occur during Employees’ off-duty recreational, social, or athletic activity, nor any situation in which an employee chose to ignore proper safety rules, regulations, and procedures. 

3-3. Paid Holidays

Full-time employees will be paid for the following holidays:
New Year's Day
Memorial Day
Labor Day
Independence Day
Thanksgiving Day
Thanksgiving Day Observed
Christmas Day

When holidays fall on or are celebrated on a regular workday, eligible employees will receive one (1) day's pay at their regular straight-time rate.
If a holiday falls within an eligible employee's approved vacation period, the eligible employee will be paid for the holiday (at the regular straight-time rate) in addition to the vacation day, or the eligible employee will receive an additional vacation day at the option of the Company.

3-4. Paid Time Off

Once the 90 day Probationary Period ends:
ENTC/ENTSC has established a PTO plan which is based on a step-accrual system. Each pay period, after your 90 day probationary period, PTO time will be added to your time based on hours worked. This can be checked using our HRIS system and logging in to ADP. This will be provided to you by management. 

ALL requests for PTO must be placed 3 weeks in advance, in writing to your supervisor for approval. Upon request, supervisor will deem if PTO is approved/denied. 

ENTC/ENTSC will provide PTO to exempt and non-exempt full-time employees as follows:
1. Accruals begin at 30 days of continuous service and is accessible AFTER the 90 day probationary period. Year 1 accruals are 3.07 per pay period
2. From Year 2-5 of continuous service, 120 hours per anniversary year, at the accrual rate of 4.61 per pay period 
3. From years 6-14 of continuous service, 160 hours per anniversary at an accrual rate of 6.14 per pay period. 
4. From year 15+ of continuous service, 200 hours per anniversary, at an accrual rate of 7.69 per pay period
If an employee leaves the company for a period of time, separate and distinct from approved Leave status, and rejoins company, than Employee is viewed as NEW and begins accumulating PTO from YEAR 1, after Probationary period. 


PTO is capped each year with the following roll over amounts:
	Employees Year 1: No roll over
	Employees Year 2-5 : Roll over of up to 80 hours
	Employees year 6-14 : Roll over of up to 95 hours
	Employees year 15+: Roll over of up to 115 hours

ENTC/ENTSC encourages employees to USE THEIR PTO. Supervisors should plan on having every employee take btw 8-40 hours of PTO every 6 months in order to help the employee feel appreciated, on task and be able to utilize their hours. 
	
***At time of this implementation, all current employees who have been with the company for 1+ year, shall be allowed to maintain their current PTO hours for use moving forward for roll over***

All employees terminating their employment must give 2 weeks notice prior to termination, and complete 2 weeks of work to receive PTO pay out. IF you are terminated by ENTC/ENTSC, you WILL NOT RECEIVE PTO PAYOUT

If a “Designated Holiday” occurs during an employee’s PTO, that day will not be subtracted from the employees earned PTO, and distributed as PTO.

PTO requests will ONLY occur upon approval from department supervisors. If employee’s supervisor believes that PTO conflicts with Operations of the Company, causes insufficiency of staff or is provided less than 3 weeks in advance, it is up to employee’s supervisor to determine if PTO will be approved. 

If an employee calls in sick day before or after approved PTO or vacation day, this day will not be paid without providing Physician/Medical note. Without a note, the employee will only be able to use PTO, and will receive no Sick Time pay, or paid leave for the undocumented leave. If an employee has Sick Time, they are able to utilize their Sick Time (total of 40hours) through out the year, without providing a note from a physician. However, if an employee is sick 3 days or more, they must seek medical attention in order to ensure their safety and the safety of ENTC/ENTSC

If an employee calls in sick day before or after approved PTO or vacation day, this day will not be paid without providing Physician/Medical note. Without a note, the employee will only be able to use PTO, and will receive no Sick Time pay, or paid leave for the undocumented leave. 

If an employee calls out sick the day before or after a holiday, without prior approval, and no doctor’s note is provided, then the Employee shall receive Holiday pay for the approved Holiday Day ONLY. No PTO will be provided for the day in question unless Medical Documentation (i.e., doctor’s note, return to work) is provided to supervisor. 

3-5. 401K and Profit Sharing

Employee of ENTC/ENTSC offers a 401k retirement plan. Employees are eligible to participate in the plan in the FIRST QUARTER on YEAR 1 of employment. The program allows employees to designate savings deductions based upon age as well as governing investments of those savings. 
The Company supports profit sharing in addition to the 401k plan and contributes a percentage of each employee’s annual salary to their retirement plan. 
Vesting rates are as follows:
	2 years: 25%
	3 years: 50%
	4 years: 75%
 	5 years: 100%
Section 4: Rights and Policies 

4-1. Employment of Relatives 
At ENTC and ENTSC, employment of relatives’ policy demonstrates our attitudes towards nepotism and employing people who are related either by blood or marriage. We will not reject suitable candidates on grounds of their relation to a current employee. However, we cognize that encouragement of relatives for positions may have a negative impact on productivity, morale, and fuel accusations of favoritism in the workplace. 
This policy seeks to minimize these risks. The term “relative” can be defined as any individual/person who has blood or marriage relation within the third degree to an ENTC/ENTSC employee. We also include individuals living together in a domestic partnership. Roommates are NOT included in this category unless they are engaged in a domestic or marriage partnership. Children, both blood and adopted, are included in this category. Individuals who can be viewed as a relative: children, stepchildren, adoptive children, grandparents, siblings, uncles, aunts, nieces, nephews, spouses, domestic partner. If this individual is the best fit for the position, they may be hired at ENTC/ENTSC. Referrals from outside sources are always welcome. 
Nepotism in the workplace
At ENTC/ENTSC, favoritism and conflict of interest may occur with a manager when relatives are involved.  However, since such relationships sometimes can create problems in the workplace, including suspicions of favoritism if the related employees are in a supervisor-subordinate relationship. To avoid these situations, certain anti-nepotism policies have been established:
1. Employees who are related must not be involved in the supervisory/reporting relationship of each other.
2. Employees cannot be transferred, promoted, or hired inside a reporting relationship of a relative
3. Employees cannot be part of the hiring committee, when a relative is considered for the position.
4. Employee cannot be part of the disciplinary action of a relative
5. Employee cannot be part of a contract renewal when it is their relative’s employment renewal
6. Employee cannot be part of a performance review for a relative's employment or supervisor-subordinate relationship.
7. Favoritism in the workplace between managers and employees’ will NOT be tolerated. 
If you find a relative relationship that The Company is unaware of, please report it to HR. If you find yourself in a reporting relationship with a relative or in a hiring committee with a relative and you do not notify HR, you may face disciplinary action. 
If two employees who are in a reporting relationship become relative during the course of their employment, one of them must transfer. They must also ensure to notify HR immediately, otherwise face disciplinary action. Transfers will be discrimination free and both employees will be given the opportunity to discuss which one of them will transfer. 
If previously unreported relative relations are discovered between manager and a team member one of them will be transferred. If incidents of favoritism or conflict of interest have occurred, both employees will be subject to disciplinary action that range from reprimand to termination with cause. 
4-2. Religion and Politics
Title VII prohibits workplace or job segregation based on religion or religious views, including hiring, firing, pay, and job assignments. At ENTC/ENTSC, we want to best accommodate our employees' religious practices and beliefs. If the employee requires a reasonable accommodation for religious practices (i.e., time during the day for prayer, a specific day during the week when you cannot work for religious observance), ENTC/ENTSC will do our best to work with the employee to accommodate their request. However, if the request places an undue hardship or burden on the Company, we will work with the employee to make reasonable adjustments to the work environment so that their religious accommodation requests can be met. 
Unless it promotes an undue hardship on the employer’s operation, ENTC/ENTSC must reasonably accommodate an employee’s religious practices of dress. So long as the employee follows the rules upheld in the Employee Code of Conduct for appropriate dress and grooming. If the employee needs specific grooming or religious accommodation for religious reasons, they should notify their supervisor to provide additional information. 

