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Practice Management:
HR 101

Human Resources Management for 
Medical Practice Managers

Who are our Human Resources?

Husband/Wife Father/Mother Brother/Sister Son/Daughter Friend Primary 
Breadwinner

Full Time 
Employee

Part Time 
Employee Individuals Millennials Baby Boomers Gen X
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What is Human 
Resources?

HR is the department within a 
business that is responsible for all 
matters worker related. The HR 
professional is the liaison between the 
employers and employees while 
considering the attitudes and beliefs of  
both groups as it relates to areas of  
legal and professional guidelines, 
interpersonal employee relations, and 
compensation.

When is 
HR vital 
to your 

Practice?

Maintaining Compliance/Legal

Safety and Risk Management

Wages/Salaries

Analyzing Benefits

Strategy for Staffing and Hiring
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Where are you spending your HR time?

Interviewing, Vetting, Hiring, Onboarding, Compensating and Evaluating Staff

Interacting with your employees; getting to know them.  Settling employee disputes/issues

Meeting with Leadership to determine HR needs

Maintaining and Administrating Employee Paperwork

Networking with other professionals

Continued Education about HR related topics

“

”
HR combines marketing, psychology, economics, 
and law,” says Todd Horton, CEO of  KangoGif.  

Now let’s look at the implementation of  next 
steps in these key areas as it relates to Human 

Resources.
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Marketing

This part of  the role combines the importance of  creating a good “face” for 
your practice, but also attracting and finding good talent for your practice.  

The HR role of  Recruiting and Hiring is a major part of  your job and it is a 
never-ending cycle.  As you recruit and hire you will be looking for those 
individuals who can “buy in” and support your vision and mission of  the 
practice.  We all know nothing is more powerful than “word of  mouth” 
perceptions. We want our employees to be key in spreading the good word of  
our practice.

First Steps in the Hiring Process

Strategic Planning for Needs

Creating Job Descriptions

Recruiting

Vetting

Selecting

Hiring

7

8



3/1/2020

5

Next Steps After Employee is Hired

Onboarding

Training

Development/Promoting

Compensation

Evaluation

Terminating

Psychology

There is a direct link between HR and Psychology.  Dealing with human beings 
is not as simple as 1, 2, 3 and then check the “complete” box. It is important to 

step back and look at the human psyche and to begin to understand where 
individuals are coming from and what makes them act, react and perform each 

day in the workplace.  
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Key 
Behavioral 
Roles for 

HR

HR knows how to “sell” the vision of  the practice to the 
employees and looks for ways to connect employees 
directly to the vision that has been communicated from 
leadership. Be friendly and approachable.

Understand we are all human.  People (you included) have 
good days and bad days.  Remember to be kind. 
Remember you are working with people.

Respect your employees and they will respect you.  
Respect must be earned.

Credibility is key in the employee/HR relationship. It is 
earned through Discretion, Ethics and Trustworthiness.

Economics

• This relates to human capital because it looks at both economics and mathematical 
approaches.  Ideally, the higher wages in an organization has a direct connection to the 
highest productive value to employers.  Utilize bonuses and promotions to encourage and 
reward hard work and commitment.

• Economics also refer to the way the practice is responding to Market Conditions.  If  
unemployment rates are low, then it becomes more of  an employee’s market. Supply and 
Demand is always in play. Employees have the advantage and can be more demanding in 
their wages and benefits because of  the shortage of  workers.  HR needs to be mindful of  
this and explain to leadership the obstacles that you are facing in finding the best employees.  
The practice needs to fall in local salary ranges to continue to be competitive in the market 
in order to attract the best candidates to the team.  Consider wages as a leveraging tool to 
produce optimal results in your practice.
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Wages/Salaries/Benefits

Money is always a VERY important part of  the equation for the Employee.  
Wages are viewed by employees as a means to an end.  The role of  HR is to 
make sure compensation falls within legal requirements, industry standards, 
skills required, and cost of  living parameters.

Employment Law 

• Employee Handbook should be reviewed and revised to avoid legal headaches caused by errors.

• https://www.dol.gov/

• Stay on top of  the latest changes in FLSA.  Fair Labor Standards Act

• FMLA (Family Medical Leave Act) prepare a plan to address intermittent FMLA leave. 

• Documentation in a timely manner of  performance issues, warnings and any disciplinary actions.  
Documentation is key to defend possible lawsuits involving employees.

• Balance employer needs with employee rights by implementing sufficient social media policies.

• Properly address employee discrimination claims. These claims should be addressed immediately.

• DOCUMENT, DOCUMENT, DOCUMENT.  Create a habit of  daily documentation in all areas 
speaking to an employee. This will be vital in the case of  an EEOC charge, unemployment 
filings, and lawsuits.
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The Value of  an Employee Handbook

Employee handbooks are important because they outline expectations and 
values for employees. They can also shield the employer in the event of  any 
legal issues. ... Employees genuinely want to know what's expected of  them, 
and what they can count on. A good employee handbook will give them that 
clarity.  www.genesishrsolutions.com

Handbook Essentials

• Keep language simple and understandable.  Handbooks should consist of  
policies that apply to everyone.

• Update regularly.  When you update make sure to include the date and 
remind employees the latest copy is always the one current.

