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Rejuvenate Health and Wellness Centers 
 
 
 
 

MISSION STATEMENT  
 
 
 
 
 

Our Mission: 
 
1. To guide patients on how to be more mindful of their body so that they will have more 
control of their health. 
 
2. To educate them on how their body functions. 
 
3. To empower them on their path to wellness by taking a step-by-step mechanistic 
approach to improving their health. 
 
4. To approach their health through our 4 Pillars of Health: 

• Rhythm Resetting 
• Nutritional Healing 
• Stress Resiliency 
• Functional Therapy 
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FUNCTIONS OF THIS HANDBOOK 
The Employee Handbook is an outline of the basic personnel policies, practices and 
procedures at RHWC.  These policies and procedures are designed to provide employees 
with information, guidelines and understanding of the RHWC’s business practices.  RHWC 
is bound by the federal and state codes that regulate labor, and is responsible for 
consistently applying labor laws. 
 
All information written is intended to meet the following goals: 
 

1. To provide quality chiropractic care and holistic healthcare  
2. To provide a working atmosphere based on mutual respect and teamwork 

between the doctors, chiropractic support staff, and therapists 
3. To assist each person, whether staff or patient, to experience 100% of 

extraordinary wellness 
4. To allow every employee with the same understanding of how our policies and 

procedural guidelines apply day in and day out 
 
Your role as an individual within the clinic is to form part of the image of the RHWC.  
Whenever you have contact with another individual, your positive attitude must be 
reflected.  Our attitude will be that of helping, encouragement, motivating, sharing and 
teamwork.   
 
It is stressed that in no way does the preparation, distribution or acceptance of these 
policies and procedures imply or infer that a binding employment contract exists between 
RHWC and any employee/staff, either present or future. 
 
This handbook is not intended to guarantee employment for a definite term.  RHWC 
respects and honors the rights of each person to terminate his or her 
employment/assignment per their signed contract and RHWC retains that same right in 
terminating the employment/assignment of any person.  The employment of all employees 
is “at will” and may be terminated at any time by the employer with cause or without 
cause. 
 
The handbook contains general statements of policy.  It should not be read as including 
every possible detail of each policy, nor as forming an expressed or implied contract or 
promise that the policies discussed in it will be applied to all cases. 
 
This handbook supersedes any guidelines, or other statements whether written or oral that 
was stated or in effect prior to the issuance of this handbook. 
 
RHWC reserves the right to modify, amend or terminate any or all policies, practices or 
procedures at will.  As such, RHWC will try to keep the handbook current; however there 
may be times when policy changes will occur before the handbook can be revised.  
Employees will be notified when there is a change in policy. 
 
Each employee shall become familiar with the policies in this handbook, and bring any 
questions or concerns to the Clinic DIrector.  All employees/staff must acknowledge their 
receipt of, and agreement to, the policies and any future changes to said policies. 
 
All employment at RHWC is terminable at will by RHWC at any time, with or without just 
cause.  This policy may not be modified by any statements contained in this manual, 
employment applications or other RHWC materials provided to applicants and 
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employees/staff in connection with their employment.  None of these documents, whether 
singly, or combined, are to create an express or implied contract of employment for a 
definite period, nor an express or implied contract concerning any terms or conditions of 
employment.  Statements of corrective action or grounds of termination which may be 
referenced in the handbook, are examples only, not all inclusive, and are not limited to 
restrict RHWC’s right to terminate at will. 
 
If you have questions regarding specific policy interpretation, please address them with 
the clinic director. 
 
EQUAL EMPLOYMENT OPPORTUNITY 
 
Our practice is committed to equal employment opportunity.  We will not discriminate 
against staff members or applicants for employment/assignment on any 
legally-recognized basis [“protected class”] including, but not limited to: veteran status, 
uniform service member status, race, color, religion, sex, national origin, physical or mental 
disability, genetic information or any other protected class under federal, state, or local 
law. 
 
In Texas, the following are a protected class: disability; religion; race; color; national origin; 
age; sex; pregnancy, childbirth or related medical condition [that does not include non-
therapeutic abortion not intended to save the life of the mother]; height; weight; marital 
status; and genetic information. 
 
You may discuss equal employment opportunity related questions with the clinic director. 
 
AMERICANS WITH DISABILITIES ACT 
 
Our practice is committed to providing equal employment opportunities to qualified 
individuals with disabilities.  This may include providing reasonable accommodation where 
appropriate in order for an otherwise qualified individual to perform the essential functions 
of the job.  It is your responsibility to notify the clinic director of the need for 
accommodation.  Upon doing so, the clinic director may ask you for your input or the type 
of accommodation you believe may be necessary or the functional limitations caused by 
your disability.  Also, when appropriate, we may need your permission to obtain additional 
information from your physician or other medical or rehabilitation professionals.  The 
practice will not seek genetic information in connection with requests for 
accommodation.  All medical information received by the practice in connection with a 
request for accommodation will be treated as confidential. 
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IMMIGRATION REFORM AND CONTROL ACT 
 
In compliance with the federal Immigration Reform and Control Act of 1986 (IRCA), as 
amended, and any state law requirements, if applicable, our practice is committed to 
employing and contracting only individuals who are authorized to work in the United 
States. 
 
Each new staff member, as a condition of employment, must complete the Employment 
Eligibility Verification Form I-9 and present documentation establishing identity and 
employment eligibility. 
 