4-3. HIPAA Privacy 
In the workplace, The Health Insurance Portability and Accountability Act (HIPAA) of 1996 protects the privacy of health information. In the workplace, HIPAA ensures that employee health information is not provided to parties, such as employers without the consent of the employee. 
HIPAA does NOT protect your employment records, even if the information in those records is health related. It does protect your medical or health plan records if you are a patient of the provider or a member of the health plan. 
What your employer can ask for:
1. A doctor’s note or other health information if they need the information for sick leave, worker’s compensation, wellness programs, or health insurance
Your employer CANNOT ask your provider DIRECTLY for information about you without authorization from you to do so. 
If you have any further questions, please contact your HR department. 
A. Who must follow this federal law? 
1. Health Plans & Insurance Companies
2. All Health Care Providers
3. Health Care Clearinghouses
B. What information is covered? 
1. Information providers, nurses, and other health care providers put in a patient’s medical record
2. Conversations a provider has about a patient’s care or treatment with others
3. Information about a patient in the health insurer’s computer system
4. Billing information about a patient
5. Most other health information about a patient held by those who must follow this law
C. How is this information protected?
1. Covered entities must put in place safeguards to protect patient’s health information.
2. Covered entities must reasonably limit uses and disclosures to the minimum necessary to accomplish their intended purpose.
3. Covered entities must have contracts in place with their contractors and others ensuring that they use and disclose patient’s health information properly and safeguard it appropriately.
4. Covered entities must have procedures in place to limit who can view and access patient’s health information as well as implement training programs for employees about how to protect health information. 
D. What rights does this law give patients over their health information? 
1. Health Insurers and Providers who are covered entities must comply with a patient’s right to:
· Ask to see and get a copy of their health records
· Have corrections added to their health information
· Receive a notice that tells a patient how their health information may be used and shared
· Decide if they want to give permission before their health information can be used or shared for certain purposes, such as for marketing
· Get a report on when and why their health information was shared for certain purposes
2. If a patient believes their rights are being denied or their health information isn’t being protected, they can
· File a complaint with ENTC/ENTSC
· File a complaint with the U.S. Government
E. How does HIPAA apply to ENTC/ENTSC?
1. ENTC/ENTSC has a strict confidentiality policy, which is HIPAA compliant.
2. As a covered entity under HIPAA laws, all ENTC/ENTSC must comply with all HIPPA laws, rules, and regulations. If employees do not follow HIPAA regulations, they will be subject to disciplinary action, up to and including immediate termination of employment. 
3. Employees who have access to protected information may only use or discuss (within HIPAA regulations) that information to the extent necessary to fulfill their job duties.
4. Unless the employee is the patient’s health care professional, they will not discuss any of the patient’s medical information with the patient and any request by a patient for medical information is to be referred to the provider treating such patient.
5. Transmission of any confidential and/or proprietary information to personal email addresses is strictly prohibited. Any employee who improperly copies, removes (physically or electronically), uses, or discloses confidential information to anyone outside of ENTC/ENTSC may be subject to disciplinary action up to and including termination. 
6. Employees may not discuss, reveal, or use any of the patient’s medical information with their family, friends or any other person outside the ENTC/ENTSC staff. 
7. Payment information may be discussed only with another employee or provider of ENTC/ENTSC, the patient’s insurance carrier and the patient himself to the extent necessary. In any case, pt.’s request of any billing statements, refer this to our billing-patient relations specialist. 
8. Any person calling or writing to request any patient information shall be referred to the ENTC/ENTSC employee assigned to handle such matters. There would be no disclosure or sharing of patient’s protected health information without the patient's signed consent form. 
9. Employees will not disclose any ENTC/ENTSC patient information concerning any patient of ENTC/ENTSC except in the limited circumstances stated above, during employment with The Company or thereafter. 
Confidentiality
In addition to protected health information, employees may be exposed to many types of confidential business information that should be held to the highest standard of confidentiality. By continuing employment with ENTC/ENTSC, employees agree that they will not disclose or use any of ENTC/ENTSC confidential information, either during or after their employment. An employee may become aware of confidential information about the business and strategies, including but not limited to ENTC/ENTSC finances, pricing, products and new product development, growth and development plans, marketing strategies, and software and computer programs. 
It is expected that while employed or associated with ENTC/ENTSC and thereafter, employees must keep in strictest confidence and will not disclose, use or divulge this type of information. Failure to do so will result in disciplinary action up to and including immediate termination of employment and, in some cases, legal action. 

Section 5: Leave of Absence 
5-1. Personal Leave: 
If employees are ineligible for any other Company leave of absence, ENTC/ENTSC, under certain circumstances, may grant a personal leave of absence without pay. A written request for a personal leave should be presented to management at least two (2) weeks before the anticipated start of the leave. If the leave is requested for medical reasons and employees are not eligible for leave under the federal Family and Medical Leave Act (FMLA) or any state leave law, medical certification also must be submitted. The request will be considered based on staffing requirements and the reasons for the requested leave, as well as performance and attendance records. Normally, a leave of absence will be granted for a period of up to eight (8) weeks. However, a personal leave may be extended if, prior to the end of leave, employees submit a written request for an extension to management and the request is granted. During the leave, employees will not earn vacation, personal days, or sick days. ENTC/ENTSC will continue health insurance coverage during the leave if employees submit their share of the monthly premium payments to the Company in a timely manner, subject to the terms of the plan documents. 
When the employees anticipate returning to work, they should notify management of the expected return date. This notification should be made at least one (1) week before the end of the leave.
Upon completion of the personal leave of absence, ENTC/ENTSC will attempt to return employees to their original job or a similar position, subject to prevailing business considerations. Reinstatement, however, is not guaranteed.
Failure to advise management of availability to return to work, failure to return to work when notified or a continued absence from work beyond the time approved by ENTC/ENTSC will be considered a voluntary resignation of employment.
Personal leave runs concurrently with any Company-provided Short-Term Disability Leave of Absence  

5-2. Military Leave: 
If employees are called into active military service or enlist in the uniformed services, they will be eligible to receive an unpaid military leave of absence. To be eligible for military leave, employees must provide management with advance notice of service obligations unless they are prevented from providing such notice by military necessity or it is otherwise impossible or unreasonable to provide such notice. Provided the absence does not exceed applicable statutory limitations, employees will retain reemployment rights and accrue seniority and benefits in accordance with applicable federal and state laws. Employees should ask management for further information about eligibility for Military Leave.
If employees are required to attend yearly Reserves or National Guard duty, they can apply for an unpaid temporary military leave of absence not to exceed the number of days allowed by law (including travel). They should give management as much advance notice of their need for military leave as possible so that ENTC/ENTSC can maintain proper coverage while employees are away.
5-3. Family and Medical Leave (FMLA):
A. The Leave Policy
Employees may be entitled to a leave of absence under the Family and Medical Leave Act (FMLA). This policy provides employees information concerning FMLA entitlements and obligations employees may have during such leaves. If employees have any questions concerning FMLA leave, they should contact the FMLA Coordinator.
B. Eligibility
FMLA leave is available to "eligible employees." To be an "eligible employee," the employee must: 
1) have been employed by the Company for at least 12 months (which need not be consecutive); 
2) have been employed by the Company for at least 1,250 hours of service during the 12-month period immediately preceding the commencement of the leave
C. Entitlements
As described below, the FMLA provides eligible employees with a right to leave, health insurance benefits and, with some limited exceptions, job restoration.
The FMLA provides eligible employees up to 12 workweeks of leave for certain family and medical reasons during a 12-month period. The 12-month period is determined based on a 12-month period measured forward from the start date of the employee's first FMLA leave. Leave may be taken for anyone, or for a combination, of the following reasons:
a. Birth of a son or daughter or to bond with newborn son/daughter
b. The placement (need for leave for the placement to proceed, such as counseling sessions or travel due to an overseas adoption) with an employee of a child for an adoption or foster care and to bond with newly placed child
c. Caring for spouse, child, parent who has serious health condition (See below for definition of serious health condition) 
d. Employee’s own incapacity due to serious health condition
e. Issue arising out of the fact that an employee’s spouse, child, or parent is a military member on qualifying active duty. 