• Only include policies and procedures you are willing to enforce. Pay close 
attention to legal parameters within the law.

• Control distribution.  It is a legal document for your practice.  Require a 
signature to acknowledge receipt of  handbook.
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Essential 
Skills for 

HR 
Success

Adaptability

Organization

Communication 

Confidentiality

Federal Employee Laws

• FLSA (Fair Labor Standards Act) This law regulates workplace practices 
related to minimum wage, overtime pay, and child labor.

• FMLA (Family Medical Leave Act) This law requires certain employers to 
grant up to 12 weeks of  leave during a 12 month period to eligible employees 
who need time off  because of  a "serious health condition" that they or 
someone in their family is experiencing. FMLA leave can sometimes overlap 
with Title VII requirements concerning leave for pregnancy and pregnancy-
related conditions and ADA and Rehabilitation Act requirements concerning 
leave as an accommodation for an employee with a disability

• USERRA Military Leave Policy Prohibits discrimination on the basis of  
military obligation.

17

18



3/1/2020

10

Continued Federal Employee Laws

• ERISA (Employment Retirement Income Security Act) United States tax and labor law that 
establishes minimum standards for pension plans in private industry. It contains rules on the 
federal income tax effects of  transactions associated with employee benefit plans.

• PPACA (Patient Protectant and Affordable Care Act or “Obamacare”) The law provides 
numerous rights and protections that make health coverage more fair and easy to 
understand, along with subsidies (through “premium tax credits” and “cost-sharing 
reductions”) to make it more affordable.  This law extends into Medicare to cover more 
people with lower incomes.

• COBRA (Consolidated Omnibus Budget Reconciliation Act) 1986  Provides certain former 
employees, retirees, and spouses, and children the right to temporary continuation of  health 
coverage at group rates.

Employee Law Governed by EEOC

• Title VII of  the Civil Rights Act of  1964 (Title VII)
This law makes it illegal to discriminate against someone on the basis of  race, color, religion, 
national origin, or sex. The law also makes it illegal to retaliate against a person because the 
person complained about discrimination, filed a charge of  discrimination, or participated in an 
employment discrimination investigation or lawsuit. The law also requires that employers 
reasonably accommodate applicants' and employees' sincerely held religious practices, unless 
doing so would impose an undue hardship on the operation of  the employer's business.

• The Pregnancy Discrimination Act
This law amended Title VII to make it illegal to discriminate against a woman because of  
pregnancy, childbirth, or a medical condition related to pregnancy or childbirth. The law also 
makes it illegal to retaliate against a person because the person complained about discrimination, 
filed a charge of  discrimination, or participated in an employment discrimination investigation or 
lawsuit.
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Continued EEOC Governed Law

• The Equal Pay Act of  1963 (EPA)
This law makes it illegal to pay different wages to men and women if  they perform equal work in the same 
workplace. The law also makes it illegal to retaliate against a person because the person complained about 
discrimination, filed a charge of  discrimination, or participated in an employment discrimination investigation or 
lawsuit.

• The Age Discrimination in Employment Act of  1967 (ADEA)
This law protects people who are 40 or older from discrimination because of  age. The law also makes it illegal to 
retaliate against a person because the person complained about discrimination, filed a charge of  discrimination, or 
participated in an employment discrimination investigation or lawsuit.

• Title I of  the Americans with Disabilities Act of  1990 (ADA)
This law makes it illegal to discriminate against a qualified person with a disability in the private sector and in state 
and local governments. The law also makes it illegal to retaliate against a person because the person complained 
about discrimination, filed a charge of  discrimination, or participated in an employment discrimination investigation 
or lawsuit. The law also requires that employers reasonably accommodate the known physical or mental limitations 
of  an otherwise qualified individual with a disability who is an applicant or employee, unless doing so would impose 
an undue hardship on the operation of  the employer's business.

Continued EEOC Governed Law

• Sections 102 and 103 of  the Civil Rights Act of  1991
Among other things, this law amends Title VII and the ADA to permit jury trials and 
compensatory and punitive damage awards in intentional discrimination cases.

• Sections 501 and 505 of  the Rehabilitation Act of  1973
This law makes it illegal to discriminate against a qualified person with a disability in the 
federal government. The law also makes it illegal to retaliate against a person because the 
person complained about discrimination, filed a charge of  discrimination, or participated in 
an employment discrimination investigation or lawsuit. The law also requires that employers 
reasonably accommodate the known physical or mental limitations of  an otherwise qualified 
individual with a disability who is an applicant or employee, unless doing so would impose 
an undue hardship on the operation of  the employer's business.
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Common Mistakes in HR

• Task focused and not people focused.

• Lack of  good documentation habits.

• Lack of  consistency with following employee handbook.

• Ignore issues that can grow from mole hills to mountains.

• Lack of  follow-up after employee issues.

• Poor time management.

Resources

• The Big Book of  HR by Barbara Mitchell and Cornelia Gamlem

• Human Resources Kit for Dummies by Max Messmer

• www.dol.gov

• www.eeoc.gov

• www.exacthire.com

• www.gnapartners.com

• www.genesishrsolutions.com

• www.jobmonkey.com
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