If a staff member is authorized to work in this country for a limited time period, the individual 
will be required to submit proof of renewed employment eligibility prior to expiration of that 
period to remain employed by the practice. 
 
CERTIFICATION, LICENSING AND OTHER REQUIREMENTS 
 
It is your responsibility to inform the clinic director if there are any licensing, certification or 
testing requirements or renewals for your job.  Failure to qualify or to maintain a certification 
or license may be sufficient cause for discharge. 
 
CATEGORIES OF EMPLOYMENT 
 
PROBATION PERIOD:  Full-time and part-time staff members are on an probationary period 
during their first 60 days per their contract or employment. 
 
During this time, you will be able to determine if your new position is suitable for you and 
the clinic director will have an opportunity to evaluate your work performance.  However, 
the completion of the introductory period does not guarantee employment or assignment 
for any period of time since you are an at-will staff member both during and after your 
introductory period. 
 
FULL-TIME STAFF MEMBERS regularly work at least a 30-40 hours work week. 
PART-TIME STAFF MEMBERS work less than 30 hours each week. 
 
In addition to the preceding categories, staff members are also categorized as "exempt" 
or "non-exempt." 
 
NON-EXEMPT STAFF MEMBERS are entitled to overtime pay as required by applicable 
federal and state law. 
 
EXEMPT STAFF MEMBERS are not entitled to overtime pay and may also be exempt from 
minimum wage requirements pursuant to applicable federal and state laws. 
 
HARASSMENT POLICY 
 
Any type of sexual harassment is against practice policy and may be unlawful. 
 
We firmly prohibit sexual harassment of any staff member by another staff member, 
supervisor or third party.  Harassment of third parties by our staff members is also prohibited.  
The purpose of this policy is not to regulate the morality of staff members.  It is to ensure 
that in the workplace, no staff member is subject to sexual harassment.  While it is not easy 
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to define precisely what sexual harassment is, it may include: unwelcome sexual 
advances, requests for sexual favors, and/or verbal or physical conduct of a sexual nature 
including, but not limited to, sexually-related drawings, pictures, jokes, teasing, e-mails, text 
messages, uninvited touching or other sexually-related comments.  The conduct 
prohibited by this policy includes conduct in any form including but not limited to e-mail, 
voice mail, chat rooms, Internet use or history, text messages, pictures, images, writings, 
words or gestures. 
 
Sexual harassment of a staff member will not be tolerated.  Violations of this policy may 
result in disciplinary action, up to and including discharge.  There will be no adverse action 
taken against staff members who report violations of this policy in good faith or participate 
in the investigation of such violations. 
 
Any staff member who believes that (s)he is a victim of sexual harassment, or who witnesses 
harassment, should immediately report such actions in accordance with the following 
procedure.  All complaints will be promptly and thoroughly investigated as confidentially 
as possible. 
 

1. Any staff member who believes that (s)he is a victim of sexual harassment or has 
been retaliated against for complaining of sexual harassment, should report the 
situation immediately to one of the following members of management who have 
been designated to receive such complaints:  Athena Payne, D.C., owner; 4255 
Bryant Irvin Road Suite 108, Fort Worth, TX 76109; AnaLisa Ramirez, C.A., office 
manager. If a staff member makes a report to any of these members of 
management and the manager either does not respond or does not respond in a 
manner the staff member deems satisfactory or consistent with this policy, the staff 
member is required to report the situation to one of the other members of 
management designated in this policy to receive complaints. 

  
2. The practice will investigate every reported incident immediately.  Any staff 

member, supervisor or agent of the practice who has been found to have violated 
this policy may be subject to appropriate disciplinary action, up to and including 
immediate discharge. 

 
3. The practice will conduct all investigations in a discreet manner.  The practice 

recognizes that every investigation requires a determination based on all the facts 
in the matter.  We also recognize the serious impact a false accusation can have.  
We trust that all staff members will continue to act responsibly. 

 
The reporting staff member and any staff member participating in any investigation under 
this policy have the practice's assurance that no reprisals will be taken as a result of a 
sexual harassment complaint.  It is our policy to encourage discussion of the matter, to 
help protect others from being subjected to similar inappropriate behavior. 
 
OPEN DOOR POLICY 
RHWC encourages all employees and staff to discuss all work related problems with the 
Clinic Director.  The open door policy is to promote understanding of RHWC’s goals and 
matters of mutual interest. 
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HIPPA POLICY 
 
The affairs of the office and the patients are confidential matters.  The success of RHWC 
depends on its ability to pledge itself to professional confidence in these areas.   
 
All information concerning our patients is totally confidential and must be held in the 
strictest confidence.  Only in instances where an employee/staff member has been 
notified that clear written authorization has been received by management, may 
allowable information be provided.   All employees are to review and understand RHWC’s 
“Consent For Use or Disclosure of Health Information” found in our online HIPAA training 
portal. 
 
All files and records pertaining to patients are strictly confidential, and such information is 
not to be disclosed to any other party at any time, except in the necessary course of 
business with patients, and other staff members. The unauthorized release of confidential 
information will result in disciplinary action, which may include the employee’s immediate 
termination. 
 
PROTECTING PATIENT AND PRACTICE INFORMATION 
 
Protecting patient and practice information is the responsibility of every staff member.  You 
may be required to sign a non-compete agreement as a condition of your employment 
or contract, in accordance with state and federal law. 
 