Leave qualifying for up to 26 workweeks leave:
a. Caring for military member (or qualifying veteran) with a serious injury or illness if the eligible employee is the service member’s spouse, child, parent or next of kin. 
D. Definition of Serious Health Condition: 
A serious health condition is an illness, injury, impairment or physical or mental condition that involves either an overnight stay in a medical care facility, or continuing treatment by a health care provider for a condition that either prevents employees from performing the functions of their job or prevents the qualified family member from participating in school or other daily activities. Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of more than 3 consecutive calendar days combined with at least two visits to a health care provider or one visit and a regimen of continuing treatment, or incapacity due to pregnancy or a chronic condition. Other conditions may meet the definition of continuing treatment. If there are questions or concerns regarding FMLA, serious health condition or qualifying health concern, please contact Human Resources at (phone number) 
FMLA leave usually will be taken for a period of consecutive days, weeks, or months. However, employees also are entitled to take FMLA leave intermittently or on a reduced leave schedule when medically necessary due to a serious health condition of the employee or covered family member or the serious injury or illness of a covered service member. Qualifying exigencies leave also may be taken on an intermittent basis.
E.  No Work While on Leave
The taking of another job while on family/medical leave or any other authorized leave of absence is grounds for immediate discharge, to the extent permitted by law.
F. Protection of Group Health Insurance Benefits
During FMLA leave, eligible employees are entitled to receive group health plan coverage on the same terms and conditions as if they had continued to work.
G. Restoration of Employment and Benefits
At the end of FMLA leave, subject to some exceptions including situations where job restoration of "key employees" will cause ENTC/ENTSC substantial and grievous economic injury, employees generally have a right to return to the same or equivalent positions with equivalent pay, benefits, and other employment terms. ENTC/ENTSC will notify employees if they qualify as "key employees," if it intends to deny reinstatement, and of their rights in such instances. Use of FMLA leave will not result in the loss of any employment benefit that accrued prior to the start of an eligible employee's FMLA leave.
H. Notice of Eligibility for, and Designation of, FMLA Leave
Employees requesting FMLA leave are entitled to receive written notice from ENTC/ENTSC telling them whether they are eligible for FMLA leave and, if not eligible, the reasons why they are not eligible. When eligible for FMLA leave, employees are entitled to receive written notice of: 
1) their rights and responsibilities in connection with such leave. 
2) Company's designation of leave as FMLA-qualifying or non-qualifying, and if not FMLA-qualifying, the reasons why; and 
3) the amount of leave, if known, that will be counted against the employee's leave entitlement.
ENTC/ENTSC may retroactively designate leave as FMLA leave with appropriate written notice to employees provided ENTC/ENTSC failure to designate leave as FMLA-qualifying at an earlier date did not cause harm or injury to the employee. In all cases where leaves qualify for FMLA protection, ENTC/ENTSC and employee can mutually agree that leave be retroactively designated as FMLA leave.
I. Employee FMLA Leave Obligations Provide Notice of the Need for Leave
Employees who take FMLA leave must timely notify ENTC/ENTSC of their need for FMLA leave. The following describes the content and timing of such employee notices.
1. Content of Employee Notice
To trigger FMLA leave protections, employees must inform the FMLA Coordinator/ Human Resources Director of the need for FMLA qualifying leave and the anticipated timing and duration of the leave, if known. Employees may do this by either requesting FMLA leave specifically or explaining the reasons for leave to allow ENTC/ENTSC to determine that the leave is FMLA-qualifying. For example, employees might explain that:
A medical condition renders them unable to perform the functions of their job; they are pregnant or have been hospitalized overnight; they or a covered family member are under the continuing care of a healthcare provider; the leave is due to a qualifying exigency caused by a military member being on covered active duty or called to covered active duty status to a foreign country; or if the leave is for a family member, that the condition renders the family member unable to perform daily activities or that the family member is a covered service member with a serious injury or illness.
Calling in "sick," without providing the reasons for the needed leave, will not be considered sufficient notice for FMLA leave under this policy. Employees must respond to the Company's questions to determine if absences are potentially FMLA-qualifying.
If employees fail to explain the reasons for FMLA leave, the leave may be denied. When employees seek leave due to FMLA-qualifying reasons for which ENTC/ENTSC has previously provided FMLA-protected leave, they must specifically reference the qualifying reason for the leave or the need for FMLA leave.
2. Timing of Employee Notice
Employees must provide 30 days advance notice of the need to take FMLA leave when the need is foreseeable. When 30 days’ notice is not possible, or the approximate timing of the need for leave is not foreseeable, employees must provide ENTC/ENTSC notice of the need for leave as soon as practicable under the facts and circumstances of the particular case. Employees who fail to give 30 days' notice for foreseeable leave without a reasonable excuse for the delay, or otherwise fail to satisfy FMLA notice obligations, may have FMLA leave delayed or denied.
When planning medical treatment, employees must consult with ENTC/ENTSC and make a reasonable effort to schedule treatment so as not to unduly disrupt The Company’s operations, subject to the approval of the employee's healthcare provider. Employees must consult with ENTC/ENTSC prior to the scheduling of treatment to work out a treatment schedule that best suits the needs of both ENTC/ENTSC and the employees, subject to the approval of the employee's healthcare provider. If employees providing notice of the need to take FMLA leave on an intermittent basis for planned medical treatment neglect to fulfill this obligation, ENTC/ENTSC may require employees to attempt to make such arrangements, subject to the approval of the employee's healthcare provider.
When employees take intermittent or reduced work schedule leave for foreseeable planned medical treatment for the employee or a family member, including during a period of recovery from a serious health condition or to care for a covered service member, ENTC/ENTSC may temporarily transfer employees, during the period that the intermittent or reduced leave schedules are required, to alternative positions with equivalent pay and benefits for which the employees are qualified and which better accommodate recurring periods of leave.
When employees seek intermittent leave or a reduced leave schedule for reasons unrelated to the planning of medical treatment, upon request, employees must advise ENTC/ENTSC of the reason why such leave is medically necessary. In such instances, ENTC/ENTSC and employee shall attempt to work out a leave schedule that meets the employee's needs without unduly disrupting The Company’s operations, subject to the approval of the employee's health care provider.
K. Submit Medical Certifications Supporting Need for FMLA Leave (Unrelated to Requests for Military Family Leave)
Depending on the nature of FMLA leave sought, employees may be required to submit medical certifications supporting their need for FMLA-qualifying leave. As described below, there generally are three types of FMLA medical certifications: an initial certification, a recertification, and a return to work/fitness for duty certification.
It is the employee's responsibility to provide The Company with timely, complete, and sufficient medical certifications. Whenever ENTC/ENTSC requests employees to provide FMLA medical certifications, employees must provide the requested certifications within 15 calendar days after The Company request, unless it is not practicable to do so despite the employee's diligent, good faith efforts. ENTC/ENTSC will inform employees if submitted medical certifications are incomplete or insufficient and provide employees at least seven calendar days to cure deficiencies. The Company will deny FMLA leave to employees who fail to timely cure deficiencies or otherwise fail to timely submit requested medical certifications.
