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1.

Mission Statement

The philosophy of this practice is based on the belief that qualified, dedicated employees, working in harmony, will provide the group’s physicians with the support they need in rendering the highest quality of care.  The courtesy and confidentiality rendered by the secretaries and receptionists, the reassurance provided by the nursing staff and medical assistants, the competence provided by trained professionals and laboratory and the helpfulness given by those in the business office, are indispensable ingredients of patient care and strongly influence the patient’s recovery and desire to return to us for future care.
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2.

Statement of Patient Rights

All patients seen and given care at our office have the right to be treated with respect, consideration, and dignity, regardless of age, sex, race, creed, or national origin.  Every effort will be given to help a patient when there is a language difficulty.

Patients have the right to privacy during their medical care and total confidentiality concerning all aspects of care.  Medical records will be kept strictly confidential.  Information will be released to other parties only upon patient approval in written form or when required by law.  A practiced physician or the administrative director must approve all medical records.

Patients have the right to be given complete information concerning their medical problem, the recommended form of treatment, the risks of treatment, and the alternative forms of treatment available.

Patients have the right to actively participate in decisions involving their health care.

Patients have the right to full information regarding fees for services and payment policies.

Patients have the right to expect attentive, individualized care from medical and non-medical staff.
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3.
Confidentiality Policy

Patient confidentiality is not just the physician’s responsibility; all employees must be aware of the legal and ethical implications of improperly disseminating medical information.  Every employee has an obligation to protect patients’ confidential information.  Advances in technology heighten the obligation to ensure information confidentiality.  As a condition of employment, employees will be required to sign a ‘Confidentiality Agreement’.

Confidentiality Agreement

The employee agrees that (a) all knowledge and information that the employee may receive from Eastern Connecticut Cardiology Associates, LLC, or from its physicians, patients, fellow employees or consultants of the practice, or by virtue of the performance of services under and pursuant to the above-referenced agreement, relating to patients, physicians, fellow employees, business affairs, costs, future plans or technical data that belong to the practice or to those whom the practice has contracted regarding such information, and (b) all information provided by the employee to the practice, directly or indirectly, in reports of work done, together with any other information acquired or gained as an employee be regarded as strictly confidential and held by the employee in confidence and solely for the practice’s benefit and use and shall not be used by the employee or directly or indirectly disclosed to any person what so ever excepting to Eastern Connecticut Cardiology Associates, LLC or with their prior written permission.

My signature below indicates my understanding and acceptance of the ‘Confidentiality Agreement’.

________________________

________________________

Signature of Employee

           Signature of Medical Director 

_______________



Date
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4.
Attendance

Employees are required to report to work unless they have an approved personal or vacation day.

If you are going to be absent for an illness or for a personal reason, you must call in as soon as possible before your scheduled shift.

Instructions for Calling In

You must call into the office between 7:00 and 8:00 a.m. and speak to someone directly.

Line 2 (860) 645-7552

Line 5 (860) 647-1615



If you are unable to speak with anyone at the office, or have an emergency 



situation, please contact one of the following people.



Rachna Cell (860) 202-5782



Jennifer N.   (860) 643-8300



Jay
         (860) 742-0248



A doctors’ note is required to return to work with an illness of more than 

two days.  A doctors’ note is also required when absent one day or more 

before or after an office holiday.
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5.
Bereavement Leave
A leave for a period of up to three consecutive working days will be granted to regular full-time employees, to coordinate arrangements and attend the services and funeral in the event of a death in the immediate family.  Immediate family is defined as spouse, child, mother, father, sibling, grandparents, mother-in-law, or father-in-law.

Eastern Connecticut Cardiology Associates, LLC

6.
 Cell  Phone Policy

Cell phone usage is not permitted in the office building.  Cell phones must be silent or turned off in the office.
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7.
Discipline
Employees will receive a warning report and put on notice of a violation of our company’s rules and or standards of employee conduct.

Disciplinary action will take place in the following order:

· Oral

· Written

· Suspension

· Dismissal

Refer and review the attached Employee Warning Report that will be used for documentation purposes.
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8.
Dress Code

Employees are expected to be well groomed, clean, and to have neat hair.  Male employees must shave daily and / or trim their beards and mustaches as needed.

Dress code: your clothes should be neat, clean and in good taste.

Jeans are prohibited with the exception of dress down day.  Nylon pants and exercise pants are not permitted in the office.

Make-up should not be obtrusive.  If a touch up job is needed during the working hours, it should be attended to in the washroom.

Mild body lotions and sprays are permitted.  Strong perfume is not allowed.

No beach flip flops or casual slippers are allowed except on dress down days.



No body piercing or clothes showing belly buttons are permitted.
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9.
Employee Benefits 

Holidays

Full-time employees will be paid for six holidays; your average time worked in a day will be paid:

· New Years

· Memorial Day

· July 4th
· Labor Day

· Thanksgiving

· Christmas

Vacations

After working in the office for one full year, one week paid vacation will be granted.  For example, if you start working on January 1, 2004, you cannot take a vacation until January 1, 2005.  After three years, vacation will be two weeks.  Two consecutive weeks are not allowed.

Personal Days

A full-time employee is entitled to personal days after one-year employment.  You are allowed four paid personal days, one per quarter.  A personal day may be used if you are ill and if you are eligible.

If you choose not to take your four personal days, then you will be paid for five days at the end of the year as an incentive.