Due to the nature of our business, patient and practice confidentiality is strictly enforced.  
Do not discuss the confidential business of our patients or practice or proprietary business 
matters, or share confidential, personal employee information with anyone who does not 
work for our practice, such as friends, family members, members of the media, or other 
business entities.  Discussions regarding confidential patient or practice business with other 
staff members are also prohibited, unless it is a necessary work-related function. 
 
Confidential information does not include information pertaining to the terms and 
conditions of a staff member's employment.  Nothing in this policy is designed to limit a 
staff member's rights under Section 7 of the National Labor Relations Act. 
 
All telephone calls regarding a current or former staff member's position/compensation 
with our practice must be forwarded to the clinic director. 
 
The practice's address shall not be used for the receipt of personal mail.  
 
CONFIDENTIALITY OF PATIENT MATTERS 
 
The law and our professional ethics require that each staff member maintain 
confidentiality when handling patient matters. 
 
To maintain this professional confidence, no staff member shall disclose patient information 
to outsiders, including other patients, third parties or members of one's own family. 
 
Any disclosure of confidential information will result in disciplinary action up to and 
including discharge. 
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Our practice has policies and procedures regarding HIPAA compliance and you are 
expected to follow them.  Failure to follow our policies and procedures may result in 
disciplinary action up to and including discharge. 
 
CONFIDENTIALITY OF BUSINESS MATTERS 
 
Employees may use or acquire information about certain business matter and things which 
are confidential to RHWC and which information is the exclusive property of RHWC.  
Confidential information may include but is not limited to financial information, accounting 
information, patient information, insurance information, service agreements, marketing 
and development plans as well as information that is  protected under HIPPA. 
 
CARE OF PATIENT RECORDS 
 
To provide the best care for our patients it is critical that we maintain accurate and current 
patient records. Patient records are only to be accessed on the clinic premises. 
 
Occasionally, patients or other physicians will request copies of practice records. Under no 
circumstances will requests for patient records be fulfilled unless prior legally permissible 
authorization is provided and the clinic director has reviewed the medical record request  
Scan the documentation of such authorization in the patient's record in the Jane EHR.  
 
CONFLICT OF INTEREST/CODE OF ETHICS 
 
A practice's reputation for integrity is its most valuable asset and is directly related to the 
conduct of its officers and other staff members.  Therefore, staff members must never use 
their positions with the practice, or any of its patients, for private gain, to advance personal 
interests or to obtain favors or benefits for themselves, members of their families or any 
other individuals, corporations or business entities. 
 
The practice adheres to the highest legal and ethical standards applicable in our business.  
The practice's business is conducted in strict observance of both the letter and spirit of all 
applicable laws and the integrity of each staff member is of utmost importance. 
 
Staff members of the practice shall conduct their personal affairs such that their duties and 
responsibilities to the practice are not jeopardized and/or legal questions do not arise with 
respect to their association or work with the practice. 
 
SOCIAL SECURITY NUMBER PRIVACY AND PROTECTION OF PERSONAL INFORMATION 
 
To ensure to the extent practicable the confidentiality of our staff members' Social Security 
Numbers (SSNs), no staff member may acquire, disclose, transfer or unlawfully use the SSN 
of any staff member except in accordance with this policy.  The release of staff member 
SSNs to external parties is prohibited except where required by law.  Internal access to staff 
member SSNs is restricted to staff members with a legitimate business need for the 
information. 
 
Except where permitted by state or federal law, we will not: 1) publicly display all or more 
than four sequential digits of a staff member's SSN; 2) use all or more than four sequential 
digits of a staff member's SSN as the primary account number for an individual; 3) visibly 
print all or more than four sequential digits of a staff member's SSN on any identification 
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badge or card; 4) require an individual to use or transmit all or more than four sequential 
digits of their SSN to gain access to an Internet web site or computer system or network 
unless the connection is secure, the transmission is encrypted, or a password or unique PIN 
is also required to gain access; 5) include all or more than four sequential digits of a staff 
member's SSN in or on any document or information mailed or otherwise sent to an 
individual if it is visible on or without manipulation from outside the envelope or  packaging; 
or 6) include all or more than four sequential digits of a staff member's SSN in any document 
or information mailed to a person. 
 
Staff member SSNs may be collected in the ordinary course of business for the purpose of 
identity verification or to administer benefits and in accordance with state and federal 
laws. 
 
Any documents, that include staff member SSNs and are discarded, must be shredded. 
 
Any violation of this policy will result in disciplinary action up to and including discharge. 
 
For more information about this policy, please contact the office manager or doctor. 
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GENERAL OFFICE POLICIES 

 
OFFICE STAFF ASSIGNED SHIFTS:   
 
Monday, Tuesday and Thursday the a.m. shift hours are 8:45 a.m. (9:45 a.m. on Mondays) 
to 12:00 p.m.  The p.m. shift hours are 1:45 p.m. to 6:15 p.m.  Friday and Saturday the shift 
hours are 8:45 p.m. to 2:00 p.m (30 min-1 hour break varies).  In any event, the shift is not 
complete, until all patients have been seen and shift closure processes completed. 
 
ATTENDANCE AND PUNCTUALITY 
 
Attendance and punctuality are important factors for your success within our practice.  
We work as a team and this requires that each person be in the right place at the right 
time. Excessive absenteeism, excessive tardiness and failure to attend scheduled meetings 
are subject to the guidelines stated under “Termination” in this document. 
 
If you are going to be late or absent from an assigned shift, the employee must contact 
the Doctor via the Doctor’s cell phone or the Office Manager via the Office Manager’s 
cell phone if after hours.  A minimum of two (2) hours notice must be made for being 
absent.  Failure to provide any notice will be deemed grounds for immediate termination. 
 