With the employee's permission, ENTC/ENTSC (through individuals other than the employee's direct supervisor) may contact the employee's health care provider to authenticate or clarify completed and sufficient medical certifications. If employees choose not to provide The Company with authorization allowing it to clarify or authenticate certifications with healthcare providers, the Company may deny FMLA leave if certifications are unclear.
Whenever ENTC/ENTSC deems it appropriate to do so, it may waive its right to receive timely, complete and/or sufficient FMLA medical certifications.
1. Initial Medical Certifications
Employees requesting leave because of their own or a covered relation's serious health condition, or to care for a covered service member, must supply medical certification supporting the need for such leave from their healthcare provider or, if applicable, the healthcare provider of their covered family or service member. If employees provide at least 30 days’ notice of medical leave, they should submit the medical certification before leave begins. A new initial medical certification will be required on an annual basis for serious medical conditions lasting beyond a single leave year.
2. Medical Recertifications
Depending on the circumstances and duration of FMLA leave, ENTC/ENTSC may require employees to provide recertification of medical conditions giving rise to the need for leave. ENTC/ENTSC will notify employees if recertification is required and will give employees at least 15 calendar days to provide medical recertification.
3. Return to Work/Fitness for Duty Medical Certifications
Unless notified that providing such certifications is not necessary, employees returning to work from FMLA leaves that were taken because of their own serious health conditions that made them unable to perform their jobs must provide the Company with medical certification confirming they are able to return to work and the employees' ability to perform the essential functions of the employees' position, with or without reasonable accommodation. The Company may delay and/or deny job restoration until employees provide return to work/fitness for duty certifications.
4. Submit Certifications Supporting Need for Military Family Leave
Upon request, the first-time employees seek leave due to qualifying exigencies arising out of the covered active duty or call to covered active-duty status of a military member, the Company may require employees to provide: 
1) a copy of the military member's active-duty orders or other documentation issued by the military indicating the military member is on covered active duty or call to covered active-duty status and the dates of the military member's covered active-duty service; and 
2) a certification from the employee setting forth information concerning the nature of the qualifying exigency for which leave is requested. Employees shall provide a copy of new active-duty orders or other documentation issued by the military for leaves arising out of qualifying exigencies, arising out of a different covered active duty or call to covered active-duty status of the same or a different military member.
When leave is taken to care for a covered service member with a serious injury or illness, the Company may require employees to obtain certifications completed by an authorized healthcare provider of the covered service member. In addition, and in accordance with the FMLA regulations, the Company may request that the certification submitted by employees set forth additional information provided by the employee and/or the covered service member confirming entitlement to such leave.
L. Substitute Paid Leave for Unpaid FMLA Leave
Employees may use any accrued paid time while taking unpaid FMLA leave.
The substitution of paid time for unpaid FMLA leave time does not extend the length of FMLA leave and the paid time will run concurrently with the employee's FMLA entitlement.
The FMLA makes it unlawful for employers to: 1) interfere with, restrain, or deny the exercise of any right provided under FMLA; or 2) discharge or discriminate against any person for opposing any practice made unlawful by FMLA or involvement in any proceeding under or relating to FMLA. If employees believe their FMLA rights have been violated, they should contact the FMLA Coordinator immediately. The Company will investigate any FMLA complaints and take prompt and appropriate remedial action to address and/or remedy any FMLA violation. Employees also may file FMLA complaints with the United States Department of Labor or may bring private lawsuits alleging FMLA violations.
*** Coordination of FMLA Leave with Other Leave Policies***
The FMLA does not affect any federal, state, or local law prohibiting discrimination, or supersede any State or local law that provides greater family or medical leave rights. For additional information concerning leave entitlements and obligations that might arise when FMLA leave is either not available or exhausted, please consult the Company's other leave policies in this handbook or contact the FMLA Coordinator
5-4. COVID-19 Leave and Vaccination
ENTC/ENTSC is considerate and understanding to the current health concerns across the country, and in our healthcare system. Any employee who suffers exposure to or has a POSITIVE coronavirus, COVID-19 test result, must remain quarantined for up to 5 days, or until a negative test result can be verified. 
If taking leave for local, state, or federal quarantine order; or advised by healthcare provider to self-quarantine; or seeking diagnosis for COVID-19 symptoms: ENTC/ENTSC in guidance with State of Nevada shall provide paid leave that accrues at a minimum of 0.01923 hours of paid leave for each hour of work performed. This can only be utilized on the 90th day of work by the employee. 
If you are taking paid sick leave because you are: (1) caring for an individual who is subject to a Federal, State, or local quarantine or isolation order related to COVID-19 or an individual who has been advised by a health care provider to self-quarantine due to concerns related to COVID-19; (2) caring for your child whose school or place of care is closed, or child care provider is unavailable, due to COVID-19 related reasons; or (3) experiencing any other substantially-similar condition that may arise, as specified by the Secretary of Health and Human Services, you are entitled to compensation at 2/3 of the greater of the amounts above.
Under these circumstances, sick time will be utilized. 
This paid sick leave for COVID-19 will last the duration of the year 2022 all new ordinaces and updates will follow CDC guidelines and fall into the Families First Coronavirus Response Act, Emergency Medical Leave or Emergency Sick Pay. The employee must follow these procedures:
a. Notify their supervisor of the situation/exposure/symptoms
b. Submit positive test results (if applicable) to supervisor
c. Follow up with Manager/Supervisor so that sick leave can be submitted
d. After a negative test result has been received, submit to Manager/Supervisor so return to work can begin. 
Any individuals with questions or concerns regarding the COVID-19 procedure process, please contact their Supervisor, Manager or Human Resources. 
ENTC/ENTSC is requiring ALL employees to be FULLY VACCINATED during employment. If employee has received First Dose and not Second or Booster, ENTC/ENTSC will coordinate with employee to arrange for scheduling of vaccinations. It is preferrable that these vaccinations occur of the clock, on the weekend. 
5-5. Jury Duty 
ENTC/ENTSC realizes that it is the obligation of all US citizens to serve on a jury when summoned to do so. All employees will be allowed time off to perform such civic service as required by law. Employees are expected, however, to provide proper notice of 3 days prior to perform jury duty and verification of their service. An employee may not be required to use annual sick, or vacation time for complying with jury duty summons. An employee may not be required to work within 8 hours of their scheduled jury appearance, or between 5PM and 3AM on a day that they have served 4 or more hours, including travel time. 
Employees of ENTC/ENTSC are also expected to keep management informed of the expected length of jury duty service and to report to work for the major portion of the day if excused by the court. If the required absence presents a serious conflict for management, employees may be asked to try to postpone jury duty, as it is considered an undue hardship for ENTC/ENTSC and an acceptable jury duty excuse. 
Employees on jury duty leave will not receive paid leave for jury duty service.