Any personal day and / or vacation time not taken cannot be carried to the next year and only one person per department is able to request the day off, never the same day.

Personal days and vacations are not allowed to be added to long weekends unless a six month notice is given.



Part-Time

Employees will be paid for the hours they clock in with no additional benefits.
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10.
Equal Employment Opportunity

Eastern Connecticut Cardiology Associates, LLC shall recruit, select and recommend candidates for employment on the basis of merit, qualifications, and needs of the organization without regard to race, color, religion, sex, age, and national origin of handicap.

Employment at Eastern Connecticut Cardiology Associates, LLC shall be “at will” and shall be terminable “at will” by the organization of the employee with or without cause.
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11.
Incident Report / Workers Compensation

Workers Compensation Insurance covers all employees for injuries incurred from on the job accidents.  If you are injured on the job, you must report the incident immediately.

The employee and the administrator will file an incident report within 24 hours.  The following page is an example of the incident / accident report form.
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12.
Internet Policy

Internet access is available in the office for the following purposes:

a. Physician use

b. Hospital and laboratory patient information

c. Billing and insurance communication

d. Clinical and continuing education resource

Internet access if FORBIDDEN for personal use:

e. DO NOT check personal e-mail

f. DO NOT download for any reason
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13.
Jury Duty

Eastern Connecticut Cardiology Associates, LLC recognizes employees’ civic responsibility to accept and perform jury duty during regularly scheduled work hours when called upon.

You will be granted the leave without pay, until your obligation is fulfilled.

Eastern Connecticut Cardiology Associates, LLC
14.
Lunch Break

Lunch break will be taken at different times. Staggering times will be taken by employees to cover patient schedules accordingly.  If you perceive a conflict regarding your required lunch break, contact the office manager to make the appropriate changes.

A minimum of a half hour for part-time employees and an hour for full-time employees will be taken and not to exceed one hour.

If you omit to punch in or out on your time card, one hour will be deducted.
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15.
Maternity Leave / Leave of Absence

Maternity, parental, medical, military and emergency leave of absence may be granted is justifiable request is submitted and approved.  A leave of absence will not constitute a break in service.  Most groups provided benefits cease and are not accrued beyond the end of the month in which the leave of absence was granted.  All benefits accrued prior to the leave remain intact.  Arrangements must be made to maintain your health plan coverage while on leave.

In granting a leave of absence, Eastern Connecticut Cardiology Associates, LLC agrees to make every effort to restore you to the same position or one of equal responsibility upon return to active employment.  Except for military leave, maternity leave and serious illness leave, the group cannot guarantee you a position.
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16.
Office Hours

Monday
8:00 am – 5:00 pm

Tuesday
8:00 am – 5:00 pm

Wednesday
8:00 am – 5:00 pm

Thursday
8:00 am – 5:00 pm

Friday

8:00 am – 5:00 pm

The Office Will be Closed on the Following Holidays
New Years Day

Memorial Day

Fourth of July

Labor Day

Thanksgiving Day

Christmas Day
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17.
Patient Communication

Hearing Impaired

If the patient does not have assistance for hearing impairment, we must provide that service.  Make arrangements prior to their appointment.

Hearing Impaired (860) 566-7414

Language Interpreter

When a patient does not speak English well enough to understand, attempt to instruct the patient to bring an interpreter during their appointment.  The physician’s will not act as an interpreter or see a patient without an interpreter.
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18.
Pay Roll

Paychecks are issued bi-weekly on Tuesday morning covering the preceding two-week period.  If a holiday occurs on payday, checks are distributed on the following business day.

Deductions consist of Federal Income Tax, Connecticut State Income Tax, Social Security Tax and Medicare Tax will be deducted from your pay according to Federal and State law.  It is the employee’s responsibility to make certain that the Social Security number and number of exemptions, if any, is correct.
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19.
Performance Review

Your administrator will review your performance at least once a year.  Salary increases are based on merit.  Your administrator will be evaluating your performance in the following areas:

a. Job knowledge / quality of work

b. Attendance / punctuality

c. Attitude towards patients and co-workers

d. Compliance with employment policies

The purpose of the annual performance review is to recognize your strengths and improved performance and to identify areas in which improvements are necessary.  The employee is encouraged to participate fully in this process.
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20.
Probation

Probation is your first 90 days of employment.  This time frame gives both parties an opportunity to establish a working relationship.

Any time during your 90-day period, you may be released at our discretion, and you have the option to leave as a 24-hour notice.  

After the 90 day probation period, you are required to give a minimum of a two week notice.

Your probation period may be extended under certain circumstances.
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21.
Smoking Policy

Absolutely NO SMOKING on the office premises.  This applies to all staff and patients.  Violations will result in disciplinary action.
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22.
Tardiness

All staff members must be prompt on arriving to work.  You are expected to be present at the start of your shift, not a minute later.

You are required to call and inform the office manager of your late arrival as soon as possible, before the start of your shift.

Excessive tardiness is two or more incidents in a 30-day period.

Each circumstance will be evaluated and the appropriate disciplinary action will be followed.
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23.
Work Areas

A neat and orderly work area contributes to a professional image for our co-workers and visitors.  Each employee is responsible for maintaining his or her own work areas in a neat and orderly manner.

Trash needs to be emptied every night.  Cardboard will be kept in the copy room, and it will be taken out daily.

If there is a problem with the toilets, bathrooms, or heating and cooling system, you need to notify the office manager immediately.
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