Personal issues requiring time away from your work, such as doctor’s appointments or other 
matters, should be scheduled during your nonworking hours if possible. 
 
If you are absent for two days without notifying the practice, it is assumed that you have 
voluntarily abandoned your position with the practice, and you will be removed from the 
payroll. 
 
REST, MEAL BREAKS, LUNCH, AND STAFF USE OF EQUIPMENT 
 
Our breaks range from 30 minutes to 2 hours.  Please only use equipment during this time. 
ALL patients must be gone from the clinic to use clinic equipment. Eating is only allowed 
during this scheduled break time as well. 
 
SEVERE WEATHER 
 
Severe weather is to be expected during certain months of the year.  Although driving 
may at times be difficult, when caution is exercised the roads are normally passable.  
Except in cases of severe weather, we are all expected to work our regular hours.  Time 
taken off due to poor weather conditions while the business remains open is to be used as 
vacation or is unpaid. We usually follow Fort Worth ISD for any weather related clinic 
closures. 
 
If extreme weather conditions require closing of the building or clinic, you will be notified 
by the office manager or clinic director. 
 
SOLICITATION AND DISTRIBUTION OF LITERATURE 
 
No solicitation or distribution of any items either by staff or by patients can be made without 
express permission from the Doctor. 
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SMOKING 
 
RHWC is a smoke-free clinic. This includes vaping.  
 
DRESS CODE 
 
Clinic scrubs are to be worn by providers as designated by the clinic director. Corrective 
Exercise staff can wear approved workout clothes. Casual Friday where the dress code 
will consist of RHWC or ALLCORE360 t-shirts.  Blue jeans are acceptable providing they are 
not of a low rider, stomach-bearing cut, and have no visible tears.  No shorts, sleeveless 
shirts/blouses, no t-shirts with logo’s unless RHWC or ALLCORE360 logos.  Violation of the 
dress code will require the staff member to return home, change and return to work.  Staff 
member will not be paid during that time. 
 
INTERNET SAVVY 
 
All employees are required to utilize the Internet for communications with insurance 
companies, vendors, patients and co-workers. 
 
PERSONAL CALLS, TEXT MESSAGING AND INTERNET USE. 
 
It is important to keep our telephone lines free for patient calls.  Although the occasional 
use of the practice's telephones for a personal emergency may be necessary, routine 
personal calls and text messages should be limited on the business line as well as on 
personal cellular telephones.   
 
Personal cellular telephones must be turned off or set to a silent alert during working hours 
while on clinic premises. If you are expecting an important call, please let the clinic director 
know, and use a closed-off room or exit the clinic to take these calls. Personal cellular 
telephone use in the presence of patients is not allowed unless using it for clinic use. 
 
Internet use for personal use is prohibited during working hours.  Use may be allowed during 
breaks but limited to secure sites. Downloads are prohibited at any time unless prior 
authorization is given by the clinic director. 
 
CARE OF EQUIPMENT 
 
You are expected to demonstrate proper care when using the practice's property and 
equipment.  No property may be removed from the premises without the proper 
authorization of management.  If you lose, break or damage any property, report it to the 
office manager or clinic director at once. Please help sanitize clinic equipment as needed. 
 
PERSONAL PROPERTY 
 
The practice is not responsible for loss or damage to personal property.  Valuable personal 
items, such as purses and all other valuables should not be left in areas where theft might 
occur. 
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PARKING 
 
Parking facilities are available to staff members.  You are required to park within the 
designated areas behind the building. 
 
The practice is not responsible for loss, damage or theft of your vehicle.  Therefore, we 
suggest that you lock your car doors. 
 
KITCHENETTE AREA 
 
A microwave and refrigerator are available for your use.  You are expected to clean up 
after eating.  This area should be kept clean for the next person's use. 
 
CHANGES IN PERSONAL DATA 
 
To aid you and/or your family in matters of personal emergency, we need to maintain 
up-to-date information. 
 
Changes in name, address, telephone number, marital status, number of dependents or 
changes in next of kin and/or beneficiaries should be given to the office manager or 
clinic director promptly. 
 
IF YOU MUST LEAVE US 
 
Should you decide to leave your employment/contract assignment with us, we ask that 
you provide the clinic director with at least two weeks' advance written notice. A 30-day 
notice is preferred for clinic providers. Your thoughtfulness is appreciated and will be noted 
favorably should you ever wish to reapply for employment/contract assignment with the 
practice. 
 
Generally, we will confirm upon request our staff members'/contractors dates of 
employment, salary history, and job title. 
 
Additionally, all practice property, including this Staff Member Handbook, must be 
returned upon discharge.  Otherwise, the practice may take action to recoup any 
replacement costs and/or seek the return of practice property through appropriate legal 
recourse. 
 
You should notify the practice if your address changes during the calendar year in which 
discharge occurs so that your tax information will be sent to the proper address 
 
EACH STAFF MEMBER'S RESPONSIBILITY FOR SAFETY IN THE WORKPLACE 
 
Safety can only be achieved through teamwork at our practice.  Each staff member must 
practice safety awareness by thinking defensively, anticipating unsafe situations and 
reporting unsafe conditions immediately. 
 