Section 6: New Hires, Appointment, Position Changes, Performance Reviews & Disciplinary Action

*An appointment occurs when an applicant accepts an offer of employment, and a date of hire is agreed upon with the appointing authority.

6-1. New Hire

When you initially accept an appointment* at ENTC/ENTSC, you are considered a new hire. As a new hire, you will be required to serve a probationary period of 90 (ninety) days.

6-2. Reemployment

Reemployment is a type of appointment that does not result in a break in service. The types of reemployments are as follows:
1. Military reemployment — Any remaining portion of a probationary period must be completed upon return to ENTC/ENTSC.
2. Reemployment of permanent employees who have been laid off — Completion of a new probationary period is required if you are reemployed in a different class or in a different department.
3. Reemployment due to reclassification of a position to a lower class.
4. Reemployment due to restoration of a promotional employee who fails to attain
permanent status.
5. Reemployment of seasonal employees.
6. Reemployment due to a permanent disability arising from an injury sustained at work.
Further information on this subject can be obtained by contacting your Human Resources Manager

6-4. Reinstatement

If you have resigned from ENTC/ENTSC as a permanent employee in good standing, you may be reinstated to a position in the same or a similar grade or class following termination, if you meet the minimum qualifications.

The probationary period following reinstatement may be waived in writing by your appointing authority, but you will not be eligible to compete in promotional recruitments until you have completed six (6) months (full-time equivalent) of continuous work with ENTC/ENTSC. You cannot be reinstated to underfill a position that is at a higher level than when you left The Company, without working at the previous position for at least 6 months or applying for the upper-level position and being the most qualified candidate. 

6-5. Reappointment, Transfer, Demotion & Promotion

Reappointment
If you are a current employee at ENTC/ENTSC, you may be reappointed to a position that you formerly held or to a comparable position if you meet the current minimum qualifications and receive the appointing authority’s approval. To be reappointed to a comparable position, the Human Resources Manager must approve the reappointment. If you were a probationary employee, you must serve a new probationary period of 90 (ninety) days. You cannot be reappointed to a higher-level position without the Human Resources Manager’s approval and applying for the open upper-level position. 

Transfer
You may be considered for a transfer from your position/department within ENTC/ENTSC without loss of benefits, such as retirement, insurance, and sick and annual leave credit. A request for a transfer should be made directly to your manager. If you are a probationary employee who transfers within the same class, you must serve the remaining portion of your probationary period. A probationary employee who transfers to a different class must serve a new probationary period.

Demotion
An employee may be demoted to a position in a class with a lower grade level if the employee meets the minimum qualifications and if the appointing authority approves.

Promotion
Promotion is advancement to a vacant position in a class that has a higher grade than the class previously held. As an employee of ENTC/ENTSC you may compete in recruitments for promotional openings when you have served six months (full-time equivalent) of continuous classified service. If you are a permanent employee and accept a promotion, you will be required to serve a trial period of either six months or one year. If you fail to attain permanent status in a position to which you were promoted, you must be restored to the position from which you promoted. 

6-6. Notice

Any employee who wishes to utilize ENTC/ENTSC as a reference in the future, must give 2 (two) weeks’ notice prior to leaving the Company. Without 2 weeks’ notice, no reference will be given. 

6-7. Performance Reviews
All Employees will receive a 6 month and 1 year (annual) performance reviews by their supervisors. Supervisors/ Management will receive reviews by the Operations Director. These reviews will be utilized in the evaluation of the status of each employee, job description alignment and possibility for pay increase, transfer, or promotion. Periodically, Management may require additional evaluations for any number of reasons. Employees are required to comply. 

All New hires will complete a 90-day performance evaluation with their supervisor. This will help both the employee and Supervisor determine if any issues need to be addressed 

Any employee may request their performance reviews to review personally AT ANY TIME. 

6-8. Training

ENTC/ENTSC prides itself on offering all employees a complete training and onboarding experience, ensuring their education, safety, and continued learning. Each manager, in coordination with Human Resources will be responsible for onboarding and training each employee within the first 3-5 days of their initial hire date. Of course, additional training may require scheduled dates that occur outside normal hours and may take longer than the initial provided days of training. We will do our best to accommodate everyone's schedule and keep training to normal business hours. We also understand that education and learning are constantly adapting and evolving. There may be opportunities for and additional training for employees. If the training is mandatory, all employees will be notified at least 2 weeks in advance so that they can coordinate their schedules. 

Any required certification, degrees, licenses, or additional training for the position MUST be completed prior to hiring, unless it is specified that ENTC/ENTSC will complete the process or offer a period of completion. 
6-9. Employment Records

Human Resources at ENTC/ENTSC maintains a working file with copies of documentation. This file includes personnel action documents, such as your Employment Status Maintenance Transaction (ESMT) forms, mandatory employment forms, such as policy acknowledgement
forms, performance evaluations, and documentation of disciplinary action. This file may also include letters of commendation, training certificates, or other work-related documents that you or your supervisor requested to be included in your file. Contact your supervisor for the procedure for viewing your personnel file.