Please observe the following precautions: 
 

1. Notify the office manager of any emergency situation.  If you are injured or 
become sick at work, no matter how slightly, you must inform the office manager 
immediately. 
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2. The use of alcoholic beverages or illegal substances during working hours will not 

be tolerated.  The possession of illegal substances on the practice's property is 
forbidden. At times there may be alcohol available for consumption for social 
gatherings.  It is expected that staff members who consume alcohol do so 
responsibly and are accountable for their own actions. RHWC is not liable for 
employees actions in social office settings.   
 

3. Use, adjust and repair machines and equipment only if you have been trained and 
qualified. 
 

4. Know the proper lifting procedures.  Get help when lifting or pushing heavy objects. 
 

5. Understand your job fully and follow instructions.  If you are not sure of the safe 
procedure, don't guess; just ask the office manager. 

 
6. Know the locations, contents and use of first aid and fire fighting equipment. 

 
7. Comply with OSHA standards and/or applicable state job safety and health 

standards as written in our safety procedures manual. 
 
A violation of a safety precaution is in itself an unsafe act.  A violation may lead to 
disciplinary action, up to and including discharge. 
 
IN AN EMERGENCY 
 
The office manager or clinic director should be notified immediately when an emergency 
occurs.  Emergencies include all accidents, medical situations, bomb threats, other threats 
of violence, and the smell of smoke.  If the office manager is unavailable, contact the 
nearest practice official. 
 
Should an emergency result in the need to communicate information to staff members 
outside of business hours, the office manager will contact you.  Therefore, it is important 
that staff members keep their personal emergency contact information up to date.  Notify 
the office manager when this information changes. 
 
When events warrant an evacuation of the clinic or building you should use the exit that is 
clear from danger and closest to you. You should leave the building in a quick and orderly 
manner and assemble in the front common area near the office and await further 
instructions or information.   The office manager or clinic director will make sure all people 
are cleared from the building.  
 
Please direct any questions you may have about the practice's emergency procedures to 
the office manager or doctor. 
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EMPLOYEE NOTIFICATION OF POLICY CHANGES 
 
Policy changes at RHWC will be provided to staff members via email or SLACK messaging. 
Each staff member will be expected to read said change and a binder with the most 
current changes will be available from the clinic director. 
 
EMPLOYEE RECORDS 
 
A record of attendance, staff evaluations and salary information will be kept on file 
electronically with the clinic director.  Any changes to hours, employee classification and 
benefits will be kept on file. 
 
 
PAY ADVANCES 
 
Pay advances must be discussed with, and approved by the clinic director. 
 
PAYROLL PERIOD & PAYDAY 
 
The payroll period for contractors is a two-week period beginning Monday morning 
through the following week Saturday.   Paychecks will be dispersed on the 1st and the 15th. 
Paychecks will be distributed to the contractor ONLY.  Prior written approval is required if 
another person is to pick up the contractor’s check.  If a payday falls on a holiday, 
paychecks will be issued the next workday. 
 
The payroll period for employees is weekly beginning Monday morning through Saturday 
afternoon. Paychecks are dispersed on Saturdays. 
  
RECORDING YOUR TIME—INDEPENDENT CONTRACTORS 
 
Non-rent paying independent contractors and hourly employees must record their hours 
on their online timesheet (see staff training portal). 
 
Accurately recording all of your time is required in order to be sure that you are paid for 
all hours and services worked.  You are expected to follow the established procedures in 
keeping an accurate record of your hours worked.  Hours must be recorded as follows: 
 

• Immediately before starting your shift. 
• Immediately after finishing work before your meal period. 
• Immediately before resuming work after your meal period.  
• Immediately after finishing work. 
• Immediately before and after any other time away from work. 

 
All staff members subject to this policy are required to accurately record all time worked. 
 
Those independent contractors who pay rent must do so weekly by 2pm every Saturday. 
 
PAYCHECK DEDUCTIONS—HOURLY EMPLOYEES 
 
The practice is required by law to make certain deductions from your paycheck each pay 
period.  Such deductions typically include federal and state taxes and Social Security 
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(FICA) taxes.  Depending on the state in which you are employed and the benefits you 
choose, there may be additional deductions.  All deductions and the amount of the 
deductions are listed on your pay stub.  These deductions are totaled each year for you 
on your Form W-2, Wage and Tax Statement. 
 
It is the policy of the practice that exempt staff members' pay will not be “docked,” or 
subject to deductions, in violation of salary pay rules issued by the United States 
Department of Labor and any corresponding rules issued by the state government, as 
applicable.  However, the practice may make deductions from staff members' salaries in 
a way that is permitted under federal and state wage and hour rules.  Staff members will 
be reimbursed in full for any isolated, inadvertent, or improper deductions, as defined by 
law. 
 
Thus, exempt staff members may be subject to the following salary deductions, except 
where prohibited by state law, but only for the following reasons: 
 

• Absences of one or more full days for personal reasons, other than sickness or 
disability; or 

• Absences of one or more full days due to sickness or disability, if there is a plan, 
policy, or practice providing replacement compensation for such absences; or 

• Absences of one or more full days before eligibility under such a plan, policy, or 
practice or after replacement compensation for such absences has been 
exhausted; or 

• Suspensions of one or more full days for violations of safety rules of major 
significance; or 

• Suspensions of one or more full days for violations of written workplace conduct 
rules, such as rules against sexual harassment and workplace violence; or 

• Payment of actual time worked in the first and last weeks of employment, resulting 
in a proportional rate of a staff member's full salary; or 

• Any unpaid leave taken under the Family and Medical Leave Act; or 
• Negative paid-time-off balances, in whole-day increments only. 

 
The practice will not make deductions which are prohibited by the Fair Labor Standards 
Act or state laws from its exempt staff members' pay. 
 
If questions or concerns about any pay deductions arise, staff members may discuss and 
resolve them with the clinic director or office manager.  If an error is found, you will receive 
an immediate adjustment which will be paid no later than on the next regular payday. 
 
 
GARNISHMENT/CHILD SUPPORT 
 
When a staff member's wages are garnished by a court order, our practice is legally bound 
to withhold the amount indicated in the garnishment order from the staff member's 
paycheck.  Our practice will, however, honor applicable federal and state guidelines that 
protect a certain amount of a staff member's income from being subject to garnishment. 
 
BEREAVEMENT LEAVE 
 
Bereavement time off will be paid for full-time employees (not applicable for independent 
contractors) from the time of death through the time of the funeral for immediate family 
only.  Immediate family is defined as spouse, children, parent or other dependants.  
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Employees will be paid for the day of the funeral if it is a grandparent. This policy only 
applies to W2 employees. 
 
PROBATIONARY PERIOD 
 
All new staff member will be on probation for 60 days. At that time, a Staff Performance 
Evaluation will be conducted.   
 
REFERENCE REQUESTS 
 
RHWC has a policy of “neutral reference”.  This means that if a potential new employer or 
other entity requests a reference, information that will be shared with them are employee 
date of hire and job classification. 
 
 
REVIEW PROGRAM-STAFF PERFORMANCE EVALUATION 
 
Staff performance evaluations will be conducted by the clinic director after the two month 
probation period and then annually for each staff member from that date. Changes in 
salary and/or benefits will be addressed at that time.  If the staff member is having difficulty 
reaching their goals/objectives/special assignments, an intermediate evaluation will be 
made and placed in the staff member’s file. 
 
STATEMENT OF CONDUCT 
 
The general conduct in our business should reflect the professional nature of our work.  We 
expect patients to be impressed by the businesslike and professional behavior of our staff. 
 
The RHWC expects all staff members: 
 

a. To give a productive day’s work to RHWC’s satisfaction 
b. To be at work on time 
c. To maintain a positive attitude with our patients, the public and co-workers 
d. To adhere to all policies of RHWC 
e. To carry him/herself in a professional manner at all times 
f. To be respectful of all coworkers and patients 

 
 
 
PROGRESSIVE DISCIPLINARY POLICY 
 
In order to ensure that disciplinary matters are handled in an equitable manner, the 
following steps are outlined, to remove uncertainty from the RHWC’s disciplinary equation.   
Signature of the “Acknowledgement of Review” at the back of this handbook indicates 
acknowledgement, understanding, and acceptance of this policy.   The following is a 
progressive disciplinary guideline: 
 

a. 1st violation:  Staff member will be notified by the clinic director when a  
noncompliance with policy or procedure has been observed and a verbal 
agreement will be made between the staff member and the clinic director 
regarding the corrective action.  



- 17 - 
 

b. 2nd violation:  A written warning will be made by the clinic director, with 
signature required by the staff member, and a copy placed in the staff 
member’s digital file 

c. 3rd violation:  Termination 
 
Specific guidelines subject to disciplinary action above are: 
 

1. Excessive absenteeism.  If there are two (2) or more occasions of 
absence within any sixty (60) day period, or any indication that the sick 
leave procedure is being abused. 

2. Excessive tardiness.  Tardiness is defined as any lateness in excess of five 
(5) minutes of the scheduled working time.  This applies to reporting to 
work at the beginning of a shift, and when returning to work after a 
break. 

3. Failure to attend scheduled meetings 
4. Unsatisfactory job performance and/or failure to perform assigned 

duties at the assigned time 
5. Receiving excessive (in number or in length of time) personal phone 

calls or visitors 
6. Neglect, waste or mishandling of professional equipment or office 

supplies 
7. Failure to maintain acceptable standards of personal hygiene/dress 

code 
 
The following actions will result in IMMEDIATE termination: 
 

1. Deliberately making or using falsified records including but not limited to  
employment application, supply ordering, time sheets, patient records 

2. Use of intoxicating liquors or narcotics of any kind on the RHWC premises during 
working hours or reporting to work under the influence of an intoxicant. 

3. Refusal to perform assigned duties 
4. Theft of any property or money from RHWC 
5. Disclosing confidential information about patients 
6. Absent with less than two (2) hours notice (twice) 
7. Absent without any notice 
8. Verbal or physical abuse of patients 

 
 
WORKERS’ COMPENSATION 
 
RHWC does not insure its independent contractors, and it is the responsibility of the 
independent contractor to obtain their own insurance.  We also do not provide workers 
compensation for any employees at this time. 
 
All accidents; however, involving possible injury (including patients) must be reported and 
documented to the office manager or clinic director within 24 hours of the time of 
accident. 
 
WAGES 
 
Hourly employees may be started at the wage compatible with their abilities and 
experience.  After the probationary period, the hourly employee will be eligible for a raise 
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in hourly wages.  An annual increase may be figured on the percentage of increase in the 
yearly income over last year plus cost of living, or it may be a flat increase per hour.  
Incentive raises will be given at the discretion of the clinic director. 
 
Thirty (30) hours or more per week will be considered full-time employment.  Less than 30 
hours week  will be considered part-time employment. 
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EMPLOYEE/CONTRACTOR CLASSIFICATIONS & DUTIES 
 
Below lists the employee job descriptions. Independent contractors: please refer to your 
contract for list of duties and responsibilities. 
 