6-10. Disciplinary Process 

ENTC/ENTSC will generally follow a progressive disciplinary process. The primary purpose for progressive discipline is to assist employees to understand that a performance problem or need for improvement exists. This process has formal steps to provide feedback to the employee so that they can correct the problem, with the goal of improving performance. This process is not intended to punish employees, but to assist the employee in overcoming the problem and satisfy job expectations. However, depending on the severity of the infraction, ENTC/ENTSC reserves the right to skip steps and move immediately to a more serious corrective action. The following are the steps to ENTC/ENTSC’ s progressive discipline process:

· Verbal Warning (dated and documented in employee’s file)
· Written Warning
· 2nd Written Warning with Performance Improvement Plan (PIP)
· Suspension
· Termination
Suspension may also be used for serious actions as a period for investigation and/or determination of whether ENTC/ENTSC will continue the employment relationship. The employee may be terminated without any previous disciplinary action having been taken.  
ENTC/ENTSC endorses a policy of progressive discipline, but certain performance actions and violations may warrant a more aggressive disciplinary action or immediate termination. The extent of any discipline is at the discretion of ENTC/ENTSC. Disciplinary actions may have implications on an employee’s eligibility for raises, promotions, transfers, etc. This policy/process does not modify the at-will nature of employment in any way. 
6-11. Conflict Resolution 
ENTC/ENTSC strives to maintain a positive and professional work environment. Each employee who wishes to express concerns, questions, complaints etc. will be given the opportunity to do so.
· We recommend that any issue first be discussed with the employee’s direct supervisor. The employee and the supervisor should work together to resolve the problem. If the issue cannot be resolved, the employee may seek the assistance of the Department Manager or Human Resources Department.
· Any issue related to a problem involving your supervisor may be reported to the 
Director of Human Resources. 
6-12. Complaint Handling Process 
As stated above, we believe that all complaints should first be brought to the employee’s direct supervisor. If the complaint is about or involves the employee’s supervisor, the complaint should be brought to the Director of Human Resources. If the conflict resolution has not resolved the problem, the employee should submit, (preferably in writing), a complaint to the Director of Human Resources. An investigation will occur and the Managing Partner, will be notified of the problem by the Operations Director, if the situation warrants their involvement. The Operations Director will respond to the employee in writing when the investigation is complete. 





__________________________________			__________________________
Employee Signature							Date












Code of Conduct
ENTC/ENTSC endeavors to maintain a positive work environment. Each employee plays a role in fostering this environment. Accordingly, we all must abide by certain rules of conduct, based on honesty, common sense, and fair play.
Because everyone may not have the same idea about proper workplace conduct, it is helpful to adopt and enforce rules all can follow. Unacceptable conduct may subject the offender to disciplinary action, up to and including discharge, in the Company's sole discretion. The following are examples of some, but not all, conduct which can be considered unacceptable:
1. Obtaining employment of the basis of false or misleading information.
2. Stealing, removing, or defacing ENTC/ENTSC property or a Co-worker’s property, and/or disclosure of confidential information.
3. Completing another employee’s time records.
4. Violation of safety rules and policies.
5. Violation of ENTC/ENTSC Drug and Alcohol-Free Workplace policy.
6. Fighting, threatening, or disrupting the work of others or other violations of ENTC/ENTSC Workplace Violence Policy.
7. Failure to follow lawful instructions of a supervisor.
8. Failure to perform assigned job duties.
9. Violation of the Punctuality and Attendance Policy, including but not limited to irregular attendance, habitual lateness, or unexcused absences.
10. Not giving the proper advance notice when you are unable to report to work (2 hours prior to start time) or report to work on time (no later than ½ hour if you’re going to be late).
11. Not treating all patients, coworkers, and guests in a friendly and courteous manner.
12. Not reporting suspicious, unethical, or illegal conduct by coworkers, patients or guests to your supervisor. 
13. Willful or careless destruction or damage to ENTC/ENTSC assets or to the equipment or possession of another employee.
14. Wasting work materials.
15. Performing work of another personal nature during working time.
16. Violation of the Solicitation and Distribution Act.
17. Violation of ENTC/ENTSC Harassment or Equal Employment Opportunity Policy.
18. Violation of Communication and Computer Systems Policy.
19. Unsatisfactory job performance.
20. Any other violation of ENTC/ENTSC Company policy.

Examples of Inappropriate Conduct and Behavior 
The following conduct is prohibited and will subject the employee involved to disciplinary action, up to and including termination: 
· Violation of ENTC/ENTSC’s Drug-Free Workplace policy.
· The use of profanity or abusive language.
· The possession of firearms or other weapons on ENTC/ENTSC premises, while on paid work time, or while representing ENTC/ENTSC in another capacity.
· The failure or refusal by an employee to follow management’s instructions concerning a job-related matter.
· Fighting or assault on a fellow employee, patient, or guest.
· Theft, destruction, defacement, or misuse of ENTC/ENTSC property or of another individual’s property.
· Gambling on ENTC/ENTSC premises.
· Falsifying or altering any ENTC/ENTSC record or report, such as an application for employment, a medical report, a production report, a time sheet, an expense account or shipping and receiving records.
· Threatening or intimidating an employee, patient, or guest.
· Smoking on ENTC/ENTSC premises.
· Horseplay, pranks, or practical jokes.
· Sleeping on the job.
· Improper attire or inappropriate personal appearance.
· Violating ENTC/ENTSC’s policies against discrimination or sexual or other harassment.
· Improper disclosure of confidential information (as defined in this Handbook and under applicable law).
· Engaging in fraternization with patients that crosses the boundaries of professional conduct.
· Any type of illegal activity on ENTC/ETNSC’s property or while on paid work time. 
This list is not comprehensive and ETNC/ENTSC reserves the right to take disciplinary action against employees for these and any other reason. This policy does not affect the at-will nature of employment. 
Obviously, not every type of misconduct can be listed. Note that all employees are employed at-will, and The Company reserves the right to impose whatever discipline it chooses, or none, in a particular instance. The Company will deal with each situation individually and nothing in this handbook should be construed as a promise of specific treatment in a given situation.
The observance of these rules will help to ensure that our workplace remains a safe and desirable place to work.
1-2.  Punctuality And Attendance
Employees are hired to perform important functions at ENTC/ENTSC. As with any group effort, operating effectively takes cooperation and commitment from everyone. Therefore, attendance and punctuality are very important. Unnecessary absences and lateness are expensive, disruptive and place an unfair burden on fellow employees and Supervisors. We expect excellent attendance from all employees. Excessive absenteeism or tardiness will result in disciplinary action up to and including discharge.
We do recognize, however, there are times when absences and tardiness cannot be avoided. In such cases, employees are expected to notify Supervisors as early as possible, but no later than the start of the workday. Asking another employee, friend or relative to give this notice is improper and constitutes grounds for disciplinary action. Employees should call, stating the nature of the illness and its expected duration, for every day of absenteeism.
Unreported absences of three (3) consecutive workdays generally will be considered a voluntary resignation of employment with the Company.
1-3. Use Of Communications and Computer Systems
ENTC/ENTSC communication and computer systems are intended primarily for business purposes; however limited personal usage is permitted if it does not hinder performance of job duties or violate any other Company policy. This includes the voice mail, e-mail, and Internet systems. Users have no legitimate expectation of privacy regarding their use of the ENTC/ENTSC systems.
ENTC/ENTSC may access the voice mail and e-mail systems and obtain the communications within the systems, including past voice mail and e-mail messages, without notice to users of the system, in the ordinary course of business when the Company deems it appropriate to do so. The reasons for which ENTC/ENTSC may obtain such access include but are not limited to maintaining the system; preventing or investigating allegations of system abuse or misuse; assuring compliance with software copyright laws; complying with legal and regulatory requests for information; and ensuring that Company operations continue appropriately during the employee's absence.
Further, ENTC/ENTSC may review Internet usage to ensure that such use with Company property, or communications sent via the Internet with Company property, are appropriate. The reasons for which ENTC/ENTSC may review employees' use of the Internet with Company property include but are not limited to maintaining the system; preventing or investigating allegations of system abuse or misuse; assuring compliance with software copyright laws; complying with legal and regulatory requests for information; and ensuring that Company operations continue appropriately during the employee's absence.
ENTC/ENTSC may store electronic communications for a period of time after the communication is created. From time to time, copies of communications may be deleted.
ENTC/ENTSC policies prohibiting harassment, in their entirety, apply to the use of the Company's communication and computer systems. No one may use any communication or computer system in a manner that may be construed by others as harassing or offensive based on race, national origin, sex, sexual orientation, age, disability, religious beliefs, or any other characteristic protected by federal, state, or local law.
Further, since ENTC/ENTSC’s communication and computer systems are intended for business use, all employees, upon request, must inform management of any private access codes or passwords.
Unauthorized duplication of copyrighted computer software violates the law and is strictly prohibited.
No employee may access, or attempt to obtain access to, another employee's computer systems without appropriate authorization.
Violators of this policy may be subject to disciplinary action, up to and including discharge.