FRONT OFFICE STAFF  
 
Provides clerical support to clinical staff. Obtains pre-certifications as required by health 
care insurers or managed care providers. Informs patients of costs for care being provided, 
and guides them to appropriate resources for further information. Answers telephones, 
screens callers, relays messages, and greets visitors.  May be required to perform 
examination scans under direction of the Doctor. Responsible for assembling patient 
packets and maintaining patient files on the EHR.    Requires a high school diploma or its 
equivalent and 0-2 years of related experience. Has knowledge of commonly used 
concepts, practices, and procedures within chiropractic field. Relies on instructions and 
pre-established guidelines to perform the functions of the job. Works under immediate 
supervision of the office manager and/or doctors on staff. 
 
CHIROPRACTIC  ASSISTANT/FRONT OFFICE STAFF  
 
Provides clerical support to clinical staff. Obtains pre-certifications as required by health 
care insurers or managed care providers. Informs patients of costs for care being provided, 
and guides them to appropriate resources for further information. Types routine 
correspondence and reports from handwritten copy. Answers telephones, screens callers, 
relays messages, and greets visitors. 
 
Assists in examination of patients under the direction of the doctor. Prepares adjustment 
rooms and examination room for patient care.  Coordinates with doctor the permanent 
records of patients by analyzing, uploading and storing the records. Ensures records are 
complete, accurate and adhere to HIPPA and OSHA standards.   Requires a high school 
diploma and medical assistant certificate and 0-2 years of experience in a related field. 
Familiar with standard concepts, practices, and procedures within chiropractic field. Relies 
on limited experience and judgment to plan and accomplish goals. Performs a variety of 
tasks.  Reports to Office Manager/clinic director. 
 
BILLING MANAGER 
 
Organizes and submits aged (3 months or more) patient claims forwards to appropriate 
third party payers. Reviews claims to make sure that payer specific billing requirements are 
met, follows-up on billing, determines and applies appropriate adjustments, answers 
inquiries, and updates accounts as necessary. Responsible for compiling amounts owed 
to chiropractic facility. Maintains all patient payment records.  Monitors the coding and 
overall maintenance of records and tracks data related to patient status. Ensures that all 
health information management practices meet HIPPA and state standards. Provides 
input for budgeting, quality improvement, hiring, evaluation and supervision, etc. Reviews 
and maintains orders, invoices and records to ensure accuracy.   Requires a high school 
diploma or its equivalent, 2-4 years of related experience or a certificate in course work. 
Familiar with standard concepts, practices, and procedures within chiropractic field. Relies 
on limited experience and judgment to plan and accomplish goals. Works under general 
supervision. A certain degree of creativity and latitude is required. Reports to Office 
Manager. 
 



- 20 - 
 

 
OFFICE MANAGER   
 
Reviews and stays up-to-date on patient insurance claims (and account balances) to 
make sure that payer specific billing requirements are met, follows-up on billing, 
determines and applies appropriate adjustments, answers inquiries, and updates 
accounts as necessary. Responsible for keeping up with amounts owed to chiropractic 
facility and patient credit on accounts. Maintains all patient payment records.  Monitors 
the coding and overall maintenance of records and tracks data related to patient status. 
Ensures that all health information management practices meet HIPPA and state 
standards. Provides input for budgeting, quality improvement, hiring, evaluation and 
supervision, etc. Reviews and maintains orders, invoices and records to ensure accuracy. 
 
Directs and coordinates administrative and clinical services for one or more doctors. 
Establishes work procedures and standards to improve efficiency and effectiveness in the 
office. Supervises clerical staff to ensure quality patient care.     Oversees all functions of 
the patient accounting and staff of credit, collection, insurance, and billing. Coordinates 
activities to meet billing deadlines. May require a bachelor's degree in area of specialty 
and at least 2 years of experience in the field or in a related area. Familiar with a variety 
of the chiropractic field concepts, practices, and procedures. Relies on extensive 
experience and judgment to plan and accomplish goals. Performs a variety of tasks. Leads 
and directs the work of other administrative staff. A wide degree of creativity and latitude 
is expected. Reports to clinic director/owner. 
 
 

BENEFITS 
 
 

HEALTH ASSURANCE 
 
Complete chiropractic care for each staff member is provided at a discounted rate of $25 
per session. No discounts are provided for families of staff members. It is preferred that staff 
members schedule a chiropractic appointment immediately following the end of the day’s 
shift and not during patient hours. Fridays are preferred for staff chiropractic treatment. 
Exceptions will be made only in emergency situations. 
 
HOLIDAY BENEFITS: HOURLY EMPLOYEES 
 
The following holidays are authorized for full and part-time hourly employees after they 
have completed their 60-day probationary period: 
 
New Years Day (January 1st) 
Memorial Day  (last Monday of May) 
The Fourth of July (July 4)   

Labor Day   (first Monday of September) 
Thanksgiving  (4th Thursday of November) 
Christmas  (December 25th) 
 
As various holidays fall on different days of the week, RHWC reserves the right to modify 
said holiday schedule to accommodate the patient load and employee time off. 
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Employees will be compensated for the hours that they would normally have worked on 
that day.  If an employee would not have been scheduled to work, no compensation will 
be made. 
 
If the office is closed for an extra day for a longer holiday, the employee will be 
compensated for only the holiday not for any days off around the holiday. 
 