1-4. Use Of social media
ENTC/ENTSC respects the right of any employee to maintain a blog or web page or to participate in a social networking, Twitter, or similar site, including but not limited to Facebook and LinkedIn. However, to protect Company interests and ensure employees focus on their job duties, employees must adhere to the following rules:
Employees may not post on a blog or web page or participate on a social networking platform, such as Twitter or similar site, during work time or at any time with Company equipment or property.
All rules regarding confidential and proprietary business information apply in full to blogs, web pages and social networking platforms, such as Twitter, Facebook, LinkedIn, or similar sites. Any information that cannot be disclosed through a conversation, a note or an e-mail also cannot be disclosed in a blog, web page or social networking site.
Whether the employees are posting something on their own blog, web page, social networking, Twitter, or similar site or on someone else's, if the employee mentions the Company and expresses either a political opinion or an opinion regarding the Company's actions that could pose an actual or potential conflict of interest with the Company, the poster must include a disclaimer. The poster should specifically state that the opinion expressed is their opinion and not the Company's position. This is necessary to preserve the Company's good will in the marketplace.
Any conduct that is impermissible under the law if expressed in any other form or forum is impermissible if expressed through a blog, web page, social networking, Twitter, or similar site. For example, posted material that is discriminatory, obscene, defamatory, libelous, or violent is forbidden. Company policies apply equally to employee social media usage.
ENTC/ENTSC encourages all employees to keep in mind the speed and manner in which information posted on a blog, web page, and/or social networking site is received and often misunderstood by readers. Employees must use their best judgment. Employees with any questions should review the guidelines above and/or consult with their manager. Failure to follow these guidelines may result in discipline, up to and including discharge.
1-5. Personal And Company-Provided Portable Communication Devices
ENTC/ENTSC-provided portable communication devices (PCDs), including cell phones and personal digital assistants, should be used primarily for business purposes. Employees have no reasonable expectation of privacy regarding the use of such devices, and all use is subject to monitoring, to the maximum extent permitted by applicable law. This includes, as permitted, the right to monitor personal communications as necessary.
Some employees may be authorized to use their own PCD for business purposes. These employees should work with the IT department to configure their PCD for business use. Communications sent via a personal PCD also may be subject to monitoring if sent through the Company's networks and the PCD must be provided for inspection and review upon request.
All conversations, text messages and e-mails must be professional. When sending a text message or using a PCD for business purposes, whether it is a ENTC/ENTSC-provided or personal device, employees must comply with applicable Company guidelines, including policies on sexual harassment, discrimination, conduct, confidentiality, equipment use and operation of vehicles. Using a Company-issued PCD to send or receive personal text messages is always prohibited and personal use during working hours should be limited to emergency situations.
If employees who use a personal PCD for business resign or are discharged, they will be required to submit the device to the IT department for resetting on or before their last day of work. At that time, the IT department will reset and remove all information from the device, including but not limited to, Company information and personal data (such as contacts, e-mails, and photographs). The IT department will make efforts to provide employees with the personal data in another form (e.g., on a disk) to the extent practicable; however, the employee may lose some or all personal data saved on the device.
Employees may not use their personal PCD for business unless they agree to submit the device to the IT department on or before their last day of work for resetting and removal of Company information. This is the only way currently possible to ensure that all Company information is removed from the device at the time of termination. The removal of Company information is crucial to ensure compliance with the Company's confidentiality and proprietary information policies and objectives.
Please note that whether employees use their personal PCD or a Company-issued device, the Company's electronic communications policies, including but not limited to, proper use of communications and computer systems, remain in effect.
Use of Cellphones in the Workplace
At ENTC/ENTSC, it is understandable that cellphones are utilized and owned by employees. Often, management will reach out to employees through their personal contact information in order to communicate more efficiently and effectively. 
While we do not expect employees to NOT have their cellphones in the workplace, we DO expect employees to use commonsense about the usage. 
ENTC/ENTSC will NOT allow employees to forego their duties, not perform or become distracted while working due to the use of cellphones for the following reason:
· Watching videos, listening to music, showing photos, taking personal phone calls, posting on social media. 
If an employee needs to answer phone calls during work hours for personal reasons, please advise your supervisor so that we are aware and may work with you. 
Additionally, taking videos or pictures while in the clinic are STRICLY PROHIBITED. As we do assist physicians in clinical care of patients, it is ILLEGAL to take and/or post videos and photos of any aspect of ENTC/ENTSC, during work hours or after. If it is a management sponsored event, staff will be notified and photos/videos will be allowed.
1-6. Inspections
ENTC/ENTSC reserves the right to require employees while on Company property, or on client property, to agree to the inspection of their persons, personal possessions and property, personal vehicles parked on Company or client property, and work areas. This includes lockers, vehicles, desks, cabinets, workstations, packages, handbags, briefcases and other personal possessions or places of concealment, as well as personal mail sent to the Company or to its clients. Employees are expected to cooperate in the conduct of any search or inspection.
1-7. Smoking
Smoking, including the use of e-cigarettes, is prohibited on ENTC/ENTSC premises and in all Company vehicles.
1-8. Personal Visits and Telephone Calls
Disruptions during work time can lead to errors and delays. Therefore, personal telephone calls must be kept to a minimum, and only be made or received after working time, or during lunch or break time.
For safety and security reasons, employees are prohibited from having personal guests visit or accompanying them anywhere in ENTC/ENTSC facilities other than the reception areas. Emergencies come up; if something occurs, please let a supervisor aware of the situation so we can best accommodate your needs. We are here to work together! 
1-9. Solicitation And Distribution
To avoid distractions, solicitation by the employee of another employee is prohibited while either employee is on work time. "Work time" is defined as the time the employee is engaged, or should be engaged, in performing their work tasks for ENTC/ENTSC. Solicitation of any kind by non-employees on Company premises is always prohibited.
Distribution of advertising material, handbills, printed or written literature of any kind in working areas of the Company is always prohibited. Distribution of literature by non-employees on Company premises is always prohibited.
1-10. Bulletin Boards
Important notices and items of general interest are continually posted on ENTC/ENTSC bulletin boards. Employees should make it a practice to review bulletin boards frequently. This will assist employees in keeping up with what is current at ENTC/ENTSC. To avoid confusion, employees should not post or remove any material from the bulletin board.
1-11. Confidential Company Information
During work, employees may become aware of confidential information about ENTC/ENTSC’s business, including but not limited to information regarding Company finances, pricing, products and new product development, software and computer programs, marketing strategies, suppliers and customers and potential customers. Employees also may become aware of similar confidential information belonging to the Company's clients. It is extremely important that all such information remain confidential, and particularly not be disclosed to the Company's competitors. Any employee who improperly copies, removes (whether physically or electronically), uses, or discloses confidential information to anyone outside of the Company may be subject to disciplinary action up to and including termination. Employees may be required to sign an agreement reiterating these obligations.
1-12. Conflict Of Interest and Business Ethics
It is ENTC/ENTSC’s policy that all employees avoid any conflict between their personal interests and those of the Company. The purpose of this policy is to ensure that the Company's honesty and integrity, and therefore its reputation, are not compromised. The fundamental principle guiding this policy is that no employee should have, or appear to have, personal interests or relationships that actually or potentially conflict with the best interests of the Company.
It is not possible to give an exhaustive list of situations that might involve violations of this policy. However, the situations that would constitute a conflict in most cases include but are not limited to:
1. holding an interest in or accepting free or discounted goods from any organization that does, or is seeking to do, business with the Company, by any employee who is in a position to directly or indirectly influence either the Company's decision to do business, or the terms upon which business would be done with such organization.
2. holding any interest in an organization that competes with the Company.
3. being employed by (including as a consultant) or serving on the board of any organization which does, or is seeking to do, business with the Company or which competes with the Company; and/or
4. profiting personally, e.g., through commissions, loans, expense reimbursements or other payments, from any organization seeking to do business with the Company.
A conflict of interest would also exist when a member of the employee's immediate family is involved in situations such as those above.
This policy is not intended to prohibit the acceptance of modest courtesies, openly given and accepted as part of the usual business amenities, for example, occasional business-related meals or promotional items of nominal or minor value.
It is the employee's responsibility to report any actual or potential conflict that may exist between the employee (and the employee's immediate family) and the Company.
1-13. Use Of Facilities, Equipment and Property, Including Intellectual Property
Equipment essential in accomplishing job duties is often expensive and may be difficult to replace. When using property, employees are expected to exercise care, perform required maintenance, and follow all operating instructions, safety standards and guidelines.
Employees should notify their supervisor if any equipment, machines, or tools appear to be damaged, defective or in need of repair. Prompt reporting of loss, damages, defects, and the need for repairs could prevent deterioration of equipment and possible injury to employees or others. Supervisors can answer any questions about the employees' responsibility for maintenance and care of equipment used on the job.
Employees also are prohibited from any unauthorized use of the Company's intellectual property, such as audio and video tapes, print materials and software.
Improper, careless, negligent, destructive, or unsafe use or operation of equipment can result in discipline, up to and including discharge.
Further, the Company is not responsible for any damage to employees' personal belongings unless the employee's supervisor provided advance approval for the employee to bring the personal property to work.
1-14. Health And Safety
The health and safety of employees and others on Company property are of critical concern to ENTC/ENTSC. The Company intends to comply with all health and safety laws applicable to our business. To this end, we must rely upon employees to ensure that work areas are kept safe and free of hazardous conditions. Employees are required to be conscientious about workplace safety, including proper operating methods, and recognize dangerous conditions or hazards. Any unsafe conditions or potential hazards should be reported to management immediately, even if the problem appears to be corrected. Any suspicion of a concealed danger present on the Company's premises, or in a product, facility, piece of equipment, process, or business practice for which the Company is responsible should be brought to the attention of management immediately.
Periodically, the Company may issue rules and guidelines governing workplace safety and health. The Company may also issue rules and guidelines regarding the handling and disposal of hazardous substances and waste. All employees should familiarize themselves with these rules and guidelines, as strict compliance will be expected.
Any workplace injury, accident, or illness must be reported to the employee's supervisor as soon as possible, regardless of the severity of the injury or accident. Once reported, proper procedure for investigation, submission to Workers’ Compensation and follow up medical care will ensue. 
1-15. Employee Dress and Personal Appearance
Employees are expected to report to work well groomed, clean, and dressed according to the requirements of their position. Some employees may be required to wear uniforms or safety equipment/clothing. Employees should contact their supervisor for specific information regarding acceptable attire for their position. If employees report to work dressed or groomed inappropriately, they may be prevented from working until they return to work well-groomed and wearing the proper attire
· When we require as a condition of employment that you wear a uniform, we will provide it.
· Hair is to be neat, clean, and combed. Facial hair will be allowed provided it is well groomed and no longer than 1⁄2 inch in length.
-Hair color can be ANY COLOR OF THE RAINBOW, so long as it is neat, clean and does NOT interfere with your work performance!
· Tattoos are allowed, so long as they are partially or completely covered, do not show any violent, disturbing or sexually explicit images or profane, politically driven or religious ideologies. 
· No facial piercings. Body piercings are acceptable so long as it does not cause a hazard in the workplace. Body modification is also not acceptable unless it is easily concealable
· Clean shoes — preferably polished.
· Cosmetics, cologne, jewelry and accessories are suitable to the workplace if used in moderation.
· T-shirts, tight pants or sweaters, see-through clothing, shorts, midriff tops, halters, loungewear, and clothing with decals are not to be worn.
1-16 References
ENTC/ENTSC will respond to reference requests through the Human Resources Department. The Company will provide general information concerning the employee such as date of hire, date of discharge, and positions held. Requests for reference information must be in writing, and responses will be in writing. Please refer all requests for references to the Human Resources Department.
Please Contact Operations Director/HR for references. 
1-17. If You Must Leave Us
Should any employees decide to leave ENTC/ENTSC, we ask that they provide a supervisor with at least 2 weeks advance notice of departure. Thoughtfulness will be appreciated. All Company property including, but not limited to, keys, security cards, parking passes, laptop computers, fax machines, uniforms, etc., must be returned at separation. Employees also must return all of the Company's Confidential Information upon separation. To the extent permitted by law, employees will be required to repay the Company (through payroll deduction, if lawful) for any lost or damaged Company property. As noted previously, all employees are employed at-will and nothing in this handbook changes that status.



_________________________________			__________________________
Employee Signature						Date Signed

Drug and Alcohol Policy
Purpose
In compliance with the Drug-Free Workplace Act of 1988, ENTC/ENTSC has a longstanding commitment to provide a safe, quality-oriented, and productive work environment. Alcohol and drug abuse poses a threat to the health and safety of ENTC/ENTSC employees and to the security of the Company’s equipment and facilities. For these reasons, ENTC/ENTSC is committed to the elimination of drug and alcohol use and abuse in the workplace.
Scope
This policy applies to all employees and all applicants for employment of ENTC/ENTSC. The human resource (HR) department is responsible for policy administration.
Employee Assistance 
ENTC/ENTSC will assist and support employees who voluntarily seek help for drug or alcohol problems before becoming subject to discipline or termination under this or other ENTC/ENTSC policies. Such employees will be allowed to use accrued paid time off, placed on leaves of absence, referred to treatment providers and otherwise accommodated as required by law. Employees may be required to document that they are successfully following prescribed treatment and to take and pass follow-up tests if they hold jobs that are safety-sensitive or require driving, or if they have violated this policy previously. Once a drug test has been initiated under this policy, unless otherwise required by the Family and Medical Leave Act or the Americans with Disabilities Act, the employee will have forfeited the opportunity to be granted a leave of absence for treatment, and will face possible discipline, up to and including discharge.
Employees should report to work fit for duty and free of any adverse effects of illegal drugs or alcohol. This policy does not prohibit employees from the lawful use and possession of prescribed medications. Employees must, however, consult with their doctors about the medications’ effect on their fitness for duty and ability to work safely, and they must promptly disclose any work restrictions to their supervisor. 
Work Rules
1.	Whenever employees are working, are operating any ENTC/ENTSC vehicle, are present on ENTC/ENTSC premises or are conducting Company-related work offsite, they are prohibited from: 
a.	Using, possessing, buying, selling, manufacturing, or dispensing an illegal drug (to include possession of drug paraphernalia).
b.	Being under the influence of alcohol, or an illegal drug as defined in this policy.
c.	Possessing or consuming alcohol.
2.	The presence of any detectable amount of any illegal drug, illegal controlled substance, or alcohol in an employee’s body system, while performing Company business or while in a Company facility, is prohibited.
3.	ENTC/ENTSC will also not allow employees to perform their duties while taking prescribed drugs that are adversely affecting their ability to perform their job duties safely and effectively. Employees taking a prescribed medication must carry it in a container labeled by a licensed pharmacist or be prepared to produce the container if asked.
4.	Any illegal drugs or drug paraphernalia will be turned over to an appropriate law enforcement agency and may result in criminal prosecution.
Required Testing
Pre-employment
Applicants are not required to pass a drug-test, unless specified by management for a specific position, need or reason (i.e., state license, administering of medications, past history of drug use on the job). 
Reasonable suspicion
Employees are subject to testing based on (but not limited to) observations by at least two members of management of apparent workplace use, possession, or impairment. HR, the manager, or the director of operations should be consulted before sending an employee for testing. Management must use the Reasonable Suspicion Observation Checklist to document specific observations and behaviors that create a reasonable suspicion that an employee is under the influence of illegal drugs or alcohol. Examples include:
•	Odors (smell of alcohol, body odor or urine).
•	Movements (unsteady, fidgety, dizzy).
•	Eyes (dilated, constricted or watery eyes, or involuntary eye movements).
•	Face (flushed, sweating, confused or blank look).
•	Speech (slurred, slow, distracted mid-thought, inability to verbalize thoughts).
•	Emotions (argumentative, agitated, irritable, drowsy).
•	Actions (yawning, twitching).
•	Inactions (sleeping, unconscious, no reaction to questions).
When reasonable suspicion testing is warranted, both management and HR will meet with the employee to explain the observations and the requirement to undergo a drug and/or alcohol test within two hours. Refusal by an employee will be treated as a positive drug test result and will result in immediate termination of employment
Under no circumstances will the employee be allowed to drive themselves to the testing facility. A member of management must transport the employee or arrange for a cab and arrange for the employee to be transported home.
Post-accident
Employees are subject to testing when they cause or contribute to accidents that seriously damage an ENTC/ENTSC vehicle, machinery, equipment or property or that result in an injury to themselves or another employee requiring offsite medical attention. A circumstance that constitutes probable belief will be presumed to arise in any instance involving a work-related accident or injury in which an employee who was operating a motorized vehicle is found to be responsible for causing the accident. In this instance, the investigation and subsequent testing must take place within two hours following the accident, if not sooner. Refusal by an employee will be treated as a positive drug test result and will result in immediate termination of employment.
Under no circumstances will the employee be allowed to drive himself or herself to the testing facility. A member of management must transport the employee or arrange for a cab and arrange for the employee to be transported home.
Collection and Testing Procedures
Employees subject to alcohol testing will be transported to an ENTC/ENTSC- designated facility and directed to provide breath specimens. Breath specimens will be tested by trained technicians using federally approved breath alcohol testing devices capable of producing printed results that identify the employee. If an employee’s breath alcohol concentration is .04 or more, a second breath specimen will be tested approximately 20 minutes later. The results of the second test will be determinative. Alcohol tests may, however, be a breath, blood, or saliva test, at the Company’s discretion. For purposes of this policy, test results generated by law enforcement or medical providers may be considered by the Company as work rule violations.
Applicants and employees subject to drug testing will be transported to a ENTC/ENTSC-designated testing facility and directed to provide urine specimens. Applicants and employees may provide specimens in private unless they appear to be submitting altered, adulterated or substitute specimens. Collected specimens will be sent to a federally certified laboratory and tested for evidence of marijuana, cocaine, opiates, amphetamines, PCP, benzodiazepines, methadone, methaqualone, and propoxyphene use. (Where indicated, specimens may also be tested for other illegal drugs.) The laboratory will screen all specimens and confirm all positive screens. There must be a chain of custody from the time specimens are collected through testing and storage.
The laboratory will transmit all positive drug test results to a medical review officer (MRO) retained by ENTC/ENTSC who will offer individuals with positive results a reasonable opportunity to rebut or explain the results. Individuals with positive test results may also ask the MRO to have their split specimen sent to another federally certified laboratory to be tested at the applicant’s or employee’s own expense. Such requests must be made within 72 hours of notice of test results. If the second facility fails to find any evidence of drug use in the split specimen, the employee or applicant will be treated as passing the test. In no event should a positive test result be communicated to ENTC/ENTSC until such time that the MRO has confirmed the test to be positive.
Consequences
Applicants who refuse to cooperate in a drug test or who test positive will not be allowed to continue employment at ENTC/ENTSC or continue with application (if applicable).
Employees who refuse to cooperate in required tests or who use, possess, buy, sell, manufacture, or dispense an illegal drug in violation of this policy will be terminated. If the employee refuses to be tested, yet the Company believes he or she is impaired, under no circumstances will the employee be allowed to drive themselves home.
Employees who test positive, or otherwise violate this policy, will be subject to discipline, up to and including termination. Depending on the circumstances, the employee’s work history/record and any state law requirements, ENTC/ENTSC may offer an employee who violates this policy or tests positive the opportunity to return to work on a last-chance basis pursuant to mutually agreeable terms, which could include follow-up drug testing at times and frequencies determined by ENTC/ENTSC for a minimum of one year but not more than two years as well as a waiver of the right to contest any termination resulting from a subsequent positive test. If the employee either does not complete the rehabilitation program or tests positive after completing the rehabilitation program, the employee will be immediately discharged from employment.
Employees will be paid for time spent in alcohol or drug testing and then suspended pending the results of the drug or alcohol test. After the results of the test are received, a date and time will be scheduled to discuss the results of the test; this meeting will include a member of management, a legal representative (if requested), and HR. Should the results prove to be negative, the employee will receive back pay for the times/days of suspension.
Confidentiality
Information and records relating to positive test results, drug and alcohol dependencies, and legitimate medical explanations provided to the MRO will be kept confidential to the extent required by law and maintained in secure files separate from normal personnel files. Such records and information may be disclosed among managers and supervisors on a need-to-know basis and may also be disclosed when relevant to a grievance, charge, claim or other legal proceeding initiated by or on behalf of an employee or applicant.
Inspections
ENTC/ENTSC reserves the right to inspect all portions of its premises for drugs, alcohol, or other contraband; affected employees may have union representation involved in this process. All employees, contract employees and visitors may be asked to cooperate in inspections of their persons, work areas and property that might conceal a drug, alcohol, or other contraband. Employees who possess such contraband or refuse to cooperate in such inspections are subject to appropriate discipline, up to and including discharge.
Crimes Involving Drugs
ENTC/ENTSC prohibits all employees, including employees performing work under government contracts, from manufacturing, distributing, dispensing, possessing, or using an illegal drug in or on Company premises or while conducting Company business. ENTC/ENTSC employees are also prohibited from misusing legally prescribed or over the counter (OTC) drugs. Law enforcement personnel may be notified, as appropriate, when criminal activity is suspected.
ENTC/ENTSC does not desire to intrude into the private lives of its employees but recognizes that employees’ off-the-job involvement with drugs and alcohol may have an impact on the workplace. Therefore, ENTC/ENTSC reserves the right to take appropriate disciplinary action for drug use, sale, or distribution while off Company premises. All employees who are convicted of, plead guilty to, or are sentenced for a crime involving an illegal drug are required to report the conviction, plea, or sentence to HR within five days. Failure to comply will result in automatic discharge. Cooperation in complying may result in suspension without pay to allow management to review the nature of the charges and the employee’s past record with ENTC/ENTSC.

Enforcement
The HR/Operations Director is responsible for policy interpretation, administration, and enforcement.
 
Drug and Alcohol Policy Certificate of Receipt
I hereby certify that I have received a copy of ENTC/ENTSC's Drug and Alcohol Policy.


__________________________________			__________________________
Employee Signature						Date





Definitions
“Company premises” includes all buildings, offices, facilities, grounds, parking lots, lockers, places, and vehicles owned, leased, or managed by ENTC/ENTSC or any site on which the Company is conducting business.
“Illegal drug” means a substance whose use or possession is controlled by federal law but that is not being used or possessed under the supervision of a licensed healthcare professional. (Controlled substances are listed in Schedules I-V of 21 C.F.R. Part 1308.)
“Refuse to cooperate” means to obstruct the collection or testing process; to submit an altered, adulterated or substituted sample; to fail to show up for a scheduled test; to refuse to complete the requested drug testing forms; or to fail to promptly provide specimen(s) for testing when directed to do so, without a valid medical basis for the failure. Employees who leave the scene of an accident without justifiable explanation prior to submission to drug and alcohol testing will also be considered to have refused to cooperate and will automatically be subject to discharge.
“Under the influence of alcohol” means an alcohol concentration equal to or greater than .04, or actions, appearance, speech, or bodily odors that reasonably cause a supervisor to conclude that an employee is impaired because of alcohol use.
“Under the influence of drugs” means a confirmed positive test result for illegal drug use per this policy. In addition, it means the misuse of legal drugs (prescription and possibly OTC) when there is not a valid prescription from a physician for the lawful use of a drug during medical treatment (containers must include the patient’s name, the name of the substance, quantity/amount to be taken and the period of authorization).














ENTSC/ENTC Clinical ACKNOWLEDGEMENT and POLICY

All ENTSC/ENTC clinical employees shall maintain their current licenses for their prospective positions based on the criteria in their job descriptions. These job descriptions will be provided to you by your supervisor. 

Any and all state license and certificates for each employee position shall be maintained BY THE EMPLOYEE. They will be required to renew, update and notify management about any changes to these licenses/certification ON THEIR OWN. Additionally, the employee will notify management of any terminations, holds, or complaints against their license/certification. It is not management responsibility to remind/maintain an employee’s license or certification for their prospective position. If an employee chooses not to follow up with appropriate credentialing and monitoring board in regards to the status of their license/certification, and it lapses, the employee WILL NOT WORK until this is rectified. 
If an employee comes to management in a situation where submission or renewal for their certification/license is pending and has been for longer than 30 days, management will assist the employee in acquiring the necessary credentialing. If management does not know about the situation, we cannot help. 

Any and all certifications that are covered under ENTC/ENTSC will be monitored by our management and employees will NOT be required to renew these on their own. Management will coordinate recertification classes for all employees and ensure everyone meets the criteria. If an employee cannot make the certification classes, management will work with the employee to attempt and reschedule, however if it is not possible, the employee will be responsible for covering the cost of the class and certification themselves. 

Management is not here to continuously monitor your licenses and certifications throughout the year. YOU are responsible for being informed and up to date with any and all credentials. If you are unsure of your status, please speak with you supervisor so they can inform you of your status. You must also ensure that management has your most up to date credentials on file, so please provide a copy of any and all licenses to your supervisor. 


						                 						
Employee Signature									Date 