 
LEAVE OF ABSENCE 
 
A leave of absence is any authorized absence of seven days or more without pay.  A leave 
of absence may only be granted to an employee who has completed the probationary 
period and must have prior approval of the clinic director.  This request is to be in writing.  
Leaves of absence may be granted for the following reasons and maximum duration: 
 

1. Personal – maximum of 10 days 
2. Medical – duration of illness (not to exceed six weeks, this includes maternity leave).   
3. Military Leave - Staff members who are required to fulfill military obligations in any 

branch of the Armed Forces of the United States or in state military service will be 
given the necessary time off and reinstated in accordance with federal and state 
law. 
 

Accrued vacation may be used for this leave if the staff member chooses.  Military orders 
should be presented to the clinic director and arrangements for leave made as early as 
possible before departure.  Staff members are required to give advance notice of their 
service obligations to the practice unless military necessity makes this impossible.  You must 
notify the clinic director of your intent to return to employment/assignment based on 
requirements of the law.  Your benefits may continue to accrue during the period of leave 
in accordance with state and federal law (for employees). 

 
A leave of absence does not insure that the employee’s same position will be available 
upon completion of such leave with the exception of military leave. 
 
It is the employee’s/staff member’s responsibility to “cover their shift” if time off outside of 
what is covered in this handbook is desired by the staff member.   
 
PAID TIME OFF (PTO): Hourly Full-Time Employees 
 
The purpose of Paid Time Off (PTO) is to provide employees with flexible paid time off 
from work that can be used for such needs as vacation, personal or family illness, doctor 
appointments, school, volunteerism, and other activities of the employee's choice. The 
company's goal is to reduce unscheduled absences and the need for supervisory 
oversight. During the probationary period, PTO is accrued but is not available for use until 
the probationary period is ended. 
 
Each full time employee will accrue PTO bi-weekly in hourly increments based on their 
length of service as defined below. PTO is added to the employee's PTO bank when the 
weekly paycheck is issued. PTO taken will be subtracted from the employee's accrued 
time bank in one hour increments.  
 
Temporary employees, contract employees, and interns are not eligible to accrue PTO. 
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Eligibility to accrue PTO is contingent on the employee either working or utilizing accrued 
PTO for the entire weekly pay period. PTO is not earned in pay periods during which 
unpaid leave, short or long term disability leave or workers' compensation leave are 
taken. 
 
Employees may use time from their PTO bank in hourly increments. Time that is not 
covered by the PTO policy, and for which separate guidelines and policies exist, include 
company paid holidays, bereavement time off, required jury duty, and military service 
leave. 
 
To take PTO requires two weeks of notice to the office manager unless the PTO is used for 
legitimate, unexpected illness or emergencies.  
 
Paid Time Off (PTO) Exceptions 

• Employees who miss more than three consecutive unscheduled days, may be required 
to present a doctor's release to the Office manager or doctor that permits them to 
return to work. 

• PTO taken in excess of the PTO accrued can result in progressive disciplinary action up 
to and including employment termination. This time will be unpaid. The only possible 
exception to this policy must be granted by doctor. 

 
 
PTO is accumulated at the following rate:  
 
One Year = .0195/hour 
Two to Five years – .0385/hour 
Five to ten years – .0578/hour 
Ten years – .078/hour 
 
No more than 60 hours can rollover to the following year.  
 
SOCIAL SECURITY 
 
During your employment, you and the practice both contribute funds to the federal 
government to support the Social Security program.  This program is intended to provide 
you with retirement benefit payments and medical coverage once you reach retirement 
age. 
 
UNEMPLOYMENT INSURANCE 
 
Upon separation from employment, you may be entitled to state and federal 
unemployment insurance benefits.  Information about unemployment insurance can be 
obtained from the office manager or clinic doctor. 
 
STAFF MEMBER BONUSES 
 
Staff members may receive bonuses from time to time.  These are based on individual 
merit, the practice's profitability and any other factor(s) deemed significant by the 
practice.  Whether or not bonuses are granted and the amounts granted are within the 
sole discretion of the owner. 
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ACKNOWLEDGEMENT OF HANDBOOK REVIEW 
Each staff member will be required to sign the acknowledgement of handbook review 
upon completion of reading the employee handbook. 
 
 
 
 
 

RHWC’s HUMAN RESOURCES HANDBOOK 
ACKNOWLEDGEMENT OF REVIEW 

 
This handbook has been prepared for your information and understanding of the policies, 
philosophies and practices and benefits of RHWC. PLEASE READ IT CAREFULLY.  Upon 
completion of your review of this handbook, please sign the statement, and return to the 
clinic director by the due date.  A reproduction of this acknowledgment is part of this 
booklet for your records and should also be signed for your records.  I, 
________________________, have received and read a copy of RHWC’S Human Resources 
Handbook which outlines the goals, policies, benefits and expectations of RHWC, as well 
as my responsibilities as an employee/staff member. 
 
I have familiarized myself with the contents of this handbook.  By my signature below, I 
acknowledge, understand, accept and agree to comply with the information contained 
in the Human Resources Handbook provided to me by RHWC.  I understand this handbook 
is not intended to cover every situation that may arise during my employment, but is simply 
a general guide to the goals, policies, practices, benefits and expectations of RHWC. 
 
I understand that the RHWC Human Resources Handbook is not a contract of employment 
and should not be deemed as such, and that I am an employee/staff member at will. 
 
_____________________________________________               ___________________________ 
Employee/Staff Signature          Date 
 
 
 
 
 
 
 
 
 
 
 
 
 


